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ARTICLE I 

PURPOSE, GENERAL PROVISIONS A N D  DEFINITIONS 

S E C T I O N  1. PURPOSE 

A .  C o n t e n t :  T h i s  manual c o n t a i n s  s t a t e m e n t s  o f  p e r s o n n e l  p o l i c i e s .  I t  i s  
a e s i g n e d  t o  be  a n  o f f i c i a l  work ing  document f o r  s u p e r v i s o r y  and s t a f f  
p e r s o n n e l  i n  t h e  day-  t o - day  a d m i n i s t r a t i o n  o f  t h e  C i t y ' s  p e r s o n n e l  
program. T h e s e  w r i t t e n  p o l i c i e s  shou ld  i n c r e a s e  u n d e r s t a n d i n g ,  e l i m i n a t e  
t h e  need  f o x  p e r s o n a l  d e c i s i o n s  on m a t t e r s  of C i t y - w i d e  p o l i c y  and h e l p  
t o  a s s u r e  u n i f o r m i t y  t h r o u g h o u t  t h e  o r g a n i z a t i o n .  T h i s  manual may a l s o  
b e  used  a s  a n  employee handbook .  

R e s p o n s i b i l i t y :  I t  i s  t h e  r e s p o n s i b i l i t y  o f  e a c h  and e v e r y  s u p e r v i s o r ,  
o f f i c i a l  and  a d m i n i s t r a t o r  t o  a d m i n i s t e r  t h e s e  p o l i c i e s  i n  a  c o n s i s t e n t  
and  i m p a r t i a l  manner.  Each  s u p e r v i s o r  s h a l l  a s s i s t  i n  keep ing  t h e  
p e r s o n n e l  program u p - t o - d a t e  by n o t i f y i n g  t h e  P e r s o n n e l  O f f i c e r  whenever 
p rob l ems  a r e  e n c o u n t e r e d  o r  improvements  c a n  b e  made i n  t h e  a d m i n i s t r a t i o n  
o f  o u r  p e r s o n n e l  p o l i c i e s .  

Memorandum o f  U n d e r s t a n d i n g :  The C i t y  and t h e  P o l i c e  O f f i c e r l s  A s s o c i a t i o n  
a r e  r e q u i r e d  t o  mee-t and c b n f e r  i n  good f a i t h  ( C a l i f o r n i a  Government Code 
3500-3510) t o  r e a c h  a n  a g r e e m e n t  on m a t t e r s  p e r t a i n i n g  t o  wages, h o u r s  and  
o t h e r  work ing  c o n d i t i o n s .  The te rms  o f  t h i s  ag r eemen t  a r e  t hen  p u t  i n t o  
a document  c a l l e d  a  "Memorandum of  Unde r s t and ing"  (MOU). T h i s  MOU 
s p e c i f i e s  s a l a r y ,  b e n e f i t s  and work ing  c o n d i t i o n s  f o r  t h e  term o f  t h e  
ag r eemen t .  

SECTION 2 .  GENERAL PROVISIONS 

A u t h o r i t y :  The a u t h o r i t y  f o r  e s t a b l i s h i n g  and  r e v i s i n g  p e r s o n n e l  
p o l i c i e s  r e s t s  w i t h  t h e  C i t y  C o u n c i l  and a d m i n i s t r a t i o n  of  t h e  p e r s o n n e l  
sy s t em i s  d e l e g a t e d  t o  t h e  C i t y  A d m i n i s t r a t o r  ( O r d i n a n c e  No. 1 7 9 ) .  

D i s t r i b u t i o n :  The P e r s o n n e l  P o l i c y  Manual i s  d i s t r i b u t e d  t o  a l l  p o s i t i a n s  
which e n t a i l  s ~ i p e r v i s o r y  r e s p o n s i b i l i t i e s  o f  any  magni tude .  P l e a s e  
n o t i c e  t h a t  t h e  manual  is a s s i g n e d  t o  t h e  p o s i t i o n  and n o t  t h e  incumbent  
o f  t h e  p o s i t i o n ,  and s h a l l  r e m a i n  w i t h  t h e  p o s i t i o n  i f  t h e  incumbent  
moves on.  The c o n t e n t s  o f  t h e  manual a r e  n o t  cons idGred  c o n f i d e n t i a l  
and may be  rev iewed by any  employee of t h e  C i t y .  O t h e r  r e q u e s t s  f o r  
P O  l i c y  i n fo rma  t i o n  s h a l l  b e  r e f e r r e d  t o  t h e  P e r s o n n e l  Department .  

Supp l emen t s :  From t ime  t o  t i m e ,  s u p e r v i s o r s  w i l l  r e c e i v e  a d d i t i o n a l  
s u p p l e m e n t s  t o  t h e  P e r s o n n e l  PoLicy  Manual. T h e s e  new supplements  w i l l  
u p d a t e  and r e v i s e  p r e s e n t  p o l i c y  whenever deemed n e c e s s a r y .  A l l  
s u p e r v i s o r s  s h a l l  s t u d y  t h e  r e v i s e d  supp l emen t s  c a r e f u l l y  p r i o r  t o  
p l a c i n g  them i n  t h e  P e r s o n n e l  P o l i c y  Manual.  

Amendment and R e v i s i o n :  Recommendation f o r  amendment and r e v i s i o n  o f  
t h e s e  p o l i c i e s  and p ro . cedu re s  may b e  made, t h r o u g h  t h e  c h a i n  of command, 
t o  t h e  C i t y  A d m i n i s t r a t o r  by any  employee o f  t h e  C i t y ,  o r  by any employee 
g roup .  



Such r e c o r n e n d a t i o n  s h a l l  b e  i n  w r i t i n g .  Upon r e c e i p t  of s u c h  sugges t ed  
changes ,  t h e  C i t y  A d m i n i s t r a t o r  s h a l l  i n v e s t i g a t e  i f  a p p r o p r i a t e  and 
make a  w r i t t e n  r e p o r t  t o  t h e  C i t y  C o u n c i l *  The C i t y  C o u n c i l  may amend 
t h e s e  p o l i c i e s  from t ime t o  t i m e ,  and any amendments o r  r e v i s i o n s  s h a l l  
be e f f e c t i v e  upon a d o p t i o n  by t h e  C o u n c i l .  

Depa r tmen ta l  R u l e s  and R e g u l a t i o n s :  C e r t a i n  depa r tmen t s  r e q u i r e  s p e c i a l  
r u l e s -  and r e g u l a t i o n s  p e c u l i a r  t o  t h e i r  f u n c t i o n s .  I n  s u c h  c a s e s ,  
d e p a r t m e n t a l  r u l e s  and r e g u l a t i o n s ,  e s t a b l i s h e d  and promulgated  by t h e  
depa r tmen t  h e a d ,  and approved by t h e  C i t y  A d m i n i s t r a t o r ,  s h a l l  govern 
t h e  employees o f  s u c h  d e p a r t m e n t s ,  and s h a l l  be  i n t e r p r e t e d  a s  approved 
and adop ted  a s  p a r t  o f  t h e s e  p o l i c i e s .  Such r u l e s  and r e g u l a t i o n s  s h a l l  
n o t  be i n  c o n f l i c t  w i t h  t h e  p o l i c i e s  c o n t a i n e d  h e r e i n .  A copy of a l l  
r u l e s  and r e g u l a t i o n s  s h a l l  be f u r n i s h e d  t o  s u p e r v i s o r y  employees a t  t h e  
d i s c r e t i o n  of  t h e  depa r tmen t  head of  t h e  r e s p e c t i v e  d e p a r t m e n t s  and t h e  
C i t y  A d m i n i s t r a t o r ,  and c o p i e s  o f  s a i d  r u l e s  and r e g u l a t i o n s  s h a l l  be 
m a i n t a i n e d  i n  t h e  o f f i c e  of t h e  P e r s o n n e l  O f f i c e r .  

V i o l a t i o n s :  V i o l a t i o n  of  t h e  p o l i c i e s  s e t  f o r t h  i n  t h i s  manual s h a l l  be 
grounds f o r  r e p r i m a n d ,  d i s m i s s a l ,  demotion o r  s u s p e n s i o n .  The C i t y  may 
a l s o  send  warn ing  n o t i c e s  t o  employees w i t h  a copy p l a c e d  i n  t h e  
employee ' s  f i l e .  

SECTION 3 .  DEFINITIONS 

I n  u t i l i z i n g  t h e  c o n t e n t s  of  t h i s  P e r s o n n e l  P o l i c y  Manual, t h e  f o l l o w i n g  
d e f i n i t i o n s  s h a l l  a p p l y :  

ADMINISTEUTIVE DETERMINATION: The s p e c i f i c  a p p l i c a t i o n  of t h e  p o l i c i e s  a s  
de termined by t h e  City A d m i n i s t r a t o r  on a  case-by-case b a s i s .  

AFFIRMATIVE ACTION: A program d e s i g n e d  t o  work toward t h e  e l i m i n a t i o n  of 
d i s c r i m i n a t i o n  by: 

1. Break ing  d o m  t h o s e  b a r r i e r s  which p r e v e n t  t h e  r e c o g n i t i o n  of 
i n d i v i d u a l  m e r i t .  

2 .  Adopt ing  a management sys t em s e n s i t i v e  t o  t h e  c u l t u r a l  d i f f e r e n c e s  
of  m i n o r i t i e s  and women s e e k i n g  t o  e n s u r e  e q u a l  employment 
o p p o r t u n i t i e s  f o r  a l l  i n d i v i d u a l s .  

AFFIRUTIVE ACTION OFFICER: An o f f i c i a l  a p p o i n t e d  by t h e  C i t y  A d m i n i s t r a t o r  
t o  implement a l l  t h e  p r o v i s i o n s  o f  t h e  A f f i r m a t i v e  Ac t ion  Program. 

ALLOCATION: The a s s ignmen t  of  a  p o s i t i o n  t o  i t s  p r o p e r  c l a s s .  

APPOINTING AUTHORITY: Those  City o f f i c i a l s  a u t h o r i z e d  by r e s o l u t i o n  o r  
o r d i n a n c e  t o  f i l l  a p o s i t i o n .  

C I T Y :  The City of Guadalupe* 

CLASS: A group of p o s i t i o n s  w i t h  s i m i l a r  c h a r a c t e r i s t i c s  t o  which t h e  same 
s c h e d u l e  of compensa t ion  can  be e q u a l l y  a p p l i e d .  



CONFLICT OF INTEREST: A s i t u a t i o n  i n  which c e r t a i n  employees  have  a  f i n a n c i a l  
i n t e r e s t  which c o u l d  b e  a f f e c t e d  by a d e c i s i o n  t hey  a r e  p a r t i c i p a t i n g  i n ,  

CONTRACT EMPLOYEES: An employee who works f o r  t h e  C i t y ,  under  a  c o n t r a c t  which 
s p e c i f i e s  t h e  d u r a t i o n  and compensa t i on  f o r  h i s l h e r  s e r v i c e s .  

CONTINUOUS SERVICE: On g o i n g  employment w i t h o u t  i n t e r r u p t i o n  e x c e p t  f o r  a p p r o v -  
e d  l e a v e s  of  a b s e n c e  f o r  m i l i t a r y  s e r v i c e .  

DEMOTION: A change  i n  employment s t a t u s  f rom one  p o s i t i o n  t o  a n o t h e r  h a v i n g  a 
l o w e r  r a t e  of  pay .  

DISCIPLINARY ACTION: The s u s p e n s i o n ,  demo t ion ,  o r  p e n a l t y  of  an employee  f o r  
v i o l a t i o n  o f  C i t y  p o l i c i e s .  

DISMISSAL: D i s c h a r g e  of a n  employee  f o r  a  v a l i d  r e a s o n .  

EMERGENCY APPOINTMENT: The a p p o i n t m e n t  of  a  p e r s o n  t o  s e r v e  t h e  C i t y  d u r i n g  a n  
emergency s i t u a t i o n  which t h r e a t e n s  p u b l i c  l i f e  o r  p r o p e r t y .  

EMPLOYEE PERFORMANCE RATING: P e r i o d i c  p r o g r e s s  r e p o r t s  on a l l  emp loyees .  

EMPLOYER/EMPLOYEE RELATIONS: The  r e l a t i o n s h i p  between t h e  C i t y  a d m i n i s t r a t i o n  
a n d  employees o r  employee o r g a n i z a t i o n s .  

EMPLOYMENT LIST: A l i s t  o f  a l l  t h o s e  q u a l i f i e d  f o r  employment o n  t h e  b a s i s  of 
e x a m i n a t i o n  . r e s u l t s .  

EQUAL EMPLOYMENT OPPORTUNITY ( E E O ) :  The p r o v i s i o n  of e q u a l  a c c e s s  t o  employ- 
ment  and advancement  w i t h o u t  any  form o f  d i s c r i m i n a t i o n .  

EXAMINATIONS: T h e * p r o c e s s  o f  e v a l u a t i n g  a n  a p p l i c a n t ' s  j o b - r e l a t e d  q u a l i f i -  
c a t i o n s .  

FULL-TIME EMPLOYEE: An employee who works t h e  f u l l  f o r t y  ( 4 0 )  h o u r  work week. 

HOURLY RATE: The r a t e  of  pay ba sed  on  a  f o r t y  ( 4 0 )  h o u r  work week. 

LATERAL ENTRY: A t r a n s f e r  f rom o n e  p u b l i c  agency  t o  a n o t h e r  w i t h o u t  g o i n g  t h rough  
the normal  a p p l i c a t i o n  p r o c e s s .  U s u a l l y  i n v o l v e s  j o b  c l a s s i f i c a t i o n s  which  a r e  
i n t e r c h a n g e a b l e  and have  s t a n d a r d  q u a l i f i c a t i o n s ,  s u c h  as P o l i c e  O f f i c e r s .  

LAY-OFF: T e r m i n a t i o n . o i  employment because  o f  t h e  economy o r  Lack o f  work o r  
f u n d s .  

MEMORANDUM OF UNDERSTANDING: A s i g n e d  ag reemen t  be tween  t h e  C i t y  and a r ecog -  
n i z e d  employee r e p r e s e n t a t i o n  o r g a n i z a t i o n  o n  m a t t e r s  p e r t a i n i n g  t o  wages ,  h o u r s ,  
and c o n d i t i o n s  o f  employment.  

MERIT INCREASE: A s a l a r y  i n c r e a s e  ba sed  on s a t i s f a c t o r y  per formance .  

M I N I H U M  QUALIFICATIONS: The knowledge,  s k i l l s ,  a b i l i t i e s ,  e d u c a t i o n  l e v e l  and 
e x p e r i e n c e  l i s t e d  a s  minimum q u a l i f i c a t i o n s  on  a c l a s s  s p e c i f i c a t i o n  o r  i n c l u d -  
ed  i n  a  j o b  announcement .  



PART-TIME EMPLOYEE: An employee who works l e s s  t han  twen ty  ( 2 0 )  h o u r s  p e r  week. 
P o l i c e  R e s e r v e  O f f i c e r s  s h a l l  be  c o n s i d e r e d  p a r t - t i m e  emp loyees ,  a s  p e r  A r t i c l e  
VIII, S e c t i o n  3 - D  of  t h i s  p o l i c y  manual .  

PERMANENT EMPLOYEE: A f u l l - t i m e  employee who h a s  s u c c e s s f u l l y  comple ted  t h e  
p r o b a t i o n  p e r i o d  and h a s  been r e t a i n e d  f o r  employment. 

PERSONNEL OFFICER: The C i t y  A d m i n i s t r a t o r  o r  d e s i g n a t e d  r e p r e s e n t a t i v e .  

POLICY: A r u l e  o r  r e g u l a t i o n  o f  t h e  C i t y .  

POSITION: Any o f f i c e  o r  employment i n v o l v i n g  t h e  p e r f o r m a n c e  o f  c e r t a i n  
d u t i e s .  

PROBATIONARY PERIOD: A work ing  t e s t  p e r i o d  d u r i n g  which a n  employee i s  r e q u i r -  
ed t o  d e m o n s t r a t e  a b i l i t y  t o  pe r fo rm  t h e  d u t i e s  of  t h e  p o s i t i o n  t o  which  a p p o i n t -  
e d .  

PROMOTION LIST: A l i s t  of q u a l i f i e d  a p p l i c a n t s  who a r e  c u r r e n t  employees  of  t h e  
C i t y  and a r e  a p p l y i n g  f o r  p romo t ion .  

RECLASSIFICATION: A change  i n  t h e  a l l o c a t i o n  o f  a p o s i t i o n  by r a i s i n g  i t  t o  a  
h i g h e r  c l a s s ,  l o w e r i n g  i t ,  o r  moving i t  t o  a n o t h e r  c l a s s  on  t h e  same l e v e l .  

V 

REDUCTION: A s a l a r y  d e c r e a s e  w i t h i n  t h e  L i m i t s  of  t h e  pay  r a n g e  f o r  a  p a r t i c u -  
l a r  c l a s s .  

RE-EMPLOYMENT LIST: A l i s t  o f  permanent  o r  p r o b a t i o n a r y  employees  who have e i t h e r  
r e s i g n e d  o r  were  l a i d  o f f  a n d  who a r e  e l i g i b l e  f o r  r e i n s t a t e m e n t  on  t h e  b a s i s  o f  
t h e i r  compe tenc.y and s e n i o r i t y .  

REINSTATEMENT: The re-employment  o f  a  f o rmer  permanent  o r  p r o b a t i o n a r y  employee 
w i t h o u t  l o s s  o f  a c c u r e d  b e n e f i t s  o r  s a l a r y .  

REJECTION: The  t e r m i n a t i o n  o f  a n  employee from a p o s i t i o n  d u r i n g  t h e  p r o b a t i o n -  
a r y  p e r i o d .  

RESIGNATION: An employee ' s  v o l u n t a r y  t e r m i n a t i o n  of employment w i t h  t h e  C i t y .  

SALARY: The amount of  money o r  c r e d i t  r e c e i v e d  f o r  a c t u a l  s e r v i c e s  r e n d e r e d ,  e x -  
c l u s i v e  o f  a l l  n e c e s s a r y  e x p e n s e s  and  a l l o w a n c e s .  

SALARY ADVANCEMENT: A s a l a r y  i n c r e a s e  w i t h i n  t h e  pay r a n g e  l imi ts  o f  a  c l a s s .  

SEASONAL EMPLOYEE: A non-permanent  r e c u r r e n t  employee who works d u r i n g  c e r t a i n  
p e r i o d s  o f  t h e  y e a r .  

WORK DAY: The normal  s c h e d u l e d  h o u r s  of  work a s  d e s i g n a t e d  by o r d i n a n c e .  



ARTICLE I1 

CODE OF ETHICS 

SECTION 1. RESPONSIBILITY AND PURPOSE 

A .  R e s p o n s i b i l i t y :  C i t y  employees  s h a l l  be  r e s p o n s i b l e  t o  a l l  o f  t h e  
o f  t h e  C i t y  and n o t  t o  a n y  f a v o r e d  segment  o r  g r o u p .  C i t y  

b u s i n e s s  a n d  a f f a i r s  must  be  c o n d u c t e d  i n  a n  i m p a r t i a l  manner .  C i t y  
employees  m u s t  a v o i d  a l l  s i t u a t i o n s  whe re  p r e j u d i c e ,  b i a s  o r  o p p o r t u n i t y  
f o r  p e r s o n a l  g a i n  c o u l d  i n f l u e n c e  t h e i r  d e c i s i o n s .  They mus t  e q u a l l y  
a v o i d  c i r c u m s t a n c e s  s u g g e s t i n g  t h a t  f a v o r i t i s m  o r  p e r s o n a l  g a i n  i s  t h e  
m o t i v a t i n g  f o r c e  i n  t h e  conduc t  o f  C i t y  government .  

B. Purpose :  The minimum e t h i c a l  s t a n d a r d s  t o  be fo l l owed  by a l l  employees 
o f  t h e  C i t y  a r e  i n t e n d e d  n o t  o n l y  t o  r e q u i r e  employees t o  avo id  
a c t i v i t i e s  t h a t  m i g h t  r e s u l t  i n  u s i n g  a  p u b l i c  o f f i c e  o r  employment f o r  
p r i v a t e  g a i n  o r  t h e  g i v i n g  of f a v o r e d  t r e a t m e n t  t o  any o r g a n i z a t i o n  o r  
p e r s o n ,  b u t  a l s o  t o  m a i n t a i n  p u b l i c  c o n f i d e n c e  i n  t h e  C i t y  by 
p r o h i b i t i n g  a c t i v i t i e s  t h a t  m igh t  p e r m i t  o p p o r t u n i t y  f o r  p e r s o n a l  g a i n  
o r  p e r s o n a l  p r e f e r e n c e  t o  i n f l u e n c e  d e c i s i o n s .  The o b j e c t i v e s  a r e  t o  
m a i n t a i n  a n  i m p a r t i a l  a d m i n i s t r a t i o n  o f  t h e  C i t y  government  and t o  
m a i n t a i n  p u b l i c  c o n f i d e n c e  i n  gove rnmen t .  

SECTION 2. S P E C I F I C  PROHIBITIONS 

No employment,  a c t i v i t y  o r  e n t e r p r i s e  s h a l l  b e  engaged i n  by any employee of  
t h e  C i t y  wh ich  m i g h t  r e s u l t  i n ,  o r  c r e a t e  t h e  a p p e a r a n c e  o f  r e s u l t i n g  i n ,  any  

t h e  f o l l o w i n g :  

Us ing  i m p r o p e r l y  t h e  p r e s t i g e  o r  i n f l u e n c e  o f  a  
employment f o r  t h e  o f f i c e r ' s  o r  e m p l o y e e ' s  p r i v a t e  g a i n  
t h e  p r i v a t e  g a i n  or a d v a n t a g e  of  a n o t h e r .  

Using i m p r o p e r l y  C i t y  t i m e ,  f a c i l i t i e s ,  equ ipmen t ,  o r  
o f f i c e r ' s  o r  e m p l o y e e ' s  p r i v a t e  g a i n  o r  a d v a n t a g e ,  o r  
o r  a d v a n t a g e  o f  a n o t h e r .  

C i t y  o f f i c e  o r  
o r  a d v a n t a g e ,  o r  

s u p p l i e s  f o r  t h e  
t h e  p r i v a t e  g a i n  

Using c o n f i d e n t i a l  i n f o r m a t i o n  a c q u i r e d  by v i r t u e  of  C i t y  employment f o r  
t h e  o f f i c e r ' s  o r  e m p l o y e e ' s  p r i v a t e  g a i n  o r  a d v a n t a g e ,  o r  t h e  p r i v a t e  
g a i n  o r  a d v a n t a g e  o f  a n o t h e r .  

R e c e i v i n g  o r  a c c e p t i n g  money o r  a n y  o t h e r  c o n s i d e r a t i o n  from anyone 
o t h e r  t h a n  t h e  C i t y  f o r  t h e  p e r f o r m a n c e  o f  a n  a c t  which t h e  employee 
would be  r e q u i r e d  o r  e x p e c t e d  t o  r e n d e r  i n  t h e  r e g u l a r  c o u r s e  o f  h o u r s  
of  t h e i r  C i t y  employment o r  a s  a p a r t  o f  t h e i r  d u t i e s  a s  a  C i t y  
employee.  

Per formance  o f  a n  a c t  i n  o t h e r  t h a n  t h e  emp loyee ' s  c a p a c i t y  a s  a  C i t y  
employee knowing  t h a t  s u c h  a c t  may l a t e r  be  s u b j e c t ,  d i r e c t l y  o r  
i n d i r e c t l y ,  t o  c o n t r o l ,  i n s p e c t i o n ,  review,  a u d i t  o r  en fo r cemen t  by t h e  
employee o r  b y  t h e  d e p a r t m e n t  i n  which  employed.  

R e c e i v i n g  o r  a c c e p t i n g ,  d i r e c t l y  o r  i n d i r e c t l y ,  any g i f t ,  i n c l u d i n g  
money, any  s e r v i c e ,  g r a t u i t y ,  f a v o r ,  e n t e r t a i n m e n t ,  h o s p i t a l i t y ,  l o a n ,  



o r  a n y  o t h e r  t h i n g  of v a l u e ,  f r o m  anyone who i s  d o i n g  o r  is  s e e k i n g  t o  d o  
b u s i n e s s  o f  any k ind  w i t h  t h e  C i t y  o r  whose a c t i v i t i e s  a r e  r e g u l a t e d  o r  
c o n t r o l l e d  i n  any way by t h e  City, under  c i r c u m s t a n c e s  from w h i c h  i t  
r e a s o n a b l y  c o u l d  be  i n f e r r e d  t h a t  t h e  g i f t  was i n t e n d e d  t o  i n f l u e n c e  o f f i c i a l  
d u t i e s  o r  was i n t e n d e d  a s  a reward  f o r  any o f f i c i a l  a c t i o n .  



ARTICLE 111 

PARTICIPATION IN POLITICAL ACTIVITY 

SECTION 1. PROHIBITED POLITICAL ACTIVITY 

A. Except as otherwise provided in these rules, no restriction shall be 
placed on the political activities of any employee of the City. 

B .  No one who holds, or who is seeking election or appointment to, any 
office or employment in the City shall, directly or indirectly, use, 
promise, threaten or attempt to use, any office, authority or influence, 
whether then possessed or merely anticipated to confer upon or secure 
for any person, or to aid or obstruct any person in securing, or to 
prevent any person from securing, any position, nomination, 
confirmation, promotion, change in compensation or position within the 
City, upon consideration or condition that the vote or political 
influence or action of such person or another shall be given or used in 
behalf of, or withheld from, any candidate, officer or party, or upon 
any other corrupt condition or consideration. This shall also apply to 
urging or discouraging individual employees' action. 

SECTION 2. SPECIFIC PROHIBITIONS 

An employee shall not: 

A. Participate in political activities of any kind during working hours or 
while the employee is in uniform. 

B. Directly or indirectly, solicit or receive political funds or 
contributions, knowingly, from other officers or employees of the City 
or from persons on the Employment Lists of the City while on duty. 

C. Permit the entry into any place under the employee's control, occupied 
and used for the governmental purposes of the City, or any person, for 
the purpose of making, or giving notice of any political assessment, 
subscription or contribution. 

D. Knowingly permit a person to enter or remain in any such place described 
in subsection B of this section for the purpose of making, demanding or 
giving notice of any political assessment, subscription or contribution. 

This section shall not apply to any auditorium or other place used for 
the conduct of public or political rallies or similar events, nor to any 
park, street, public land or other place not being used for the 
governmental purposes of the City. 

SECTION 3. PERMITTED POLITICAL ACTIVITY 

Article 111, Section 2 shall not prevent any employee from: 

A. Becoming or continuing to be a member of a political club or 
organization. 

B. A t  tending any political meeting. 



Enjoying  e n t i r e  freedom from a l l  i n t e r f e r e n c e  i n  c a s t i n g  a  v o t e .  

Seeking  o r  a c c e p t i n g  e l e c t i o n  o r  appoin tment  t o  any p u b l i c  o f f i c e ,  b u t  
upon a c c e p t a n c e  o f  s a i d  o f f i c e ,  i f  t h e  d u t i e s  of s a i d  o f f i c e  a r e  
i n c o m p a t i b l e  w i t h  t h e  a s s i g n e d  d u t i e s  as  an employee o f  t h e  C i t y ,  t h e  
employee s h a l l  t e r m i n a t e  employment w i t h  t h e  C i t y .  

o b t a i n i n g  s i g n a t u r e s  t o  any i n i t i a t i v e  o r  referendum p e t i t i o n s  d i r e c t l y  
a f f e c t i n g  t h e  employee ' s  r a t e  o f  pay ,  hour s  o f  work, r e t i r e m e n t ,  m e r i t  
sys tem o r  o t h e r  working c o n d i t i o n s ,  i f  t h e  a c t i v i t y  i s  n o t  c a r r i e d  on 
d u r i n g  w o r k i n g  hour s  o r  when d r e s s e d  i n  t h e  uniform r e q u i r e d  by any 
depa r tmen t  o f  t h e  C i t y  government.  

D i s t r i b u t i n g  p u b l i c a t i o n s ,  pamph le t s  o r  h a n d b i l l s  o r  p a r t i c i p a t i n g  i n  
any campaign i n  c o n n e c t i o n  w i t h  a  p e t i t i o n  if the  a c t i v i t y  i s  n o t  
c a r r i e d  on  d u r i n g  working hour s  o r  when d r e s s e d  i n  t h e  un i fo rm r e q u i r e d  
by  any department o f  t h e  C i t y  government.  

Any w i l l f u l  v i o l a t i o n  o f  t h e  above s e c t i o n s ,  i n c l u d i n g  a v i o l a t i o n  th rough  
c u l p a b l e  n e g l i g e n c e ,  s h a l l  be  s u f f i c i e n t  grounds  t o  a u t h o r i z e  t h e  d i s m i s s a l  
o f  any employee;  p r o v i d e d ,  however, no employee " n o r  any pe r son  s e e k i n g  a 
p o s i t i o n ,  s h a l l  be  employed, promoted,  demoted, suspended o r  d i s m i s s e d  o r  i n  
any way f a v o r e d  o r  d i s c r i m i n a t e d  a g a i n s t  because  o f  o p i n i o n s  o r  a f f i l i a t i o n s ,  o r  
because  of race ,  c r e e d ,  c o l o r ,  r e l i g i o n ,  s e x ,  age ,  n a t i o n a l  o r i g i n ,  p h y s i c a l  
o r  mental h a n d i c a p  o r  v e t e r a n s '  s t a t u s .  



ARTICLE I V  

CONFLICT OF INTEREST 

SECTION 1. PROHIBITIONS 

P u b l i c  o f f i c i a l s  and employees s h a l l n o t  i n f l u e n c e  a  governmenta l  d e c i s i o n  i n  
which  t h e y h a v e  a  f i n a n c i a l  i n t e r e s t .  

SECTION 2. RESPONSIBILITY 

I f  a n  employee i s  i n  a p o s s i b l e  p o s i t i o n  o f  c o n f l i c t  of i n t e r e s t ,  t h e  
employee s h a l l  c o n t a c t  t h e  employee ' s  d i r e c t  s u p e r v i s o r  immediately and 
r e f r a i n  from f u r t h e r  a c t i o n  u n t i l  t h e  C i t y  A d m i n i s t r a t o r  ( o r  d e s i g n e e )  
a d v i s e s  t h e  employee f u r t h e r .  



ARTICLE V 

AFFIRMATIVE ACTION PROGRAM 

SECTION 1. AFFIRMATIVE A C T I O N  POLICY 

The C i t y  s h a l l  o f f e r  e q u a l  employment  t o  a l l  p e r s o n s  w i t h o u t  r e g a r d  t o  r a c e ,  
c r e e d ,  c o l o r ,  s e x ,  a g e ,  n a t i o n a l  o r i g i n ,  r e l i g i o n ,  p h y s i c a l  o r  m e n t a l  
h a n d i c a p  o r  v e t e r a n s '  s t a t u s .  No a p p l i c a n t  i s  t o  be  d i s c r i m i n a t e d  a g a i n s t  o r  
g iven  p r e f e r e n c e  b e c a u s e  of t h e s e  f a c t o r s .  T h i s  p o l i c y  i s  i n t e n d e d  t o  a p p l y  
t o  r e c r u i t i n g ,  h i r i n g ,  p r o m o t i o n s ,  u p g r a d i n g ,  l a y - o f f  s ,  c o m p e n s a t i o n ,  
b e n e f i t s ,  t e r m i n a t i o n  and a l l  o t h e r  p r i v i l e g e s ,  t e rms  and c o n d i t i o n s  o f  
employment .  

SECTION 2 .  AFFIRMATIVE ACTION7 PLAN 

To implement  t h i s  p o l i c y ,  t h e  C i t y  A d m i n i s t r a t o r  s h a l l  d e v e l o p  a n  A f f i r m a t i v e  
A c t i o n  P l a n  w h i c h  s e t s  f o r t h  m e t h o d s  w h i c h  a r e  i n t e n d e d  t o  a s s u r e  e q u a l  
o p p o r t u n i t y  by  r e c o g n i z i n g  i n d i v i d u a l  m e r i t  and c r e a t i n g  a  management  sy s t em 
s e n s i t i v e  t o  t h e  c u l t u r a l  d i f f e r e n c e s  o f  t h e  employees .  The Af f i r n a t i v e  
A c t i o n  O f f i c e r ,  named by t h e  C i t y  A d m i n i s t r a t o r ,  i s  r e s p o n s i b l e  t o  s e e  t h a t  
t h e  p r o v i s i o n s  o f  t h i s  P l an  a r e  c a r r i e d  o u t .  

SECTION 3. AFFIRMATIVE ACTION APPEAL 

I f  a n  employee  b e l i e v e s  t h a t  d i s c r i m i n a t i o n  h a s  o c c u r r e d ,  t h e  emp loyee  s h o u l d  
d i s c u s s  t h e  m a t t e r  w i t h  t h e  A f f i r m a t i v e  A c t i o n  O f f i c e r .  I f  t h e  employee 
w i s h e s  t o  f i l e  a n  a p p e a l ,  t h e  p r o c e d u r e  s h a l l  b e  a s  f o l l o w s :  

A. The a p p e a l  mus t  be s t a t e d  i n  w r i t i n g  and  s u b m i t t e d  t o  t h e  A f f i r m a t i v e  
A c t i o n  O f f i c e r  w i t h i n  f i v e  (5)  work ing  days  a f t e r  t h e  a l l e . ged  
d i s c r i m i n a t i o n  o c c u r r e d .  

B .  The A f f i r m a t i v e  A c t i o n  O f f i c e r  m u s t  i n v e s t i g a t e  t h e  c l a i m  and  s u b m i t  a 
r e p l y  t o  t h e  employee w i t h i n  t e n  (10) work ing  d a y s  s t a t i n g  t h e  r e a s o n  
f o r  t h e  a c t i o n  taken and mak ing  any  recommendat ions  deemed a p p r o p r i a t e .  
The C i t y  A d m i n i s t r a t o r  s h a l l  b e  a d v i s e d  of  t h e  a c t i o n  recommended. 

C .  W i t h i n  s e v e n  ( 7 )  work ing  d a y s  a f t e r  r e c e i v i n g  t h e  w r i t t e n  r e s p o n s e  from 
t h e  A f f i r m a t i v e  A c t i o n  O f f i c e r ,  t h e  employee  s h a l l  be  e n t i t l e d  t o  a p p e a l  
t h e  m a t t e r  t o  t h e  C i t y  A d m i n i s t r a t o r  . 

D .  The C i t y  A d m i n i s t r a t o r  s h a l l  r e v i e w  t h e  m a t t e r  w i t h  t h e  emp loyee  and t h e  
d e p a r t m e n t  head and s h a l l  e i t h e r  u p h o l d ,  modify o r  r e v o k e  t h e  a c t i o n .  



ARTICLE V I  

HARASSMENT POLICY 

SECTION 1. POLICY 

Harassment of an  a p p l i c a n t  o r  employee by a  s u p e r v i s o r ,  management employee 
o r  co-worker on t h e  b a s i s  of  r a c e ,  r e l i g i o u s  c r e e d ,  c o l o r ,  n a t i o n a l  o r i g i n ,  
a n c e s t r y ,  p h y s i c a l  h a n d i c a p ,  m e d i c a l  c o n d i t i o n ,  m a r i t a l  s t a t u s ,  s e x  o r  age  
w i l l  n o t  be  t o l e r a t e d .  

D i s c i p l i n a r y  a c t i o n  up t o  and i n c l u d i n g  t e r m i n a t i o n  w i l l  b e  i n s t i t u t e d  f o r  
b e h a v i o r  d e s c r i b e d  i n  t h e  f o l l o w i n g  d e f i n i t i o n  o f  harassment .  

SECTION 2 .  D E F I N I T I O N  

Harassment i n c l u d e s ,  b u t  i s  n o t  l i m i t e d  t o  v e r b a l  h a r a s s m e n t ,  p h y s i c a l  
h a r a s s m e n t ,  w r i t t e n  and g r a p h i c  forms of  harassment  o r  s e x u a l  f a v o r s .  

SECTION 3. PRE-GRIEVANCE PROCESS 

An employee who h a s  been  h a r a s s e d  on t h e  job  s h o u l d  inform t h e  employe r ,  i t s  
a g e n t s  o r  s u p e r v i s o r s  of  t h e  aggr i evemen t .  To accommodate t h e  u n i q u e  n a t u r e  
of  harassment  c o m p l a i n t s ,  a  p re -g r i evance  p r o c e s s  is provided  f o r  t h e  p r imary  
pu rpose  of r e s o l u t i o n  o f  a  c o m p l a i n t  a t  t h e  e a r l i e s t  p o s s i b l e  d a t e .  

The C i t y ' s  P e r s o n n e l  O f f i c e r  w i l l  be a v a i l a b l e  t o  r e c e i v e  h a r a s s m e n t  
c o m p l a i n t s ,  and w i l l  c o u n s e l  t h e  employee and o u t l i n e  t h e  o p t i o n s  a v a i l a b l e ,  
and may o b t a i n  a  f a c t u a l  w r i t t e n  s t a t e m e n t  of  t h e  compla in t  f o r  t h e  a f f e c t e d  
depa r tmen t  head .  

The Department Head o r  P e r s o n n e l  O f f i c e r  may i n v e s t i g a t e  t h e  c o m p l a i n t ,  
r e v i e w  f a c t u a l  i n f o r m a t i o n  c o l l e c t e d  t o  de t e rmine  whether  t h e  a l l e g e d  conduc t  
c o n s t i t u t e s  h a r a s s m e n t ,  g i v i n g  c o n s i d e r a t i o n  t o  t h e  r e c o r d  a s  a whole and t h e  
t o t a l i t y  of c i r c u m s t a n c e s .  The C i t y  A d m i n i s t r a t o r  s h a l l  t a k e  a p p r o p r i a t e  
a c t i o n .  

An e f f o r t  w i l l  be made t o  p r o t e c t  t h e  p r i v a c y  o f  p a r t i e s  i n v o l v e d  i n  a 
compla in t .  F i l e s  p e r t a i n i n g  t o  c o m p l a i n t s  hand led  under t h e  p r e - g r i e v a n c e  
p r o c e s s  w i l l  n o t  be  made a v a i l a b l e  t o  t h e  g e n e r a l  p u b l i c .  

SECTION 4 .  FORMAL GRIEVANCE PROCESS 

Formal g r i e v a n c e  p r o c e d u r e s  of  t h e  C i t y  a r e  a v a i l a b l e  f o r  r e s o l u t i o n  o f  
compla in t s  a l l e g i n g  ha ra s smen t  i f  t h e  compla in t  i s  no t  a d j u s t e d  t o  t h e  
s a t i s f a c t i o n  of  t h e  employee i n  t h e  p re -g r i evance  p r o c e s s .  

A .  Extens ion  o f  Time Requi rements :  Time l i m i t s  s p e c i f i e d  i n  t h e  f o r m a l  
g r i e v a n c e  p r o c e d u r e s  s h a l l  be  ex tended if pre -g r i evance  p r o c e d u r e s  f o r  a  
harassment  c o m p l a i n t  were i n i t i a t e d  w i t h i n  t h e  a p p l i c a b l e  t ime  l i m i t s  
f o r  f i l i n g  a f o r m a l  c o m p l a i n t .  

B .  Waiver of  I n f o r m a l  S t e p :  P r e l i m i n a r y  i n f o r m a l  s t e p s  t o  r e s o l v e  a  
g r i e v a n c e  may, depending  on c i r c u m s t a n c e s  of t h e  compla in t ,  be waived 
and t h e  f o r m a l  g r i e v a n c e  i n i t i a t e d  a t  an a p p r o p r i a t e  h i g h e r  s t e p  i n  t h e  
p r o c e s s .  



SECTION 5 .  VIOLATION OF P O L I C Y  

A.  H a ra s smen t ,  a s  d e f i n e d  i n  S e c t i o n  2 ,  v i o l a t e s  T i t l e  V I I  o f  t h e  C i v i l  
R i g h t s  Act  o f  1 9 6 4 ,  t h e  C a l i f o r n i a  Government Code, and r e g u l a t o r y  
g u i d e l i n e s  o f  t h e  E q u a l  Employment O p p o r t u n i t y  Commission, and t h e  
C a l i f o r n i a  F a i r  Employment and Housing Commission. 

B .  V i o l a t i o n  of  t h i s  p o l i c y  s h a l l  g e n e r a l l y  c o n s t i t u t e  j u s t  and r e a s o n a b l e  
c a u s e  f o r  d i s c i p l i n e ,  up  t o  and i n c l u d i n g  t e r m i n a t i o n .  

C .  Given  t h e  n a t u r e  of t h e  t y p e  of d i s c r i m i n a t i o n ,  t h e  C i t y  a l s o  r e c o g n i z e s  
t h a t  f a l s e  a c c u s a t i o n s  of s e x u a l  h a r a s s m e n t  c a n  have  s e r i o u s  e f f e c t s  on 
i n n o c e n t  men and  women. T h e r e f o r e ,  f a l s e  a c c u s a t i o n s  w i l l  r e s u l t  i n  t h e  
same s e v e r e  d i s c i p l i n a r y  a c t i o n  a p p l i c a b l e  t o  one  found  g u i l t y  o f  s e x u a l  
h a r a s s m e n t  - 



CITY OF GUADALUPE HARASSMENT POLICY UPDATE 

PURPOSE : 

T h e  City prohibits harassment by employees at a l l  levels of the 
organization against other employees and/or job applicants. This 
policy establishes procedures for employees who feel they  have been 
subjected to harassment, to pursue the complaints. An employee who . 
is determined to have harassed ano the r  pe r son  while pursu ing  a City . 
activity, either on or off duty,  may be subject to disciplinary 
action. An employee found to be retaliating against a complaining 
employee may be subject to disciplinary action. An employee found 
to have submitted a capricious or .malicious complaint may be 
subject to disciplinary action. 

HARASSMENT DEFINED: 

Verbal H a r a s s m e n t .  Inc ludes ,  but is n o t  limited to, 
derogatory comments communicated to the employee on the basis 
of race, religions creed, color, national origin, ances t ry ,  
physical handicap, medical condition, marital status, sex or 
age. 

Phvsical Harassment. Includes, but is not limited t o ,  
assaulting, impeding o r  blocking movement, or any physical 
interference w i t h  normal work or movement of the employee when 
directed at the employee on the basis of race, religions 
creed, color, national origin, ancestry, physical handicap, 
medical condition, marital status, sex or age. 

visual Forms o f  Harassment. Includes, but is not limited to, 
derogatory posters, notices, bulletins, cartoons, drawings or 
any pictorial or written depiction based upon employee's race, 
religions, creed, color, national origin, ancestry, physical 
handicap, medical condition, marital status, sex or age. 

% ~ , l l i i  Harassment. Includes , but is not limited to , unwelcome 
sexual advances, requests for sexual favors, and other verbal 
or physical conduct of a sexual nature  directed at an 
employee, which is presented as a condition upon an employment 
benefit, unreasonably interferes with an individual's work 
performance or creates a work environment that is offensive. 

OUTSIDE SCOPE OF EMPLOYMENT , 

Any employee committing harassment, as defined in this policy, will 
be deemed by t h e  City to be acting outside the scope of his or her 
employment. 



MANAGEMENT RESPONSIBILITIES 

All management personnel shall: 

Inform all subordinates that it is clear that harassment is 
against the law, and it is one form of employment 
discrimination. The City of Guadalupe may be held responsible 
if any City employee is found guilty of harassment. T h i s  is 
equally t r u e  for other types of discrimination. 

Ensure that supervisory staff receive the appropriate training 
and demonstrate an understanding of this subject matter. 

~stablish and communicate the expectation that all staff will 
adhere to a standard of conduct which is respectful and 
courteous to other employees and which creates a work 
environment free of harassment. 

Be responsive to and take immediate steps to investigate 
complaints of harassment in a professional manner. Notify 
~dministration/Personnel immediately if a complaint is filed. 
Resolve the complaint to the best of your ability, as quickly 
as possible. Consult with the Administrative/~ersonnel office 
immediately should any questions arise. 

Inform all employees of the City's Harassment Complaint 
Procedure. 

POLICY VIOLATIONS 

Violations of this policy shall generally constitute just and 
reasonable cause for discipline, up to and including termination, 
in accordance with the City's ~isciplinary Rules, as elaborated in 
the city of Guadalupe Personnel Policy Manual. All department 
directors, managers, and supervisors are responsible for 
implementing and monitoring compliance with thispolicy. 

CONFIDENTIALITY 

All personnel shall maintain confidentiality about complaints in 
order to protect the parties involved, and information shall not 
be disclosed, other than to assist those conducting an official 
city investigation. 

- 
PROCEDURES FOR FILING A COMPLAINT 

Informal C o r n ~ J  - aint Process : 

Ideally, if the employee is comfortable doing so, s/he may process 
the complaint informally, through the normal departmental chain- 
of-command. 



f lothina shall prohibit an emol . . ovee from b v w s s i n c r  the i n f o m a  
comnlaint process and filing a formal complaint. The in fo rmal  
complaint p r o c e s s  should  be bypassed if the Department Head may be 
responsible for, or a significant witness to, the harassment. 

Typically, an employee who feels s/he has a harassment complaint 
should immediately d i s c u s s  t he  matter with her/his immediate 
supervisor. If t h e  immediate supervisor may be responsible f o r  t h e  . 
alleged harassment, discussion of the complaint should begin with . 
the  Department Head. Management personnel, upon being no t i f i ed  of 
an harassment complaint, are responsible to not i fy  
Administration/Personnel that a complaint has been filed, 
investigate as soon as possible upon receiving the complaint, and 
take the steps necessary to resolve the complaint. 

If, at any time after the discussion with the immediate supervisor 
or Department Head, the employee does not believe the problem has 
been satisfactorily resolved and/or is not comfortable with 
proceeding through the chain-of-command, the employee should 
present the complaint to the Affirmative ~ction Officer, who is +he 
Assistant City Administrator. The Affirmative Action Officer  will : 

1. Counsel the employee and outline the options available, and 

2. Assist the employee i n  bringing the matter to the attention 
of the appropriate departmental official to resolve the 
complaint at the earliest possible date. 

If the employee does not agree with the proposed resolution of the 
complaint, s/he may then file a formal complaint. 

Formal Complaint Process 

An employee who feels s/he has been harassed, in violation of the 
City's Harassment Policy, may file a formal complaint with 1) the 
department head, or 2) t h e  Affirmative Action Officer. The 
employee shall file the formal complaint with 'the Affirmative 
Action Officer i f  the department head is named as a person 
responsible fo r ,  or is a significant witness to, the alleged 
harassment. 

This initial report may be oral or written. However, a written and 
signed statement of the complaint must be submitted to one ofthe 
two officials named above, by the complaining employee, to initiate 
a formal investigation into the matter. 
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Copies of the signed statement shall be made available to the 
department head and the Affirmative Action Officer. In t h e  case 
of an oral report, the Affirmative Action Officer or his/her 
designee may gather the pertinent information concerning the 
allegation and prepare a written statement constituting the 
complaint, for the approval and signature of the complainant. 



With in  ten (10) working days of receipt of the signed, written 
complaint, the individual conducting the investigation shall 
proceed as follows: 

The investigator shall contact the person ( s ) who a l leged ly  
engaged in harassment and inform him or her of the basis for 
the complaint and give the individual an opportunity to 
respond. The investigating individual, upon direction from ' 
tile Affirmative Action Officer, shall also have the a b i l i t y  . 
t o  conduct an independent investigation prior to contacting 
the individual who allegedly engaged inharassment. 

2. That person shall have five (5) working. days to respond to 
the complaint orally, in writing, or both. The response shall 
be directed to the complaint investigator. In the case of an 
oral response, the investigator may prepare a written 
statement for the approval and signature of the person who 
allegedly engaged in harassment. 

3. Upon receipt of the response, the investigator will again 
review, research and investigate, a s  necessary, to determine 
whether harassment has occurred. The investigation may be 
expandedto include interviews with witnesses and supervisors, 
as appropriate. The investigation shall be completed, if at 
all possible, within fifteen (15) working days of receipt of 
the response. 

4. Within five (5) working days of completion of the 
investigation, the department head and the Affirmative Action 
Officer shall meet to review the findings and consider the 
appropriate action to be taken. Actions nay include 
discipline, up to and including termination as prescribed in 
the City of Guadalupe Personnel Policy Manual. The 
~f f irmative Action Officer r e p r e s e n t s  the  final level of 
investigation and complaint resolution. 

The authority to recommend what action to take shall rest with the 
Administration/Personnel Office, after consultation with the 
Affirmative Action Officer and Department Head. The recommendation 
shall be submitted in writing to t h e  C i t y  Administrator, who shall 
act. 



The City Administrator shall have the ability to effect temporary 
transfers or administrative leave with pay for any employee 
involved in any aspect of the harassment complaint, until t h e  
complaint is resolved and/or a l l  levels of appeal have been 
exhausted. The City Administrator shall a l s o  have t h e  authority 
to impose reasonable and lawful requirements upon employees, 
regarding workplace behaviors, while a harassment complaint is 
being investigated and resolved. Such actions w i l l  insure  t h a t s  
employees conduct themselves appropr i a t e ly  and in a manner to be . 
reasonably expected in the work environment. These provisions are 
intended to encourage the continuation of a harmonious work 
environment while a harassment complaint is being investigated and 
resolved. 

Benny Gonzales 

srs 



ARTICLE VII 
EMPLOYEE RELATIONS 

SECTION 1. EMPLOYEE REPRESENTATION 

A .  The m a j o r i t y  of  f u l l - t i m e  employees of  t h e  P o l i c e  Department a r e  r e p r e -  
s e n t e d  by a n  a s s o c i a t i o n  which m a i n t a i n s  good r e l a t i o n s  wi th  the  C i t y  i n  
o r d e r  t o  m u t u a l l y  a g r e e  upon wages ,  hours  and o t h e r  working c o n d i t i o n s .  

B .  The  C i t y  and t h e  employee  a s s o c i a t i o n  may c a r r y  on l a b o r  r e l a t i o n s  through-  
o u t  t h e  y e a r  by i n f o r m a l l y  mee t ing  and c o n s u l t i n g  on v a r i o u s  m a t t e r s  which 
a f f e c t  t h e i r  members. 

SECTION 2. EMPLOYEE COMMUNICATIONS 

The P e r s o n n e l  O f f i c e r  s h a l l  have t h e  r e s p o n s i b i l i t y  t o  communicate a s  n e c e s s a r y ,  
i t e m s  d i r e c t l y  a f f e c t i n g e m p l o y e e s ,  employee a s s o c i a t i o n s  o r  pe r sonne l  programs, 
p o l i c i e s  and a c t i o n s .  A p p l i c a b l e  l a w s ,  r u l e s  and r e g u l a t i o n s  s h a l l  be  pos ted  
a s  n e c e s s a r y  on c e n t r a l l y  l o c a t e d  b u l l e t i n  boards .  The P e r s o n n e l  O f f i c e r  s h a l l  
t a k e  r e s p o n s i b i l i t y  f o r  t h e  o v e r a l l  communications program w i t h  employees. 

SECTION 3 .  PERSONNEL RECORDS 

R e s p o n s i b i l i t y :  The P e r s o n n e l  Department s h a l l  m a i n t a i n  a  pe r sonne l  f i l e  
f o r  each  employee. T h i s  i n c l u d e s  s a l a r y  h i s t o r y ,  p romot ions ,  performance 
r a t i n g s ,  l e a v e s  o f  a b s e n c e ,  a d d r e s s  and o t h e r  i n f o r m a t i o n  concerning an 
employee 's  s t a t u s .  

The C i t y  r e l i e s  o n  t h e  employee and t h e  s u p e r v i s o r  f o r  i n f o r m a t i o n  on 
changes  i n  a d d r e s s ,  m a r i t a l  s t a t u s  o r  number of  d e p e n d e n t s .  Any changes 
must be r e p o r t e d  by t h e  employee o r  t h e  s u p e r v i s o r  t o  t h e  Personne l  Depar t -  
ment so  t h a t  r e c o r d s  remain c u r r e n t .  

Content :  Every a p p o i n t m e n t ,  t r a n s f e r ,  promo t i o n ,  demo t i o n ,  change i n  
s a l a r y  r a t e  a n d / o r  any o t h e r  temporary  o r  permanent change i n  s t a t u s  o f  
t h e  employee s h a l l  be r e p o r t e d  t o  t h e  P e r s o n n e l  O f f i c e r  i n  t h e  manner 
p r e s c r i b e d .  

Record I n s p e c t i o n  and Appeal:  Any employee h a s  t h e  r i g h t  t o  i n s p e c t  t h e  
p e r s o n n e l  f i l e  d e s i g n a t e d  f o r  t h a t  employee. I f  t h e  f i l e  c o n t a i n s  i n f o r -  
mat ion t h a t  t h e  employee does  n o t  a g r e e  w i t h ,  t h e  employee may appea l  t o  
t h e  Personne l  O f f i c e r  t o  have i t  removed o r  c o r r e c t e d .  An employee who 
wishes  t o  i n s p e c t  t h e  p e r s o n n e l  f i l e  shou ld  c a l l  t h e  P e r s o n n e l  O f f i c e r  
f o r  an  a p p o i n t m e n t ,  a l l o w i n g  a t  l e a s t  one d a y ' s  n o t i c e .  

C o n f i d e n t i a l i t y  and R e t e n t i o n :  The p e r s o n n e l  r e c o r d  of  any person em- 
ployed by t h e  C i t y  s h a l l  be o t h e r w i s e  c o n f i d e n t i a l  and k e p t  i n d e f i n i t e -  
l y .  A l l  r e c o r d s  r e l a t i n g  t o  p o t e n t i a l  employees o f  t h e  C i t y  may be de- 
s t r o y e d  a f t e r  one  y e a r .  



SECTION 4.  PERFORMANCE RATING 

A .  R e s p o n s i b i l i t y :  Each o f f i c e r ,  s u p e r v i s o r  o r  depar tment  head h a v i n g  
immediate c h a r g e  o f  an employee o r  group of  employees s h a l l  make, o r  
c a u s e  t o  be made, on forms p rov ided  by t h e  Pe r sonne l  O f f i c e r ,  per formance  
r a t i n g  r e p o r t s  f o r  a l l  s u b o r d i n a t e s .  

The employee per formance  r a t i n g  s h a l l  be completed by t h e  employee ' s  
immediate s u p e r v i s o r ,  and s h a l l  b e  s i g n e d  and d a t e d  by t h e  s u p e r v i s o r ,  
depa r tmen t  head and employee. The o r i g i n a l  form s h a l l  be f i l e d  i n  t h e  
employee ' s  o f f i c i a l  p e r s o n n e l  f i l e  and a  copy s h a l l  b e  handed t o  t h e  
employee f o r  r e t e n t i o n .  An employee may examine t h e  employee ' s  own 
per formance  r a t i n g  on f i l e  i n  t h e  P e r s o n n e l  O f f i c e  d u r i n g  normal  working 
h o u r s  by appo in tmen t .  

B.  T i m e l i n e s s :  The employee pe r fo rmance  r a t i n g  s h a l l  be p repa red  w i t h i n  
f i f t e e n  ( 1 5 )  days  p reced ing  t h e  c o n c l u s i o n  of s i x  ( 6 )  months o f  s e r v i c e  

e r  r e g u l a r  appoin tment  from a n  Employment L i s t ,  and a f t e r  any  change 
s t a t u s  o f  any  employee. An employee performance r a t i n g  s h a l l  be  
pared w i t h i n  f i f t e e n  (15 )  days  p reced ing  t h e  c o n c l u s i o n  o f  t w e l v e  
) months s e r v i c e ,  and a n n u a l l y  t h e r e a f t e r .  Per formance  r a t i n g  

r e p o r t s  may be  c o n s i d e r e d  i n  p r o m o t i o n a l  examinat ions  and a c t i o n  
r e l a t i n g  t o  t r a n s f e r ,  demot ion ,  removal  o r  o t h e r  changes  a f f e c t i n g  t h e  
s ta t u s  o f  a n  employee. 

SECTION 5. DISCIPLINARY ACTION 

A .  D e f i n i t i o n :  A d i s c i p l i n a r y  a c t i o n  i s  a n  a c t i o n  t aken  by a n  a p p o i n t i n g  
a u t h o r i t y ,  and approved by t h e  C i t y  A d m i n i s t r a t o r ,  r e s u l t i n g  i n  s u s p e n s i o n ,  
demotion o r  t h e  i m p o s i t i o n  o f  a  p e n a l t y  on a n  employee f o r  a n  i n f r a c t i o n  
o f  t h e  p o l i c i e s  and p rocedures  h e r e i n a f t e r  s e t  f o r t h .  

D i s c i p l i n a r y  a c t i o n  a g a i n s t  employed peace  o f f i c e r s ,  a s  d e f i n e d  under  
P.C. 830.1,  s h a l l  comply w i t h  S e c t i o n  3300 of t h e  Government Code, t h e  
P o l i c e  O f f i c e r s  P r o c e d u r a l  B i l l  o f  R i g h t s .  

B .  Types of  D i s c i p l i n a r y  Action:  D i s c i p l i n a r y  a c t i o n s  i n c l u d e  r e p r i m a n d s ,  
s u s p e n s i o n s ,  demot ions  and d i s m i s s a l  a s  d e f i n e d  below: 

1. Reprimand: An o r a l  o r  w r i t t e n  s t a t e m e n t  from a  s u p e r v i s o r  t o  a  
s u b o r d i n a t e  of  an  a c t i o n  which  meets  any of t h e  grounds  f o r  d i s c i -  
p l i n a r y  a c t i o n  L i s t e d  i n  t h e s e  p o l i c i e s .  

2 .  Suspens ion:  The temporary s e p a r a t i o n  of  an employee from s e r v i c e ,  
with o r  w i t h o u t  pay, f o r  d i s c i p l i n a r y  purposes .  

An employee may be suspended w i t h  pay by t h e  C i t y  A d m i n i s t r a t o r  f o r  
a  p e r i o d  n o t  t o  exceed t h e  employee ' s  accumulated v a c a t i o n  and monies 
ea rned ,  i n  c e r t a i n  i n s t a n c e s  where in  t h e  C i t y  A d m i n i s t r a t o r  i s  
i n v e s t i g a t i n g  t h e  v a l i d i t y  of  c e r t a i n  cha rges  a g a i n s t  s u c h  employee. 
An employee found g u i l t y  o f  s u c h  c h a r g e s  may be d i s m i s s e d  o r  o t h e r w i s e  
d i s c i p l i n e d  i n  acco rdance  w i t h  t h e  p r o v i s i o n s  o f  t h e s e  p o l i c i e s ,  and 
t h e  amount p a i d  such employee w h i l e  unde r  suspens ion  w i l l  be  deducted  
from t e r m i n a l  monies d u e  t h e  employee. 



A depa r tmen t  head ,  w i t h  immediate n o t i f i c a t i o n  t o  t h e  C i t y  
A d m i n i s t r a t o r ,  may suspend an employee a t  any  t ime f o r  t h e  good o f  
t h e  C i t y  f o r  d i s c i p l i n a r y  p u r p o s e s  o r  o t h e r  j u s t  cause .  Suspens ion  
w i t h o u t  pay s h a l l  n o t  exceed f i f t e e n  (15) days  wi thout  a p p r o v a l  o f  
t h e  C i t y  C o u n c i l ,  no r  s h a l l  any employee be  suspended f o r  more t h a n  
t h i r t y  (30) days  i n  one f i s c a l  y e a r  u n l e s s  d i s m i s s a l  c h a r g e s  a r e  
f i l e d  a g a i n s t  s u c h  employee. - 

3 .  Demotion (Mandated):  A change i n  employment s t a t u s  from one  
p o s i t i o n  t o  a n o t h e r  hav ing  a  lower  r a t e  o f  pay and /o r  a  change i n  
d u t i e s  which a r e  a l l o c a t e d  t o  a  c l a s s  h a v i n g  a lower maximum r a t e  
of  pay .  

The C i t y  A d m i n i s t r a t o r  may demote any  employee whose work f a l l s  
below t h e  s t a n d a r d s  r e q u i r e d  f o r  s a t i s f a c t o r y  performance,  o r  f o r  
d i s c i p l i n a r y  p u r p o s e s .  

No employee s h a l l  be demoted t o  a  p o s i t i o n  f o r  which t h e  employee 
does  n o t  p o s s e s s  t h e  minimum q u a l i f i c a t i o n s .  

4 .  D i s m i s s a l :  The d i s c h a r g e  of  a n  employee by t h e  a p p o i n t i n g  
a u t h o r i t y  f o r  c a u s e .  

An employee may be d i s c h a r g e d  a t  a n y  t ime by t h e  C i t y  
A d m i n i s t r a t o r ,  f o r  c a u s e  a s  p r o v i d e d  f o r  and contempla ted  under  
t h e s e  p o l i c i e s .  

C. Reasons f o r  D i s c i p l i n a r y  Ac t ion :  D i s c i p l i n a r y  a c t i o n  of an employee may 
o c c u r  f o r  any i n f r a c t i o n  of any p o l i c y  o r  p r o c e d u r e  h e r e i n  c o n t a i n e d  o r  
f o r  one o r  more of  t h e  f o l l o w i n g :  

1. I n s u b o r d i n a t i o n  which s h a l l  c o n s i s t  o f  v i o l a t i o n  of any o f f i c i a l  
p o l i c y ,  p r o c e d u r e  o r  o r d e r  o r  f a i l u r e  t o  obey any p rope r  d i r e c t i o n s  
made and g i v e n  by a s u p e r i o r  o f f i c e r  i n  t h e  c o u r s e  of employment. 

2 .  Incompetency,  i n a b i l i t y  o r  f a i l u r e  t o  pe r fo rm t h e  d u t i e s  r e q u i r e d  
by t h e  p o s i t i o n ,  a s  w e l l  a s  w i l l f u l  n e g l e c t  o f  o f f i c i a l  d u t y .  

3 .  Gross  c a r e l e s s n e s s  i n  t h e  d i s c h a r g e  o f  a s s i g n e d  d u t i e s .  

4 .  Notor ious  conduc t  o f  a  d i s g r a c e f u l  and s c a n d a l o u s  n a t u r e .  

5 .  H a b i t u a l  i n t e m p e r a n c e ,  consumption o f  a l c o h o l i c  beverages  d u r i n g  
working h o u r s  o r  r e p o r t i n g  t o  work i n  a s t a t e  of i n t o x i c a t i o n .  

6 .  Malfeasance  i n  o f f i c e  o r  employment. 

7. I n a b i l i t y  t o  o p e r a t e  a  motor v e h i c l e  upon t h e  p u b l i c  highways o f  
t h e  S t a t e  of  C a l i f o r n i a  when t h e  d u t i e s  o f  such  employee r e q u i r e  
t h e  o p e r a t i o n  of such  a v e h i c l e ,  whe the r  s u c h  i n a b i l i t y  r e s u l t s  
from p h y s i c a l  o r  m e n t a l  i n c a p a c i t y  o r  t h e  s u s p e n s i o n  o r  r e v o c a t i o n  
o f  t h e  p r i v i l e g e  o f  such  employee t o  o p e r a t e  such  v e h i c l e .  

8.  One o r  more days  o f  unexcused absence .  



9 .  Repeated  t a r d i n e s s .  

1 0 .  F a i l u r e  t o  e s t a b l i s h  and m a i n t a i n  p r o p e r  working r e l a t i o n s h i p s  wi th  
f e l l o w  o f f i c e r s  and employees o r  w i t h  t h e  p u b l i c .  

11. Gambling f o r  money o r  a r t i c l e s  of v a l u e  d u r i n g  t h e  working day. 

1 2 .  Absence d u r i n g  working h o u r s  w i t h o u t  p e r m i s s i o n .  

1 3 .  Unau thor i zed  u s e  o f  C i t y  t o o l s  o r  equipment f o r  p r i v a t e  o r  p e r s o n a l  
p u r p o s e s .  

1 4 .  Abuse o r  g r o s s  n e g l e c t  i n  t h e  c a r e  and o p e r a t i o n  of C i t y  t o o l s  and 
equipment .  

1 5 .  Using obscene  l anguage  d i r e c t e d  a t  a n o t h e r  p e r s o n .  

16 .  O b t a i n i n g  s i c k  l e a v e  f a l s e l y .  

17 .  Accep t ing  b r i b e s  o f  money o r  o t h e r  v a l u a b l e  a r t i c l e s  o r  any  
p e r s o n a l  f e e  f o r  pe r fo rmance  of a  C i t y  s e r v i c e .  

18. Engaging i n  improper  p o l i t i c a l  a c t i v i t y  a s  h e r e i n a f t e r  s e t  f o r t h  i n  
t h e s e  p o l i c i e s  and p r o c e d u r e s .  

1 9 .  D i v u l g i n g  p r i v i l e g e d  c o m u n i c a t i o n  o r  c o n f i d e n t i a l  i n f o r m a t i o n  
r e c e i v e d  b y  r e a s o n  o f  employment w i t h  t h e  C i t y  t o  p e r s o n s  n o t  
a u t h o r i z e d  t o  r e c e i v e  s u c h  communication o r  i n f o r m a t i o n .  

20 .  Refus ing  t o  r e p o r t  on o f f i c i a l  c a l l  i n  an  emergency. 

21.  W i l l f u l l y  making f a l s e  s t a t e m e n t s ,  c e r t i f i c a t e s  o r  r e p o r t s  o r  i n  
any manner commit t ing  o r  a t t e m p t i n g  t o  commit f r a u d .  

2 2 .  V i o l a t i o n  o f  d e p a r t m e n t a l  r u l e s  and r e g u l a t i o n s  d u l y  adop ted .  

23. A d d i c t i o n  t o  o r  u se  o f  n a r c o t i c s  o r  d r u g s  excep t  a s  p r e s c r i b e d  by a  
l i c e n s e d  p h y s i c i a n .  

D. Not ice  o f  D i s c i p l i n a r y  A c t i o n :  When a  permanent employee is  t o  be 
suspended ,  demoted o r ' d i s m i s s e d ,  a p r e l i m i n a r y  w r i t t e n  n o t i c e  o f  t h e  
proposed a c t i o n  s h a l l  be  g i v e n  t o  t h e  employee. T h i s  w r i t t e n  n o t i c e  
s h a l l  i n c l u d e :  

1. The d a t e  t h e  a c t i o n  w i l l  be  e f f e c t i v e .  

2 .  The r e a s o n s  f o r  t h e  a c t i o n ,  i n c l u d i n g  t h e  s p e c i f i c  grounds  and 
p a r t i c u l a r  f a c t s  upon wh ich  the  a c t i o n  i s  t aken .  

3 .  Copies  of  a l l  m a t e r i a l s  s u p p o r t i n g  t h e  proposed a c t i o n .  

4 .  A s t a t e m e n t  a d v i s i n g  t h a t  b e f o r e  t h e  proposed d i s c i p l i n a r y  a c t i o n  
t a k e s  e f f e c t  t h e  employee h a s  a  r i g h t  t o  respond i n  w r i t i n g  w i t h i n  
f i v e  (5) working days  f rom r e c e i p t  of  t h e  n o t i c e  t o  t h e  s u p e r v i s o r .  



All charges filed against a permanent employee shall be documented in 
clear and concise language. The notice shall be hand delivered to the 
employee or to the last known address of the employee by registered or 
certified mail. 

All charges a g a i u b t  a permanent employee shall be filed within fourteen 
(14) days after the department head and/or supervisor completes an 
investigation of any infractions of duly adopted policies, procedures, 
rules or regulations. 

E. Hearings for Disciplinary Action: All permanent employees - subject to 
disciplinary action shall be accorded such prior hearings as are 
prescribed by state and federal law. 

Any employee or department head who has been suspended, discharged or 
otherwise disciplined shall have the right of appeal as provided in 
these policies and procedures or in an applicable MOU. 



ARTICLE V I I I  

EMPLOYMENT 

SECTION 1. EQUAL EMPLOYMENT OPPORTUNITY 

P o l i c y :  The employment p o l i c y  of  t h e  C i t y  s h a l l  p r o v i d e  f o r  i t s  
employees t h e  e q u a l i t y  of o p p o r t u n i t y  r e g a r d l e s s  of r a c e ,  c r e e d ,  c o l o r ,  
s e x ,  n a t i o n a l  o r i g i n ,  r e l i g i o n ,  p h y s i c a l  o r  men ta l  handicap  o r  v e t e r a n s f  
s t a t u s ,  and s h a l l  no t  show p a r t i a l i t y  o r  g r a n t  any s p e c i a l  f a v o r s  t o  any 
employee o r  g roup  of employees.  

A p p l i c a n t  Q u a l i f i c a t i o n s :  C a n d i d a t e s  f o r  j o b  openings  w i l l  be  s e l e c t e d  
on t h e  b a s i s  o f  m e r i t ,  a b i l i t y ,  competence ,  e x p e r i e n c e ,  s a t i s f a c t o r y  
c h a r a c t e r  and employment r e f e r e n c e s ,  w i t h o u t  r ega rd  t o  r a c e ,  c r e e d ,  
c o l o r ,  s e x ,  n a t i o n a l  o r i g i n ,  r e l i g i o n ,  p h y s i c a l  o r  m e n t a l  handicap  o r  
v e t e r a n s '  s t a t u s .  

S t a n d a r d s :  Employment s t a n d a r d s  s h a l l  be  e s t a b l i s h e d  f o r  each  job and 
s h a l l  i n c l u d e  m i n i m a l l y ,  t h e  s p e c i a l  t r a i n i n g ,  a b i l i t i e s ,  knowledges and 
s k i l l s  r e q u i r e d  t o  perform t h e  d u t i e s  o f  t h e  job  i n  a  s a t i s f a c t o r y  
manner. 

SECTION 2 .  F A I R  EMPLOYMENT POLICY 

A.  P o l i c y :  No q u e s t i o n  i n  any t e s t ,  o r  i n  any  a p p l i c a t i o n  p r o c e s s ,  and no 
appo in tmen t  o r  removal from a  p o s i t i o n  s h a l l  be  a f f e c t e d  o r  i n f l u e n c e d  
i n  any manner by  any c o n s i d e r a t i o n  o f  r a c e ,  c o l o r ,  s e x ,  a g e ,  a n c e s t r y ,  
n a t i o n a l  o r i g i n ,  p o l i t i c a l  o r  r e l i g i o u s  a f f i l i a t i o n  o r  a non-job r e l a t e d  
d i s a b i l i t y ,  e x c e p t  where a b o n a f i d e  o c c u p a t i o n a l  q u a l i f i c a t i o n  d i c t a t e s .  

B.  D i s a b i l i t y  

1. Bonaf ide  O c c u p a t i o n a l  Q u a l i f i c a t i o n  (BFOQ): A l l  a p p l i c a n t s  and 
employees  s h a l l  meet BFOQ's f o r  p o s i t i o n s  a p p l i e d  f o r  o r  h e l d .  A 
BFOQ s h a l l  be s o  j o b - r e l a t e d  t h a t  a l l  p e r s o n s  excluded a r e  unab le  
t o  p e r f o r m  t h e  j o b  s a f e l y  and e f f i c i e n t l y ,  and i f  employed would 
undermine  the e s s e n c e  of  t h e  o r g a n i z a t i o n ' s  o p e r a t i o n .  

2 .  Reasonable  Accommodation: The C i t y  s h a l l  c o n s i d e r  a l l  means of 
r e a s o n a b l e  accommodation t o  e n a b l e  t h e  pe r son  t o  pe r fo rm t h e  job  
s a f e l y  and e f f i c i e n t l y .  

I f ,  a f t e r  r e a s o n a b l e  accommodation,  t h e  pe r son  canno t  per form t h e  
e s s e n t i a l  j o b  f u n c t i o n s  i n  a  manner which would n o t  endanger  t h e  
h e a l t h  and s a f e t y  of t h e  p e r s o n  o r  o f  o t h e r s  t o  a  g r e a t e r  e x t e n t  
t han  i f  a non-handicapped p e r s o n  per formed t h e  j o b ,  based  upon an 
imminent and s u b s t a n t i a l  d e g r e e  of  r i s k ,  t hen  t h e  p e r s o n  s h a l l  be 
r e f u s e d  employment o r  d i s c h a r g e d .  

C .  Misconduct  and t h e  Handicapped Employee 

Handicapped employees s h a l l  be  governed by t h e  same r u l e s  a s  o t h e r  
employees w i t h  respect t o  mi sconduc t .  



D .  A l c o h o l  abd Drug Abuse: A l c o h o l  o r  d rug  a b u s e  c a u s i n g  j o b  r e l a t e d  m i s -  
c o n d u c t  s h a l l  r e s u l t  i n  d i s c i p l i n a r y  a c t i o n  a s  w i t h  any  o t h e r  employee.  

When t h e  C i t y  becomes aware  o f  misconduc t  t h a t  is  d r u g  o r  a l c o h o l  r e l a t e d ,  
i t  s h a l l  d e t e r m i n e ,  ba sed  upon t h e  n a t u r e  and s e v e r i t y  o f  t h e  mi sconduc t ,  
w h e t h e r  r e a s o n a b l e  accommodat ion should  be  o f f e r e d  a s  a n  a l t e r n a t i v e  t o  
d i s c i p l i n e .  

R e a s o n a b l e  accommodat ion s h a l l  i n c l u d e  c o n s i d e r a t i o n  o f  r e h a b i l i t a t i o n  
and  r e c o v e r y  programs .  If a  r e h a b i l i t a t i o n  program i s  a g r e e d  upon and 
i s  n o t  c o m p l e t e d ,  t h e  C i t y  may r e i n s t i t u t e  t e h  o r i g i n a l  d i s c i p l i n e .  
Employees engaged i n  s u c h  r e h a b i l i t a t i o n  programs  s h a l l  be  e n t i t l e d  t o  
u s e  s i c k  l e a v e ,  v a c a t i o n ,  o r  o t h e r  a cc rued  t ime  t o  a t t e n d .  

SECTION 3 .  EMPLOYMENT STATUS 

The  

A .  

B .  

c. 

D. 

E .  

F .  

s t a t u s  f o r  employment w i t h  t h e  C i t y  S h a l l  i n c l u d e :  

F u l l - t i m e :  An employee whose p o s i t i o n  r e q u i r e s  t h e  minimum number of  
t o t a l  h o u r s  p r e c r i b e d  f o r  no rma l  employment i n  t h e  c l a s s  o r  p o s i t i o n .  
Upon s a t i s f a c t o r y  c o m p l e t i o n  o f  t h e  p r o b a t i o n a r y  p e r i o d ,  t h e  employee 
s h a l l  be  g i v e n  permanent  s t a t u s  and employee b e n e f i t s  i n  a c c o r d a n c e  w i t h  
t h e  e l i g i b i l i t y  r e q u i r e m e n t s  o f  e ach  b e n e f i t .  

P r o b a t i o n :  The p r o b a t i o n a r y  p e r i o d  f o r  new employees  i s  o n e  ( 1 )  y e a r .  
Dur ing  t h i s  p e r i o d ,  t h e  employee  s h a l l  .have a n  o p p o r t u n i t y  t o  d e m o n s t r a t e  
p r o p e r  a t t i t u d e s  and a b i l i t i e s  f o r  t h e  p o s i t i o n  f o r  which employed. The 
employee may be  d i s m i s s e d  w i t h o u t  p r i o r  n o t i c e  o r  o b l i g a t i o n  d u r i n g  t h i s  
p e r i o d .  

Permanent :  A f u l l - t i m e  employee  who h a s  s u c c e s s f u l l y  comple t ed  t h e  
p r o b a t i o n a r y  p e r i o d  and h a s  been  c e r t i f i e d  a s  mee t i ng  t h e  q u a l i f i c a t i o n s  
f o r  t h e  p o s i t i o n  o c c u p i e d  s h a l l  be  c o n s i d e r e d  a permanent  employee.  

P a r t - t i m e :  Anyone employed Less  t han  twen ty  (20)  h o u r s  p e r  week s h a l l  be 
c o n s i d e r e d  p a r t - t i m e .  A p a r t - t i m e  employee s h a l l  n o t  be  e l i g i b l e  f o r  
emploee  b e n e f i t s .  

Temporary:  Anyone who m e e t s  t h e  minimum q u a l i f i c a i o n s  f o r  t h e  p o s i t i o n ,  
who i s  employed f o r  a  s p e c i f i c  p e r i o d  ( s u c h  a s  c a s u a l  o r  s e a s o n a l  employees)  
o r  f o r  a  s p e c i f i c  p u r p o s e  ( t o  r e p l a c e  a  s i c k  employee)  s h a l l  be c o n s i d e r e d  
t e mpora ry .  A t empora ry  employee  s h a l l  n o t  be  e l i g i b l e  f o r  employee b e n e f i t s .  
Such a p p o i n t m e n t s  s h a l l  b e  f o r  no l o n g e r  t h a n  s i x  ( 6 )  months i n  any  one  ( 1 )  
f i s c a l  y e a r .  

Emergency: Emergency employees  may b e  employed,  a s  app roved  by t h e  C i t y  
C o u n c i l ,  f o r  t h e  d u r a t i o n  o f  t h e  emergency and s h a l l  t e r m i n a t e  t h e r e a f t e r .  
Emergency employees  s h a l l  r e c e i v e  no employee b e n e f i t s .  

SECTION 4.  RE-EMPLOYMENT AND REINSTATEMENT 

A .  With t h e  a p p r o v a l  o f  t h e  C i t y  Admins t r a t o r ,  a n  employee who h a s  r e s i g n e d  
w i t h  a  goo6 r e c o r d  and i n  good s t a n d i n g  may be  r e i n s t a t e d  t o  



t h e  f o r m e r  p o s i t i o n ,  i f  v a c a n t ,  o r  t o  a  v a c a n t  p o s i t i o n  i n  t h e  same o r  a  
comparab le  c l a s s  w i t h i n  one (1)  y e a r  from t h e  d a t e  o f  r e s i g n a t i o n .  

B .  An employee who h a s  been  suspended,  d i scha rged  o r  demoted may be  
r e i n s t a t e d  by t h e  C i t y  Counc i l .  

SECTION 5 .  H I R I N G  RELATIVES 
- 

The h i r i n g  o f  r e l a t i v e s  o f  C i t y  employees s h a l l  be  p e r m i t t e d .  However, i n  no 
c a s e ,  a f t e r  a d o p t i o n  of  t h e s e  r u l e s ,  s h a l l  an  appointment  be made t h a t  a l l o w s  
one  r e l a t i v e  t o  d i r e c t l y  s u p e r v i s e  a n o t h e r .  The same r u l e s  s h a l l  a p p l y  t o  
p a r t - t i m e  and temporary  p e r s o n s .  R e l a t i v e s  may work w i t h i n  t h e  same 
d e p a r t m e n t  with a p p r o v a l  of t h e  depa r tmen t  h e a d ,  but  may not  r e p o r t  d i r e c t l y  
t o  a n o t h e r  r e l a t i v e .  R e l a t i v e s  o f  employees s h a l l  n e i t h e r  b e  g i v e n  
p r e f e r e n c e  n o r  d i s c r i m i n a t e d  a g a i n s t .  

SECTION 6. RESIDENCY 

No employee o f  t h e  C i t y  s h a l l  b e  r e q u i r e d  t o  be a  r e s i d e n t  of t h e  C i t y  a t  t h e  
t i m e  of employment o r  a t  any  t ime  t h e r e a f t e r .  C e r t a i n  MOUs o r  depa r tmen t  
p o l i c y  may make f u r t h e r  p r o v i s i o n s .  



ARTICLE I X  

RECRUITMENT A N D  SELECTION 

SECTION 1. REQUISTION AND RECRUITMENT 

A .  The d e p a r t m e n t  head  f o r  a  p o s i t i o n  which i s ,  o r  w i l l  become, v a c a n t  s h a l l  
n o t i f y  t h e  P e r s o n n e l  O f f i c e r  r e g a r d i n g  t h e  v a c a n t  p o s i t i o n .  

B .  The p e r s o n n e l  O f f i c e r  s h a l l  a c c e p t  r e s p o n s i b i l i t y  f o r  r e c r u i t i n g  f o r  t he  
v a c a n t  p o s i t i o n  i n  a c c o r d a n c e  w i t h  t h e  p o l i c i e s  of  t h e  C i t y .  The Pe r sonne l  
O f f i c e r  s h a l l  a l s o  r ev i ew  r e q u i s i t i o n s  i n  t e rms  o f  a u t h o r i z e d  budgeted 
p o s i t i o n s  f o r  e a c h  depa r tmen t  and r e c r u i t  o n l y  f o r  a u t h o r i z e d  p o s i t i o n s .  

SECTION 2. ANNOUNCEMENT OF J O B  OPENINGS 

C i t y  employment s h a l l  be p u b l i c i z e d  by p o s t i n g  announcements  i n  s u c h  p l a c e s  a s  
t h e  P e r s o n n e l  O f f i c e r s  deems a d v i s a b l e ,  which  may i n c l u d e  a b r i e f  announcement 
i n  a t  l e a s t  o n e  newspape r  of g e n e r a l  c i r c u l a t i o n  i n  t h e  C i t y .  The announcement 
s h a l l  s p e c i f y  t h e  t i t l e  and pay r a n g e  o f  t h e  p o s i t i o n  f o r  which t h e  examina t i on  
is announced;  t h e  n a t u r e  of  t h e  work t o  be  pe r fo rmed ;  p r e p a r a t i o n  d e s i r a b l e  
f o r  p e r f o r m a n c e  o f  t h e  work o f  t h a t  c l a s s ;  t h e  d a t e ,  t i m e ,  p l a c e  and  manner o f  
making a p p l i c a t i o n ;  and  o  t h e r  p e r t i n e n t  i n f o r m a t i o n .  v 

SECTION 3 .  APPLICATION 

Forms: A p p l i c a t i o n s  s h a l l  be  made on  f o r m s  p r o v i d e d  by t h e  P e r s o n n e l  
O f f i c e r .  Such  f o r m s  s h a l l  r e q u i r e  i n f o r m a t i o n  c o v e r i n g  t r a i n i n g ,  e x p e r i -  
e n c e  and e d u c a t i o n a l  background ,  and  o t h e r  i n f o r m a t i o n  deemed p e r t i n e n t  
by t h e  a p p o i n t i n g  a u t h o r i t y .  A l l  a p p l i c a t i o n s  must  be  s i g n e d  and da t ed  
by t h e  p e r s o n  a p p l y i n g .  

F i l i n g  o f  A p p l i c a t i o n :  A p p l i c a t i o n s  s h a l l  n o t  be  a c c e p t e d  u n t i l  a n  opening  
h a s  been a n n o u n c e d ,  e x c e p t  i n  t h e  c a s e  o f  p e r s o n s  employed on a n  emergency 
o r  t empora ry  b a s i s  i n  a c c o r d a n c e  w i t h  t h e  p r o v i s i o n s  o f  t h e s e  p o l i c i e s  and 
p r o c e d u r e s .  The  t ime  f o r  f i l i n g  a p p l i c a t i o n s  may be  ex t ended  o r  re-opened 
by t h e  P e r s o n n e l  O f f i c e r  a s  n e e d s  r e q u i r e ,  p r o v i d e d  p o s t e d  n o t i c e  i s  g iven .  

R e j e c t i o n  o f  A p p l i c a t i o n :  The P e r s o n n e l  O f f i c e r  may r e j e c t  any a p p l i c a n t  
who: 

1. Does n o t  p o s s e s s  t h e  e s t a b l i s h e d  minimum q u a l i f i c a t i o n s  f o r  t h e  a d v e r t i -  
zed p o s i  t i o n .  

2 .  Is  s o  d i s a b l e d  a s  t o  be u n a b l e  t o  p e r f o r m  t h e  d u t i e s  o f  t h e  p o s i t i o n .  

3. I s  a d d i c t e d  t o  t h e  u s e  o f  i n t o x i c a t i n g  b e v e r a g e s  t o  e x c e s s  o r  t h e  u s e  
of  n a r c o t i c s .  

4 .  F a i l u r e  t o  r e p l y ,  w i t h i n  a  r e a s o n a b l e  t i m e ,  t o  communicat ion conce rn ing  
t h e i r  a p p l i c a t i o n  o r  a v a i l a b i l i t y  f o r  employment.  



4 .  Has been  c o n v i c t e d  o f  a  f e l o n y  o r  c r i m i n a l  o f f e n s e  i n v o l v i n g  mora l  
t u r p i t i d e .  (The  word " conv i c t ed"  s h a l l  be cons  t r u e d  t o  mean c o n v i c t e d  
i n  a n y  manner r e f e r r e d  t o  i n  S e c t i o n  689 and 1016  o f  t h e  P e n a l  Code of  
t h e  S t a t e  o f  C a l i f o r n i a .  The words "moral  t u r p i t u d e "  s h a l l  b e  c o n s t r u e d  
t o  mean any  a c t  of b a s e n e s s ,  f o u l n e s s  o r  d e p r a v i t y ,  o r  a n  a c t  done 
c o n t r a r y  t o  j u s t i c e ,  h o n e s t y ,  modes ty ,  o r  good m o r a l s ,  o r  a n y  a c t  done  
w i t h  d e c e p t i o n  o r  t h rough  c o r r u p t  m o t i v e s ) .  

5 .  Has been  g u i l t y  o f  immoral ,  in famous  o r  d i s g r a c e f u l  conduc t .  

6 .  Has used  o r  a t t e m p t e d  t o  u s e  any p e r s o n a l  o r  p o l i t i c a l  i n f l u e n c e  t o  
f u r t h e r  e l i g i b i l i t y  o r  appo in tmen t .  

7 .  Has made a  f a l s e  s t a t e m e n t  c o n c e r n i n g  a n y  m a t e r i a l  f a c t ,  o r  h a s  p r a c t i c e d  
o r  a t t e m p t e d  p r a c t i c e  o f  any  d e c e p t i o n  o r  f r a u d  i n  t h e  a p p l i c a t i o n  o r  
e x a m i n a t i o n ,  o r  i n  s e c u r i n g  e l i g i b i l i t y  f o r  appo in tmen t  o r  p r o m o t i o n ,  
r e g a r d l e s s  o f  when d i s c o v e r y  was made. 

8 .  F a i l s  t o  p a s s  s a t i s f a c t o r i l y  any  m e d i c a l  o r  p s y c h o l o g i c a l  e x a m i n a t i o n  
which may be  r e q u i r e d .  

9 .  F a i l s  t o  meet  s p e c i a l  c o n d i t i o n s  o f  employment.  

10.  Has been  d i s c h a r g e d  from t h e  armed f o r c e s  o f  t h e  Un i t ed  S t a t e s  unde r  
c o n d i t i o n s  o t h e r  t h a n  h o n o r a b l e .  

11. I s  g u i l t y  o f  any  a c t i v i t y  o r  c o n d u c t  which i s  i n c o n s i s t e n t  w i t h  o r  
d e t r i m e n t a l  t o  t h e  b e s t  i n t e r e s t  o f  t h e  C i t y .  

1 2 .  Takes  p a r t  i n  p r e p a r i n g ,  c o n d u c t i n g  o r  h o l d i n g  e x a m i n a t i o n s  f o r  t h e  
r e c r u i t m e n t .  

SECTION 4 .  EXAMINATIONS 

A .  G e n e r a l  P r o v i s i o n s :  

1. The s e l e c t i o n  o f  t e c h n i q u e s  used  i n  t h e  e x a m i n a t i o n  p r o c e s s  s h a l l  be  
i m p a r t i a l ,  o f  a  p r a c t i c a l  n a t u r e  and s h a l l  r e r a t e  t o  t h o s e  s u b j e c t s  
which a r e  r e l a t e d  t o  t h e  d u t i e s  and r e s p o n s i b i l i t i e s  o f  t h e  p o s i t i o n .  

2 .  The e x a m i n a t i o n  may c o n s i s t  o f  a c h i e v e m e n t  t e s t s ,  a p t i t u d e  t e s t ,  e v a l u -  
a  t i o n  o f  p e r s o n a l i t y  and  background  t h r o u g h  o r a l  i n t e r v i e w s ,  pe r fo rmance  
t e s t s ,  work s a m p l e s ,  p h y s i c a l  a g i l i t y  t e s t s  o r  o t h e r  j o b ~ r e l a t e d  t e s t s  
o r  any c o m b i n a t i o n  t h e r e o f .  The two m a j o r  t y p e s  o f  e x a m i n a t i o n s  a r e  
p r o m o t i o n a l  and  open  c o m p e t i t i v e .  E x a m i n a t i o n s  u t i l i z e d  w i l l  b e  v a l i d  
and c u t - o f f  s c o r e s  w i l l  mee t  t h e  a p p l i c a b l e  s t a n d a r d s  o f  f e d e r a l  r u l e s  
and r e g u l a t i o n s .  

B .  P r o m o t i o n a l  Examina t i ons :  P r o m o t i o n a l  e x a m i n a t i o n s  may be c o n d u c t e d  whenever ,  
i n  t h e  o p i n i o n  o f  t h e  C i t y  A d m i n i s t r a t o r ,  t h e  need  s o  r e q u i r e s .  P r o m o t i o n a l  
e x a m i n a t i o n s  may i n c l u d e  any  o f  t h e  s e l e c t i o n  t e c h n i q u e s  ment ioned  above  o r  
a n y  c o m b i n a t i o n  t h e r e o f .  Only pe rmanen t  employees  who meet t h e  minimum q u a l i -  
f i c a t i o n s  o f  t h e  open  p o s i t i o n  s e t  f o r t h  i n  t h e  c l a s s i f i c a t i o n  p l a n  a d o p t e d  
by t h e  City C o u n c i l  may compete i n  p r o m o t i o n a l  e x a m i n a t i o n s .  



Open C o m p e t i t i v e  Examinat ions :  Open c o m p e t i t i v e  examina t ions  may b e  
conduc ted  whenever,  i n  t h e  o p i n i o n  of  t h e  C i t y  A d m i n i s t r a t o r ,  t h e  need 
s o  r e q u i r e s .  Open c o m p e t i t i v e  e x a m i n a t i o n s  may i n c l u d e  any o f  t h e  
s e l e c t  i o n  t e c h n i q u e s  mentioned above o r  any combinat  i o n  t h e r e o f .  
Permanent employees ,  a s  w e l l  a s  t h e  g e n e r a l  p u b l i c ,  who meet t h e  minimum 
q u a l i f i c a t i o n s  s e t  f o r t h  i n  t h e  c l a s s i f i c a t i o n  p l a n  adop ted  by t h e  C i t y  
C o u n c i l  may compete i n  open c o m p e t i t i v e  e x a m i n a t i o n s .  - 

Conduct of Examinat ions :  The P e r s o n n e l  O f f i c e r  s h a l l  d e t e r m i n e  t h e  
manner,  method and by whom e x a m i n a t i o n s  s h a l l  be  p r e p a r e d  and 
a d m i n i s t e r e d .  The C i t y  Counc i l  may c o n t r a c t  w i t h  any competent  agency 
o r  I n d i v i d u a l  f o r  t h e  per formance  of t h i s  s e r v i c e .  I n  t h e  absence  o f  
s u c h  a  c o n t r a c t ,  t h e  P e r s o n n e l  O f f i c e r  s h a l l  per form o r  d e l e g a t e  such 
d u t i e s .  

SECTION 5. EMPLOYMENT LISTS 

A s  soon a s  p o s s i b l e  a f t e r  t h e  comple t ion  o f  an  e x a m i n a t i o n ,  t h e  P e r s o n n e l  
O f f i c e r  s h a l l  p r e p a r e  and keep on f i l e  t h e  Employment L i s t  c o n s i s t i n g  of t h e  
names o f  c a n d i d a t e s  who q u a l i f y  i n  t h e  e x a m i n a t i o n ,  i n  o r d e r  of  f i n a l  s c o r e  
from 

A .  

B .  

c .  

D. 

t h e  h i g h e s t  t o  t h e  l o w e s t  q u a l i f y i n g  s c o r e .  

D u r a t i o n  o f  Employment L i s t :  Employment L i s t s  s h a l l  become e f f e c t i v e  
upon t h e  d a t e  o f  a p p r o v a l  t h e r e o f .  Employment L i s t s  s h a l l  remain i n  
e f f e c t  f o r  s u c h  p e r i o d s  o f  time as  a r e  de t e rmined  by  t h e  P e r s o n n e l  
O f f i c e r  . 
Re-Employment L i s t s :  The names o f  p r o b a t i o n a r y  and permanent  employees 
who have b e e n  l a i d  o f f  s h a l l  be p l a c e d  on a p p r o p r i a t e  Re-employment 
L i s t s  i n  t h e  o r d e r  o f  t h e i r  s e n i o r i t y  f rom g r e a t e s t  t o  l e a s t .  Such 
names s h a l l  r ema in  t h e r e o n  f o r  a  p e r i o d  o f  t w o  ( 2 )  y e a r s  u n l e s s  such  
p e r s o n s  a r e  re-employed s o o n e r .  

Promotion L i s t :  The names of  q u a l i f i e d  c a n d i d a t e s  who a r e  c u r r e n t l y  
employees of t h e  C i t y  w i l l  be  p l a c e d  on a  Promotion L i s t  f o l l o w i n g  
p r o p e r  examina t ion  i n  acco rdance  'ith t h e  r e q u i r e m e n t s  of t h e  v a c a n t  
p o s i t i o n .  Rules  a p p l i c a b l e  t o  promotion s h a l l  a p p l y .  

Removal of Names From L i s t :  The name o f  any pe r son  a p p e a r i n g  on an 
Employment, Re-employment o r  P romot iona l  L i s t  s h a l l  be removed by t h e  
P e r s o n n e l  O f f i c e r  i f  t h e  e l i g i b l e  r e q u e s t s  removal  i n  w r i t i n g ;  o r  if t h e  
e l i g i b l e  f a i l s  t o  respond t o  a n o t i c e  o f  c e r t i f i c a t i o n  mai led  t o  t h e  
l a s t  known a d d r e s s .  The p e r s o n  a f f e c t e d  s h a l l  be n o t i f i e d  of t h e  
removal  by  n o t i c e  ma i l ed  t o  t h e  l a s t  known a d d r e s s .  The names of  
p e r s o n s  on- P romot iona l  Employment L i s t s  who r e s i g n  from t h e  s e r v i c e  
s h a l l  a u t o m a t i c a l l y  b e  d e l e t e d  from such  l is ts .  

SECTION 6. TYPES OF APPOINTMENT 

A l l  v a c a n c i e s  s h a l l  be f i l l e d  by re-employment, p romot ion ,  demot ion ,  t r a n s f e r  
o r  f rom Employment L i s t s ,  i n  t h a t  o r d e r .  I n  t h e  absence  of  p e r s o n s  e l i g i b l e  
f o r  appoin tment ,  p r o v i s i o n a l  appo in tmen t s  may be  p e r m i t t e d  i n  acco rdance  w i t h  
t h e s e  p o l i c i e s  o r  a p o s i t i o n  may be f i l l e d  from a n  Employment L i s t  o f  a  
h i g h e r  c l a s s  t o  a lower  c l a s s .  



SECTION 7. CERTIFICATION OF ELIGIBLES 

A .  The names of a l l  i n d i v i d u a l s  on available Employment L i s t s  w i l l i n g  t o  accept 
a p p o i n t m e n t  s h a l l  b e  c e r t i f i e d  by t h e  P e r s o n n e l  O f f i c e r  . Whenever c e r t i f i -  
c a t i o n  i s  t o  b e  made, Employment L i s t s ,  i f  a c t i v e  and  n o t  e x h a u s t e d ,  s h a l l  
be  u sed  i n  t h e  f o l l o w i n g  o r d e r :  

1. Re-employment L i s t .  

2 .  P r o m o t i o n a l  L i s t .  

3. Open C o m p e t i t i v e  L i s t .  

B .  Whenever t h e r e  a r e  fewer t h a n  two ( 2 )  names on  a  P r o m o t i o n a l  L i s t  o r  t h r e e  
( 3 )  names o n  a n  Open C o m p e t i t i v e  L i s t ,  t h e  d e p a r t m e n t  head  may recommend an 
a p p o i n t m e n t  f rom among s u c h  e l i g i b l e s  o r  may r e q u e s t  t h e  P e r s o n n e l  O f f i c e r  
t o  e s t a b l i s h  a new l ist .  

SECTION 8. APPOINTMENT 

G e n e r a l :  I n  t h e  appo in tmen t  o f  employees  o t h e r  t h a n  d e p a r t m e n t  h e a d s ,  t h e  
C i t y  a d m i n i s t r a t o r  s h a l l  make a p p o i n t m e n t s  from among t h o s e  c e r t i f i e d .  The 
P e r s o n n e l  O f f i c e r  s h a l l  t h e n  n o t i f y  t h e  pe r son  a p p o i n t e d ,  and  i f  t h e  a p p l i -  
c a n t  a c c e p t s  t h e  appo in tmen t  and  r e p o r t s  f o r  d u t y  w i t h i n  s u c h  p e r i o d  o f  
t i m e  a s  t h e  P e r s o n n e l  O f f i c e r  s h a l l  p r e s c r i b e ,  t h e  p e r s o n  s h a l l  b e  deemed t o  
be a p p o i n t e d .  

P r o v i s i o n a l :  I n  t h e  a b s e n c e  o f  a p p r o p r i a t e  Employment L i s t s ,  a  p r o v i s i o n a l  
a p p o i n t m e n t  may be made by the C i t y  A d m i n i s t r a t o r ,  of a p e r s o n  m e e t i n g  t h e  
minimum t r a i n i n g  and e x p e r i e n c e  q u a l i f i c a t i o n s  f o r  t h e  p o s i t i o n .  An ~ ~ ~ ~ p l o y -  - - 
ment L i s t  s h a l l  be e s t a b l i s h e d  w i t h i n  s i x  ( 6 )  months f o r  any permanent  
p o s i t i o n  f i l l e d  by p r o v i s i o n a l  a p p o i n t m e n t .  

Temporary:  A t empora ry  a p p o i n t m e n t  s h a l l  n o t  exceed s i x  ( 6 )  months and t h e  
C i t y  A d m i n i s t r a t o r  may t e r m i n a t e ,  upon d i s c r e t i o n ,  a t empora ry  appo in t men t .  

Emergency; An emergency a p p o i n t m e n t  may be  g r a n t e d  t o  mee t  immedia te  r e q u i r e -  
ments  o f  a n  emergency s i t u a t i o n  wh ich  t h r e a t e n s  p u b l i c  h e a l t h  and  s a f e t y .  The 
C i t y  A d m i s t r a t o r  may make s u c h  a p p o i n t m e n t s  as  may b e  needed  f o r  t h e  d u r a t i o n  
o f  s u c h  emergency ,  n o t w i t h s t a n d i n g  t h e s e  p o l i c i e s  and  p r o c e d u r e s  a f f e c t i n g  
a p p o i n t m e n t s .  A s  soon  a s  p o s s i b l e ,  s u c h  appo in tmen t s  s h a l l  be r e p o r t e d  t o  
t h e  C i t y  C o u n c i l .  Any emergency a p p o i n t m e n t  which l a s t s  i n  e x c e s s  of  t h i r t y  
( 3 0 )  d a y s  s h a l l  b e  reviewed by the  C i t y  Counc i l .  

SECTION 9 .  PHYSICAL EXAMINATION 

P r i o r  t o  a p p o i n t m e n t ,  e l i g i b l e s  s e l e c t e d  by t h e  depa r tmen t  head  s h a l l  b e  r e q u i r e d  
t o  p a s s  a  m e d i c a l  o r  p h y s i c a l  e x a m i n a t i o n  a s  may be  p r e s c r i b e d .  The P e r s o n n e l  
O f f i c e r  s h a l l  s e l e c t  a  l i c e n s e d  m e d i c a l  d o c t o r  t o  per form t h e  e x a m i n a t i o n ,  t h e  
c o s t  o f  which  s h a l l  be  borne  by t h e  C i t y .  If a n  e l i g i b l e  i s  d i s q u a l i f i e d  by a  
m e d i c a l  o r  p h y s i c a l  e x a m i n a t i o n ,  t h e  e l i g i b l e ' s  name s h a l l  be  d e l e t e d  from t h e  
List o f  e l i g i b l e s .  P o s t  employment m e d i c a l  examina t i ons  may be r e q u i r e d  a t  t h e  
d i s c r e t i o n  o f  t h e  C i t y .  



SECTION 10.  BACKGROUND INVESTIGATION 

P r i o r  t o  a p p o i n t m e n t ,  t h e  C i t y  may c o n d u c t  a  background check  on t h e  s u c c e s s -  
f u l  c a n d i d a t e ( s )  wh ich  w i l l  f o c u s  on j o b - r e l a t e d  q u a l i f i c a t i o n s .  ~ a c k ~ r o u n d  
i n v e s t i g a t i o n s  may i n c l u d e  r e f e r e n c e  c h e c k s ,  f i n g e r p r i n t i n g ,  checks  o f  c r i m i n a l  
r e c o r d s  and any  o t h e r  v a l i d  background c h e c k s  deemed n e c e s s a r y  by t h e  P e r s o n n e l  
O f f i c e r  and t h e  a p p o i n t i n g  a u t h o r i t y .  

SECTION 11. PROBATIONARY PERIOD 

A .  Pu rpose :  The p r o b a t i o n a r y  p e r i o d  s h a l l  b e  p a r t  o f  t h e  t e s t i n g  p r o c e s s  
and s h a l l  be  u t i l i z e d  f o r  t h e  f o l l o w i n g :  

1. To c l o s e l y  o b s e r v e  a n  emp loyee ' s  work. 

2.  To s e c u r e  t h e  mos t  e f f e c t i v e  a d j u s t m e n t  o f  a n  employee t o  t h e  p o s i t i o n .  

3 .  To p r o v i d e  f o r  f u r t h e r  r e v i e w  o f  any  p r o b a t i o n a r y  employee whose p e r -  
fo rmance  d o e s  n o t  meet  t h e  r e q u i r e d  s t a n d a r d s  o f  t h e  j o b  t o  which 
a p p o i n t e d .  

B .  P r o v i s i o n s :  When a n  employee is  a p p o i n t e d  t o  a  new p o s i t i o n  a s  a  r e s u l t  
o f  p romo t ion ,  t r a n s f e r  o r  f o r  any  o t h e r  r e a s o n ,  a new p r o b a t i o n a r y  p e r i o d ,  
a s  p r o v i d e d  h e r e i n ,  s h a l l  b e g i n  a t  t h e  t i m e  o f  a p p o i n t m e n t  t o  t h e  new . 

p o s i t i o n .  Pe rmanen t  employees  whose work becomes u n s a t i s f a c t o r y  may b e  
p l a c e d  on  a  p r o b a t i o n a r y  p e r i o d  by t h e  d e p a r t m e n t  h e a d ,  w i t h  t h e  a p p r o v a l  
o f  t h e  C i t y  Admins t r a t o r .  

C .  R e g u l a r  Appo in tmen t  F o l l o w i n g  P r o b a t i o n a r y  P e r i o d :  P romo t iona l  a p p o i n t -  
m en t s  s h a l l  be  t e n t a t i v e  and s u b j e c t  t o  a p r o b a t i o n a r y  p e r i o d  o f  n o t  l e s s  
t han  s i x  ( 6 )  months.  A t  t h e  c o n c l u s i o n  of  t h e  p r o b a t i o n a r y  p e r i o d ,  t h e  
employee w i l l  b e  n o t i f i e d  o f  permanent  s t a t u s ,  p r o v i d e d  t h e  C i t y  Admini- 
s t r a  t o r  a p p r o v e s  t h e  a c t i o n .  

D .  R e j e c t i o n  o f  P r o b a t i o n a r y  Employee: 

1. T e r m i n a t i o n :  I f  t h e  pe r fo rmance  of  t h e  p r o b a t i o n a r y  employee i s  n o t  
s a t i s f a c t o r y ,  t h e  d e p a r t m e n t  head  w i l l  s o  n o t i f y  t h e  P e r s o n n e l  O f f i c e r  
i n  w r i t i n g  a t  any  t i m e  d u r i n g  t h e  p r o b a t i o n a r y  p e r i o d ,  and t h e  employee  
may be  t e r m i n a t e d .  Dur ing  t h e  p r o n a t i o n a r y  p e r i o d ,  an  employee may be  
r e j e c t e d  a t  a n y  t i m e  by t h e  C i t y  Admins t r a t o r  w i t h o u t  c a u s e  and w i t h -  
o u t  t h e  r i g h t  o f  - appea l .  Reasons  f o r  r e j e c t i o n  s h a l l  be d i s c u s s e d  
w i t h  t h e  employee .  N o t i f i c a t i o n  of r e j e c t i o n  i n  w r i t i n g  s h a l l  be  
f u r n i s h e d  t h e  p r o b a t i o n a r y  employee and  a  copy  f i l e d  w i t h  t h e  d e p a r t -  
ment head and  t h e  P e r s o n n e l  O f f i c e r .  

E .  E x t e n s i o n  o f  P r o b a t i o n a r y  P e r i o d :  

I n  c a s e s  where a d e p a r t m e n t  head  d e t e r m i n e s  t h a t  a n  employee ' s  pe r fo rmance  
d o e s  n o t  meet  t h e  r e q u i r e d  s t a n d a r d s  o f  t h e  j o b ,  b u t  b e l i e v e s  t h a t  f u r t h e r  
t r a i n i n g  and e x p e r i e n c e  may improve  t h e  e m p l o y e e ' s  pe r fo rmance ,  t h e  d e p a r t -  
ment head  may e x t e n d  t h e  p r o b a t i o n a r y  p e r i o d  a n  a d d i t i o n a l  s i x  months  o r  
one  y e a r ,  o r  any  l e s s e r  p e r i o d .  



ATTICLE X 

CLASSIFICATION 

SECTION 1. POSITION CLASSIFICATION 

Position Classification System: Position classification is the system 
whereby all positions in the City are classifed according to their 
duties and responsibilities. Positions that are similar in type of 
work, level of difficulty and level of responsibility are grouped 
together into a class. All positions in a particular class shall be 
treated alike in such matters as salary, examinations and minimum 
qualifications. One of the purposes of classifying positions is to 
ensure equal pay for equal work throughout the City. 

Position Allocation: Each position shall be allocated to a specific 
classification which is carefully described in a class specification. 

Classification Plan: The classification plan shall consist of classes 
of positions defined by class specifications, including title, 
description of typical duties and responsibilities assigned to positions 
in each class, and a statement of training, experience and other minimum 
qualifications to be required of applicants for positions in each class. 
The classification plan may be amended or revised as occasion requires 
in accordance with procedures set forth in these policies. 

Reclassification or Reallocation: Positions, the duties of which have 
changed materially so as to necessitate reclassification, shall be 
reallocated by the Personnel Officer to a more appropriate class. 
Reclassification shall not be used for the purpose of avoiding 
restrictions surrounding demotions and promotions. The Personnel 
Officer shall also recommend the abolishment or consolidation of 
classifications as appropriate and shall conduct periodic studies to 
otherwise assure the proper classification of City employees. 



ARTICLE X I  

COMPENSATION 

SECTION 1. COMPENSATION PLAN 

A .  P r e p a r a t i o n  of  Pay P lan :  The C i t y  Admins t r a to r  s h a l l  p r e p a r e  a pay p lan  
c o v e r i n g  a l l  c l a s s e s  of  p o s i t i o n s  showing i n  minimum and maximum r a t e s  
o f  pay. I n  a r r i v i n g  a t  such  s a l a r y  r anges ,  c o n s i d e r a t i o n  s h a l l  be g iven  
t o :  

1. P r e v a i l i n g  r a t e s  of pay f o r  comparable work i n  o t h e r  p u b l i c  and p r i v a t e  
employment, i n c l u d i n g  c o n s i d e r a t i o n  of c o n d i t i o n s  o f  work, a s  we l l  a s  
b a s i c  pay. 

2 .  C u r r e n t  c o s t  of  l i v i n g .  

3 .  Recommendations o f  depa r tmen t  heads .  

4 .  The C i t y ' s  f i n a n c i a l  c o n d i t i o n  and p o l i c i e s .  

The C i t y  A d m i n s t r a t o r  s h a l l  recommend changes t o  such  compensa t ion  p l an  
when deemed d e s i r a b l e .  The C i t y  Counc i l  may r e q u e s t  recommendations o r  
r e p o r t s  from t h e  C i t y  Admins t r a t o r .  

B .  Adoption o f  Pay P lan :  The C i t y  Adrnins t r a t o r  s h a l l  t r a n s m i t  any proposed 
pay p l a n  t o  t h e  C i t y  Counc i l .  The C i t y  Counci l  s h a l l  by r e s o l u t i o n  adopt  
a n d / o r  amend and a d o p t  t h e  proposed  p l an .  T h e r e a f t e r ,  no p o s i t i o n  s h a l l  
b e  a s s i g n e d  a s a l a r y  h i g h e r  t h a n  t h e  maximum s a l a r y  o r  lower  than  the  
minimum s a l a r y  provided  f o r  t h e  c l a s s i f i c a t i o n  i n  t h e  l a t e s t  r e s o l u t i o n .  

C. S a l a r y  Schedule :    he C i t y  h a s  a  s even  s t e p  s a l a r y  s c h e d u l e  f o r  a l l  g e n e r a l  
employees,  p o l i c e  o f f i c e r s  and s a l a r i e d  employees. While a  t i m e t a b l e  f o r  
t h e s e  s t e p s  a r e  p rov ided  below, i t  shou ld  be no ted  t h a t  t h e s e  a r e  m e r i t  
i n c r e a s e s  s u b j e c t  t o  t h e  recommendation of t h e  depa r tmen t  head and approva l  
by t h e  C i t y  Admins t r a to r .  

S t e p  A -  Employees a r e  t y p i c a l l y  h i r e d  a t  t h i s  t ime.  

S t e p  B-  Advancement t o  t h i s  s t e p  i s  t y p i c a l l y  g r a n t e d  a f t e r  s i x  ( 6 )  
months of  employment w i t h  t h e  C i t y .  

S t e p  C-  Advancement t o  t h i s  s t e p  i s  t y p i c a l l y  g r a n t e d  one ( 1 )  y e a r  a f t e r  
a p p o i n t e d  t o  S t e p  B .  

S t e p  D- Advancement t o  t h i s  s t e p  i s  t y p i c a l l y  g r a n t e d  one (1) y e a r  a f t e r  
a p p o i n t e d  t o  S t e p  C.  

S t e p  E- Advancement t o  t h i s  s t e p  i s  t y p i c a l l y  g r a n t e d  one  (1) y e a r  a f t e r  
a p p o i n t e d  t o  S t e p  D.  

S t e p  L I -  T h i s  is t h e  f i r s t  l o n g e v i t y  s t e p ,  advancement i s  t y p i c a l l y  g ran ted  
f o u r  (4 )  y e a r s  a f t e r  appoin tment  t o  S t e p  E.  

S t e p  L 2 -  T h i s  is t h e  second l o n g e v i t y  s t e p ,  advancement i s  t y p i c a l l y  g ran ted  
two.and one -ha l f  ( 2 s )  y e a r s  a f t e r  appoin tment  t o  S t e p  L I .  



SECTION 2. SALARIES AND SALARY INCREASES 

A .  P r o v i s i o n s :  The amount o f  s a l a r y  r e c e i v e d  depends  on  t h e  t ype  o f  j o b  h e l d .  
Employees  b e g i n  a new j o b  a t  t h e  f i r s t  s t e p  ("A") i n  t h e  a s s i g n e d  r ange .  
Advancement t h r o u g h  t h e  s t e p s  s h a l l  be  a s  p r o v i d e d  by C i t y  C o u n c i l  Reso lu-  
t i o n  o r  t h e  p r o v i s i o n s  o f  a n  MOU. 

B .  A u t h o r i z a t i o n :  A l l  i n c r e a s e s  must  be  a u t h o r i z e d  w i t h  t h e  C i t y  A d m i n i s t r a t o r .  

C .  The C i t y  w i l l  p r o v i d e  compensa t i on  i n  a c c o r d a n c e  w i t h  t h e  p r o v i s i o n s  o f  t h e  
F e d e r a l  F a i r  L a b o r  S t a n d a r d s  Ac t .  

SECTION 3 .  COMPENSABLE HOURS OF WORK 

A .  Hours  Worked: The  pay p r o v i s i o n s  o f  t h e  F a i r  Labor  S t a n d a r d s  A c t  w i l l  be 
o b s e r v e d  i n  d e t e r m i n i n g  how t o  c o u n t  t i m e  s p e n t  toward compensable  h o u r s  
o f  work. 

I n  g e n e r a l ,  a n  employee may c o u n t  a s  h o u r s  worked: 

1. A l l  t ime  t h e  employee spends  work ing  on  t h e  j ob .  



2 .  A l l  t i m e  t h e  employee i s  r e q u i r e d  t o  be  a t  t h e  p l a c e  of work o r  on 
d u t y ,  i n c l u d i n g :  

a .  P e r f o r m i n g  t h e  j o b .  
b.  G e t t i n g  r e a d y  t o  work. 
c .  L e a r n i n g  t h e  j o b .  
d .  C o r r e c t i n g  own o r  o t h e r ' s  work. 

3.  Breakdown t i m e  ( u n d e r  c e r t a i n  c o n d i t i o n s ) .  

B .  Hours  N o t  Counted  a s  Work: An employee may n o t  c o u n t  t ime  a s  h o u r s  
worked i f :  

1. D u r i n g  a breakdown t h e  employee  r e q u e s t s  p e r m i s s i o n  and i s  p e r m i t t e d  
t o  l e a v e  f o r  a s p e c i f i e d  t ime .  

2 .  The  employee  i s  w a i t i n g  t o  b e  h i r e d  o r  w a i t i n g  t o  s e e  i f  work w i l l  be  
a v a i l a b l e .  

3 .  The  employee  i s  f r e e  t o  l e a v e  f o r  a  d e f i n i t e  t i m e .  

4 .  T h e  employee  h a s  a  mea l  t i m e  f r e e  of  d u t i e s .  The meal  p e r i o d  must be  
l o n g  enough ( u s u a l l y  a t  l e a s t  t h i r t y  (30) m i n u t e s )  t o  a l l o w  t ime  t o  
e a t .  Meal t i m e  w i l l  n o t  be  c o u n t e d  a s  work ing  t i m e  even  i f  t h e  employee 
e a t s  a t  t h e  work p l a c e .  

5 .  The  employee  t r a v e l s  t o  t h e  r e g u l a r  j o b  i n  t h e  morn ing  and l e a v e s  a t  
t h e  end o f  t h e  day .  

C.  Method o f  Payment: E x c e p t  f o r  P o l i c e  Depar tment  emp loyees ,  e,mployees w i l l  
b e  compensa t ed  by way o f  a  b i - w e e k l y  p a y r o l l  f o r  r e g u l a r  s a l a r y .  Members 
o f  t h e  Guada lupe  P o l i c e  O f f i c e r  A s s o c i a t i o n  w i l l  b e  p a i d  o v e r t i m e  and 
comp t i m e  a s  s p e c i f i e d  by MOU. Over t ime  worked may b e  compensated by pay- 
ment  o r  t h e  a c c r u a l  o f  compensa to ry  time, c o n s i s t e n t  w i t h  t h e  p r o v i s i o n s  
o f  t h e  F a i r  Labo r  S t a n d a r d s  Act. Compensatory time may b e  used  w i t h  a  
two ( 2 )  h o u r s  minimum o n l y ,  s u b j e c t  t o  d e p a r t m e n t  head  a p p r o v a l .  Compen- 
s a t o r y  t i m e  u sed  s h a l l  be  s c h e d u l e d  a t  t h e  s t a r t  o r  e n d i n g  o f  a  workday, 
i f  l e s s  t h a n  e i g h t  (8) h o u r s .  

E a r l y  i s s u a n c e  o f  paychecks  may b e  made f o r  c r i t i c a l  employee emergenc i e s  
w i t h  p r i o r  a p p r o v a l  o f  t h e  C i t y  A d m i n s t r a t o r .  



ARTICLE X I 1  

EMPLOYEE BENEFITS 

SECTION 1. VACATIONS 

Purpose :  The pu rpose  of  a n n u a l  v a c a t i o n  i s  t o  p r o v i d e  a  r e s t  p e r i o d  
which  w i l l  e n a b l e  each e l i g i b l e  employee t o  r e t u r n  t o  work p h y s i c a l l y  
and m e n t a l l y  r e f r e s h e d .  

E n t i t l e m e n t :  A l l  employees s h a l l  be e n t i t l e d  t o  a n n u a l  v a c a t i o n  wi th  
p a y  e x c e p t  t h e  fo l lowing : .  

1. Employees who have n o t  comple ted  a t  l e a s t  s i x  ( 6 )  months of  f u l l - t i m e  
s e r v i c e  w i t h  t h e  C i t y .  

2 .  Employees who work on an i n t e r m i t t e n t ,  temporary o r  p a r t - t i m e  b a s i s .  

Vaca t ion  Allowances:  Regu la r  l e a v e  w i t h  pay s h a l l  be g r a n t e d :  

1. Ten (10)  working days  upon comple t ion  of  one ( 1 )  y e a r  o f  s e r v i c e .  

2. Twelve ( 1 2 )  working days  upon comple t ion  of f i v e  ( 5 )  y e a r s  o f  s e r v i c e .  

3 .  E i g h t e e n  ( 1 8 )  working days  upon comple t ion  of t e n  (10 )  y e a r s  of  
s e r v i c e .  

4 .  Twenty-one ( 2 1 )  working d a y s  upon comple t ion  of  f i f t e e n  (15) y e a r s  
o f  s e r v i c e .  

Acc rua l  of  V a c a t i o n  Time: 

1. Time worked d u r i n g  t h e  p r o b a t i o n a r y  p e r i o d  s h a l l  c o u n t  toward compu- 
t a t i o n  o f  v a c a t i o n  b e n e f i t s .  An employee who has  comple ted  l e s s  than  
one  (1) y e a r  s e r v i c e  s h a l l  accumula t e  v a c a t i o n  t ime d u r i n g  t h e  y e a r  
on a  p r o - r a t a  b a s i s  based  upon t h e  number o f  months worked d u r i n g  t h e  
y e a r .  However, t h e  employee s h a l l  n o t  be e n t i t l e d  t o  any  r e g u l a r  
v a c a t i o n  u n t i l  comple t ion  o f  twelve  (12 )  months' c o n t i n u o u s  s e r v i c e .  

Excep t ion :  I f ,  i n  t h e  o p i n i o n  of  a  depar tment  head ,  t h e  i n t e r e s t  of 
t h e  C i t y  may b e s t  be s e r v e d ,  a n  employee, w i th  t h e  a p p r o v a l  of  t h e  
C i t y  A d m i n s t r a t o r ,  may t a k e  a v a c a t i o n  n o t  t o  exceed f i v e  ( 5 )  working 
d a y s  a t  t h e  e x p i r a t i o n  o f  s i x  ( 6 )  months o f  c o n t i n u o u s ,  u n i n t e r r u p t e d  
s e r v i c e  w i t h  t h e  C i t y .  

2 .  V a c a t i o n  s h a l l  n o t  b e  a c c r u e d  i n  e x c e s s  of twenty ( 2 0  ) working days.  
The depa r tmen t  head w i l l  a s s u r e  t h a t  employees a r e  s chedu led  f o r  
v a c a t i o n s  t o  p r e v e n t  exceed ing  t h e  a c c r u a l  l i m i t .  

Schedu l ing  V a c a t i o n  Leave: Depar tment  heads  s h a l l  s c h e d u l e  a l l  v a c a t i o n s  
wi th  due  c o n s i d e r a t i o n  f o r  t h e  wi shes  o f  t h e  employee and p a r t i c u l a r  r ega rd  
f o r  t h e  needs  of  t h e  depa r tmen t .  T o t a l  Leave of a b s e n c e  s h a l l  n o t  exceed 
f i f t e e n  (15 )  working days  a t  a  t ime.  



W i t h  t h e  a p p r o v a l  o f  t h e  depar tment  h e a d ,  employees may s c h e d u l e  use of 
v a c a t i o n  t ime  o n l y  f o r  p e r i o d s  e x c e e d i n g  one-half  day.  

Vaca t ion  B e n e f i t s  f o r  Te rmina t ing  Employees: I n  t h e  e v e n t  of 
t e r m i n a t i o n  o f  employment w i t h  t h e  C i t y ,  t h e  employee s h a l l  r e c e i v e ,  
i n  l i e u  o f  v a c a t i o n ,  a  sum o f  money e q u a l  t o  t he  number o f  days  of 
a c c r u e d  v a c a t i o n  t ime  f o r  t h e  t o t a l  number of months'  s e r v i c e  w i t h  t h e  
C i t y .  No v a c a t i o n  t ime is earned  d u r i n g  a n  unpaid  l e a v e  of a b s e n c e .  

Ho l idays  O c c u r r i n g  During Vaca t ion :  When a l e g a l  m u n i c i p a l  h o l i d a y  
f a l l s  w i t h i n  a v a c a t i o n  p e r i o d ,  s u c h  d a y  o r  days  s h a l l  n o t  be cha rged  
a g a i n s t  t h e  v a c a t i o n  a l lowance .  Under t h e s e  c i r c u m s t a n c e s ,  a n  
employee ' s  v a c a t i o n  s h a l l  be ex tended  by t h e  day o r  d a y s  r e c o g n i z e d  a s  
C i t y  l e g a l  h o l i d a y s .  

SECTION 2 .  HOLIDAYS 

A .  Hol idays  Observed:  A l l  permanent ,  f u l l - t i m e  employees, e x c e p t  temporary  
employees ,  s h a l l  have  t h e  f o l l o w i n g  h o l i d a y s  w i t h  pay and s h a l l  n o t  be 
r e q u i r e d  t o  work on such  h o l i d a y s  e x c e p t  a s  h e r e i n a f t e r  p r o v i d e d :  

J a n u a r y  1st (New Years Day) . 
F e b r u a r y  1 2 t h  ( L i n c o l n ' s  B i r t h d a y ) .  
T h i r d  Monday i n  February (Wash ing ton ' s  B i r t h d a y ) .  
L a s t  Monday i n  May (Memorial Day).  
J u l y  4 t h  ( Independence  Day) . 
F i r s t  Monday i n  September (Labor  Day) .  
November 1 1 t h  ( V e t e r a n ' s  Day).  
F o u r t h  Thur sday  i n  November (Thanksg iv ing  Day). 
The day  a f t e r  Thanksgiv ing  Day. 
December 2 5 t h  (Chr is tmas  Day) . 
One f l o a t i n g  h o l i d a y  t o  be  s e l e c t e d  each  y e a r  by t h e  employee and 
approved b y  t h e  depar tment  head .  
Every day  a p p o i n t e d  by t h e  Mayor f o r  p u b l i c  f a s t ,  t h a n k s g i v i n g ,  o r  
h o l i d a y .  

Whenever any  h o l i d a y  f a l l s  on a S a t u r d a y ,  i t  s h a l l  be o b s e r v e d  on 
F r i d a y ,  and whenever any h o l i d a y  f a l l s  on a Sunday, i t  s h a l l  be o b s e r v e d  
on Monday. 

Working on H o l i d a y s  - P u b l i c  N e c e s s i t y :  No twi ths t and ing  any o t h e r  
p r o v i s i o n ,  when i t  appea r s  n e c e s s a r y  f o r  r e a s o n s  of p u b l i c  h e a l t h ,  
s a f e t y  o r  c o n v e n i e n c e ,  a  depar tment  h e a d ,  w i t h  t h e  a p p r o v a l  o f  t h e  C i t y  
A d m i n i s t r a t o r ,  may r e q u i r e  any employee i n  t h e  depar tment  t o  work on  any 
h o l i d a y  p r e s c r i b e d  by t h e s e  p o l i c i e s  and  p r o c e d u r e s .  

Hol iday  Pay: 

1. Payments f o r  Ho l idays  Worked: Excep t  a s  provided  i n  Memorandums of 
U n d e r s t a n d i n g ,  any  permanent, f u l l - t i m e  employee who is r e q u i r e d  t o  
work on a  h o l i d a y  s h a l l  be  e n t i t l e d  t o  pay,  i n  a d d i t i o n  t o  t h e i r  
r e g u l a r  s a l a r y ,  f o r  t h e  number o f  h o u r s  worked on t h e  h o l i d a y ,  n o t  
t o  exceed  e i g h t  (8) hour s ,  a t  a n  h o u r l y  r a t e  one-half t h e  r e g u l a r  
pay,  o r  s h a l l  b e  e n t i t l e d  t o  f o u r  ( 4 )  h o u r s  of compensatory t i m e  



o f f  o r  any l e s s e r  amount equa l  t o  a c t u a l  t ime  worked. Compensatory 
t ime o f f  s h a l l  b e  schedu led  a t  the d i s c r e t i o n  of  t h e  depar tment  head 
w i t h i n  one (1) y e a r  from t h e  d a t e  of  t h e  h o l i d a y .  

I t  i s  t h e  i n t e n t  o f  t h e  C i t y  t h a t  a l l  permanent ,  f u l l - t i m e  employees 
e x c e p t  temporary  employees  of t he  C i t y  be  a l l o w e d  a n  equal  number of 
h o l i d a y s  w i t h  pay t h r o u g h o u t  the  y e a r .  

2 .  Payment f o r  P a r t  o f  a Hol iday:  When t h e  work p e r i o d  o r  s h i f t  o f  c e r t a i n  
employees i n c l u d e s  p a r t  o f  a  day which day  i s  d e c l a r e d  to  be a h o l i d a y ,  
and p a r t  o f  a n o t h e r  day  which i s  n o t  such  a  h o l i d a y ,  t he  employee s h a l l  
be  pa id  on a p r o - r a t a  b a s i s  f o r  t h e  h o l i d a y  h o u r s .  

SECTION 3 .  L E A V E  PROVISIONS 

A .  S i c k  Leave: 

P o l i c y :  Depar tment  h e a d s  a r e  r e s p o n s i b l e  f o r  s e e i n g  t h a t  s i c k  l e a v e  
p r i v i l e g e s  a r e  n o t  abused  by employees who work under  t h e i r  d i r e c t i o n .  
A l l  employees,  i n c l u d i n g  depar tment  heads ,  must  a d v i s e  t h e i r  immediate 
s u p e r v i s o r  p rompt ly  e i t h e r  i n  person o r  by phone when they a r e  i n  need 
of  t a k i n g  s i c k  l e a v e .  When s u p e r v i s o r s  have  any  q u e s t i o n s  c o n c e r n i n g  
t h e  n a t u r e  o r  e x t e n t  o f  a n . e m p l o y e e ' s  i l l n e s s ,  such  q u e s t i o n s  s h a l l  
be r e f e r r e d  immedia t e ly  t o  t h e  depar tment  head  f o r  i n v e s t i g a t i o n  o r  
f u r t h e r  a c t i o n  a s  deemed a p p r o p r i a t e .  

2 .  D e f i n i t i o n :  S i c k  l e a v e  s h a l l  mean the  t ime d u r i n g  which an employee 
i s  t o  b e  a b s e n t  from C i t y  d u t i e s  by r e a s o n  of  being o f f i c i a l l y  
q u a r a n t i n e d  o r  by r e a s o n  o f  s i c k n e s s  o r  i n j u r y  n o t  a r i s i n g  o u t  o f  and 
i n  t h e  c o u r s e  o f  employment, which i n c a p a c i t a t e s  o r  p reven t s  t h e  employee 
from performing a s s i g n e d  d u t i e s ,  w i thou t  any  d e d u c t i o n  being made from 
s a l a r y  o r  compensa t ion ,  and s h a l l  i n c l u d e ,  i n  c e r t a i n  c a s e s ,  c r i t i c a l  
i l l n e s s  of  a  member o f  t h e  employee 's  immedia te  f a m i l y .  With t h e  
approva l  of  t h e  d e p a r t m e n t  head ,  s i c k  l e a v e  may be used f o r  employees 
medica l  o r  d e n t a l  a p p o i n t m e n t s ,  but  on ly  f o r  t h e  time a c t u a l l y  r e q u i r e d .  

3 .  S i c k  Leave Allowance:  

a .  A l l  f u l l - t i m e  employees  s h a l l  be e n t i t l e d  t o  one (1) working day 
s i c k  l e a v e  f o r  each  c a l e n d a r  month o f  s e r v i c e  o r  m a j o r i t y  p a r t  
t h e r e o f .  T h e r e  s h a l l  be a  l i m i t  o f  100 days  s i c k  l eave  which may 
be accumula ted .  

b. When s i x t e e n  ( 1 6 )  o r  more c o n s e c u t i v e  working  days a r e  t aken  f o r  
s i c k  l e a v e ,  no s i c k  l e a v e  s h a l l  be ea rned  f o r  t h e  month o f  which 
the  most number of s i c k  days  a r e  taken .  

4 .  Pe rmi t t ed  u s e s  o f  S i c k  l e a v e :  S i ck  l e a v e  may n o t  be used u n t i l  i t  i s  
earned  and s h a l l  b e  t a k e n  o n l y  i n  c a s e  of  n e c e s s i t y  and a c t u a l  s i c k n e s s  
o r  d i s a b i l i t y  o f  t h e  employee. With a p p r o v a l  o f  t h e  depar tment  head 
and i n  c a s e  of n e c e s s i t y ,  s i c k  l eave  may be  g r a n t e d  



f o r  c r i t i c a l  i n j u r y  o r  i l l n e s s  i n  t h e  emp loyee ' s  immedia te  f ami ly .  
Immed ia t e  f a m i l y  s h a l l  i n c l u d e  t h e  emp loyee ' s  s p o u s e ,  dependan t  c h i l d  
o r  r e l a t i v e  who r e s i d e s  i n  t h e  emp loyee ' s  h o u s e h o l d .  

5.  N o t i f i c a t i o n  by t h e  Employee: An employee on s i c k  l e a v e  s h a l l  n o t i f y  
t h e  d e p a r t m e n t  head o r  s u p e r i o r  a s  soon  a s  p o s s i b l e ,  b u t  i n  any c a s e ,  
n o t  l a t e r  t h a n  two ( 2 )  h o u r s  a f t e r  t h e  t ime  s e t  f o r  b e g i n n i n g  d a i l y  
d u t i e s .  I n  t h e  c a s e  o f  s a f e t y  employees t h e  r e s p e c t i v e  depa r tmen t  
head s h a l l  e s t a b l i s h  r u l e s  g o v e r n i n g  r e p o r t i n g  i l l n e s s e s  t o  a s s u r e  
a d e q u a t e  p r o t e c t i o n  o f  t h e  communi t y .  

6 .  R e t u r n  from S i c k  Leave:  Upon r e t u r n i n g  from s i c k  l e a v e ,  t h e  employee 
s h a l l  f i l e  w i t h  t h e i r  d e p a r t m e n t  head a  form f u r n i s h e d  by t h e  P e r s o n n e l  
D e p a r t m e n t ,  i n d i c a t i n g  t h e  number o f  days  a b s e n t  f rom d u t y  due to 
i l l n e s s  and t h e  r e a s o n  t h e r e f o r e .  I f  a n  employee i s  a b s e n t  from d u t y  
o n  s i c k  Leave f o r  t h r e e  ( 3 )  d a y s  o r  more, o r  i f  i n  t h e  o p i n i o n  of t h e  
d e p a r t m e n t  h e a d ,  i t  a p p e a r s  t h a t  a n  employee i s  a b u s i n g  s i c k  l e a v e  
p r i v i l e g e s ,  and b e f o r e  s i c k  l e a v e  pay i s  a p p r o v e d ,  a  p h y s i c i a n ' s  
c e r t i f i c a t e  may be r e q u i r e d  f rom a  r e p u t a b l e  p h y s i c i a n  c e r t i f i n g  t h a t  
t h e  e m p l o y e e ' s  c o n d i t i o n  p r e v e n t e d  pe r fo rmance  o f  t h e  d u t i e s  o f  t h e  
p o s i t i o n .  

7 .  Payment  f o r  S i c k  Leave:  When a n  employee i s  on  s i c k  l e a v e ,  s i c k  pay 
b e n e f i t s  s h a l l  be  c a l c u l a t e d  o n  a n  emp loyee ' s  " b a s e  r a t e "  o f  pay, 
e x c l u s i v e  o f  any  o t h e r  components  o f  compensa t i on .  

8 .  T e r m i n a t i o n  o f  Employment: Employees whose employment i s  t e r m i n a t e d  
f o r  a n y  r e a s o n  s h a l l  n o t  be  compensa ted  f o r  any  unused s i c k  l e a v e .  

B .  Bereavement  Leave :  Leave  s h a l l  b e  g r a n t e d  f o r  bereavement  i n  t h e  emp loyee ' s  
immed ia t e  f a m i l y  f o r  one (1) day ,  o r  up t o  t h r e e  ( 3 )  d a y s ,  i f  t r a v e l  of  
more t h a n  two hund red  (200) miles i s  r e q u i r e d .  ~ m m e d i a t e  f a m i l y  s h a l l  mean 
e m p l o y e e ' s  s p o u s e ,  c h i l d  o r  r e l a t i v e  who r e s i d e s  i n  emp loyee ' s  househo ld ,  
and p a r e n t ,  c h i l d ,  s i b l i n g ,  o r  s u b s t i t u t e  p a r e n t ,  r e g a r d l e s s  o f  r e s i d e n c e .  

C .  J u r y  Duty: Upon r e c e i v i n g  n o t i c e  t o  a p p e a r  f o r  j u r y  d u t y ,  t h e  employee 
mus t  n o t i f y  h i s  o r  h e r  immedia te  s u p e r v i s o r  o r  d e p a r t m e n t  head .  Whi le  
s e r v i n g  o n  j u r y  d u t y ,  any  employee s h a l l  r e c e i v e  h i s  o r  h e r  r e g u l a r  pay 
and a c c r u e  a l l  b e n e f i t s ,  p r o v i d e d ,  however ,  t h a t  a l l  j u r y  f e e s  pa id  t o  t h e  
i n d i v i d u a l  employee ,  less a u t o m o b i l e  m i l e a g e  a l l o w e d  and p a i d  by t h e  c o u r t ,  
a r e  t u r n e d  o v e r  d i r e c t l y  t o  t h e  C i t y ,  t h e  City s h a l l  w i t h h o l d  a n  emp loye e ' s  
pay f o r  t h e  e n t i r e  t ime  t h e  employee was a b s e n t  p e r f o r m i n g  j u r y  s e r v i c e .  
An employee  c a l l e d  f o r  j u r y  s e r v i c e  and r e l e a s e d  by t h e  c o u r t  b e f o r e  4 : 0 0  
p.m. s h a l l  r e t u r n  t o  h i s  o r  h e r  normal  d u t i e s  on  t h e  same day .  

D. S e r v i c e  a s  a W i t n e s s :  Any employee  r e c e i v i n g  a  subpoena  t o  s e r v e  a s  w i t n e s s  
must  n o t i f y  h i s  o r  h e r  s u p e r v i s o r  o r  d e p a r t m e n t  head  and d i s p l a y  t h e  subpoena .  
The employee may u s e  v a c a t i o n  o r  compensa tory  t ime  t o  r e spond  t o  t h e  subpoena ,  
b u t  n o t  C i t y  t ime .  I f ,  however ,  i n  t h e  c o u r s e  o f  no rma l  employment,  a n  
employee s e r v e s  a s  a  w i t n e s s ,  h e  o r  s h e  s h a l l  r e c e i v e  normal  pay o n l y  upon 
t h e  payment t o  t h e  C i t y  of any  and a l l  w i t n e s s  f e e s  t h a t  a c c r u e  t o  t h e  
employee f o r  h i s  o r  h e r  w i t n e s s  s e r v i c e s  t o  t h e  C i t y .  



E .  M i l i t a r y  Leave:  M i l i t a r y  l e a v e  s h a l l  be g r a n t e d  i n  accordance  w i t h  S e c t i o n  
395 e t .  s e q . ,  o f  t h e  M i l i t a r y  and v e t e r a n s '  Code o f  t h e  S t a t e  o f  C a l i f o r n i a  
o r  amendments t h e r e o f ,  and a p p l i c a b l e  p r o v i s i o n s  of S t a t e  law. A l l  employees 
a p p l y i n g  f o r  m i l i t a r y  l e a v e  s h a l l  g i v e  t h e  depa r tmen t  head ,  w i t h i n  the  l i m i t s  
o f  m i l i t a r y  r e g u l a t i o n s ,  an  o p p o r t u n i t y  t o  d e t e r m i n e  when such  l e a v e  s h a l l  
be  taken .  Employees may u s e  compensatory t ime and v a c a t i o n  t ime f o r  weekend 
d r i l l s .  

F .  Leave of Absence Without  Pay: Leave of  absence  w i t h o u t  pay may be  g r a n t e d  
by t h e  C i t y  Admins t r a t o r  upon recommendation o f  t h e  depar tment  head f o r  
p e r i o d s  n o t  t o  exceed t h i r t y  ( 3 0 )  days.  Leave o f  absence  w i t h o u t  pay i n  
e x c e s s  o f  t h i r t y  (30) days  s h a l l  be  g r a n t e d  o n l y  by t h e  C i t y  Counc i l .  

G .  Unauthor ized  Absence - R e s i g n a t i o n :  

1. A C i t y  employee who, w i t h o u t  p r i o r  a u t h o r i z a t i o n ,  i s  a b s e n t  f o r  f a i l s  
t o  d i s c h a r g e  r e g u l a r l y  a s s i g n e d  d u t i e s  f o r  e i t h e r  t h r e e  ( 3 )  c o n s e c u t i v e  
r e g u l a r  working  days  o r  two ( 2 )  c o n s e c u t i v e  r e g u l a r l y  schedu led  on-duty 
s h i f t s ,  wh icheve r  i s  a p p l i c a b l e ,  and who f a i l s  t o  r e p o r t  f o r  du ty  a f t e r  
twen ty - fou r  (24 )  h o u r s  n o t i c e  d e l i v e r e d  v e r b a l l y ,  i n  person ,  by t e l e -  
phone,  o r  i n  w r i t i n g  by r e g u l a r  m a i l  t o  t h e  l a s t  known home a d d r e s s ,  
s h a l l  be deemed t o  have  r e s i g n e d  from t h e  C i t y  employment e f f e c t i v e  a s  
o f  t h e  day  d u t i e s  o f  t h e  p o s i t i o n  were l a s t  performed.  I f ,  however, v 

t h e  employee r e p o r t s  f o r  d u t y  a t  t h e  commencement of t h e  n e x t  r e g u l a r  
working  day  o r  on-duty  s h i f t ,  t h e  employee s h a l l  n o t  be deemed to  have 
s o  r e s i g n e d .  

2 .  With in  t e n  ( 1 0 )  days  a f t e r  t e h  e f f e c t i v e  d a t e  o f  such  r e s i g n a t i o n ,  any 
employee who has  r e s i g n e d  unde r  t h e  c i r c u m s t a n c e s  above may f i l e  w i t h  
t h e  a p p o i n t i n g  a u t h o r i t y  a  w r i t t e n  r e q u e s t  f o r  r e i n s t a t e m e n t ,  s e t t i n g  
f o r t h  good c a u s e  f o r  t h e  a b s e n c e  o r  f a i l u r e  t o  perform d u t i e s ,  such  a s  
a  bona f i d e  i l l n e s s  o r  i n j u r y ,  o r  s i m i l a r  c i r c u m s t a n c e s  beyond t h e  
employee '  s c o n t r o l .  

3 .  If t h e  C i t y  A d m i n s t r a t o r  f i n d s  good c a u s e  f o r  t h e  absence  o r  f a i l u r e  
t o  per form d u t i e s ,  t h e  C i t y  Admins t r a to r  may r e i n s t a t e  t h e  employee. 
Such r e i n s t a t e m e n t  s h a l l  c o n s t i t u t e  r e t r o a c t i v e  l e a v e  of  absence  wi th-  
o u t  pay.  

4 .  Any employee who r e s i g n s  under  t h e s e  c i r c u m s t a n c e s  and i s  n o t  r e i n s t a t e d  
by t h e  C i t y  A d m i n s t r a t o r  may f i l e  a n  a p p e a l  w i t h  t h e  C i t y  C o u n c i l ,  which 
a p p e a l  s h a l l  b e  l i m i t e d  t o  t h e  d e t e r m i n a t i o n  o f  good cause  f o r  t h e  
a b s e n c e  o r  f a i l u r e  t o  pe r fo rm d u t i e s .  

H .  M a t e r n i t y  Leave: The p o l i c y  o f  t h e  C i t y  i s  t o  t r e a t  absence  from work f o r  
r e a s o n s  o f  m a t e r n i t y  as any o t h e r  d i s a b i l i t y .  A maximum of s i x  ( 6 )  
weeks m a t e r n i t y  l e a v e  w i l l  b e  p e r m i t t e d  u n l e s s  an e x t e n s i o n  i s  r e q u e s t e d ,  
a s  approved by a p h y s i c i a n  f o r  medica l  r e a s o n s .  The P e r s o n n e l  O f f i c e r  
s h a l l  be c o n s u l t e d  on  a l l  m a t t e r s  p e r t a i n i n g  t o  m a t e r n i t y  l e a v e .  

SECTION: 4. RETIREMENT PLAN: 

A l l  permanent employees a u t o m a t i c a l l y  become members o f  t h e  P u b l i c  Employees 
R e t i r e m e n t  System (PERS), and r e c e i v e  c o o r d i n a t e d  S o c i a l  S e c u r i t y  cove rage .  
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CITY OF GUADALUPE 

DISABILITY RETIREMENT PROCEDURES FOR SAFETY MEMBERS 

I .  In t roduc t ion  

Under s t a t e  l a w ,  i t  i s  the r e s p o n s i b i l i t y  of the C i ty  t o  make 
de terminat ions  r e l a t i n g  t o  d i s a b i l i t y  r e t i r emen t  app l i ca t ions  f o r  i t s  
employees who are  s a f e t y  members of the  Publ ic  Employees' Retirement 
System and r e l a t i n g  t o  reinstatement  of such r e t i r e e s .  

A s  au thor ized  by Government Code Sect ion  21034, the City Council of the  
C i ty  o f  Guadalupe h a s ,  with i t s  Reso.lution No. 92-23  delegated c e r t a i n  of 
i t s  r e s p o n s i b i l i t i e s  t o  i t s  City Administrat ive Of f i ce r .  

The fol lowing procedures have been e s t a b l i s h e d  by the City pursuant  t o  the  
Council ' s  Resolu t ion .  

11. F i l i n g  of  Appl ica t ion  f o r  D i s a b i l i t y  Retirement by Employee 

A .  An employee's a p p l i c a t i o n  f o r  d i s a b i l i t y  ret i rement  
s h a l l  be submit ted t o  the City by the employee f u l l y  
completing t h e  appropr ia te  forms supp l i ed  him/her by the  
Ci ty  and f i l i n g  t h e s e ,  along with any appropr ia te  
a t tachments ,  w i th  the  Personnel D i rec to r .  (Attachment 1)  

1. The P .E .R .  S .  Applicat ion f o r  Ret irement  form (Attachment 2 )  
s h a l l  be completed. The employee s h a l l  send the o r i g i n a l  to  
P .  E . R . S .  a t  the  ind ica t ed  P .  E . R . S .  address  i n  Sacramento, and 
f i l e  a copy of  the  completed form w i t h  the Personnel D i rec to r .  

2. I n  a d d i t i o n ,  the  appl icant  must a l s o  complete the  C i ty ' s  
App l i ca t ion  f o r  D i s a b i l i t y  Ret irement  (Safety Of f i ce r )  
(Attachment 3 )  and f i l e  i t  w i th  the  Personnel D i rec to r .  

B .  . B o t h  of  t hese  forms must be f u l l y  completed and signed by the 
app l i can t ,  a n d  have a t tached any suppor t ing  documentation, i n  order  
f o r  a c t i o n  t o  be taken by the  Ci ty .  

111. F i l i n g  of Appl ica t ion  by D i s a b i l i t y  Re t i r ee  f o r  Reinstatement 

Pursuant t o  Government Code Sect ion  21101, an employee previously r e t i r e d  
from Service wi th  the Ci ty  f o r  d i s a b i l i t y  may apply  f o r  reinstatement  on 
the  basis t h a t  h e  is no longer incapac i t a t ed  by submitting t o  the 
Personnel D i rec to r ,  i n  w r i t i n g ,  a l l  facts and circumstances forming the 
b a s i s  f o r  h i s  a p p l i c a t i o n  f o r  re ins ta tement .  



IV. Recommendation by Personnel Director that Employee be Retired for 
Disabilitv or that Disability Retiree be Reinstated 

The Personnel Director may initiate a recommendation to the City 
Administrative Office that he/she certify to P . E . R . S .  that an employee be 
retired for disability, or a disability retiree be reinstated, by 
submitting to the City Administrative Off ice a written report setting 
forth the facts and circumstances forming the basis for the Personnel 
Director's recommendation, with a copy to the employee or retiree. 

V. Submission of Employee's Application or Personnel Director's 
Recommendation to the City Administrative Officer 

The Personnel Director, or hisher designee, shall, within ten (10) 
calendar days of receipt, submit the employee's application or Personnel 
Director's recommendation with all attachments to the City Administrative 
Officer . 

VI . Acknowledgment of Application by Authority 

Within fifteen (15) calendar days of receipt by the Personnel Director of 
the duly completed application with supporting documentation, a notice 
(Attachment 4) shall be sent by the City, to the employee and the 
representative designate in his/her application (if any) acknowledging 
receipt of the application, and transmitting to the applicant or his/her 
representative, a copy of these rules and procedures. 

VII . Investigation and Proposed Disposition 

A. The Personnel Director, and such other officials, employees and/or 
agents of the City as may be designated, shall have the authority 
and duty to investigate the facts and circumstances pertaining to 
the employee's or retiree ' s application or the Personnel Direc torf s 
recommendation, as they, or any of them, deem appropriate. Such 
fact finding may include ordering the employee or retiree to submit 
to medical or psychiatric examinations, securing by subpoena duces 
tecum or otherwise medical and other reports, records, and 
documentation for review, and taking statements by deposition or 
otherwise of the employee, retiree, and/or other persons. 

B. The Personnel Director, or the designated officials, employees 
and/or other agents, shall thereafter, based upon the investigation, 
submit a proposed disposition of the application or recommendation 
to the City Administrative Officer. The City Administrative Officer 
shall send a notice of such proposed disposition to the employee or 
retiree with copies to the designated representative if any. 
(Attachment 5 )  . 
1. This notice shall indicate the proposed disposition and that 

the City shall certify such disposition to P.E.R.S. unless an 
objection is filed with the office of the City Administrative 



Off ice r  by the applicant p r i o r  to t h e  expiration of  f i f t e e n  
(15) ca l enda r  days from the da te  of service o f  t h e  n o t i c e .  

V I I I .  Final  D i spos i t i on  of  Application o r  Recommendation i n  Absence of  
Obi e c t i o n f s )  

If no o b j e c t i o n  i s  rece ived  wi th in  the  Â£ i  teen-calendar-day p e r i o d ,  the  
Ci ty  Adminis t ra t ive  Of f i ce r  s h a l l  c e r t i f y  the proposed d i s p o s i t i o n  to the  
P . E . R . S .  (Attachment 6 )  

I X .  Informal Conference i f  ObjectionCs) T i m e l y  F i l e d  

A .  I f  t imely  o b j e c t i o n  i s  received,  t h e  Personnel D i rec to r ,  o r  h i s h e r  
des ignee ,  s h a l l  schedule a  conference i n  no less than 10 nor  more 
than 20 ca l enda r  days, w i t h -  w r i t t e n  n o t i c e  t o  the  employee o r  
r e t i r e e ,  h i s  des ignated  r e p r e s e n t a t i v e ,  i f  any, and such o ther  
involved pe r sonne l  o r  agents  a s  he/she deems appropr ia te  (Attachment 
7 ) .  Such n o t i c e  s h a l l  be depos i ted  i n  the  United S t a t e s  mail a t  
l e a s t  t en  (10) calendar  days p r i o r  t o  such conference.  The 
Personnel D i r e c t o r ,  o r  his /her  des ignee ,  s h a l l  p re s ide  over the 
conference.  

B.  The purpose o f  t h e  conference s h a l l  be t o  a f fo rd  the  p a r t i e s  an 
oppor tuni ty  t o  reach agreement as t o  f i n a l  d i s p o s i t i o n  of  the 
m a t t e r ,  and, i f  no such agreement i s  reached, t o  a s c e r t a i n  i f  any 
p a r t i e s  i n  i n t e r e s t  reques t  a hea r ing  on the  a p p l i c a t i o n  o r  
recommendation and,  i f  s o ,  t o  frame i s s u e s ,  e n t e r  i n t o  s t i p u l a t i o n s ,  
and d i s c u s s  d a t e s  f o r  the  commencement of the hear ing .  The p a r t i e s  
w i l l  endeavor t o  s e t  a hearing no l a t e r  than n ine ty  (90) ca lendar  
days ( i f  t h e r e  is no r e h a b i l i t a t i o n  eva lua t ion  pending) ,or  one 
hundred e i g h t y  (180) calendar  days ( i f  the  employee i s  being 
evalua ted  f o r  r e h a b i l i t a t i o n ) ,  from t h e  d a t e  of the conference.  

X .  F i l i n g  and Serv ice  of Medical Reports and Documentary Evidence 

No l a t e r  than t h i r t y  (30) calendar  days b e f o r e  the  scheduled commencement 
o f  the  hea r ing ,  each p a r t y  s h a l l  f i l e  with the  Ci ty  Administrat ive 
Of f i ce r ,  and s e r v e  on t h e  o ther  p a r t y ,  any and all medical r e p o r t s  and 
records and o t h e r  documentary evidence t o  be r e l i e d  upon i n  the 
p resen ta t ion  o f  t h e i r  c a s e .  Unless good cause  i s  shown, any document, 
r e p o r t ,  o r  record  which i s  not  f i l e d  and se rved  as he re in  provided,  shall 
be inadmissible  at s a i d  hear ing .  Fur ther ,  no testimony upon which such a 
r epor t ,  document o r  r eco rd  i s  based may be admit ted i n t o  evidence a t  the  
hearing.  E i t h e r  p a r t y  nay serve  a r eques t  f o r  discovery upon the  o t h e r  
par ty  a s  provided for i n  Government Code Section 11507.6.  I n  such c a s e ,  
the procedures conta ined  i n  Government Code Sect ions  11507.6 and 11507 .7  
s h a l l  apply.  

X I .  Hearing - Continuances 



Scheduled hear ing  da te s  may be continued by o rde r  of the  City 
Adminis t ra t ive  Of f i ce r  pursuant  t o  s t i p u l a t i o n  of t h e  p a r t i e s  o r  pursuant 
t o  w r i t t e n  motion of  one o f  t h e  p a r t i e s .  A copy o f  such w r i t t e n  motion 
must be served  on the o the r  p a r t y .  A continuance may be granted f o r  good 
cause  shown. A continuance s h a l l  be granted and a l l  proceedings stayed if 
is shown t h a t  t he  claimant  h a s :  1 )  f a i l e d  to  d i s c l o s e  f u l l y  t o  the C i t y  
t h e  n a t u r e ,  type o r  cha rac te r  o f  the  d i s a b i l i t y  upon which h i s  app l i ca t ion  
is base ;  o r  ( 2 )  f a i l e d  t o  d i s c l o s e  the  name and address of the  physician 
o r  o t h e r  p r a c t i t i o n e r ,  o r  f a c i l i t i e s  by whom o r  a t  which he was examined, 
t r e a t e d ,  o r  eva lua ted  f o r  any cond i t ion  upon which a claim f o r  d i s a b i l i t y  
is o r  may be based;  o r  (3)  f a i l e d  t o  p a r t i c i p a t e  i n  o r  complete any 
examination o r  examinations by a  h e a l t h  p r a c t i t i o n e r  s e l e c t e d  by the C i ty .  
In  such c a s e ,  a l l  proceedings s h a l l  be s tayed  u n t i l  t h e  claimant has made 
f u l l  d i s c l o s u r e  with r e spec t  t o  (1) and ( 2 )  above, and has  cooperated i n  
completing any medical examinations o r  eva lua t ions  scheduled by the C i ty .  

X I I .  S t i p u l a t e d  Set t lement  

A t  any time i n  the  proceedings t h e  p a r t i e s  may e n t e r  i n t o  s t i p u l a t i o n s  and 
recommend t o  the  Ci ty  Administrat ive Of f i ce r  a f i n a l  d i s p o s i t i o n  regarding 
the  retirement:,  r e h a b i l i t a t i o n ,  and/or employment s t a t u s  of the  employee 
o r  r e t i r e e .  

X I I I .  

X I V  . 

Subpoenas 

A. Any subpoenas s h a l l  be i s s u e d  by the  Ci ty  Administrat ive Of f i ce r  i n  
l i k e  manner a s  i ssued  by the Ci ty  Council o r  of the  Board of 
Adminis t ra t ion  of P.E.R.S. 

The p a r t i e s  may a v a i l  themselves of the subpoena t o  ensure the  
a v a i l a b i l i t y  of  wi tnesses .  The Clerk of t h e  Ci ty  Council s h a l l  
i s s u e  such subpoenas and subpoenas duces cecum upon depos i t ,  by the 
p a r t y  seeking such subpoena, of the c o s t s ,  f e e s  and expenses a s  
provided f o r  under Government Code Sect ions 68097.1. e t .  s e q .  

Conduct of  Hearing 

A .  The conduct of the  hea r ing  s h a l l  be under t h e  d i r e c t i o n  of t h e  City 
Administrat ive Of f i ce r  un le s s  an Administrat ive Law Judge o r  Hearing 
Of f i ce r  is r e t a i n e d  a s  h e r e i n  provided. A t  h i s / h e r  d i s c r e t i o n  the 
Ci ty  Administrat ive O f f i c e r  may r e t a i n  the  - se rv ices  of  an 
Administrat ive Law Judge (ALJ) from the  Of f i ce  of Administrat ive 
Hearings o r  a Hearing O f f i c e r  (HO) possess ing  q u a l i f i c a t i o n s  
s a t i s f a c t o r y  t o  the  C i ty  Administrat ive Officer.  Such A U  o r  HO 
shall s i t  with the C i ty  Administrat ive Officer a t  t he  hearing and 
r u l e  on ev iden t i a ry  and procedural  i s s u e s .  The ALJ o r  HO may a l s o ,  
a t  the  r eques t  of t h e  C i ty  Administrat ive O f f i c e r ,  prepare w r i t t e n  
f indings  and a dec i s ion  a s  d i r e c t e d  by t h e  Ci ty  Administrat ive 
O f f i c e r .  



B. The proceedings a t  the hearing s h a l l  be  recorded by a c e r t i f i e d  
shorthand r e p o r t e r .  If s t i p u l a t e d  to  by a l l  p a r t i e s  i n  i n t e r e s t  and 
approved by the  Committee, proceedings may be e l ec t ron ica l ly  
recorded.  

C .  The  C i ty  s h a l l  prepare and serve a  s tatement  of i s sues  on the 
c la imant .  The i s sue  which may be considered a t  the  hear ing ,  by 
s t i p u l a t i o n  and/or the p resen ta t ion  of  evidence may include:  

1. 

2. 

3 .  

4 .  

5.  

6 .  

7 .  

The 

D i s a b i l i t y  - Is the  employee o r  r e t i r e e  s u b s t a n t i a l l y  
incapac i t a t ed  a t  the  present  time from the  performance of 
d u t i e s  of h i s h e r  cu r ren t  o r  l a s t  job  c l a s s i f i c a t i o n ?  If s o ,  
i s  such incapaci ty  permanent o r  o f  an unce r t a in  and extended 
dura t ion?  

I f  the  employee i s  found t o  be d i sab led  due t o  mental 
d i s o r d e r ,  i s  he/she competent t o  act on h i s /he r  behalf i n  
l e g a l l y  binding re t i rement  mat te rs?  

I n d u s t r i a l  Causation - If the  employee is  d i sab led ,  d id  the 
d i s a b i l i t y  a r i s e  o u t  of and i n  the  course of  City employment? 

Should the  employee be c e r t i f i e d  t o  P . E . R . S .  f o r :  

a .  i n d u s t r i a l  d i s a b i l i t y  r e t i r emen t ;  o r  

b .  n o n - i n d u s t r i a l  d i s a b i l i t y  r e t i r emen t ;  o r  

c .  r egu la r  s e rv ice  r e t i r emen t ;  o r  

d.  no re t i rement  bene f i t s ?  

What is t h e  e f f e c t i v e  da te  of  any re t i rement?  

Has a r e h a b i l i t a t i o n  program been o f fe red  t o  the  employee, and 
if s o ,  what is  the  s t a t u s  of  such program? 

Is t h e r e  any t h i r d  p a r t y  l i a b i l i t y  r e l a t e d  t o  the i n j u r y  which 
caused the  d i s a b i l i t y ?  

moving p a r t y  s h a l l  proceed f i r s t ,  and s h a l l  have the  burden of 
proof .  

The C i ty  Administrat ive Of f i ce r  s h a l l  no t  be bound by technica l  
r u l e s  o f  evidence,  and s h a l l  be guided i n  conducting the  hearing by 
the  normal r u l e s  app l i cab le  t o  admin i s t r a t ive  proceedings. 

Each p a r t y  has t h e  r i g h t  t o  be represented ,  t o  present  r e l evan t  
evidence, t o  examine and cross-examine wi tnesses ,  and t o  objec t  t o ,  
rebut  and argue the probat ive  value of  such evidence. 

The hear ing  s h a l l  cont inue from day t o  day u n t i l  the  proceedings a r e  
concluded o r  continued t o  a da te  c e r t a i n  w i t h i n  the  d i s c r e t i o n  of 
the  Committee. 



X V I  . 

The C i ty  Adminis t ra t ive  O f f i c e r  may hold the record open, a t  h i s h e r  
d i s c r e t i o n ,  f o r  the submission o f  b r i e f s  and/or the assignment of an  
independent medical examiner ( I M E ) .  

1. Such IME w i l l  be  fu rn i shed  a l l  documentary evidence presented,  
w i l l  examine the employee o r  r e t i r e e  a t  the  expense o f  the  
C i t y ,  and sha l l  r e p o r t  i n  wr i t i ng  to  the  Ci ty  Administrat ive 
O f f i c e r .  The C i ty  Administrat ive Of f i ce r  w i l l  s e rve  s a i d  
r e p o r t  upon a l l  p a r t i e s  w i th in  f i f t e e n  (15) ca lendar  days o f  
r e c e i p t .  

2 .  Any p a r t y  may reques t  cross-examinat ion by depos i t ion  of the  
IME w i t h i n  t e n  (10) ca lendar  days of s e r v i c e  a t  such p a r t y ' s  
expense f o r  the  d o c t o r ' s  f e e  and c o s t  of a  cour t  r e p o r t e r  
only .  The c o u r t  r e p o r t e r  s h a l l  t ransmit  the record d i r e c t l y  
t o  t h e  C i ty  Administrat ive O f f i c e r ,  with copies  t o  be sen t  t o  
a r eques t ing  p a r t y  a t  t h a t  p a r t y ' s  expense. 

Costs 

T he  p a r t i e s  s h a l l  bea r  a l l  c o s t s  incurred  by each such p a r t y ,  inc luding  
the  c o s t s  of  t h e i r  wi tnesses  and r e p r e s e n t a t i v e s ,  and the  c o s t s  o f  a  
t r a n s c r i p t  of t h e  hea r ing  ordered by such pa r ty ;  and s h a l l  sha re  equal ly  
the  mutually i n c u r r e d  c o s t s  of  t h e  hea r ing ,  including the charges of the  
c o u r t  r e p o r t e r  o r  o t h e r  means used f o r  recording the proceedings. 

Findings and Conclusions 

Within t h i r t y  (30) ca lendar  days o f  the  c los ing  of  the  record ,  the  City 
Administrat ive O f f i c e r  s h a l l  provide the  p a r t i e s  of  i n t e r e s t  and t h e i r  
r e p r e s e n t a t i v e s  wi th  h i s h e r  w r i t t e n  f ind ings  of f a c t  and conclus ions ,  and 
s h a l l  submit such f ind ings  and conclusions t o  the C i ty  Council f o r  f u r t h e r  
a c t i o n  by the  C i t y  Council w i t h i n  one hundred (100) calendar  days of 
r e c e i p t .  The Council  may take any of t he  following ac t ions :  

A .  The C i ty  Council  may adopt  t he  Ci ty  Administrative O f f i c e r ' s  
f indings  and conclusions by d i r e c t i n g  tha t  c e r t i f i c a t i o n  be made 
accordingly t o  P . E . R . S .  of  the  C i t y ' s  f i n a l  determinat ion o f  the 
a p p l i c a t i o n  o r  recommendation based on such f ind ings  and 
conclus ions ,  w i th  copies  o f  such c e r t i f i c a t i o n  to  the p a r t i e s  and 
t h e i r  r e p r e s e n t a t i v e s ,  i f  any;  o r  

B .  The C i ty  Council  may, based upon i t s  independent review of  the 
record ,  modify and/or amend the  f indings  and conclusions,  and 
c e r t i f y  a s  appropr i a t e  t o  t h e  P . E . R . S .  the  Ci ty  Administrat ive 
O f f i c e r ' s  f i n a l  de terminat ion  based on such modified and/or amended 
f indings  and conclus ions ,  w i th  copy of  such c e r t i f i c a t i o n  t o  the 
p a r t i e s  and t h e i r  r e p r e s e n t a t i v e s ,  i f  any; o r  

C .  The C i ty  Council  may d i r e c t  t h a t  f u r t h e r  evidence be taken and 
proceed t o  h e a r  such a d d i t i o n a l  evidence o r  remand the  mat te r  t o  the 



City Adminis t ra t ive  Of f i ce r  f o r  t h e  tak ing  of such f u r t h e r  evidence, 
and the  i ssuance  of  a  dec is ion .  

I f  t he  C i ty  Council o rde r s  a t r a n s c r i p t  o f  t he  proceedings before  
the City Adminis t ra t ive  Of f i ce r ,  the  one hundred day per iod  i n  which 
it may take the above ac t ions  w i l l  no t  commence u n t i l  r e c e i p t  of t h e  
t r a n s c r i p t ,  provided t h e  t r a n s c r i p t  i s  ordered within one hundred 
days of the  C i ty  ~ d m i n i s t r a t i v e  O f f i c e r '  s dec i s ion .  

X V I I  . Reconsiderat ion 

Any p a r t y  may move f o r  recons idera t ion  o f  t h e  C i ty  Administrat ive 
O f f i c e r ' s  dec i s ion  w i t h i n  t h i r t y  days a f t e r  s e r v i c e  of such dec i s ion .  

X V I I I .  Appeal  

An aggrieved p a r t y  may appeal  t h e  f i n a l  de terminat ion  i n  the  manner and t o  
t h e  e x t e n t  provided by state law. 

APPROVED : 



Attachment 1 

SAFETY OFFICER DISABILITY RETIREMENT APPLICATIONS 

INSTRUCTIONS TO EMPLOYEE 

Attached f o r  your complet ion a r e  two s e p a r a t e  forms t h a t  must be completed by you 
i n  o r d e r  f o r  you t o  a p p l y  f o r  d i s a b i l i t y  r e t i r emen t :  

1. ''APPLICATION FOR RETIREMENT" (PERS-BEN-369) 

a .  For i tem / / 7 ,  e n t e r  "1081" ( t he  number f o r  t h e  C i t y  o f  
Guadalupe).  

b .  For i tem //9, you may want t o  check a l l  o p t i o n s .  PERS will 
send  you a p r i n t - o u t  showing what you would r e c e i v e  f o r  each 
o p t i o n  and you may be b e t t e r  ab le  t o  make your cho i ce  a t  t h a t  
t ime . 

c .  A f t e r  you have completed this form, turn i n  a copy t o  t h e 
Personne l  Department, and mail t he  o r i g i n a l  t o  t h e  Publ ic  
Employees' Ret i rement  System a s  i n d i c a t e d  a t  t h e  t o p  of t he  
form t o  P .  E . R . S .  as soon  a s  pos s ib l e  a s  your  r e t i r e m e n t  cannot 
be e f f e c t i v e  e a r l i e r  than the  f i r s t  of the month i n  which it 
i s  r ece ived  by P . E . R . S .  

"APPLICATION FOR DISABILITY RETIREMENT (SAFETY OFFICER)" 

In  a d d i t i o n ,  you must a l s o  complete t h i s  form, and,  a long  with a 
s igned  medical  r e l e a s e  f o r  each phys ic ian  and medical f a c i l i t y  
l i s t e d ,  t u r n  i t  i n  t o  t h e  Personne l  Department. 



ATTACHMENT 2 
Benefits 

BAS-369 

=PÂ£~~SAPPLJCATIO FOR RETIREMENT 1 - 

5. Mailing Address (Street, City, Stale, Zip) 

BENEFIT APPLICATION SERVICES DIVISION 
PUBUC EMPLOYEES' RETIREMENT SYSTEM 
P.O. BOX 94271 1 
SACRAMENTO. CALIFORNIA 94229-271 1 
Telephone: (91 6) 326-3232 
Telecommunications Device for the Deaf (91 6) 326-3240 

INSTRUCTIONS: Please read the important information on reverse side before 
completing this f m  This application should be mailed directly to PERS 90 days 
in advance of your planned retirement date. Remember, your retirement dale 

. 
FOR PERS USE ONLY 

1 1 .  
9. OPTIONAL SETTLEMENT INFORMATION - Please furnish the amounts of monthty allowance payable under 

option checked. 
["J ~nroodiied option NO. 1 [I option NO. 2 3 option NO. 3 

6. Last Day on Pay Status 

cannot be earlier than the first o( the month in which your application is received - 

I I I 

11. SURVIVOR INFORMATION: Are you married? Yes (Date ot marriage ); 0 No 

7. Emotover 

10. BENEFlClARYS NAME 

Do you have children under 187 Yes [Ã‘ No 

1. SOCIAL SECURITY NO. 

4. Retirement Elective Dale 

by PERS. 
I hereby make application for Retirement as follows: 

( S e m l c ~ ;  D i Â ¥ ~ b I / t t y  or lnduitf ld D h b l l t t y )  

8. Position Title 

12. TEMPORARY ANNUITY - 1 desire to have my monthly allowance lurther modified for He to provide for 
additional temporary annuity allowance. 

2. Name (Please Print) 

Birth Dale 

0 Yes [I No If *Yesm, check age desired: ('"I AGE 62 0 AGE 65 0 AGE 66 

3. Birth Date 

13.OTHER RETIREMENT SYSTEMS: Are you a member of another public retirement system other than Social Security 
of military? 

Yes 0 No If "Yesm, please complete the section below. 

Sex DM 

1 I --- 
14, FINAL COMPENSATION TO BE USED: 'Final Compensation' is the highest compensation earnable by a member 

during tho three consecutive years of employment immediately preceding the effective date of his/her retirement, 
or the date of his/her last separation from employment i f  earlier, or during any other period of three consecutive 
years of membership specified by the member on this application. UNLESS A DIFFERED PERIOD IS SPECIFIED . 
BY YOU. YOUR FINAL COMPENSATION WILL BE CALCULATED BASED UPON THE THREE YEAR PERIOD 
IMMEDIATELY PRECEDING YOUR RETIREMENT OR SEPARATION. 

OTHER PERIOD TO BE USED: FROM: TO: 
15, I HEREBY CERTIFY UNDER PENALTY OF PERJURY that this information submitted hereon is true and correct 

according to the best of my knowledge. I UNDERSTAND THAT TO CANCEL THIS APPLICATION 1 MUST SUBMIT 
WRITTEN NOTICE TO THE SYSTEM PRIOR TO MAILING OF MY FIRST RETIREMENT ALLOWANCE. I further 
understand that my request for information on options (above) is not a final election thereof; that election forms will 
be provided at a later date. 

Relationship 

P A  MANUAL 3-03 1 

MEMBER'S - SIGNATURE -+ -.--- - ( 
CALIFORNIA PUBUC EMPLOYEES' RETIREMENT SYSTEM 

PERS-BAS-369 (Rev. 12/89) 400 P STREET - SACRAMENTO, CALIFORNIA 

TELEPHONE NUMBER DATE SIGNED 



APPLICATION FOR 
DISABILITY RETIREMENT (SAFETY OFFICER)  

NAME : S o c i a l  Secur i ty  No. 

ADDRESS : 
( s t r e e t )  ( c i t y )  

STATE & Z I P  Phone No. 6 )  
(state) ( z i p  code) 

Age Sex Bir thdate  Year o f  Service 



d a t e  

(Employee') 
(address) 

Re: Disability Retirement Application for ('Employee) 

Dear 

This is to acknowledge that your application for disability retirement was 
received by the City of Guadalupe on (date) 

We understand that you have sent the original completed P . E . R . S .  form PERS-BEN- 
369 "Application for Retirement" directly to the Public Employees' Retirement 
system for filing. If this is not the case, please do so immediately in order 
to protect your interest. If you have any questions or need any help in this 
regard, please feel free to contact a management representative of your 
Department. 

Attached is a copy of the Rules & Procedures for the processing of this 
application. 

We are sending a copy of the rules and procedures for the processing of this 
application to your representative. 

Your application is being processed. You or your representative will be 
contacted soon regarding your application. 

In the meantime,if you have any questions regarding your app l ica t ion ,  please . 
contact 

Sincerely 

- - 

(City Administrative Officer or his designee) 

Enc: Disability Retirement Procedures (Safety Officer) 

cc: Applicant's attorney or other 
representative 

Appropriate City officials 
or representatives 



date 
Attachment 5 

(Employee) 
("Address)  

Re: Disability Retirement of (Employee) 

Dear 

I have received the proposed disposition of dated 
, that, with respect to your application/the Chief's recommendation 

for disability retirement, I certify to P.E.R.S .  that 

It is my intention to implement this proposed disposition and certify it to the 
Public Employees' Retirement System within 15 calendar days unless I hear from 
you or your designated representative that you take exception to such 
disposition. 

If you do not agree with the proposed disposition please so inform me in writing 
by (date) . Please specify in what specific respects you object and the 
reasons. 

Sincerely, 

City Administrative Officer 

cc: Appropriate City officials 
and representatives 

Applicant's attorney or other 
representative 



Attachment 6 

d a t e  

P u b l i c  Employees' Retirement System 
P.O. Box 942711  
Sacramento, CA 9 4 2 2 9 - 2 7 1 1  

R e :  D i s a b i l i t y  Retirement of  (Employee) 
S o c i a l  Secur i ty  Number: 

Pursuant  t o  the  a u t h o r i t y  de legated  t o  me by Resolut ion No. 9 2 - 2 3  of  the  City 
Council  of the  City of  Guadalupe, ( a  c e r t i f i e d  copy of which is  a t t a c h e d ) ,  and 
a f t e r  review o f  medical and o the r  r e l evan t  evidence, I hereby make the  following 
de te rmina t ions  concerning t h e  employee's. appl icat ion/concerning the  Ci ty ' s  
a p p l i c a t i o n  f o r  d i s a b i l i t y  r e t i r emen t :  

1. (name) is/is not  s u b s t a n t i a l l y  incapaci ta ted  fo r  the  
performance of h i s /he r  d u t i e s  i n  the  p o s i t i o n  of  (job title) 
f o r  a  permanent o r  extended and uncer ta in  du ra t ion .  

2.Such incapac i ty  is/is n o t  a r e s u l t  o f  i n j u r y  o r  d i sease  a r i s i n g  out  of 
and i n  the  course of  h i s /he r  employment. 

3 .  (name) was/will  be separa ted  from his /her  employment a f t e r  
e x p i r a t i o n  of  leave  r i g h t s  under government Code Sections 21025.2 and 
21025.4 e f f e c t i v e  ( d a t e )  , and no d ispute  a s  to  the  e x p i r a t i o n  of 
such l eave  r i g h t s  i s  pending. 

W e  a r e l a r e  n o t  o f f e r i n g  a  r e h a b i l i t a t i o n  p lan  f o r  (name) . 

We a r e l a r e  not  aware of  t h i r d  pa r ty  l i a b i l i t y  r e l a t e d  t o  t h e  i n j u r y  which caused 
t h e  d i s a b i l i t y .  

S i n c e r e l y ,  

C i ty  Adminis t ra t ive  O f f i c e r  

cc :Applicant  
Ap p l i can t  a t t o r n e y  o r  o t h e r  r e p r e s e n t a t i v e  
Appropriate  City o f f i c i a l s  



Attachment  7 

date 

(Employee) 
(Address) 

Re: Disability Retirement of (Employee) 

Dear 

This is to acknowledge receipt of your objection to the proposed disposition in 
this matter. 

An informal conference shall be held on (dav) I (date) at (location). 
The parties are invited to attend and may be represented at their o m  expense. 

Sincerely, 

City Administrator Officer 

cc: Employee's representative 

Appropriate City Officials and 
representatives 



SECTION 5 .  MEDICAL AND DENTAL I N S U W C E  

The C i t y  p r o v i d e s  med ica l  and d e n t a l  i n s u r a n c e  f o r  a l l  f u l l - t i m e  C i t y  
employees .  The C i t y  s h a l l  c o n t r i b u t e  $188.00 p e r  month p e r  employee towards 
a m e d i c a l  and d e n t a l  p l a n  p r o v i d e d  by t h e  C i t y  f o r  employees and dependen t s .  
I f  t h e  t o t a l  premium c o s t  f o r  an i n d i v i d u a l  employee p l u s  e l i g i b l e  dependen t s  
i s  l e s s  t h a n  t h e  c i t y ' s  c o n t r i b u t i o n ?  t h e  d i f f e r e n c e  between t h e  c i t y ' s  
c o n t r i b u t i h  and t h e  i n s u r a n c e  premium s h a l l  be d e p o s i t e d  i n  t h e  employee ' s  
d e f e r r e d  compensa t ion  a c c o u n t .  

Q u e s t i o n s  r e g a r d i n g  cove rage ,  forms o r  o t h e r  m a t t e r s  p e r t a i n i n g  t o  t h e  
i n s u r a n c e  program s h a l l  be  d i r e c t e d  t o  t h e  P e r s o n n e l  Depar tment .  

SECTION 6 .  COMPENSATION FOR J O B  CONNECTED ILLNESS OR I N J U R Y  

I f  a n  employee i s  i n j u r e d  on t h e  j o b ,  t h e  i n j u r y  must be  r e p o r t e d  
immedia t e ly  -- no  m a t t e r  how minor  i t  seems. The r e p o r t  must  come 
e i t h e r  from t h e  employee o r  t h e  s u p e r v i s o r -  I f  n e c e s s a r y ,  t h e  employee 
s h o u l d  r e c e i v e  f i r s t  a i d  o r  m e d i c a l  t r e a t m e n t .  I n  c a s e  o f  i n j u r y ,  t h e  
s u p e r v i s o r  s h a l l  a s s u r e  t h a t  t h e  forms r e q u i r e d  by t h e  P e r s o n n e l  
Department  a r e  comple ted  on a  t f m e l y  b a s i s .  

An employee9 o t h e r  t h a n  a  s a f e t y  employee,  i s  r e q u i r e d  t o  u t i l i z e  
a c c r u e d  s i c k  l e a v e  t o  m a i n t a i n  a  f u l l  paycheck d u r i n g  a  temporary  
d i s a b i l i t y  a r i s i n g  from a  compensable i n d u s t r i a l  i n j u r y .  

An employee? a t  t h e i r  o p t i o n ?  may e l e c t ,  upon e x p i r a t i o n  o f  t h e i r  
a c c r u e d  s i c k  l e a v e ,  t o  u t i l i z e  a c c r u e d  v a c a t i o n .  I f  v a c a t i o n  t ime  usage  
is  n o t  r e q u e s t e d  p r i o r  t o  t h e  e x p i r a t i o n  of  s i c k  l e a v e ,  i t  s h a l l  n o t  be 
g r a n t e d  u n t i l  s e p a r a t i o n .  

Upon e x p i r a t i o n  o f  a l l  s i c k  l e a v e  o r  s i c k  l e a v e  and v a c a t i o n ,  t h e  
employee s h a l l  b e  deemed t o  be  i n  a n  I n d u s t r i a l  Temporary D i s a b i l i t y  
S t a t u s .  S a i d  s t a t u s  s h a l l  be  c o n s i d e r e d  as f o l l o w s :  

1 - During  a n  I n d u s t r i a l  Temporary D i s a b i l i t y  S t a t u s ,  t h e  employee 
s h a l l  a c c r u e  r e g u l a r  b e n e f i t s  s u c h  a s  s i c k  l e a v e  and v a c a t i o n ,  
p r o v i d e d ,  however,  t h a t  u t i l i z a t i o n  of  s a i d  b e n e f i t s  s h - a l l  o n l y  be 
r e i n s t a t e d  f o r  u s e  a f t e r  t h e  d i s a b l e d  employee ' s  r e t u r n  t o  work f o r  
a  p e r i o d  o f  n o t  l e s s  t h a n  t h i r t y  (30) c a l e n d a r  days .  

2 .  The employee s h a l l  be  e n t i t l e d  t o  h e a l t h  i n s u r a n c e  b e n e f i t s  i n  
acco rdance  w i t h  t h e  b e n e f i t s  p r o v i d e d B  a s  i f  t h e  employee was 
working d u r i n g  t h e  term o f  t h e  I n d u s t r i a l  Temporary D i s a b i l i t y .  

3 .  I n d u s t r i a l  Temporary D i s a b i l i t y  S t a t u s  s h a l l  be  deemed a n  
employment s t a t u s  f o r  p u r p o s e s  of s e n i o r i t y .  

SECTION 7. B R E W S  AND REST PERIODS 

Work s h i f t s  and j o b  c o n d i t i o n s  v a r y  from depa r tmen t  t o  depa r tmen t .  HoweverB 
t h e  City-wide p o l i c y  gove rn ing  c o f f e e  b r e a k s  i s  t h a t  t h e y  s h o u l d  b e  
c o n s i s t e n t l y  a p p l i e d  th roughou t  t h e  C i t y  d e p a r t m e n t s .  Department  heads  s h a l l  
a r r a n g e  f o r  employees t o  r e c e i v e  two ( 2 )  r e s t  p e r i o d s  n o t  t o  exceed f i f t e e n  
(15 )  m i n u t e s  each d u r i n g  a  s h i f t .  S u p e r v i s o r s  s h a l l  a s s u r e  t h a t  r e s t  p e r i o d s  
a r e  p r o p e r l y  schedu led  and s h a l l  a s s u r e  t h a t  such  p e r i o d s  are n o t  abused. 



ARTICLE XI11 

CHAXGES OF EHPLOYEE STATUS 

SECTION 1. PROMOTION 

Definition: The movement of an employee from a position in one class to 
a posltion in another class imposing higher duties and responsibilities, 
requiring higher qualifications and providing a higher maximum rate of 
pay will be regarded as a promotion. 

Promotion In-House: Insofar as practical and consistent with the best 
interest of the City Service* as determined by the City Administrator* 
all vacancies in the Classified Service shall be filled by promotion 
from wfthin. 

Requirements for Promotional Candidates: Only permanent employees who 
meet the minimum qualifications set forth in the classification plan 
adopted by the City Council and who received a satisfactory overall 
rating at the time of  their last performance review may compete in 
promotional examinations. 

Exceptions to Promotional Examinations: 

1. A promotional examination may not be given unless there are two (2) 
or more.candidates eligible for each position to be filled. 

2. If the Personnel Officer, after consultation with the department 
head* determines that a vacancy should be filled by a competitive 
or open examination instead of a promotional examination, the 
Personnel Officer may accept applications for the vacancy and 
arrange for an open competitive examination and for the preparation 
and certification of an Employment List in accordance with 
procedures set forth in these policies. 

Pay and Promotion: A promotion shall establish a new anniversary date. 
An employee shall normally receive at least a five (5) percent base pay 
increase. Normally, pay rate changes will become effective at the start 
of the pay period after approval. 

Rejection Following Promotion: An employee rejected during or at the 
conc~usion of the probationary period following promotional appointment 
shall be reinstated to the position from which promoted and shall 
receive credit for time served in the promotional position unless 
charges are filed and the employee is discharged in a manner provided 
for in these rules. 

SECTION 2 .  TRANSFERS 

A .  Definition: A transfer occurs when an employee changes positions which 
are in the same classification having essentially the same maximum 
salary. This may or may not involve a change of an employee's place of 
employment from one department to another. 



B .  C o n d i t i o n s  f o r  T r a n s f e r s :  No employee s h a l l  be  t r a n s f e r r e d  t o  a 
p o s i t i o n  who does  no t  p o s s e s s  t h e  minimum q u a l i f i c a t i o n s  . An employee 
may be t r a n s f e r r e d  by t h e  C i t y  A d m i n i s t r a t o r .  

T r a n s f e r s  s h a l l  n o t  be used t o  e f f e c t  promot ion ,  demot ion ,  ad jus tmen t  o r  
r e d u c t i o n ,  e a c h  of which may be accompl ished  o n l y  a s  p rov ided  i n  t h e s e  
p o l i c i e s .  

- - 
C .  Employee Reques ted  T r a n s f e r s  : Only employees who have  comple ted  t h e i r  

p r o b a t i o n a r y  p e r i o d  i n  t h e i r  c u r r e n t  c l a s s  may a p p l y  f o r  a t r a n s f e r .  A 
r e q u e s t  may be submit ted  o n l y  when a vacancy e x f s t s .  The employee r s  
r e q u e s t  f o r  t r a n s f e r  s h a l l  be c o n s i d e r e d  on t h e  b a s i s  of t h e  employee 's  
q u a l i f i c a t i o n s  f o r  t h e  v a c a n t  p o s i t i o n ,  t h e  employee ' s  b e s t  i n t e r e s t s ,  
and t h e  b e s t  i n t e r e s t s  of t h e  C i t y .  

D .  Employer I n i t i a t e d  T r a n s f e r s :  The C i t y  r e s e r v e s  t h e  r i g h t  t o  t r a n s f e r  
i t s  employees  from one p o s i t i o n  t o  a n o t h e r ,  o r  one depa r tmen t  t o  
a n o t h e r ,  if t h e  t r a n s f e r  i s  n e c e s s a r y  f o r  t h e  purpose  of economy o r  
e f f i c i e n c y  . 

E .  T r a n s f e r  o f  I n c a p a c i t a t e d  Employees: 

1. When a n  employee w i t h  permanent  s t a t u s  i n  any  - c l a s s  becomes 
m e n t a l l y  o r  p h y s i c a l l y  i n c a p a c i t a t e d  s o  t h a t  t h e  employee is unab le  
t o  p e r f o r m  s a t i s f a c t o r i l y  t h e  d u t i e s  o f  t h e  p o s i t i o n  h e l d ,  t h e  C i t y  
A d m i n i s t r a t o r  may r e q u i r e  an  employee t o  submi t  t o  a  med ica l  
e x a m i n a t i o n  t o  e v a l u a t e  t h e  c a p a c i t y  of  t h e  employee t o  per form t h e  
d u t i e s  o f  t h e  p o s i t i o n .  When r e q u e s t e d  by  t h e  employee, t h e  C i t y  
A d m i n i s t r a t o r  s h a l l  p r o v i d e  t h e  names of t h r e e  p h y s i c i a n s  from 
which t h e  employee -may s e l e c t  a p h y s i c i a n  t o  pe r fo rm t h e  
e x a m i n a t i o n .  

2 .  Fees  f o r  t h e  examinat ion  s h a l l  b e  p a i d  by t h e  C i t y .  I f  t h e  C i t y  
A d m i n i s t r a t o r ,  a f t e r  c o n s i d e r i n g  t h e  r e s u l t s  o f  t h e  examina t ion ,  
c o n c l u d e s  t h e  employee i s  u n a b l e  t o  per form t h e  d u t i e s  o f  t h e  
p o s i t i o n ,  t h e  C i t y  A d m i n i s t r a t o r  may t r a n s f e r  o r  demote such  
employee t o  a d i f f e r e n t  p o s i t i o n  r e q u i r i n g  l e s s  p h y s i c a l  o r  men ta l  
e x e r t i o n  o r  may t r a n s f e r  o r  demote t h e  employee t o  a  p o s i t i o n  i n  
a n o t h e r  depa r tmen t  . 

3 .  The employee s o  t r a n s f e r r e d  o r  demoted p u r s u a n t  t o  t h i s  s e c t i o n  
s h a l l  r e c e i v e  t h e  maximum s a l a r y  r ange  o f  t h e  c l a s s  t o  which 
demoted o r  t r a n s f e r r e d ,  p r o v i d e d  t h a t  such  s a l a r y  i s  n o t  g r e a t e r  
t h a n  t h e  s a l a r y  r e c e i v e d  a t  t h e  t ime  of demotion o r  t r a n s f e r .  

SECTION 3. VOLUNTARY DEMOTIONS 

A .  A permanent employee may request a  v o l u n t a r y  demotion t o  a v a c a n t  
p o s i t i o n  i n  a c l a s s  w i t h  a lower maximum s a l a r y  r a t e ,  p r o v i d e d  t h e  
employee p o s s e s s e s  t h e  minimum q u a l i f i c a t i o n s  o f  t h a t  c l a s s .  

E .  Employees who r e c e i v e  v o l u n t a r y  demot ions  s h a l l  be  p l aced  a t  t h e  same 
s t e p  (on which t h e  employee c u r r e n t l y  i s  p l a c e d )  on t h e  new r a n g e .  

C .  A v o l u n t a r y  demot ion  s h a l l  n o t  be a v a i l a b l e  t o  a  p r o b a t i o n a r y  employee 
excep t  i n  c a s e s  o f  lay-of f  f o r  l a c k  of work o r  lack of f u n d s .  



SECTION 4 .  LAY-OFF 

A .  D e f i n i t i o n :  Te rmina t ion  o f  employment o r  s e p a r a t i o n  from a p o s i t i o n  
b e c a u s e  o f  economy, l a c k  o f  f u n d s  o r  l a c k  of  work. 

B. C o n d i t i o n s  f o r  Lay-Off: The C i t y  A d m i n i s t r a t o r  may l a y  o f f  a n  employee 
b e c a u s e  of  m a t e r i a l  change  i n  d u t i e s  and o r g a n i z a t i o n ,  o r  s h o r t a g e  o f  
work o r  f u n d s .  No pe rmanen t  employee s h a l l  b e  l a i d  o f f  u n t i l  a l l  
t empora ry ,  p r o v i s i o n a l  and  p r o b a t i o n a r y  employees h o l d i n g  p o s i t i o n s  i n  
t h e  same c l a s s  i n  t h e  d e p a r t m e n t  a r e  f i r s t  l a i d  o f f .  Competency, t h e n  
s e n i o r i t y ,  s h a l l  govern  t h e  l a y - o f f  of  permanent employees .  

C .  P r o c e d u r e  f o r  L a y o f f :  

1. T h i r t y  (30) working  d a y s  p r i o r  t o  t h e  e f f e c t i v e  d a t e  of a  l a y - o f f ,  
t h e  C i t y  A d m i n i s t r a t o r  s h a l l  f u r n i s h  w r i t t e n  n o t i c e  t o  t h e  employee 
of  t h e  a n t i c i p a t e d  a c t i o n ,  s t a t i n g  t h e  r e a s o n s  t h e r e f o r e  and 
e v a l u a t i n g  t h e  work pe r fo rmance  of t h e  employee t o  be  l a i d  o f f .  

2 .  I f  t h e  employee h a s  g i v e n  s a t i s f a c t o r y  service, t h e  name of t h e  
t e r m i n a t e d  employee s h a l l  be  p l aced  on t h e  a p p r o p r i a t e  Employment 
L i s t  a s  p rov ided  i n  t h e s e  p o l i c i e s . ,  I f  t h e  employee has  f a i l e d  t o  
g i v e  s a t i s f a c t o r y  s e r v i c e ,  t h e  employee s h a l l  be c o n s i d e r e d  
d i s c h a r g e d  and may e x e r c i s e  any a p p e a l  r i g h t s  a s  provided  unde r  
t h e s e  p o l i c i e s .  

D. R i g h t s  o f  Employees A f f e c t e d  by  Lav-Offs f o r  Lack of Funds: 

1. Each employee s u b j e c t  t o  l a y - o f f  s h a l l  be p r o v i d e d  w i t h  t h i r t y  (30) 
days  w r i t t e n  n o t i c e ,  and  s h a l l  be  a l lowed r e a s o n a b l e  a d m i n i s t r a t i v e  
Leave as  may be r e q u i r e d  t o  s e e k  employment. 

2 .  Permanent employees who a r e  l a i d  o f f  s h a l l  be e n t i t l e d  t o  
re-employment f o r  a  two ( 2 )  y e a r  p e r i o d ,  and p r o b a t i o n a r y  employees 
who a r e  l a i d  o f f  s h a l l  b e  e n t i t l e d  t o  re-employment f o r  a  one (1) 
y e a r  p e r i o d .  

3 .  Laid  o f f  employees who a r e  re-employed s h a l l  n o t  be a l lowed  t o  
count  s e n i o r i t y  d u r i n g  t h e  t ime  n o t  employed b y  t h e  C i t y .  

4 .  An employee who is l a i d  o f f ,  who h a s  g r e a t e r  s e n i o r i t y  t h a n  an 
employee n o t  l a i d  o f f  i n  t h e  same c l a s s  o r  work c a t e g o r y ,  s h a l l  
have t h e  r i g h t  o f  a p p e a l  as provided  i n  t h i s  s e c t i o n .  

5 .  An employee l a i d  o f f ,  who has g r e a t e r  s e n i o r i t y  t han  an employee i n  
a  l e s s e r  p o s i t i o n  i n  t h e  same work c a t e g o r y ,  s h a l l  have t h e  r i g h t  
t o  d i s p l a c e  t h e  employee  w i t h  l e s s  s e n i o r i t y  i n  t h e  lesser  
p o s i t i o n ,  u n l e s s  t h e r e  i s  a  q u e s t i o n  of competency o r  work 
c o m p a r a b i l i t y .  I f  t h e  d i s p l a c e m e n t  r e q u e s t  is r e j e c t e d ,  t h e  l a i d  
o f f  employee s h a l l  h a v e  the r i g h t  o f  a p p e a l  a s  provided  i n  t h i s  
s e c t  i o n .  



E f f e c t  o f  Lay-Off on B e n e f i t s :  

1. L a i d  o f f  employees s h a l l  b e  p a i d  f o r  accumulated compensa tory  time 
o f f ,  a s  i n d i c a t e d  i n  t h e  p e r s o n n e l  r e c o r d s  and i n  acco rdance  w i t h  
p o l i c i e s  r e g a r d i n g  o v e r t i m e  and compensatory t ime o f f .  

2 .  La id  o f f  employees s h a l l  n o t  c o n t i n u e  t o  r e c e i v e  b e n e f i t s .  - - 

L a y o f f  Appeal  Procedure:  A p p e a l s ,  as p rov ided  f o r  i n  t h i s  s e c t i o n ,  
s h a l l  be  f i l e d  w i t h i n  f i v e  (5 )  work ing  days  of t h e  r e c e i p t  o f  formal 
n o t i c e  o f  l a y - o f f ,  and a  h e a r i n g  b e f o r e  t h e  C i t y  A d m i n i s t r a t o r  s h a l l  be 
h e l d  and comple ted  w i t h i n  t e n  (10) working days  a f t e r  t h e  a p p e a l  is 
f i l e d .  A d i r e c t  a p p e a l  o f  t h e  a d m i n i s t r a t i v e  d e c i s i o n  t o  t h e  C i t y  
C o u n c i l  may be f i l e d  w i t h i n  f i v e  (5)  working days  a f t e r  t h e  
a d m i n i s t r a t i v e  d e c i s i o n ,  and a h e a r i n g  b e f o r e  t h e  C i t y  C o u n c i l  s h a l l  b e  
h e l d  and comple ted  w i t h i n  t e n  (10) working days  t h e r e a f t e r ,  and t h e  
d e c i s i o n  o f  t h e  C i t y  Counci l  s h a l l  be  f i n a l .  

The a p p e a l s  p rov ided  f o r  may be hea rd  o n l y  on t h e  b a s i s  o f  r e l a t i v e  
competency o r  work c o m p a r a b i l i t y ,  and a r e  d i s t i n c t  and d i f f e r e n t  from 
a p p e a l s  p r o v i d e d  f o r  i n  d i s c i p l i n a r y  a c t i o n s .  

SECTION 5. TERMINATION OF EMPLOYMENT 

A .  R e s i g n a t i o n :  

1. An employee wishing  t o  l e a v e  C i t y  employment i n  good s t a n d i n g  s h a l l  
f i l e  w i t h  t h e  immediate s u p e r v i s o r  a t  l e a s t  t e n  (10) working  days  
before l e a v i n g  t h e  s e r v i c e  a w r i t t e n  r e s i g n a t i o n  s t a t i n g  t h e  
e f f e c t i v e  d a t e  and r e a s o n ( s )  f o r  l e a v i n g .  

2 .  The r e s i g n a t i o n  s h a l l  be  fo rwarded  t o  t h e  C i t y  A d m i n i s t r a t o r  w i t h  a  
s t a t e m e n t  by t h e  d e p a r t m e n t  head a s  t o  t h e  r e s i g n e d  employe ' s  
s e r v i c e  performance and o t h e r  p e r t i n e n t  i n f o r m a t i o n  c o n c e r n i n g  t h e  
c a u s e  f o r  r e s i g n a t i o n .  F a i l u r e  o f  t h e  employee t o  comply w i t h  t h i s  
p r o c e d u r e  s h a l l  be e n t e r e d  on t h e  employee ' s  s e r v i c e  r e c o r d  and may 
b e  cause for d e n i a l  of  f u t u r e  employment w i t h  t h e  C i t y .  

B.  R e f e r e n c e s  f o r  Terminated Employees: I f  an employee l e a v i n g  t h e  C i t y  
wi shes  a  r e f e r e n c e  l e t t e r ,  s u c h  a  l e t t e r  s h a l l  be w r i t t e n  and s i g n e d  by 
the  depa r tmen t  head .  I n  t h i s  way, t h e  l e t t e r  s h a l l  be  s o  worded a s  t o  
be i n  t h e  b e s t  i n t e r e s t  of t h e  C i t y  and t h e  employee. 



OPERATING POLICIES 

SECTION 1. ATTENDANCE AND ABSENTEEISM 

1. Employees s h a l l  be  i n  a t t endance  i n  accordance with t he se  p o l i c i e s  
govern ing  hours  o f  work, l e a v e s  and h o l i d a y s .  A l l  depar tments  s h a l l  
ma in t a in  d a i l y  a t t endance  r eco rds  f o r  employees which s h a l l  be  repor ted  t o  
t he  Personne l  O f f i c e r  on t he  form and on t h e  d a t e s  s p e c i f i e d .  

2 .  Each employee s h a l l  be at: work ready t o  work a t  s t a r t i n g  t ime and s h a l l  
work u n t i l  q u i t t i n g  t ime .  Hab i tua l  t a r d i n e s s  o r  e a r l y  depa r tu r e  s h a l l  be 
a  m a t t e r  f o r  d i s c i p l i n a r y  a c t i o n .  

Absenteeism: Any employee who i s  absen t  from work s h a l l  be r e spons ib l e  f o r  
n o t i f y i n g  the  s u p e r v i s o r  i n d i c a t e d  when the  employee w i l l  r e p o r t  back t o  work. 
Any employee who f a i l s  t o  comply wi th  t h i s  p o l i c y  s h a l l  be  s u b j e c t  t o  
d i s c i p l i n a r y  a c t i o n .  I n  a d d i t i o n ,  no employee s h a l l  be  r e t a i n e d  on the p a y r o l l  
whose absence from work i s  un repo r t ed  f o r  t h r e e  ( 3 )  consecu t ive  work days.  

S E C T I O N  2. USE OF CITY OWNED V E H I C L E S  

The fo l l owing  procedures  s h a l l  govern employee t r a n s p o r t a t i o n :  

A .  The City Admin i s t r a to r  s h a l l  determine the  ass ignment  o f  motor v e h i c l e s  t o  c i t y  
pe r sonne l ,  and s h a l l  d e s i g n a t e  those  employees whose d u t i e s  r e q u i r e  t he  r e g u l a r  
use  of motor v e h i c l e s  f o r  employees r e q u i r e d  t o  a t t e n d  meet ings ,  make 
i n v e s t i g a t i o n s ,  o r  o the rwi se  perform C i ty  d u t i e s  a f t e r  r e g u l a r  working hours .  

B .  I n  t h e  even t  o f  emergencies i n  t h e  p u b l i c  s a f e t y  depar tments  o r  u t i l i t y  s e r v i c e s ,  
t h e  depar tment  heads may a u t h o r i z e  t he  use of C i t y  equipment t o  p r o t e c t  t he  
p u b l i c  s a f e t y  and w e l f a r e  o f  t h e  community. 

C .  Mileage reimbursement may be au tho r i zed  on an i n d i v i d u a l  b a s i s  by t h e  C i ty  
Admin i s t r a to r  f o r  occas iona l  o r  i n t e r m i t t e n t  use  o f  a pe r sona l  c a r  when t he  C i ty  
w i l l  b e n e f i t  t he r eby .  

SECTION 3 .  SAFETY 

A .  Every employee s h a l l  be e n t i t l e d  t o  a  s a f e  and h e a l t h f u l  p lace  i n  which t o  work. 
To t h i s  end,  eve ry  r ea sonab l e  e f f o r t  s h a l l  be made i n  the i n t e r e s t  o f  a c c i d e n t  
p r e v e n t i o n ,  f i r e  p r o t e c t i o n  and h e a l t h  p r e s e r v a t i o n .  



B .  The C i t y  s h a l l  m a i n t a i n  a s a f e  and h e a l t h f u l  work p l a c e .  I t  s h a l l  p r o v i d e  
s a f e  work ing  equ ipmen t ,  n e c e s s a r y  p e r s o n a l  p r o t e c t i o n  and ,  i n  c a s e  of 
i n j u r y ,  p r o v i d e  f i r s  t - a i d  and  med ica l  s e r v i c e s .  

C .  The  C i t y  s h a l l  e x e r t  e v e r y  e f f o r t  t o  a b i d e  by a l l  r e g u l a t i o n s  a s  t hey  p e r t a i n  
t o  g o v e r n m e n t a l  a g e n c i e s  which  a r e  s e t  f o r t h  i n  f e d e r a l  and  s t a t e  s t a n d a r d s  
and  m a i n t a i n  good p r a c t i c e s  as d i c t a t e d  by l o c a t i o n  and c i r c u m s t a n c e s .  

SECTION 4. USE OF CITY TELEPHONES 

C i t y  t e l e p h o n e s  a r e  f o r  C i t y  b u s i n e s s  and may n o t  b e  u sed  f o r  p e r s o n a l  b u s i n e s s  
w i t h o u t  t h e  a p p r o v a l  o f  t h e  s u p e r v i s o r .  No l o n g  d i s t a n c e  p e r s o n a l  phone c a l l s  
may b e  made by any  employee.  

SECTION 5. PUBLIC RELATIONS 

C i t y  employee s h a l l  p r o v i d e  s e r v i c e s  i n  a  c o u r t e o u s ,  compe t en t  manner .  

SECTION 6. BUSINESS HOURS 

A l l  d e p a r t m e n t s  o f  t h e  C i t y ,  e x c e p t  t h e  p o l i c e  d e p a r t m e n t ,  s h a l l  be k e p t  open  
f o r  b u s i n e s s  f rom 8 :00  a.m. t o  5:00 p.m. on e a c h  day o f  t h e  y e a r  e x c e p t  S a t u r d a y s ,  
S u n d a y s  and h o l i d a y s  a s  s p e c i f i e d .  

SECTION 7.  CIVIL DEFENSE 

E v e r y  C i t y  employee i s  p a r t  o f  t h e  C i v i l  De fense  Program. I n  c a s e  o f  a n  employee 
may b e  c a l l e d  upon t o  s e r v e  i n  t h i s  program. The s u p e r v i s o r  may make work 
a s s i g n m e n t s  o u t s i d e  t h e  n o r m a l  s c o p e  of a s s i g n e d  d u t i e s  d u r i n g  a  c i v i l  d e f e n s e  
emergency .  

SECTION 8. HOLDING OTHER J O B S  

A .  P o l i c y :  An employee  may n o t  a c c e p t  o u t s i d e  employment w i t h o u t  t h e  w r i t t e n  
. c o n s e n t  o f  t h e  C i t y  ~ d m i n s t r a t o r .  A copy o f  t h i s  c o n s e n t  s h a l l  be p a r t  o f  
the employee ' s  p e r s o n n e l  f i l e .  

B .  T h e  f o l l o w i n g  s h a l l  a p p l y  i n  a l l  c a s e s :  

1. The employee must wa ive  C i t y  Workers Compensa t ion  i n  c a s e  o f  i n j u r y  
s u s t a i n e d  while ,  on d u t y  d u r i n g  o u t s i d e  employment.  

2 .  Should  conÂ l i c t  of  work s c h e d u l e s  a r i s e ,  t h e  emp loyee ' s  C i t y  j o b  must  
p r e v a i l .  

SECTION 9. KEYS. BADGES AND OTHER CITY PROPRTY 

A .  A i l  k e y s ,  badges  and o t h e r  C i t y  p r o p e r t y  a s s i g n e d  t o  t h e  employee s h a l l  
b e  c o n t r o l l e d  t h r o u g h  t h e  immed ia t e  s u p e r v i s o r  and t h e  d e p a r t m e n t  head .  
The s u p e r v i s o r  s h a l l  m a i n t a i n  a p p r o p r i a t e  r e c o r d s  o f  a l l  C i t y  p r o p e r t y  
a s s i g n e d  t o  employees  and s h a l l  a s s u r e  t h a t  a l l  s a i d  p r o p e r t y  i s  r e t u r n e d  
p r i o r  t o  a n  emp loyee ' s  t e r m i n a t i o n  from C i t y  employment.  



B. Employees s h a l l  be p r o h i b i t e d  from u s i n g  t h e  badge ,  u n i f o r m ,  p r e s t i g e  o r  
i n f l u e n c e  of  C i t y  employment f o r  p r i v a t e  g a i n  o r  o u t s i d e  employment. 

SECTION 10 .  WORK CLOTHES AND ATTIRE 

Employees are  expec ted  t o  d r e s s  i n  a  manner c o n s i s t e n t  w i t h  depar tment  a c t i v i t i e s .  
Employees r e q u i r e d  to  wear a d i s t i n c t i v e  uniform s h a l l  r e c e i v e  a  uniform a l l o w -  
a n c e .  

SECTION 11. EMPLOYEE COOPERATION 

Every  employee of the  C i t y  s h a l l  c o o p e r a t e  w i t h  t h e  City Counc i l ,  C i t y  Admins- 
t r a t o r  and depar tment  heads  i n  o r d e r  t o  comple t e ly  f u l f i l l  t h e  o b j e c t i v e s  and 
p u r p o s e s  of t h e  P e r s o n n e l  O r i d i a n c e  and t h e s e  p o l i c i e s  and procedures .  

SECTION 1 2 .  GARNISHMENT OF WAGES OR SALARY 

T h e  C i t y  i s  r e q u i r e d  by law t o  f o l l o w  ga rn i shmen t  p r o c e d u r e s  a s  a  r e s u l t  of 
l e g a l  a c t i o n .  

Any employee who h a s  had wages g a r n i s h e d  by a c r e d i t o r  may be r e q u i r e d  t o  
r e c e i v e  f i n a n c i a l  c o u n s e l i n g  a s  t h e  C i t y  A d m i n s t r a t o r  d e t e r m i n e s  would be 
b e n e f i c i a l .  



ARTICLE XV 

GRIEVANCES AND APPEALS 

SECTION 1. RIGHT OF GRIEVANCE OR APPEAL 

Any employee - s h a l l  have  t h e  r i g h t  t o  a p p e a l  from any d i s c i p l i n a r y  a c t i o n ,  
d i s m i s s a l ,  demo t i o n ,  suspens ion  o r  a l l e g e d  v i o l a t i o n  of  t h e s e  p o l i c i e s ,  
p r o v i d e d ,  however,  t h a t  t h e  a d m i n i s t r a t i v e  remedies  of t h e  g r i e v a n c e  
p rocedure  have  b e e n  e x h a u s t e d .  

SECTION 2 .  GRIEVANCE PROCEDURE 

G r i e v a n c e s  may b e  f i l e d  c o n c e r n i n g  t h e  i n t e r p r e t a t i o n  o f  r u l e s  and 
r e g u l a t i o n s ,  c o n c e r n i n g  terms o r  c o n d i t i o n s  of employment, d i r e c t i o n s  o f  
s u p e r v i s o r s  and  d i s c i p l i n a r y  a c t i o n s ;  b u t  may no t  be f i l e d  f o r  r e j e c t i o n  
d u r i n g  p r o b a t i o n .  

The C i t y  may a l l o w  a  g r i e v i n g  employee t ime  o f f  from r e g u l a r  d u t i e s  
w i t h o u t  l o s s  o f  pay  when such  t ime o f f  i s  r e a s o n a b l y  n e c e s s a r y  f o r  t h e  
p r o c e s s i n g  o f  a g r i e v a n c e .  

Time l i m i t s  s p e c i f i e d  h e r e i n  may b e  ex tended  wi th  the  w r i t t e n  a p p r o v a l  
of b o t h  p a r t i e s .  

F a i l u r e  o f  a  g r i e v i n g  employee t o  f i l e  an  a p p e a l  w i t h i n  s p e c i f i e d  t ime 
l i m i t s  s h a l l  c o n s t i t u t e  abandonment of  t h e  g r i evance .  

A g r i e v i n g  employee may be accompanied by and a s s i s t e d  by a  
r e p r e s e n t a t i v e  o f  t h e  employee ' s  c h o i c e ,  b u t  must be p e r s o n a l l y  p r e s e n t  
and p a r t i c i p a t e  i n  d i s c u s s i o n s  a t  each  s t e p  i n  t h e  p roceed ings .  

No g r i e v a n c e  s h a l l  be  a c t e d  on ,  u n l e s s  f i l e d  w i t h i n  t h i r t y  (30) days  of  
t h e  t ime t h e  g r i e v i n g  employee had f i r s t  knowledge of t h e  m a t t e r s  on 
which t h e  g r i e v a n c e  is  based .  

I n  each g r i e v a n c e  f i l e d ,  t h e  g r i e v i n g  employee s h a l l  s t a t e  what a c t i o n  
t h e  employee w i s h e s  t aken  t o  c u r e  t h e  g r i e v a n c e ,  a s  w e l l  a s  s p e c i f i c  and 
p e r t i n e n t  i n f o r m a t i o n  a s  t o  t h e  m a t t e r  g r i e v e d .  The s t e p s  i n  t h e  
p rocedure  s h a l l  be a s  fo l lows :  

S t e p  1: The employee s h a l l  d i s c u s s  t h e  m a t t e r  wi th  t h e  immediate 
s u p e r v i s o r ,  c l e a r l y  s t a t i n g  t h a t  a  g r i e v a n c e  i s  b e i n g  
commenced. The s u p e r v i s o r  s h a l l  r e f e r  t h e  employee t o  t h e  
n e x t  l e v e l  of s u p e r v i s i o n  i f  t h e  m a t t e r  i s  beyond t h e  
immedia te  s u p e r v i s o r ' s  c o n t r o l ,  o r  s h a l l  respond v e r b a l l y  
w i t h i n  f i v e  (5) days  i f  t h e  m a t t e r  i s  w i t h i n  t h e  s c o p e  o f  h i s  
c o n t r o l .  I f  t h e  employee is  d i s s a t i s f i e d  w i t h  t h e  
s u p e r v i s o r ' s  r e sponse  o r  i s  r e fe r red  t o  the n e x t  level of 
s u p e r v i s i o n ,  t h e  employee s h a l l  file a  w r i t t e n  g r i e v a n c e  
w i t h i n  f i v e  (5 )  days  w i t h  t h e  next l e v e l  of s u p e r v i s i o n .  



Step 2 :  On r e c e i p t  of a  g r i e v a n c e  by t h e  second l e v e l  s u p e r v i s o r ,  t h a t  
s u p e r v i s o r  s h a l l  e i t h e r  r e f e r  t h e  g r i e v a n c e  t o  t h e  n e x t  l e v e l  
of  s u p e r v i s i o n  i f  t h e  m a t t e r  i s  beyond t h e  c o n t r o l  of t h e  
second  l e v e l  s u p e r v i s o r ,  o r  s c h e d u l e  a  meet ing  w i t h  t h e  
g r i e v i n g  employee t o  d i s c u s s  t h e  m a t t e r .  The meet ing  s h a l l  b e  
s c h e d u l e d  w i t h i n  f i v e  (5) d a y s  and t h e  second l e v e l  s u p e r v i s o r  
s h a l l  respond i n  w r i t i n g  g i v i n g  t h e  r e a s o n s  f o r  t h e  d e c i s i o n  - - made w i t h i n  f i v e  (5) days  a f t e r  comple t ion  of  t h e  mee t ing .  

S t e p  3: The p r o c e s s  s h a l l  c o n t i n u e  th rough  h i g h e r  l e v e l s  o f  
s u p e r v i s i o n  i n  t h e  same manner a s  d e s c r i b e d  i n  S t e p  2 u n t i l  
t h e  g r i e v a n c e  i s  r e s o l v e d  t o  t h e  employee ' s  s a t i s f a c t i o n .  If 
t h e  employee i s  n o t  s a t i s f i e d ,  t h e  employee s h a l l  f i l e  a  
w r i t t e n  a p p e a l  t o  t h e  City Counc i l .  The a p p e a l  t o  t h e  C i t y  
C o u n c i l  s h a l l  a l s o  s t a t e  whe the r  t h e  g r i e v i n g  employee d e s i r e s  
a c l o s e d  o r  open h e a r i n g .  Such g r i e v a n c e  s h a l l  be  schedu led  
f o r  t h e  n e x t  r e g u l a r  C i t y  C o u n c i l  mee t ing  f o r  which t h e  agenda 
i s  open.  The C i t y  C o u n c i l  s h a l l  h o l d  such  h e a r i n g  and may 
make a d d i t i o n a l  i n v e s t i g a t i o n s  i n t o  t h e  m a t t e r .  I t  s h a l l  
d i r e c t  a  d e c i s i o n  i n  w r i t i n g  w i t h  t h e  r e a s o n s  t h e r e f o r  w i t h i n  
a  reasonable  t ime and s u c h  d e c i s i o n  s h a l l  be  f i n a l .  

SECTION-3.  EMPLOYEE STATUS PENDING FINAL DETERMINATION 

N o t w i t h s t a n d i n g  t h e  p r o v i s i o n s  o f  t h e  p o l i c i e s  r e g a r d i n g  Suspens ion  w i t h  Pay,  
t h e  a c t i o n  of  t h e  C i t y  s h a l l  be f i n a l ,  pend ing  r ev iew by t h e  City C o u n c i l  and 
no employee s h a l l  be e n t i t l e d  t o  compensa t ion  d u r i n g  s a i d  p e r i o d  u n l e s s  t h e  
a c t i o n  i s  mod i f i ed  and p r o v i d e s  f o r  compensa t ion  o r  i s  revoked.  The a c t i o n  
of t h e  C i t y  s h a l l  b e  c o n c l u s i v e  pend ing  f i n a l  a c t i o n  of  t h e  C i t y  Counc i l .  
The C i t y  Counc i l  may o r d e r  f u l l  r e i n s t a t e m e n t  of t h e  employee and g r a n t  f u l l  
compensa t ion  f o r  t h e  p e r i o d  of  s u s p e n s i o n ,  demotion o r  d i s m i s s a l .  
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V i o l a t i o n  o f ,  15 
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Form, 21 
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Right o f ,  42 

H 

Handicapped employees, 18 
Harassment po l icy ,  11-12, p o l i c y  u p d a t e ,  1 2 A  
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Job  openings,  21  
Jobs ,  holding o t h e r ,  4 0  
J u r y  duty,  3 2  
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Labor relations, 13 
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O f  absence without pay, 33, 39 
Provisions, 31-33 
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P h y s i c a l  i n c a p a c i t a t i o n ,  34 
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In-house, 35 
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P rov i s iona l  appointments,  24 
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Safety, 39-40, S a f e t y  member d i s a b i l i t y  r e t i r e m e n t ,  33A 
S a l a r y  s c h e d u l e ,  2 7  
S a l a r i e s ,  27  
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Garnishment ,  4 1  
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Al lowance ,  3 1  
F a l s e  u s e ,  16 
N o t i f i c a t i o n ,  3 1  
P e r m i t t e d  u s e  o f ,  3 1  
R e t u r n  from, 32 
T e r m i n a t i o n ,  32 

S t a n d a r d s ,  employment, 18 
Supplements  ( P e r s o n n e l  P o l i c y  Manual ) ,  1 
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T a r d i n e s s ,  1 6  
Te lephones  ( C i t y )  , u s e  o f ,  40 
Temporary a p p o i n t m e n t s ,  19, 24 



Temporary employment, 19 
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References, 38 
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Conditions of, 36 
Definition, 35 
Employee requested, 36 
Employer initiated, 36 
Of incapacitated employees, 36 

Tuition reimbursement, 41 

Unauthorized leave of absence, 15 
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Vacation, 29 
Accrual of time, 29 
Allowance, 29 
Benefits for terminating employees, 30 
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Vehicles (City-owned), use of, 39 
Violations (Personnel policies), 2, 12 
Voluntary demotion, 36 
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Workers compensation, 34 


