City Council Agenda October 23, 2023

HUGHSON CITY COUNCIL

AGENDA

City of Hughson
REGULAR CITY COUNCIL MEETING
Hughson City Hall — 7018 Pine Street
Hughson, California
MONDAY, OCTOBER 23, 2023 - 6:00 P.M.

How to participate in, or observe the Meeting:

In person in the City Council Chambers and submit public comment when invited during the meeting.

e Observe only via YouTube live, by accessing this link:

https://www.youtube.com/channel/UC-PwkdirKoMmOJDzBSodu6A?view as=subscriber

If a technical issue arises with any streaming option, the City Council meeting will continue
unless the meeting is being held pursuant to the provisions of Assembly Bill 2449.

In addition, recorded City Council meetings are posted on the City’s website the second business day
following the meeting. Recorded videos can be accessed with the following link:
Upcoming Meetings | Hughson CA

Any documents that are not privileged, or part of a Closed Session provided to a majority of the City Council after
distribution of the agenda packet, regarding any item on this agenda, will be made available for public inspection
at the City Clerk’s Office 7018 Pine Street, Hughson.

1731224-2



https://nam11.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.youtube.com%2Fchannel%2FUC-PwkdIrKoMmOJDzBSodu6A%3Fview_as%3Dsubscriber&data=04%7C01%7C%7Cffbfbafb1d49472b958108d9372aeec1%7C2181778a749a49648818fb0ca53180dd%7C0%7C0%7C637601479805306157%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=QnrHn0oCZCNtLbtFCXvZ3cYVakZQyJQNQpgLFFx07sM%3D&reserved=0
https://www.hughson.org/meetings

City Council Agenda October 23, 2023

CALL TO ORDER: Mayor George Carr

ROLL CALL: Mayor George Carr
Mayor Pro Tem Randy Crooker
Councilmember Samuel Rush
Councilmember Julie Ann Strain
Councilmember Alan McFadon

FLAG SALUTE: Mayor George Carr

INVOCATION: Hughson Ministerial Association

1. PUBLIC BUSINESS FROM THE FLOOR (No Action Can Be Taken):

Please limit presentations to five minutes. If you wish to speak regarding an item on the agenda,
you may be asked to defer your remarks until the Council addresses the matter. Pursuant to
California Government Code Section 54954.2(a)(3), no action or discussion may be undertaken on
any item not appearing on the posted agenda, except that the City Council, or its staff, may briefly
respond to comments or questions from members of the public, provide areference to staff or other
resources for factual information, or direct staff to place the issue on a future agenda.

2. PRESENTATIONS: NONE.

3.. CONSENT CALENDAR:

All items listed on the Consent Calendar are to be acted upon by a single action of the City Council
unless otherwise requested by an audience member, or individual Councilmember for special
consideration. Otherwise, the recommendation of staff will be accepted and acted upon by roll call
vote.

3.1:  Approve the Minutes of the Regular Meeting of October 9, 2023.
3.2: Approve the Warrants Register.

3.3: Authorize the Closure of City Hall from December 26, 2023 through
December 29, 2023.

3.4: Appoint Susana Vasquez to the Planning Commission.

3.5:  Adopt Resolution No. 2023-50, Amending the City of Hughson Personnel
Manual.

3.6: Adopt Resolution No. 2023-53, Accepting the Public Improvements for the
Euclid North Subdivision.

Any documents that are not privileged, or part of a Closed Session provided to a majority of the City Council after
distribution of the agenda packet, regarding any item on this agenda, will be made available for public inspection
at the City Clerk’s Office 7018 Pine Street, Hughson.
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4. UNFINISHED BUSINESS: NONE.

D. PUBLIC HEARING TO CONSIDER THE FOLLOWING: NONE.

6. NEW BUSINESS:

6.1: Approval to Ratify the Emergency Expenditure of Fixed Asset Funds for the
Emergency Repairs of Water Infrastructure on Walker Lane, in Conjunction
with the Walker Lane Improvement Project

6.2: Approval to Ratify the Expenditures of Sewer Fixed Asset Funds for the
Emergency Replacement of a Variable Frequency Drive at the Waste Water
Treatment Plant in the Amount of $19,732.88; and Emergency Lighting
Repairs at the Waste Water Treatment Plant in the amount of $9,290.85.

{. CORRESPONDENCE:

7.1: Merry Mayhew, City Manager - Letter of Resignation.

8. COMMENTS:

A brief report on notable attendance of a meeting, or conference, or other notable topics of City
business shall be made. The Brown Act does not allow for discussion or action of items by the City
Council during this time.

8.1: Staff Reports and Comments:
City Manager:
City Clerk:
Director of Finance:
Community Development Director:
Police Services:
City Attorney:
8.2:  Council Comments:
8.3: Mayor's Comments:

9. CLOSED SESSION TO DISCUSS THE FOLLOWING: NONE.

Any documents that are not privileged, or part of a Closed Session provided to a majority of the City Council after
distribution of the agenda packet, regarding any item on this agenda, will be made available for public inspection
at the City Clerk’s Office 7018 Pine Street, Hughson.

1731224-2




City Council Agenda October 23, 2023

11. ADJOURNMENT:

The next regular City Council Meeting is scheduled for November 13, 2023, at 6:00
P.M.

AFFIDAVIT OF POSTING

Date: October 20, 2023 Time: 8:30AM
Name: Ashton Gose Title: City Clerk

General Information: The Hughson City Council meets in the Council Chambers on the
second and fourth Mondays of each month at 6:00 p.m., unless
otherwise noticed.

Council Agendas: The City Council agenda is now available for public review at the
City’s website and City Clerk's Office, 7018 Pine Street, Hughson,
California on the Friday, prior to the scheduled meeting. Copies
and/or subscriptions can be purchased for a nominal fee through
the City Clerk’s Office.

Questions: Contact the City Clerk at (209) 883-4054.

UPCOMING EVENTS:

= Hughson Economic Development Committee Meeting, City Council

October 23 Chambers, 4:30 PM

October 27 = Trunk, or Tent and Treat, Downtown Hughson, 5:00 PM

October 31 = Hughson Elementary Halloween Parade, Downtown Hughson, 2:15 PM

November 10 |= Veteran's Day Observed — City Hall Closed

= City Council Meeting, City Council Chambers or YouTube Live Stream,

November 13 6-00 PM

= Parks, Recreation and Entertainment Commission Meeting, City Council

November 14 Chambers, 6:00 PM

November 15 |= Hughson has Heart Planning Meeting, City Council Chambers, 6:00 PM

Any documents that are not privileged, or part of a Closed Session provided to a majority of the City Council after
distribution of the agenda packet, regarding any item on this agenda, will be made available for public inspection
at the City Clerk’s Office 7018 Pine Street, Hughson.
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Notice Regarding Non-English Speakers:

Pursuant to California Constitution Article lll, Section IV, establishing English as
the official language for the State of California, and in accordance with California
Code of Civil Procedures Section 185, which requires proceedings before any
State Court to be in English, notice is hereby given that all proceedings before
the City of Hughson City Council shall be in English and anyone wishing to
address the Council is required to have a translator present who will take an oath
to make an accurate translation from any language not English into the English
language.

WAIVER WARNING

If you challenge a decision/direction of the City Council in court, you may be limited fo raising only those
issues you or someone else raised at a public hearing(s) described in this Agenda, or in written
comrespondence delivered to the City of Hughson at or prior to, the public hearing(s).

AMERICANS WATH DISABILITIES ACT/CALIFORNIA BROWN ACT
NOTIFICATION FOR THE CITY OF HUGHSON

This Agenda shall be made available upon request in alternative formats to persons with a disability; as required by
the Americans with Disabilities Act of 1990 (42 U.S.C. Section 12132) and the Ralph M. Brown Act (California
Govermnment Code Section 54854 2).

Disabled or Specia needs Accommodation: |In compliance with the Americans with Disabilities Act, persons
requesting a disability related modification or accommodation in order to participate in the meeting and'or f you need
assistance to attend or participate in a City Council meeting, please contact the City Clerk’s office at (209) 8834054,
Motification at least 48-hours prior to the meeting will assist the City Clerk in assuring that reasonable
accommodations are made to provide accessibilty to the meeting.

Any documents that are not privileged, or part of a Closed Session provided to a majority of the City Council after
distribution of the agenda packet, regarding any item on this agenda, will be made available for public inspection
at the City Clerk’s Office 7018 Pine Street, Hughson.
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CITY COUNCIL AGENDA ITEM NO. 3.1
SECTION 3: CONSENT CALENDAR

Meeting Date: October 23, 2023
Subject: Approval of the City Council Minutes
Presented By: Ashton Gose, Executive Assistant/City Clerk

-

Approved By: \'/r//;/\[ﬂ/t( 1 /Y (Qx{éﬁ;&)

City Manader

Staff Recommendation:
Approve the Minutes of the Regular Meeting of October 9, 2023.
Background and Overview:

The draft minutes of the October 9, 2023 meeting are prepared for the Council’s review.

Any documents produced by the City and distributed to a majority of the City Council regarding any item on this
Agenda will be made available at the City Clerk’s counter at City Hall located at 7018 Pine Street, Hughson, CA.




City Council Minutes October 9, 2023

HUGHSON CITY COUNCIL

MINUTES

City of Hughson

REGULAR CITY COUNCIL MEETING
Hughson City Hall — 7018 Pine Street
Hughson, California

MONDAY, OCTOBER 9, 2023 - 6:00 P.M.

CALL TO ORDER: Mayor George Carr

ROLL CALL:
Present: Mayor George Carr
Councilmember Samuel Rush
Councilmember Randy Crooker
Councilmember Julie Ann Strain
Councilmember Alan McFadon
Staff Present: Merry Mayhew, City Manager

Ashton Gose, City Clerk

Andy Pinasco, City Attorney

Tom Terpstra, Deputy City Attorney

Carla Jauregui, Community Development Director
Jose Vasquez, Public Works Superintendent

Neil Raya, Interim Utilities Superintendent

Kim Weimer, Director of Finance and Admin Services
Sarah Chavarin, Accounting Manager

Fidel Landeros, Chief of Police

1. OATH OF OFFICE:

1.1: A. City Clerk to Administer the Oath of Office to the Newly Appointed
Councilmember Alan McFadon.

Any documents produced by the City and distributed to a majority of the City Council regarding any item on this ]
Agenda will be made available at the City Clerk’s counter at City Hall located at 7018 Pine Street, Hughson, CA.
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City Clerk Gose administered the oath of office to newly appointed
councilmember Alan McFadon.

B. Seating and Roll Call of the New Hughson City Council:

Mayor George Carr - Present
Councilmember Randy Crooker - Present
Councilmember Samuel Rush - Present
Councilmember Julie Ann Strain - Present
Councilmember Alan McFadon - Present

2. PUBLIC BUSINESS FROM THE FLOOR (No Action Can Be Taken):

NONE.

3. PRESENTATIONS: NONE.

4. CONSENT CALENDAR:

All items listed on the Consent Calendar are to be acted upon by a single action of the City Council
unless otherwise requested by an audience member, or individual Councilmember for special
consideration. Otherwise, the recommendation of staff will be accepted and acted upon by roll call
vote.

4.1: Approve the Minutes of the Regular Meeting of September 11, 2023.
4.2: Approve the Minutes of the Special Meeting of October 2, 2023.
4.4: Approve the City of Hughson Treasurer’'s Report for December 2022.

4.5: Approve the City of Hughson Treasurer's Quarterly Investment Portfolio
Report for December 2022.

4.7: Approve the City Council Appointments to Boards and Committees.

Councilmember Crooker requested that item 4.3 be pulled from the Consent
Calendar for special consideration.

Councilmember Rush requested that item 4.6 be pulled from the Consent Calendar
for special consideration.

CARR/CROOKER 5-0-0-0 motion passes to approve the Consent
Calendar, excluding item 4.3 and 4.6, with the following roll call vote:

CROOKER RUSH STRAIN McFADON | CARR

AYE AYE AYE AYE AYE

Any documents produced by the City and distributed to a majority of the City Council regarding any item on this 2
Agenda will be made available at the City Clerk’s counter at City Hall located at 7018 Pine Street, Hughson, CA.




City Council Minutes October 9, 2023

4.3. Approve the Warrants Register.

CROOKER/STRAIN 5-0-0-0
presented, with the following roll call vote:

motion passes to approve item 4.3, as

CROOKER RUSH STRAIN McFADON | CARR
AYE AYE AYE AYE AYE

4.6: Adopt Resolution No. 2023-50, Amending the City of Hughson Personnel
Manual.

No action taken.

Staff will bring the item for consideration the next regular meeting, scheduled for
October 23, 2023.

S. UNFINISHED BUSINESS:

5.1: Approval to Purchase a Concrete Cutter.
Superintendent Vasquez presented the staff report on this item.

Mayor Carr opened public comment at 6:19 PM. There was no public comment.
Mayor Carr closed public comment at 6:20 PM.

CARR/McFADON 5-0-0-0 motion passes to approve the purchase of a
concrete cutter for the total cost of $5,955.21 from Evergreen Specialty Services,
with the following roll call vote:

CROOKER RUSH STRAIN McFADON | CARR
AYE AYE AYE AYE AYE

5.2:  Approval to Purchase an Enclosed Trailer for Public Works.
Superintendent Vasquez presented the staff report on this item.

Mayor Carr opened public comment at 6:23 PM. There was no public comment.
Mayor Carr closed public comment at 6:23 PM.

STRAIN/CROOKER 4-0-0-0 motion passes to approve the
purchase of an enclosed trailer for the total cost of $12,827.94 from Bonander
Truck and Trailers, with the following roll call vote:

CROOKER

RUSH

STRAIN

McFADON

CARR

AYE

AYE

AYE

AYE

AYE

Any documents produced by the City and distributed to a majority of the City Council regarding any item on this 3
Agenda will be made available at the City Clerk’s counter at City Hall located at 7018 Pine Street, Hughson, CA.
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6. PUBLIC HEARING TO CONSIDER THE FOLLOWING:

6.1. Introduce and Waive the First Reading of Ordinance No. 2023-04,
Amending the Hughson Municipal Code Pertaining to Chapter 17.01-
General Provisions, Chapter 17.02 — Zoning Districts, and 17.03 —
Citywide Regulations and Special Provisions to Title 17 “Zoning”.

Director Jauregui presented the staff report on this item.

Mayor Carr opened the public hearing at 6:37PM. There was no public comment
on the item. Mayor Carr closed the public hearing at 6:37PM.

CARR/CROOKER 5-0-0-0 motion passes to introduce and waive the
first reading of Ordinance No. 2023-04, Amending the Hughson Municipal Code
Pertaining to Chapter 17.01- General Provisions, Chapter 17.02 — Zoning Districts,
and 17.03 — Citywide Regulations and Special Provisions to Title 17 “Zoning”,
with the following roll call vote:

CROOKER RUSH STRAIN McFADON | CARR
AYE AYE AYE AYE AYE

7. NEW BUSINESS:

7.1: A. Adopt Resolution No. 2023-51 to Amend the City of Hughson Public
Safety and Maintenance Services Community Facilities District.

B. Adopt Resolution No. 2032-52, Calling for a Special Election Therein.

Director Jauregui presented the staff report on this item.

Mayor Carr opened public comment at 6:41 PM. There was no public comment.
Mayor Carr closed public comment at 6:41 PM.

CROOKER/STRAIN 5-0-0-0 motion passes to adopt Resolution No. 2023-
51 to Amend the City of Hughson Public Safety and Maintenance Services
Community Facilities District, and adopt Resolution No. 2032-52, Calling for a
Special Election Therein, with the following roll call vote:

CROOKER RUSH STRAIN McFADON | CARR
AYE AYE AYE AYE AYE

7.2:  Appointment of a Mayor Pro Tem of the Hughson City Council.

Mayor Carr presented the staff report on this item.

Any documents produced by the City and distributed to a majority of the City Council regarding any item on this 4
Agenda will be made available at the City Clerk’s counter at City Hall located at 7018 Pine Street, Hughson, CA.
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Mayor Carr nominated Councilmember Randy Crooker as Mayor Pro Tem.

Mayor Carr opened public comment at 6:43 PM. There was no public comment.
Mayor Carr closed public comment at 6:43 PM.

CARR/STRAIN 4-1-0-0 motion passes to approve the appointment
of Councilmember Randy Crooker as Mayor Pro Tem, with the following roll call
vote:

CROOKER RUSH STRAIN McFADON | CARR
AYE NO AYE AYE AYE

8. CORRESPONDENCE: NONE.

9. COMMENTS:

A brief report on notable attendance of a meeting, or conference, or other notable topics of City
business shall be made. The Brown Act does not allow for discussion or action of items by the City
Council during this time.

9.1:. Staff Reports and Comments: (Information Only — No Action)

City Clerk:
City Clerk Gose provided a reminder regarding the 2024 Hughson has Heart planning
meetings being held on the third Wednesday of each month until the event.

Community Development Director:
Director Jauregui provided an update regarding Measure L Projects, and the Walker Lane
Project.

Police Services:
Chief Landeros provided the City Council with the latest Crime Statistic Report.

9.2: Council Comments: (Information Only — No Action)

Councilmember Crooker attended a League of California Cities Conference in
Sacramento. He attended a Special City Council meeting on October 2, 2023 and a
City/Fire 2+2 Committee meeting on October 4, 2023. He thanked Hughson Police
Services for their continued hard work.

Councilmember McFadon provided a reminder regarding vacancies on the
Hughson Planning Commission.

Councilmember Strain attended a Special City Council meeting on October 2, 2023,
and a Hughson Historical Society meeting on October 3, 2023.

Any documents produced by the City and distributed to a majority of the City Council regarding any item on this 5
Agenda will be made available at the City Clerk’s counter at City Hall located at 7018 Pine Street, Hughson, CA.
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9.3: Mayor's Comments: (Information Only — No Action)
Mayor Carr attended a Special City Council meeting on October 2, 2023. He also

attended a Ground Breaking Ceremony at the new Latter Day Saints Church in
Modesto.

10. CLOSED SESSION TO DISCUSS THE FOLLOWING: NONE.

11. ADJOURNMENT:

STRAIN/CROOKER 5-0-0-0 motion passes to adjourn the regular
meeting of October 9, 2023, at 6:58 PM with the following roll call vote:
CROOKER RUSH STRAIN McFADON | CARR
AYE AYE AYE AYE AYE
APPROVED:

GEORGE CARR, Mayor

ATTEST:

ASHTON GOSE, City Clerk

Any documents produced by the City and distributed to a majority of the City Council regarding any item on this 6
Agenda will be made available at the City Clerk’s counter at City Hall located at 7018 Pine Street, Hughson, CA.




CITY COUNCIL AGENDA ITEM NO. 3.2
SECTION 3: CONSENT CALENDAR

Meeting Date: October 23, 2023

Subject: Approval of Warrants Register
Enclosure: Warrants Register

Presented By: Kim Weimer, Director of Finance

-

/) 0
Approved By: \'};/}"fwﬁ( - /}/ (Qx{éﬂu)

City Manader

Staff Recommendation:
Approve the Warrants Register as presented.
Background and Overview:

The warrants register presented to the City Council is a listing of all expenditures
paid from October 1, 2023, through October 16, 2023.

Fiscal Impact:

There are reductions in various funds for payment of expenses.



=

Vendor Number
Payable #

Hughson

Vendor Name

Payable Type Post Date

Bank Code: Payable Bank-Payable Bank

01257
0227006

01603

19M7-7L J*3P"6..4|nvoice
1DJM-NXC4-RMKC |nyoice

1QFP-4MJQ-LT7F

00104
501747

00123
20871514

01585
W283855

00237
INV0009921

00310
34165485
34166307

01538

54059070901685

1543159

00527
13648

00546
617908472

00581
INV0009918

00594
SIN031784

00627

1ST SECURITY & SOUND INC

Invoice 10/05/2023
AFLAC
Invoice 10/04/2023

Amazon Capital Services, Inc.

10/04/2023
10/05/2023
Invoice 10/04/2023
AYERA TECHNOLOGIES INC.
Invoice 10/01/2023
BAY ALARM CO
Invoice 10/09/2023

Bay City Equipment Industries Inc

Invoice 10/09/2023
CARR, GEORGE

Invoice 10/05/2023
CLARK'S PEST CONTROL

Invoice 10/09/2023
Invoice 10/09/2023
Colonial Life

Invoice 10/04/2023
EZ NETWORK SOLUTIONS

Invoice 10/04/2023
Invoice 10/01/2023
GIBBS MAINTENANCE CO

Invoice 10/04/2023

GRANITE TELECOMMUNICATION

Invoice 10/05/2023
HENSLEY'S PAVING

Invoice 10/04/2023
HINDERLITER, dELLAMAS &

Invoice 10/04/2023

HUGHSON NAPA AUTO & TRUCK

Invoice 10/09/2023
Invoice 10/09/2023
Invoice 10/09/2023
Invoice 10/09/2023
Invoice 10/09/2023
Invoice 10/09/2023
Invoice 10/09/2023
Invoice 10/09/2023
Invoice 10/09/2023

Iconix Waterworks (US) Inc.

Payment Date Payment Type
Payable Description

10/11/2023 Regular
MONITORING

10/11/2023 Regular
AFLAC

10/11/2023 Regular
Office Supplies
LAPTOP CHARGER
Office Supplies

10/11/2023 Regular
Service (Blanket)

10/11/2023 Regular
WWTP Fire survey

10/11/2023 Regular
Well8 GEN SET

10/11/2023 Regular

Reimbursement League of CA Cities

10/11/2023
PEST CONTROL
PEST CONTROL

Regular

10/11/2023
Colonial Life

Regular

10/11/2023
IT SERVICES
IT SERVICES

Regular

10/11/2023 Regular
Construction clean-up for Senior Center

10/11/2023 Regular
PHONES
10/11/2023 Regular

Walker Lane Progress Payment for Job No:...

10/11/2023 Regular

Contract Services - Sales Tax (July-Sept 20...

10/11/2023 Regular
parts and supplies (blanket PO)
parts and supplies (blanket PO)
parts and supplies (blanket PO)
parts and supplies (blanket PO)
parts and supplies (blanket PO)
parts and supplies (blanket PO)
parts and supplies (blanket PO)
fleet maintenance (blanket PO)
parts and supplies (blanket PO)

10/11/2023 Regular

Check Report

By Check Number

Date Range: 10/01/2023 - 10/16/2023

Discount Amount

Discount Amount

0.00

0.00

0.00
0.00
0.00

0.00

0.00

0.00

0.00

0.00
0.00

0.00

0.00
0.00

0.00

0.00

0.00

0.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Payment Amount Number

Payable Amount

0.00 149.85 57251
149.85

0.00 322.45 57252
322.45

0.00 102.55 57253
61.68
24.80
16.07

0.00 84.00 57254
84.00

0.00 1,685.55 57255
1,685.55

0.00 1,594.20 57256
1,594.20

0.00 1,401.72 57257
1,401.72

0.00 206.00 57258
129.00
77.00

0.00 484.42 57259
484.42

0.00 6,130.85 57260
1,163.95
4,966.90

0.00 485.00 57261
485.00

0.00 1,441.71 57262
1,441.71

0.00 173,263.94 57263
173,263.94

0.00 750.00 57264
750.00

0.00 328.62 57265
44.25
9.16
21.56
92.54
12.88
7.77
38.57
17.25
84.64

0.00 1,146.95 57266

10/16/2023 1:37:55 PM
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Check Report

Vendor Number
Payable #
U2316042683

01069
10002A
10003A

00668
100223-5

00682

691534623549

00726
INV0009913

01913
INV0009915

00775
519977364
519977365
519977366
520014707
520014708
520014710
520062300
520062301
520062302
520066647
520103973
520103974
520103975

00855
10/2023-1

01884
2214012

00879
INV0009917

01837
INV0009920

01885
67460

01914
INV0009916

01493
4287

Vendor Name
Payable Type

Invoice

INTERSTATE SALES
Invoice

Jared Steeley Water & Wastewater Managemer 10/11/2023
Professional services (Blanket)
Professional services (Blanket)

Invoice
Invoice

Post Date
10/09/2023

10/09/2023

10/02/2023
10/02/2023

JIMENEZ TRUCK AND TIRE RE

Invoice

10/09/2023

KAISER FOUNDATION HEALTH

Invoice

11/01/2023

LIEBERT CASSIDY WHITMORE

Invoice

Luci Hernandez
Invoice

10/04/2023

10/03/2023

MISSION UNIFORM SERVICE

Invoice
Invoice
Invoice
Invoice
Invoice
Invoice
Invoice
Invoice
Invoice
Invoice
Invoice
Invoice
Invoice

09/04/2023
09/04/2023
09/04/2023
09/11/2023
09/11/2023
09/11/2023
09/18/2023
09/18/2023
09/18/2023
09/18/2023
09/25/2023
09/25/2023
09/25/2023

North Valley Labor Compliance Services

Invoice

NORTHSTAR CHEMICAL

Invoice
Invoice
Invoice

10/04/2023

09/28/2023
09/28/2023
09/28/2023

OPERATING ENGINEERS LOCAL

Invoice

10/01/2023

PACIFIC STORAGE COMPANY

Invoice

PG&E
Invoice

Randy Crooker
Invoice

RecruitGigs
Invoice

Rosa Perez
Invoice

Salonen Electrical Inc
Invoice

09/30/2023

10/04/2023

10/05/2023

09/29/2023

10/04/2023

10/09/2023

Payment Date
Payable Description
Water Parts

10/11/2023 Regular
guard rail euclid/whitmore

Regular

10/11/2023 Regular
UT2 Tire Repair
10/11/2023 Regular

MEDICAL SERVICES- NOVEMBER

10/11/2023 Regular

Employer Laws (2024) Webinar

10/11/2023 Regular
Damage Deposit - Hernandez

10/11/2023 Regular
uniform service (blanket PO)
uniform service (blanket PO)
uniform service (blanket PO)
uniform service (blanket PO)
uniform service (blanket PO)
uniform service (blanket PO)
uniform service (blanket PO)
uniform service (blanket PO)
uniform service (blanket PO)
uniform service (blanket PO)
uniform service (blanket PO)
uniform service (blanket PO)
uniform service (blanket PO)

10/11/2023 Regular
Phase Il, Tank Construction

10/11/2023
Chemical (Blanket)
Chemical (Blanket)
Chemical (Blanket)

Regular

10/11/2023 Regular
LOCAL UNION DUES #3

10/11/2023 Regular
RECORDS STORAGE

10/11/2023 Regular
UTILITIES

10/11/2023 Regular

Reinbursement for League of CA Cities

10/11/2023 Regular
Extra Help - PW
10/11/2023 Regular

Damage Deposit- Perez

10/11/2023 Regular
Lighting service-WWTP

Payment Type

Date Range: 10/01/2023 - 10/16/2023

Discount Amount

Discount Amount
0.00

0.00

0.00
0.00

0.00

0.00

0.00

0.00

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

0.00

0.00
0.00
0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

Payable Amount

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

1,146.95

1,209.46
1,209.46

3,988.00
3,916.00
72.00

20.00
20.00

7,117.82
7,117.82

75.00
75.00

200.00
200.00

937.27
136.69
70.88
65.86
70.04
70.88
65.86
70.04
70.88
65.86
43.50
70.04
70.88
65.86

150.00
150.00

6,103.46
3,797.09
342.53
1,963.84

385.00
385.00

64.34
64.34

99.26
99.26

429.10
429.10

4,200.00
4,200.00

100.00
100.00

9,290.85
9,290.85

Payment Amount Number

57267

57268

57269

57270

57271

57272

57273

57274

57275

57276

57277

57278

57279

57280

57281

57282

10/16/2023 1:37:55 PM
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Check Report

Vendor Number
Payable #

01509
INV0009919

01599
1148310

01040
2324-07

01820
1-23-707

01264

9945247322
9945247323

01192
818842326

01206
2103842-0
2104242-0
2104242-1
2104348-0

Vendor Name
Payable Type
Sanjay Prasad
Invoice

Post Date

10/04/2023

SMILE BUSINESS PRODUCTS, INC

Invoice

10/04/2023

STANISLAUS COUNTY SHERIFF

Invoice

10/04/2023

Thompson Woolley Builders, Inc

Invoice

10/09/2023

VERIZON WIRELESS

Invoice
Invoice

10/04/2023
10/04/2023

VISION SERVICE PLAN

Invoice

11/01/2023

WARDEN'S OFFICE

Invoice
Invoice
Invoice
Invoice

10/04/2023
10/04/2023
10/09/2023
10/09/2023

Payment Date
Payable Description

10/11/2023 Regular
Damage Deposit - Prasad

10/11/2023 Regular
COPIES

10/11/2023 Regular
August 2023

10/11/2023 Regular

Payment Type

Additional work in Senior Center Kitchen

10/11/2023 Regular
MIFI DEVICES/ CAMERAS
MIFI DEVICES/ CAMERAS

10/11/2023 Regular

MEDICAL INSURANCE WITHHELD- OCTOB...

10/11/2023 Regular
MISC OFFICE SUPPLIES
MISC OFFICE SUPPLIES
MISC OFFICE SUPPLIES
MISC OFFICE SUPPLIES

Bank Code Payable Bank Summary

Payment Type
Regular Checks
Manual Checks
Voided Checks
Bank Drafts
EFT's

Payable Payment
Count Count
70 39

0 0

0 0

0 0

0 0

70 39

Discount
0.00
0.00
0.00
0.00
0.00

0.00

Discount Amount

Discount Amount

0.00

0.00

0.00

0.00

0.00
0.00

0.00

0.00
0.00
0.00
0.00

Payment
349,659.17
0.00

0.00

0.00

0.00

349,659.17

Date Range: 10/01/2023 - 10/16/2023

Payment Amount
Payable Amount

0.00 500.00
500.00

0.00 81.13
81.13

0.00 120,529.26
120,529.26

0.00 3,545.00
3,545.00

0.00 380.10
152.04
228.06

0.00 515.97
515.97

0.00 160.34
72.28
18.63
33.29
36.14

Number

57283

57284

57285

57286

57287

57288

57289

10/16/2023 1:37:55 PM

Page 3 of 4



Check Report

All Bank Codes Check Summary

Payable Payment
Payment Type Count Count
Regular Checks 70 39
Manual Checks 0 0
Voided Checks 0 0
Bank Drafts 0 0
EFT's 0 0
70 39
Fund Summary

Fund Name Period

999 POOLED CASH/CONSOLIDATED CASH 10/2023

Discount
0.00
0.00
0.00
0.00
0.00
0.00

Payment

349,659.17

0.00
0.00
0.00
0.00

349,659.17

Amount

349,659.17
349,659.17

Date Range: 10/01/2023 - 10/16/2023

10/16/2023 1:37:55 PM
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Hughson

UBPKT03321 - Refunds 01 UBPKT03312 Regular

Account Name Date Check #
11-0880-006 Brooks, lan and Danielle 10/12/2023 57290
13-0080-002 McCall, James 10/12/2023 57291

Total Refunds: 2

Revenue Code
996 - UNAPPLIED CREDITS

Account Number  Account Name

Fund: 510 - WATER/SEWER DEPOSIT
510-10001
510-11040

Fund: 999 - POOLED CASH/CONSOLIDATED CASH
999-10010
999-20000

Total Refunded Amount:

CASH IN BANK-MONEY MARKET
DUE TO OTHER FUNDS (POOLED CASH)

Amount
145.74
224.19
369.93

Revenue Total:

CLAIM ON CASH-WATER/SEWER DEPOSIT
CUSTOMER CREDITS

510 Total:

999 Total:

Distribution Total:

Code

Amount
369.93

369.93

Posting Amount

-369.93

369.93
0.00

-369.93
369.93
0.00
0.00

Refund Check Register
Refund Check Detail

Receipt Amount Type
145.74  Generated From Billing
224.19  Generated From Billing
Revenue Code Summary
General Ledger Distribution
Posting Date: 10/04/2023
IFT
Yes
Yes

10/16/2023 1:39:09 PM
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CITY COUNCIL AGENDA ITEM NO. 3.3
SECTION 3: CONSENT CALENDAR

Meeting Date: October 23, 2023

Subject: Approval of City Hall Closure during the Holiday Period of
December 26, 2023 through December 29, 2023

Presented By: Ashton Gose, Executive Assistant/City Clerk

Approved By: — \fﬁm { / / _/Culldﬁu)

City Managér

Staff Recommendation:

Authorize the closure of City Hall from December 26, 2023 through December 29,
2023.

Background:

The City annually observes December 25 and January 1 as regular holidays. During
the month of December, the City (and local government offices in general) have
historically experienced a slowdown in business activity, including office operations
and building permit activities. Additionally, the extended holiday closure provides
City employees an opportunity to spend time with their families with minimal impact
on City-services and operations.

Discussion:

City Hall is scheduled to be closed on Monday, December 25" for the observance
of Christmas Day and on Monday, January 1%t for the observance of New Year's
Day. With this proposal, City Hall will be closed for four additional days: Tuesday,
December 26, 2023, through Friday, December 29, 2023. City Hall will reopen for
business on Tuesday, January 2, 2024.

Employees, as practiced with past closures during the holiday season, may use their
accrued leave time for the additional four days between Christmas and New Year’s
Day. With approval of this extended holiday closure, the City Manager will allow
employees who have not accrued enough leave time to supplement the closure, the
opportunity to work or take part in the scheduled closure without pay. Vacation time
used by employees during this period helps to lower future vacation accrual liability.



Select Public Works, Utilities, and office staff will be working and performing critical
tasks. Additionally, normal on-call procedures will be followed to handle any
emergencies that may occur during this time. There will be management available
as needed to address any issues that warrant an immediate response.

Following approval of the closure for the upcoming holiday season, the City will
provide advance notification to inform the community that City Hall will be closed
during this time. City staff will post an announcement of the closure in the November
and December newsletter that is mailed to every utility customer, as well as post
signs at City Hall and provide notifications on the City website and social media.
With adequate notice and outreach, community members will be made aware that
the City will be closed and can plan to take care of City business either before or
after the closure.

City utility bills are due on the last business day of the month. With the office closure,
the deadline for utility bills will be extended to Tuesday, January 2, 2024.

Fiscal Impact:

The recommended holiday closure is expected to result in a decrease in employee
accrued vacation balances, which will result in a decrease in the City’s overall
accrued liability. In addition, there will be nominal savings in fuel costs, utilities, and
other supplies used during the normal course of business due to reduced City
operations.



CITY COUNCIL AGENDA ITEM NO. 3.4
SECTION 3: CONSENT CALENDAR

Meeting Date: October 23, 2023

Subject: Consideration to Appoint One Candidate to the Planning
Commission

Enclosure: Commission Application:

Susana Vasquez
Presented By: Ashton Gose, City Clerk

Approval: "1/’{(,»4/"/&( { / ¥ K ay éi’.«tt)

City Manaéer

Staff Recommendation:

Appoint Susana Vasquez to the Planning Commission.

Background and Overview:

The Hughson Planning Commission consists of five members appointed by the
Mayor, with a majority of the City Council, to alternating two-year terms. Currently,
there are three (3) vacancies for the Planning Commission. City staff has advertised
these vacancies for the past year and one (1) application has been received.

Susana Vasquez has expressed interest in serving on the Planning Commission by
means of the application process. If appointed, her term will begin immediately.

City staff conferred with Mayor George Carr regarding the recommendation to
appoint the new applicant. Mayor Carr agreed with the recommendation and asked
staff to present the item to the City Council for a majority vote.

At this time, the City Council has the opportunity to interview the applicant (to do so,
the item would need to be pulled from the Consent Calendar by a member of the
City Council), discuss the application, and ultimately appoint the applicant with a
majority vote.

Fiscal Impact:

Per the Hughson Municipal Code, Hughson Planning Commissioners are
compensated $50 per meeting attended and reimbursement of necessary travel and



other expenses incurred by the performance of their official duties. The City’s annual
budget includes funding for this commitment.



RECEIVED
0CT 18 2023

Glty Clerk's Office
City of Hughson

CITY OF HUGHSON
APPLICATION FOR PLANNING COMMISSION

NAME: _Susana Vasquez
HOME ADDRESS: NSNS Hughson CA, 95326

DO YOU LIVE WITHIN CITY LIMITS? YES _x NO

HOME PHONE:_ya CELL PHONE: [ummes
ARE YOU RELATED TO CURRENT CITY EMPLOYEES? YES y _ NO

IF YES, PLEASE LIST EMPLOYEE'S NAME AND RELATIONSHIP;

Jose Vasguez, sibling

OCCUPATION:_Emergency Department Tachnician

BUSINESS ADDRESS:_1700 Coffes Rd Modesto, CA 95355
EDUCATION (HIGHEST SCHOOL YEAR, DEGREES, ETC.):_High School Diploma

Modesto Junigr College- major in progress.
*EMPLOYMENT HIGHLIGHTS (Please submit resume)

PRIOR PIJBLIC SERVICE (IF ANY)'—VOI—U—M&@L(—EFOIQ&IIOF&&I’}’) Firnfightpr

PRESENT AND PAST COMMUNITY ACTIVITIES
(PLEASE DO NOT LIST PARTISAN POLITICAL ACTIVITIES) _Mentor at Fox Road Elementary,

11 ove Hughson, Christmas Parade 2022 _National Night Out 2023

WHAT DO YOU BELIEVE ARE THE MOST IMPORTANT ISSUES FACING HUGHSON TODAY (Relative to the
position being sought)?

%/L v
SIGNATURE: //Z DATE: 10/08/2003
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Deliver or mail to:  City Clerk, City Hall
7018 Pine Street/ P.O. Box 9
Hughson, CA. 95326

DEADLINE FOR FILING - Untll Filled,

CANDIDATE'S STATEMENT

As a candidate for the PLANNING COMMISSION of the City of Hughson, I submit the following
statement on why I am interested in serving as a City Commissioner:

My name is

WI|| be benef|0|al for future olannlnq

f"“"\’
DATE _10/08/2023 M//Z

SIGNATURE




Susana Vasquez

Objective: Commitment to the continuous growth, and safety of the organization. To
communicate efficiently with the public, as well as incorporate the community as a bilingual
candidate.

Work Experience:

Volunteer Firefighter

Hughson Fire Department

2315 Charles St. Hughson, Ca 95326

11/2022 to Present

Responds to emergency calls such as fires, accidents, and medical aid promptly, safely and
effectively.

Emergency Department Technician

Sutter Health Memorial Medical Center

1700 Coffee Rd. Modesto, CA 95355

09/04/2022 to Present

Assists Emergency Room Doctors and Nurses with delivering medical care such as vitals,
EKG'’s, paracentesis, central line, and arterial line placement.

Acute Care Nursing Assistant

Sutter Health Memorial Medical Center

1700 Coffee Rd. Modesto, CA 95355 09/11/2017 to 09/03/2022
Assisting patients with Activities of Daily Living under nurse supervision.

Home Health Aide

Covenant Care at Home

125 N. Broadway Turlock, CA 95380

06/14/2016 to 04/18/2018

Home Health and Hospice Aide. Assisting patients with Activities of Daily Living, under nurse
supervision.

Education: Major in Progress, Modesto Junior College - Modesto, CA
Certifications: AHA BLS Certified.
Volunteer: HUSD mentor 2022 to present

References:

Julie Strain- Member, Hughson City Council 408-483-9308

Scott Berner- Chief, Hughson Fire Department 209-883-2863

Cindy Benham- Principal’s Secretary, Billy Joe Dickens 209-883-4128
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CITY COUNCIL AGENDA ITEM NO. 3.5
SECTION 3: CONSENT CALENDAR

Meeting Date: October 23, 2023

Subject: Adopt Resolution No. 2023-50, Amending the City of
Hughson Personnel Manual

Enclosures: Summary of Amendments

Redlined Draft - Personnel Manual
Exhibit A — Clean Draft
Presented By: Ashton Gose, Executive Assistant/City Clerk

| {ﬁ ;n_ 2 J("“I
Approved By: =7 f\(__j}}‘i/u-{ -/}/KG_L{ L@LL)
City Manaéer :

Staff Recommendation:

Adopt Resolution No. 2023-50, approving amendments to the Personnel Manual for
employees of the City of Hughson.

Background:

On June 27, 2016, the City Council adopted Resolution No. 2016-22, approving
amendments to the City of Hughson Personnel Manual, making it consistent with
the current Memorandum of Understanding (MOU).

Prior to June 27, 2016, City Management met with representatives of the Hughson
Employee Association and Operating Engineers #3 (OE3) to review the 2016
approved Personnel Manual amendments. At this meeting, OE3 was in agreement
with the proposed amendments. It was also agreed that the Personnel Manual
needed a complete and thorough review. Since that process was going to take
longer than expected, the Personnel Manual approved in 2016 was the first step in
the revision process. City staff planned to continue working with the labor negotiating
team to bring forth a completely updated Personnel Manual in the near future. The
City Attorney had also identified other areas that needed to be reviewed for
consistency with Federal and State law and this was also going to be completed in
the next iteration of review.

In October 2022, administrative staff, and the City Attorney began an extensive
review of the current Personnel Manual and identified several areas in need of



revision. A summary of the proposed amendments is attached to this report as
“Attachment A — Summary of Amendments”.

The redlined version of the Personnel Manual, as well as the Summary of
Amendments, was provided to the representatives of the Hughson Employee
Association and Operating Engineers #3 (OE3) to review on August 24, 2023. The
Union is agreeable with the Personnel Policy proposed changes but ask the City to
give the Union an additional Meet and Confer on this Policy one year from adoption
to discuss the impact and effects to these proposed changes.

At the October 9, 2023 regular meeting this item was pulled from the Consent
Calendar by Councilmember Rush for special consideration. After discussion, staff
was directed to schedule a meeting with Councilmember Rush to answer questions,
and bring this item back to the October 23, 2023 regular meeting for approval.
Councilmember Rush informed staff that he did not need to meet prior to the October
23, 2023 meeting.

Fiscal Impact:

An estimated total cost of $10,000 to $11,250 by the City Attorney was budgeted
into the Fiscal Year 2022-2023 Final Budget for this project. The total cost as of the
June 2023 (received September 2023) invoice for this project through Neumiller and
Beardslee for Fiscal Year 2022-2023 was $8,825.



Attachment A
Summary of Amendments:

Legal Update: Updating Information Already Listed in the Personnel Manual
Legal Addition: Adding New Information to the Personnel Manual

Practical Update: Staff Recommending Changes to be Consistent with Practice

Section 1: General Provisions

Legal Update:

1.03. Non-Discrimination/Equal Employment Opportunity
1.05. Policy Against Discrimination, Harassment

Legal Addition:

1.04. Reasonable Accommodation Policy

1.06. Abusive Conduct Prevention/Anti-Bullying Policy
1.07. Anti-Harassment Training

Additional Explanation:

1.17 Driving Record

1.19 Safety

Section 2: Definitions

Legal Update:

2.06. Bereavement Leave
2.28. Overtime

2.36. Sick Leave

Legal Addition:

2.33. Retirement
Removal:

2.23 Immediate Family

Section 4: Classification of Personnel

Cleaned Up Wording



Attachment A

Section 5: Employment Categories

Legal Update:

5.04. Part-Time Employees

Section 7: Recruitment Process

Legal Update:

7.04. Examination Process
7.05 Promotional Examinations
7.06.02. Background Checks
7.06.03. Medical Examinations

Practical Update:

7.06.05. Probationary Periods

Additional Explanation:

7.06.05 Probationary Periods — “At-will”

Section 8: Salary and Compensation Plan Administration

Updated to be Consistent with the MOU:

8.03. Administration of Salaries — Longevity Bonus
8.12 Deferred Compensation

Removed, Outlined in the MOU:

8.03. Administration of Salaries — Incentives

Additional Explanation/Clarification:

8.03 Education Pay

8.04 Temporary Employees

8.05 Part-Time Employees

8.07 Clarified Change in pay Following Promotions

Legal Addition:

8.09. Pay for Employees in an “Acting” or “Interim” Capacity

Removed Outdated Information:

8.10 Group Medical Dental Life Insurance Benefits



Attachment A
8.11 Retirement Plan

Section 9: Employment Hours, Leaves, Vacation and Holidays

Legal Addition:

9.02. Timekeeping

9.04. Lactation Breaks/Accommodation

9.06. Make-up Time

9.11. Attendance Policy/Unauthorized Leave of Absence

9.14. Temporary and Permanent Disability Resulting from Workplace Injuries

9.25. Leave For Educational/Daycare Purposes. (Labor Code sections 230.7 and 230.8)

9.26. Volunteer Firefighter, Reserve Peace Officer, and Emergency Rescue Personnel. (Labor Code
section 230.3 and 230.4)

9.27. Voting Time Off. (Elections Code section 14000)

9.28. Leave Related To Domestic Violence, Sexual Assault, Stalking, Crimes Involving Physical
Injury and Because a Covered Family Member is Deceased Due to Crime. (Labor Code section 230,
230.1)

9.29. Crime Victims’ Leave. (Labor Code section 230.2)
9.30. Leave for Organ and Bone Marrow Donation (Labor Code section 1510)

Legal Update:

9.03. Meal and Rest Periods

9.07. Compensatory Time Off in Lieu of Overtime

9.10. Leave of Absence

9.12. Disability Leave for Pregnancy, Childbirth or Related Medical Condition
9.13. Temporary Leave of Absence as a Reasonable Accommodation of a Disability
9.15. Sick Leave

9.16.01. Vacation Leave Accumulation

9.18. Bereavement Leave

9.20. Family Care and Medical Leave

9.24. Military Spouse Leave (Military and Veterans Code section 395.10)
Updated to be Consistent with the MOU:

9.05. Overtime
9.22 Standby Duty



Attachment A

Section 10: Disciplinary Action

Additional Explanation/Clarification:

10.03 Incompetence

10.04.01 Notice of Disciplinary Action
10.06 Informal (Skelly) Hearing Procedure
10.07 Effect of Dismissal

Section 12: Drug Free Workplace
Legal Addition:

12.08 Cannabis/Marijuana
Additional Explanation/Clarification:

12.12.02 Off-the-Job Conduct

12.12.03 Use of Alcohol or Legal Drugs
12.16 Drug/Alcohol Testing

Section 14: Telephone and Cellular Phone Use Policy

Updated to Refer to the Approved Administrative Policy

The remainder of the changes are grammatical, and/or spelling, or changes in processes to be
consistent with what is being practiced, or conflicts with other approved Administrative
Policies.

i.e. City Clerk being changed to Director of Finance and Administrative Services (personnel
records) and the location of job postings, etc.



CITY OF HUGHSON
PERSONNEL MANUAL

ADOPTED , 2023
ADOPTED-JUNE27-2016

(RESOLUTION NO. 3622 -XX)

302802691




TABLE OF

CONTENTS
38060-18300-06/27/16




Table-of Contents

Page No.
SECTION 1-

GENERAL PROVISIONS: 3
LL0L. THHIE: oot bbbt 3
102, PUIDOSE ...ttt sttt sttt bbbt b bbb b e e b e bt e b e et e b e e b e r et be b nns 3
1.03. Non-Discrimination—/Equal Employment Opportunity..............ccocerereieneneneneiescseniens 3
1.04. Reasonable Accommodation Policy-AgastHarassment: .. ..o 3
1.05. Policy Against Discrimination, Harassment, and Retaliation............c.ccccovvevrvecrnvennnnnes 4

1.06. Abusive Conduct Prevention/Anti-Bullying POLICY............cccceeeirinniiicceiinenssenee 6
7

51
.............. 1.11. Dissemination of the Personnel Policy-

L2 1.15. Delegability of Powers by the City Manager

o e 1.18. Employment of Relatives

SECTION 2-

DEFINITIONS 8
2.01. AdMINISrAtiVE LBAVE:......ciiiiiiieieicti sttt re et sre s 810
2.02. Allocation.................. 810
2.03. Anniversary Date- ..... 810
2.04. Appointing Powers .... 810
2.05. Authorized Position:.. 810
2.06. Bereavement Leave....... 810
2.07. City. oot 910
2.08. Class.....cccourvruen. 911
2.09. COMPENSALION ...ttt reetee e seete e seere e e e teseseete e eee e seese e ssenesseseseesenenaesensesenens 911
2.10. Compensation Compensatory Time (Comp. TIME)s...c.cccvvvirierierieiiieseseieesi e 911

3035219



2.11.
2.12.
2.13.
2.14.
2.15.
2.16.
2.17.
2.18.
2.19.
2.20.
2.21.
2.22.

Continuous Employment- 911
Continuous Examination 911
Demotion........cccccevvevenenenn, 911
Department 911
DiSCIPIINANY ACHION: ...ttt enenens 911
Dismissal or Bisrissal-Termination. 9
Elgible- ... 9
Eligible Applicant Pool-... 9

Employee: ......ccovvvnennn.
Employee Organization--..
Good Standing-...
Grievance: .......cccoceeuenee.



Page

22 e e e e e ————— 2.25. Leave of Absence

2.27. MIIANY LEBAVE.....c.eiviiiieeiiietee ettt 12

B4 T O V7] 1 11111 OO Milipreave

................................................................. 1012

2029, OVEITHMIE. 1ttt ettt ettt ettt ettt ee etttk et 10

2D e 2.29. Performance Evaluation-

.................................................................................................................. 1112

T TT VT U T P RO PO RO OO PO PP URU P PRTORPTON 2.30. Personnel Manual/Rules—

.................................................................................................................. 1112

e e 2.31. Personnel Officer-

............................................................................................................... 1112

2 e 2.32. Probationary Period-—

............................................................................................................... 1112

2.33. RELIMBIMENL ......cuveeieeieeiiiees ettt e et 12

2.34. SAlary RANQE: ....c.evieeeiieieieie et .12

2.35. SAlANY STEP: .viictiiiieece e o 2212

2.36. SICK LBAVE ...cueuieeeieieiieieieie ettt ettt n et et e e s e e se e senesaereneennnens 1113
2.37.
2.38.
2.39.

SECTION 3-

GENERAL INFORMATION OF THE CITY ORGANIZATION:- 11
3.01. GOVENING BOUY .....ociieiiieieisieiceese ettt ettt sne e 1113
3.02. AdMINISIIALION: ©1.viviieiciciece et re et b e e re bt e 1213

SECTION 4-

CLASSIFICATION BESCRIPTION-PLAN 120F PERSONNEL
4.01. Personnel OrganiZation:.........cccoviiieieiisiiise e e e ere e 1213
4.02. ProportonotPen 42 Determination of Personnel Classification

....................................................................................................................................... 13

4.03. Adoption, Amendment, and Revision of Plan-Personnel Classification .. 1214

4.04. Allocation Of POSITIONS. .........cerirrireirieeese e . 2214

4.05. New Positions: ....... w2214

4.06. RECIASSITICALION: .....e.veieiiciiees e 1214
SECTION 5-

EMPLOYMENT CATEGORIES: 13
5.01. Probationary EMPIOYEES: .......ccccviieiiiiiie et 1314
5.02. Regular Full-Time EMPIOYEES:.......cccoeiriiieireeeee e . 1314
5.03. Temporary EMPIOYEES: .......cccvviiririiniee e .. 1314
5.04. Regular Part-Time EMPIOYEES: ..ottt 1315
5.05. RENIred EMPIOYEES: ......ceiiiiiiieiirieieisieie sttt ettt sae e nesnenen 1315



(continued)
Page
5.06. EMErgeNnCY EMPIOYEES. ..ottt 1415
5.07. AppPointed EMPIOYEES: .......coiireeeirieiiisieiereeee ettt snenens 1415
SECTION 6

FAIR LABOR STANDARDS ACT EMPLOYEE CATEGORIES 14
6.01. NON-EXEMPL PErSONNEL: ... .ccuiieiiiiiicei et e 1415
6.02. EXEMPL PEISONNEL: . ..o 1416

SECTION 7-

RECRUITMENT PROCESS 14
T.01. ANNOUNCEMENT: ..ottt ettt b e e b e se e st e se e b e s bt e eenbe e e e nneenes 1416
7.02. Application Forms--... . 2416
7.03. Disqualifications............ ... 1516
7.04. Examination Process-........... ... 1516
7.05. Promotional Examinations .. 1517
7.06. ContinUOUS EXAMINATIONS: .......cveiriereiieieieicse e .. 1517

707 Nettfication-of-Examination-RestHs-ane-REVIBWY ..o 16
708 Backgrotnd-CREEKS: .. v it 16



SECTION 8-

SALARY AND COMPENSATION PLAN ADMINISTRATION- 17
B.01. SAlArY RANQES. .. ..eeiueiireeieieieirieie ettt ettt sttt et et e se e etenesaereneenenea 1719
8.02. Salary OrganiZatiONe.........ccccoiivieiieiiiieie st b e b ere e 1719
8.03. AdmIinNiStration Of SAIAMES— .......cccviiiiircee e 1719
8.04. TemPOrary EMPIOYEES: ......cciivieiirieieisiei ettt 1921
8.05. Part-Time EMPIOYEES. .....ccooiiriiiirieiiisiet ettt 1921
8.06. Performance EVAlUALIONS: .........ccoueiiiieirieeiee ettt 2022
8.07. Change in Pay FOllowing Promotion ...........cocoeiriiniiiieienscseese e 2022
8.08. Re-Classification Change iN Payx.......c.cccvviirnreiineiisiisreesesessee e 2022
8.09. Pay for Employees in an “Acting” or “Interim” Capacity ..........coceovrerererenereiennenens 2023
8.10. EMPIOYEE BENETITS: ..cuiiiiiicieiricicse e 2123
8.11. REtIFEMENT PIAN.....etiiiieiiceeeee ettt snenen 2224
8.12. Deferred COMPENSALION: ......cuvviuiririiiiiei ettt 2224

813 Credit-MON-PIOGIAM: L.viiiiiii et bbbttt 22
B 8.13. Unemployment Insurance-
................................................................................................................................... 2324
BAD 8.14. Damaged Clothing Reimbursement-
................................................................................................................................... 2324
BB 1 et 8.15. Mileage Reimbursement-

S e e e 8.17. Safety Equipmeﬁ

................................................................................................................................... 2325
SECTION 9-

EMPLOYMENT HOURS, LEAVES, VACATION, AND HOLIDAYS- 23

9.01. HOUIS OF WOIK: ...ttt nee s 2325

0.02.  OMEHHAE ..ottt 24 Timekeeping

.03, Meal aNd RESE PEIIOUS. .......cviviiriiie ettt sttt sttt sre st sbe et sbeenaesbears

9.03
9.04

.04, Lactation Breaks/Accommodation

9.05. Overtime............

9.06. Make-up Time 27

9.07. Compensatory Time Off in Lieu of OVErtime ........ccccovvieireiieirieeneeecseeeseees 28
G0 e 9.08. Administrative Leave-
................................................................................................................................... 2428
G0 9.09. Jury Duty and Court Appearances:
................................................................................................................................... 2529



Page

DS e e e ————— 9.10. Leave of Absence

9.07-.9.12. Disability Leave for Pregnancy, Childbirth or Related Medical Condition.-
................................................................................................................................... 2631
9.13. Temporary Leave of Absence as a Reasonable Accommodation of a Disability........... 32
D e 9.14. Temporary and Permanent Disability

.............................................................. 27 Resulting from Workplace Injuries

.............................................. 9.19. Military Leave

........................................................ 3038

D 9.20. Family Care and Medical Leave-
................................................................................................................................... 3038
e 9.21. Catastrophic Leave Policy-—

..................................................... 3346
e e 9.22. Standby Duty-

.9.23. Callback-




feertinuody
Page
9-19. 9.24. Military Spouse Leave: (Military and Veterans Code section 395.10)........... 3548
9.25. Leave For Educational/Daycare Purposes. (Labor Code sections 230.7 and 230.8)...... 48
9.26. Volunteer Firefighter, Reserve Peace Officer, and Emergency Rescue Personnel. (Labor

Code section 230.3 aNd 230.4) .....ccveiereriiiiieieer et e 49
9.27. Voting Time Off. (Elections Code section 14000)
9.28. Leave Related To Domestic Violence, Sexual Assault, Stalking, Crimes Involving

Physical Injury and Because a Covered Family Member is Deceased Due to Crime.

(Labor Code Section 230, 230.1).....cccoeermrererreereeiiesree e 50

9.29. Crime Victims’ Leave. (Labor Code section 230.2) .......ccceveieeieiieiieieeciesiesieseee e 51

9.30. Leave for Organ and Bone Marrow Donation (Labor Code section 1510) ........c.ccc.e.e. 51
SECTION 10-

DISCIPLINARY ACTION 36
10.01. DiSCIPIINAIY POWET .....c.oiviiiiieiiiiieiiieeeniee ettt 3652
10.02. Causes of DiSCIPHNArY ACHION: ........ccvvieiriiirseese e 3652
10.03. INCOMPELEINCE ...c.viveeeieeiieieite ettt sttt be bbbt et e bt be b e b e st ebesbesbeseeneesesnesbesaene 53
40:0310.04. Definitions of “Disciplinary ACtION": .........cccvrerirriereeresee e 3854

Lblat isciph O ottt s 39
10.05. Suspension Prior to Disciplinary Action or Dismissal= ........c.cccoveerireiirnenneienenn. 3956
10.06. fafermed Informal (Skelly) Hearing ProCedures..........oovvveineenneinec e 4056
10.07. Effect Of DISMISSAL........ccoiieiriieiieeesiee et 4157
10.08. LAYOTTS: 1.ttt 4157
10.09. RESIGNALION:....c.cveiiiireirteierre et 4157

SECTION 11--

GRIEVANCES: 4%
11.01. 4158
11.02. 4158
11.03. Presentation 0f GHEVANCE: .........cccreirieirce e 4158
11.04. Grievance Procedure/First Step (Informal DiSCUSSIONS).......ccccevrvreerieerinieinieenenne 4258
11.05. Grievance Procedure/Second Step (Formal GrievanCe)— ........ccccovevreernencnieennnns 4258
11.06. Grievance Procedure/Third Step (APPEal)........ccrvreireinseienee e 4258
1108 DeciSion-OR-APPEAE .ot 42

SECTION 12-

DRUG FREE WORKPLACE 42
12,00, PUIPOSE .ttt ete ettt be st ettt et et e e e me et e e bt see e e e eaeebeeaesbe e eneabeabenbesbe e eneareeaenean 4259
12.02. EMPIOYEe COOPEIAtION......ccveuiiiieiiiieieisieeriete ettt 4359
12.03. DEFINITIONS. ..ttt 4359
12.04. Consent for Use 0f Legal DrUgSe .....cccccoeirrirrerisei e 4360
12.05. Prohibited CONAUCE: ........ceiiiiiiiieiiieeiee e 4461
I 0T AN oo 1o SRS 61
12.07. THEQAI DIUGS. ....cveiieiieiirieiieie ettt et sb et abeneas 61
12.08. LEGAI DIUGS . .veveveereiirieieieiee ettt ettt an e 62
12.0612.09. DiSCIPliNary ACHON: ......coviieririiisieerese s 4562
42.0712.10. Drug Free AWAreness Program:.......ccouvireirneiinmiinseesreesessesreesesneesnenes 4562
12.11. Criminal CONVICLIONS ......c.vveviriiieiiieieisi ettt 63

3035219



feertinuody

Page
42:0812.12. Unregulated or Authorized CondUCE:..........ccooveririirniineceee e 4663
42.0912.13. Qualified Disabled EMPIOYEES=.......ccccerireerieeireeieneeeeee e 4663
12.14. Reasonable ACCOMMOALION..........ccvciiiriiriiieiciisese e sae 64
22.20: 12.15. Confidentialitys ..c.oviiiiieieice e 4764
42.2112.16. Drug/AICON0I TESHING: ..vovvivereiriierieereseerre s 4764

SECTION 13-

TECHNOLOGY USE AND PRIVACY POLICY 48
13,01, GENEIAL- ... 4865
13.02. Technology Resources Definition..........ccouviiririeirieiinineieesse e 65
13.03. AULNOTIZALION ...ttt 66
13.04. USE ..ottt ettt b etttk e Rt R et R et et ne bR e s ne e e eneneas 66
13.05. IMPIOPEE USE.....uviiiiiiieiisieeie sttt sttt sttt st e e e s be et esbe s b e e besbeeneenee e 66
43:0213.06. City Access To Technology RESOUICES= ......cccoeiirieriniinieiisiesiee e 4967
13.07. PIIVACY ..ottt ettt bttt et b et b bbbt e b ettt b ne s 67
13.08. PASSWOIAS. .....ecueuverineareririesiieietstese et s et b ettt b bt ne ket b ek ne bbb b bt nr et an s 67
13.09. Data COUECHION .....ovveriieiiieieeeiee ettt sttt et e sae e nesneneas 67
13.10. Deleted INfOrMatioN .........cviviiiiiiiieict et srenae s 68
13.:0313.11. The Internet And ON-LiNe SEIVICES:.....c.civiivirierieiceie et 5168
23:0413.12. MONITOIING cvviveiviiiieteciee ettt b e aeresbe st et e e aneereeaen 5169
43:0513.13. SOMWAIE USEx....ociieiiieiciseeieese et 5269
43:0613.14. Confidential INFOrMatioN—...........ccocoveriiineic s 5269
13.0713.15. Software FOr HOME USE......cc.cvciiiiiiiicicese ettt 5269
E3:0813.16. SECUNILY= vttt ettt 5270

SECTION 14—
TELEPHONE AND CELLULAR PHONE USE POLICY 52

14.01. Refer to Approved Administrative Policy:.




feaptinuody
Page
14.03. Cellular SErvice BilliNg........cccoviiieiriiiiieinceneee e 5370
14.04. Telephone POIICY s ....ccvcviiriiiieeset ettt 5371
SECTION 15-

MISCELLANEOUS: 54
15.01. AMENAMENTS: .eviuieeiiieteerieie ettt e e se et et ene e et e e bese st s e s ese e seene e esens 5471
15.02. Training Of EMPIOYEES. .....cciiiiieiiiiesie ettt ens 5471
15.03. Outside Work................. 5472
15.04, SEVEIADTIITY = ...ttt 5472

[Link-to-previous setting changed from on in original to off in modified.].
i

3035219
1728026-1



CITFY-OF HUGHSON

. ) . nl_h("f\l\l_l\!l_l hf\l'lf“\/ l'\l_ll\r\l JAN
[Link-to-previous setting changed from off in original to on in modified.] =——

CITY OF HUGHSON

PERSONNEL POLICY MANUAL

EMPLOYEE ACKNOWLEDGMENT

I have received my copy of the City of Hughson Personnel Policy Manual. | understand
that 1 am responsible for familiarizing myself with information in this manual and understand
that it describes the general personnel policies of the City that governs my employment.

Since the information, policies, and benefits described in this booklet are necessarily subject to
change, | understand and agree that any such changes can be made unilaterally by the City in its
sole and absolute discretion, and that material changes will be made known to employees
through the usual channels of communication within a reasonable period of time.

Date:

Signature:

Print Name:
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CITY OF HUGHSON

PERSONNEL POLICY MANUAL

STATEMENT OF PURPOSE

The personnel rules and procedures outlined in this document apply to all employees
regardless of union or association affiliation, except as noted herein. The purpose of these rules
and procedures is to establish a high degree of understanding, cooperation, efficiency, and unity
for employees in the City service, and to establish systematic and uniform procedures for the
handling of personnel matters, and to implement the provisions of Hughson Municipal Code §
2.08.070, which state: “The city manager shall have the power and shall be required to appoint,
and, when necessary for the good of the service, remove any employee of the City, subject to the
personnel rules, except the city attorney, city treasurer, commissioners and elected officials.”

The fundamental objectives of this document are to:

1 Maintain and promote economy and efficiency in the City service.

2. Maintain a uniform job classification and a compensation plan based upon the
relative duties of each classification.

3. Provide fair and equal opportunity to all persons who apply for City employment
through nondiscriminatory and practical methods of selection.

4. Promote high morale among employees by providing good working conditions,
opportunity for advancement, consideration for employees’ welfare, and a basis for
understanding the conditions of City employment.

5. Develop a program of recruitment and advancement that will make City service
employment equitable and attractive as a career, and encourage each employee to give
his or her best service to the City.

6. Carry out the personnel policies of the City Council.

This Personnel Manual shall not apply to any employees in a represented employee’s
organization unit to the extent to which this policy is inconsistent with the terms of an agreement
or memorandum of understanding covering such employees. If this policy is contrary to or
inconsistent with the terms of an agreement or memorandum of understanding, the language in
the agreement or memorandum of understanding will control.

%
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This Personnel Manual supersedes and replaces all previous personnel policies, practices,
and guidelines. The City Council reserves full discretion to add to, modify, or delete provisions
of this Personnel Manual, at any time without advance notice.

%
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SECTION 1SECHON-1-
GENERAL PROVISIONS:

1.01. 10% Title.
IS

This manual shall be known and may be cited as the “Personnel Manual.”

1.02. 102-Purpose.
The purpose and objectives of the Personnel Manual are described in the Statement of
Purpose on page 1.

1.03. Non- Dlscrlmlnatlon/EguaI Employment Opportunity. The City of Hughson is
committed to a policy of equal employment opportunity for applicants and employees.

Employment decisions will comply with all applicable laws prohibiting discrimination in
employment, including Title VII of the Civil Rights Act of 1964, the Age Discrimination in
Employment Act of 1967, the Immigration and Nationality Act, the California Fair Employment
and Housing Act (California Government Code section 12940), and all applicable £eeatlocal,

state and federal laws.

Furthermore, the City believes that all persons are entitled to equal employment opportunity and
does not unlawfully discriminate against its employees or applicant because of race, religious
ereedcolor, national origin, ancestry, citizenship, religion (including religious dress and

rooming practices), sex (including pregnancy, perceived pregnancy, childbirth, breastfeeding or
related medical condition), gender identity, gender expression, reproductive health decision-
making age—mantal—status physmal or mental dlsablllty, egallg grotected medical condltlon-

or |nformat|0n fam|I¥ status caregiver status! marltal status domestlc Qartner status, sexual

orientation, genetic information, military status, veteran status, or any other basis protected by
local, state or federal laws. An equal employment opportunity will be extended to all persons in
all aspects of the employer-employee relationship, including recruitment, hiring, upgrading,
training, promotion, transfer, discipline, layoff, recall, and termination.

1.04. Reasonable Accommodation Policy. To carry out the City of Hughson’s
commitment to providing equal employment opportunity for, and inclusion of all applicants and
employees, the City will provide reasonable accommodations, including as required under
applicable laws, in accordance with this policy.

Reasonable Accommodations Related to Disability and Religion: The City will provide

reasonable accommodations for (i) applicants with disabilities and employees with dlsabllltles

unless they cause undue hardship or result in a direct threat to the health and safety of others, i
accordance with the Americans with Disabilities Act, Fair Employment and Housing Act and
other applicable laws, and (ii) applicants and employees based on their sincerely-held religious
beliefs, practices, or observances unless the accommodation would cause undue hardship in

accordance with Title V11 of the Civil Rights Act, the Fair Employment and Housing Act and
other applicable laws. Employees seeking such accommodations should promptly notify the

Director of Finance and Administrative Services.

Pregnancy-Related Reasonable Accommodations: The City will provide reasonable
accommodations to employees who are affected by a pregnancy, childbirth, or related medical
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conditions, as medically advisable. Such accommodations may consist of: (i) Modified work

duties or a modified schedule to permit earlier or later hours or more frequent breaks; stools
chairs or other furniture; modified or acquired equipment or devices; reduced work hours; or
other accommodations; (ii) A temporary transfer to a less strenuous or less hazardous position if
such transfer can be reasonably accommodated, or (iii) a “Pregnancy-Related Disability Leave”
if the employee is disabled by pregnancy as described in Section 9.12.

NOTE: Employees seeking accommodation related to lactation, should refer to the separatee
Lactation Accommodation Policy described in Section 9.04.

Employees seeking a pregnancy-related accommodation, including transfer, under this
policy should notify the Director of Finance and Administrative Services. Notice must be timely
and provided by employees in advance when the need for reasonable accommodation is
foreseeable: in all other circumstances, notice must be provided as soon as practicable. Failure to
give advance notice when the need is foreseeable may delay the reasonable accommodation or
transfer until thirty (30) days after the date the employee provides notice (unless such delay
would endanger the health of the employee, her pregnancy, or her coworkers).

1.05. 1.84-Policy Against Discrimination, Harassment-
and Retaliation. The City of Hughson is committed to providing a work environment

that is free of unlawful discrimination, harassment, and retaliation. In keeping with this

commitment, the City maintains a strict policy prohibiting unlawful discrimination or
harassment on the baS|s of race—tel+g+eus~epeeel color, natlonal orlgln ancestry, medical

pregnancy, perceived pregnancy, childbirth, breastfeeding or related individualmedical condition

of-a-female-employee), gender;-or identity, gender expression, reproductive health decision-
making, age, physical or mental disability-, legally protected medical condition or information,
family status, caregiver status, marital status, domestic partner status, sexual orientation, genetic
information, military status, veteran status, or any other basis protected by local, State or federal
laws. The City also prohibits retaliation, including the discharge, expulsion or other adverse acts
against any person because he or she has opposed any unlawful practices or because the person
has filed a complaint, testified, or assisted in any investigation of such practices.

Unlawful discrimination, harassment of or retaliation against an applicant or employee by
a supervisor, management employee or coworker on the bases listed above will not be tolerated.
Similarly, the City will not tolerate unlawful conduct by its employees directed toward non-
employees with whom the City employees have a business, service, or professional relationship
(such as independent contractors, vendors, volunteers, or interns.) The City will also attempt to
protect employees from such prohibited conduct by non-employees in the workplace.

Disciplinary action up to and including termination will be taken for behavior described
in the following definition-efdefinitions of discrimination and harassment.

Unlawful discrimination, when based on the employee’s protected status described above
includes: refusing to hire or employ a person or to refuse to select the person for a training
program leading to employment or to bar or discharge a person from employment or from a
training program leading to employment or to discriminate against the person in compensation or



in terms, conditions, or privileges of employment (i.e. benefits, promotions, transfers
disciplinary action, etc.).

HarassmentUnlawful harassment includes, but is not limited to:

1.05.01. A= Verbal Harassment. For example, epithets, derogatory comments
or slurs on any of the bases listed above.

1.05.02. B. Physical Harassment. For example, assault, impeding or blocking
movement, or any physical interference with normal work or movement when directed at an
individual on any of the bases listed above.

1.05.03. & Visual Forms of Harassment. For example, derogatory posters,
notices, bulletins, cartoons, or drawings on any of the bases listed above.

1.05.04. B Sexual Harassment. Unwelcome sexual advances, requests for

sexual



favors, and other verbal or physical conduct of a sexual nature which is
conditioned upon an employment benefit, unreasonably interferes with an individual’s work
performance, or creates an offensive work environment._Sexually harassing conduct can be by a
person of either the same or opposite sex. Sexually harassing conduct need not be motivated by
sexual desire to violate this policy.

1.05.05.

1.05.05. Many persons-are not aware that their behavior is offensive or
potentiathycould-constitute-harassmentReporting and Investigation Procedure. Any individual
(employee or applicant) who believes that he or she has been discriminated against, retaliated

galnst or harassed on any of the bases Irsted above sheetd—rmmedﬁely—rr#enm#reeﬁendeﬁhat

complalnt of the incident and the name(s) of the |nd|V|duaI(s) involved to the supervisor and/or
Department Head nearest them in the chain of command who is not involved in the harassment.

Supervisors and/or Department Heads shall immediately report any incident of
harassment to the City Manager. In the event that the City Manager is the person of whom the
complaint is made, the supervisor and/or Department Head shall immediately report any incident
of harassment to the Mayor.

Within 24-heursone business day of receiving such a report_(or as soon as possible
ereafter1 the Clty Manager or the Clty Manager S de3|gnated representatlve{unlessertheersthe

k If in the mtervrewrng
party’s oplnlon there are grounds to |nvest|gate further the |nterV|eW|ng party(ies) shall
promptly thereafter interview the person of whom complaint is made, and other persons who may
be considered necessary, such as percipient witnesses. If, in the opinion of the investigators, the
matter can then be resolved by appropriate warnings, correction action short of the imposition of
discipline, or conciliation between the parties, they shall do so.

The interviews and investigations shall be restricted to the harassment issue under
investigation; a record, including tape recordings, may be kept, and the City Manager {or Mayer)
and-City Manager’s {or-Mayor’s)-designated representative shall maintain a confidential holding
file documenting any investigations made, and the resolutions thereof. Parties interviewed shall
not be placed under oath, norshat-they-be-entitled-toand non-union employees may be
interviewed without representation-during-the-initial-irvestigation.

If the matter cannot be resolved by appropriate warnings, corrective action short
of the imposition of discipline or conciliation, and the investigators feel that the imposition of
discipline is required, such discipline shall be imposed pursuant to the procedures established in
this Personnel Manual.



In the event the imposition of discipline is required, all rights to representation,
hearings, and appeal granted by the City’s Municipal Code, Personnel Manual, and applicable
state or federal Iaw shaII be observed

AII |nvest|g trons erI remain confrdentral to the extent aIIowed by law. The City
Manager (or designated representative), will notify the employee who lodged the complaint of
progress during the investigation, including documentation where applicable and tracking for
reasonable progress and timely notification of the results of the investigation. The investigation
will be conducted in a fair, timely, and thorough manner (e.q. parties will receive appropriate due
process, the City will reach reasonable conclusions based on evidence collected, etc.), but the
City may not be able to provide complete confidentiality. Employees making complaints are
xgected to coogerate fully with the person(s) designed to |nvest|gate the comglaln

There will be no retalratron for the makrng of a complamt but the making of a
knowingly false complaint of harassment may be grounds for discipline.

All employees, supervisors, and managers shall be sent copies of this Policy and
this Policy shall be posted in appropriate places.

HarassmentDiscrimination, harassment, and retaliation as defined above, violates
Title VII of the Civil Rights Act of 1964, the California Geverament-CodeFair Employment and
Housing Act, and regulatory guidelines of the Equal Employment Opportunity Commission
(“EEQC™), and the California Civil Rights Department (“CRD”) (formerly the Department of
Fair Employment and Housing-Cemmission.) In addition to notifying the City about
discrimination harassment or retaliation complarnts affected employees may also direct therr
complaints to the €a y /
hasCRD or EEOC, which have the authorrty to conduct |nvest|gat|ons of the facts The deadllne

for filing complaints with the BFEH-is-ore-yearCRD is three years from the date of the alleged
unIanuI conductAHheDFEHbehamsthapaeemplamLMMandse&mmeﬁeﬂsiaH%e

to frle comglarnts wrth the EEOC is three hundred g300) days from the date of the alleged
unlawful conduct. Employees can contact the-nearest- DFEHa CRD or EEOC office erthe

FEHC-at the locations listed in the City’s BFEHCRD/EEQC poster or by checking the state
government-HstingState Government listings in the local telephone directory.

Violation of this policy may constitute cause for discipline, up to and including
termination.

1.06. Abusive Conduct Prevention/Anti-Bullying Policy. The City also prohibits and
will not tolerate any form of workplace bullying by and against the City’s employees
supervisors, managers, applicants for employment, and others in the workplace environment,
including customers and vendors. Every employee is responsible for maintaining and
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contributing to an environment that is free from bullying. All employees (including supervisors
and managers) are expected to conduct themselves in a manner that demonstrates professional
conduct and mutual respect for others. Supervisors and managers must make every reasonable
effort to establish and maintain a workplace free of bullying and abusive conduct.

For purposes of this policy, abusive conduct is conduct of an employer or
employee in the workplace, with malice, that a reasonable person would find hostile, offensive
and unrelated to an employer’s legitimate business interests. Abusive conduct may include
repeated infliction of verbal abuse, such as the use of derogatory remarks, insults, and epithets
verbal or physical conduct that a reasonable person would find threatening, intimidating, or
humiliating, or the gratuitous sabotage or undermining of a person’s work performance.
However, a single act shall not constitute abusive conduct, unless especially severe and
egregious.

This description above is illustrative only and not exhaustive. No form of
workplace bullying or abusive conduct will be tolerated.

1.07. Anti-Harassment Training. Every City employee is required to undergo training
regarding the prohibition on harassment, discrimination, and retaliation within his or her first six
months of assumption to a position and at least once every two years thereafter. Supervisory
employees are required to undergo 2-hours of training and all other employees are required to
undergo 1-hour of training. An employee who fails to comply with this section may be subject to
disciplinary action, up to and including termination of employment.

1.08. 1-05-Immigration Law Compliance.

The City is committed to full compliance with the federal immigration laws. These laws
require that all individuals pass an employment verification procedure before they are permitted
to work. This procedure has been established by law and requires that every individual provide
satisfactory evidence of his or her identity and legal authority to work in the United States no
later than three business days after he or she begins work. Accordingly, all newly hired
employees must go through this procedure.

1.09. 1-06-Age Requirements.

The minimum age requirement for regular employment by the City of Hughson is
eighteen (18) years of age._Persons younger than eighteen (18), but who are at least sixteen (16)
years of age may be eligible to participate in the City’s Volunteer and Internship Program. All
minors under the age of eighteen (18) must have written approval of a parent and/or guardian to
participate in the program.

1.10. 1-07-Fair Employment Practices.

Any technique or procedure used in recruitment and selection of employees shall be
designed to measure only the jeb+elatedjob-related qualifications of applicants. No questions in
any tests, or in any application forms, or by any department manager shall be so framed as to
attempt to elicit information concerning the prohibited bases of discrimination set forth in
Section 1.03 above, or political opinion or affiliation. Nothing herein contained shall be
construed to preclude the execution of loyalty oaths as is permitted by law.

1.11. 21.08-Dissemination of the Personnel Policy.
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Copies of the Personnel Policy shall be provided to all employees. Copies shall be on
file in the Personnel Department and in each department manager’s office. Where departmental
rules and regulations are in force, copies of such rules will also be available to employees of that
department.

1.12. 169-City Rights.

The City Manager and other persons such as the City Council may authorize, has the
exclusive right, in accordance with applicable laws and regulations, to take certain actions
including, but not limited to, the following:

Ac Directing of employees in the performance of their duties;

B- Hiring, promoting, transferring, classifying, and assigning employees;
c Disciplining or dismissing employees;

b- Determining the City’s purpose, budget, and organization; and

E

Determining and effectuating methods of implementing the foregoing.

1.13. 1:10-Personnel Management Responsibilities.

The City Manager is responsible to the City Council, pursuant to the Hughson Municipal
Code Section 2.08.070, to appoint, and when necessary for the good of the City, to remove any
employee of the City, subject to the Personnel Manual, except the city attorney, city treasurer,
commissioners and elected officials.

1.14. +41-Administration of Rules.
The City Manager, subject to the direction of the City Council, is responsible for the
administration of the rules set forth in this Personnel Manual.

1.15. 122 DelegationDelegability of Powers by the City Manager.
The City Manager, in his or her absence or disability, may delegate any of his or her

authority set forth in these rules as he or she may deem appropriate and necessary.

1.16. 223-Employee Organizations.

Employees of the City shall have the right to form, join and participate in the activities of
employee organizations of their own choosing for the purpose of representation on all matters of
employer-employee relations including but not limited to wages, hours, and other terms and
conditions of employment. Employees of the City also shall have the right to refuse to join or
participate in the activities of employees organizations and shall have the right to represent
themselves individually in their employment relations with the City. No employee shall be
interfered with, intimidated, restrained, coerced or discriminated against by the City or by any
employee organization because of his or her exercise of these rights.

In the event provisions of these rules contradict those included in a Memorandum of
Understanding accepted by the City Council and in effect between the City and formally



recognized employee organizations, the terms of the Memorandum of Understanding shall
prevail.



1.17. 1314-Driving Record.
The following policy shall be applicable to each City employee. (Refer to section 8.17
for mileage reimbursement for use of personal vehicles for city business.)

The City will obtain a driver’s record report from the State Department of Motor

Vehicles for each existing and new employee(s) as driving may be a regular part of every
City employee’s business duties. The City may from time to time obtain updated reports. Any
employee subject to this policy shall cooperate with the City in obtaining such reports.

Each employee subject-to-this-pehiey-shall maintain a safe and careful driving record.

1.18. 115-Employment of Relatives.

Relatives of present employees may be hired by the City only if (1) individuals
concerned will not work in a direct supervisory relationship, and (2) the present employee is not
in a position classified as “confidential,” and (3) the employment will not pose difficulties for
supervision, safety, security, or morale. “Relatives” are defined to include spouses, registered
domestic partners, children, sisters, brothers, mothers or fathers, or children-in law, sisters-in-
law, mothers-in-law, brothers-in-law, or fathers-in-law.

In the event that a change in status occurs (as by marriage, promotion, job assignment,
demotion, adoption) with respect to present employees then the present employees will be
permitted to continue employment with the City only if they do not work in a direct supervisory
relationship with one another, and neither is in a “confidential” position, and they do not pose
difficulties for supervision, security, safety, or morale. If employees whose status changes do
work in a direct supervisory relationship with one another, or one is in a confidential position, or
the relationship poses difficulties for supervisors, safety, security, or morale, then the City will
attempt to reassign one of the employees to another position for which he or she is qualified, if
such a position is available. If no such position is available, then one of the employees will be
required to leave the City employment. The decision as to which employee will leave is left
solely to the affected employees.

This policy shall be effective for all employees hired after the date of the resolution of the
City Council adopting these Rules.

1.19. Safety. Every employee is responsible for safety. To achieve our goal of
providing a completely safe werk-placeworkplace, everyone must be safety-conscious:, and
employees are expected to abide by safety policies and practices that are available from each area
superintendent or the City Clerk’s office Please report any unsafe or hazardous condition
directly to your supervisor immediately. Every effort will be made to remedy problems as
quickly as possible.

In case of an accident involving a personal injury, which is work-related, regardless of
how serious, please notify your supervisor and the employee performing the Risk Management
function immediately. Failure to report accidents can result in a violation of legal requirements,
and can lead to difficulties in processing insurance and benefit claims.



If an employee is injured on the job, he or she will be entitled to benefits under the
Worker’s Compensation laws in most cases. The City carries Worker’s Compensation
insurance



and will assist employees to obtain all benefits to which they are legally entitled.

1.20. 1-A7-Personnel Records.

The Gity-ClerkDirector of Finance and Administrative Services shall maintain a-rester
cardelectronic records and personnel files for each employee, showing his or her name, title,
department, salary, changes in employment status, leave record, and other pertinent information.
Personnel files shall also be maintained for each employee, to include the employment
application, copies of personnel actions, accident reports, training courses completed,
commendations, reprimands, and other pertinent documents.

All personnel records including applications, examination papers, eligible lists, etc., shall
be considered confidential and shall be made available only to the employee or to a department
head and concerned; except that an employee may inspect his or her personnel records at
reasonable intervals and at reasonable times_upon written request. A candidate in an examination
may review only his or her own test papers when test material is open for inspection. A
candidate shall not have the ability to review any confidential portions of any background
investigation in order to maintain the integrity of receiving truthful information from
respondents.

All employees, including those on leave of absence, shall keep the Personnel Office
informed as to their current home address at all times.

SECTION 2SECHON-2:
DEFINITIONS:

2.01. 2:04-Administrative Leave.

Administrative leave may be provided to management and mid-management employees
who do not incur overtime. The amount of time off will be governed by the current
memorandum of understanding which is in effect.

2.02. 2-02-Allocation.
The official determination of the class to which a position belongs or the approved
number of positions in an appropriate class.

2.03. 2-03-Anniversary Date.

The date the employee began a current continuous service.

2.04. 2-04-Appointing Power.
The officers of the City, who in their individual capacities, or the City Council, have the

final authority to make the appointment to the position to be filled.

2.05. 2.05-Authorized Position.
A specific work position, within a job classification, which is or may be held by an
employee, and has been expressly approved by the City Council by inclusion within the budget.
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2.06. 2-06-Bereavement Leave.

A period of time allowed with or without pay to a regular employee in the event of death

within-the-immediate-famihy-of a family member as defined by applicable law. (California
Government Code section 12945.7).




2.07. 207 City.

City means the City of Hughson, a municipal corporation, and where appropriate herein,
“City” refers to the City Council, the governing body of said city, or any duly authorized
management employee as herein defined.

2.08. 2:08-Class.

All positions sufficiently similar in duties, authority, responsibility, and working
conditions to permit grouping under a common title and the application with equity of common
standards of selection, transfer, promotion and salary.

2.09. 2:069--Compensation.

The salary, wage allowance and all other forms of valuable consideration earned by or
paid to any employee by reason of his service in a position, but not to include any compensation
for expenses incurred incidental to employment.

2.10. 2-16-CoempensationCompensatory Time (Comp. Time).

2
Accumulated time which an employee can bank in lieu of overtime payment.

2.11. 2-21-Continuous Employment.
ity employment which is uninterrupted except by authorized absences.

2.12. 2-12-Continuous Examination.
An open competitive examination which is administered periodically.

2.13. 2-23-Demotion.

disciplinary change in job classification to a lower salary or salary range.

2.14. 2-14-Department.
A major administrative branch of the City, involving a general line of work, with one or
more employees under the charge of a designated department head.

2.15. 2A5-Disciplinary Action.
The written reprimand, dismissal , demotion, reduction in pay, suspension or termination
of an employee for punitive reasons and not for any non-punitive reasons.

2.16. 2-16--Dismissal-
or Termination. Involuntary termination of employment with the City.

2.17. 2-17-Eligible.
A person who was successful in the examination process.



2.18. 2-48-Eligible Applicant Pool.
That list of individuals who have successfully passed all employment tests for an
authorized position, but have not been hired.

2.19. 249-Employee.

A person who is legally occupying a position in City service or who is on an authorized
leave of absence from the position. Employees are separated into different employment
categories as set forth in Section 5.00 of this Personnel Manual.

2.20. 2-20-Employee Organization.
Any organization which includes employees of the City and which has as one of its
primary purposes representing such employees in their employment relations with the City.

2.21. 2:21-Good Standing.
Being currently employed, and not under disciplinary action, by the City.

2.22. 2-22-Grievance.

Any good faith or reasonable complaint of one or more employees or a dispute between
the City and one or more employees involving the terms and conditions of his or her
employment, but not involving imposition of discipline.

2.23. 2:24-Job Classification.
Descriptive title of a certain type of job performed by a City employee. Inherent in each
classification are certain duties, responsibilities, and degrees of authority.

N

.24. 2-25-Jury Duty.
Time off to serve as required by law on an inquest or trial jury, or to appear in court as a
witness.

2.25. 2-26-Leave of Absence.
An authorized absence from duty without pay of any regular employee pursuant to
Subsection 9.05 of this Personnel Manual.

2.26. 2:27-Merit Increase.
A step increase in an employee’s designated salary range.

2.27. 2:28-Military L eave.

Time off for employees to serve in the armed forces of the federal government, or for
military training, or for members of the reserve component of the armed forces who are called to
active duty.



2.28. Overtime. Hours worked by a non-exempt employee in excess of forty (40) in a

workweek. Fair Labor Standards Act, 29 U.S.C section 207(a)(1).

A review and evaluation of an employee’s performance and capabilities in his or her
authorized position by his or her immediate supervisor.

2.30. 2:31-Personnel Manual/Rules.

This group of rules and procedures concerning City employment.

2.31. 2:32-Personnel Officer.

That person charged with the responsibility and given commensurate authority to enforce
these rules and regulations. In the absence of another person so designated, the City Manager is
the personnel officer.

N

2.32. 2:33-Probationary Period.

A period to be considered an integral part of the examination process during which an
employee is required to demonstrate fitness for the position to which the employee is appointed
by actual performance of the duties of the position, and during which the employee may be
terminated with or without cause, and with or without notice.

2.33. Retirement. As used in this manual, the term “retirement” has the same meaning
as it is used by the California Public Employees’ Retirement System (CalPERS).

2.34. 2.34-Salary Range.
Categories which determine the minimum and maximum salary payable for each
employment classification.

N

.35. 2-35-Salary Step.

A level of salary payable in each salary range.

2.36. 2-36-Sick Leave.
A paid absence from duty by an employee due-to-Hiness-for preventative care or the
diagnosis, care, or treatment of an existing illness, injury, or medical condition (includin

doctor’s appointments), for the employee or the employee’s family member or designated person

and for other uses allowed by law. (See California Labor Code section 246.5(a)).

2.37. 2:37-Suspension.
The temporary separation from service of an employee, without pay, for disciplinary
purposes.

2.38. 2:38-Termination.
The conclusion or cessation of employment with the City, whether initiated by the City
or the employee.
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2.39. 239-Vacancy.
An unfilled authorized position with the City.

SECTION 3SECHON-3-
GENERAL INFORMATION OF THE CITY ORGANIZATION-

3.01. 3-64-Governing Body.
The City Council, elected to the office by the people, is the governing body of the City of
Hughson. It is their duty and responsibility to enact municipal laws and to formulate the general
policies of City government for the general welfare of the people. It is also their duty to interpret



these policies when in need of clarification.

3.02. 3-02-Administration.

The City of Hughson is a general law city and operates under the council-manager form
of government. Under this form of government the City Council appoints an administrator of
City Government who is referred to as the City Manager. He or she is responsible to the City
Council for managing the administrative affairs of the City, and assuring that the City functions
properly and in the best interest of the people. He or she is assisted in accomplishing this by
working through various department heads and assistant staff.

SECHOR A CLACCIRICATION DECCRIDTIOR PLALL

SECTION 4
CLASSIFICATION OF PERSONNEL

4.01. 4-61-Personnel Organization.
The City is organized into several departments. Each department includes one or more
job classifications. Each job classification has one or more authorized positions.
4.02. Determination of Personnel Classification. The City Manager or a delegated
individual or individuals shall ascertain and record the duties and responsibilities of all positions
in the City service, except City Manager, City Treasurer, and City Attorney, and shall

recommend a classification plan-for such positions.

The elassification-planclassifications shall consist of classes of positions in the City
service defined by class specifications, including the title. The elassificationplanclassifications
shall be so developed and maintained that all positions substantially similar with respect to
duties, responsibilities, authority, and character of work are included within the same class.

4.03. 4-63-Adoption, Amendment, and Revision of Plan-

Personnel Classification. The elassification-planclassifications shall be adopted by the
City Council and may be amended from time to time. During the process of consideration, any
recognized employee organization affected shall be advised. Amendments and revisions of the
plan may be suggested by an interested party, including any recognized employee organization.

4.04. 4-04-Allocation of Positions.

Following the adoption of the personnel classification plan-and after consultation with
any recognized employee organization affected, the City Manager shall allocate every position in
the City-employeeCity’s employ (except City Manager, City Treasurer, and City Attorney) to one

of the elasses-established by-the-planclasses. The allocation shall be reflected in the City’s salary
schedule.

B~

.05. 4-05-New Positions.

A new position shall not be created and filled until the classification plan-has been
amended to provide thereof and an appropriate employment list established for such position.

4.06. 4-06-Reclassification.



Positions, the assigned duties of which have been materially changed by the City so as to
necessitate reclassification, whether new or already created, may be allocated by the City
Manager to a more appropriate class.



SECTION 5SECHON-5-
EMPLOYMENT CATEGORIES:

In order to determine eligibility for various benefits, the following employment categories
have been established.

5.01. 5-01-Probationary Employees.

Employees are hired by the City on a probationary basis for a period of twelve (12)
months for miscellaneous personnel, and-twenty-four(24)-months-forsworn-Police-personnel-for
the purpose of assessing their ability to perform assigned tasks. Such employment may be
terminated at any time during the probationary period if such action is deemed appropriate by the
employee or the City, with or without cause, and with or without notice. The probationary period
may be extended by the City, in its sole discretion, if it determines that such an extension is
desirable or appropriate, for up to an additional full period. A new probationary period shall
commence upon assignment to a different position.

5.02. 5-02-Reqular Full-Time Employees.

A regular full-time employee is an employee of the City who is regularly assigned to
work forty (40) or more hours per week in an authorized position, which position exists
continuously, and who has completed his or her probationary period.

5.03. 5-03--Temporary Employees.

A temporary employee is any employee who is not a regular employee, as defined in
Subsection 5.02 of this Personnel Manual, or a probationary employee, as defined in Subsection
5.01 of this Personnel Manual, or an elected or appointed employee as defined in Subsections
5.05 and 5.06 of this Personnel Manual, or a part-time employee as defined in Subsection 5.04.
of this Personnel Manual. Thus, employees who work in a position which exists only seasonally,
or employees who hold a job of limited duration arising out of special projects, abnormal werk
teadworkload, or emergencies (regardless of the number of hours worked) are temporary
employees. These employees are not eligible for City provided benefits, except as provided by
applicable law. Temporary employees can be terminated with or without notice, and with or
without cause, at any time, by the employee or City. An employee will not change from
temporary status to another status unless specifically informed of such a change, in writing, by
the City Manager, and Section 7 shall apply to such change.

5.04. 5.-04-RegularPart-Time Employees.
A regular-part-time employee is an employee who has been appointed to an authorized
position, which position exists continuously, in which the employee will be regularly scheduled

to work fewer than 40 hours thanr-an-employee-appeinted-per week.

“to-afulltimepesition—Part-time appeinteesemployees are generally not entitled to the
benefits and rights provided in this Personnel Manual unless it is expressly stated or required by
law (for example: Paid Sick Leave as provided in section 8.04). However, Part-time employees
shall become eligible to receive partial (a pro-rated teamount proportional to employees working
40 hours per week) vacation leave; and holiday pay and-sick-teave-provided that they: (1) have
current membership in the Public Employees Retirement System (PERS);; (2) that they have
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worked twelve consecutive months of regularly scheduled halftime employment (e.g. 20 hours

per week) or more; and (3) that they meet the City of Hughson’s requirements for the PERS
system.

5.05. 5-05-Rehired Employees.

Regular employees who are rehired following a break in service in excess of thirty (30)
days (other than an approved leave of absence) must serve a new probationary period whether
or not such a period was previously completed. Such employees are considered new
employees from



the effective date of their reemployment for all purposes, including for purposes of
measuring benefits and seniority.

ol

5.06. 5-86—Emergency Employees.
To meet the immediate requirements of an emergency condition, such as extraordinary

fire, flood or earthquake, which threatens public life or property, any legally competent officer or

employee, with the approval of the City Manager may employ such persons as may be needed for

the duration of the emergency without regard to the rules affecting appointments.

5.07. 5-67-Appointed Employees.

The City of Hughson has three positions which are filled directly by the City Council,
and to which the Personnel rules do not apply. These are the City Manager, City Treasurer, and
the City Attorney, who serve solely at the pleasure of the City Council, subject to applicable
provisions of law.

SECTION 6SECHON-6-
FAIR LABOR STANDARDS ACT EMPLOYEE CATEGORIES:

6.01. 6-6%-Non-Exempt Personnel.

Non-Exempt personnel include all employees who are covered by the overtime
provisions of the Federal Fair Labor Standards Act (FLSA) or any applicable state laws.
Employees in this category are generally entitled to overtime pay for work in excess of forty (40)
hours in a work week.

6.02. 6-02-Exempt Personnel.
This category includes all employees who are classified exempt from the overtime

provisions of the Federal Fair Labor Standards Act (FLSA) and any applicable state laws. Such
employees include employees who qualify as exempt department managers and mid-management
personnel and elected officials.

SECTION 7SECHON-Z
RECRUITMENT PROCESS:-

7.01. +B1i-Announcement.
All recruiting for regular (full-time and part-time) positions shall be conducted in
accordance with this Section 7.

All examinations for classes for regular (full-time or part-time) positions in the City
service shall be publicized by such methods as the City Manager or his or her designee deems
appropriate. Recruiting for temporary employees may be conducted and/or advertised in such
manner as the City Manager deems appropriate. Special recruiting may be conducted, if
necessary, to insureensure that all segments of the community are aware of the forthcoming
examinations. The announcements shall specify the title and pay of the class for which the
examination is announced; the nature of the work to be performed; preparation desirable for the
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performance of the work of the class; the manner of making application, the form or forms of
examination which may be used, and other pertinent information.

7.02. 7#0B2-Application Forms.
Applications shall be made as prescribed on the examination announcement. Application

forms shall require information covering training, experience, and other pertinent information,
and may include certificates of one or more examining physicians and references. All
applications must be signed by the person applying.

7.03. +#63-Disqualification.

The City Manager or his or her designee may reject any application which indicates that
the applicant does not possess the minimum qualifications required for the position. Applications
may be rejected if the applicant has made any false statement of any material fact or practiced
deception or fraud in an application.

7.04. 7-04-—-Examination Process.

The selection techniques used in the examination process shall be impartial and relate to
those subjects which fairly measure the relative capacities of the persons examined to execute the
duties and responsibilities of the class to which they seek to be appointed. Examinations shall
consist of selection techniques which will test fairly the qualifications of candidates such as, but
not necessarily limited to, achievement and aptitude tests, other written tests, personal interview,
performance tests, physical agility tests, evaluation of daily work performance, work samples,
medical tests, psychological tests, successful completion of prescribed training, or any
combination of these or other prescribed training or any combination of these or other tests. The
probationary period shall be considered as a portion of the examination process. Examinations
shall be designed to provide equal opportunity to all candidates by being based on an analysis of
the essential requirements of the class, covering only factors related to such requirements._No
medical or psychological exam or inquiry of an applicant will be conducted before they are
extended an employment offer. However, offers may be conditioned on the applicant passing
medical or psychological examinations or inquiries used to determine fitness for the job.

7.05. 705-Promotional Examinations.

Promotional examinations may be conducted whenever the needs of the City require.
Promotional examinations may include any of the selection techniques approved by the City.
Only regular or probationary employees who meet the requirements set forth in the promotional
examination announcements may compete in promotional examinations.

All job openings shall be posted for a period of sixteen (16) working days on each
buHetin-beard-atalwerk-locationsthe City’s website. If applicable, the job posting shall include
the name of the validated test(s) to be used.

It is the City’s policy to give qualified employees preference everto other applicants when
filling vacancies within the organization. However, because of legal requirements and because
of the levels of education and other qualifications required for many positions, promotions from
within are not always possible. An employee’s past performance, qualifications, potential,
abilities, and job experiences are important factors that are considered in the selection of
employees for promotion. Any employee who meets minimum qualifications for the position is
guaranteed entrance to the first examination, written or oral. If all applicants are equal in
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qualifications at the final interview stage, then a qualified employee will receive the position in
preference to a qualified ren-employeenonemployee.

7.06. +96-Continuous Examinations.

Open-competitive examinations may be administered periodically for a single class as
the needs of the service require. Applications will be kept on file by the department affected, for
as long as that department head or the City Manager deems appropriate.




7.06.01. 707-Notification of Examination Results and Review.
Each candidate of an examination shall be given notice of the results thereof, and
if successful, of the final earned score and/or whether or not they have been placed on the
employment list.

All candidates shall have the right to inspect their own test answer sheet within
five (5) working days after the notifications of examination results have been postmarked. Any
error in computation, if called to the attention of the Personnel Department within this period,
will be corrected. However, such corrections shall not require invalidation of appointments
previously made.

7.06.02. Background Checks. In accordance with applicable law, background
checks will also be conducted for all applicant positions prior to appointment, as well as when
the City Manager deems appropriate.

The City will not consider an applicant’s criminal conviction history until a
conditional offer of employment has been extended. After making an offer, the City will conduct
a background check, which will include the applicant’s criminal history. The City may revoke the
offer based on the applicant’s criminal history based on an individualized assessment that
justifies denial. Applicants will be notified of the City’s intent to revoke the offer and the
applicant will have a chance to provide additional information in response before the City makes
a final decision—TFhisprecedureisnetapplicable to-positions-wherealecalstateor federal law
or regulation requires the City to reject an applicant based on their criminal history.

7.06.03. 7-09--Medical Examinations.

A medical examination, including drug and alcohol testing, at City expense is
required before appointment for all city employees. Such medical examination will be required
only after ana conditional offer of employment has been made. Such examination shall be
performed by a licensed physician of the City’s choice_and the scope of the examination will be
job-related and consistent with business necessity. Documents indicating that the employee has
received a medical clearance shall be received by the City Manager and Director of Finance and
be made part of his or her personnel file, but all information obtained as a result of the
examination shall be kept in a separate file, in accordance with the AmericanAmericans with
Disabilities Act and state regulations. The City Manager may establish job-related physical
standards for each job classification.

Only a-conditional appointment will be offered to an applicant who has not yet
submitted to an authorized examination. Employment will be contingent on a satisfactory
examination._Except in the case of a test for current illegal drug use, any individual who would
be disqualified by the results of the exam will be allowed to submit independent medical
opinions before a final decision is made.

7.06.04. Appointment. The position of City Manager, City Treasurer, and City
Attorney shall be filled by City Council appointment. All other positions shall be filled by
appointment by the City Manager. All appointments shall be as a regular employee, temporary
employee, part-time employee, emergency employee or probationary employee.

7.06.05. 7-11-Probationary Periods.
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All new employees shall serve a probationary period as outlined in Subsection
5.01 of this manual. The employee

witlpotheoialbie o eliemention oo durina the el o
rmonths-of the-prebationanyperiod—Fhe-employee-shall be eligible for sick leave benefits as of
the date of hire.

The City can extend the duration of the probationary period one or more times if,
in its sole and absolute discretion, it determines that such an extension is appropriate, pursuant to
Subsection 5.01. A new probationary period will begin upon assignment of an employee to a
new position; if the assignment to the new position is a result of promotion, Section 7.14 will

apply. The probationary period does not alter the at-will nature of employment. If an employee is
at-will, the employee is not guaranteed to complete the probationary period nor is any length of

employment guaranteed by successful completion of the probationary period. The at-will nature
of employment remains in effect, meaning that the employment relationship can be terminated by

the employee or the City at any time during or after a probationary period with or without cause,
and with or without notice, and without compliance with Chapter 10 of this Manual.

7.06.06. #12-Reports on Probationers.
Department heads shall be responsible for the preparation and submission of
performance evaluations as required by the City Manager. The department head shall recommend
retention or rejection of the probationer prior to the expiration of the probationary period.

7.06.07. 7#413-Release Following Promotion.

An employee released during probationary period following promotion shall be
reinstated at his/her former salary step to his/her former position or a position in the class from
which he/she was promoted, unless the reason for his/her release is cause for dismissal.
“Release” in this section means failure of the probationary period. If no vacancy exists in this
class, the employee with the least amount of time in this class shall be demoted to the most recent
class in which he/she has satisfactorily served. If any employee is caused to be released by such
action, he/she shall be placed on a reemployment register for the classification from which he/she
was released. Any employee who is released during a probationary period following promotion
shall retain his/her rights to appeal the dismissal from the City, but not the right to appeal his/her
release from the position from which demoted.

7.06.08. Seniority. Upon completion of his or her probationary period, an
employee’s seniority shall be established. The seniority date begins at the original date of hire in
a regular position.

SECTION 8SECHON-8-
SALARY AND COMPENSATION PLAN ADMINISTRATION-

8.01. 8-01-Salary Ranges.
The City has adopted certain salary ranges for fulltime City employees. These ranges

may be changed from time to time by City Council action or in accordance with approved
agreements, or memoranda of understanding with recognized employee organizations.

(o0}

02. 8.-02-Salary Organization.




There shall be a salary range for each authorized position. Each salary range shall
include salary steps ( A step, B step, C step, D step, and E step) respectively.

8.03. 8:03-Administration of Salaries.

Ac The City has a salary schedule which denotes the steps in the pay ranges of
the City salary plan.

B- Except as otherwise provided by the City Manager or this manual, employees and
candidates shall be employed or appointed at the entry level of the salary range for their
particular class. Advancement within a salary range shall not be automatic, but shall be given
only upon approval of the City Manager. An employee may be considered for increases in salary
according to the following schedule, but all advances or increases will be based on merit and
performance:

- Step A shall be paid upon initial appointment to City service for a period of six (6)
months, except when another step is indicated as the beginning pay step.

-  After satisfactory completion of at least six (6) months’ service at
Entry Level, (Step step A) employees may be considered for merit increase to B Level.
Employees



appointed at other than Step A may be considered for an increase to the next higher step
upon the satisfactory completion of at least twelve (12) months’ service.

£3  New positions or promotions for any position shall not exceed one step per service
year and shall include a complete written personnel evaluation prior to any step increase.

{4} Longevity Bonus. A regular employee who has ten (10) years of
service with the City of

Hughson shaII be elrglble fora Iongevrty pay bonus of flve percent (5%) abeve%heﬂ_&step

pay-a nd WI|| receive an addltlonal two and one- half ercent 2 5% bonus when the have flftee
15) vears of service with the City of Hughson and will receive an additional two and one-half
ercent (2.5%) bonus when they have twenty (20) years of service with the City of Hughson.

Years of service will be based on total hours of completed continuous service with the
City; provided, however, that employees on the date of City Council approval of the MOU
amendment who had previously separated from City service for 180 days or less, but who have
completed a total of at least ten (10) or more years of combined service or who have completed a
total of at least fifteen (15) or more years of combined service or who have completed a total of
at least twenty (20) or more years of combined service, shall be eligible to receive the
differential. For purposes of the Longevity Pay Differential only, a year of completed City of
Hughson service is defined as 2,080 service hours with the City: 20,800 hours (10 years) = 5%
31,200 hours (15 years) = additional 2.5% 41,600 hours (20 years) = additional 2.5% The
Longevity Pay Differential shall not be considered when determining the appropriate rate of pay
for a promotion or demotion

Longevity bonuses shall not be considered automatic but will be based upon merit and
consistent jOb standard performance Ie—reeewe—sard—pa%benus—theempreyee—shalwaevamated
; In addition, longevity
Qa¥ for management emglogees is sub|ect to an annual evaIuatlon by their supervisor, and

conditioned on the recommendation of the management employee’s Department Head and
apprevedapproval by the City Manager-in-an-effort-to-maintain-the-longevity-pay-status.

INCENTIVE PAY

described in detarl in the most recently adopted MOU.
Maintenance-Worker-Classifications:
In addition, all full and part-time employees, including management, may qualify for a
Bilingual Pay incentive, described as follows:
a-Water Distribution-Operator-| 1%

b—-\Water-Distribution-Operatar-tH 1%
e blte s meeaten e Co e =L S
d-\Water Treatment-OperatorH 1%



Employees who are certified as bilingual in English —S;panish in the spoken word

shall receive additional compensation in the amount of one and one-half percent
(1.5%) of base pay.

Employees who are certified as bilingual in English-Spanish both spoken and
written shall receive additional compensation in the amount of two and one-half
percent (2.5%) of base pay. Said certification shall be determined by the City
subject to review and input by the union. Bilingual employees shall be fluent to a
level so as to easily communicate with Spanish speaking customers and the public
on City business matters.

The maximum Bilingual Pay incentive that can be received is two and one-half
percent (2.5%) of base pay.




Full-time employees may also be eligible for increases to their pay based on possessing
certain academic degrees or certificates. For more details, please refer to the City’s
Administrative Policy.

8.04. 8:04-Temporary Employees.

The following policies shall be applicable to temporary employees:

A They shall have no right to, or expectation of, reemployment after the term of such
temporary employment.

They are not eligible for membership in the current employee union.
B- They shall not serve a probationary period.

c They may be terminated at any time, with or without cause, and with or without
notice, and without compliance with Chapter 10 of this Manual.

b Their term of employment shall cease when the City Manager determines there is
no longer a need for such seasonal or temporary employees.

E They shall receive no employee benefits other than wages, except as provided by
law.

8.05. 8:05-Part-Time Employees.

Note the Fhe-following policies shall apply for part-time employees:

They are not eligible for membership in the current employee union.

A They may become eligible for fulltime employment should a position for which
they are qualified becomes open.



B- They shall become eligible to receive partial vacation leave granted to full time
employees_on a pro-rated basis, provided that they have current membership in the Public
Retirement System and have worked at least twelve (12) consecutive months of regularly
scheduled half time_employment (e.g. 20 hours per week).



CRAE S AR

.06. 8:06-Performance Evaluations.

As An employee’s supervisor will prepare at least once per year, after probation ends,
in writing, a performance evaluation for each regular employee.

B- Performance evaluations may also be prepared in the following instances:

&) When an employee has worked an initial six (6) month period in
his or her new job position (this applies not only to newly hired employees, but also to
employees who have been promoted or otherwise transferred to new job positions);

2> Upon completion of the employee’s first twelve (12) months of service following
the probationary period and annually thereafter;

3 When an employee is being considered for promotion, transfer, demotion,
termination, or when other disciplinary action is being considered.

4. Whenever the employee’s supervisor believes there has been a significant change
in the employee’s performance.

{5} All performance evaluations become a permanent part of the employee’s
personnel file.

c Upon the completion of the performance evaluation, a meeting shall be held
between the employee and the supervisor to discuss the employee’s performance and to assist in
developing the employee’s maximum potential within City service.

bB- Employees receiving less than an overall average rating on their performance
evaluation will not be entitled to a merit increase in salary.

8.07. 8.07-Change in Pay Following Promaotion.

When an employee is promoted, he or she shall normally receive the first step in the

salary range for the new posmon However if sueh%te&t&equaHeeHess%haeﬁseeheppresem

heeeshemay e flrst steg in the new QOSItIOI’l does not result in at least a 5% increase (or W|th|
six cents ($.06) of a 5% increase) in salary, the employee will receive the next step in the salary
range of the new position-which-is-immediately-above-his-or-herpresent-salary.  The City may
review other factors and make adjustments to ensure that the employee’s compensation is
consistent with the benefit of being promoted.

8.08. 8.08-Re-Classification Change in Pay.

A reclassification study and change reflect an equity adjustment based on the assigned
duties and responsibilities of the position. When a position is reallocated to a classification with a
higher pay range, and the incumbent employee retains the position, the employee will retain the
same step assignment and his accrued time-in-step. No minimum salary adjustments will be
applied. When a position is reallocated to a classification with a lower salary range, the
incumbent employee shall not be reduced in pay while he continues to occupy the position. If his
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current salary rate exceeds the maximum step of the new range, his salary shall be frozen at its
current level. When the incumbent leaves the position, his replacement may be hired at the
beginning rate; rate will normally be the beginning rate, but is negotiable.

8.09. 8:09--Pay for Employees in an “Acting” or “Interim” Capacity.

Employees in an “Acting” Capacity. Any employee who is formally assigned to and
performs the duties of a higher level



position on an “acting” basis for longer than thirty (30) continuous work days shall,
commencing with the sixth (6) work day of such assignment, receive the first salary step of the
assigned position to continue for so long as he performs the duties of the higher classification.

Any employee who is assigned to and performs the duties of a higher level position on an
“acting” basis in an emergency situation such as an accident, injury, or sickness for longer than
thirty(30) continuous work days shall receive compensation from the sixth (6) work day in the
first salary step of the assigned position for so long as he or she performs the duties of the higher
classification. Such pay shall be retroactive to the sixth (6) day. Such assignment shall be
approved by the City Manager.

Any employee serving in an acting capacity whose compensation at their regular position
is greater than the first salary step of the acting position, shall be paid one step above his or her
current salary. There shall be no additional compensation for an employee in an acting capacity
occurring because of annual vacation.

Employees in an “Interim” Capacity. An employee who is temporarily assigned to a
position that is out of class (i.e. to a position that is not covered by the MOU) will be paid based
on the classification of their interim position. Accordingly, an employee who is appointed to a
management position on an “interim” basis is considered exempt and not eligible for overtime or
standby time.

8.10. 8-10-Employee Benefits.

The City provides certain benefits for its employees, depending on employee categories.
The details of such benefits are set forth in the current City Council Resolution. The City
reserves the right to eliminate or modify any of the benefits at any time, subject to such
requirements for meet-and-confer as may be established by law.

8.10.01. A- Workers’ Compensation. All employees are covered by Workers’
Compensation, as required by law. Any on-the-job injuries or illness must be immediately
reported to the employee’s supervisor and to the employee performing the Risk Management

function_immediately.

8.10.02. B-  Group Medical-Dental-Life-Vision Insurance Benefits. Regular
employees and their dependents may participate in the City’s group medical, dental, life, and
vision insurance programs. All regular employees shall be included automatically in the
programs, unless coverage is waived by the employee. The City pays the cost for employee
group insurance coverage as established by City Council resolution.







8.10.03. &  Pursuant to the Consolidated Omnibus Budget Reconciliation Act
of 1985 (COBRA), employees and their dependents are entitled to a continuation option of group
health plan benefits coverage at group rates plus costs to the City on the occurrence of certain

qualifying events such as termination and retirement.

8.11. 8.11-Retirement Plan.

The City’s retirement program through the Public Employee’s Retirement System is
available to employees as provided in the contract between the City and PERS.
RetirementGenerally, retirement for employees covered hereunder shall be 2.7% at 55 for
eurrentclassic members and 2.0% at 62 for new members under the California Public Employee
Retirement System.

Current members as defined by the California Public Employees’ Pension Reform Act of
2013 to pay 2%-increase-per-year-ofthe PERS employee share contribution_in the amount
required by law. New members would fall under the California Public Employees’ Pension
Reform Act of 2013 and pay the full amount of the employee share contribution.

SpeeERS e e s cap donten Lo e beis

For further information, please contact the Persernnel-BepartmentHuman Resources.

8.12. 812-Deferred Compensation.

The City offers to all regular employees a voluntary Deferred Compensation Plan. The
employee may elect to have any amount of money up to the legal limit withheld from their
regular paycheck and placed in the Deferred Compensation Plan. A brochure explaining this

For an emplbyee with-a-management-elassification-participating in the deferred

compensation program, the City shall pay into deferred compensation in a dollar for dollar match
up to a maximum of Fifty Bellarsdollars ($50.00) per month, or as listed in the applicable MOU

and approved by City Council.




8.13. 8:14-Unemployment Insurance.

Unemployment insurance is provided in accordance with current state and federal laws.

8.14. 815-Damaged Clothing Reimbursement.

The City will reimburse any employee for the accidental destruction of, or damage to,
personal clothing when used on the job. Reimbursement shall be based on the cost of repair, as
approved by the City Manager through a reimbursement claim form, but if the damage cannot be
repaired then reimbursement shall be based on the article’s market value.

8.15. 8.16-Mileage Reimbursement.

Reimbursement shall be made in accordance with the City’s adopted travel policy, except
that notwithstanding the travel policy, prior to use of the personal vehicle, the employee must
meet the standards and present evidence of coverage as set forth in the Central San Joaquin
Valley Risk Management Authority Pooled Liability Program Master Plan, Section 2B, and the
requirements of that Policy and Procedure.

If an employee is involved in an accident while using their personal vehicle for City
business, the employee’s insurance will be liable. The use of City vehicles in lieu of personal
vehicles is strongly encouraged.

8.16. &27-Uniform Allowance.
The City will provide uniforms and laundering thereof for each Public Works
Department employee and said employees shall wear the uniforms on the job.

8.17. 8-18-Safety Equipment.
The City shall provide or reimburse the employee for the cost of safety shoes where

required and the cost shall be established by the City. Additionally, the City will provide a winter
weight safety coat in safety orange or yellow as part of the City’s uniform. Any special uniform
requirements will be determined with Department Head approval and as to appropriateness.

SECTION 9SECHON-9-
EMPLOYMENT HOURS, LEAVES, VACATION, AND HOLIDAYS:

City Administration hours are generally from 8:00 A.M. to 5:00 P.M., Monday through
Friday. Work hours for Public Works are generally 7:30 A.M. to 12:00 P.M. and 12:30 P.M. to
4:00 P.M., Monday through Friday. Work hours are subject to change due to various reasons.
Administration includes the Office of the City Manager, Finance Department, Planning
Department, and the City Clerk’s Department. The City Manager or Department Head may vary
start and stop times from time to time. The City Manager may allow work at home for
Department-Headsemployees where practical. Where deviations to this schedule are required, for
the benefit of the City or the employees, the City agrees to meet and confer over the impacts and
appropriateness of such a schedule change.

9.01. 9-04-Hours of Work.

9.02. Timekeeping. Employees are expected to be on time daily and remain on the job
throughout the regularly scheduled work day.
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9.02.01. Nonexempt employees: Nonexempt employees are required to
accurately record and save all actual time worked (including the precise time when they begin
and end each work day, the precise time they begin and end an unpaid meal or rest break, and the
precise time when they begin and end working any overtime hours) on each day that they have
any time worked using time cards and the Tyler Self-Service timekeeping system. Nonexempt
employees and exempt employees must accurately record and save their absences and use of
vacation and sick time using time-cards and the Tyler Self-Service timekeeping system.

Nonexempt employees are prohibited from working “off the clock,” meaning
working time that employees do not record as time worked in for payroll purposes. Any non-

exempt employee who believes that he or she is expected to or has been asked to work without
recording his or her time (“off-the-clock™) must immediately contact a member of management.

9.02.02. Exempt Employees: Exempt employees receive a salary which is
intended to compensate them for all hours that they may work for the City. Generally, exempt
employees receive their full salary for any workweek in which work is performed. However, by
law, exempt employee salaries are subject to certain deductions and the City may reduce an
exempt employee’s salary for the following reasons in a workweek in which work was
performed:

Deductions for full-day absences due to personal reasons, including vacation;
. Deductions for full-day absences for sickness or disability, pursuant to the City’s
sick leave policy;

. Deductions for full-day disciplinary suspensions for infractions of safety rules of
major significance (including those that could cause serious harm to others);

. Deductions for Family and Medical Leave absences (full or partial day);
. Deductions to offset amounts received as payment for jury and witness fees or
military pay;

. Deductions for unpaid disciplinary suspensions of one or more full days for
significant infractions of major workplace conduct rules as set forth in this handbook;

. Deductions for the first or last week of employment when the employee works less
than a full week.

Specific types of deductions may also be made, such as for the employee’s portion of insurance
benefits, state, federal or local taxes, social security, or voluntary deductions. However, in any
workweek in which the exempt employee performs any work, salary will not be reduced if:

The absence is for a partial day for personal reasons, sickness or disability;

The absence is because the facility is closed on a scheduled workday;

. The absence is for jury duty, attendance as a witness, or military leave in any week
in which the employee performs work.

Exempt employees are required to use accrued vacation or sick leave for full or partial
day absences for personal reasons, sickness, or disability. Salary will not be reduced for partial
day absences if the employee does not have sufficient time off. However, the employee may be
subject to discipline for poor attendance.

All employees (exempt and non-exempt) must complete their own timekeeping records
as described above. Time worked and absences may not be recorded by another person on behalf
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of an employee. Any changes made to an already-submitted timesheet must have a documented
reason and must be approved by both the employee and the supervisor. Only an employee’s
direct supervisor or the [City Manager] can make adjustments to timekeeping records, and onl

after any such changes have been authorized by the employee in writing.

Falsifying time records is a breach of City policy and can be grounds for disciplinar
action, up to an including an unpaid suspension or discharge.

9.03. Meal and Rest Periods. Employees shall have an unpaid one (1) hour tunehmeal
period. Public Works employees shall have a thirty (30) minute lunch break. Employees shall
have two fifteen (15) minute break periods, one in the morning and one in the afternoon.
Employees should not combine their rest breaks with their meal periods or skip breaks to leave
work early. The scheduling and timing of all meal and rest periods will be approved by the
Department Head or City Manager.




9.04. Lactation Breaks/Accommodation. Any employee who is nursing an infant child
has the right to request a reasonable break each time she needs to express her breast milk
lactation breaks). The lactation break time shall, if possible, run concurrently with any break
time already provided to the employee. Break time for an employee that does not run
concurrently with an authorized rest period shall be unpaid.

The City shall provide for lactation breaks to be taken at a place other than a bathroom
that is in close proximity to the employee’s work area, shielded from view and free from
intrusion. The break area shall be safe, clean, and free of hazardous materials (as defined in
section 6382 of the Labor Code), contain a surface to place a breast pump and personal items
contain a place to sit, and have access to electricity or alternative devices such as extension cords
or charging stations needed to operate an electric or battery-powered breast pump.

The City shall provide access to a sink with running water and a refrigerator suitable for
storing milk in close proximity to the employee’s workspace. If the City cannot provide a
refrigerator, it will provide another cooling device suitable for storing milk, such as an employer-
provided cooler.

An employee may make a request for a lactation break accommodation to her immediate
supervisor. The City will respond to the request. If the City cannot provide break time or a
location that complies with the above policy, the City shall provide a written response to the
employee. If the City demonstrates that complying with the policy above would create an undue
hardship, the City will nevertheless make reasonable efforts to provide an employee with the use
of a room or other location, other than a toilet stall, in close proximity to the employee’s work
area, for the employee to express milk in private.

An employee who believes their right to a lactation accommodation in accordance with
sections 1030 to 1034 of the Labor Code may file a complaint with the Labor Commissioner.

9.05. Overtime. It is the policy of the City to discourage employees from working in
excess of their regular schedule. Overtime will be required of any non-exempt employee only
when necessary for the protection of persons or property, or in other circumstances when the
public interest requires overtime as established by the supervisor. Overtime may be authorized
only by designated supervisory personnel_and must be authorized in advance except in an
emergency.

All non-exempt employees will receive overtime pay at a rate of 1% times the employee’s
regular rate of pay for all hours worked in excess of forty (40) in any one workweek, or as

otherwise stated in the applicable Memorandum of Understanding (MOU).

Unless an applicable MOU provides differently, only hours actually worked are counted
to determine an employee’s overtime pay. Compensated holidays, sick leave, and vacation, for
example, are not hours worked and are therefore not counted in making overtime calculations.




9.06. Make-up Time. Nonexempt employees may request to make up work time missed
due to personal obligations on another day in the same workweek. Employees who receive
dvance aggroval to make up mlssed work time may do so only i in the same workweek in which
d. Mak ti id at th loyee's strai te of T li

the make-up time must not cause the employee to work over 40 hours in a workweek.

The City does not encourage, discourage, or solicit its employees to use make-up time.

©

.07. Compensatory Time Off in Lieu of Overtime-shat-be-paid-forin-accordance-with
the-Federal-FairLabor-Standards-Aet. Compensatory time-offTime Off (“CTQO”), in lieu of
overtime pay, will be granted to an-employee-tnderspecific-cireumstances-with-priornon-exempt
employees who are regularly scheduled to work no less than 40 hours in a workweek with prior
written approval from the Department head or supervisor-in-teu-of-overtime pay;but-in-no-event.
Emgloxees ma¥ not accrue more than elghty (80) hours—Gempensa%e#y—Hme@an—beaeeum&a{eeL

wer:keek of CTO An;g emglo;gee Who has accrued elght)g (80) hours of CTO shall for any
additional overtime hours of work, be paid overtime compensation.

An employee who has accrued CTO and requests to use it shall be permitted by the City
to use the time within a reasonable period after making the request if the use of the CTO does not
unduly disrupt operations.

If compensation is paid to an employee for accrued CTO, it shall be paid at the
employee’s regular rate of pay at the time of payment.

Cash out of accumulated balareeCTO balances will be required tpenprior to employee
promotion out of existing classification_.and upon termination of employment.

9.08. 9-03-Administrative Leave.

It is the policy of the City to allow employees in the management and mid-management
categories to receive administrative leave since they do not receive overtime. Management
employees employed as of January 1 of each calendar year may receive eighty (80) hours and
mid-management personnel may receive forty (40) hours of administrative leave. Certain Mid-
Management personnel may be granted additional administrative leave not to exceed eighty (80)
hours by the City Manager upon recommendation of the Department Head that such employee(s)
are working extraordinary hours beyond that expected by Mid-Management personnel. Balances
must be used prior to December 31 of that same calendar year or they will be lost.
Administrative leave is not compensable by pay.




New employees, or employees becoming eligible due to a promotion, receive
administrative leave on a prorated basis, with seven (7) hours for management personnel and
three (3) hours for mid-management personnel granted for each full calendar month remaining in
the fiscalcalendar year.

For example only, a management employee hired on February 15 would receive
28seventy (70) hours of administrative leave for that fisealcalendar year.

Administrative leave is not a vested or earned right or form of compensation under this



Personnel Manual, therefore there will not be reimbursement for accrued administrative
leave. Administrative-leave-with The amount of administrative leave granted and the conditions
under which it can be taken atare solely within the discretion of the City Manager.

9.09. 9:04-Jury Duty and Court Appearances.

This section shall not apply to any employee who is a named party to an action unrelated
to the City and its activities or is serving as a paid expert witness. In such cases, employees may
request vacation or personal leave.

When an employee is required by law to serve on an inquest or on a jury or grand jury or
is subpoenaed as a witness to appear before a court, administrative agency, public body or
commission;-as-required-by-law.- the employee must promptly notify his or her supervisor. While
on jury duty, a regular employee will receive full pay, but shall pay to the City all fees received
from the court, administrative agency, public body or commission, excluding reimbursement for

mileage_or other expenses.

9.10. 9-65-Leave of Absence.
Upon written request and in the sole discretion of the City Manager, a leave of absence

without pay may be granted to any regular employee orreserve-police-officer-for a period not to
exceed six (6) months for the following reasons:

A: Hiness-or-disability need to attend to a health condition not covered by paid sick
leave_or Family and Medical Care L eave (e.g. to care for a family member or other person not
covered under the applicable leave law), if written confirmation from the employee’s physician or

other licensed health care practitioner ef-the-ilness-erdisabiitycertifying the medical condition is
provided.

B- Education or training which will materially benefit City service.

c Other personal reasons that need immediate emergency attention.

The policy set forth in this Subsection 9.05, shall not apply to disability leave for
pregnancy, childbirth, or related medical condition, which is set forth within Subsection 9.07 of

this Personnel Manual, nor to Family Care and Medical Leave, which is set forth within
Subsection 9.15 of this Personnel Manual.

Request for leaves of absence in excess of six months may be considered by the City
Manager, who will evaluate potential benefits to the City, and may grant such extended leave of
absence, in his or her sole discretion. To the extent that a leave of absence is requested as a
reasonable accommodation of a qualified disability, the length of the leave shall be no later than
the date the employee becomes capable of performing the essential functions of their position
with or without reasonable accommodation. Further employees acknowledge that a disability
requiring a leave beyond one (1)-year would create an undue hardship for the City given the

City’s size, resources, and operational needs.

Requests for leave of absence shall be submitted to the employee’s supervisor and
referred to City Manager and shall state specifically the reasons for the request, the date when it
is desired to begin the leave, and the probable date of return. Upon return from an authorized
leave of absence, the employee on leave shall be returned to the position he or she vacated, even
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if a replacement has been obtained. However, the City cannot guarantee that the employee’s
former position or any other position will otherwise be available upon the expiration of the
scheduled leave, or if extending the leave in the case of a reasonable accommodation would
constitute an undue hardship.

In the event a probationary or regular employee is transferred or promoted on a temporary
basis for the duration of a leave of absence, of another employee, such appointment shall have no
permanent effect on the status of the employee so promoted or transferred, and he or she shall be
returned to his or her prior position and be entitled to all rights and privileges as though he or she
had not been temporarily promoted or transferred.

Accumulated sick leave (if the leave of absence is for illness purposes) and/or
accumulated annual leave may be used prior to being granted aan unpaid leave of absence under
this section. Employees shall not accrue annual vacation or sick leave while on aan unpaid leave
of absence; however, employees returning to work following aan unpaid leave of absence shall
retain their accumulated time, if not otherwise used. During such unpaid leave of absence, the
City shall not pay for Group Medical-Dental-Life-Vision Insurance Benefits (but the employee
may pay the full premiums therefore), except that the City shall pay for Group Medical-Dental-
Life-Vision Insurance benefits during that period of leave that is provided as a reasonable
accommodation of a qualified disability.



9.11. Attendance Policy/Unauthorized Leave of Absence. The City requires regular and
punctual attendance from all employees. Employees who are going to be absent for a full or
artial workday or late for work must notify [their supervisor/City Manager] as far in advance as
possible but at least [1 hour] before the start of the workday. If the absence is due to an

emergency or unexpected circumstances, employees must notify their supervisor [and/or Cit

Manager] as soon as possible.

Absences and tardiness will be considered excused if the employee requested the time off
in accordance with the City’s policies on vacation and/or sick leave, received the required
approval for the absence or tardiness, and has enough accrued, but unused, time to cover the
absence or tardiness. Absences will also be considered excused if the employee requested the
time off in accordance with a City policy permitting a leave of absence, received the required
approval for the leave, and is in compliance with the leave policy.

An employee will be considered to have taken an unexcused absence if the employee is
absent from work during scheduled work hours without permission, including full- or partial-day
absences, late arrivals, and early departures.

Any employee, who is absent for three (3) consecutive working days without being on
supervisor approved sick leave, vacation leave, or any other authorized leave of absence shall
automatically have resigned his or her employment with the City.

Nothing in this section shall limit the department supervisor’s authority to discipline or
dismiss an employee due to an unauthorized absence.

An employee terminating employment in the manner described in this section will be
considered to have voluntarily resigned his or her City employment.

9.12. 9.07-Disability Leave for Pregnancy, Childbirth or Related Medical Condition.

An employee is disabled by a pregnancy, childbirth or related medical condition, if in the
opinion of her own doctor or other licensed health care practitioner;, she is unable because of
pregnancy, childbirth or related medical condition, to perform the essential duties of her job or to
perform these duties without undue risk to herself or other persons. Accordingly, the City
provides leave for the period of actual disability, up to a maximum of four months. Leave may be
taken intermittently or on a reduced-hours schedule, as medically advisable.

Procedure for Requesting Leave: Whenever possible, the employee should submit a
written request for Pregnancy Disability Leave to the City Manager as soon as she is aware of the
need for such leave. If the leave is foreseeable, the employee must provide thirty (30) calendar
days’ advance notice to the City of the need for Pregnancy Disability Leave. If it is not

racticable to give thirty (30) calendar days’ advance notice, the employee must notify the Cit:
as soon as practicable after she learns of the need for such leave.
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If an employee fails to provide the requisite thirty (300 days’ advance notice for a
foreseeable need for leave, without any reasonable excuse for the delay, the City reserves the
right to delay the taking of the leave until at least 30 days after the date that the employee does
provide such notice.

A request for Pregnancy Disability Leave must be supported by a medical certification
from a health care provider, which shall provide the following information: (a) the date on which

the employee became disabled due to pregnancy; (b) the probable duration of the period or
periods of disability; and (c) an explanatory statement that, due to the disability, the employee is
unable to work at all or is unable to perform any one or more of the essential functions of her
position without undue risk to herself, her pregnancy, or to other persons. Upon the expiration of
the time period for the leave estimated by the health care provider, the City may require the
employee to provide another medical certification if additional time is requested.

3 a with-Cali iaY y 6014 -An employee
taking Pregnancy Disability Leave must use any accrued paid sick leave during the leave and
may, at her option, use any accrued vacation time during her leave. Except to the extent that paid
leave is used during Pregnancy Disability L eave, such leave will be unpaid. The use of paid leave
for Pregnancy Disability Leave does not extend the total duration of the leave to which an
employee is entitled.

During an employee’s Pregnancy Disability Leave, the City will continue to pay for the
employee’s participation in the City’s group health plans, to the same extent and under the same
terms and conditions as would apply had the employee not taken leave.

Thus, the employee must continue to pay any required share of health plan premiums
during the leave. All other benefits will be governed in accordance with the terms of each benefit
plan and are the sole responsibility of the employee. In certain circumstances, if the employee
fails to return from leave after the leave period expires, the City may recover from the employee
the amount of premiums the City paid to maintain coverage.



Employees on Pregnancy Disability Leave will accrue employment benefits such as sick
leave, vacation, and seniority only when paid leave is being substituted for unpaid leave and only
if the employee would otherwise be entitled to such accrual.

Reinstatement After Pregnancy Disability Leave: Unless the City and the employee have
already agreed upon the employee’s return date, an employee who has taken a Pregnancy
Disability L eave must notify the City Manager at least two business days before her scheduled
return to work. An employee who timely returns to work at the expiration of her Pregnancy
Disability Leave will be reinstated to her former position, or a comparable position whenever
possible and consistent with applicable law.

Upen-return-from-any-pregrancy-disability-leaveGenerally, the employee shall be entitled

to return to her original job unless the job has ceased to exist for reasons unrelated to her leave or
preservation of the job would undermine the City’s ability to operate safely and efficiently. If the
original job is not available for the reasons specified above, the employee is entitled to return to a
substantially similar job, unless there is no substantially similar job available or filling a
substantially similar job with the returning employee would substantially undermine the City’s
ability to operate safely and efficiently.



Each employee who has taken a Pregnancy Disability Leave must be released by her
doctor to return to work. The return-to-work release should be in writing and submitted to the
City Manager on or before the employee’s return.

9.13. 9.08-PermanentTemporary Leave of Absence as a Reasonable Accommodation
of a Disability.
Employees may take a temporary disability leave of absence if necessary to reasonably
accommodate a qualified disability under the Americans with Disabilities Act and/or the
California Fair Employment and Housing Act.

The duration of a temporary disability leave under this policy shall be consistent with
applicable law, but in no event shall the leave extend past the date on which an employee

becomes capable of performing the essential functions of his or her position, with or without
reasonable accommodation.

An employee taking a temporary disability leave must substitute any accrued paid sick
leave and vacation for the leave. Otherwise, the leave is unpaid. Group insurance benefits may be
continued during temporary disability leaves. However, the cost of such coverage, including the
City’s premium payment becomes the responsibility of the employee.

Requesting Leave: Unless the circumstances render it impractical, a temporary disability
leave must be approved in advance by [the City Manager]. Whenever possible, an employee
should submit a written request for temporary disability leave as soon as the employee is aware
of the need for such leave. A request for temporary disability leave must be supported by a
medical certification from a health care provider containing the following information: (a) the
date on which the employee became disabled: (b) the probable duration of the period or periods
of disability; and (c) and explanatory statement that, due to the disability, the employee
temporarily is unable to work at all or is unable to perform any one or more of the essential
functions of his or her position without undue risk to the employee or to other persons. The
certification should also explain what accommodations, if any, will assist the employee to
perform essential functions of the employee’ position.

Reinstatement after L eave: Each employee who has taken a temporary disability leave
must keep the City Manager advised of their status and contact the City Manager at least two
weeks before the expiration of the scheduled leave to discuss the employee’s return to work.
Such employees shall be reinstated in accordance with applicable law and into their former
position if staffing requirements permit. The City cannot guarantee that the employer’s former
position or any other position will be available upon the expiration of the scheduled leave.

Each employee who has taken a temporary disability leave must be released by a doctor to
return to work. The release should be in writing and submitted to the City Manager on or before
the employee’s return date.

9.14. Temporary and Permanent Disability Resulting from Workplace Injuries. If an
employee’s need for temporary disability leave is due to a work-related injury, all matters relating
to an employee’s leave rights, including compensation, benefits, substitutions of paid leave
notice and certification requirements and reinstatement shall be governed by state workers’
compensation laws.




MediealSimilarly, medical care and payments for permanent disabilities incurred in the
course of employment are prescribed in the Workers” Compensation Act.

9.15. Sick Leave. In order to help prevent loss of earnings that may be caused by
accident or illness, the City provides paid sick leave as set forth below.

Eligibility: An employee qualifies to accrue paid sick leave under this policy upon the
start of the employee’s employment. Employees may use paid sick leave under this policy if they
have worked for the City for at least 90 calendar days. Retired annuitants are not eligible for sick
leave under this policy. The sick leave, and other benefits of, temporary employees who are under

leave-hours:

Accrual: Eligible full-time employees shall accrue paid sick leave at the rate of eight
hours per month, to a maximum of not to excess 125 working days (1000 hours). Employees who
reach the applicable cap will cease to accrue further paid sick leave hours until paid sick leave is
used, at which point the employee will continue to accrue additional paid sick leave up to the cap.
Paid sick leave not used in a year otherwise carries over from year to year.

Eligible part-time employees and temporary employees who are employed directly with
the City do not accrue paid sick leave. Instead, they receive a lump-sum of 24-hours of paid sick
leave to use each year. Unused sick leave for these employees does not carry-over from year to
year.

Usage: Employees may use accrued paid sick leave for any of the reasons discussed
elow:

=

Paid sick leave may be used for the diagnosis, care (including preventative care),
or treatment of an existing illness, injury, or health condition of an employee and
the employee’s family members or a designated person.

__ 0  For purposes of this policy a “family member” includes the employee’s
child (regardless of age or dependency status), spouse or domestic partner,
parent or guardian, spouse or domestic partner’s parent or guardian
grandparent, grandchild, or sibling;



__ 0 For purposes of this policy a “designated person” is any person identified
by the employee at the time the employee requests sick leave. The City
limits the employee to one designated person per 12-month period.

. Employees who are victims of domestic violence, sexual assault, or stalking also
may use paid sick leave for treatment, assistance, and other purposes authorized
by law.

Compensation for Sick Leave: Paid sick leave is paid at the employee’s regular rate of
pay for the workweek in which the employee uses paid sick leave. Except as provided below
accrued, unused paid sick leave is not paid out upon termination or resignation. However, an
employee who separates from employment and is rehired within one year will have their

previously accrued and unused paid sick leave balance reinstated.

An employee having at least four (4) years of continuous employment with the City may,
at the option of the employee, be paid up to 50% of his or her unused sick leave earned during the
previous 12 month period or convert that or any portion of that amount to vacation time. The
remaining percentage of unused sick leave shall be retained in the employee’s accumulated total
of unused sick leave.

Upon retirement, any employee having at least twenty (20) years of continued service
with the City of Hughson, having unused accumulated sick leave shall be paid thereafter in an
amount equivalent to twenty-five (25%) of his or her then current daily wage rate for each day of
unused sick leave. The employee will have the option of converting the amount due to either paid
medical\dental insurance premiums for coverage offered by the City to current employees, or
receive a single lump sum cash payment. To be eligible for insurance premium payment, the
employee must also be eligible for the insurance coverage as provided in the policy between the
City and the carrier selected.

Upon retirement, any employee, with a management classification, having at least ten (10)
years continued service with the City of Hughson, having unused accumulated sick leave, shall
be paid thereafter in an amount equivalent to fifty percent (50%) of his or her then current daily
wage rate for each day of unused sick leave. The employee shall have the option of converting
one hundred percent (100%) of unused sick leave to paid medical/dental/vision insurance
premiums for coverage offered by the City to current employees. To be eligible for insurance
premium payments, the employee must also be eligible for the insurance coverage as provided by
the policy between the City and the carrier selected.

The employee shall report sick leave prior to the start of his or her work shift whenever
possible and at least within one-half hour after the start of the shift. Police-persennelwiti-report
ek ori f thei . e



If an employee becomes ill while on vacation, his or her period of illness may be charged

to sick leave-upon-presentation-of. The employee’s supervisor may request a doctor’s certificate

stating-the-nature-and-extentconfirming that the employee was unable to work and the expected
duration of the

iliness before the leave is switched from vacation to sick leave. In the case of frequent
use of sick leave, an employee may be requested to file a physician’s statement for each illness.
An employee may also be required to take an examination by a physician designated by the City
and to authorize consultation with his or her own physician concerning his or her illness in
accordance with applicable local, state and federal law.

Employees shall, whenever possible, make dental, medical and similar appointments on

Saturday, or other non-workday. H-this-is-net-pessible;-sick-leave-shall-be-used-forthese purposes
When employees do need to make

fara-minimum-period-of-()-hourand-sheuld-notexceed
appointments on a workday, they should schedule their appointments so that their absence is
limited to no more than four {4)-hours, except in unusual circumstances.

With the approval of the City Manager, any eligible employee may be granted up to five
(5) days leave with pay in the event of a catastrophic illness on the part of a family member living
in the employee’s house. Use of leave with pay for this purpose is intended to apply in serious
and unforeseen conditions where the presence of the employee in the home is required. For the
purpose of this section, immediate family shall be defined as mother, father, sister, brother,
spouse, child, grandchlld grandparent mother in-law or father in- Iaw of the employee

9.16. 9-16-Vacation Leave.

The City provides benefits to eligible employees to enable them to take paid time off for
rest and recreation. The City believes this time is valuable for employees in order to enhance
their productivity and to make their work experience with the City personally satisfying. The
City also provides long-service employees with additional vacation benefits as years of service
are accumulated.

Vacation leave is a right; however, the use of same shall be approved by the Department
Head, taking into account the desires and seniority of employees and more particularly, the
workload requirements of the department. Employees shall take vacation leave regularly each
year and shall be encouraged to take vacation at least a full week at a time. VVacation may be
scheduled at the request of the employee by the department head, but must consider all needs of
the City.



All regular employees are eligible to accrue and take vacation benefits based on their
continuous length of service, measured from the date of hire. “Continuous length of service” is
defined as service that is uninterrupted by termination of employment.

The City shall respond to all annual leave requests within five (5) working days after the
employee has submitted his or her request to the Bepartment-Headdepartment head/supervisor.
Regular full-time employees, except as provided in any applicable memorandum of
understanding, shall earn annual leave at the following rates (subject to Subsection 9.11 of this
Personnel Manual):

Ax Less-than-five-year'sDate of hire through fifth year of service = 8 hours per month
(12 days per year).

B- Afterfiveyears’Sixth year through tenth year of service = 11.32 hours per month
(17 days per year).

c Aftertenyears’Tenth year through fifteenth year of service = 14 hours per month

(21 days per year).
B Afterfifteenyears Fifteenth year of service and thereafter = 16 hours per month
(24 days per year).

Part-time employees who may become eligible for VVacation Leave will accrue leave at a
pro-rated rate of the full-time accruals listed above.

AtMaximum Accrual. Employees are encouraged to use their vacation days.
Unused vacation days as of the end of the calendar year will carry over to the next calendar year
subject to the cap described as follows: Vacation accruals may not exceed three hundred twenty
(320) hours. Once this maximum reached, then at the end of the payroll period in which the leave

accumulation reaches erexeeeds-the stated limit, the employee’s vacation leave shall cease
accruing, and no further vacation shall accrue until the balance is reduced below the stated limit.

Vacation accruals are noted on employee paystubs. It is the employee’s responsibility to seek the

use of the vacation leave in a timely manner.

employee is unable to use the time because of departmental staffing needs, and has been asked by
the City to defer his or her vacation, he or she shall be paid for the amount of time in excess of
the limit at the end of the month, and accrual may thereafter recur. Upon termination, an
employee shall be paid for accrued and unused vacation time_through their last day worked at

their base rate of pay as of the time of separation.

An employee may elect to receive a cash payment for up to a maximum of forty
(40) hours of his/her accumulated vacation balance prior to commencement of a scheduled
vacation of forty (40) consecutive hours or more. To exercise the cash payment option an
employee must have forty (40) hours of accumulated vacation time remaining after the cash
option and scheduled vacation have occurred. This option may be exercised once within the
same fiscal year.



9.17. Holidays. Where holidays are addressed in an applicable memorandum of
understanding, the provisions of the memorandum of understanding shall control. Where not
covered in a memorandum of understanding, regular employees shall be entitled to the following
holidays with pay:

Two Floating Holidays

New Year’s Day

Martin Luther King’s Birthday
Lincoln’s Birthday



Washington’s Birthday

Memorial Day

Independence Day (4th of July)

Labor Day

Veterans Day

Thanksgiving Day (4th Thursday of November)

Day after Thanksgiving Day (4th Friday of November)

Chyristmas-Day—December 25
Any day or part of day declared by the City Manager to be a holiday.

When an employee gives adequate notice, the City will make reasonable accommodation
for the employee to observe the Sabbath if it will not unduly interfere with City operations. Such
release time may be charged to administrative leave, compensatory time off, vacation, or leave
without pay at the discretion of the employee.

When a holiday falls on a Sunday, the following Monday shall be observed as a holiday.
When a holiday falls on a Saturday, the preceding Friday shall be observed as a holiday.

To be paid for a holiday the employee must have been in paid status on the workdays for
his or her classification which immediately precedes and succeeds the holiday.

Any other employee who mrght be required to work on any of the above holldays shaII be

compensated at overtime rates in accordance with Section 9.02 of these rules. If a holiday falls on

a-nen-peticepersonnelan employee’s regular day off, he shall be entitled to equivalent time off at
a later date.

The “Floating Holiday” is to be used during the calendar year and cannot be carried over

to the next year._Floating Holiday time must be used by December 31st of each year and will not
be paid out.
9.13 Bereavement-Leave.
9.18. Bereavement Leave. Employees who have been employed for at least 30 days
will be eligible for up to five (5) working days of bereavement leave upon the death of a family
member. The five days of bereavement leave do not have to be consecutive, but the leave must be
omgleted within three months of the date of death of the famlly member.

For purposes of this policy, an employee’s family member means the employee’s spouse
child (meaning biological, adopted, foster, stepchild, legal ward, child of a registered domestic

artner, or to whom the employee stands in loco parentis), registered domestic partner, parent

(meaning biological, foster, adoptive parent, step-parent, legal guardian, parent-in-law, or other
erson who stood in loco parentis to the employee as a child), sibling, grandparent, or grandchild.

Of the five total days of bereavement leave, three (3) days are with pay, and the remaining two

(2) days of leave are unpaid, unless the employee chooses to use accrued sick leave or vacation.
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The City may request documentation of the death of the family member be provided
within 30 days of the date the leave is to begin, which be in the form of a death certificate, a
published obituary, or written verification of death, burial or memorial services from a mortuary,
funeral home, burial society, crematorium, religious institution, or governmental agency.

9.19. 9-14-Military L eave.
Leave, reinstatement, pay, and benefits for employees of the City shall be provided in
accordance with federal law (38 U.S.C. 88 2021 and following) and California law (Military and
Veterans Code §§ 395 and following).

9.20. 9-15-Family Care and Medical Leave.

The City provides family care-and-medicalleaveforup-to-12-weeksperyearin
accordance-with-California’s-Moere-Brown-Reoberti, medical, and military exigency leave under
both the California Family Rights Act and-the-Federal(“CFRA™). Should the City ever employ 50
or more persons, employees Would become ellglble for beneflts under the federal Famlly and
Medical Leave Act of 1993

“FMLA™), and military caregiver Ieave as rowded under the FMLA, which Ieaves may run

concurrently. However, at this time because of the City’s size, employees are not eligible for
FMLA leaves. Distinctions between FMLA and CFRA leaves are noted below.




Family care, medical and military family leave is provided in accordance with the FMLA
and CFRA as noted above. Differences between these two laws by affect any individual
employee’s rights to a particular leave. As a result, the policies below generally describe the
aggregated leaves available under these laws, but should not be construed as promising specific
provisions will apply in any given case nor in all cases. Employees should contact Human
Resources after reviewing the general policy provisions stated below to discuss the employee’s
specific leave entitlements, and with any related guestions.

A Eligibility-:

FoGenerally, to be eligible for family care-and, medical, and military family leave and for
military caregiver leave, an employee must:

(1)  4)yhave worked for the City for at least twelve {£2)-months prior to the date on
which the leave is to commence; and

(2)  2rhave worked at least 1,250 hours in the twelve (12) months preceding the date
the leave- commences;

(3)  for any leave that qualifies only under the FMLA (and not under the CFRA), work
at location with 50 employees or more within a 75-mile radius of the City’s next
closest facility. For a leave that qualifies under the CFRA, the employee is eligible
if the City directly employs 5 or more persons.

An employee returning from fulfilling his or her National Guard or Reserve military obligation
will be credited with the hours of service that would have been performed but for the period of
military service in determining the 1,250 hours of service.

In the case of a pregnancy-related disability or other legally protected disability or medical
condition or work-related injury, an employee may not need to satisfy all of the above

requirements. Employees should refer to the policies specific to those circumstances contained in
this Personnel Manual.

B- Permissible Uses-of Family-Care-and-Medical-Leave-:
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‘Family care and medical leave” may be requested for the following reasons:
(1)  the birth or adoption of an employee’s child or the child of the employee’s

domestic partner, or the placement of a foster child with the employee or with the
employees’ domestic partner; (i.e. “Baby Bonding”) (FMLA and CFRA).

(2)  tocare for a “family member” with a serious health condition. Under the FMLA
and CFRA, a “family member” includes the employee’s spouse, child, or parent.
Under the CFRA (but not under the FMLA), a “family member” also includes the
employee’s grandparent, grandchild, sibling, parent-in-law, and domestic partner.
Under the CFRA (but not under the FMLA), leave may also be requested to care
for a “designated person” with a serious health condition, which is any individual
related by blood or whose association with the employee is the equivalent of a
family relationship. The employee may identify the designated person at the time
the employee requests the leave. The City limits employees to one designated
person per 12-month period for family care and medical leave.

(38)  for an employee’s own serious health condition. (FMLA and CFRA)

Generally, a serious health condition refers to an illness, injury, impairment, or physical
or mental condition of an employee or an employee’s covered family member that involves
inpatient care in a hospital, hospice, or residential health care facility, either overnight or when an
overnight stay was reasonably expected (even if it did not occur); subseqguent treatment in
connection with such inpatient care or any period of incapacity; or continuing treatment by a
health care provider, including but not limited to treatment for substance abuse. Subject to certain

conditions, “continuing treatment” can exist with incapacity due to pregnancy or with incapacity
due to a chronic condition, as well as other conditions.

“Military exigency leave” (FMLA and CFRA) may be requested when there is a
ualifying military exigency arising out of the fact that an employee’s spouse, child, or parent
(and domestic partner or parent-in-law under the CFRA) is on covered active duty (or has been
notified of an impending call or order to covered active duty) in the Armed Forces outside of the
United States. Qualifying military exigencies include the following:

. Short-notice deployment where the employee may take leave to attend any issue
that arises from the fact that a military member (whether in the Regular Armed
Forces, National Guard, or Reserves) is notified of an impending call or order to
active duty seven or less calendar days prior to the date of deployment. Leave

taken for this purpose can be used for a period of seven calendar days beginning
on the date the covered service member receives the notification.

Military events and related activities where the employee may take leave to attend
to any official ceremonies, programs or events related to the call to active duty and
to attend to family support, assistance programs, or informational briefings related
to the call to active duty.



Childcare and school activities where the employee may take leave to arrange for
alternative childcare or to provide childcare on an urgent, immediate need basis
when the need arises from the call to active duty, to enroll or transfer a child to a
new school, to attend meetings with school or daycare facility staff regarding

disciplinary measures, parent-teacher conferences, or meetings with school
counselors.

Financial and legal arrangements where the employee may take leave to make or
update financial or legal arrangements related to the covered servicemember’s
absence, such as preparing powers of attorney, wills, transferring bank accounts
and the like, or appearing or acting on behalf of the absent servicemember in
matters related to military benefits.

Counseling where the employee may take leave to attend counseling, the need for
which arises from the call to active duty of the covered servicemember.

Rest and recuperation where the employee may take up to fifteen days of leave to
spend time with a covered servicemember each time the servicemember is on
short-term rest and recuperation leave during the period of deployment.

Post-deployment activities where the employee may take leave for a period of up
to 90 days following the termination of the deployment to attend arrival
ceremonies, reintegration briefings and events, and other official ceremonies or

programs provided by the military, or to address issues that arise out of the death
of a covered servicemember.

Parental leave where the employee may take qualifying leave to care for the

parent of a military member, or someone who stood in loco parentis to that
military member, when the parent is incapable of self-care. To qualify as parental

leave, the need for the leave must arise out of the military member’s call to active
duty. Further, the leave must be for one of the following purposes: (1) to arrange
for alternative care for the parent; (2) to provide care for the parent on an urgent
immediate need basis; (3) to admit or transfer the parent of the military member to

a care facility; or (4) to attend a meeting with staff at a care facility for the parent.

Additional activities where the employee may take leave to address other events
that arise out of the call to active duty as the City and the employee may agree as
to both timing and duration.

“Military caregiver leave” (FMLA only) may be requested to care for a covered

servicemember if the employee is the covered servicemember’s spouse, child, parent, or next of
kin. For purposes of this leave, a covered servicemember is: (1) a current member of the Armed
Forces, including a member of the National Guard or Reserves who is undergoing medical
treatment, recuperation, or therapy, is otherwise in outpatient status, or is otherwise on the
temporary disability retired list, for a serious injury or illness, or (2) a covered veteran who is
undergoing medical treatment, recuperation, or therapy, for a serious injury or illness.

Substitution of Paid Leave: Employees are required to substitute accrued vacation time

303521-9

and other paid personal leave (except sick leave) for all family care-and, medical leaves, military
exigency leaves and military caregiver leaves. Employees are required to substitute sick leave
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only for the employee’s own medical leaves. Employees may elect to substitute sick leave to

attend to an illness of a child, parent, spouse or domestic partner of the employee or for other
types of family care leave.

B

=

o

Amount of Leave-—:

Family Care, Medical, and Military Caregiver Leave: Provided all the conditions
of this policy are met, an employee may take a maximum of 12 weeks of family

care-and, medicalHeave-or26-weeksfor Miitary-FMEA, and military exigency

leave in a rolling 12-month period measured backwards from the date the
employee’s leave commences—Parents-, unless more time is required by law.

Employees who are a-ma Y
iedunable to work due to

total-et-L2-weeks-ot-family-care-leave-in-a-12-moenth-period

pregnancy disability will be granted the greater of 12 weeks leave or the amount
of leave to which the employee may be entitled under California state law for a
pregnancy-related disability or in connection with childbirth. Family care leaves
for the birth, adoption, or foster care placement of theira child_must be concluded

within one year of the birth, adoption, or placement.

Military Caregiver Leave (FMLA only): Provided all the conditions of this policy
are met, an employee may take a maximum of twenty-six (26) weeks of military
caregiver leave in a single twelve (12)-month period, inclusive of the time the
employee takes for a family care, medical, or military exigency leave during that
period. This twelve (12)-month period will be measured forward from the first day

leave is taken.

Spouses who are both employed by the City may take a maximum combined total
of 26 weeks in the 12-month period for the care of the servicemember and the
birth, adoption, or foster care of their child or to care for an ill parent, provided

that no more than 12 weeks of this combined 26-week period may be taken for
reasons other than to care for the servicemember.

Famihy-care-or-medicatintermittent Leave. Medical leave for the employee’s own
serious health condition, erfamily care leave for the serious health condition of the
employee’s spouse, parent, or child, and military caregiver leave may be taken
intermittently or on a reduced schedule wherewhen medically necessary. H-leave
is Where the intermittent or reduced schedule leave is for planned medical
treatment, the employee must make an attempt to schedule the treatment so as not
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to disrupt unduly the City’s operations. Where the family care leave is to be taken
in connection with the birth, adoption, or foster placement of a child, the minimum
duration for each period of leave is two weeks, except that the employee may
request leave of less than two weeks duration on any two occasions. Exigency
Ieave also ma¥ be taken |nterm|ttently orona reduced schedule—the—@dy—retams

E: Leave’s Effect on Pay.
Except to the extent that other paid leave is substituted for family care-e+, medical-teave;
family-care-and-medical-leave-is-unpaid-, and military family leave, leave under the FMLA and
the CFRA is unpaid. However, employees may be entitled to California State Disability
Insurance (SDI) when leave is taken for their own serious health condition.
F Leave’ Effect on-Benefits.

Employees also may be entitled to Paid Family Leave (PFL) benefit payments for up to
eight (8) weeks in any twelve month period during leaves to care for qualifying family members.
PFL provides a partial wage replacement for absences from work to care for a seriously ill or
injured family member or for bonding with a minor child within one year of the birth or
placement of the child in connection with foster care or adoption. Employee contributions
provide funding for this program. PFL is administered like SDI by the California Employment
Development Department. To the extent possible, PFL benefits must run concurrently with
family care leave and do not entitle an employee to take any additional time off. In addition, an
employee must use up to two weeks of any accrued but unused vacation before the employee will
be eligible to receive PFL.

Leave s Effect on Benefits. Durlng an employee’s family care-er, medical-teave,forup-to
».and military family leave, the City shaHwill
continue to pay for the employee’s participation in the City’s group health plans, to the same
extent and under the same terms and condltlons as would apply had the employee not taken Ieave

Thus, the employee must continue to pay his or her share of the health plan premiums
during the leave. If paid leave is substituted for the unpaid leave, such payments will be deducted
from the employee’s pay through the regular payroll deductions. Otherwise, the employee must
make arrangements with the City for the payment of such premiums.

If the employee fails to pay his or her share of the premiums during leave, or if the
employee fails to return from the leave at the expiration of 12 weeks (or 26 weeks in the case of a
military caregiver leave) for a reason other than the recurrence, continuation, or onset of a serious
health condition for which leave under this policy is allowed or other circumstances beyond the
employee’s control, the City can recover any health plan premiums paid by the City on the
employee’s behalf during any periods of the leave.

G- Procedure for Requesting Family Care-and, Medical and Military Family Leave.

=

- Notice Requirements.




Employees shoutdmust notify the City of their request for family care-er, medical-leave,

I~

military exigency, or military caregiver leave with at least a verbal request
although a written request is also requested by the City, as soon as they are aware
of the need for such leave. For foreseeable eventsfpessible;family care,
medical, and military caregiver leave, the employee must provide 30 calendar
days’ advance notice to the City of the need for family-care-or-medical-leave. For

events that are unforeseeable 30 days in advance, but-are-nrotemergencies;-the
employee must notlfy the Clty as soon as heeesheﬁle&msreﬂheneedi—eetheﬂleave

fer—the—leave is Qractlcable and generall;g must comgl;g W|th the C|t¥ s normal caII-
in or notice procedures. If the leave is requested in connection with a planned,

non-emergency medical treatment, the employee may-berequiredmust make an
attempt to schedule such treatment so as to avoid unduly disrupting City
operations, and may be requested to reschedule the treatment so as to minimize
disruption of the City’s business.

If an employee fails to provide the requisite 30-day advance notice for foreseeable
events without any reasonable excuse for the delay, the City reserves the right to
delay the taking of the leave until at least 30 days after the date the employee
provides notice of the need for family care or medical leave.

All requests for family care-er, medical, military exigency, and military caregiver
leave should include enough information to make the City aware that the
employee needs qualifying leave, and the anticipated eatefsjtiming and duration of
the leave-_if known. Sufficient information may include that the employee is
unable to perform job functions, the family member is unable to perform daily
activities, the need for hospitalization or continuing treatment by a health care
provider, or circumstances supporting the need for military family leave.
Employees also must inform the City if the requested leave is for a reason for
which FMLAJ/CFRA leave was previously taken or certified.

Any requests for extensions of a-family-care-ormedical-leave under this policy
must be received at-least five (5) working-days-before-the date-on-which-the
employee-was-originally-scheduled-to-return-to-werkas soon as is practicable and
must include the revised anticipated date(s) and duration of the famiby-care-or
medical-leave:leave. To the extent permitted by law, the City reserves the right to
deny requests for extensions or deny reinstatement to an employee who exceeds
the leave amounts provided by this policy or fails to provide requested medical
certification. In addition, if an employee has a disability, he or she may be eligible
for leave under the Americans with Disabilities Act (ADA) or state law. For more

detailed information on extended leaves, please contact Human Resources.

Once the City is aware of the employee’s need for leave, it will inform the
employee whether he or she is eligible under the FMLA/CFRA. If the employee is
eligible, the notice will specify any additional information required as well as the
employees’ rights and responsibilities. If the employee is not eligible, the City will
provide a reason for the ineligibility.

{2y MedicalCertification:




Any request for medical leave for an employee’s own serious health condition-er,
for family care leave to care for a child, spouse, domestic partner or parent with a

serious health condition or for a serious injury, or for military caregiver leave must
be supported by medical certification from a health care provider.

For military caregiver leave, the employee must provide confirmation of a family
relationship to the seriously ill or injured service member. Employees generally
must provide the required certification within 15 calendar days after the City’s
request for certification. For foreseeable leaves, employees must provide the
required medical certification before the leave begins. When this is not possible,
employees must provide the required certification within 15 calendar days after
the City’s request for certification, unless it is not practicable under the
cwcumstances to do so, desplte the employee S good falth efforts Failure to

Medical certifications must include the following:

The-medical-certification for-a-child; spouse,-or-parent-with-aFor leave for a
covered family member’s serious health condition shat-ineludeor for the serious

injury or illness of a qualifying servicemember: (a) the date on which the serious
health condition or serious injury or illness commenced; (b) the probable duration
of the condition_or injury or illness; (c) the health care provider’s estimate of the
amount of time needed for family care; (d) the health care provider’s assurance
that the health care condition or injury or illness warrants the participation of the
employee to provide family care; and (e) in the case of intermittent or reduced
schedule leave where medically necessary, the probable duration of such a
schedule.

Fhe-medical-certificationfor-leave-forFor the employee’s own serious health
condition-shalinelude: (a) the date on which the serious health condition
commenced; (b) the probable duration of the condition; (c) a statement that, due to
the serious health condition, the employee is unable to perform the essential
functions of his or her position; and (d) in the case of intermittent leave or reduced
schedule leave where medically necessary, the probable duration of such a
schedule. In addition, the certification may, at the employee’s option, identify the
nature of the serious health condition involved.

Absent extenuating circumstances, an employee’s failure to timely submit a
sufficient certification—whether in connection with the original leave request or a
recertification—may delay protected leave for the period of time after the 15-day
deadline expires through the date when the certification is provided. If the
certification is never provided, the leave will not be deemed protected under
applicable law.



Failure to timely provide the required certification may result in the denial of
foreseeable leave until such certification is provided. In the case of unforeseeable
leaves, failure to timely provide the required certification may result in a denial of
the employee’s continued leave. Where the employee’s need for leave due to the
employee’s own serious health condition, or the serious health condition of the
employee’s covered family member, lasts beyond a single leave year, the City
may require the employee to provide a new medical certification in each
subsequent leave year. Any request for an extension of the leave also must be
supported by an updated medical certification.

It is the employee’s responsibility either to furnish a complete and sufficient
certification or to furnish the health care provider providing the certification with
any necessary authorization from the employee or the employee’s family member
in order for the health care provider to release a complete and sufficient
certification to the City to support the employee’s leave request.

Where permitted by law, if the City has a good-faith, objective reason to doubt the
validity of the medical certification provided by the employee, the City may
require the employee to obtain a second opinion from a doctor of the City’s
choosing at the City’s expense. If the employee’s health care provider providing
the original certification and the doctor providing the second opinion do not agree,
the City may require a third opinion, also at the City’s expense, performed by a
mutually agreeable doctor who will make a final determination. Before-permitting

employee’s responsibility to furnish his or her health care provider with the
necessary authorization for the disclosure of medical information to the doctor(s)
who will provide the second and third opinions. If the employee fails to provide
the necessary authorization, the request for leave may be denied, in accordance
with applicable law.

Designation of Protected Leave. Once the City has enough information to determine
whether the leave is CFRA and/or FMLA-qualifying, the City will inform the employee if leave
will be designated as CFRA and/or FMLA-protected and, the amount of leave available to the
employee. If the City determines that the leave is not protected, the City will notify the employee.

Recertification. The employee taking leave because of his or her own serious medical
condition or the serious medical condition of a family member may be required, except in cases
of military caregiver leave, to provide the City with recertification at appropriate intervals. For
purposes of recertification, the employer may request the same information as allowed by law for
the original certification.

Return to Work Certification. Where the leave is for the employee’s own serious health
condition, the City requires employees to provide medical certification that he or she is
ablereleased to return to work- and able to do so. City may delay restoring the employee to
employment or terminate the employee without such certificate.

{3} Leave’s Effect on Reinstatement.

Employees timely returning from family-care-ormedicala leave covered under this policy
are entitled to reinstatement to the same or esmparableequivalent position consistent with
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applicable law._An employee has no greater right to reinstatement than if he or she had been
continuously employed rather than on leave. The City will comply with all applicable laws
pertaining to reinstatement of employees, including where required, the reasonable
accommodation of employees who have been on an approved leave.

The City complies with applicable family care, medical leave, and military family leave
laws. Under the CFRA and FMLA it is unlawful for any employer to: interfere with, restrain, or
deny the exercise of any right provided under the CFRA/FMLA; or discharge or discriminate
against any person for opposing any practice made unlawful by the CFRA/FMLA or for
involvement in any proceeding under or relating to the CFRA/FMLA. If an employer has done
so, an employee may file a complaint with the U.S. Department of Labor or may bring a private
lawsuit against an employer under the FMLA. The FMLA does not affect any federal or state law
prohibiting discrimination, or supersede any state or local law or collective bargaining agreement
that provides greater family or medical leave rights. If you have questions, or would like further
clarification about your rights under the CFRA/FMLA or other types of leave, please contact the
City Manager. Separately, employees may file complaints of claimed violations of CFRA with
the the California Civil Rights Department (CRD) (formerly the Department of Fair Employment
and Housing (DFEH)), which is authorized to investigate such complaints. For more information
visit the CRD’s website at http://www.calcivilrights.ca.gov.

9.21. 9:-16-Catastrophic Leave Policy.

A Conditions of Participation. Applications for receipt of catastrophic leave
donations will be processed by the City Manager, or his or her designee.

B- An employee becomes eligible to receive catastrophic leave donations when the
following two (2) conditions occur:

1) &)  The employee has exhausted, or will soon exhaust all his/her accrued paid
leave, as a result of a verifiable long-term illness or injury suffered by either the
employee or a relative, as defined in Section 1.16.

(2) » Theemployee has received approval for an unpaid leave of absence from
his/her superviserDepartment Head.

c Any other employee (the donating employee) may donate accrued vacation,
compensatory time, administrative leave, or holiday time; sick leave may not be donated, except
as provided below. Donations must be in ferty-heurforty-hour increments.

B Donated leave shall be added to a bank reserved for the recipient employee, in the
order of receipt from the donating employee, but shall not be added to the recipient employee’s
sick leave balance until needed by the recipient employee.

E Once donated to an individual, donated leave cannot be reclaimed by the donor,
but, in the event the receiving employee shall return to work without having used all donated
leave, the balance of unused donated leave shall be returned to all donating employees by

prorating based on donations.

F Sick leave may be donated only by an employee having at least four (4) years of
continuous employment with the City. The maximum amount such an employee may donate is
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fifty percent (50%) of the donating employee’s unused sick leave earned during the previous 12-
month period and such amount donated shall be treated, for the donating employee, as though it
had been converted to cash pursuant to Section 9.09.

G- Processing of Donations. Upon receipt of donation authorizations, the City
Manager, or his or her designee, shall take the following actions:

- Verify that donating employee has the minimum required leave balance required
for the donation and convert donated time to dollars at the hourly rate of the donor and subtract
from the designated leave category. Pay supplements which are a percentage of base salary
(except above class pay and special assignment pay) shall be added to the base salary prior to
converting the value of the donated time to the recipient.

2 Convert donated dollars as computed above to hours at the hourly rate of the
recipient, and add to a bank reserved for the recipient employee. Upon need the hours shall be
added to the recipient’s sick leave balance.

3} Adjust records of donor and donee employees accordingly.

{4).  Retain a confidential file of donation authorizations.

H Treatment of Donated Time. Donated time is treated as sick leave accrued by the
recipient of the donation. Donated time does not alter the employment rights of the City or the

recipient, nor extend or alter limitations otherwise applicable to Leaves of Absence or Sick
Leave, except as noted herein.

9.22. 9.17-Standby Duty.

When necessary and in the interest of city operations, a Bepartment-Headdepartment
head may assign employees to “standby” status.

A Application of “standby” shall be as follows:

-  Each employee so assigned to “standby” shall be provided with a Citycity issued
cell phone or pager while on standby duty and shall be able to report to the work site
within thirty (30) minutes.

2>  Employees on standby shall have the option to trade days and/or
weeks of standby status with another qualified employee in the same unit or division with

department head Bepartment-Head-approval.

) Standby shall be assigned in a minimum of either eight (8) hour blocks, i.e.,
Monday-Friday workweek standby may be eight (8), sixteen (16) or forty-eight (48) hour
blocks.

Standby weekends i.e., Saturday, Sunday or extended holiday weekends (Friday-Sunday
or Saturday-Monday) will be assigned in eight (8) to forty-eight (48) hour blocks.

B- Compensation for “standby” shall be as follows:



- Employees assigned to standby duty shall be paid two (2) hours of straight time
pay for every eight (8) hours of standby, andregardless of whether they are called into
work. Employees who are called into work while on standby duty shall be paid time and
one-half (1 *2% ) for all actual-time actually worked-while-on-standby-duty status,

2  Employees assigned to standby duty on holidays observed by the City shall be
paid two (2) hours of straight time pay for every eight (8) hours of standby, and double
time and one-half (2-1/2) for all time worked while on standby duty status.

918 Callback:

9.23. Callback. When an employee returns to work duty at the request of the
Department-Headdepartment head or his designee for an emergency or for some other need of the
City after said employee has been released from work duty, said employee shall be entitled to call
back compensation.

Call back compensation shall be paid at time and one-half (4*1-1/2) for all time actually

worked with a minimum of two (2) hours pay. For the purpose of computing time for this
provision, time will commence when the employee leaves their home to respond to the call back
and will end when they return home.

9.24. Military Spouse Leave (Military and Veterans Code section 395.10). Qualified
California employees will be given up to 10 days leave during that time in which the employee’s
spouse or domestic partner is on leave from deployment in a combat zone with the active duty or
reserve military or national guard during a period of military conflict. Employees may use

accrued vacation time to cover this absence. If the employee has no accrued vacation, the

mglo¥ee must reguest t|me off W|thout pay.

2  HaveQualifying employees are employees who work an average of 20 hours per

week and have a spouse that-isor domestic partner who is serving as (1) a member of a)-the U.S.
Armed Forces efthe-United-States-and who has been deployed during a period of military

conflict to an area designated as a combat theater or combat zone by the President of the United
States;b} or (2) a member of the Armed Forces Reserve Components or the National Guard
wheand has been deployed during a mititary-confhict-or¢)-Reserves-who-has-been-deployed
during-aperiod of military conflict.

3)  ProvideQualifying employees who wish to request this leave must provide the
City with a written netice-of-theiintention-to-take-Military-Speuse-Leaverequest for such leave
within two {2)-business days of receiving official notice that theirthe military spouse or domestic
partner will be on leave from deployment;-and. The employee must also provide written
documentation to the City certifying that the military member will be on military leave from

deployment.




9.25. Leave For Educational/Daycare Purposes. (Labor Code sections 230.7 and 230.8).

Employees willbe granted time off without pay for up to 40 hours per calendar year, but
no more than eight hours in any calendar month, to:

. participate in the activities of schools or licensed child daycare facilities attended
by their children

find, enroll, or reenroll their children in a school or with a licensed childcare
provider, or

address a child care provider or school emergency (i.e., the school or child care
provider requested that the child be picked up, there is a behavioral or discipline
problem with the child that needs to be addressed with the school or child-care
provider, there is a closure or unexpected unavailability of the school or child-care

provider, or that there is a natural disaster, such as an earthquake or fire, requiring
that the child be kept home or picked up from the school or child-care provider).

Employees eligible for such leave are parents, step-parents, foster parents, grandparents
guardians or persons who stand in loco parentis (in the place of a parent) to a child. Employees
may substitute accrued vacation for purposes of a planned absence under this Section.

Employees wishing to take time off under this Section must provide their supervisors with
reasonable notice of the planned absence. If both parents of a child are employed by the City at
the same worksite, the request for time off under this Section will be granted to the first parent to
provide notice of the need for time off. The request from the second parent will be
accommodated if possible.

The City reserves the right to request that the employee furnish written verification from
the school or daycare facility as proof that the employee participated in school or daycare
activities on the specific date and at a particular time. Failure to provide written verification is
grounds for disciplinary action.

The City prohibits any discrimination or discharge due to an employee taking time off
under this policy.

9.26. Volunteer Firefighter, Reserve Peace Officer, and Emergency Rescue Personnel.
(Labor Code section 230.3 and 230.4). Nonexempt employees will be granted time off without
pay to perform emergency duties as a volunteer firefighter, reserve peace officer, or emergency
rescue personnel (which includes an officer, employee, or member of a disaster medical response
entity sponsored or requested by the State). At any time where the City employs fifty (50) or
more employees, such employees will also be entitled to up to fourteen (14) days of leave per
calendar year to attend fire, law enforcement, or emergency rescue training.

Any leave taken under this policy is unpaid. Exempt employees will only receive their

salary for the week in which leave is taken if they perform work in at least one day of the work
week.
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Employees may substitute vacation pay for any unpaid portion of leave to perform such
emergency duties or training.

The City prohibits discrimination against an employee because he or she takes time off
under this policy.

9.27. Voting Time Off. (Elections Code section 14000). Employees who do not have
sufficient time outside of their reqular working hours to vote in a statewide election may request
time off to vote. If possible, employees should make their request at least two days in advance of
the election. Up to two hours of paid time off will be provided, at the beginning or end of the

employee’s reqular shift, whichever will allow the most free time for voting and the least time off
work.

9.28. Leave Related To Domestic Violence, Sexual Assault, Stalking, Crimes Involving
Physical Injury and Because a Covered Family Member is Deceased Due to Crime. (Labor Code
section 230, 230.1). The City will provide unpaid time off to an employee who has been the
victim of domestic violence, sexual assault, stalking, a crime involving physical injury, or
because a covered family member is deceased due to crime, in order for the employee to seek any
relief to help ensure the health, safety, or welfare of the victim or his or her child, including, but
not limited to, a temporary restraining order, restraining order, or other injunctive relief. This
includes time off for court proceedings, services from a domestic violence shelter, program or
rape crisis center, counseling, medical attention, and participation in safety planning programs.
The City requires reasonable advance notice of the leave when feasible. If time off is taken due to
an emergency, the employee must, within 15 days of the absence, provide the City with
certification of the need for the leave such as a police report, court order, documentation from a
healthcare provider, victims advocate, or counselor.

Employees eligible for paid sick leave benefits under California law may take any such
available paid time off, consistent with such law, for the purposes set forth in this policy. For
more information, please see the “Sick Leave” policy. In the event paid sick leave benefits are not

available, employees taking leave under this policy may elect to apply accrued and unused
vacation to such time.

Also, the City will provide a reasonable accommodation for an employee who is a victim
of domestic violence, sexual assault, or stalking, and who has disclosed that status to the City, if
the employee requests an accommodation for his or her safety while at work. Such
accommodations may include a transfer, reassignment, modified schedule, changed work
telephone or work station, installed lock, assistance in documenting domestic violence, sexual
assault, or stalking that occurs in the workplace, an implemented safety procedure, or another
adjustment to a job structure, workplace facility, or work requirement in response to domestic
violence, sexual assault, or stalking, or referral to a victim assistance organization. The City will
engage, in good faith, in a timely and interactive process with the employee to determine an
effective reasonable accommodation, and the City may request that the employee provide (i) a
written statement, signed by the employee or someone acting on his or her behalf, certifying that
the accommodation is for the purpose stated above, and (ii) a certification demonstrating the
employee’s status as a victim of domestic violence, sexual assault, or stalking. Every 6 months
after the date of the previous certification, the City may request recertification of such status. The
City will maintain certifications as confidential if it identifies the employee as a victim of
domestic violence, sexual assault, or stalking, and will disclose such information only as required
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by law, or as necessary to protect the employee’s workplace safety. The City will notify the
employee before such disclosure.

The City prohibits discrimination, discharge, or retaliation against an employee for taking
time off or requesting an accommodation under this policy, or based on the employee’s status as
a victim of domestic violence, sexual assault, and/or stalking.

9.29. Crime Victims’ Leave. (Labor Code section 230.2). The City will provide time
off to an employee to attend judicial proceedings related to a crime, if that employee is a victim
of crime, an immediate family member of a victim, a registered domestic partner of a victim, or
the child of a registered domestic partner of a victim. The City requires that where feasible, in
advance of taking leave, the employee provide it with a copy of the notice of each scheduled
proceeding that is provided to the victim by the agency responsible for providing notice. If

advance notice is not possible, the employee is required to provide the City with a copy of the
notice within a reasonable time.

No employee who is absent from work pursuant to this provision will be discharged or
otherwise discriminated against in compensation or other terms, conditions or privileges of
employment, because of such absence. Such leave is unpaid. Employees taking leave under this
policy may elect to apply vacation time to such leave.

9.30. Leave for Organ and Bone Marrow Donation (Labor Code section 1510). The

City will grant an employee the following paid leaves of absence for the purpose of organ or bone
marrow donation:

=

A leave of absence of up to five days in any one-year period for the purpose of
donating the employee’s bone marrow to another person.

[

A leave of absence of up to 30 days in any one-year period for the purpose of the
employee donating his or her organ to another person.

A leave of absence for the purpose of organ or bone marrow donation will be provided
with pay, however, if an employee has earned and unused sick or vacation time available, the
employee is required to first use up to five days of paid sick or vacation time for a bone marrow
donation and up to two weeks of sick or vacation time for organ donation.

In order to receive a leave of absence pursuant to this policy, the employee must provide
written verification to Human Resources that he or she is an organ or bone marrow donor and that
there is a medical necessity for the donation of the organ or bone marrow.

Any leave taken for the donation of an organ or bone marrow will not constitute a break
in service for purposes of the employee’s right to salary adjustments, sick leave, vacation, annual
leave, or seniority. During any leave taken under this policy, the City will maintain and pay for
coverage under any group health plan, for the full duration of this leave.

Leave provided under this policy may be taken in one or more periods.

Leave taken under this policy will not run concurrently with any leave taken pursuant to
the federal Family and Medical Leave Act or the California Family Rights Act.



Upon expiration of a leave of absence authorized by this policy, the City will restore the
employee to the position held by the employee when the leave began or to a position with
equivalent seniority status, employee benefits, pay, and other terms and conditions of

employment. The City may decline to restore an employee because of reasons unrelated to the
exercise of rights under this policy by the employee.

SECTION 10SECHON-10-
DISCIPLINARY ACTION-

=

0.01. 16-6%+-Disciplinary Power.

The City Manager, or designated representative with vested disciplinary power, shall be
allowed full freedom in such matters, it being the intent and spirit of this section to provide a fair
and honest approach to municipal employment for every employee of the City, but in no sense to
impede or curtail the responsible officer in securing efficient service.

Employees are expected to observe certain standards of job performance and good
conduct. When performance or conduct does not meet City standards, the City will endeavor
when it deems appropriate to provide the employee a reasonable opportunity to correct the
deficiency. If, however, the employee fails to make the correction, he or she will be subject to
discipline including termination.

The rules set forth below are intended to provide employees with fair notice of what is
expected of them. Necessarily, however, such rules cannot identify every type of unacceptable
conduct and performance. Therefore, employees should be aware that conduct not specifically
listed below, but which adversely affects or is otherwise detrimental to the interest of the City,
other employees, or the public, may result in disciplinary action.

The discipline procedures in this section represent guidelines which the City believes are
generally appropriate to govern employee conduct. They are not, however, absolute rules. The
City retains discretion to determine what constitutes proper disciplinary action and procedure in
each individual situation.

These guidelines do not grant any employee a specific guarantee that any particular
disciplinary decision or procedure will be utilized by the City. Any employee may be disciplined
(up to and including termination) for any reason the City finds sufficient.

10.02. 16-02-Causes of Disciplinary Action.

The following list of causes for disciplinary action is included in this Personnel Manual
for illustrative purposes only. The publication of this list does not mean that other causes for
disciplinary action may not arise. The City may discipline any employee for any reason it deems
sufficient. Grounds for disciplinary action, include, but are not limited to, the following:

A Fraud or deceit in securing employment.

10.03. B- Incompetence. As used herein, the term “incompetence” shall mean that
the employee lacks adequate ability, knowledge or fitness to perform the duties which are within
the scope of the employee’s employment. “Fitness” is a physical or mental inability to perform
the duties of the classification, and shall be applied in a manner consistent with local, state, and
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federal statutes, regulations, and case law with respect to employment of the physically or
mentally disabled. An employee who is physically or mentally disabled and therefore is
incapable of performing the duties of the classification and for such incapability is terminated
shall be considered to have been released rather than to have been disciplined. Such released
employees shall be considered to have left in good standing.



c Inefficiency in performance of work which results in performance lower
than that which is typically expected of a similar employee in a similar position.

B Inexcusable neglect of duty.

E: Insubordination.

E Dishonesty;- rationally related to employment.
G . .

m%@al‘w‘ea‘t‘h‘a’qu&ﬁe{‘y_eeée“ i 0
Violation of the City’s Drug Free Workplace Policy

& Inexcusable absence without leave.

K- Failure to return from an authorized leave of absence.

= Use of leaves of absence, including sick leave, in a manner inconsistent
with this Personnel Manual.

M- onviction-of-afelony-orconviction-of a-misdemeanorw of sucha
Conviction of a felony or conviction of a misdemeanor which is of such a nature as to adversely
affect the employee’s ability to perform the duties and responsibilities of

his other position. A plea of guilty or conviction following a plea of nolo contendere is

deemed to be a conviction within the meaning of this section. Notwithstanding any
further proceedings in the case or any appeal or appellate decision, a conviction shall be
deemed to be complete upon the date the court imposes judgment and sentence.

N Discourteous treatment of any member of the public where, at the time of
the incident, such members of the public would reasonably believe that the employee was

acting within the scope of the City employment.

(a8 Discourteous treatment of any other City employee is a situation where an
employment relationship exists at the time of the incident.

P Willful disobedience-of atawfulrule;

Police-General-Orders:

Q- Negligence which causes damage to City or public property.
R- Intentional misconduct which causes damage to City or public property.
s Unauthorized possession, use, or removal from City facilities, of City or

public property.
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* Any conduct rationally related to employment which impairs, disrupts or
brings discredit to the employee’s employment or the public service.

Y- Violation of the provisions set forth in this Personnel Manual.
Habitual absence or tardiness.
Failure to perform assigned work in an efficient manner.

Being wasteful of materials, property or working time.

X x £ €

Repeated garnishment of wages due to nonpayment of legally acquired debts.

10.04. 16:03-Definitions of “Disciplinary Action”.
The term “disciplinary action” as used in this Personnel Manual shall mean and include:

As Oral Warning: An oral admonition to an employee whose conduct or performance
must be improved and which detail the areas for improvement, the degree of improvement
required, and a notice that failure to improve will result in more serious disciplinary action. A
memorandum of the oral warning shall be placed in the employee’s personnel file, and/or kept by
the Department Head. If it is placed in the personnel file, it shall be removed after six months, or
after the issue is satisfactorily addressed, whichever is sooner.

B- Written Reprimand: A formal written notice to an employee which summarizes
previous disciplinary action, if any, and which details a record of conduct or performance that is
below standard and which advises that continued conduct or performance at such levels may
result in suspension, extension of probationary period, withholding of salary step increase,
demotion or dismissal. At the time a written reprimand is issued, the individual shall be
counseled and given an opportunity to review the reprimand and sign it, and/or make comments
thereon, before it is placed in his or her personnel file.

G Withholding Salary Step Increase: A withholding of a pay step increase where
performance falls short of the normal established standards or where performance is clearly
inadequate in one or more of the critical job duties for the position. At the time of such
withholding, the reasons therefore shall be placed in writing, and the individual shall be
counseled and given an opportunity to review the reasons and sign it, or make comments thereon,
before it is placed in his or her personnel file.

b Reduction in Pay: A reduction in pay, in an amount, and for a period of time,
specified in the disciplinary action. At the time of such reduction in pay, the reasons therefore
shall be placed in writing, and the individual shall be counseled and given an opportunity to
review the reasons and sign it, or make comments thereon, before it is placed in his or her
personnel file.

E Suspension: A temporary removal of an employee from the service of the City
without pay. A suspension of this type does not include suspension pending an investigation of
alleged misconduct, or pursuant to Section 10.06. of this Personnel Manual. At the time of such
suspension, the reasons therefore shall be placed in writing, and the individual shall be counseled
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and given an opportunity to review the writing and sign it, or make comments thereon, before it is
placed in his or her personnel file.

F Demotion: The removal of an employee from a position to one of lower grade or
classification when such employee is no longer able or willing to perform the duties of the
previous position, but may still function effectively at a lower level. At the time of such
demotion, the reasons therefore shall be placed in writing, and the individual shall be counseled
and given an opportunity to review the writing and sign it, or make comments thereon, before it is
placed in his or her personnel file.

G- Dismissal: The removal of an employee from the service of the City when
it has been determined that the employee has not or cannot meet the standards of conduct or
performance required by the City or has committed one or more offenses for which no
other measure is appropriate. At the time of such dismissal, the writing therefore shall be placed
in writing, and the individual shall be counseled and given an opportunity to review the reasons
and sign it, or make comments thereon, before it is placed in his or her personnel file.

H The above such actions may be taken with respect to an employee for misconduct
pursuant to Subsection 10.02. of this Personnel Manual. The severity of any disciplinary action
may be based, in the discretion of the City Manager or the designated representative in whom is
vested disciplinary power, on the number and severity of previous disciplinary actions.

10.04.01. Notice of Disciplinary Action. (Regular Full-Time Employees who are
not at-will). For any disciplinary action involves something other than an oral or written
reprimand, a regular full-time employee, who is not at-will, shall be given a notice of disciplinary
action containing the following:

Ax A statement of the disciplinary action to be taken against the regular full-time
employee;

B- A statement of the facts upon which the disciplinary action is based, which shall
set forth clearly and with particularity the charges against the employee so that the employee can
understand the charges including a copy of any applicable written document, and the names of
any witness(es) precipitating the discipline;

G A statement indicating the cause for the disciplinary action, including references
to Subsection 10.02 of this Manual where appropriate;

b A statement which generally describes any disciplinary actions taken against the
employee in the past; and

E A statement advising the employee that the written notice is to be placed in the
employee’s official personnel file and that the employee has the right to an informal (Skelly)
hearing before imposition of the discipline, in accordance with Subsection 10.07 of this Personnel
Manual.



F The date the discipline is to be imposed, unless an informal (Skelly) hearing is
requested, which date shall not be less than five (5) working days from the date service is deemed
complete, as specified herein.

The written notice of disciplinary action shall be deemed sufficient notice to the employee
if the required information is contained therein. The written notice of disciplinary action may be
personally served, or mailed to the employee by certified mail, return receipt requested, addressed
to the last address which such employee has furnished to the personnel office. Service is deemed
complete upon personal service, or on the date the certified mail is received.

10.05. 16:05--Suspension Prior to Disciplinary Action or Dismissal.

Prior to the effective date of any disciplinary action or dismissal, the City Manager may
suspend, with pay, the affected employee if the City Manager determines such suspension is
necessary to protect the health, safety, and welfare of the residents or other employees of the
City. The rights and benefits provided to an employee so suspended shall not otherwise be
affected.

10.06. 16-06—nfermedInformal (Skelly) Hearing Procedure. The following provision
typically applies only to regular full-time employees whose employment is not at-will.

For any discipline other than oral or written reprimand, the affected employee shall have a
right to a hearing in accordance with this Subsection. If the affected employee shall notify the
person imposing discipline or the City Manager in writing of his or her desire to have a hearing,
prior to the effective date of the imposition of discipline pursuant to Subsection 10.04.F of this
Personnel Manual, the imposition of discipline shall be stayed until a hearing has been held. The
hearing shall be held within a reasonable time, and shall be held by the applicable Department
Head, unless he or she is the person originating the discipline, in which case it shall be held by a
person appointed by the City Manager who can be fair and impartial in conducting the hearing.
The hearing shall include the person conducting the hearing (the hearing officer), the employee,
the person proposing the discipline, and such others as may be directed by the hearing officer.
The employee and/or the City may have a representative present. The hearing officer will keep a
written record of the hearing. No tape recording will be made. Copies of all relevant non-
confidential material relating to the discipline must be made available to the employee, if so
requested, at least 48 hours prior to the hearing. The technical rules of evidence do not apply.
The hearing officer may admit any evidence which is of the type that reasonable persons may rely
on in the conduct of serious affairs; provided that hearsay standing alone is insufficient to prove a
particular charge upon for which discipline has been imposed.

At the hearing;- the employee will be given an opportunity to informally discuss the
charges and proposed discipline and bring forward facts or circumstances which may cause the
charges or proposed discipline to be revised or dropped.

As the result of the hearing, the hearing officer will determine whether it is appropriate to
proceed with the imposition of discipline, modify the imposition of discipline, or drop the
proposed discipline. The decision of the hearing officer shall be in writing, and must be received
by the employee within fifteen (15) days of the hearing and shall include a summary of the
hearing, the matters set forth in Subsection 10.04, and, if the decision is other than to drop the
discipline, a notice that the employee may appeal the decision to the City Manager by filing a
written appeal, within five (5) working days, with the City Manager. (Failure to appeal shall

06/27/2016
303521-9



cause the hearing officer’s decision to be final). Upon appeal, the City Manager shall review the
decision, and within ten (10) working days of the filing of the appeal, have a meeting with the
employee, the Department Head, and with other persons the City Manager may direct. The City
Manager shall, within five (5) working days of the meeting, issue a written decision imposing the
discipline, modifying the discipline, or denying the discipline. The decision must include a
statement that the time within which judicial review must be sought is governed by Code of Civil
Procedures Section 1094.6. The decision of the City Manager is final. A copy shall be placed in
the employee’s personnel file. Discipline, if any, shall become effective on the date specified by
the hearing officer (or, if appealed, the City Manager) in his or her decision.

If the City Manager is the hearing officer, then the appeal shall be to an impartial hearing
officer appointed by the City Council.



10.07. 10.07-Effect of Dismissal.

Except as may be otherwise required by law, upon the effective date of dismissal, the
City shall cease to provide any benefits for the employee. Benefits for which premiums have
been paid shall continue through the period for which the payment applies (e.g. the end of the

month.)

10.08. 16-08-Layoffs.

The City Manager may lay off an employee because of material change in duties or
organization or shortage of work. Ten (10) working days before the effective date of a layoff, the
Department Head shall notify the Personnel Officer and the City Manager of the intended action
with the reasons , and a statement stating whether or not the services of the employee affected
have been satisfactory. If certified as having given satisfactory service, the name of the
employee laid off shall be placed on the appropriate re-employment list.

10.09. 16:09-Resignation.

Any employee wishing to leave the employment of the City in good standing shall file
with the Department Head, at least two (2) weeks before leaving the service, a written resignation
stating the effective date and reasons for leaving. The resignation shall be forwarded to the City
Manager through the Personnel Office with a statement by the Department Head as to the
resigned employee’s performance. Failure of the employee to submit his or her written
resignation as provided herein shall be entered on the service record of the employee and may be
cause for denying future employment by the City. Each employee leaving the City service shall
also participate in an exit interview with the Personnel Officer on their last day of work.

SECTION 11SECHON-11:
GRIEVANCES.

11.01. 3%.0%-Purpose of Grievance Procedure.

The grievance procedures set forth herein are designed to resolve grievances informally
and to provide an orderly procedure for such resolution. The grievance procedure is to address
complaints of misapplication of the Personnel policies, or complaints of non-compliance with
law, and is not used for disciplinary matters. The grievance procedure is available for all City
Employees.

Each person involved in a grievance shall act quickly so that the grievance may be solved
promptly. Each person shall make every effort possible to complete action within the time limits
contained within these grievance procedures, but with the written consent of the other parties
involved, the time limits of any step may be extended.

11.03. 11.03-Presentation of Grievance.

An employee may present a grievance while on duty, provided such use of on-duty time
is kept to a reasonable minimum as determined by the City Manager. Employees should present
grievances as soon as possible after the events that gave rise to the employee’s concerns by
submitting a brief written grievance to his or her immediate supervisor. The written grievance
should set forth the factual and other bases for the employee’s complaint, and must identify the
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rule or issue allegedly being violated by the City. The employee shall strive to submit the written
grievance within five (5) working days after the facts which gave rise to the complaint.

11.04. 11.04-Grievance Procedure/First Step (Informal Discussions).

Initially, a grievance shall be personally discussed between the employee and his or her
immediate supervisor. The employee shall have a decision or response from the immediate
supervisor within five (5) working days.

11.05. 12.05-Grievance Procedure/Second Step (Formal Grievance).

11.05.01. A< If an informal grievance is not resolved to the satisfaction of the
grievant, the grievant may file a formal grievance in writing to the Department Head (unless the
Department Head is his or her immediate supervisor, or the grievant is a Department Head, in
which event the grievance shall be to the City Manager). The formal grievance shall be initiated
within fifteen (15) working days of the decision rendered in the informal grievance procedure. A
formal written grievance shall state the date and nature of the grievance, and shall state all
specific facts or omissions upon which the grievance is based.

11.05.02. B- Within five (5) working days after the filing of the formal
grievance, the Department Head or City Manager (as the case may be), shall give his or her
decision in writing to the grievant.

11.06. 1+.06-Grievance Procedure/Third Step (Appeal).

If the grievant is not satisfied with the decision rendered by the Department Head or City
Manager, the grievant may appeal the decision in writing within five (5) working days to the City
Manager or to the City Council if the formal grievance was filed with the City Manager. If the
grievant does not appeal the decision in writing within five (5) working days, the issue will be
considered settled. The appeal shall state the date and nature of the grievance, and shall state all
specific facts or omissions upon which the appeal is based.

11.06.01. 11.67-Consideration of Appeal.
Within ten (10) working days of the filing of an appeal, the City Manager or the
City Council, as the case may be, shall have a meeting with the aggrieved and/or his or her
representative, and other persons as the City Manager or the City Council, as the case may be,
shall direct.

11.06.02. 11.08-Decision on Appeal.
Within ten (10) working days of the hearing of the appeal, the person or body
hearing the appeal shall issue a written decision concerning the employee’s appeal. That decision
shall be final.

SECTION 12SECHON-12:
DRUG FREE WORKPLACE-

12.01. 12:64-Purpose.

It is the intent of the City to maintain a workplace that is free of drugs and alcohol and to
discourage drug and alcohol abuse by its employees. The City has a vital interest in maintaining
safe and efficient working conditions for its employees. Substance abuse is incompatible with
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health, safety, efficiency, and service to the public. Employees who are under the influence of a
drug or alcohol on the job compromise the City’s interests, endanger their own health and safety
and the health and safety of others, and can cause a number of other work-related problems,
including absenteeism and tardiness, substandard job performance, increased workloads for



coworkers, behavior that disrupts other employees, delays in the completion of jobs, and
disruption of service to the public.

To further its interest in avoiding accidents, to promote and maintain safe and efficient
working conditions for its employees, and to protect its business, property, equipment, and
operations, the City has established this Section 12 concerning the use of alcohol and drugs. As a
condition of continued employment with the City, each employee must abide by this Section 12.

12.02. 12.02-Employee Cooperation.

Early detection of substance abuse problems benefits everyone. For example, it benefits
the employee with the substance abuse problem because it gives him or her the opportunity to
correct the problem before it leads to serious harm to the employee or others; it benefits the
employee’s coworkers who otherwise might have to carry an extra burden by “covering” for the
substance abuser or who otherwise might be exposed to serious injury; and it benefits the City
because it gives the City an opportunity to prevent accidents and avoid the performance problems
and other losses associated with substance abuse. Accordingly, all employees should understand
that coworkers with substance abuse problems should be encouraged to seek assistance.

12.03. 12.03-Definitions.

For purposes of this Section 12:6012:

12.03.01. A= “lllegal drugs or other controlled substances” means any drug or
substance that (a) is not legally obtainable; or (b) is legally obtainable but has not been legally
obtained; or (c) has been legally obtained but is being sold or distributed unlawfully. Despite the
change in state law, marijuana remains an “illegal drug” under federal law and is addressed
separately under the heading “Cannabis/Marijuana.”

12.03.02. B- *“Legal drugs” means any drug, including prescription drugs and
over-the-counter drugs, that has been legally obtained and that is not unlawfully sold or
distributed.

12.03.03. & *“Abuse of any legal drug” means the use of any legal drug (a) for
any purpose other than the purpose for which it was prescribed or manufactured; or (b) in a
quantity, frequency, or manner that is contrary to the instructions or recommendations of the
prescribing physician or manufacturer.

12.03.04. B. “Reasonable suspicion” includes a suspicion that is based on
specific personal observations such as an employee’s manner, disposition, muscular movement,
appearance, behavior, speech or breath odor; information provided to management by an
employee, by law enforcement officials, by a security service, or by other persons believed to be
reliable; or a suspicion that is based on other surrounding circumstances.

12.03.05. E- “Possession” means that an employee has the substance on his or
her person or otherwise under his or her control.

12.04. 12.04-Consent for Use of Legal Drugs.
A Use-of Legal Drugs:




12.04.01. Use of Legal Drugs. The City recognizes that it may be necessary for
employees to use legal drugs from time to time. The City also recognizes that an employee who
is using legal drugs might become impaired by the drug such that the employee’s ability to
adequately or safely perform would be compromised. In order to accommodate employees who
might be required to use legal drugs,



and to help assure that no serious adverse consequences in the workplace result
from such drug use, employees are required to obtain the City’s consent under the following
circumstances.

B- When Consent-ls-Reguired:

12.04.02. When Consent Is Required. Employees who know or should know that
their use of legal drugs might endanger their own safety or that of some other person, or might
pose a risk of significant damage to City property, or might substantially interfere with their job
performance or the efficient operation of the City, are obligated to report such drug use to their
Department Head and/or the City Manager, and to obtain the City’s consent to continue working.
The City reserves the right to have either a physician retained by the City or the employee’s own
physician determine whether it is advisable for the employee to continue working while taking
such drugs.

e}

12.04. 03 12.04.03. Pelice-Departmentpersonnel-and-employeesDuty to Disclose.

Employees who operate or who are responsible in any way for the operation, custody, or care of
City property, or for the safety of other employees or other persons, have a duty to disclose the
nature of their job duties to any prescribing physician and/or to a City physician and to inquire of
the physician(s) whether their use of the drugs prescribed might result in the dangers, risks, or
impairment that this Section 12 is intended to prevent.
b Restrictions-on-Work:

12.04.04. Restrictions on Work. The City may restrict the work activities of any
employee who is using legal drugs or prohibit the employee from working entirely while he or
she is taking such drugs.

12.04.05. E- Duty to Refrain from Working.

If the City chooses to permit an employee to work while using legal drugs, the
City’s consent will be based on the understanding that the employee will not report for work
while impaired by the drug if such impairment might result in serious harm or damage.
Accordingly, even if an employee has obtained the City’s consent to continue working while
taking legal drugs, the employee will not be authorized to work while impaired by the use of such
drugs if the employee knows or should know that working while impaired might endanger the
safety of the employee or some other person, pose a risk of significant damage to City property,
or substantially interfere with the employee’s job performance or the efficient operation of the
City.

12.05. 12.05-Prohibited Conduct.
A Seepe
12.05.01. Scope. The prohibitions of this section apply whenever the interests of the City may

be adversely
affected, including any time the employee is:

&) On City premises (in the course and scope of employment, and not
as a member of the general public);

{2 Conducting or performing City business, regardless of location;

3 Operating or responsible for the operation, custody, or care of City
equipment or other property; or
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{4).  Responsible for the safety of others.




B- Alcohek

12.06. Alcohol. The following acts are prohibited and subject an employee to discipline in
accordance
with Section 10:

{5 The unauthorized use, possession, purchase, sale, manufacture,
distribution, transportation, or dispensation of alcohol; or

-  Being under the influence of or impaired by the use of alcohol; or

{3):  The consumption of alcohol at lunch when the employee intends to
return to work after lunch.

=

2.07. & Illegal Drugs.
The following acts are prohibited and subject an employee to discipline in accordance

with Section 10:

- The use, possession, purchase, sale, manufacture, distribution,
transportation, or dispensation of any illegal drug or other controlled substance; or

2>  Being under the influence of or impaired by the use of any illegal
drug or other controlled substance.

[

2.08. b: Legal Drugs.
The following acts are prohibited and subject an employee to discipline in accordance

with Section 10:

&) The abuse of any legal drug;

2>  The purchase, sale, manufacture, distribution, transportation,
dispensation, or possession of any legal prescription drug in a manner inconsistent with
law; or

3 Working while impaired by the use of a legal drug in violation of
Subsection 12.04, above.

Cannabis/Marijuana: The City does not discriminate, discipline, terminate, or otherwise
penalize a person for the use of cannabis off the job and away from the workplace. See the City’s
policy on “Off-the-Job Conduct” in section 12.08.

In addition, an employee or job applicant will not be subject to discipline or other
penalties if a drug-screening test indicates the presence of non-psychoactive cannabis metabolites
(e.g. CBD products) in their hair, blood, urine or other bodily fluids. This section does not apply
if state or federal law requires such drug testing, such as when as a condition of receiving federal
funds or entering into a federal contract.
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The following acts relating to cannabis (including marijuana) are prohibited and will
subject an employee to discipline in accordance with Section 10:

The use, possession, purchase, sale, manufacture, distribution, transportation, or
dispensation of cannabis on the job;

Being under the influence of or impaired by the use of cannabis on the job;

12.09. 12.06-Disciplinary Action.
A Dismissal-for-Violation:

12.09.01. Dismissal for Violation. Any violation of this Section 12 may result in discipline, up
to and including dismissal ,
depending on the circumstances.

12.09.02. B- Effect of Criminal Conviction.

An employee who is convicted under a criminal drug statute for a violation
occurring in the workplace or during any City-related activity or event will be deemed to have
violated this Section 12.

12.10. 42:07-Drug Free Awareness Program.

12.10.01. A- Management Awareness.

Managers and supervisors should be attentive to the performance and conduct of those who work
with them and should not permit an employee to work in an impaired condition or otherwise in
violation of this Section 12. When management has reasonable suspicion to believe an employee
or employees are working in violation of this Section 12, prompt action should be




12.11. B- Criminal Convictions.

Employees are required by this Section 12 to notify the City of any conviction under a
criminal drug statute for a violation occurring in the workplace or during any City-related activity
or event, not later than five days after any such conviction. When required by federal law, the
City will notify any state or federal agency with which it has a contract of any employee who has
been convicted under a criminal drug statute for a violation occurring in the workplace.

12.12. 12:08-Unrequlated or Authorized Conduct.

12.12.01. A- Customary Use of Over-the-Counter Drugs.

Nothing in this Guideline is intended to prohibit the customary and ordinary
purchase, sale, use, possession, or dispensation of over-the-counter drugs, so long as such activity
does not violate any law or result in an employee being impaired by the use of such drugs in
violation of this Section 12.

12.12.02. B Off-the-Job Conduct.

Nothing in this Section 12 is intended to regulate off-the-job conduct, so long as
the employee’s off-the-job use of alcohol or drugs does not result in the employee being under
the influence of or impaired by the use of alcohol or drugs in violation of this Section 12:0612.
For purposes of this Subsection, the consumption of alcohol and drugs that may cause an

employee to be impaired, while on stand-by, call-back, or at lunch when the employee intends to
return to work is not considered “off-the-job conduct.”

12.12.03. & Use of Alcohol or Legal Drugs.

The City Manager or his or her designated representative will maintain a list of
circumstances in which the use or possession of certain legal drugs or alcohol is authorized (such
as certain medicine or drugs in medicine chests or alcoholic beverages during certain business
meetings or social functions) and will communicate the authorization as appropriate. Changes to
the authorization require prior written approval. Even when such use is authorized, it must be
done responsibly. Employees who are required to use legal drugs, and who know or should know
that their use of the drugs might result in their working while impaired by the drug in violation of
this Section 12, are encouraged to contact their own physician, their Department Head, or the
City Manager and to find out whether it is advisable for them to continue working while using
the drug. In such cases, the City reserves the right to have a physician retained by the City,
determine whether it is advisable for the employee to continue working while taking the drug.
Except as otherwise provided, no employee may assume that his or her possession, use, purchase,
sale, manufacture, distribution, transportation, or dispensation of alcohol or drugs is authorized
unless the employee has been notified in writing by the City Manager.

12.13. 12:09-Qualified Disabled Employees.

12.13.01. A= Commitment to Employ Disabled Individuals.

Nothing in this Section 12 is intended to diminish the City’s commitment to
employ qualified disabled individuals or to provide reasonable accommodation to such
individuals.
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As noted above, however, employees are required, under certain limited circumstances, to
obtain the City’s consent to continue working while using legal drugs.



12.14. B- Reasonable Accommodation.

If an employee’s use of a legal drug is related to an illness or a disability condition, and
the employee voluntarily self-identifies himself or herself as an ill or disabled individual to the
City in connection with an effort to determine whether it is advisable to continue working despite
the use of the drug, and if it is determined that the employee should not continue to work in his or
her regular job while using the legal drug, a reasonable effort will be made to determine whether,
in the same facility or location, another position is open that the employee is qualified to fill.

12.15. Confidentiality. Disclosures made by employees concerning their use of legal
drugs will be treated confidentially and will not be revealed to managers or supervisors unless
there is an important work-related reason to do so in order to determine whether it is advisable
for the employee to continue working. Disclosures made by employees concerning their
participation in any drug or alcohol rehabilitation program will be treated confidentially.

Managers and supervisors should restrict communications concerning possible violations
of this Section 12 to persons who have an important work-related reason to know. In addition,
managers and supervisors should not disclose the fact of an employee’s participation in any drug
or alcohol counseling or rehabilitation program.

12.16. 1221-Drug/Alcohol Testing.
A For the purposes of this Subsection £2:4112.16, the following definitions apply:

{4 “Reasonable suspicion” includes a suspicion that is based on specific personal
observations such as an employee’s manner, disposition, muscular movement,
appearance, behavior, speech, or breath odor; on information provided to management by
an employee, by law enforcement officials, by a security service, or by other persons
believed to be reliable; or on other surrounding circumstances.

2>  “Safety-sensitive positions” are all Pelice-Departmentpesitions—and-aH-positions
which require the employee occupying that position to operate or maintain City water or
wastewater system, or City-owned or leased heavy equipment or vehicles.

B- Employees occupying any safety-sensitive position may be tested by the City at
random intervals, with or without reasonable suspicion, in accordance with the procedures
specified below.

c Any employee may be tested upon reasonable suspicion, in accordance with the
procedures specified below.

b Any employee involved in an accident involving City-owned or leased equipment
or vehicles will be tested, in accordance with the procedures specified below.

E Any employee involved in an accident which results in personal injury, to the
employee or to other people, or any other circumstances reflecting the need for a drug
test, during working hours, will be tested, in accordance with the procedures specified
below.



F The City will refer you to an independent National Institute on Drug
Abuse (“NIDA”) certified medical clinic or laboratory, which will administer the test. The City
will pay the cost of the test and reasonable transportation costs to the testing facility. You will



have the opportunity to alert the clinic or laboratory personnel to any prescriptions or
nonprescription drugs that you have taken which may affect the results of the test. All
drug testing will be performed by urinalysis. Initial screening will be done by EMIT II.
Positive results will be confirmed by gas chromatography/mass spectrometry.

G- The clinic or laboratory will inform the City as to whether you passed or failed the
test. If you fail the test, you will be considered in violation of these Personnel Policies
and will be subject to discipline accordingly.

H If you are subject to testing under this policy, you will be asked to sign a form
acknowledging the procedure governing testing, and consenting to (1) the collection of a
urine sample for the purpose of determining the presence of alcohol and/or drugs; and

(2) the release to the City of medical information regarding the test results. Refusal to sign
the Agreement and Consent form, or to submit to the test, will subject you to discipline up
to and including dismissal/termination.

8 Refusal to cooperate with the administration of any drug or alcohol test will be
treated in the same manner as a positive test result.

SECTION 13SECHON-13-
TECHNOLOGY USE AND PRIVACY POLICY

13.01. 13:0%-General.

The City provides various Technology Resources to authorized employees to assist them
in performing their job duties for the City. Each employee has a responsibility to use the City's
Technology Resources in a manner that increases productivity, enhances the City's public image,
and is respectful of other employees. Failure to follow the City's policies regarding Technology
Resources may lead to disciplinary measures, up to and including termination of employment.
Moreover, the City reserves the right to advise appropriate legal authorities of any violation of
law by an employee.

13.02. A Technology Resources Definition.

Technology Resources consist of all electronic devices, software, and means of electronic
communication including, but not limited to, the following: personal computers and
workstations; tablets; laptop computers; mini and mainframe computers; computer hardware such
as disk drives, tape drives, thumb drives; peripheral equipment such as printers, modems, fax
machines, and copiers; computer software applications and associated files and data, including
software that grants access to external services, such as the Internet; emaielectronic mail;
telephones; cellular phones; smartphones; personal organizers; pagers; and voicemail systems.
E- Autherzaton:

13.03. Authorization. Access to the City's Technology Resources is within the sole
discretion of the City. Generally, employees are given access to the City's various technologies
based on their job functions. Only employees whose job performance will benefit from the use of
the City's Technology Resources will be given access to the necessary technology.

c Lo

13.04. Use. The City's Technology Resources are to be used by employees only for the
purpose of conducting City business. Employees may, however, use the City's Technology
Resources for the following incidental personal uses so long as such use does not interfere with

06/27/2016

3035219



the employee's duties, is not done for pecuniary gain, does not conflict with the City's business,
and does not



violate any City policy:

&) Tosend and receive necessary and occasional personal
communications;

{2 To prepare and store incidental personal data (such as personal calendars, personal
address lists, and similar incidental personal data) in a reasonable manner;

3y To use the telephone system for brief and necessary personal calls;
and

{4y Toaccess the Internet for brief personal searches and inquiries during meal times
or other breaks, or outside of work hours, provided that employees adhere to all other
usage policies.

The City assumes no liability for loss, damage, destruction, alteration, disclosure, or
misuse of any personal data or communications transmitted over or stored on the City's
Technology Resources. The City accepts no responsibility or liability for the loss or non-delivery
of any personal emailelectronic mail or voicemail communications or any personal data stored on
any City property. The City strongly discourages employees from storing any personal data on
any of the City's Technology Resources.

13.05. B- Improper Use.

13.05.01. {4} Prohibition Against Harassing, Discriminatory and

Defamatory
Use. Use:

The City is aware that employees use emaielectronic mail for correspondence that
is less formal than written memoranda. Employees must take care, however, not to let informality
degenerate into improper use. As set forth more fully in the City's “"Policy Against
Harassment,“" the City does not tolerate discrimination or harassment based on gender,
pregnancy, childbirth (or related medical conditions), race, color, religion, national origin,
ancestry, age, physical disability, mental disability, medical condition, marital status, sexual
orientation, family care or medical leave status, veteran status, or any other status protected by
state and federal laws. Under no circumstances shall employees use the City's Technology
Resources to transmit, receive, or store any information that is discriminatory, harassing, or
defamatory in any way (e.g., sexually-explicit or racial messages, jokes, cartoons), or threatening.

13.05.02. E- Prohibition Against Violating Copyright Laws.

Employees must not use the City's Technology Resources to copy, retrieve,
forward or send copyrighted materials unless the employee has the author's permission or is
accessing a single copy only for the employee's reference.

E OtherProhibited-Uses:

13.05.03. Other Prohibited Uses. Employees may not use the City's Technology
Resources for any illegal purpose, violation of any City policy, in a manner contrary to the best
interests of the City, in any way that discloses confidential or proprietary information of the City
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or third parties, or for personal or pecuniaryfinancial gain, or in a manner which constitutes or
eounselssupports insubordination.

13.06. 13:02-City Access To Technology Resources.

All messages sent and received, including personal messages, and all data and
information stored on the City's emaielectronic-mail system, voicemail system, or computer
systems are City property regardless of the content. As such, the City reserves the right to access
all of its Technology Resources including its computers, voicemail, and emailelectronic-mail
systems, at any time, in its sole discretion.

A- Privaey:

13.07. Privacy. Although the City does not wish to examine personal information of its
employees, on occasion, the City may need to access its Technology Resources including
computer files, ematelectronic-mail messages, and voicemail messages. Employees should
understand, therefore, that they have no right of privacy with respect to any messages or
information created or maintained on the City's Technology Resources, including personal
information or messages. The City may, at its discretion, inspect all files or messages on its
Technology Resources at any time for any reason. The City may also monitor its Technology
Resources at any time in order to determine compliance with its policies, for purposes of legal
proceedings, to investigate misconduct, to locate information, or for any other purpose.

B- Passwords:

13.08. Passwords. Certain of the City's Technology Resources may be accessed only by
entering a

password. Passwords are intended to prevent unauthorized access to information.
Passwords do not confer any right of privacy upon any employee of the City. Thus, even though
employees may maintain passwords for accessing Technology Resources, employees must not
expect that any information maintained on Technology Resources, including emaielectronic-mail
and voicemail messages, are private. Employees are expected to maintain their passwords as
confidential. Employees must not share passwords and must not access coworkers' systems
without express authorization.

[EEN

3.09. & Data Collection.

The best way to guarantee the privacy of personal information is not to store or transmit
it on the City's Technology Resources. To ensure that employees understand the extent to which
information is collected and stored, below are examples of information currently maintained by
the City. The City may, however, in its sole discretion, and at any time, alter the amount and type
of information that it retains.

- Telephone Use and Voicemail: Records are kept of all calls made from and to a
given telephone extension. Although voicemail is password protected, an authorized
administrator can reset the password and listen to voicemail messages.

{2  Email-EmailElectronic Mail: Electronic mail is backed-up and archived.
Although emailelectronic mail is password protected, an authorized administrator can
reset the password and read emailelectronic mail.

{3 Desktop Facsimile Use: Copies of all facsimile transmissions sent and received
are maintained in the facsimile server.




4 Document Use: Each document stored on City computers has a history, which
shows which users have accessed the document for any purpose.

{5} Internet Use: Internet sites visited, the number of times visited, and the total time
connected to each site is recorded and periodically monitored.



B Lolotodpiamantion:

13.10. Deleted Information. Deleting or erasing information, documents, or messages
maintained on the City's Technology Resources is, in most cases, ineffective. All employees
should understand that any information kept on the City's Technology Resources may be
electronically recalled or recreated regardless of whether it may have been “"deleted" or
“"erased~" by an employee. Because the City periodically backs-up all files and messages, and
because of the way in which computers re-use file storage space, files and messages may exist
that are thought to have been deleted or erased. Therefore, employees who delete or erase
information or messages should not assume that such information or messages are confidential.

- Email messages which are intended to be retained in the ordinary course of the
City’s business are recognized as official records that need protection/retention in
accordance with the California Public Records Act. Because the email system is not
designed for long term storage, email communications which are intended to be retained
as an official record should be stored in appropriate electronic form or printed out and the
hard copy filed in the appropriate subject file.

2 The City will maintain email messages designated as official records for a
minimum of two (2) years or as otherwise designated in the City’s retention schedule.
These are subject to public disclosure, even if they are drafts or informal notes, unless the
need to retain their confidentiality outweighs the need for disclosure, or the email
message is otherwise exempt under any provision of the Public Records Act or other state
or federal law.

3 Email communications that are not intended to be retained and which serve no
useful purpose to the City should be deleted from the system.

13.11. 13:03-The Internet And On-Line Services.

The City provides authorized employees access to on-line services such as the Internet.
The City expects that employees will use these services in a responsible way and for business-
related purposes only. Under no circumstances are employees permitted to use the City's
Technology Resources to access, download, or contribute to Internet sites that contain
inappropriate content such as gross, indecent, or sexually-oriented materials, gambling, and
information related to illegal drugs.

Additionally, employees may not use the City's Technology Resources to sign “'guest

books=" at Web sites or to post information to any Web sites, including posting messages to
Internet news groups or discussion groups. These actions will generate junk emaitelectronic mail
and may expose the City to liability or unwanted attention because of comments that employees
may make. The City strongly encourages employees who wish to access the Internet for non-

work-related activities T0 obtain their own personal TNTernet access accounts.

13.12. 13:04-Monitoring

._The City monitors both the amount of time spent using on-line services and the sites
visited by individual employees. The City reserves the right to limit such access by any means
available to it, including revoking access altogether.




13.13. 13.05-Software Use.

13.13.01. A License Restrictions.

All software in use on the City's Technology Resources is officially licensed
software. No software is to be installed or used that has not been duly paid for and licensed
appropriately for the use to which it is being put. No employee may load any software on the
City's computers, by any means of transmission, unless authorized in writing in advance by the
City Manager or City Clerk. Authorization for loading software onto the City's computers should
not be given until the software to be loaded has been thoroughly scanned for viruses.

13.14. 13.06-Confidential Information.

The City is very sensitive to the issue of protection of privacy and City business, of trade
secrets and other confidential and proprietary both the City and third parties (“"Confidential
Information“"). Therefore, employees are expected to use good judgment and to adhere to the
highest ethical standards when using or transmitting Confidential Information on the City's
Technology Resources.

Confidential Information should not be accessed through the City's Technology
Resources in the presence of unauthorized individuals. Similarly, Confidential Information
should not be left visible or unattended. Moreover, any Confidential Information transmitted via
Technology Resources should be marked with the following confidentiality legend: “"This
message contains confidential information. Unless you are the addressee (or authorized to receive
for the addressee), you may not copy, use, or distribute this information. If you have received this
message in error, please advise (employee's name) immediately at employee's telephone number
or return it promptly by mail.*"

Employees should avoid sending Confidential Information over the Internet, except when
absolutely necessary. Employees should also verify emailelectronic-mail addresses before
transmitting any messages.

13.15. Software For Home Use. The City endeavors to license its software so that it may
be used on portable computers and home computers in addition to office computers. Before
transferring or copying any software from a City Technology Resource to another computer,
employees must obtain written authorization from the City Manager or the City Clerk.

13.16. Security. The City has installed a variety of programs and devices to ensure the
safety and security of the City's Technology Resources. Any employee found tampering or
disabling any of the City's security devices will be subject to discipline up to and including
termination.
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SECTION 15SECHON-15:
MISCELLANEOUS:

15.01. 15.0%-Amendments.

These rules and regulations may be amended at any time by the City, provided that
amendments shall not be made until after consultation in good faith with representatives of any
employee organization or organizations purporting to represent employees of the City.

15.02. 15:02-Training of Employees.

The City may participate in paying tuition fees, cost of textbooks, or other incidental
training expenses. There will be a dollar limit per semester or course. Prior to school
participation, an employee must have permission from the City Manager in order to obtain
reimbursement. In order to be eligible for reimbursement, a minimum grade point average of 3.0
(“B” average) must be maintained. Reimbursement for noncredit courses may total 100%
depending on job applicability.

Participation in and completion of special training courses may be considered in making
salary increases and promotions. Evidence of such activity shall be filed by the employee with
the Personnel Officer. Additional pay may be granted any City employee for training and

certification programs established by his Bepartment-Headdepartment head and approved by the
City Manager.

15.03. 15:03-Outside Work.

Gainful employment outside an employee’s regular City position shall be considered a
privilege subject to regulation and not a right. No employee shall engage in a gainful occupation
outside his or her Gitycity position which is incompatible with his or her City employment or
which is of such a nature as to interfere with satisfactory dismissal of his or her regular duties or
which creates the perception of such interference. Any employee who wishes to engage in or
accept such employment may do so only after having first requested and obtained written
approval of the City Manager or a designated representative.

15.04. 15.04-Severability.
If any paragraph, sentence, clause, phrase, or section of this Personnel Manual is
determined by a court of competent jurisdiction to be invalid, such determination shall not affect
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the validity of the remaining paragraphs, sentences, clauses, phrases, or sections of these rules
and regulations.
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CITY COUNCIL
CITY OF HUGHSON
RESOLUTION NO. 2023-50

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF HUGHSON ADOPTING
AMENDMENTS TO THE PERSONNEL MANUAL FOR EMPLOYEES OF THE CITY OF
HUGHSON

WHEREAS, the City Council of the City of Hughson has established a Personnel
Manual governing the administration of personnel matters of the City (except where a
memorandum of Understanding with represented employee groups supersedes such
Personnel Policy Manual); and,

WHEREAS, on June 27, 2016 the City Council of the City of Hughson adopted
Resolution No. 2016-22, adopting amendments to the personnel manual for employees of
the City of Hughson to be consistent with the Memorandum of Understanding (MOU); and,

WHEREAS, at that time City staff planned to complete a thorough review of the
Personnel Manual and work with the labor negotiating team, and the City Attorney to
complete the project; and,

WHEREAS, amendments to the Personnel Manual were identified, and must be
approved by the City Council; and,

NOW THEREFORE, BE IT RESOLVED, that the City Council of the City of Hughson
does hereby approve the Personnel Manual for the City of Hughson attached hereto as
Exhibit A, superseding all previous Personnel Manuals.

PASSED AND ADOPTED by the Hughson City Council at a regular meeting thereof held on
October 23, 2023, by the following vote:

AYES:
NOES:
ABSTENTIONS:
ABSENT:
APPROVED:
GEORGE CARR, Mayor
ATTEST:

ASHTON GOSE, City Clerk



Exhibit A

CITY OF HUGHSON
PERSONNEL MANUAL

ADOPTED OCTOBER 23, 2023
RESOLUTION NO. 2023-50
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CITY OF HUGHSON
PERSONNEL POLICY MANUAL
EMPLOYEE ACKNOWLEDGMENT

| have received my copy of the City of Hughson Personnel Policy Manual. | understand
that 1| am responsible for familiarizing myself with information in this manual and
understand that it describes the general personnel policies of the City that governs my
employment.

Since the information, policies, and benefits described in this booklet are necessarily
subject to change, | understand and agree that any such changes can be made
unilaterally by the City in its sole and absolute discretion, and that material changes will
be made known to employees through the usual channels of communication within a
reasonable period of time.

Date:

Signature:

Print Name:




CITY OF HUGHSON
PERSONNEL POLICY MANUAL
STATEMENT OF PURPOSE

The personnel rules and procedures outlined in this document apply to all employees
regardless of union or association affiliation, except as noted herein. The purpose of
these rules and procedures is to establish a high degree of understanding, cooperation,
efficiency, and unity for employees in the City service, and to establish systematic and
uniform procedures for the handling of personnel matters, and to implement the
provisions of Hughson Municipal Code § 2.08.070, which state: “The city manager shall
have the power and shall be required to appoint, and, when necessary for the good of the
service, remove any employee of the City, subject to the personnel rules, except the city
attorney, city treasurer, commissioners and elected officials.”

The fundamental objectives of this document are to:

1. Maintain and promote economy and efficiency in the City service.

2. Maintain a uniform job classification and a compensation plan based upon the
relative duties of each classification.

3. Provide fair and equal opportunity to all persons who apply for City employment
through nondiscriminatory and practical methods of selection.

4. Promote high morale among employees by providing good working conditions,

opportunity for advancement, consideration for employees’ welfare, and a basis for
understanding the conditions of City employment.

5. Develop a program of recruitment and advancement that will make City service
employment equitable and attractive as a career and encourage each employee to give
his or her best service to the City.

6. Carry out the personnel policies of the City Council.

This Personnel Manual shall not apply to any employees in a represented employee’s
organization unit to the extent to which this policy is inconsistent with the terms of an
agreement or memorandum of understanding covering such employees. If this policy is
contrary to or inconsistent with the terms of an agreement or memorandum of
understanding, the language in the agreement or memorandum of understanding will
control.

This Personnel Manual supersedes and replaces all previous personnel policies,
practices, and guidelines. The City Council reserves full discretion to add to, modify, or
delete provisions of this Personnel Manual, at any time without advance notice.



SECTION 1
GENERAL PROVISIONS

1.01. Title. This manual shall be known and may be cited as the “Personnel Manual.”

1.02. Purpose. The purpose and objectives of the Personnel Manual are described in
the Statement of Purpose on page 1.

1.03. Non-Discrimination/Equal Employment Opportunity. The City of Hughson is
committed to a policy of equal employment opportunity for applicants and employees.
Employment decisions will comply with all applicable laws prohibiting discrimination in
employment, including Title VII of the Civil Rights Act of 1964, the Age Discrimination in
Employment Act of 1967, the Immigration and Nationality Act, the California Fair
Employment and Housing Act (California Government Code section 12940), and all
applicable local, state and federal laws.

Furthermore, the City believes that all persons are entitled to equal employment
opportunity and does not unlawfully discriminate against its employees or applicant
because of race, religious creed, color, national origin, ancestry, citizenship, religion
(including religious dress and grooming practices), sex (including pregnancy, perceived
pregnancy, childbirth, breastfeeding or related medical condition), gender identity, gender
expression, reproductive health decision-making, age, physical or mental disability,
legally protected medical condition, or information, family status, caregiver status, marital
status, domestic partner status, sexual orientation, genetic information, military status,
veteran status, or any other basis protected by local, state or federal laws. An equal
employment opportunity will be extended to all persons in all aspects of the employer-
employee relationship, including recruitment, hiring, upgrading, training, promotion,
transfer, discipline, layoff, recall, and termination.

1.04. Reasonable Accommodation Policy. To carry out the City of Hughson’s
commitment to providing equal employment opportunity for, and inclusion of all applicants
and employees, the City will provide reasonable accommodations, including as required
under applicable laws, in accordance with this policy.

Reasonable Accommodations Related to Disability and Religion: The City will provide
reasonable accommodations for (i) applicants with disabilities and employees with
disabilities unless they cause undue hardship or result in a direct threat to the health and
safety of others, in accordance with the Americans with Disabilities Act, Fair Employment
and Housing Act, and other applicable laws, and (ii) applicants and employees based on
their sincerely-held religious beliefs, practices, or observances unless the
accommodation would cause undue hardship in accordance with Title VII of the Civil
Rights Act, the Fair Employment and Housing Act and other applicable laws. Employees
seeking such accommodation should promptly notify the Director of Finance and
Administrative Services.

Pregnancy-Related Reasonable Accommodations: The City will provide reasonable
accommodations to employees who are affected by a pregnancy, childbirth, or related
medical conditions, as medically advisable. Such accommodations may consist of: (i)
Modified work duties or a modified schedule to permit earlier or later hours or more

3



frequent breaks; stools, chairs or other furniture; modified or acquired equipment or
devices; reduced work hours; or other accommodations; (ii) A temporary transfer to a less
strenuous or less hazardous position if such transfer can be reasonably accommodated,
or (iii) a “Pregnancy-Related Disability Leave” if the employee is disabled by pregnancy
as described in Section 9.12.

NOTE: Employees seeking accommodation related to lactation, should refer to the
separatee Lactation Accommodation Policy described in Section 9.04.

Employees seeking a pregnancy-related accommodation, including transfer, under this
policy should notify the Director of Finance and Administrative Services. Notice must be
timely and provided by employees in advance when the need for reasonable
accommodation is foreseeable; in all other circumstances, notice must be provided as
soon as practicable. Failure to give advance notice when the need is foreseeable may
delay the reasonable accommodation or transfer until thirty (30) days after the date the
employee provides notice (unless such delay would endanger the health of the employee,
her pregnancy, or her coworkers).

1.05. Policy Against Discrimination, Harassment and Retaliation. The City of Hughson is
committed to providing a work environment that is free of unlawful discrimination,
harassment, and retaliation. In keeping with this commitment, the City maintains a strict
policy prohibiting unlawful discrimination or harassment, on the basis of race, color,
national origin, ancestry, citizenship, religion (including religious dress and grooming
practices), sex (including pregnancy, perceived pregnancy, childbirth, breastfeeding or
related medical condition, gender, identity, gender expression, reproductive health
decision-making, age, physical or mental disability., legally protected medical condition or
information, family status, caregiver status, marital status, domestic partner status, sexual
orientation, genetic information, military status, veteran status, or any other basis
protected by local, State or federal laws. The City also prohibits retaliation, including the
discharge, expulsion or other adverse acts, against any person because he or she has
opposed any unlawful practices or because the person has filed a complaint, testified, or
assisted in any investigation of such practices.

Unlawful discrimination, harassment of or retaliation against an applicant or employee by
a supervisor, management employee or coworker on the bases listed above will not be
tolerated. Similarly, the City will not tolerate unlawful conduct by its employees directed
toward non-employees with whom the City employees have a business, service, or
professional relationship (such as independent contractors, vendors, volunteers, or
interns.) The City will also attempt to protect employees from such prohibited conduct by
non-employees in the workplace.

Disciplinary action up to and including termination will be taken for behavior described in
the following definitions of discrimination and harassment.

Unlawful discrimination, when based on the employee’s protected status described
above, includes: refusing to hire or employ a person or to refuse to select the person for
a training program leading to employment or to bar or discharge a person from
employment or from a training program leading to employment or to discriminate against



the person in compensation or in terms, conditions, or privileges of employment (i.e.
benefits, promotions, transfers, disciplinary action, etc.).

Unlawful harassment includes, but is not limited to:

1.05.01. Verbal Harassment. For example, epithets, derogatory comments,
or slurs on any of the bases listed above.

1.05.02. Physical Harassment. For example, assault, impeding or blocking
movement, or any physical interference with normal work or movement when
directed at an individual on any of the bases listed above.

1.05.03. Visual Forms of Harassment. For example, derogatory posters,
notices, bulletins, cartoons, or drawings on any of the bases listed above.

1.05.04. Sexual Harassment. Unwelcome sexual advances, requests for
sexual favors, and other verbal or physical conduct of a sexual nature which is
conditioned upon an employment benefit, unreasonably interferes with an
individual's work performance, or creates an offensive work environment. Sexually
harassing conduct can be by a person of either the same or opposite sex. Sexually
harassing conduct need not be motivated by sexual desire to violate this policy.

1.05.05. Reporting and Investigation Procedure. Any individual (employee
or applicant) who believes that he or she has been discriminated against, retaliated
against or harassed, on any of the bases listed above should file a complaint of
the incident and the name(s) of the individual(s) involved to the supervisor and/or
Department Head nearest them in the chain of command who is not involved in
the harassment.

Supervisors and/or Department Heads shall immediately report any incident of
harassment to the City Manager. In the event that the City Manager is the person
of whom the complaint is made, the supervisor and/or Department Head shall
immediately report any incident of harassment to the Mayor.

Within one business day of receiving such a report (or as soon as possible
thereafter), the City Manager or the City Manager’s designated representative or
an independent investigator shall interview the complainant. If, in the interviewing
party’s opinion, there are grounds to investigate further, the interviewing party(ies)
shall promptly thereafter interview the person of whom complaint is made, and
other persons who may be considered necessary, such as percipient witnesses.
If, in the opinion of the investigators, the matter can then be resolved by
appropriate warnings, correction action short of the imposition of discipline, or
conciliation between the parties, they shall do so.

The interviews and investigations shall be restricted to the harassment issue under
investigation; a record, including tape recordings, may be kept, and the City
Manager or City Manager’s designated representative shall maintain a confidential
holding file documenting any investigations made, and the resolutions thereof.



Parties interviewed shall not be placed under oath, and non-union employees may
be interviewed without representation.

If the matter cannot be resolved by appropriate warnings, corrective action short
of the imposition of discipline or conciliation, and the investigators feel that the
imposition of discipline is required, such discipline shall be imposed pursuant to
the procedures established in this Personnel Manual.

In the event the imposition of discipline is required, all rights to representation,
hearings, and appeal granted by the City’s Municipal Code, Personnel Manual,
and applicable state or federal law shall be observed.

All investigations will remain confidential to the extent allowed by law. The City
Manager (or designated representative), will notify the employee who lodged the
complaint of progress during the investigation, including documentation where
applicable and tracking for reasonable progress and timely notification of the
results of the investigation. The investigation will be conducted in a fair, timely, and
thorough manner (e.g. parties will receive appropriate due process, the City will
reach reasonable conclusions based on evidence collected, etc.), but the City may
not be able to provide complete confidentiality. Employees making complaints are
expected to cooperate fully with the person(s) designed to investigate the
complaint.

There will be no retaliation for the making of a complaint, but the making of a
knowingly false complaint of harassment may be grounds for discipline.

All employees, supervisors, and managers shall be sent copies of this Policy and
this Policy shall be posted in appropriate places.

Discrimination, harassment, and retaliation as defined above, violates Title VII of
the Civil Rights Act of 1964, the California Fair Employment Commission (“EEOC"),
and the California Civil Rights Department (“CRD”) (formerly the Department of
Fair Employment and Housing.) In addition to notifying the City about
discrimination, harassment or retaliation complaints, affected employees may also
direct their complaints to the CRD or EEOC, which have the authority to conduct
investigations of the facts. The deadline for filing complaints with the CRD is three
years from the date of the alleged unlawful conduct, and the deadline to file
complaints with the EEOC is three hundred (300) days from the date of the alleged
unlawful conduct. Employees can contact CRD or EEOC office at the locations
listed in the City’'s CRD/EEOC poster or by checking the State Government listings
in the local telephone directory.

Violation of this policy may constitute cause for discipline, up to and including termination.

1.06. Abusive Conduct Prevention/Anti-Bullying Policy. The City also prohibits and will
not tolerate any form of workplace bullying by and against the City’'s employees,
supervisors, managers, applicants for employment, and others in the workplace
environment, including customers and vendors. Every employee is responsible for
maintaining and contributing to an environment that is free from bullying. All employees
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(including supervisors and managers) are expected to conduct themselves in a manner
that demonstrates professional conduct and mutual respect for others. Supervisors and
managers must make every reasonable effort to establish and maintain a workplace free
of bullying and abusive conduct.

For purposes of this policy, abusive conduct is conduct of an employer or employee in the
workplace, with malice, that a reasonable person would find hostile, offensive, and
unrelated to an employer’s legitimate business interests. Abusive conduct may include
repeated infliction of verbal abuse, such as the use of derogatory remarks, insults, and
epithets, verbal or physical conduct that a reasonable person would find threatening,
intimidating, or humiliating, or the gratuitous sabotage or undermining of a person’s work
performance. However, a single act shall not constitute abusive conduct, unless
especially severe and egregious.

This description above is illustrative only and not exhaustive. No form of workplace
bullying or abusive conduct will be tolerated.

1.07. Anti-Harassment Training. Every City employee is required to undergo training
regarding the prohibition on harassment, discrimination, and retaliation within his or her
first six months of assumption to a position and at least once every two years thereafter.
Supervisory employees are required to undergo 2-hours of training and all other
employees are required to undergo 1-hour of training. An employee who fails to comply
with this section may be subject to disciplinary action, up to and including termination of
employment.

1.08. Immigration Law Compliance. The City is committed to full compliance with the
federal immigration laws. These laws require that all individuals pass an employment
verification procedure before they are permitted to work. This procedure has been
established by law and requires that every individual provide satisfactory evidence of his
or her identity and legal authority to work in the United States no later than three business
days after he or she begins work. Accordingly, all newly hired employees must go through
this procedure.

1.09. Age Requirements. The minimum age requirement for regular employment by the
City of Hughson is eighteen (18) years of age. Persons younger than eighteen (18), but
who are at least sixteen (16) years of age may be eligible to participate in the City’s
Volunteer and Internship Program. All minors under the age of eighteen (18) must have
written approval of a parent and/or guardian to participate in the program.

1.10. Fair Employment Practices. Any technique or procedure used in recruitment and
selection of employees shall be designed to measure only the job-related qualifications
of applicants. No questions in any tests, or in any application forms, or by any department
manager shall be so framed as to attempt to elicit information concerning the prohibited
bases of discrimination set forth in Section 1.03 above, or political opinion or affiliation.
Nothing herein contained shall be construed to preclude the execution of loyalty oaths as
is permitted by law.

1.11. Dissemination of the Personnel Policy. Copies of the Personnel Policy shall be
provided to all employees. Copies shall be on file in the Personnel Department and in




each department manager’s office. Where departmental rules and regulations are in
force, copies of such rules will also be available to employees of that department.

1.12. City Rights. The City Manager and other persons such as the City Council may
authorize, has the exclusive right, in accordance with applicable laws and regulations, to
take certain actions including, but not limited to, the following:

A. Directing of employees in the performance of their duties;

B. Hiring, promoting, transferring, classifying, and assigning employees;
C. Disciplining or dismissing employees;

D Determining the City’s purpose, budget, and organization; and

E. Determining and effectuating methods of implementing the foregoing.

1.13. Personnel Management Responsibilities. The City Manager is responsible to the
City Council, pursuant to the Hughson Municipal Code Section 2.08.070, to appoint, and
when necessary for the good of the City, to remove any employee of the City, subject to
the Personnel Manual, except the city attorney, city treasurer, commissioners, and elected
officials.

1.14. Administration of Rules. The City Manager, subject to the direction of the City
Council, is responsible for the administration of the rules set forth in this Personnel
Manual.

1.15. Delegability of Powers by the City Manager. The City Manager, in his or her
absence or disability, may delegate any of his or her authority set forth in these rules as
he or she may deem appropriate and necessary.

1.16. Employee Organizations. Employees of the City shall have the right to form, join
and participate in the activities of employee organizations of their own choosing for the
purpose of representation on all matters of employer-employee relations including but not
limited to wages, hours, and other terms and conditions of employment. Employees of
the City also shall have the right to refuse to join or participate in the activities of
employee’s organizations and shall have the right to represent themselves individually in
their employment relations with the City. No employee shall be interfered with, intimidated,
restrained, coerced, or discriminated against by the City or by any employee organization
because of his or her exercise of these rights.

In the event provisions of these rules contradict those included in a Memorandum of
Understanding accepted by the City Council and in effect between the City and formally
recognized employee organizations, the terms of the Memorandum of Understanding
shall prevail.

1.17. Driving Record. The following policy shall be applicable to each City employee.
(Refer to section 8.17 for mileage reimbursement for use of personal vehicles for city
business.) The City will obtain a driver’s record report from the State Department of Motor
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Vehicles for each existing and new employee(s) as driving may be a regular part of every
City employee’s business duties. The City may from time to time obtain updated reports.
Any employee subject to this policy shall cooperate with the City in obtaining such reports.

Each employee shall maintain a safe and careful driving record.

1.18. Employment of Relatives. Relatives of present employees may be hired by the City
only if (1) individuals concerned will not work in a direct supervisory relationship, and (2)
the present employee is not in a position classified as “confidential,” and (3) the
employment will not pose difficulties for supervision, safety, security, or morale.
“Relatives” are defined to include spouses, registered domestic partners, children, sisters,
brothers, mothers or fathers, or children-in law, sisters-in-law, mothers-in-law, brothers-
in-law, or fathers-in-law.

In the event that a change in status occurs (as by marriage, promotion, job assignment,
demotion, adoption) with respect to present employees then the present employees will
be permitted to continue employment with the City only if they do not work in a direct
supervisory relationship with one another, and neither is in a “confidential” position, and
they do not pose difficulties for supervision, security, safety, or morale. If employees
whose status changes do work in a direct supervisory relationship with one another, or
one is in a confidential position, or the relationship poses difficulties for supervisors,
safety, security, or morale, then the City will attempt to reassign one of the employees to
another position for which he or she is qualified, if such a position is available. If no such
position is available, then one of the employees will be required to leave the City
employment. The decision as to which employee will leave is left solely to the affected
employees.

This policy shall be effective for all employees hired after the date of the resolution of the
City Council adopting these Rules.

1.19. Safety. Every employee is responsible for safety. To achieve our goal of providing
a completely safe workplace, everyone must be safety-conscious, and employees are
expected to abide by safety policies and practices that are available from each area
superintendent or the City Clerk’s office Please report any unsafe or hazardous condition
directly to your supervisor immediately. Every effort will be made to remedy problems as
quickly as possible.

In case of an accident involving a personal injury, which is work-related, regardless of
how serious, please notify your supervisor and the employee performing the Risk
Management function immediately. Failure to report accidents can result in a violation of
legal requirements and can lead to difficulties in processing insurance and benefit claims.

If an employee is injured on the job, he or she will be entitled to benefits under the
Worker’'s Compensation laws in most cases. The City carries Worker’'s Compensation
insurance and will assist employees to obtain all benefits to which they are legally entitled.

1.20. Personnel Records. The Director of Finance and Administrative Services shall
maintain electronic records, and personnel files for each employee, showing his or her
name, title, department, salary, changes in employment status, leave record, and other




pertinent information. Personnel files shall also be maintained for each employee, to
include the employment application, copies of personnel actions, accident reports,
training courses completed, commendations, reprimands, and other pertinent documents.

All personnel records including applications, examination papers, eligible lists, etc., shall
be considered confidential and shall be made available only to the employee or to a
department head and concerned; except that an employee may inspect his or her
personnel records at reasonable intervals and at reasonable times upon written request.
A candidate in an examination may review only his or her own test papers when test
material is open for inspection. A candidate shall not have the ability to review any
confidential portions of any background investigation in order to maintain the integrity of
receiving truthful information from respondents.

All employees, including those on leave of absence, shall keep the Personnel Office
informed as to their current home address at all times.

SECTION 2
DEFINITIONS

2.01. Administrative Leave. Administrative leave may be provided to management and
mid-management employees who do not incur overtime. The amount of time off will be
governed by the current memorandum of understanding which is in effect.

2.02. Allocation. The official determination of the class to which a position belongs or the
approved number of positions in an appropriate class.

2.03. Anniversary Date. The date the employee began a current continuous service.

2.04. Appointing Power. The officers of the City, who in their individual capacities, or the
City Council, have the final authority to make the appointment to the position to be filled.

2.05. Authorized Position. A specific work position, within a job classification, which is or
may be held by an employee, and has been expressly approved by the City Council by
inclusion within the budget.

2.06. Bereavement Leave. A period of time allowed with or without pay to a regular
employee in the event of death of a family member as defined by applicable law.
(California Government Code section 12945.7).

2.07. City. City means the City of Hughson, a municipal corporation, and where
appropriate herein, “City” refers to the City Council, the governing body of said city, or any
duly authorized management employee as herein defined.

2.08. Class. All positions sufficiently similar in duties, authority, responsibility, and

working conditions to permit grouping under a common title and the application with equity
of common standards of selection, transfer, promotion, and salary.

10



2.09. Compensation. The salary, wage allowance and all other forms of valuable
consideration earned by or paid to any employee by reason of his service in a position,
but not to include any compensation for expenses incurred incidental to employment.

2.10. Compensatory Time (Comp. Time). Accumulated time which an employee can
bank in lieu of overtime payment.

2.11. Continuous Employment. City employment which is uninterrupted except by
authorized absences.

2.12. Continuous Examination. An open competitive examination which is administered
periodically.

2.13. Demotion. A disciplinary change in job classification to a lower salary or salary
range.

2.14. Department. A major administrative branch of the City, involving a general line of
work, with one or more employees under the charge of a designated department head.

2.15. Disciplinary Action. The written reprimand, dismissal , demotion, reduction in pay,
suspension or termination of an employee for punitive reasons and not for any non-
punitive reasons.

2.16. Dismissal or Termination. Involuntary termination of employment with the City.

2.17. Eligible. A person who was successful in the examination process.

2.18. Eligible Applicant Pool. That list of individuals who have successfully passed all
employment tests for an authorized position but have not been hired.

2.19. Employee. A person who is legally occupying a position in City service or who is
on an authorized leave of absence from the position. Employees are separated into
different employment categories as set forth in Section 5 of this Personnel Manual.

2.20. Employee Organization. Any organization which includes employees of the City
and which has as one of its primary purposes representing such employees in their
employment relations with the City.

2.21. Good Standing. Being currently employed, and not under disciplinary action, by
the City.

2.22. Grievance. Any good faith or reasonable complaint of one or more employees or
a dispute between the City and one or more employees involving the terms and conditions
of his or her employment, but not involving imposition of discipline.

2.23. Job Classification. Descriptive title of a certain type of job performed by a City
employee. Inherent in each classification are certain duties, responsibilities, and degrees
of authority.
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2.24. Jury Duty. Time off to serve as required by law on an inquest or trial jury, or to
appear in court as a witness.

2.25. Leave of Absence. An authorized absence from duty without pay of any regular
employee pursuant to Subsection 9.05 of this Personnel Manual.

2.26. Merit Increase. A step increase in an employee’s designated salary range.

2.27. Military Leave. Time off for employees to serve in the armed forces of the federal
government, or for military training, or for members of the reserve component of the
armed forces who are called to active duty.

2.28. Overtime. Hours worked by a non-exempt employee in excess of forty (40) in a
workweek. Fair Labor Standards Act, 29 U.S.C section 207(a)(1).

2.29. Performance Evaluation. A review and evaluation of an employee’s performance
and capabilities in his or her authorized position by his or her immediate supervisor.

2.30. Personnel Manual/Rules. This group of rules and procedures concerning City
employment.

2.31. Personnel Officer. That person charged with the responsibility and given
commensurate authority to enforce these rules and regulations. In the absence of another
person so designated, the City Manager is the personnel officer.

2.32. Probationary Period. A period to be considered an integral part of the examination
process during which an employee is required to demonstrate fitness for the position to
which the employee is appointed by actual performance of the duties of the position, and
during which the employee may be terminated with or without cause, and with or without
notice.

2.33. Retirement. As used in this manual, the term “retirement” has the same meaning
as it is used by the California Public Employees’ Retirement System (CalPERS).

2.34. Salary Range. Categories which determine the minimum and maximum salary
payable for each employment classification.

2.35. Salary Step. A level of salary payable in each salary range.

2.36. Sick Leave. A paid absence from duty by an employee for preventative care or the
diagnosis, care, or treatment of an existing iliness, injury, or medical condition (including
doctor’s appointments), for the employee or the employee’s family member or designated
person and for other uses allowed by law. (See California Labor Code section 246.5(a)).

2.37. Suspension. The temporary separation from service of an employee, without pay,
for disciplinary purposes.

2.38. Termination. The conclusion or cessation of employment with the City, whether
initiated by the City or the employee.
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2.39. Vacancy. An unfilled authorized position with the City.

SECTION 3
GENERAL INFORMATION OF THE CITY ORGANIZATION

3.01. Governing Body. The City Council, elected to the office by the people, is the
governing body of the City of Hughson. It is their duty and responsibility to enact
municipal laws and to formulate the general policies of City government for the general
welfare of the people. It is also their duty to interpret these policies when in need of
clarification.

3.02. Administration. The City of Hughson is a general law city and operates under the
council-manager form of government. Under this form of government the City Council
appoints an administrator of City Government who is referred to as the City Manager. He
or she is responsible to the City Council for managing the administrative affairs of the City,
and assuring that the City functions properly and in the best interest of the people. He or
she is assisted in accomplishing this by working through various department heads and
assistant staff.

SECTION 4
CLASSIFICATION OF PERSONNEL

4.01. Personnel Organization. The City is organized into several departments. Each
department includes one or more job classifications. Each job classification has one or
more authorized positions.

4.02. Determination of Personnel Classification. The City Manager or a delegated
individual or individuals shall ascertain and record the duties and responsibilities of all
positions in the City service, except City Manager, City Treasurer, and City Attorney, and
shall recommend a classification for such positions.

The classifications shall consist of classes of positions in the City service defined by class
specifications, including the title. The classifications shall be so developed and
maintained that all positions substantially similar with respect to duties, responsibilities,
authority, and character of work are included within the same class.

4.03. Adoption, Amendment, and Revision of Personnel Classification. The
classifications shall be adopted by the City Council and may be amended from time to
time. During the process of consideration, any recognized employee organization affected
shall be advised. Amendments and revisions of the plan may be suggested by an
interested party, including any recognized employee organization.

4.04. Allocation of Positions. Following the adoption of the personnel classification and
after consultation with any recognized employee organization affected, the City Manager
shall allocate every position in the City’s employ (except City Manager, City Treasurer,
and City Attorney) to one of the established classes. The allocation shall be reflected in
the City’s salary schedule.
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4.05. New Positions. A new position shall not be created and filled until the classification
has been amended to provide thereof and an appropriate employment list established for
such position.

4.06. Reclassification. Positions, the assigned duties of which have been materially
changed by the City so as to necessitate reclassification, whether new or already created,
may be allocated by the City Manager to a more appropriate class.

SECTION 5
EMPLOYMENT CATEGORIES

In order to determine eligibility for various benefits, the following employment
categories have been established.

5.01. Probationary Employees. Employees are hired by the City on a probationary basis
for a period of twelve (12) months for miscellaneous personnel, for the purpose of
assessing their ability to perform assigned tasks. Such employment may be terminated
at any time during the probationary period if such action is deemed appropriate by the
employee or the City, with or without cause, and with or without notice. The probationary
period may be extended by the City, in its sole discretion, if it determines that such an
extension is desirable or appropriate, for up to an additional full period. A new
probationary period shall commence upon assignment to a different position.

5.02. Regular Full-Time Employees. A regular full-time employee is an employee of the
City who is regularly assigned to work forty (40) or more hours per week in an authorized
position, which position exists continuously, and who has completed his or her
probationary period.

5.03. Temporary Employees. A temporary employee is any employee who is not a
regular employee, as defined in Subsection 5.02 of this Personnel Manual, or a
probationary employee, as defined in Subsection 5.01 of this Personnel Manual, or an
elected or appointed employee as defined in Subsections 5.05 and 5.06 of this Personnel
Manual, or a part-time employee as defined in Subsection 5.04. of this Personnel Manual.
Thus, employees who work in a position which exists only seasonally, or employees who
hold a job of limited duration arising out of special projects, abnormal workload, or
emergencies (regardless of the number of hours worked) are temporary employees.
These employees are not eligible for City provided benefits, except as provided by
applicable law. Temporary employees can be terminated with or without notice, and with
or without cause, at any time, by the employee or City. An employee will not change from
temporary status to another status unless specifically informed of such a change, in
writing, by the City Manager, and Section 7 shall apply to such change.

5.04. Part-Time Employees. A part-time employee is an employee who has been
appointed to an authorized position, which position exists continuously, in which the
employee will be regularly scheduled to work fewer than 40 hours per week.

Part-time employees are generally not entitled to the benefits and rights provided in this
Personnel Manual unless it is expressly stated or required by law (for example: Paid Sick
Leave as provided in section 8.04). However, Part-time employees shall become eligible
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to receive partial (a pro-rated amount proportional to employees working 40 hours per
week) vacation leave and holiday pay, provided that they: (1) have current membership
in the Public Employees Retirement System (PERS); (2) that they have worked twelve
consecutive months of regularly scheduled halftime employment (e.g., 20 hours per
week) or more; and (3) that they meet the City of Hughson'’s requirements for the PERS
system.

5.05. Rehired Employees. Regular employees who are rehired following a break in
service in excess of thirty (30) days (other than an approved leave of absence) must serve
a new probationary period whether or not such a period was previously completed. Such
employees are considered new employees from the effective date of their reemployment
for all purposes, including for purposes of measuring benefits and seniority.

5.06. Emergency Employees. To meet the immediate requirements of an emergency
condition, such as extraordinary fire, flood or earthquake, which threatens public life or
property, any legally competent officer or employee, with the approval of the City Manager
may employ such persons as may be needed for the duration of the emergency without
regard to the rules affecting appointments.

5.07. Appointed Employees. The City of Hughson has three positions which are filled
directly by the City Council, and to which the Personnel rules do not apply. These are the
City Manager, City Treasurer, and the City Attorney, who serve solely at the pleasure of
the City Council, subject to applicable provisions of law.

SECTION 6
FAIR LABOR STANDARDS ACT EMPLOYEE CATEGORIES

6.01. Non-Exempt Personnel. Non-Exempt personnel include all employees who are
covered by the overtime provisions of the Federal Fair Labor Standards Act (FLSA) or
any applicable state laws. Employees in this category are generally entitled to overtime
pay for work in excess of forty (40) hours in a work week.

6.02. Exempt Personnel. This category includes all employees who are classified
exempt from the overtime provisions of the Federal Fair Labor Standards Act (FLSA) and
any applicable state laws. Such employees include employees who qualify as exempt
department managers and mid-management personnel and elected officials.

SECTION 7
RECRUITMENT PROCESS

7.01. Announcement. All recruiting for regular (full-time and part-time) positions shall be
conducted in accordance with this Section 7.

All examinations for classes for regular (full-time or part-time) positions in the City service
shall be publicized by such methods as the City Manager or his or her designee deems
appropriate. Recruiting for temporary employees may be conducted and/or advertised in
such manner as the City Manager deems appropriate. Special recruiting may be
conducted, if necessary, to ensure that all segments of the community are aware of the
forthcoming examinations. The announcements shall specify the title and pay of the class

15



for which the examination is announced; the nature of the work to be performed;
preparation desirable for the performance of the work of the class; the manner of making
application, the form or forms of examination which may be used, and other pertinent
information.

7.02. Application Forms. Applications shall be made as prescribed on the examination
announcement. Application forms shall require information covering training, experience,
and other pertinent information, and may include certificates of one or more examining
physicians and references. All applications must be signed by the person applying.

7.03. Disqualification. The City Manager or his or her designee may reject any
application which indicates that the applicant does not possess the minimum
gualifications required for the position. Applications may be rejected if the applicant has
made any false statement of any material fact or practiced deception or fraud in an
application.

7.04. Examination Process. The selection techniques used in the examination process
shall be impartial and relate to those subjects which fairly measure the relative capacities
of the persons examined to execute the duties and responsibilities of the class to which
they seek to be appointed. Examinations shall consist of selection techniques which will
test fairly the qualifications of candidates such as, but not necessarily limited to,
achievement and aptitude tests, other written tests, personal interview, performance tests,
physical agility tests, evaluation of daily work performance, work samples, medical tests,
psychological tests, successful completion of prescribed training, or any combination of
these or other prescribed training or any combination of these or other tests. The
probationary period shall be considered as a portion of the examination process.
Examinations shall be designed to provide equal opportunity to all candidates by being
based on an analysis of the essential requirements of the class, covering only factors
related to such requirements. No medical or psychological exam or inquiry of an applicant
will be conducted before they are extended an employment offer. However, offers may be
conditioned on the applicant passing medical or psychological examinations or inquiries
used to determine fitness for the job.

7.05. Promotional Examinations. Promotional examinations may be conducted
whenever the needs of the City require. Promotional examinations may include any of the
selection techniques approved by the City. Only regular or probationary employees who
meet the requirements set forth in the promotional examination announcements may
compete in promotional examinations.

All job openings shall be posted for a period of sixteen (16) working days on the City’s
website. If applicable, the job posting shall include the name of the validated test(s) to be
used.

It is the City’s policy to give qualified employees preference to other applicants when filling
vacancies within the organization. However, because of legal requirements and because
of the levels of education and other qualifications required for many positions, promotions
from within are not always possible. An employee’s past performance, qualifications,
potential, abilities, and job experiences are important factors that are considered in the
selection of employees for promotion. Any employee who meets minimum qualifications
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for the position is guaranteed entrance to the first examination, written or oral. If all
applicants are equal in qualifications at the final interview stage, then a qualified employee
will receive the position in preference to a qualified nonemployee.

7.06. Continuous Examinations. Open-competitive examinations may be administered
periodically for a single class as the needs of the service require. Applications will be kept
on file by the department affected, for as long as that department head or the City
Manager deems appropriate.

7.06.01. Notification of Examination Results and Review. Each candidate of
an examination shall be given notice of the results thereof, and if successful, of the
final earned score and/or whether or not they have been placed on the employment
list.

All candidates shall have the right to inspect their own test answer sheet within five
(5) working days after the notifications of examination results have been
postmarked. Any error in computation, if called to the attention of the Personnel
Department within this period, will be corrected. However, such corrections shall
not require invalidation of appointments previously made.

7.06.02. Background Checks. In accordance with applicable law, background
checks will also be conducted for all applicant positions prior to appointment, as
well as when the City Manager deems appropriate.

The City will not consider an applicant’'s criminal conviction history until a
conditional offer of employment has been extended. After making an offer, the City
will conduct a background check, which will include the applicant’s criminal history.
The City may revoke the offer based on the applicant’s criminal history based on
an individualized assessment that justifies denial. Applicants will be notified of the
City’s intent to revoke the offer and the applicant will have a chance to provide
additional information in response before the City makes a final decision. This
procedure is not applicable to positions where a local, state or federal law or
regulation requires the City to reject an applicant based on their criminal history.

7.06.03. Medical Examinations. A medical examination, including drug and
alcohol testing, at City expense is required before appointment for all city
employees. Such medical examination will be required only after a conditional
offer of employment has been made. Such examination shall be performed by a
licensed physician of the City’s choice and the scope of the examination will be
job-related and consistent with business necessity. Documents indicating that the
employee has received a medical clearance shall be received by the City Manager
and Director of Finance and be made part of his or her personnel file, but all
information obtained as a result of the examination shall be kept in a separate file,
in accordance with the Americans with Disabilities Act and state regulations. The
City Manager may establish job-related physical standards for each job
classification.

Only a conditional appointment will be offered to an applicant who has not yet
submitted to an authorized examination. Employment will be contingent on a
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satisfactory examination. Except in the case of a test for current illegal drug use,
any individual who would be disqualified by the results of the exam will be allowed
to submit independent medical opinions before a final decision is made.

7.06.04. Appointment. The position of City Manager, City Treasurer, and City
Attorney shall be filled by City Council appointment. All other positions shall be
filled by appointment by the City Manager. All appointments shall be as a regular
employee, temporary employee, part-time employee, emergency employee or
probationary employee.

7.06.05. Probationary Periods. All new employees shall serve a probationary
period as outlined in Subsection 5.01 of this manual. The employee shall be eligible
for sick leave benefits as of the date of hire.

The City can extend the duration of the probationary period one or more times if,
in its sole and absolute discretion, it determines that such an extension is
appropriate, pursuant to Subsection 5.01. A new probationary period will begin
upon assignment of an employee to a new position; if the assignment to the new
position is a result of promotion, Section 7.06.08 will apply. The probationary period
does not alter the at-will nature of employment. If an employee is at-will, the
employee is not guaranteed to complete the probationary period nor is any length
of employment guaranteed by successful completion of the probationary period.
The at-will nature of employment remains in effect, meaning that the employment
relationship can be terminated by the employee or the City at any time during or
after a probationary period with or without cause, and with or without notice, and
without compliance with Section 10 of this Manual.

7.06.06. Reports on Probationers. Department heads shall be responsible for
the preparation and submission of performance evaluations as required by the City
Manager. The department head shall recommend retention or rejection of the
probationer prior to the expiration of the probationary period.

7.06.07. Release Following Promotion. An employee released during
probationary period following promotion shall be reinstated at his/her former salary
step to his/her former position or a position in the class from which he/she was
promoted, unless the reason for his/her release is cause for dismissal. “Release”
in this section means failure of the probationary period. If no vacancy exists in this
class, the employee with the least amount of time in this class shall be demoted to
the most recent class in which he/she has satisfactorily served. If any employee is
caused to be released by such action, he/she shall be placed on a reemployment
register for the classification from which he/she was released. Any employee who
is released during a probationary period following promotion shall retain his/her
rights to appeal the dismissal from the City, but not the right to appeal his/her
release from the position from which demoted.

7.06.08. Seniority. Upon completion of his or her probationary period, an
employee’s seniority shall be established. The seniority date begins at the original
date of hire in a regular position.
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SECTION 8
SALARY AND COMPENSATION PLAN ADMINISTRATION

8.01. Salary Ranges. The City has adopted certain salary ranges for fulltime City
employees. These ranges may be changed from time to time by City Council action or in
accordance with approved agreements, or memoranda of understanding with recognized
employee organizations.

8.02. Salary Organization. There shall be a salary range for each authorized position.
Each salary range shall include salary steps ( A step, B step, C step, D step, and E step)
respectively.

8.03. Administration of Salaries. The City has a salary schedule which denotes the steps
in the pay ranges of the City salary plan.

Except as otherwise provided by the City Manager or this manual, employees and
candidates shall be employed or appointed at the entry level of the salary range for their
particular class. Advancement within a salary range shall not be automatic, but shall be
given only upon approval of the City Manager. An employee may be considered for
increases in salary according to the following schedule, but all advances or increases will
be based on merit and performance:

Step A shall be paid upon initial appointment to City service for a period of six (6)
months, except when another step is indicated as the beginning pay step.

After satisfactory completion of at least six (6) months’ service at Entry Level, (step
A) employees may be considered for merit increase to B Level. Employees
appointed at other than Step A may be considered for an increase to the next
higher step upon the satisfactory completion of at least twelve (12) months’ service.

New positions or promotions for any position shall not exceed one step per service
year and shall include a complete written personnel evaluation prior to any step
increase.

Longevity Bonus. A regular employee who has ten (10) years of service with the City of
Hughson shall be eligible for a longevity pay bonus of five percent (5%) and will receive
an additional two and one-half percent (2.5%) bonus when they have fifteen (15) years of
service with the City of Hughson and will receive an additional two and one-half percent
(2.5%) bonus when they have twenty (20) years of service with the City of Hughson.

Years of service will be based on total hours of completed continuous service with the
City; provided, however, that employees on the date of City Council approval of the MOU
amendment who had previously separated from City service for 180 days or less, but who
have completed a total of at least ten (10) or more years of combined service or who have
completed a total of at least fifteen (15) or more years of combined service or who have
completed a total of at least twenty (20) or more years of combined service, shall be
eligible to receive the differential. For purposes of the Longevity Pay Differential only, a
year of completed City of Hughson service is defined as 2,080 service hours with the City:
20,800 hours (10 years) = 5% 31,200 hours (15 years) = additional 2.5% 41,600 hours
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(20 years) = additional 2.5% The Longevity Pay Differential shall not be considered when
determining the appropriate rate of pay for a promotion or demotion.

Longevity bonuses shall not be considered automatic but will be based upon merit and
consistent job standard performance. In addition, longevity pay for management
employees is subject to an annual evaluation by their supervisor and conditioned on the
recommendation of the management employee’s Department Head and approval of the
City Manager.

Incentive Pay. Incentives are available to employees within this bargaining unit. These
incentives are described in detail in the most recently adopted MOU.

In addition, all full and part-time employees, including management, may qualify for a
Bilingual Pay incentive, described as follows:

a. Non-management employees who are certified as bilingual in English/
Spanish in the spoken word shall receive additional compensation in the amount
of one and one-half percent (1.5%) of base pay.

b. Non-management employees who are certified as bilingual in
English/Spanish both spoken and written shall receive additional compensation in
the amount of two and one-half percent (2.5%) of base pay. Said certification shall
be determined by the City subject to review and input by the union. Bilingual
employees shall be fluent to a level so as to easily communicate with Spanish
speaking customers and the public on City business matters.

C. The maximum Bilingual Pay incentive that can be received by non-
management employees is two and one-half percent (2.5%) of base pay.

d. Management employees who are certified in English/Spanish in the spoken
word will receive a flat amount monthly of $125.00 a month, and $200 a month for
certification of English/Spanish spoken and written.

Education Pay. Full-time employees may also be eligible for increases to their pay based
on possessing certain academic degrees or certificates. For more details, please refer to
the City’s Administrative Policy.

8.04. Temporary Employees. The following policies shall be applicable to temporary
employees:

They shall have no right to, or expectation of, reemployment after the term of such
temporary employment.

They are not eligible for membership in the current employee union.
They shall not serve a probationary period.

They may be terminated at any time, with or without cause, and with or without
notice, and without compliance with Section 10 of this Manual.
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Their term of employment shall cease when the City Manager determines there is
no longer a need for such seasonal or temporary employees.

They shall receive no employee benefits other than wages, except as provided by
law.

8.05. Part-Time Employees. Note the following policies shall apply for part-time
employees:

They are not eligible for membership in the current employee union.

They may become eligible for fulltime employment should a position for which they
are qualified becomes open.

They shall become eligible to receive partial vacation leave granted to full time
employees on a pro-rated basis, provided that they have current membership in
the Public Retirement System and have worked at least twelve (12) consecutive
months of regularly scheduled half time employment (e.g., 20 hours per week).

8.06. Performance Evaluations. An employee’s supervisor will prepare at least once per
year, after probation ends, in writing, a performance evaluation for each regular
employee.

Performance evaluations may also be prepared in the following instances:

When an employee has worked an initial six (6) month period in his or her new job
position (this applies not only to newly hired employees, but also to

employees who have been promoted or otherwise transferred to new job
positions).

Upon completion of the employee’s first twelve (12) months of service following
the probationary period and annually thereafter.

When an employee is being considered for promotion, transfer, demotion,
termination, or when other disciplinary action is being considered.

Whenever the employee’s supervisor believes there has been a significant change
in the employee’s performance.

All performance evaluations become a permanent part of the employee’s
personnel file.

Upon the completion of the performance evaluation, a meeting shall be held
between the employee and the supervisor to discuss the employee’s performance
and to assist in developing the employee’s maximum potential within City service.

Employees receiving less than an overall average rating on their performance
evaluation will not be entitled to a merit increase in salary.
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8.07. Change in Pay Following Promotion. When an employee is promoted, he or she
shall normally receive the first step in the salary range for the new position. However, if
the first step in the new position does not result in at least a 5% increase (or within six
cents ($.06) of a 5% increase) in salary, the employee will receive the next step in the
salary range of the new position The City may review other factors and make adjustments
to ensure that the employee’s compensation is consistent with the benefit of being
promoted.

8.08. Re-Classification Change in Pay. A reclassification study and change reflect an
equity adjustment based on the assigned duties and responsibilities of the position. When
a position is reallocated to a classification with a higher pay range, and the incumbent
employee retains the position, the employee will retain the same step assignment and his
accrued time-in-step. No minimum salary adjustments will be applied. When a position is
reallocated to a classification with a lower salary range, the incumbent employee shall not
be reduced in pay while he continues to occupy the position. If his current salary rate
exceeds the maximum step of the new range, his salary shall be frozen at its current level.
When the incumbent leaves the position, his replacement may be hired at the beginning
rate; the rate will normally be the beginning rate but is negotiable.

8.09. Pay for Employees in an “Acting” or “Interim” Capacity. Employees in an “Acting”
Capacity. Any employee who is formally assigned to and performs the duties of a higher-
level position on an “acting” basis for longer than thirty (30) continuous workdays shall,
commencing with the sixth (6) workday of such assignment, receive the first salary step
of the assigned position to continue for so long as he performs the duties of the higher
classification.

Any employee who is assigned to and performs the duties of a higher-level position on
an “acting” basis in an emergency situation such as an accident, injury, or sickness for
longer than thirty(30) continuous workdays shall receive compensation from the sixth (6)
workday in the first salary step of the assigned position for so long as he or she performs
the duties of the higher classification. Such pay shall be retroactive to the sixth (6) day.
Such assignment shall be approved by the City Manager.

Any employee serving in an acting capacity whose compensation at their regular position
is greater than the first salary step of the acting position, shall be paid one step above his
or her current salary. There shall be no additional compensation for an employee in an
acting capacity occurring because of annual vacation.

Employees in an “Interim” Capacity. An employee who is temporarily assigned to a
position that is out of class (i.e., to a position that is not covered by the MOU) will be paid
based on the classification of their interim position. Accordingly, an employee who is
appointed to a management position on an “interim” basis is considered exempt and not
eligible for overtime or standby time.

8.10. Employee Benefits. The City provides certain benefits for its employees,
depending on employee categories. The details of such benefits are set forth in the
current City Council Resolution. The City reserves the right to eliminate or modify any of
the benefits at any time, subject to such requirements for meet-and-confer as may be
established by law.
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8.10.01. Workers’” Compensation. All employees are covered by Workers’
Compensation, as required by law. Any on-the-job injuries or illness must be
immediately reported to the employee’s supervisor and to the employee
performing the Risk Management function immediately.

8.10.02. Group Medical-Dental-Life-Vision Insurance Benefits. Regular
employees and their dependents may participate in the City’'s group medical,
dental, life, and vision insurance programs. All regular employees shall be
included automatically in the programs unless coverage is waived by the
employee. The City pays the cost for employee group insurance coverage as
established by City Council resolution.

8.10.03. Pursuant to the Consolidated Omnibus Budget Reconciliation Act of
1985 (COBRA), employees and their dependents are entitled to a continuation
option of group health plan benefits coverage at group rates plus costs to the City
on the occurrence of certain qualifying events such as termination and retirement.

8.11. Retirement Plan. The City’s retirement program through the Public Employee’s
Retirement System is available to employees as provided in the contract between the City
and PERS. Generally, retirement for employees covered hereunder shall be 2.7% at 55
for classic members and 2.0% at 62 for new members under the California Public
Employee Retirement System.

Current members as defined by the California Public Employees’ Pension Reform Act of
2013 to pay the PERS employee share contribution in the amount required by law. New
members would fall under the California Public Employees’ Pension Reform Act of 2013
and pay the full amount of the employee share contribution.

For further information, please contact the Human Resources Department.

8.12. Deferred Compensation. The City offers to all regular employees a voluntary
Deferred Compensation Plan. The employee may elect to have any amount of money up
to the legal limit withheld from their regular paycheck and placed in the Deferred
Compensation Plan. A brochure explaining this benefit is available in the employment
package.

For an employee patrticipating in the deferred compensation program, the City shall pay
into deferred compensation in a dollar for dollar match up to a maximum of Fifty dollars
($50.00) per month, or as listed in the applicable MOU and approved by City Council.

8.13. Unemployment Insurance. Unemployment insurance is provided in accordance
with current state and federal laws.

8.14. Damaged Clothing Reimbursement. The City will reimburse any employee for the
accidental destruction of, or damage to, personal clothing when used on the job.
Reimbursement shall be based on the cost of repair, as approved by the City Manager
through a reimbursement claim form, but if the damage cannot be repaired then
reimbursement shall be based on the article’s market value.
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8.15. Mileage Reimbursement. Reimbursement shall be made in accordance with the
City’s adopted travel policy, except that notwithstanding the travel policy, prior to use of
the personal vehicle, the employee must meet the standards and present evidence of
coverage as set forth in the Central San Joaquin Valley Risk Management Authority
Pooled Liability Program Master Plan, Section 2B, and the requirements of that Policy
and Procedure.

If an employee is involved in an accident while using their personal vehicle for City
business, the employee’s insurance will be liable. The use of City vehicles in lieu of
personal vehicles is strongly encouraged.

8.16. Uniform Allowance. The City will provide uniforms and laundering thereof for each
Public Works Department employee and said employees shall wear the uniforms on the
job.

8.17. Safety Equipment. The City shall provide or reimburse the employee for the cost
of safety shoes where required and the cost shall be established by the City. Additionally,
the City will provide a winter weight safety coat in safety orange or yellow as part of the
City’s uniform. Any special uniform requirements will be determined with Department
Head approval and as to appropriateness.

SECTION 9
EMPLOYMENT HOURS, LEAVES, VACATION, AND HOLIDAYS

9.01. Hours of Work. City Administration hours are generally from 8:00 A.M. to 5:00
P.M., Monday through Friday. Work hours for Public Works are generally 7:30 A.M. to
12:00 P.M. and 12:30 P.M. to 4:00 P.M., Monday through Friday. Work hours are subject
to change due to various reasons. Administration includes the Office of the City Manager,
Finance Department, Planning Department, and the City Clerk’s Department. The City
Manager or Department Head may vary start and stop times from time to time. The City
Manager may allow work at home for employees where practical. Where deviations to
this schedule are required, for the benefit of the City or the employees, the City agrees to
meet and confer over the impacts and appropriateness of such a schedule change.

9.02. Timekeeping. Employees are expected to be on time daily and remain on the job
throughout the regularly scheduled workday.

9.02.01. Nonexempt Employees. Nonexempt employees are required to
accurately record and save all actual time worked (including the precise time when
they begin and end each workday, the precise time they begin and end an unpaid
meal or rest break, and the precise time when they begin and end working any
overtime hours) on each day that they have any time worked using timecards and
the Tyler Self-Service timekeeping system. Nonexempt employees and exempt
employees must accurately record and save their absences and use of vacation
and sick time using timecards and the Tyler Self-Service timekeeping system.

Nonexempt employees are prohibited from working “off the clock,” meaning
working time that employees do not record as time worked in for payroll purposes.
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Any non-exempt employee who believes that he or she is expected to or has been
asked to work without recording his or her time (“off-the-clock”) must immediately
contact a member of management.

9.02.02. Exempt Employees. Exempt employees receive a salary which is
intended to compensate them for all hours that they may work for the City.
Generally, exempt employees receive their full salary for any workweek in which
work is performed. However, by law, exempt employee salaries are subject to
certain deductions and the City may reduce an exempt employee’s salary for the
following reasons in a workweek in which work was performed:

. Deductions for full-day absences due to personal reasons, including
vacation.

. Deductions for full-day absences for sickness or disability, pursuant to the
City’s sick leave policy.

. Deductions for full-day disciplinary suspensions for infractions of safety
rules of major significance (including those that could cause serious harm
to others).

. Deductions for Family and Medical Leave absences (full or partial day).

. Deductions to offset amounts received as payment for jury and witness fees
or military pay.

. Deductions for unpaid disciplinary suspensions of one or more full days for
significant infractions of major workplace conduct rules as set forth in this
handbook.

. Deductions for the first or last week of employment when the employee

works less than a full week.

Specific types of deductions may also be made, such as for the employee’s
portion of insurance benefits, state, federal or local taxes, social security, or
voluntary deductions. However, in any workweek in which the exempt
employee performs any work, salary will not be reduced if:

. The absence is for a partial day for personal reasons, sickness, or disability.
. The absence is because the facility is closed on a scheduled workday.
. The absence is for jury duty, attendance as a witness, or military leave in

any week in which the employee performs work.

Exempt employees are required to use accrued vacation or sick leave for full or
partial day absences for personal reasons, sickness, or disability. Salary will not
be reduced for partial day absences if the employee does not have sufficient time
off. However, the employee may be subject to discipline for poor attendance.

All employees (exempt and non-exempt) must complete their own timekeeping
records, as described above. Time worked and absences may not be recorded by
another person on behalf of an employee. Any changes made to an already-
submitted timesheet must have a documented reason and must be approved by
both the employee and the supervisor. Only an employee’s direct supervisor or the
[City Manager] can make adjustments to timekeeping records, and only after any
such changes have been authorized by the employee in writing.
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Falsifying time records is a breach of City policy and can be grounds for disciplinary
action, up to an including an unpaid suspension or discharge.

9.03. Meal and Rest Periods. Employees shall have an unpaid one (1) hour meal period.
Public Works employees shall have a thirty (30) minute lunch break. Employees shall
have two fifteen (15) minute break periods, one in the morning and one in the afternoon.
Employees should not combine their rest breaks with their meal periods or skip breaks to
leave work early. The scheduling and timing of all meal and rest periods will be approved
by the Department Head or City Manager.

9.04. Lactation Breaks/Accommodation. Any employee who is nursing an infant child
has the right to request a reasonable break each time she needs to express her breast
milk (lactation breaks). The lactation break time shall, if possible, run concurrently with
any break time already provided to the employee. Break time for an employee that does
not run concurrently with an authorized rest period shall be unpaid.

The City shall provide for lactation breaks to be taken at a place other than a bathroom
that is in close proximity to the employee’s work area, shielded from view and free from
intrusion. The break area shall be safe, clean, and free of hazardous materials (as defined
in section 6382 of the Labor Code), contain a surface to place a breast pump and personal
items, contain a place to sit, and have access to electricity or alternative devices such as
extension cords or charging stations needed to operate an electric or battery-powered
breast pump.

The City shall provide access to a sink with running water and a refrigerator suitable for
storing milk in close proximity to the employee’s workspace. If the City cannot provide a
refrigerator, it will provide another cooling device suitable for storing milk, such as an
employer-provided cooler.

An employee may make a request for a lactation break accommodation to her immediate
supervisor. The City will respond to the request. If the City cannot provide break time or
a location that complies with the above policy, the City shall provide a written response to
the employee. If the City demonstrates that complying with the policy above would create
an undue hardship, the City will nevertheless make reasonable efforts to provide an
employee with the use of a room or other location, other than a toilet stall, in close
proximity to the employee’s work area, for the employee to express milk in private.

An employee who believes their right to a lactation accommodation in accordance with
sections 1030 to 1034 of the Labor Code may file a complaint with the Labor
Commissioner.

9.05. Overtime. It is the policy of the City to discourage employees from working in
excess of their regular schedule. Overtime will be required of any non-exempt employee
only when necessary for the protection of persons or property, or in other circumstances
when the public interest requires overtime as established by the supervisor. Overtime
may be authorized only by designated supervisory personnel and must be authorized in
advance except in an emergency.
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All non-exempt employees will receive overtime pay at a rate of 1% times the employee’s
regular rate of pay for all hours worked in excess of forty (40) in any one workweek, or as
otherwise stated in the applicable Memorandum of Understanding (MOU).

Unless an applicable MOU provides differently, only hours actually worked are counted
to determine an employee’s overtime pay. Compensated holidays, sick leave, and
vacation, for example, are not hours worked and are therefore not counted in making
overtime calculations.

Overtime is paid in 15-minute increments.

9.06. Make-up Time. Nonexempt employees may request to make up work time missed
due to personal obligations on another day in the same workweek. Employees who
receive advance approval to make up missed work time may do so only in the same
workweek in which the time was missed. Make-up time is paid at the employee's straight-
time rate of pay. To qualify, the make-up time must not cause the employee to work over
40 hours in a workweek.

The City does not encourage, discourage, or solicit its employees to use make-up time.

9.07. Compensatory Time Off in Lieu of Overtime. Compensatory Time Off (“CTQO”), in
lieu of overtime pay, will be granted to non-exempt employees who are regularly
scheduled to work no less than 40 hours in a workweek with prior written approval from
the Department head or supervisor. Employees may not accrue more than eighty (80)
hours of CTO. Any employee who has accrued eighty (80) hours of CTO shall, for any
additional overtime hours of work, be paid overtime compensation.

An employee who has accrued CTO and requests to use it shall be permitted by the City
to use the time within a reasonable period after making the request if the use of the CTO
does not unduly disrupt operations.

If compensation is paid to an employee for accrued CTO, it shall be paid at the employee’s
regular rate of pay at the time of payment.

Cash out of accumulated CTO balances will be required prior to employee promotion out
of existing classification and upon termination of employment.

9.08. Administrative Leave. It is the policy of the City to allow employees in the
management and mid-management categories to receive administrative leave since they
do not receive overtime. Management employees employed as of January 1 of each
calendar year may receive eighty (80) hours and mid-management personnel may
receive forty (40) hours of administrative leave. Certain Mid-Management personnel may
be granted additional administrative leave not to exceed eighty (80) hours by the City
Manager upon recommendation of the Department Head that such employee(s) are
working extraordinary hours beyond that expected by Mid-Management personnel.
Balances must be used prior to December 31 of that same calendar year, or they will be
lost.

Administrative leave is not compensable by pay.
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New employees, or employees becoming eligible due to a promotion, receive
administrative leave on a prorated basis, with seven (7) hours for management personnel
and three (3) hours for mid-management personnel granted for each full calendar month
remaining in the calendar year.

For an example only, a management employee hired on February 15 would receive
seventy (70) hours of administrative leave for that calendar year.

Administrative leave is not a vested or earned right or form of compensation under this
Personnel Manual, therefore there will not be reimbursement for accrued administrative
leave. The amount of administrative leave granted and the conditions under which it can
be taken are solely within the discretion of the City Manager.

9.09. Jury Duty and Court Appearances. This section shall not apply to any employee
who is a named party to an action unrelated to the City and its activities or is serving as
a paid expert witness. In such cases, employees may request vacation or personal leave.

When an employee is required by law to serve on an inquest or on a jury or grand jury or
is subpoenaed as a witness to appear before a court, administrative agency, public body
or commission the employee must promptly notify his or her supervisor. While on jury
duty, a regular employee will receive full pay, but shall pay to the City all fees received
from the court, administrative agency, public body, or commission, excluding
reimbursement for mileage or other expenses.

9.10. Leave of Absence. Upon written request and in the sole discretion of the City
Manager, a leave of absence without pay may be granted to any regular employee for a
period not to exceed six (6) months for the following reasons:

Need to attend to a health condition not covered by paid sick leave or Family and
Medical Care Leave (e.g., to care for a family member or other person not covered
under the applicable leave law), if written confirmation from the employee’s
physician or other licensed health care practitioner certifying the medical condition
is provided.

Education or training which will materially benefit City service.

The policy set forth in this Subsection 9.10, shall not apply to disability leave for
pregnancy, childbirth, or related medical condition, which is set forth within Subsection
9.12 of this Personnel Manual, nor to Family Care and Medical Leave, which is set forth
within Subsection 9.20 of this Personnel Manual.

Requests for leaves of absence in excess of six months may be considered by the City
Manager, who will evaluate potential benefits to the City, and may grant such extended
leave of absence, in his or her sole discretion. To the extent that a leave of absence is
requested as a reasonable accommodation of a qualified disability, the length of the leave
shall be no later than the date the employee becomes capable of performing the essential
functions of their position with or without reasonable accommodation. Further employees
acknowledge that a disability requiring a leave beyond one (1)-year would create an
undue hardship for the City given the City’s size, resources, and operational needs.
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Requests for leave of absence shall be submitted to the employee’s supervisor and
referred to the City Manager and shall state specifically the reasons for the request, the
date when it is desired to begin the leave, and the probable date of return. Upon return
from an authorized leave of absence, the employee on leave shall be returned to the
position he or she vacated, even if a replacement has been obtained. However, the City
cannot guarantee that the employee’s former position or any other position will otherwise
be available upon the expiration of the scheduled leave, or if extending the leave in the
case of a reasonable accommodation would constitute an undue hardship.

In the event a probationary or regular employee is transferred or promoted on a temporary
basis for the duration of a leave of absence, of another employee, such appointment shall
have no permanent effect on the status of the employee so promoted or transferred, and
he or she shall be returned to his or her prior position and be entitled to all rights and
privileges as though he or she had not been temporarily promoted or transferred.

Accumulated sick leave (if the leave of absence is for illness purposes) and/or
accumulated annual leave may be used prior to being granted an unpaid leave of absence
under this section. Employees shall not accrue annual vacation or sick leave while on an
unpaid leave of absence; however, employees returning to work following an unpaid leave
of absence shall retain their accumulated time, if not otherwise used. During such unpaid
leave of absence, the City shall not pay for Group Medical-Dental-Life-Vision Insurance
Benefits (but the employee may pay the full premiums therefore), except that the City
shall pay for Group Medical-Dental-Life-Vision Insurance benefits during that period of
leave that is provided as a reasonable accommodation of a qualified disability.

9.11. Attendance Policy/Unauthorized Leave of Absence. The City requires regular and
punctual attendance from all employees. Employees who are going to be absent for a full
or partial workday or late for work must notify [their supervisor/City Manager] as far in
advance as possible but at least [1 hour] before the start of the workday. If the absence
is due to an emergency or unexpected circumstances, employees must notify their
supervisor [and/or City Manager] as soon as possible.

Absences and tardiness will be considered excused if the employee requested the time
off in accordance with the City’s policies on vacation and/or sick leave, received the
required approval for the absence or tardiness, and has enough accrued, but unused,
time to cover the absence or tardiness. Absences will also be considered excused if the
employee requested the time off in accordance with a City policy permitting a leave of
absence, received the required approval for the leave, and is in compliance with the leave

policy.

An employee will be considered to have taken an unexcused absence if the employee is
absent from work during scheduled work hours without permission, including full- or
partial-day absences, late arrivals, and early departures.

Any employee who is absent for three (3) consecutive working days without being on

supervisor approved sick leave, vacation leave, or any other authorized leave of absence
shall automatically have resigned his or her employment with the City.
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Nothing in this section shall limit the department supervisor’s authority to discipline or
dismiss an employee due to an unauthorized absence.

An employee terminating employment in the manner described in this section will be
considered to have voluntarily resigned his or her City employment.

9.12. Disability Leave for Pregnancy, Childbirth or Related Medical Condition. An
employee is disabled by a pregnancy, childbirth, or related medical condition, if in the
opinion of her own doctor or other licensed health care practitioner; she is unable because
of pregnancy, childbirth, or related medical condition, to perform the essential duties of
her job or to perform these duties without undue risk to herself or other persons.
Accordingly, the City provides leave for the period of actual disability, up to a maximum of
four months. Leave may be taken intermittently or on a reduced-hours schedule, as
medically advisable.

Procedure for Requesting Leave: Whenever possible, the employee should submit a
written request for Pregnancy Disability Leave to the Human Resources Department as
soon as she is aware of the need for such leave. If the leave is foreseeable, the employee
must provide thirty (30) calendar days’ advance notice to the City of the need for
Pregnancy Disability Leave. If it is not practicable to give thirty (30) calendar days’
advance notice, the employee must notify the City as soon as practicable after she learns
of the need for such leave.

If an employee fails to provide the requisite thirty (30) days’ advance notice for a
foreseeable need for leave, without any reasonable excuse for the delay, the City reserves
the right to delay the taking of the leave until at least 30 days after the date that the
employee does provide such notice.

A request for Pregnancy Disability Leave must be supported by a medical certification
from a health care provider, which shall provide the following information: (a) the date on
which the employee became disabled due to pregnancy; (b) the probable duration of the
period or periods of disability; and (c) an explanatory statement that, due to the disability,
the employee is unable to work at all or is unable to perform any one or more of the
essential functions of her position without undue risk to herself, her pregnancy, or to other
persons. Upon the expiration of the time period for the leave estimated by the health care
provider, the City may require the employee to provide another medical certification if
additional time is requested.

An employee taking Pregnancy Disability Leave must use any accrued paid sick leave
during the leave and may, at her option, use any accrued vacation time during her leave.
Except to the extent that paid leave is used during Pregnancy Disability Leave, such leave
will be unpaid. The use of paid leave for Pregnancy Disability Leave does not extend the
total duration of the leave to which an employee is entitled.

During an employee’s Pregnancy Disability Leave, the City will continue to pay for the

employee’s participation in the City’s group health plans, to the same extent and under
the same terms and conditions as would apply had the employee not taken leave.
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Thus, the employee must continue to pay any required share of health plan
premiums during the leave. All other benefits will be governed in accordance with
the terms of each benefit plan and are the sole responsibility of the employee. In
certain circumstances, if the employee fails to return from leave after the leave
period expires, the City may recover from the employee the amount of premiums
the City paid to maintain coverage.

Employees on Pregnancy Disability Leave will accrue employment benefits such
as sick leave, vacation, and seniority only when paid leave is being substituted for
unpaid leave and only if the employee would otherwise be entitled to such accrual.

Reinstatement After Pregnancy Disability Leave: Unless the City and the
employee have already agreed upon the employee’s return date, an employee who
has taken a Pregnancy Disability Leave must notify the City Manager at least two
business days before her scheduled return to work. An employee who timely
returns to work at the expiration of her Pregnancy Disability Leave will be
reinstated to her former position, or a comparable position whenever possible and
consistent with applicable law.

Generally, the employee shall be entitled to return to her original job unless the job
has ceased to exist for reasons unrelated to her leave or preservation of the job
would undermine the City’s ability to operate safely and efficiently. If the original
job is not available for the reasons specified above, the employee is entitled to
return to a substantially similar job, unless there is no substantially similar job
available or filling a substantially similar job with the returning employee would
substantially undermine the City’s ability to operate safely and efficiently.

Each employee who has taken Pregnancy Disability Leave must be released by
her doctor to return to work. The return-to-work release should be in writing and
submitted to the City Manager on or before the employee’s return.

9.13. Temporary Leave of Absence as a Reasonable Accommodation of a
Disability. Employees may take a temporary disability leave of absence if
necessary to reasonably accommodate a qualified disability under the Americans
with Disabilities Act and/or the California Fair Employment and Housing Act.

The duration of a temporary disability leave under this policy shall be consistent
with applicable law, but in no event shall the leave extend past the date on which
an employee becomes capable of performing the essential functions of his or her
position, with or without reasonable accommodation.

An employee taking temporary disability leave must substitute any accrued paid
sick leave and vacation for the leave. Otherwise, the leave is unpaid. Group
insurance benefits may be continued during temporary disability leave. However,
the cost of such coverage, including the City’s premium payment becomes the
responsibility of the employee.

Requesting Leave: Unless the circumstances render it impractical, temporary
disability leave must be approved in advance by [the City Manager]. Whenever
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possible, an employee should submit a written request for temporary disability
leave as soon as the employee is aware of the need for such leave. A request for
temporary disability leave must be supported by a medical certification from a
health care provider containing the following information: (a) the date on which the
employee became disabled; (b) the probable duration of the period or periods of
disability; and (c) and explanatory statement that, due to the disability, the
employee temporarily is unable to work at all or is unable to perform any one or
more of the essential functions of his or her position without undue risk to the
employee or to other persons. The certification should also explain what
accommodations, if any, will assist the employee to perform essential functions of
the employee’ position.

Reinstatement after Leave: Each employee who has taken a temporary disability
leave must keep the City Manager advised of their status and contact the City
Manager at least two weeks before the expiration of the scheduled leave to discuss
the employee’s return to work. Such employees shall be reinstated in accordance
with applicable law and into their former position if staffing requirements permit.
The City cannot guarantee that the employer’s former position or any other position
will be available upon the expiration of the scheduled leave.

Each employee who has taken temporary disability leave must be released by a
doctor to return to work. The release should be in writing and submitted to the City
Manager on or before the employee’s return date.

9.14. Temporary and Permanent Disability Resulting from Workplace Injuries. If
an employee’s need for temporary disability leave is due to a work-related injury,
all matters relating to an employee’s leave rights, including compensation,
benefits, substitutions of paid leave, notice and certification requirements and
reinstatement shall be governed by state workers’ compensation laws.

Similarly, medical care and payments for permanent disabilities incurred in the
course of employment are prescribed in the Workers’ Compensation Act.

9.15. Sick Leave. In order to help prevent loss of earnings that may be caused by
accident or illness, the City provides paid sick leave as set forth below:

Eligibility: An employee qualifies to accrue paid sick leave under this policy upon
the start of the employee’s employment. Employees may use paid sick leave under
this policy if they have worked for the City for at least 90 calendar days. Retired
annuitants are not eligible for sick leave under this policy. The sick leave, and other
benefits of, temporary employees who are under contract with a staffing agency
are controlled by the agreement with the agency.

Accrual: Eligible full-time employees shall accrue paid sick leave at the rate of
eight hours per month, to a maximum of not to excess 125 working days (1000
hours). Employees who reach the applicable cap will cease to accrue further paid
sick leave hours until paid sick leave is used, at which point the employee will
continue to accrue additional paid sick leave up to the cap. Paid sick leave not
used in a year otherwise carries over from year to year.
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Eligible part-time employees and temporary employees who are employed directly
with the City do not accrue paid sick leave. Instead, they receive a lump-sum of
24-hours of paid sick leave to use each year. Unused sick leave for these
employees does not carry over from year to year.

Usage: Employees may use accrued paid sick leave for any of the reasons
discussed below:

e Paid sick leave may be used for the diagnosis, care (including preventative
care), or treatment of an existing illness, injury, or health condition of an
employee and the employee’s family members or a designated person.

o0 For purposes of this policy a “family member’ includes the
employee’s child (regardless of age or dependency status), spouse
or domestic partner, parent or guardian, spouse or domestic
partner’s parent or guardian, grandparent, grandchild, or sibling.

o For purposes of this policy a “designated person” is any person
identified by the employee at the time the employee requests sick
leave. The City limits the employee to one designated person per 12-
month period.

e Employees who are victims of domestic violence, sexual assault, or stalking
also may use paid sick leave for treatment, assistance, and other purposes
authorized by law.

Compensation for Sick Leave: Paid sick leave is paid at the employee’s regular
rate of pay for the workweek in which the employee uses paid sick leave.
Except as provided below, accrued, unused paid sick leave is not paid out upon
termination or resignation. However, an employee who separates from
employment and is rehired within one year will have their previously accrued
and unused paid sick leave balance reinstated.

An employee having at least four (4) years of continuous employment with the
City may, at the option of the employee, be paid up to 50% of his or her unused
sick leave earned during the previous 12-month period or convert that or any
portion of that amount to vacation time. The remaining percentage of unused
sick leave shall be retained in the employee’s accumulated total of unused sick
leave.

Upon retirement, any employee having at least twenty (20) years of continued
service with the City of Hughson, having unused accumulated sick leave shall
be paid thereafter in an amount equivalent to twenty-five (25%) of his or her
then current daily wage rate for each day of unused sick leave. The employee
will have the option of converting the amount due to either paid medical\dental
insurance premiums for coverage offered by the City to current employees or
receive a single lump sum cash payment. To be eligible for insurance premium
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payment, the employee must also be eligible for the insurance coverage as
provided in the policy between the City and the carrier selected.

Upon retirement, any employee, with a management classification, having at
least ten (10) years continued service with the City of Hughson, having unused
accumulated sick leave, shall be paid thereafter in an amount equivalent to fifty
percent (50%) of his or her then current daily wage rate for each day of unused
sick leave. The employee shall have the option of converting one hundred
percent (100%) of unused sick leave to paid medical/dental/vision insurance
premiums for coverage offered by the City to current employees. To be eligible
for insurance premium payments, the employee must also be eligible for the
insurance coverage as provided by the policy between the City and the carrier
selected.

The employee shall report sick leave prior to the start of his or her work shift
whenever possible and at least within one-half hour after the start of the shift.

If an employee becomes ill while on vacation, his or her period of illness may
be charged to sick leave. The employee’s supervisor may request a doctor’s
certificate confirming that the employee was unable to work and the expected
duration of the iliness before the leave is switched from vacation to sick leave.
In the case of frequent use of sick leave, an employee may be requested to file
a physician’s statement for each illness. An employee may also be required to
take an examination by a physician designated by the City and to authorize
consultation with his or her own physician concerning his or her illness in
accordance with applicable local, state, and federal law.

Employees shall, whenever possible, make dental, medical, and similar
appointments on Saturday, or another non-workday. When employees do need
to make appointments on a workday, they should schedule their appointments
so that their absence is limited to no more than four (4) hours, except in unusual
circumstances.

With the approval of the City Manager, any eligible employee may be granted
up to five (5) days leave with pay in the event of a catastrophic illness on the
part of a family member living in the employee’s house. Use of leave with pay
for this purpose is intended to apply in serious and unforeseen conditions
where the presence of the employee in the home is required. For the purpose
of this section, immediate family shall be defined as mother, father, sister,
brother, spouse, child, grandchild, grandparent, mother-in-law or father-in-law
of the employee.

9.16. Vacation Leave. The City provides benefits to eligible employees to
enable them to take paid time off for rest and recreation. The City believes this
time is valuable for employees in order to enhance their productivity and to
make their work experience with the City personally satisfying. The City also
provides long-service employees with additional vacation benefits as years of
service are accumulated.
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Vacation leave is a right; however, the use of same shall be approved by the
Department Head, taking into account the desires and seniority of employees
and more particularly, the workload requirements of the department.
Employees shall take vacation leave regularly each year and shall be
encouraged to take vacation at least a full week at a time. Vacation may be
scheduled at the request of the employee by the department head but must
consider all needs of the City.

All regular employees are eligible to accrue and take vacation benefits based
on their continuous length of service, measured from the date of hire.
“Continuous length of service” is defined as service that is uninterrupted by
termination of employment.

The City shall respond to all annual leave requests within five (5) working days
after the employee has submitted his or her request to the department
head/supervisor.

Regular full-time employees, except as provided in any applicable
memorandum of understanding, shall earn annual leave at the following rates
(subject to Subsection 9.16 of this Personnel Manual):

Date of hire through fifth year of service = 8 hours per month (12 days per year).

Sixth year through tenth year of service = 11.32 hours per month (17 days per
year).

Tenth year through fifteenth year of service = 14 hours per month (21 days per
year).

Fifteenth year of service and thereafter = 16 hours per month (24 days per
year).

Part-time employees who may become eligible for Vacation Leave will accrue
leave at a pro-rated rate of the full-time accruals listed above.

9.16.01 Vacation leave Accumulation.

Maximum Accrual. Employees are encouraged to use their vacation days.
Unused vacation days as of the end of the calendar year will carry over to
the next calendar year subject to the cap described as follows: Vacation
accruals may not exceed three hundred twenty (320) hours. Once this
maximum reached, then at the end of the payroll period in which the leave
accumulation reaches the stated limit, the employee’s vacation leave shall
cease accruing, and no further vacation shall accrue until the balance is
reduced below the stated limit. Vacation accruals are noted on employee
paystubs. It is the employee’s responsibility to seek the use of the vacation
leave in a timely manner.
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If the employee is unable to use the time because of departmental staffing
needs and has been asked by the City to defer his or her vacation, he or
she shall be paid for the amount of time in excess of the limit at the end of
the month, and accrual may thereafter recur. Upon termination, an
employee shall be paid for accrued and unused vacation time through their
last day worked at their base rate of pay as of the time of separation.

An employee may elect to receive a cash payment for up to a maximum of
forty (40) hours of his/her accumulated vacation balance prior to
commencement of a scheduled vacation of forty (40) consecutive hours or
more. To exercise the cash payment option an employee must have forty
(40) hours of accumulated vacation time remaining after the cash option
and scheduled vacation have occurred. This option may be exercised once
within the same fiscal year.

9.17. Holidays. Where holidays are addressed in an applicable memorandum of
understanding, the provisions of the memorandum of understanding shall control. Where
not covered in a memorandum of understanding, regular employees shall be entitled to
the following holidays with pay:

Two Floating Holidays

New Year’s Day

Martin Luther King's Birthday

Lincoln’s Birthday

Washington’s Birthday

Memorial Day

Independence Day (4th of July)

Labor Day

Veterans Day

Thanksgiving Day (4th Thursday of November)
Day after Thanksgiving Day (4th Friday of November)
December 25

Any day or part of the day declared by the City Manager to be a holiday.
When an employee gives adequate notice, the City will make reasonable accommodation
for the employee to observe the Sabbath if it will not unduly interfere with City operations.
Such release time may be charged to administrative leave, compensatory time off,
vacation, or leave without pay at the discretion of the employee.

When a holiday falls on a Sunday, the following Monday shall be observed as a holiday.
When a holiday falls on a Saturday, the preceding Friday shall be observed as a holiday.

To be paid for a holiday the employee must have been in paid status on the workdays for
his or her classification which immediately precedes and succeeds the holiday.

Any other employee who might be required to work on any of the above holidays shall be
compensated at overtime rates in accordance with Subsection 9.05 of these rules. If a
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holiday falls on an employee’s regular day off, he shall be entitled to equivalent time off
at a later date.

The “Floating Holiday” is to be used during the calendar year and cannot be carried over
to the next year. Floating Holiday time must be used by December 31st of each year and
will not be paid out.

9.18. Bereavement Leave. Employees who have been employed for at least 30 days will
be eligible for up to five (5) working days of bereavement leave upon the death of a family
member. The five days of bereavement leave do not have to be consecutive, but the leave
must be completed within three months of the date of death of the family member.

For purposes of this policy, an employee’s family member means the employee’s spouse,
child (meaning biological, adopted, foster, stepchild, legal ward, child of a registered
domestic partner, or to whom the employee stands in loco parentis), registered domestic
partner, parent (meaning biological, foster, adoptive parent, step-parent, legal guardian,
parent-in-law, or other person who stood in loco parentis to the employee as a child),
sibling, grandparent, or grandchild. Of the five total days of bereavement leave, three (3)
days are with pay, and the remaining two (2) days of leave are unpaid, unless the
employee chooses to use accrued sick leave or vacation.

The City may request documentation of the death of the family member be provided within
30 days of the date the leave is to begin, which be in the form of a death certificate, a
published obituary, or written verification of death, burial or memorial services from a
mortuary, funeral home, burial society, crematorium, religious institution, or governmental
agency.

9.19. Military Leave. Leave, reinstatement, pay, and benefits for employees of the City
shall be provided in accordance with federal law (38 U.S.C. 88 2021 and following) and
California law (Military and Veterans Code 88 395 and following).

9.20. Family Care and Medical Leave. The City provides family care, medical, and
military exigency leave under both the California Family Rights Act (“CFRA”). Should the
City ever employ 50 or more persons, employees would become eligible for benefits
under the federal Family and Medical Leave Act of 1993, (“FMLA”), and military caregiver
leave as provided under the FMLA, which leaves may run concurrently. However, at this
time because of the City’s size, employees are not eligible for FMLA leave. Distinctions
between FMLA and CFRA leaves are noted below.

Family care, medical and military family leave is provided in accordance with the FMLA
and CFRA as noted above. Differences between these two laws by affect any individual
employee’s rights to a particular leave. As a result, the policies below generally describe
the aggregated leaves available under these laws but should not be construed as
promising specific provisions will apply in any given case nor in all cases. Employees
should contact Human Resources after reviewing the general policy provisions stated
below to discuss the employee’s specific leave entitlements, and with any related
guestions.
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Eligibility. Generally, to be eligible for family care, medical, and military family leave and
for military caregiver leave, an employee must:

1. Have worked for the City for at least twelve (12) months prior to the date on which
the leave is to commence.

2. Have worked at least 1,250 hours in the twelve (12) months preceding the date the
leave commences.

3. For any leave that qualifies only under the FMLA (and not under the CFRA), work
at a location with 50 employees or more within a 75-mile radius of the City’s next
closest facility. For a leave that qualifies under the CFRA, the employee is eligible
if the City directly employs 5 or more persons.

An employee returning from fulfilling his or her National Guard or Reserve military
obligation will be credited with the hours of service that would have been performed but
for the period of military service in determining the 1,250 hours of service.

In the case of a pregnancy-related disability or other legally protected disability or medical
condition or work-related injury, an employee may not need to satisfy all of the above
requirements. Employees should refer to the policies specific to those circumstances
contained in this Personnel Manual.

Permissible Uses. “Family care and medical leave” may be requested for the following
reasons:

1. The birth or adoption of an employee’s child or the child of the employee’s domestic
partner, or the placement of a foster child with the employee or with the employees’
domestic partner; (i.e. “Baby Bonding”) (FMLA and CFRA).

2. To care for a “family member” with a serious health condition. Under the FMLA and
CFRA, a “family member” includes the employee’s spouse, child, or parent. Under
the CFRA (but not under the FMLA), a “family member’ also includes the
employee’s grandparent, grandchild, sibling, parent-in-law, and domestic partner.
Under the CFRA (but not under the FMLA), leave may also be requested to care
for a “designated person” with a serious health condition, which is any individual
related by blood or whose association with the employee is the equivalent of a
family relationship. The employee may identify the designated person at the time
the employee requests the leave. The City limits employees to one designated
person per 12-month period for family care and medical leave.

3. For an employee’s own serious health condition. (FMLA and CFRA)

Generally, a serious health condition refers to an illness, injury, impairment, or physical or
mental condition of an employee or an employee’s covered family member that involves
inpatient care in a hospital, hospice, or residential health care facility, either overnight or
when an overnight stay was reasonably expected (even if it did not occur); subsequent
treatment in connection with such inpatient care or any period of incapacity; or continuing
treatment by a health care provider, including but not limited to treatment for substance
abuse. Subject to certain conditions, “continuing treatment” can exist with incapacity due
to pregnancy or with incapacity due to a chronic condition, as well as other conditions.
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“Military exigency leave” (FMLA and CFRA) may be requested when there is a qualifying
military exigency arising out of the fact that an employee’s spouse, child, or parent (and
domestic partner or parent-in-law under the CFRA) is on covered active duty (or has been
notified of an impending call or order to covered active duty) in the Armed Forces outside
of the United States. Qualifying military exigencies include the following:

Short-notice deployment where the employee may take leave to attend any
issue that arises from the fact that a military member (whether in the Regular
Armed Forces, National Guard, or Reserves) is notified of an impending call or
order to active duty seven or less calendar days prior to the date of deployment.
Leave taken for this purpose can be used for a period of seven calendar days
beginning on the date the covered service member receives the notification.

Military events and related activities where the employee may take leave to
attend to any official ceremonies, programs or events related to the call to active
duty and to attend to family support, assistance programs, or informational
briefings related to the call to active duty.

Childcare and school activities where the employee may take leave to arrange
for alternative childcare or to provide childcare on an urgent, immediate need
basis when the need arises from the call to active duty, to enroll or transfer a
child to a new school, to attend meetings with school or daycare facility staff
regarding disciplinary measures, parent-teacher conferences, or meetings with
school counselors.

Financial and legal arrangements where the employee may take leave to make
or update financial or legal arrangements related to the covered
servicemember’s absence, such as preparing powers of attorney, wills,
transferring bank accounts, and the like, or appearing or acting on behalf of the
absent servicemember in matters related to military benefits.

Counseling where the employee may take leave to attend counseling, the need
for which arises from the call to active duty of the covered service member.

Rest and recuperation where the employee may take up to fifteen days of leave
to spend time with a covered servicemember each time the servicemember is
on short-term rest and recuperation leave during the period of deployment.

Post-deployment activities where the employee may take leave for a period of
up to 90 days following the termination of the deployment to attend arrival
ceremonies, reintegration briefings and events, and other official ceremonies
or programs provided by the military, or to address issues that arise out of the
death of a covered servicemember.

Parental leave where the employee may take qualifying leave to care for the
parent of a military member, or someone who stood in loco parentis to that
military member, when the parent is incapable of self-care. To qualify as
parental leave, the need for the leave must arise out of the military member’s
call to active duty. Further, the leave must be for one of the following purposes:
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(1) to arrange for alternative care for the parent; (2) to provide care for the
parent on an urgent, immediate need basis; (3) to admit or transfer the parent
of the military member to a care facility; or (4) to attend a meeting with staff at
a care facility for the parent.

* Additional activities where the employee may take leave to address other
events that arise out of the call to active duty as the City and the employee may
agree as to both timing and duration.

“Military caregiver leave” (FMLA only) may be requested to care for a covered service
member if the employee is the covered servicemember’s spouse, child, parent, or next of
kin. For purposes of this leave, a covered servicemember is: (1) a current member of the
Armed Forces, including a member of the National Guard or Reserves who is undergoing
medical treatment, recuperation, or therapy, is otherwise in outpatient status, or is
otherwise on the temporary disability retired list, for a serious injury or illness, or (2) a
covered veteran who is undergoing medical treatment, recuperation, or therapy, for a
serious injury or iliness.

Substitution of Paid Leave. Employees are required to substitute accrued vacation time
and other paid personal leave (except sick leave) for all family care, medical leaves,
military exigency leaves and military caregiver leaves. Employees are required to
substitute sick leave only for the employee’s own medical leaves. Employees may elect
to substitute sick leave to attend to an illness of a child, parent, spouse or domestic
partner of the employee or for other types of family care leave.

Amount of Leave.

1. Family Care, Medical, and Military Caregiver Leave: Provided all the conditions of
this policy are met, an employee may take a maximum of 12 weeks of family care,
medical, , and military exigency leave in a rolling 12-month period measured
backwards from the date the employee’s leave commences, unless more time is
required by law.

Employees who are unable to work due to pregnancy disability will be granted the
greater of 12 weeks leave or the amount of leave to which the employee may be
entitled under California state law for a pregnancy-related disability or in
connection with childbirth. Family care leaves for the birth, adoption, or foster care
placement of a child must be concluded within one year of the birth, adoption, or
placement.

2. Military Caregiver Leave (EMLA only): Provided all the conditions of this policy
are met, an employee may take a maximum of twenty-six (26) weeks of military
caregiver leave in a single twelve (12)-month period, inclusive of the time the
employee takes for a family care, medical, or military exigency leave during that
period. This twelve (12)-month period will be measured forward from the first day
leave is taken.

Spouses who are both employed by the City may take a maximum combined total
of 26 weeks in the 12-month period for the care of the servicemember and the
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birth, adoption, or foster care of their child or to care for an ill parent, provided that
no more than 12 weeks of this combined 26-week period may be taken for reasons
other than to care for the servicemember.

3. Intermittent Leave: Medical leave for the employee’s own serious health condition,
family care leave for the serious health condition of the employee’s spouse, parent,
or child, and military caregiver leave may be taken intermittently or on a reduced
schedule when medically necessary. Where the intermittent or reduced scheduled
leave is for planned medical treatment, the employee must make an attempt to
schedule the treatment so as not to disrupt unduly the City’s operations. Where
the family care leave is to be taken in connection with the birth, adoption, or foster
placement of a child, the minimum duration for each period of leave is two weeks,
except that the employee may request leave of less than two weeks duration on
any two occasions. Exigency leave also may be taken intermittently or on a
reduced schedule.

Leave’s Effect on Pay. Except to the extent that other paid leave is substituted for
family car, medical, and military family leave, leave under the FMLA and the CFRA is
unpaid. However, employees may be entitled to California State Disability Insurance
(SDI) when leave is taken for their own serious health condition.

Employees also may be entitled to Paid Family Leave (PFL) benefit payments for up
to eight (8) weeks in any twelve-month period during leaves to care for qualifying
family members. PFL provides a partial wage replacement for absences from work to
care for a seriously ill or injured family member or for bonding with a minor child within
one year of the birth or placement of the child in connection with foster care or
adoption. Employee contributions provide funding for this program. PFL is
administered like SDI by the California Employment Development Department. To the
extent possible, PFL benefits must run concurrently with family care leave and do not
entitle an employee to take any additional time off. In addition, an employee must use
up to two weeks of any accrued but unused vacation before the employee will be
eligible to receive PFL.

Leave’s Effect on Benefits. During an employee’s family care, medical, and military
family leave, the City will continue to pay for the employee’s participation in the City’s
group health plans, to the same extent and under the same terms and conditions as
would apply had the employee not taken leave.

Thus, the employee must continue to pay his or her share of the health plan premiums
during the leave. If paid leave is substituted for unpaid leave, such payments will be
deducted from the employee’s pay through the regular payroll deductions. Otherwise,
the employee must make arrangements with the City for the payment of such
premiums.

If the employee fails to pay his or her share of the premiums during leave, or if the
employee fails to return from the leave at the expiration of 12 weeks (or 26 weeks in
the case of a military caregiver leave) for a reason other than the recurrence,
continuation, or onset of a serious health condition for which leave under this policy is
allowed or other circumstances beyond the employee’s control, the City can recover
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any health plan premiums paid by the City on the employee’s behalf during any
periods of the leave.

Procedure for Requesting Family Care, Medical and Military Family Leave.

1. Notice Requirements: Employees must notify the City of their request for family
care, medical, military exigency, or military caregiver leave with at least a verbal
request, although a written request is also requested by the City as soon as they
are aware of the need for such leave. For foreseeable family care, medical, and
military caregiver leave, the employee must provide 30 calendar days’ advance
notice to the City of the need for leave. For events that are unforeseeable 30 days
in advance, the employee must notify the City as soon as is practicable and
generally must comply with the City’s normal call-in or notice procedures. If the
leave is requested in connection with a planned, non-emergency medical
treatment, the employee must make an attempt to schedule such treatment so as
to avoid unduly disrupting City operations and may be requested to reschedule the
treatment so as to minimize disruption of the City’s business.

If an employee fails to provide the requisite 30-day advance notice for foreseeable
events without any reasonable excuse for the delay, the City reserves the right to
delay the taking of the leave until at least 30 days after the date the employee
provides notice of the need for family care or medical leave.

All requests for family care medical, military exigency, and military caregiver leave
should include enough information to make the City aware that the employee
needs qualifying leave, and the anticipated timing and duration of the leave , if
known. Sufficient information may include that the employee is unable to perform
job functions, the family member is unable to perform daily activities, the need for
hospitalization or continuing treatment by a health care provider, or circumstances
supporting the need for military family leave. Employees also must inform the City
if the requested leave is for a reason for which FMLA/CFRA leave was previously
taken or certified.

Any requests for extensions of leave under this policy must be received as soon
as is practicable and must include the revised anticipated date(s) and duration of
the leave. To the extent permitted by law, the City reserves the right to deny
requests for extensions or deny reinstatement to an employee who exceeds the
leave amounts provided by this policy or fails to provide requested medical
certification. In addition, if an employee has a disability, he or she may be eligible
for leave under the Americans with Disabilities Act (ADA) or state law. For more
detailed information on extended leaves, please contact Human Resources.

Once the City is aware of the employee’s need for leave, it will inform the employee
whether he or she is eligible under the FMLA/CFRA. If the employee is eligible, the
notice will specify any additional information required as well as the employees’
rights and responsibilities. If the employee is not eligible, the City will provide a
reason for the ineligibility.
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2. Certification: Any request for medical leave for an employee’s own serious health
condition for family care leave to care for a child, spouse, domestic partner or
parent with a serious health condition or for a serious injury, or for military caregiver
leave must be supported by medical certification from a health care provider.

For military caregiver leave, the employee must provide confirmation of a family
relationship to the seriously ill or injured service member. Employees generally
must provide the required certification within 15 calendar days after the City’s
request for certification. For foreseeable leave, employees must provide the
required medical certification before the leave begins. When this is not possible,
employees must provide the required certification within 15 calendar days after the
City’s request for certification, unless it is not practicable under the circumstances
to do so, despite the employee’s good faith efforts.

Medical certifications must include the following:

For leave for a covered family member’s serious health condition or for the serious
injury or iliness of a qualifying servicemember: (a) the date on which the serious
health condition or serious injury or illness commenced; (b) the probable duration
of the condition or injury or illness; (c) the health care provider’s estimate of the
amount of time needed for family care; (d) the health care provider’s assurance
that the health care condition or injury or illness warrants the participation of the
employee to provide family care; and (e) in the case of intermittent or reduced
schedule leave where medically necessary, the probable duration of such a
schedule.

For the employee’s own serious health condition: (a) the date on which the serious
health condition commenced; (b) the probable duration of the condition; (c) a
statement that, due to the serious health condition, the employee is unable to
perform the essential functions of his or her position; and (d) in the case of
intermittent leave or reduced schedule leave where medically necessary, the
probable duration of such a schedule. In addition, the certification may, at the
employee’s option, identify the nature of the serious health condition involved.

Absent extenuating circumstances, an employee’s failure to timely submit a
sufficient certification—whether in connection with the original leave request or a
recertification—may delay protected leave for the period of time after the 15-day
deadline expires through the date when the certification is provided. If the
certification is never provided, the leave will not be deemed protected under
applicable law.

Failure to timely provide the required certification may result in the denial of
foreseeable leave until such certification is provided. In the case of unforeseeable
leaves, failure to timely provide the required certification may result in a denial of
the employee’s continued leave. Where the employee’s need for leave due to the
employee’s own serious health condition, or the serious health condition of the
employee’s covered family member, lasts beyond a single leave year, the City may
require the employee to provide a new medical certification in each subsequent
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leave year. Any request for an extension of the leave also must be supported by
an updated medical certification.

It is the employee’s responsibility either to furnish a complete and sufficient
certification or to furnish the health care provider providing the certification with
any necessary authorization from the employee or the employee’s family member
in order for the health care provider to release a complete and sufficient
certification to the City to support the employee’s leave request.

Where permitted by law, if the City has a good-faith, objective reason to doubt the
validity of the medical certification provided by the employee, the City may require
the employee to obtain a second opinion from a doctor of the City’s choosing at
the City’'s expense. If the employee’s health care provider providing the original
certification and the doctor providing the second opinion do not agree, the City may
require a third opinion, also at the City’s expense, performed by a mutually
agreeable doctor who will make a final determination.

It is the employee’s responsibility to furnish his or her health care provider with the
necessary authorization for the disclosure of medical information to the doctor(s)
who will provide the second and third opinions. If the employee fails to provide the
necessary authorization, the request for leave may be denied, in accordance with
applicable law.

Designation of Protected Leave. Once the City has enough information to determine
whether the leave is CFRA and/or FMLA-qualifying, the City will inform the employee if
leave will be designated as CFRA and/or FMLA-protected and, the amount of leave
available to the employee. If the City determines that the leave is not protected, the City
will notify the employee.

Recertification. The employee taking leave because of his or her own serious medical
condition or the serious medical condition of a family member may be required, except in
cases of military caregiver leave, to provide the City with recertification at appropriate
intervals. For purposes of recertification, the employer may request the same information
as allowed by law for the original certification.

Return to Work Certification. Where the leave is for the employee’s own serious health
condition, the City requires an employee to provide medical certification that he or she is
released to return to work and able to do so. The city may delay restoring the employee
to employment or terminate the employee without such certificate.

Leave’s Effect on Reinstatement. Employees timely returning from a leave covered under
this policy are entitled to reinstatement to the same or equivalent position consistent with
applicable law. An employee has no greater right to reinstatement than if he or she had
been continuously employed rather than on leave. The City will comply with all applicable
laws pertaining to reinstatement of employees, including, where required, the reasonable
accommodation of employees who have been on an approved leave.

The City complies with applicable family care, medical leave, and military family leave
laws. Under the CFRA and FMLA it is unlawful for any employer to interfere with, restrain,
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or deny the exercise of any right provided under the CFRA/FMLA; or discharge or
discriminate against any person for opposing any practice made unlawful by the
CFRA/FMLA or for involvement in any proceeding under or relating to the CFRA/FMLA.
If an employer has done so, an employee may file a complaint with the U.S. Department
of Labor or may bring a private lawsuit against an employer under the FMLA. The FMLA
does not affect any federal or state law prohibiting discrimination, or supersede any state
or local law or collective bargaining agreement that provides greater family or medical
leave rights. If you have questions, or would like further clarification about your rights
under the CFRA/FMLA or other types of leave, please contact the City Manager.
Separately, employees may file complaints of claimed violations of CFRA with the
California Civil Rights Department (CRD) (formerly the Department of Fair Employment
and Housing (DFEH)), which is authorized to investigate such complaints. For more
information, visit the CRD’s website at http://www.calcivilrights.ca.gov.

9.21. Catastrophic Leave Policy.

Conditions of Participation. Applications for receipt of catastrophic leave donations will be
processed by the City Manager, or his or her designee.

An employee becomes eligible to receive catastrophic leave donations when the following
two (2) conditions occur:

1. The employee has exhausted or will soon exhaust all his/her accrued paid leave,
as a result of a verifiable long-term illness or injury suffered by either the employee
or a relative, as defined in Subsection 1.18.

2. The employee has received approval for an unpaid leave of absence from his/her
Department Head.

Any other employee (the donating employee) may donate accrued vacation,
compensatory time, administrative leave, or holiday time; sick leave may not be donated,
except as provided below. Donations must be in forty-hour increments.

Donated leave shall be added to a bank reserved for the recipient employee, in order of
receipt from the donating employee, but shall not be added to the recipient employee’s
sick leave balance until needed by the recipient employee.

Once donated to an individual, donated leave cannot be reclaimed by the donor, but, in
the event the receiving employee shall return to work without having used all donated
leave, the balance of unused donated leave shall be returned to all donating employees
by prorating based on donations.

Sick leave may be donated only by an employee having at least four (4) years of
continuous employment with the City. The maximum amount such an employee may
donate is fifty percent (50%) of the donating employee’s unused sick leave earned during
the previous 12-month period and such amount donated shall be treated, for the donating
employee, as though it had been converted to cash pursuant to Subsection 9.15.
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Processing of Donations. Upon receipt of donation authorizations, the City Manager, or
his or her designee, shall take the following actions:

1. Verify that donating employee has the minimum required leave balance required
for the donation and convert donated time to dollars at the hourly rate of the donor
and subtract from the designated leave category. Pay supplements which are a
percentage of base salary (except above class pay and special assignment pay)
shall be added to the base salary prior to converting the value of the donated time
to the recipient.

2. Convert donated dollars as computed above to hours at the hourly rate of the
recipient and add to a bank reserved for the recipient employee. Upon need, the
hours shall be added to the recipient’s sick leave balance.

3. Adjust records of donor and donee employees accordingly.

4. Retain a confidential file of donation authorizations.
Treatment of Donated Time. Donated time is treated as sick leave accrued by the recipient
of the donation. Donated time does not alter the employment rights of the City or the

recipient, nor extend or alter limitations otherwise applicable to Leaves of Absence or Sick
Leave, except as noted herein.

9.22. Standy Duty. When necessary and in the interest of city operations, a department
head may assign employees to “standby” status.

Application of “standby” shall be as follows:

1. Each employee so assigned to “standby” shall be provided with a city issued cell
phone or pager while on standby duty and shall be able to report to the work site
within thirty (30) minutes.

2. Employees on standby shall have the option to trade days and/or weeks of standby
status with another qualified employee in the same unit or division with department
head approval.

3. Standby shall be assigned in a minimum of either eight (8) hour blocks, i.e.,
Monday-Friday workweek standby may be eight (8), sixteen (16) or forty-eight (48)
hour blocks.

4. Standby weekends i.e., Saturday, Sunday or extended holiday weekends (Friday-
Sunday or Saturday-Monday) will be assigned in eight (8) to forty-eight (48) hour
blocks.

Compensation for “standby” shall be as follows:

1. Employees assigned to standby duty shall be paid two (2) hours of straight time
pay for every eight (8) hours of standby, regardless of whether they are called into
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work. Employees who are called into work while on standby duty shall be paid time
and one-half (1 %2) for all time actually worked.

2. Employees assigned to standby duty on holidays observed by the City shall be
paid two (2) hours of straight time pay for every eight (8) hours of standby, and
double time and one-half (2 ¥2) for all time worked while on standby duty status.

9.23. Callback. When an employee returns to work duty at the request of the department
head, or his/her designee for an emergency or for some other need of the City, after said
employee has been released from work duty, said employee shall be entitled to call back
compensation.

Call back compensation shall be paid at time and one-half (1 ¥2) for all time actually
worked with a minimum of two (2) hours pay. For the purpose of computing time for this
provision, time will commence when the employee leaves their home to respond to the
call back and will end when they return home.

9.24. Military Spouse Leave (Military and Veterans Code section 395.10). Qualified
California employees will be given up to 10 days leave during that time in which the
employee’s spouse or domestic partner is on leave from deployment in a combat zone
with the active duty or reserve military or national guard during a period of military conflict.
Employees may use accrued vacation time to cover this absence. If the employee has no
accrued vacation, the employee must request time off without pay.

Qualifying employees are employees who work an average of 20 hours per week and
have a spouse or domestic partner who is serving as (1) a member of the U.S. Armed
Forces and who has been deployed during a period of military conflict to an area
designated as a combat theater or combat zone by the President of the United States or
(2) a member of the Armed Forces Reserve Components or the National Guard and has
been deployed during a period of military conflict.

Qualifying employees who wish to request this leave must provide the City with a written
request for such leave within two business days of receiving official notice that the military
spouse or domestic partner will be on leave from deployment. The employee must also
provide written documentation to the City certifying that the military member will be on
military leave from deployment.

9.25. Leave For Educational/Daycare Purposes. (Labor Code sections 230.7 and

230.8).

At any time that the City employs 25 or more persons, the following policy applies:

Employees will be granted time off without pay for up to 40 hours per calendar year, but
no more than eight hours in any calendar month, to:

1. Participate in the activities of schools or licensed child daycare facilities attended
by their children,
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2. Find, enroll, or reenroll their children in a school or with a licensed childcare
provider, or

3. Address a child care provider or school emergency (i.e., the school or child care
provider requested that the child be picked up, there is a behavioral or discipline
problem with the child that needs to be addressed with the school or child-care
provider, there is a closure or unexpected unavailability of the school or child-care
provider, or that there is a natural disaster, such as an earthquake or fire, requiring
that the child be kept home or picked up from the school or child-care provider).

Employees eligible for such leave are parents, step-parents, foster parents, grandparents,
guardians or persons who stand in loco parentis (in the place of a parent) to a child.
Employees may substitute accrued vacation for purposes of a planned absence under
this Section.

Employees wishing to take time off under this Section must provide their supervisors with
reasonable notice of the planned absence. If both parents of a child are employed by the
City at the same worksite, the request for time off under this Section will be granted to the
first parent to provide notice of the need for time off. The request from the second parent
will be accommodated if possible.

The City reserves the right to request that the employee furnish written verification from
the school or daycare facility as proof that the employee participated in school or daycare
activities on the specific date and at a particular time. Failure to provide written verification
is grounds for disciplinary action.

The City prohibits any discrimination or discharge due to an employee taking time off
under this policy.

9.26. Volunteer Firefighter, Reserve Peace Officer, and Emergency Rescue Personnel.
(Labor Code section 230.3 and 230.4). Nonexempt employees will be granted time off
without pay to perform emergency duties as a volunteer firefighter, reserve peace officer,
or emergency rescue personnel (which includes an officer, employee, or member of a
disaster medical response entity sponsored or requested by the State). At any time where
the City employs fifty (50) or more employees, such employees will also be entitled to up
to fourteen (14) days of leave per calendar year to attend fire, law enforcement, or
emergency rescue training.

Any leave taken under this policy is unpaid. Exempt employees will only receive their
salary for the week in which leave is taken if they perform work in at least one day of the
work week.

Employees may substitute vacation pay for any unpaid portion of leave to perform such
emergency duties or training.

The City prohibits discrimination against an employee because he or she takes time off
under this policy.
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9.27. Voting Time Off. (Elections Code section 14000). Employees who do not have
sufficient time outside of their regular working hours to vote in a statewide election may
request time off to vote. If possible, employees should make their request at least two
days in advance of the election. Up to two hours of paid time off will be provided, at the
beginning or end of the employee’s regular shift, whichever will allow the most free time
for voting and the least time off work.

9.28. Leave Related To Domestic Violence, Sexual Assault, Stalking, Crimes Involving
Physical Injury and Because a Covered Family Member is Deceased Due to Crime.
(Labor Code section 230, 230.1). The City will provide unpaid time off to an employee
who has been the victim of domestic violence, sexual assault, stalking, a crime involving
physical injury, or because a covered family member is deceased due to crime, in order
for the employee to seek any relief to help ensure the health, safety, or welfare of the
victim or his or her child, including, but not limited to, a temporary restraining order,
restraining order, or other injunctive relief. This includes time off for court proceedings,
services from a domestic violence shelter, program or rape crisis center, counseling,
medical attention, and participation in safety planning programs. The City requires
reasonable advance notice of the leave when feasible. If time off is taken due to an
emergency, the employee must, within 15 days of the absence, provide the City with
certification of the need for the leave such as a police report, court order, documentation
from a healthcare provider, victims advocate, or counselor.

Employees eligible for paid sick leave benefits under California law may take any such
available paid time off, consistent with such law, for the purposes set forth in this policy.
For more information, please see the “Sick Leave” policy. In the event paid sick leave
benefits are not available, employees taking leave under this policy may elect to apply
accrued and unused vacation to such time.

Also, the City will provide a reasonable accommodation for an employee who is a victim
of domestic violence, sexual assault, or stalking, and who has disclosed that status to the
City, if the employee requests an accommodation for his or her safety while at work. Such
accommodations may include a transfer, reassignment, modified schedule, changed work
telephone or work station, installed lock, assistance in documenting domestic violence,
sexual assault, or stalking that occurs in the workplace, an implemented safety procedure,
or another adjustment to a job structure, workplace facility, or work requirement in
response to domestic violence, sexual assault, or stalking, or referral to a victim
assistance organization. The City will engage, in good faith, in a timely and interactive
process with the employee to determine an effective reasonable accommodation, and the
City may request that the employee provide (i) a written statement, signed by the
employee or someone acting on his or her behalf, certifying that the accommodation is
for the purpose stated above, and (ii) a certification demonstrating the employee’s status
as a victim of domestic violence, sexual assault, or stalking. Every 6 months after the date
of the previous certification, the City may request recertification of such status. The City
will maintain certifications as confidential if it identifies the employee as a victim of
domestic violence, sexual assault, or stalking, and will disclose such information only as
required by law, or as necessary to protect the employee’s workplace safety. The City will
notify the employee before such disclosure.
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The City prohibits discrimination, discharge, or retaliation against an employee for taking
time off or requesting an accommodation under this policy, or based on the employee’s
status as a victim of domestic violence, sexual assault, and/or stalking.

9.29. Crime Victims’ Leave. (Labor Code section 230.2). The City will provide time off to
an employee to attend judicial proceedings related to a crime, if that employee is a victim
of crime, an immediate family member of a victim, a registered domestic partner of a
victim, or the child of a registered domestic partner of a victim. The City requires that
where feasible, in advance of taking leave, the employee provide it with a copy of the
notice of each scheduled proceeding that is provided to the victim by the agency
responsible for providing notice. If advance notice is not possible, the employee is
required to provide the City with a copy of the notice within a reasonable time.

No employee who is absent from work pursuant to this provision will be discharged or
otherwise discriminated against in compensation or other terms, conditions or privileges
of employment, because of such absence. Such leave is unpaid. Employees taking leave
under this policy may elect to apply vacation time to such leave.

9.30. Leave for Organ and Bone Marrow Donation (Labor Code section 1510). The City
will grant an employee the following paid leaves of absence for the purpose of organ or
bone marrow donation:

1. A leave of absence of up to five days in any one-year period for the purpose of
donating the employee’s bone marrow to another person.

2. Aleave of absence of up to 30 days in any one-year period for the purpose of the
employee donating his or her organ to another person.

A leave of absence for the purpose of organ or bone marrow donation will be provided
with pay, however, if an employee has earned and unused sick or vacation time available,
the employee is required to first use up to five days of paid sick or vacation time for a
bone marrow donation and up to two weeks of sick or vacation time for organ donation.

In order to receive a leave of absence pursuant to this policy, the employee must provide
written verification to Human Resources that he or she is an organ or bone marrow donor
and that there is a medical necessity for the donation of the organ or bone marrow.

Any leave taken for the donation of an organ or bone marrow will not constitute a break
in service for purposes of the employee’s right to salary adjustments, sick leave, vacation,
annual leave, or seniority. During any leave taken under this policy, the City will maintain
and pay for coverage under any group health plan, for the full duration of this leave.
Leave provided under this policy may be taken in one or more periods.

Leave taken under this policy will not run concurrently with any leave taken pursuant to
the federal Family and Medical Leave Act or the California Family Rights Act.

Upon expiration of a leave of absence authorized by this policy, the City will restore the
employee to the position held by the employee when the leave began or to a position with
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equivalent seniority status, employee benefits, pay, and other terms and conditions of
employment. The City may decline to restore an employee because of reasons unrelated
to the exercise of rights under this policy by the employee.

SECTION 10
DISCIPLINARY ACTION

10.01. Disciplinary Power. The City Manager, or designated representative with vested
disciplinary power, shall be allowed full freedom in such matters, it being the intent and
spirit of this section to provide a fair and honest approach to municipal employment for
every employee of the City, but in no sense to impede or curtail the responsible officer in
securing efficient service.

Employees are expected to observe certain standards of job performance and good
conduct. When performance or conduct does not meet City standards, the City will
endeavor when it deems appropriate to provide the employee a reasonable opportunity
to correct the deficiency. If, however, the employee fails to make the correction, he or
she will be subject to discipline including termination.

The rules set forth below are intended to provide employees with fair notice of what is
expected of them. Necessarily, however, such rules cannot identify every type of
unacceptable conduct and performance. Therefore, employees should be aware that
conduct not specifically listed below, but which adversely affects or is otherwise
detrimental to the interest of the City, other employees, or the public, may result in
disciplinary action.

The discipline procedures in this section represent guidelines which the City believes are
generally appropriate to govern employee conduct. They are not, however, absolute rules.
The City retains discretion to determine what constitutes proper disciplinary action and
procedure in each individual situation.

These guidelines do not grant any employee a specific guarantee that any particular
disciplinary decision or procedure will be utilized by the City. Any employee may be
disciplined (up to and including termination) for any reason the City finds sufficient.

10.02. Causes of Disciplinary Action. The following list of causes for disciplinary action is
included in this Personnel Manual for illustrative purposes only. The publication of this
list does not mean that other causes for disciplinary action may not arise. The City may
discipline any employee for any reason it deems sufficient. Grounds for disciplinary
action, include, but are not limited to, the following:

1. Fraud or deceit in securing employment.

2. Incompetence. As used herein, the term “incompetence” shall mean that the
employee lacks adequate ability, knowledge or fitness to perform the duties which
are within the scope of the employee’s employment. “Fitness” is a physical or
mental inability to perform the duties of the classification and shall be applied in a
manner consistent with local, state, and federal statutes, regulations, and case law
with respect to employment of the physically or mentally disabled. An employee
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who is physically or mentally disabled and therefore is incapable of performing the
duties of the classification and for such incapability is terminated shall be
considered to have been released rather than to have been disciplined. Such
released employees shall be considered to have left in good standing.

3. Inefficiency in performance of work which results in performance lower than that
which is typically expected of a similar employee in a similar position.

4. Inexcusable neglect of duty.

5. Insubordination.

6. Dishonesty, rationally related to employment.

7. Violation of the City’s Drug Free Workplace Policy (found in Section 12).
8. Inexcusable absence without leave.

9. Failure to return from an authorized leave of absence.

10.Use of leaves of absence, including sick leave, in a manner inconsistent with this
Personnel Manual.

11.Conviction of a felony or conviction of a misdemeanor which is of such a nature as
to adversely affect the employee’s ability to perform the duties and responsibilities
of his other position. A plea of guilty or conviction following a plea of nolo
contendere is deemed to be a conviction within the meaning of this section.
Notwithstanding any further proceedings in the case or any appeal or appellate
decision, a conviction shall be deemed to be complete upon the date the court
imposes judgment and sentence.

12.Discourteous treatment of any member of the public where, at the time of the
incident, such members of the public would reasonably believe that the employee
was acting within the scope of the City employment.

13.Discourteous treatment of any other City employee is a situation where an
employment relationship exists at the time of the incident.

14.Negligence which causes damage to City or public property.
15. Intentional misconduct which causes damage to City or public property.

16.Unauthorized possession, use, or removal from City facilities, of City or public
property.

17.Any conduct rationally related to employment which impairs, disrupts or brings
discredit to the employee’s employment or the public service.

18.Violation of the provisions set forth in this Personnel Manual.

52



19. Habitual absence or tardiness.

20.Failure to perform assigned work in an efficient manner.

21.Being wasteful of materials, property or working time.

22.Repeated garnishment of wages due to nonpayment of legally acquired debts.

10.03. Definitions of “Disciplinary Action”. The term “disciplinary action” as used in this
Personnel Manual shall mean and include:

Oral Warning: An oral admonition to an employee whose conduct or performance must
be improved, and which detail the areas for improvement, the degree of improvement
required, and a notice that failure to improve will result in more serious disciplinary action.
A memorandum of the oral warning shall be placed in the employee’s personnel file,
and/or kept by the Department Head. If it is placed in the personnel file, it shall be
removed after six months, or after the issue is satisfactorily addressed, whichever is
sooner.

Withholding Salary Step Increase: A withholding of a pay step increase where
performance falls short of the normal established standards or where performance is
clearly inadequate in one or more of the critical job duties for the position. At the time of
such withholding, the reasons therefore shall be placed in writing, and the individual shall
be counseled and given an opportunity to review the reasons and sign it, or make
comments thereon, before it is placed in his or her personnel file.

Reduction in Pay: A reduction in pay, in an amount, and for a period of time, specified in
the disciplinary action. At the time of such reduction in pay, the reasons therefore shall be
placed in writing, and the individual shall be counseled and given an opportunity to review
the reasons and sign it, or make comments thereon, before it is placed in his or her
personnel file.

Suspension: A temporary removal of an employee from the service of the City without
pay. A suspension of this type does not include suspension pending an investigation of
alleged misconduct, or pursuant to Subsection 10.06. of this Personnel Manual. At the
time of such suspension, the reasons therefore shall be placed in writing, and the
individual shall be counseled and given an opportunity to review the writing and sign it, or
make comments thereon, before it is placed in his or her personnel file.

Demotion: The removal of an employee from a position to one of lower grade or
classification when such employee is no longer able or willing to perform the duties of
the previous position but may still function effectively at a lower level. At the time of
such demotion, the reasons therefore shall be placed in writing, and the individual shall
be counseled and given an opportunity to review the writing and sign it, or make
comments thereon, before it is placed in his or her personnel file.

Dismissal: The removal of an employee from the service of the City when it has been
determined that the employee has not or cannot meet the standards of conduct or
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performance required by the City or has committed one or more offenses for which no
other measure is appropriate. At the time of such dismissal, the writing therefore shall

be placed in writing, and the individual shall be counseled and given an opportunity to

review the reasons and sign it, or make comments thereon, before it is placed in his or
her personnel file.

The above such actions may be taken with respect to an employee for misconduct
pursuant to Subsection 10.02. of this Personnel Manual. The severity of any
disciplinary action may be based, in the discretion of the City Manager or the
designated representative in whom is vested disciplinary power, on the number and
severity of previous disciplinary actions.

10.03.01 Notice of Disciplinary Action. (Regular Full-Time Employees who are not
at-will). For any disciplinary action involves something other than an oral or written
reprimand, a regular full-time employee, who is not at-will, shall be given a notice of
disciplinary action containing the following:

1. A statement of the disciplinary action to be taken against the regular full-time
employee;

2. A statement of the facts upon which the disciplinary action is based, which shall
set forth clearly and with particularity the charges against the employee so that
the employee can understand the charges including a copy of any applicable
written document, and the names of any witness(es) precipitating the discipline;

3. Astatement indicating the cause for the disciplinary action, including references
to Subsection 10.02 of this Manual where appropriate;

4. A statement which generally describes any disciplinary actions taken against the
employee in the past; and

5. A statement advising the employee that the written notice is to be placed in the
employee’s official personnel file and that the employee has the right to an
informal (Skelly) hearing before impaosition of the discipline, in accordance with
Subsection 10.05 of this Personnel Manual.

The date the discipline is to be imposed, unless an informal (Skelly) hearing is
requested, which date shall not be less than five (5) working days from the date service
is deemed complete, as specified herein.

The written notice of disciplinary action shall be deemed sufficient notice to the
employee if the required information is contained therein. The written notice of
disciplinary action may be personally served, or mailed to the employee by certified
mail, return receipt requested, addressed to the last address which such employee has
furnished to the personnel office. Service is deemed complete upon personal service, or
on the date the certified malil is received.

10.04 Suspension Prior to Disciplinary Action or Dismissal. Prior to the effective date of
any disciplinary action or dismissal, the City Manager may suspend, with pay, the
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affected employee if the City Manager determines such suspension is necessary to
protect the health, safety, and welfare of the residents or other employees of the City.
The rights and benefits provided to an employee so suspended shall not otherwise be
affected.

10.05. Informal (Skelly) Hearing Procedure. The following provision typically applies only
to regular full-time employees whose employment is not at-will.

For any discipline other than oral or written reprimand, the affected employee shall have
a right to a hearing in accordance with this Subsection. If the affected employee shall
notify the person imposing discipline or the City Manager in writing of his or her desire
to have a hearing, prior to the effective date of the imposition of discipline pursuant to
Subsection 10.03 “Demotion” of this Personnel Manual, the imposition of discipline shall
be stayed until a hearing has been held. The hearing shall be held within a reasonable
time, and shall be held by the applicable Department Head, unless he or she is the
person originating the discipline, in which case it shall be held by a person appointed by
the City Manager who can be fair and impartial in conducting the hearing. The hearing
shall include the person conducting the hearing (the hearing officer), the employee, the
person proposing the discipline, and such others as may be directed by the hearing
officer. The employee and/or the City may have a representative present. The hearing
officer will keep a written record of the hearing. No tape recording will be made. Copies
of all relevant non-confidential material relating to the discipline must be made available
to the employee, if so requested, at least 48 hours prior to the hearing. The technical
rules of evidence do not apply. The hearing officer may admit any evidence which is of
the type that reasonable persons may rely on in the conduct of serious affairs; provided
that hearsay standing alone is insufficient to prove a particular charge upon for which
discipline has been imposed.

At the hearing, the employee will be given an opportunity to informally discuss the charges
and proposed discipline and bring forward facts or circumstances which may cause the
charges or proposed discipline to be revised or dropped.

As the result of the hearing, the hearing officer will determine whether it is appropriate to
proceed with the imposition of discipline, modify the imposition of discipline, or drop the
proposed discipline. The decision of the hearing officer shall be in writing, and must be
received by the employee within fifteen (15) days of the hearing and shall include a
summary of the hearing, the matters set forth in Subsection 10.04, and, if the decision is
other than to drop the discipline, a notice that the employee may appeal the decision to
the City Manager by filing a written appeal, within five (5) working days, with the City
Manager. (Failure to appeal shall cause the hearing officer’s decision to be final). Upon
appeal, the City Manager shall review the decision, and within ten (10) working days of
the filing of the appeal, have a meeting with the employee, the Department Head, and
with other persons the City Manager may direct. The City Manager shall, within five (5)
working days of the meeting, issue a written decision imposing the discipline, modifying
the discipline, or denying the discipline. The decision must include a statement that the
time within which judicial review must be sought is governed by Code of Civil Procedures
Section 1094.6. The decision of the City Manager is final. A copy shall be placed in the
employee’s personnel file. Discipline, if any, shall become effective on the date specified
by the hearing officer (or, if appealed, the City Manager) in his or her decision.
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If the City Manager is the hearing officer, then the appeal shall be to an impartial hearing
officer appointed by the City Council.

10.06. Effect of Dismissal. Except as may be otherwise required by law, upon the effective
date of dismissal, the City shall cease to provide any benefits for the employee. Benefits
for which premiums have been paid shall continue through the period for which the
payment applies (e.g., the end of the month.)

10.07. Layoffs. The City Manager may lay off an employee because of material change
in duties or organization or shortage of work. Ten (10) working days before the effective
date of a layoff, the Department Head shall notify the Personnel Officer and the City
Manager of the intended action with the reasons , and a statement stating whether or not
the services of the employee affected have been satisfactory. If certified as having given
satisfactory service, the name of the employee laid off shall be placed on the appropriate
re-employment list.

10.08. Resignation. Any employee wishing to leave the employment of the City in good
standing shall file with the Department Head, at least two (2) weeks before leaving the
service, a written resignation stating the effective date and reasons for leaving. The
resignation shall be forwarded to the City Manager through the Personnel Office with a
statement by the Department Head as to the resigned employee’s performance. Failure
of the employee to submit his or her written resignation as provided herein shall be
entered on the service record of the employee and may be cause for denying future
employment by the City. Each employee leaving the City service shall also participate in
an exit interview with the Personnel Officer on their last day of work.

SECTION 11
GRIEVANCES

11.01. Purpose of Grievance Procedure. The grievance procedures set forth herein are
designed to resolve grievances informally and to provide an orderly procedure for such
resolution. The grievance procedure is to address complaints of misapplication of the
Personnel policies, or complaints of non-compliance with law, and is not used for
disciplinary matters. The grievance procedure is available for all City Employees.

11.02. Time Limits. Each person involved in a grievance shall act quickly so that the
grievance may be solved promptly. Each person shall make every effort possible to
complete action within the time limits contained within these grievance procedures, but
with the written consent of the other parties involved, the time limits of any step may be
extended.

11.03. Presentation of Grievance. An employee may present a grievance while on duty,
provided such use of on-duty time is kept to a reasonable minimum as determined by the
City Manager. Employees should present grievances as soon as possible after the events
that gave rise to the employee’s concerns by submitting a brief written grievance to his or
her immediate supervisor. The written grievance should set forth the factual and other
bases for the employee’s complaint and must identify the rule or issue allegedly being
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violated by the City. The employee shall strive to submit the written grievance within five
(5) working days after the facts which gave rise to the complaint.

11.04. Grievance Procedure/First Step (Informal Discussions). Initially, a grievance shall
be personally discussed between the employee and his or her immediate supervisor. The
employee shall have a decision or response from the immediate supervisor within five (5)
working days.

11.05. Grievance Procedure/Second Step (Formal Grievance).

11.05.01 If an informal grievance is not resolved to the satisfaction of the grievant,
the grievant may file a formal grievance in writing to the Department Head (unless the
Department Head is his or her immediate supervisor, or the grievant is a Department
Head, in which event the grievance shall be to the City Manager). The formal grievance
shall be initiated within fifteen (15) working days of the decision rendered in the informal
grievance procedure. A formal written grievance shall state the date and nature of the
grievance, and shall state all specific facts or omissions upon which the grievance is
based.

11.05.02 Within five (5) working days after the filing of the formal grievance, the
Department Head or City Manager (as the case may be), shall give his or her decision in
writing to the grievant.

11.06. Grievance Procedure/Third Step (Appeal). If the grievant is not satisfied with the
decision rendered by the Department Head or City Manager, the grievant may appeal the
decision in writing within five (5) working days to the City Manager or to the City Council
if the formal grievance was filed with the City Manager. If the grievant does not appeal
the decision in writing within five (5) working days, the issue will be considered settled.
The appeal shall state the date and nature of the grievance and shall state all specific
facts or omissions upon which the appeal is based.

11.06.01 Consideration of Appeal. Within ten (10) working days of the filing of an
appeal, the City Manager, or the City Council, as the case may be, shall have a meeting
with the aggrieved and/or his or her representative, and other persons as the City
Manager or the City Council, as the case may be, shall direct.

11.06.02. Decision _on Appeal. Within ten (10) working days of the hearing of the
appeal, the person or body hearing the appeal shall issue a written decision concerning
the employee’s appeal. That decision shall be final.

SECTION 12
DRUG FREE WORKPLACE

12.01. Purpose. It is the intent of the City to maintain a workplace that is free of drugs and
alcohol and to discourage drug and alcohol abuse by its employees. The City has a vital
interest in maintaining safe and efficient working conditions for its employees. Substance
abuse is incompatible with health, safety, efficiency, and service to the public. Employees
who are under the influence of a drug or alcohol on the job compromise the City’s
interests, endanger their own health and safety and the health and safety of others, and
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can cause a number of other work-related problems, including absenteeism and
tardiness, substandard job performance, increased workloads for coworkers, behavior
that disrupts other employees, delays in the completion of jobs, and disruption of service
to the public.

To further its interest in avoiding accidents, to promote and maintain safe and efficient
working conditions for its employees, and to protect its business, property, equipment,
and operations, the City has established this Section 12 concerning the use of alcohol
and drugs. As a condition of continued employment with the City, each employee must
abide by this Section 12.

12.02. Employee Cooperation. Early detection of substance abuse problems benefits
everyone. For example, it benefits the employee with the substance abuse problem
because it gives him or her the opportunity to correct the problem before it leads to serious
harm to the employee or others; it benefits the employee’s coworkers who otherwise
might have to carry an extra burden by “covering” for the substance abuser or who
otherwise might be exposed to serious injury; and it benefits the City because it gives the
City an opportunity to prevent accidents and avoid the performance problems and other
losses associated with substance abuse. Accordingly, all employees should understand
that coworkers with substance abuse problems should be encouraged to seek assistance.

12.03. Definitions. For purpose of this Section 12:

12.03.01. “lllegal drugs or other controlled substances” means any drug or substance
that (a) is not legally obtainable; or (b) is legally obtainable but has not been legally
obtained; or (c) has been legally obtained but is being sold or distributed unlawfully.
Despite the change in state law, marijuana remains an “illegal drug” under federal law
and is addressed separately under the heading “Cannabis/Marijuana.”

12.03.02. “Legal drugs” means any drug, including prescription drugs and over-the-
counter drugs, that has been legally obtained and that is not unlawfully sold or distributed.

12.03.03. “Abuse of any legal drug” means the use of any legal drug (a) for any
purpose other than the purpose for which it was prescribed or manufactured; or (b) in a
guantity, frequency, or manner that is contrary to the instructions or recommendations of
the prescribing physician or manufacturer.

12.03.04. “Reasonable suspicion” includes a suspicion that is based on specific
personal observations such as an employee’s manner, disposition, muscular movement,
appearance, behavior, speech or breath odor; information provided to management by
an employee, by law enforcement officials, by a security service, or by other persons
believed to be reliable; or a suspicion that is based on other surrounding circumstances.

12.03.05. “Possession” means that an employee has the substance on his or her
person or otherwise under his or her control.

12.04. Consent for Use of Legal Drugs.
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12.04.01. Use of Legal Drugs. The City recognizes that it may be necessary for
employees to use legal drugs from time to time. The City also recognizes that an
employee who is using legal drugs might become impaired by the drug such that the
employee’s ability to adequately or safely perform would be compromised. In order to
accommodate employees who might be required to use legal drugs, and to help assure
that no serious adverse consequences in the workplace result from such drug use,
employees are required to obtain the City’s consent under the following circumstances.

12.04.02 When Consent is Required. Employees who know or should know that their
use of legal drugs might endanger their own safety or that of some other person, or might
pose a risk of significant damage to City property, or might substantially interfere with their
job performance or the efficient operation of the City, are obligated to report such drug
use to their Department Head and/or the City Manager, and to obtain the City’s consent
to continue working. The City reserves the right to have either a physician retained by
the City or the employee’s own physician determine whether it is advisable for the
employee to continue working while taking such drugs.

12.04.03. Duty to Disclose. Employees who operate or who are responsible in any
way for the operation, custody, or care of City property, or for the safety of other
employees or other persons, have a duty to disclose the nature of their job duties to any
prescribing physician and/or to a City physician and to inquire of the physician(s) whether
their use of the drugs prescribed might result in the dangers, risks, or impairment that this
Section 12 is intended to prevent.

12.04.04. Restrictions on Work. The City may restrict the work activities of any
employee who is using legal drugs or prohibit the employee from working entirely while
he or she is taking such drugs.

12.04.05. Duty to Refrain from Working. If the City chooses to permit an employee to
work while using legal drugs, the City’s consent will be based on the understanding that
the employee will not report for work while impaired by the drug if such impairment might
result in serious harm or damage. Accordingly, even if an employee has obtained the
City’s consent to continue working while taking legal drugs, the employee will not be
authorized to work while impaired by the use of such drugs if the employee knows or
should know that working while impaired might endanger the safety of the employee or
some other person, pose a risk of significant damage to City property, or substantially
interfere with the employee’s job performance or the efficient operation of the City.

12.05. Prohibited Conduct.

12.05.01 Scope. The prohibitions of this section apply whenever the interests of the
City may be adversely affected, including any time the employee is:

1. On City premises (in the course and scope of employment, and not as a member
of the general public);

2. Conducting or performing City business, regardless of location;
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3. Operating or responsible for the operation, custody, or care of City equipment or
other property; or

4. Responsible for the safety of others.

12.06. Alcohol. The following acts are prohibited and subject an employee to discipline in
accordance with Section 10:

1. The unauthorized use, possession, purchase, sale, manufacture, distribution,
transportation, or dispensation of alcohol; or

2. Being under the influence of or impaired by the use of alcohol; or

3. The consumption of alcohol at lunch when the employee intends to
return to work after lunch.

12.07.lllegal Drugs. The following acts are prohibited and subject an employee to
discipline in accordance with Section 10:

1. The use, possession, purchase, sale, manufacture, distribution, transportation, or
dispensation of any illegal drug or other controlled substance; or

2. Being under the influence of or impaired by the use of any illegal drug or other
controlled substance.

12.08. Legal Drugs. The following acts are prohibited and subject an employee to
discipline in accordance with Section 10:

1. The abuse of any legal drug;

2. The purchase, sale, manufacture, distribution, transportation, dispensation, or
possession of any legal prescription drug in a manner inconsistent with law; or

3. Working while impaired by the use of a legal drug in violation of Subsection 12.04,
above.

Cannabis/Marijuana: The City does not discriminate, discipline, terminate, or otherwise
penalize a person for the use of cannabis off the job and away from the workplace. See
the City’s policy on “Off-the-Job Conduct” in subsection 12.12.02.

In addition, an employee or job applicant will not be subject to discipline or other penalties
if a drug-screening test indicates the presence of nhon-psychoactive cannabis metabolites
(e.g. CBD products) in their hair, blood, urine or other bodily fluids. This section does not
apply if state or federal law requires such drug testing, such as when as a condition of
receiving federal funds or entering into a federal contract.

The following acts relating to cannabis (including marijuana) are prohibited and will
subject an employee to discipline in accordance with Section 10:
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1. The use, possession, purchase, sale, manufacture, distribution, transportation, or
dispensation of cannabis on the job;

2. Being under the influence of or impaired by the use of cannabis on the job.

12.09. Disciplinary Action.

12.09.01. Dismissal for Violation. Any violation of this Section 12 may result in
discipline, up to and including dismissal, depending on the circumstances.

12.09.02. Effect of Criminal Conviction. An employee who is convicted under a
criminal drug statute for a violation occurring in the workplace or during any City-related
activity or event will be deemed to have violated this Section 12.

12.10. Drug Free Awareness Program.

12.10.01. Management Awareness. Managers and supervisors should be attentive to
the performance and conduct of those who work with them and should not permit an
employee to work in an impaired condition or otherwise in violation of this Section 12.
When management has reasonable suspicion to believe an employee or employees are
working in violation of this Section 12, prompt action should be taken.

12.11. Criminal Convictions. Employees are required by this Section 12 to notify the City
of any conviction under a criminal drug statute for a violation occurring in the workplace
or during any City-related activity or event, not later than five days after any such
conviction. When required by federal law, the City will notify any state or federal agency
with which it has a contract of any employee who has been convicted under a criminal
drug statute for a violation occurring in the workplace.

12.12. Unrequlated or Authorized Conduct.

12.12.01. Customary Use of Over-the-Counter Drugs. Nothing in this Guideline is
intended to prohibit the customary and ordinary purchase, sale, use, possession, or
dispensation of over-the-counter drugs, so long as such activity does not violate any law
or result in an employee being impaired by the use of such drugs in violation of this
Section 12.

12.12.02. Off-the-Job Conduct. Nothing in this Section 12 is intended to regulate off-
the-job conduct, so long as the employee’s off-the-job use of alcohol or drugs does not
result in the employee being under the influence of or impaired by the use of alcohol or
drugs in violation of this Section 12. For purposes of this Subsection, the consumption of
alcohol and drugs that may cause an employee to be impaired, while on stand-by, call-
back, or at lunch when the employee intends to return to work is not considered “off-the-
job conduct.”

12.12.03. Use of Alcohol or Legal Drugs. The City Manager or his or her designated
representative will maintain a list of circumstances in which the use or possession of
certain legal drugs or alcohol is authorized (such as certain medicine or drugs in medicine
chests or alcoholic beverages during certain business meetings or social functions) and
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will communicate the authorization as appropriate. Changes to the authorization require
prior written approval. Even when such use is authorized, it must be done responsibly.
Employees who are required to use legal drugs, and who know or should know that their
use of the drugs might result in their working while impaired by the drug in violation of this
Section 12, are encouraged to contact their own physician, their Department Head, or the
City Manager and to find out whether it is advisable for them to continue working while
using the drug. In such cases, the City reserves the right to have a physician retained by
the City determine whether it is advisable for the employee to continue working while
taking the drug. Except as otherwise provided, no employee may assume that his or her
possession, use, purchase, sale, manufacture, distribution, transportation, or
dispensation of alcohol or drugs is authorized unless the employee has been notified in
writing by the City Manager.

12.13. Qualified Disabled Employees.

12.13.01. Commitment to Employ Disabled Individuals. Nothing in this Section 12 is
intended to diminish the City’s commitment to employ qualified disabled individuals or to
provide reasonable accommodation to such individuals. As noted above, however,
employees are required, under certain limited circumstances, to obtain the City’s consent
to continue working while using legal drugs.

12.14. Reasonable Accommodation. If an employee’s use of a legal drug is related to an
illness or a disability condition, and the employee voluntarily self-identifies himself or
herself as an ill or disabled individual to the City in connection with an effort to determine
whether it is advisable to continue working despite the use of the drug, and if it is
determined that the employee should not continue to work in his or her regular job while
using the legal drug, a reasonable effort will be made to determine whether, in the same
facility or location, another position is open that the employee is qualified to fill.

12.15. Confidentiality. Disclosures made by employees concerning their use of legal
drugs will be treated confidentially and will not be revealed to managers or supervisors
unless there is an important work-related reason to do so in order to determine whether
it is advisable for the employee to continue working. Disclosures made by employees
concerning their participation in any drug or alcohol rehabilitation program will be treated
confidentially.

Managers and supervisors should restrict communications concerning possible violations
of this Section 12 to persons who have an important work-related reason to know. In
addition, managers and supervisors should not disclose the fact of an employee’s
participation in any drug or alcohol counseling or rehabilitation program.

12.16. Drug/Alcohol Testing. For the purposes of this Subsection 12.16, the following
definitions apply:

* “Reasonable suspicion” includes a suspicion that is based on specific personal
observations such as an employee’s manner, disposition, muscular movement,
appearance, behavior, speech, or breath odor; on information provided to
management by an employee, by law enforcement officials, by a security
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service, or by other persons believed to be reliable; or on other surrounding
circumstances.

» “Safety-sensitive positions” are all positions which require the employee
occupying that position to operate or maintain City water or wastewater system,
or City-owned or leased heavy equipment or vehicles.

Employees occupying any safety-sensitive position may be tested by the City at random
intervals, with or without reasonable suspicion, in accordance with the procedures
specified below.

Any employee may be tested upon reasonable suspicion, in accordance with the
procedures specified below.

Any employee involved in an accident involving City-owned or leased equipment or
vehicles will be tested, in accordance with the procedures specified below.

Any employee involved in an accident which results in personal injury, to the employee or
to other people, or any other circumstances reflecting the need for a drug test, during
working hours, will be tested, in accordance with the procedures specified below.

The City will refer you to an independent National Institute on Drug Abuse (“NIDA”)
certified medical clinic or laboratory, which will administer the test. The City will pay the
cost of the test and reasonable transportation costs to the testing facility. You will have
the opportunity to alert the clinic or laboratory personnel to any prescriptions or
nonprescription drugs that you have taken which may affect the results of the test. All drug
testing will be performed by urinalysis. Initial screening will be done by EMIT II. Positive
results will be confirmed by gas chromatography/mass spectrometry.

The clinic or laboratory will inform the City as to whether you passed or failed the test. If
you fail the test, you will be considered in violation of these Personnel Policies and will be
subject to discipline accordingly.

If you are subject to testing under this policy, you will be asked to sign a form
acknowledging the procedure governing testing and consenting to (1) the collection of a
urine sample for the purpose of determining the presence of alcohol and/or drugs; and
(2) the release to the City of medical information regarding the test results. Refusal to
sign the Agreement and Consent form, or to submit to the test, will subject you to discipline
up to and including dismissal/termination.

Refusal to cooperate with the administration of any drug or alcohol test will be treated in
the same manner as a positive test result.

SECTION 13
TECHNOLOGY USE AND PRIVACY POLICY

13.01. General. The City provides various Technology Resources to authorized
employees to assist them in performing their job duties for the City. Each employee has
a responsibility to use the City's Technology Resources in a manner that increases
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productivity, enhances the City's public image, and is respectful of other employees.
Failure to follow the City's policies regarding Technology Resources may lead to
disciplinary measures, up to and including termination of employment. Moreover, the
City reserves the right to advise appropriate legal authorities of any violation of law by
an employee.

13.02. Technology Resources Definition. Technology Resources consist of all electronic
devices, software, and means of electronic communication including, but not limited to,
the following: personal computers and workstations; tablets; laptop computers; mini and
mainframe computers; computer hardware such as disk drives, tape drives, thumb
drives; peripheral equipment such as printers, modems, fax machines, and copiers;
computer software applications and associated files and data, including software that
grants access to external services, such as the Internet; electronic mail; telephones;
cellular phones; smartphones; personal organizers; pagers; and voicemail systems.

13.03. Authorization. Access to the City's Technology Resources is within the sole
discretion of the City. Generally, employees are given access to the City's various
technologies based on their job functions. Only employees whose job performance will
benefit from the use of the City's Technology Resources will be given access to the
necessary technology.

13.04. Uses. The City's Technology Resources are to be used by employees only for the
purpose of conducting City business. Employees may, however, use the City's
Technology Resources for the following incidental personal uses so long as such use
does not interfere with the employee's duties, is not done for pecuniary gain, does not
conflict with the City's business, and does not violate any City policy:

1. To send and receive necessary and occasional personal communications;

2. To prepare and store incidental personal data (such as personal calendars,
personal address lists, and similar incidental personal data) in a reasonable
manner;

3. To use the telephone system for brief and necessary personal calls; and

4. Accessing the Internet for brief personal searches and inquiries during mealtimes
or other breaks, or outside of work hours, provided that employees adhere to all
other usage policies.

The City assumes no liability for loss, damage, destruction, alteration, disclosure, or
misuse of any personal data or communications transmitted over or stored on the City's
Technology Resources. The City accepts no responsibility or liability for the loss or non-
delivery of any personal electronic mail or voicemail communications or any personal
data stored on any City property. The City strongly discourages employees from storing
any personal data on any of the City's Technology Resources.

13.05. Improper Use.
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13.05.01. Prohibition Against Harassing, Discriminatory and Defamatory Use. The
City is aware that employees use electronic mail for correspondence that is less formal
than written memoranda. Employees must take care, however, not to let informality
degenerate into improper use. As set forth more fully in the City's ""Policy Against
Harassment,"" the City does not tolerate discrimination or harassment based on gender,
pregnancy, childbirth (or related medical conditions), race, color, religion, national origin,
ancestry, age, physical disability, mental disability, medical condition, marital status,
sexual orientation, family care or medical leave status, veteran status, or any other
status protected by state and federal laws. Under no circumstances shall employees
use the City's Technology Resources to transmit, receive, or store any information that
is discriminatory, harassing, or defamatory in any way (e.g., sexually explicit or racial
messages, jokes, cartoons), or threatening.

13.05.02 Prohibition Against Violating Copyright Laws. Employees must not use the
City's Technology Resources to copy, retrieve, forward or send copyrighted materials
unless the employee has the author's permission or is accessing a single copy only for
the employee's reference.

13.05.03. Other_Prohibited Uses. Employees may not use the City's Technology
Resources for any illegal purpose, violation of any City policy, in a manner contrary to the
best interests of the City, in any way that discloses confidential or proprietary information
of the City or third parties, or for personal or financial gain, or in a manner which
constitutes or supports insubordination.

13.06. City Access to Technology Resources. All messages sent and received, including
personal messages, and all data and information stored on the City's electronic-mail
system, voicemail system, or computer systems are City property regardless of the
content. As such, the City reserves the right to access all of its Technology Resources
including its computers, voicemail, and electronic-mail systems, at any time, in its sole
discretion.

13.07. Privacy. Although the City does not wish to examine personal information of its
employees, on occasion, the City may need to access its Technology Resources including
computer files, electronic-mail messages, and voicemail messages. Employees should
understand, therefore, that they have no right of privacy with respect to any messages or
information created or maintained on the City's Technology Resources, including personal
information or messages. The City may, at its discretion, inspect all files or messages on
its Technology Resources at any time for any reason. The City may also monitor its
Technology Resources at any time in order to determine compliance with its policies, for
purposes of legal proceedings, to investigate misconduct, to locate information, or for any
other purpose.

13.08. Passwords. Certain of the City's Technology Resources may be accessed only by
entering a password. Passwords are intended to prevent unauthorized access to
information. Passwords do not confer any right of privacy upon any employee of the City.
Thus, even though employees may maintain passwords for accessing Technology
Resources, employees must not expect that any information maintained on Technology
Resources, including electronic-mail and voicemail messages, are private. Employees
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are expected to maintain their passwords as confidential. Employees must not share
passwords and must not access coworkers' systems without express authorization.

13.09. Data Collection. The best way to guarantee the privacy of personal information is
not to store or transmit it on the City's Technology Resources. To ensure that employees
understand the extent to which information is collected and stored, below are examples
of information currently maintained by the City. The City may, however, in its sole
discretion, and at any time, alter the amount and type of information that it retains.

Telephone Use and Voicemail: Records are kept of all calls made from and to a given
telephone extension. Although voicemail is password protected, an authorized
administrator can reset the password and listen to voicemail messages.

Electronic Mail: Electronic mail is backed-up and archived. Although electronic mail is
password protected, an authorized administrator can reset the password and read
electronic mail.

Desktop Facsimile Use: Copies of all facsimile transmissions sent and received are
maintained in the facsimile server.

Document Use: Each document stored on City computers has a history, which shows
which users have accessed the document for any purpose.

Internet Use: Internet sites visited, the number of times visited, and the total time
connected to each site is recorded and periodically monitored.

13.10. Deleted Information. Deleting or erasing information, documents, or messages
maintained on the City's Technology Resources is, in most cases, ineffective. All
employees should understand that any information kept on the City's Technology
Resources may be electronically recalled or recreated regardless of whether it may have
been deleted or erased by an employee. Because the City periodically backs-up all files
and messages, and because of the way in which computers re-use file storage space,
files and messages may exist that are thought to have been deleted or erased. Therefore,
employees who delete or erase information or messages should not assume that such
information or messages are confidential.

Email messages which are intended to be retained in the ordinary course of the City’s
business are recognized as official records that need protection/retention in accordance
with the California Public Records Act. Because the email system is not designed for long
term storage, email communications which are intended to be retained as an official
record should be stored in appropriate electronic form or printed out and the hard copy
filed in the appropriate subject file.

The City will maintain email messages designated as official records for a minimum of
two (2) years or as otherwise designated in the City’s retention schedule. These are
subject to public disclosure, even if they are drafts or informal notes, unless the need to
retain their confidentiality outweighs the need for disclosure, or the email message is
otherwise exempt under any provision of the Public Records Act or other state or federal
law.
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Email communications that are not intended to be retained and which serve no useful
purpose to the City should be deleted from the system.

13.11. The Internet and On-Line Services. The City provides authorized employees with
access to on-line services such as the Internet. The City expects that employees will use
these services in a responsible way and for business-related purposes only. Under no
circumstances are employees permitted to use the City's Technology Resources to
access, download, or contribute to Internet sites that contain inappropriate content such
as gross, indecent, or sexually oriented materials, gambling, and information related to
illegal drugs.

Additionally, employees may not use the City's Technology Resources to sign guest books
at Web sites or to post information to any Web sites, including posting messages to
Internet news groups or discussion groups. These actions will generate junk electronic
mail and may expose the City to liability or unwanted attention because of comments that
employees may make. The City strongly encourages employees who wish to access the
Internet for non-work-related activities to obtain their own personal Internet access
accounts.

13.12. Monitoring. The City monitors both the amount of time spent using on-line services
and the sites visited by individual employees. The City reserves the right to limit such
access by any means available to it, including revoking access altogether.

13.13. Software Use.

13.13.01 License Restrictions. All software in use on the City's Technology
Resources is officially licensed software. No software is to be installed or used that has
not been duly paid for and licensed appropriately for the use to which it is being put. No
employee may load any software on the City's computers, by any means of transmission,
unless authorized in writing in advance by the City Manager or City Clerk. Authorization
for loading software onto the City's computers should not be given until the software to
be loaded has been thoroughly scanned for viruses.

13.14. Confidential Information. The City is very sensitive to the issue of protection of
privacy and City business, of trade secrets and other confidential and proprietary both the
City and third parties ("Confidential Information"). Therefore, employees are expected to
use good judgment and to adhere to the highest ethical standards when using or
transmitting Confidential Information on the City's Technology Resources.

Confidential Information should not be accessed through the City's Technology
Resources in the presence of unauthorized individuals. Similarly, Confidential Information
should not be left visible or unattended. Moreover, any Confidential Information
transmitted via Technology Resources should be marked with the following confidentiality
legend: ""This message contains confidential information. Unless you are the addressee
(or authorized to receive for the addressee), you may not copy, use, or distribute this
information. If you have received this message in error, please advise (employee's name)
immediately at employee's telephone number or return it promptly by mail.
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Employees should avoid sending Confidential Information over the Internet, except when
absolutely necessary. Employees should also verify electronic-mail addresses before
transmitting any messages.

13.15. Software for Home Use. The City endeavors to license its software so that it may
be used on portable computers and home computers in addition to office computers.
Before transferring or copying any software from a City Technology Resource to another
computer, employees must obtain written authorization from the City Manager or the
Director of Finance and Administrative Services.

13.16. Security. The City has installed a variety of programs and devices to ensure the
safety and security of the City's Technology Resources. Any employee found tampering
or disabling any of the City's security devices will be subject to discipline up to and
including termination.

SECTION 14
TELEPHONE AND CELLULAR PHONE USE POLICY

14.01. Refer to the City of Hughson approved Telephone and Cellular Phone Use
Administrative Policy.

SECTION 15
MISCCELLANEOUS

15.01. Amendments. These rules and regulations may be amended at any time by the
City, provided that amendments shall not be made until after consultation in good faith
with representatives of any employee organization or organizations purporting to
represent employees of the City.

15.02. Training of Employees. The City may participate in paying tuition fees, cost of
textbooks, or other incidental training expenses. There will be a dollar limit per semester
or course. Prior to school participation, an employee must have permission from the City
Manager in order to obtain reimbursement. In order to be eligible for reimbursement, a
minimum grade point average of 3.0 (“B” average) must be maintained. Reimbursement
for noncredit courses may total 100% depending on job applicability.

Participation in and completion of special training courses may be considered in making
salary increases and promotions. Evidence of such activity shall be filed by the employee
with the Personnel Officer. Additional pay may be granted any City employee for training
and certification programs established by his department head and approved by the City
Manager.

15.03. Outside Work. Gainful employment outside an employee’s regular City position
shall be considered a privilege subject to regulation and not a right. No employee shall
engage in a gainful occupation outside his or her city position which is incompatible with
his or her City employment or which is of such a nature as to interfere with satisfactory
dismissal of his or her regular duties or which creates the perception of such interference.
Any employee who wishes to engage in or accept such employment may do so only after
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having first requested and obtained written approval of the City Manager or a designated
representative.

15.04. Severability. If any paragraph, sentence, clause, phrase, or section of this
Personnel Manual is determined by a court of competent jurisdiction to be invalid, such
determination shall not affect the validity of the remaining paragraphs, sentences,
clauses, phrases, or sections of these rules and regulations.
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CITY COUNCIL AGENDA ITEM NO. 3.6
SECTION 3: CONSENT CALENDAR

Meeting Date: October 23, 2023

Subject: Adopt Resolution No. 2023-53, Accepting the Public
Improvements for the Euclid North Subdivision

Presented By: Carla C. Jauregui Community Development Director

Approved By: 7 »’\f,;z;w.{ -/%/G.x!dﬁu)
City Manager :

Staff Recommendation:

Adopt Resolution No. 2023-53, accepting the public improvements for the Euclid
North Subdivision.

Background:

On March 13, 2006, the Hughson City Council adopted Resolution No. 06-35
approving with conditions Vesting Tentative Subdivision Map No. 06-02 for 51
residential lots and one common area lot as submitted by Fitzpatrick Homes for a
proposed subdivision known as Euclid North, located within the southwest corner of
Euclid Avenue and East Hatch Road. On January 8, 2007, the Hughson City Council
adopted Ordinance No. 06-14 accepting the Development Agreement. On
November 13, 2017, the Hughson City Council adopted Ordinance 2017-08,
extending the map (set to expire in 2018) via the Development Agreement until
January 16, 2022. On April 12, 2021, the Hughson City Council adopted Ordinance
No. 2021-01. This Ordinance amended the original Development Agreement by
incorporating all applicable Development Agreement revisions and by extending the
Development Agreement and Vesting Tentative Subdivision Map No. 06-03
approval until January 16, 2024. Fitzpatrick subsequently sold the development to
KB Homes, who developed the property.

As part of this subdivision, the developer (KB Homes) offered for dedication to the
public for public use, all public utility easements, all street rights-of-way (Drives,
Ways, Places, Lanes, and Courts), and all other dedications as shown on the
exterior boundary of the land being divided on the Final Map. The public utility
easements and all street rights-of-way were designed in accordance with the
requirements of the City of Hughson. At this time, the developer has requested the
City’s acceptance of these public improvements.



The staff has worked to complete the remaining items needed prior to acceptance.
These items included finalizing grading improvements to the Well 8 Domestic Well
Site which required modifications to the as-built grading which had left a discrepancy
in grading between the existing site which was constructed and accepted in 2011.
Additionally, staff worked with KB to replace landscaping throughout the park and
landscaping strips that did not meet City Standards. This thorough and proactive
approach ensures that all aspects of the project reflect the City’s commitment to
ensuring that developments are met with the highest standards at the time of
acceptance.

Discussion:

Upon final acceptance of the public improvements by the City, and after the lapse of
35 days from the filing of this Notice of Completion, the developer will furnish the
City with a warranty bond in the amount of 10% of the improvement costs to
guarantee the public improvements for a period of one year. This warranty bond will
protect the City against any defective work or labor or defective materials furnished,
or adverse effects to any portion of adjacent properties in the construction of the
public improvements. Any defective construction of the improvements will be
repaired within one year of acceptance.

Since construction, the City has inspected all the public improvements and has
determined that they have been properly constructed per the Conditions of Approval,
standard specifications, and all design expectations. At this time, City staff
recommend acceptance of these improvements. The developer has agreed to
remedy any defects in the improvements arising from faulty or defective construction
of said improvements that occur within one year of this acceptance.

Fiscal Impact:

There is no fiscal impact to the City of Hughson with the acceptance of these public
improvements. The developer will furnish the City with a warranty bond in the
amount of 10% of the improvement costs to guarantee the public improvements for
a period of one year following this acceptance against any defective work or labor,
or defective materials furnished, or adverse effect to any portion of adjacent
properties in the construction of these improvements. Additionally, as a Condition
of Approval, the developer agreed to incur all expenses of such repairs that exceed
the 10% bond.



CITY OF HUGHSON
CITY COUNCIL
RESOLUTION NO. 2023-53

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF HUGHSON ACCEPTING
THE PUBLIC IMPROVEMENTS FOR THE EUCLID NORTH SUBDIVISION

WHEREAS, the City Council of the City of Hughson seeks to provide for the public
good through the installation of public improvements; and

WHEREAS, On March 13, 2006, the Hughson City Council adopted Resolution No.
06-35 approving with conditions Vesting Tentative Subdivision Map No. 06-02 for 51
residential lots and one common area lot as submitted by Fitzpatrick Homes for a
proposed subdivision known as Euclid North, located within the southwest corner of Euclid
Avenue and East Hatch Road. On January 8, 2007, the Hughson City Council adopted
Ordinance No. 06-14 accepting the Development Agreement; and,

WHEREAS, On November 13, 2017, the Hughson City Council adopted Ordinance
2017-08, extending the map (expiring in 2018) via Development Agreement until January
16, 2022; and,

WHEREAS, at its regularly scheduled meeting on April 12, 2021, the Hughson City
Council adopted Ordinance No. 21-01 amending the original Development Agreement by
incorporating all applicable Development Agreement revisions and by extending the
Development Agreement and Vesting Tentative Subdivision Map No. 06-03 approval until
January 16, 2024, between the City of Hughson and Fitzpatrick Homes for the
development known as Euclid North for 51 single-family homes; and

WHEREAS, the developers of the Euclid South Subdivision, KB Homes, have
offered public improvements for dedication to the public for public use, all public utility
easements, all street rights-of-way (Drives, Ways, Places, Lanes, and Courts), and all
other dedications as shown on the exterior boundary of the land being divided on the Final
Map approved by the City Council on September 11, 2023; and

WHEREAS, the City’s inspection consultants have determined the public
improvements have been properly made and have recommended acceptance.

NOW THEREFORE BE IT RESOLVED that the Hughson City Council hereby
accepts the dedication of the public improvements identified in the approved public
improvement plans, consistent with the project conditions of approval and Development
Agreement for the Euclid South Subdivision.

PASSED AND ADOPTED by the City Council of the City of Hughson at its regular
meeting held on this 23rd day of October 2023 by the following roll call votes:

AYES:
NOES:

ABSTENTIONS:



ABSENT:

APPROVED:

GEORGE CARR, Mayor

ASHTON GOSE, City Clerk



CITY COUNCIL AGENDA ITEM NO. 6.1
SECTION 6: NEW BUSINESS

Meeting Date: October 23, 2023

Subject: Approval to Ratify the Emergency Expenditure of Fixed
Asset Funds for the Emergency Repairs of Water
Infrastructure on Walker Lane, in Conjunction with the
Walker Lane Improvement Project

Presented By: Neil Raya Ut|I|t|es Superintendent

- J; )
Approved By: N A - /}/ Cu{é,w
C|ty Manag’er

Staff Recommendation:

Approve the Ratification of the emergency expenditure of fixed asset funds for the
emergency repair of water infrastructure on Walker Lane, in conjunction with the
Walker Lane Improvement Project.

Background and Discussion:

On Wednesday, September 27th, it was discovered that an old 2” steel main water
line was connected to a 6” transit main water line running along Walker Lane, with
no way to isolate it in the event of an emergency. To avoid future issues (there was
a very high chance that damage would occur during compaction of the pavement)
direction was given to the contractor to isolate this area of the connection and
remove/abandon the 2” water main. To do this correctly, on Friday, September 29t
the contractor exposed about 30 linear feet (LF) of the 6” main, and an insertion
valve was installed that allowed the contractor to reduce the pressure and repair the
main line. The contractor also had to cut out approximately 13 LF of transit pipe and
replace it with PVC pipe with two repair couplers.

In addition to the main line repair that occurred on Friday, directions were given to
the contractor to install four new water laterals to four lots on the north side of Walker
Lane, where before there were none. The lots were previously being fed by an old
2" steel main that branched at the First Avenue intersection, then ran under the old
curb and gutter to each lot. Not only did the 2” steel main not meet city standards for
service laterals but it was also recognized that if there were ever an issue with one
of the services, it would be nearly impossible to isolate the problem and pinpoint the
exact location without being forced to tear the new sidewalk and pavement, due to



the unorthodox routing of the laterals. As road work was currently in the process on
Walker Lane, staff agreed that the most sensible option would be to fix the problem
now instead of waiting and hoping for the best, potentially causing extra costs and
damaged road work in the future.

Lastly, after exercising the water valves in this area, it was discovered that some of
the valves were no longer functioning correctly, and to help isolate not only the
section of repair on the main line but also the general vicinity, a new valve was
installed at the First Avenue intersection. Many, if not all the valves in this area are
past their typical life expectancy (25 years), and this new valve will be a great benefit
for any future water leaks or emergencies.

Staff is committed to prioritizing infrastructure maintenance by actively seeking
preventative measures. ldentifying and addressing potential issues proactively
saves resources and ensures infrastructure reliability. Committing to prioritizing
preventative maintenance will extend infrastructure lifespan, enhance efficiency,
and secure our city's infrastructure integrity.

Fiscal Impact:

Funds for this project are available through the Water Fixed Asset Replacement
Fund (Fund 255) which has a balance of approximately $3,073,800. If approved,
staff will make a budget adjustment of $44,437.37 in the Fiscal Year 2023-2024
Budget to cover the cost of repairs from the Fixed Asset Replacement Fund.



Meeting Date:

Subject:

Enclosure:

Presented By:

Approved By:

CITY COUNCIL AGENDA ITEM NO. 6.2
SECTION 6: NEW BUSINESS

October 23, 2023

Approval to Ratify the Expenditures of Sewer Fixed Asset
Funds for the Emergency Replacement of a Variable
Frequency Drive at the Waste Water Treatment Plant in the
Amount of $19,732.88; and Emergency Lighting Repairs at
the Waste Water Treatment Plant in the amount of
$9,290.85.

Invoices

Neil Raya, Utilities Superintendent

",/fi{ Dhhad, / }/K ay éﬂ.«t&)

City Managc{er

Staff Recommendations:

1. Approve the ratification of the emergency expenditure of Sewer Fixed
Asset funds for the emergency replacement of a Cooling Fan in the
Variable Frequency Drive at the Waste Water Treatment Plant in the
amount of $19,732.88.

2. Approve the ratification of the emergency expenditure of Sewer Fixed
Asset funds in the amount of $9,290.85 for lighting repairs at the Waste
Water Treatment Plant.

Background and Discussion:

On September 1, 2023, staff was alerted to a defective Variable Frequency Drive
(VFD) at the Waste Water Treatment Plant (WWTP), this particular VFD is
associated with Aerator #1. Staff immediately called Technical Electric to complete
an assessment of the issue, where it was found that the cooling fan for the VFD was
faulty. Staff urgently authorized the replacement of the fan kit. The cooling fan and
VFD are essential components to the operation of the aerator. The cooling fan
prevents overheating of electronic components, particularly the VFD, ensuring its
reliability and longevity. The VFD, in turn, regulates the speed of the aerator,



enabling precise control of aeration in the treatment process. This control is vital for
maintaining consistent treatment efficiency, adapting to changing conditions, and
conserving energy. Together, the cooling fan and VFD play a crucial role in
maintaining the reliability and effectiveness of the aerator's functionality.

The aerator plays a critical role in the wastewater treatment plant by introducing
oxygen into the wastewater to support the growth of aerobic bacteria. This
oxygenation enables these microorganisms to break down organic pollutants,
promoting the conversion of contaminants into harmless byproducts. Aeration is
pivotal for efficient and effective wastewater treatment, ensuring the removal of
organic matter, maintenance of treatment efficiency, and compliance with
environmental standards. Ensuring uninterrupted aeration is critical for meeting
environmental standards and discharge permits, preventing violations and
environmental harm.

Additionally, staff had been working with a lighting deficit at the WWTP for quite
some time, which became an urgent matter in late September. Staff called for the
repairs which included a lengthy list including replacing seven damaged or non-
operational halogen wall packs with LED lighting, replacing pole lights that had burnt
ballast with retrofit LED bulbs while bypassing burnt ballasts, along with the
replacement of numerous photo eyes, all totaling the amount of $9,290.85. The
repairs were imperative as the safety of staff and everyone on site was compromised
during non-illuminated hours. Adequate and well-placed lighting is essential for
ensuring the safety and security of plant personnel who work, often in a challenging
and potentially hazardous environment. Proper illumination reduces the risk of
accidents, allowing employees to navigate the facility safely and carry out their tasks
efficiently. Secondly, lighting plays a crucial role in plant security, deterring
unauthorized access and vandalism. In addition, good lighting enhances the ability
to monitor equipment, processes, and infrastructure, facilitating routine maintenance
and inspections. Effective lighting contributes to overall operational efficiency,
helping operators identify issues, make quick decisions, and respond promptly to
any emergencies.

Fiscal Impact:

Funds for the VFD repair and lighting repairs are available through the Sewer Fixed
Asset Replacement Fund (Fund 215) which has a balance of approximately
$4,826,228. If approved, staff will make a budget adjustment of $29,023.73 in the
Fiscal Year 2023-2024 Budget to cover the cost of repairs from the Fixed Asset
Replacement Fund.



Invoice

TECHNICAL

fa— Invoice #
* 9/4/2023 4259
e
: BILL TO:
P. 0. BOX 581079 City of Hughson
Modesto, Ca. 95358 / iy
e B, Hughson, Ca. 95326
209-988-0502 Z
( P.O. No. Terms Due Date
Aerators WWTP Net 30 10/4/2023
****Scope of work**** Amount
Aerator #1 variable frequency drive is faulting on over temperature
(Repair immediately / order parts next day air freight as per Neil Reya)
Location: Waste Water Treatment Plant
Contact: Neil Raya
9-1-23
-Technician arrived on site and tested vfd and went through fault programs
-Found cooling fan not operating (High horsepower drives require both fans to be operating or faults will
occur)
-Removed cooling fan from VFD and getting quotes for new fan kit.
9-4-23
-Technical Electric quoted Neil Raya a new CPX VFD fan kit for drive
Cat, # SF250A0-4A2N1U
SN: 12313042
G.O. # SSL0128847-001
-Neil Raya has instructed Technical Electric to ship fan kit for VFD (ne: Eeﬁ lv E
-VFD up and running OK \ S 8 '
EP 2 8 2023
New CPX fan kit part #25395 2 16,100.00
By N
Freight charges Next Day Air D 700.00
R.T. Site Work David (initial call to diagnose) 540.00
R.T. Site Work 1,125.00
Thank you
(‘Sales Tax (7.875%) $1,267.88 |
THANK YOU FOR YOUR BUSINESS Total §10.732.88
Payments/Credits $0.00
TE@TECHNICALELECTRIC.ORG
COR Balance Due $19,732.88/




TECHNICAL Ll

Date Invoice #
_—
- 9/25/2023 4287
oy
BILL TO:
P. 0. BOX 581079 -
City of Hughson
Modesto, Ca. 95358 Y g
, P.O. Box 9
CA. Lic. 994569 Hughson. Ca. 95326
209-988-0502 b
( P.O. No. Terms Due Date )
Exterior Lighting Net 30 10/25/2023
“***Scope of work**** Amount
Repair pole lights and wall packs at Waste Water Treatment Plant because of outages (safety concerns)
Location :City of Hughson Waste Water Treatment Plant
Contact : Neil Reya
- Technical Electric replaced 7 damaged or non operational halogen wall packs with LED wall packs
- Photo eyes were replaced in pole lights that were staying on during the day
- Replaced halide bulbs in pole lights with customer supplied bulbs
- Replaced pole lights that had burnt ballast with retro fit LED bulbs and by-passed burnt ballast
- Traced down no power to three pole lights in back of plant found tripped breaker
- Lights all operational at plant except for three lights on old side of plant were power could not be traced
down.
(further time needed to trace wiring / operations said to leave alone for now)
Parts to complete project 2,939.37
Bucket Truck 600.00
R.T. Site Work  Derek / Josue 5,520.00
day 1 Jouse 6hrs (pick up parts, trouble shoot electrical, 3 wall packs, photo cell by office, eliminate
wasps)
day 2 Josue 5.5hrs (3 wall packs, install photo sensors, 4 customer supplied bulbs, eliminate wasps)
David 2hrs (go buy wasp spray and deliver to technician)
day 3 Josue 7hrs (1 wall pack, photo sensors, testing and replacing sensors on lights, eliminate wasps)
day 4 Josue / Derek 16hrs (open hoods on lights, eliminate wasps, convert wiring in hood lights to LED
bulbs)
day 5 Josue/Derek 9.5hrs (trace electrical pole lights, convert more lights to LED bulbs, eliminate
wasps)
e ECEIVE}
NOV 29 2023
BY:_ L) ¢
Sales Tax (7.875%) $231.48
YOU FOR YO B Total $9,290.85
' — Payments/Credits $0.00
TE@TECHNICALELECTRI
CORG Balance Due $9,290.85 )




OFFICE OF THE CITY MANAGER
7018 Pine Street, P.O. Box 9

Hughson, CA 95326 Merry Mayhew
(209) 883-4054 Fax (209) 883-2638 ‘ ' City Manager
www.hughson.org 7 I mmayhew@hughson.org

October 23, 2023

Mayor Carr and Council Members
7018 Pine Street
Hughson, CA 95307

Mayor and Council Members:

I am formally announcing my retirement as City Manager for the City of Hughson, with my last day worked as March 1,
2024. It is a genuine pleasure to have served the City of Hughson for the past five years.

As | reflect on my many years of service in local government, the time has come to embrace a new chapter of my life.
This decision was not made lightly, and | am filled with gratitude for the incredible opportunities and experiences that
have been afforded to me throughout my career.

Working for the City of Hughson has given me the privilege to engage directly with the residents and the City Council
Members. These interactions have provided me with a firsthand view of how our collective efforts create a positive
impact on the lives of the residents. Every project, initiative, and decision made has been made to support and better
this community and it has brought immense satisfaction to witness the positive changes we have made.

| extend my heartfelt gratitude to you, the City Council, and to every individual that | have had the honor of working
with. It is the passion, commitment, and dedication of everyone involved that makes the City of Hughson such a special

place.

Warm regards,

sy g


http://www.hughson.org/
mailto:mmayhew@hughson.org

	1.1  Agenda 10-23-2023 Final
	AGENDA
	1. PUBLIC BUSINESS FROM THE FLOOR (No Action Can Be Taken):
	2. PRESENTATIONS:  NONE.
	3.. CONSENT CALENDAR:
	4. UNFINISHED BUSINESS:   NONE.
	5. PUBLIC HEARING TO CONSIDER THE FOLLOWING: NONE.
	6. NEW BUSINESS:
	7. CORRESPONDENCE:
	8. COMMENTS:
	9. CLOSED SESSION TO DISCUSS THE FOLLOWING:  NONE.



	3.1 Minutes Final
	MINUTES
	1. OATH OF OFFICE:
	2. PUBLIC BUSINESS FROM THE FLOOR (No Action Can Be Taken):
	3. PRESENTATIONS: NONE.
	4. CONSENT CALENDAR:
	5. UNFINISHED BUSINESS:



	3.2 Warrants
	3.2a Check Report
	3.2b Refund Check Register
	3.3 Holiday Closure
	The City annually observes December 25 and January 1 as regular holidays. During the month of December, the City (and local government offices in general) have historically experienced a slowdown in business activity, including office operations and b...

	3.4 Planning Appointment
	3.4a Application
	3.5 Personnel Manual Update
	3.5a Summary of Amendments
	3.5b Redline Draft
	SECTION 1 SECTION 1.  GENERAL PROVISIONS.
	1.01. 1.01. Title.
	This manual shall be known and may be cited as the “Personnel Manual.”
	1.02. 1.02. Purpose.
	The purpose and objectives of the Personnel Manual are described in the Statement of Purpose on page 1.
	1.03. Non-Discrimination/Equal Employment Opportunity.  The City of Hughson is committed to a policy of equal employment opportunity for applicants and employees.  Employment decisions will comply with all applicable laws prohibiting discrimination in...
	1.04. Reasonable Accommodation Policy.  To carry out the City of Hughson’s commitment to providing equal employment opportunity for, and inclusion of all applicants and employees, the City will provide reasonable accommodations, including as required ...
	1.05. 1.04. Policy Against Discrimination, Harassment.
	, and Retaliation.  The City of Hughson is committed to providing a work environment that is free of unlawful discrimination, harassment, and retaliation.  In keeping with this commitment, the City maintains a strict policy prohibiting unlawful discri...
	1.05.01.   A. Verbal Harassment.  For example, epithets, derogatory comments or slurs on any of the bases listed above.
	1.05.02.   B. Physical Harassment.  For example, assault, impeding or blocking movement, or any physical interference with normal work or movement when directed at an individual on any of the bases listed above.
	1.05.03.   C. Visual Forms of Harassment.  For example, derogatory posters, notices, bulletins, cartoons, or drawings on any of the bases listed above.
	1.05.04.   D. Sexual Harassment.  Unwelcome sexual advances, requests for sexual
	favors, and other verbal or physical conduct of a sexual nature which is conditioned upon an employment benefit, unreasonably interferes with an individual’s work performance, or creates an offensive work environment. Sexually harassing conduct can b...
	1.05.05.   Many persons are not aware that their behavior is offensive or potentially could constitute harassmentReporting and Investigation Procedure.  Any individual (employee or applicant) who believes that he or she has been discriminated against,...

	1.06. Abusive Conduct Prevention/Anti-Bullying Policy.  The City also prohibits and will not tolerate any form of workplace bullying by and against the City’s employees, supervisors, managers, applicants for employment, and others in the workplace env...
	1.07. Anti-Harassment Training.  Every City employee is required to undergo training regarding the prohibition on harassment, discrimination, and retaliation within his or her first six months of assumption to a position and at least once every two ye...
	1.08. 1.05. Immigration Law Compliance.
	The City is committed to full compliance with the federal immigration laws.  These laws require that all individuals pass an employment verification procedure before they are permitted to work.  This procedure has been established by law and requires...
	1.09. 1.06. Age Requirements.
	The minimum age requirement for regular employment by the City of Hughson is eighteen (18) years of age.  Persons younger than eighteen (18), but who are at least sixteen (16) years of age may be eligible to participate in the City’s Volunteer and In...
	1.10. 1.07. Fair Employment Practices.
	Any technique or procedure used in recruitment and selection of employees shall be designed to measure only the Sjob relatedSjob-related qualifications of applicants.  No questions in any tests, or in any application forms, or by any department manag...
	1.11. 1.08. Dissemination of the Personnel Policy.
	Copies of the Personnel Policy shall be provided to all employees.  Copies shall be on file in the Personnel Department and in each department manager’s office.  Where departmental rules and regulations are in force, copies of such rules will also be...
	1.12. 1.09. City Rights.
	The City Manager and other persons such as the City Council may authorize, has the exclusive right, in accordance with applicable laws and regulations, to take certain actions including, but not limited to, the following:
	1.13. 1.10. Personnel Management Responsibilities.
	The City Manager is responsible to the City Council, pursuant to the Hughson Municipal Code Section 2.08.070, to appoint, and when necessary for the good of the City, to remove any employee of the City, subject to the Personnel Manual, except the cit...
	1.14. 1.11. Administration of Rules.
	The City Manager, subject to the direction of the City Council, is responsible for the administration of the rules set forth in this Personnel Manual.
	1.15. 1.12. DelegationDelegability of Powers by the City Manager.
	The City Manager, in his or her absence or disability, may delegate any of his or her authority set forth in these rules as he or she may deem appropriate and necessary.
	1.16. 1.13. Employee Organizations.
	Employees of the City shall have the right to form, join and participate in the activities of employee organizations of their own choosing for the purpose of representation on all matters of employer-employee relations including but not limited to wa...
	In the event provisions of these rules contradict those included in a Memorandum of Understanding accepted by the City Council and in effect between the City and formally recognized employee organizations, the terms of the Memorandum of Understanding ...
	1.17. 1.14. Driving Record.
	The following policy shall be applicable to each City employee.  (Refer to section 8.17 for mileage reimbursement for use of personal vehicles for city business.)
	1.18. 1.15. Employment of Relatives.
	Relatives of present employees may be hired by the City only if (1) individuals concerned will not work in a direct supervisory relationship, and (2) the present employee is not in a position classified as “confidential,” and (3) the employment will ...
	1.19. Safety.  Every employee is responsible for safety.  To achieve our goal of providing a completely safe work placeworkplace, everyone must be safety-conscious., and employees are expected to abide by safety policies and practices that are availab...
	1.20. 1.17. Personnel Records.
	The SCity ClerkSDirector of Finance and Administrative Services shall maintain Sa roster cardSelectronic records and personnel files for each employee, showing his or her name, title, department, salary, changes in employment status, leave record, an...

	SECTION 2 SECTION 2.  DEFINITIONS.
	2.01. 2.01. Administrative Leave.
	Administrative leave may be provided to management and mid-management employees who do not incur overtime.  The amount of time off will be governed by the current memorandum of understanding which is in effect.
	2.02. 2.02. Allocation.
	The official determination of the class to which a position belongs or the approved number of positions in an appropriate class.
	2.03. 2.03. Anniversary Date.
	The date the employee began a current continuous service.
	2.04. 2.04. Appointing Power.
	The officers of the City, who in their individual capacities, or the City Council, have the final authority to make the appointment to the position to be filled.
	2.05. 2.05. Authorized Position.
	A specific work position, within a job classification, which is or may be held by an employee, and has been expressly approved by the City Council by inclusion within the budget.
	2.06. 2.06. Bereavement Leave.
	A period of time allowed with or without pay to a regular employee in the event of death Swithin the immediate family.Sof a family member as defined by applicable law. (California Government Code section 12945.7).
	2.07. 2.07. City.
	City means the City of Hughson, a municipal corporation, and where appropriate herein, “City” refers to the City Council, the governing body of said city, or any duly authorized management employee as herein defined.
	2.08. 2.08. Class.
	All positions sufficiently similar in duties, authority, responsibility, and working conditions to permit grouping under a common title and the application with equity of common standards of selection, transfer, promotion and salary.
	2.09. 2.09. Compensation.
	The salary, wage allowance and all other forms of valuable consideration earned by or paid to any employee by reason of his service in a position, but not to include any compensation for expenses incurred incidental to employment.
	2.10. 2.10. CompensationCompensatory Time (Comp. Time).
	Accumulated time which an employee can bank in lieu of overtime payment.
	2.11. 2.11. Continuous Employment.
	City employment which is uninterrupted except by authorized absences.
	2.12. 2.12. Continuous Examination.
	An open competitive examination which is administered periodically.
	2.13. 2.13. Demotion.
	A disciplinary change in job classification to a lower salary or salary range.
	2.14. 2.14. Department.
	A major administrative branch of the City, involving a general line of work, with one or more employees under the charge of a designated department head.
	2.15. 2.15. Disciplinary Action.
	The written reprimand, dismissal , demotion, reduction in pay, suspension or termination of an employee for punitive reasons and not for any non-punitive reasons.
	2.16. 2.16. Dismissal.
	or Termination.  Involuntary termination of employment with the City.
	2.17. 2.17. Eligible.
	A person who was successful in the examination process.
	2.18. 2.18. Eligible Applicant Pool.
	That list of individuals who have successfully passed all employment tests for an authorized position, but have not been hired.
	2.19. 2.19. Employee.
	A person who is legally occupying a position in City service or who is on an authorized leave of absence from the position.  Employees are separated into different employment categories as set forth in Section 5.00 of this Personnel Manual.
	2.20. 2.20. Employee Organization.
	Any organization which includes employees of the City and which has as one of its primary purposes representing such employees in their employment relations with the City.
	2.21. 2.21. Good Standing.
	Being currently employed, and not under disciplinary action, by the City.
	2.22. 2.22. Grievance.
	Any good faith or reasonable complaint of one or more employees or a dispute between the City and one or more employees involving the terms and conditions of his or her employment, but not involving imposition of discipline.
	2.23. 2.24. Job Classification.
	Descriptive title of a certain type of job performed by a City employee.  Inherent in each classification are certain duties, responsibilities, and degrees of authority.
	2.24. 2.25. Jury Duty.
	Time off to serve as required by law on an inquest or trial jury, or to appear in court as a witness.
	2.25. 2.26. Leave of Absence.
	An authorized absence from duty without pay of any regular employee pursuant to Subsection 9.05 of this Personnel Manual.
	2.26. 2.27. Merit Increase.
	A step increase in an employee’s designated salary range.
	2.27. 2.28. Military Leave.
	Time off for employees to serve in the armed forces of the federal government, or for military training, or for members of the reserve component of the armed forces who are called to active duty.
	2.28. Overtime.  Hours worked by a non-exempt employee in excess of forty (40) in a workweek. Fair Labor Standards Act, 29 U.S.C section 207(a)(1).
	2.29. 2.30. Performance Evaluation.
	A review and evaluation of an employee’s performance and capabilities in his or her authorized position by his or her immediate supervisor.
	2.30. 2.31. Personnel Manual/Rules.
	This group of rules and procedures concerning City employment.
	2.31. 2.32. Personnel Officer.
	That person charged with the responsibility and given commensurate authority to enforce these rules and regulations. In the absence of another person so designated, the City Manager is the personnel officer.
	2.32. 2.33. Probationary Period.
	A period to be considered an integral part of the examination process during which an employee is required to demonstrate fitness for the position to which the employee is appointed by actual performance of the duties of the position, and during whic...
	2.33. Retirement.  As used in this manual, the term “retirement” has the same meaning as it is used by the California Public Employees’ Retirement System (CalPERS).
	2.34. 2.34. Salary Range.
	Categories which determine the minimum and maximum salary payable for each employment classification.
	2.35. 2.35. Salary Step.
	A level of salary payable in each salary range.
	2.36. 2.36. Sick Leave.
	A paid absence from duty by an employee Sdue to illness.Sfor preventative care or the diagnosis, care, or treatment of an existing illness, injury, or medical condition (including doctor’s appointments), for the employee or the employee’s family memb...
	2.37. 2.37. Suspension.
	The temporary separation from service of an employee, without pay, for disciplinary purposes.
	2.38. 2.38. Termination.
	The conclusion or cessation of employment with the City, whether initiated by the City or the employee.
	2.39. 2.39. Vacancy.
	An unfilled authorized position with the City.

	SECTION 3 SECTION 3.  GENERAL INFORMATION OF THE CITY ORGANIZATION.
	3.01. 3.01. Governing Body.
	The City Council, elected to the office by the people, is the governing body of the City of Hughson.  It is their duty and responsibility to enact municipal laws and to formulate the general policies of City government for the general welfare of the ...
	these policies when in need of clarification.
	3.02. 3.02. Administration.
	The City of Hughson is a general law city and operates under the council-manager form of government.  Under this form of government the City Council appoints an administrator of City Government who is referred to as the City Manager.  He or she is re...

	SECTION 4  CLASSIFICATION OF PERSONNEL
	4.01. 4.01. Personnel Organization.
	The City is organized into several departments.  Each department includes one or more job classifications.  Each job classification has one or more authorized positions.
	4.02. Determination of Personnel Classification.  The City Manager or a delegated individual or individuals shall ascertain and record the duties and responsibilities of all positions in the City service, except City Manager, City Treasurer, and City ...
	4.03. 4.03. Adoption, Amendment, and Revision of Plan.
	Personnel Classification.  The Sclassification planSclassifications shall be adopted by the City Council and may be amended from time to time.  During the process of consideration, any recognized employee organization affected shall be advised.  Amend...
	4.04. 4.04. Allocation of Positions.
	Following the adoption of the personnel classification Splan Sand after consultation with any recognized employee organization affected, the City Manager shall allocate every position in the SCity employeeSCity’s employ (except City Manager, City Tre...
	4.05. 4.05. New Positions.
	A new position shall not be created and filled until the classification Splan Shas been amended to provide thereof and an appropriate employment list established for such position.
	4.06. 4.06. Reclassification.
	Positions, the assigned duties of which have been materially changed by the City so as to necessitate reclassification, whether new or already created, may be allocated by the City Manager to a more appropriate class.

	SECTION 5 SECTION 5.  EMPLOYMENT CATEGORIES.
	5.01. 5.01. Probationary Employees.
	Employees are hired by the City on a probationary basis for a period of twelve (12) months for miscellaneous personnel, Sand twenty-four (24) months for sworn Police personnel Sfor the purpose of assessing their ability to perform assigned tasks.  Su...
	5.02. 5.02. Regular Full-Time Employees.
	A regular full-time employee is an employee of the City who is regularly assigned to work forty (40) or more hours per week in an authorized position, which position exists continuously, and who has completed his or her probationary period.
	5.03. 5.03. Temporary Employees.
	A temporary employee is any employee who is not a regular employee, as defined in Subsection 5.02 of this Personnel Manual, or a probationary employee, as defined in Subsection 5.01 of this Personnel Manual, or an elected or appointed employee as def...
	5.04. 5.04. Regular Part-Time Employees.
	A Sregular Spart-time employee is an employee who has been appointed to an authorized position, which position exists continuously, in which the employee will be regularly scheduled to work fewer than 40 hours Sthan an employee appointed Sper week.
	5.05. 5.05. Rehired Employees.
	Regular employees who are rehired following a break in service in excess of thirty (30) days (other than an approved leave of absence) must serve a new probationary period whether or not such a period was previously completed.  Such employees are con...
	the effective date of their reemployment for all purposes, including for purposes of measuring benefits and seniority.
	5.06. 5.06. Emergency Employees.
	To meet the immediate requirements of an emergency condition, such as extraordinary fire, flood or earthquake, which threatens public life or property, any legally competent officer or employee, with the approval of the City Manager may employ such p...
	5.07. 5.07. Appointed Employees.
	The City of Hughson has three positions which are filled directly by the City Council, and to which the Personnel rules do not apply.  These are the City Manager, City Treasurer, and the City Attorney, who serve solely at the pleasure of the City Cou...

	SECTION 6 SECTION 6.  FAIR LABOR STANDARDS ACT EMPLOYEE CATEGORIES.
	6.01. 6.01. Non-Exempt Personnel.
	Non-Exempt personnel include all employees who are covered by the overtime provisions of the Federal Fair Labor Standards Act (FLSA) or any applicable state laws.  Employees in this category are generally entitled to overtime pay for work in excess o...
	6.02. 6.02. Exempt Personnel.
	This category includes all employees who are classified exempt from the overtime provisions of the Federal Fair Labor Standards Act (FLSA) and any applicable state laws.  Such employees include employees who qualify as exempt department managers and ...

	SECTION 7 SECTION 7.  RECRUITMENT PROCESS.
	7.01. 7.01. Announcement.
	All recruiting for regular (full-time and part-time) positions shall be conducted in accordance with this Section 7.
	7.02. 7.02. Application Forms.
	Applications shall be made as prescribed on the examination announcement.  Application forms shall require information covering training, experience, and other pertinent information, and may include certificates of one or more examining physicians an...
	7.03. 7.03. Disqualification.
	The City Manager or his or her designee may reject any application which indicates that the applicant does not possess the minimum qualifications required for the position.  Applications may be rejected if the applicant has made any false statement o...
	7.04. 7.04. Examination Process.
	The selection techniques used in the examination process shall be impartial and relate to those subjects which fairly measure the relative capacities of the persons examined to execute the duties and responsibilities of the class to which they seek t...
	7.05. 7.05. Promotional Examinations.
	Promotional examinations may be conducted whenever the needs of the City require.  Promotional examinations may include any of the selection techniques approved by the City.  Only regular or probationary employees who meet the requirements set forth ...
	7.06. 7.06. Continuous Examinations.
	Open-competitive examinations may be administered periodically for a single class as the needs of the service require. Applications will be kept on file by the department affected, for as long as that department head or the City Manager deems appropr...
	7.06.01.   7.07. Notification of Examination Results and Review.
	Each candidate of an examination shall be given notice of the results thereof, and if successful, of the final earned score and/or whether or not they have been placed on the employment list.
	7.06.02.   Background Checks.  In accordance with applicable law, background checks will also be conducted for all applicant positions prior to appointment, as well as when the City Manager deems appropriate.
	7.06.03.   7.09. Medical Examinations.
	A medical examination, including drug and alcohol testing, at City expense is required before appointment for all city employees.  Such medical examination will be required only after SanSa conditional offer of employment has been made.  Such examina...
	Only a conditional appointment will be offered to an applicant who has not yet submitted to an authorized examination.  Employment will be contingent on a satisfactory examination. Except in the case of a test for current illegal drug use, any individ...
	7.06.04.   Appointment.  The position of City Manager, City Treasurer, and City Attorney shall be filled by City Council appointment.  All other positions shall be filled by appointment by the City Manager.  All appointments shall be as a regular empl...
	7.06.05.   7.11. Probationary Periods.
	All new employees shall serve a probationary period as outlined in Subsection 5.01 of this manual.  The employee Swill not be eligible to take vacation leave during the first six months of the probationary period. The employee Sshall be eligible for ...
	7.06.06.   7.12. Reports on Probationers.
	Department heads shall be responsible for the preparation and submission of performance evaluations as required by the City Manager. The department head shall recommend retention or rejection of the probationer prior to the expiration of the probatio...
	7.06.07.   7.13. Release Following Promotion.
	An employee released during probationary period following promotion shall be reinstated at his/her former salary step to his/her former position or a position in the class from which he/she was promoted, unless the reason for his/her release is cause...
	7.06.08.   Seniority.  Upon completion of his or her probationary period, an employee’s seniority shall be established.  The seniority date begins at the original date of hire in a regular position.


	SECTION 8 SECTION 8.  SALARY AND COMPENSATION PLAN ADMINISTRATION.
	8.01. 8.01. Salary Ranges.
	The City has adopted certain salary ranges for fulltime City employees.  These ranges may be changed from time to time by City Council action or in accordance with approved agreements, or memoranda of understanding with recognized employee organizati...
	8.02. 8.02. Salary Organization.
	There shall be a salary range for each authorized position.  Each salary range shall include salary steps ( A step, B step, C step, D step, and E step) respectively.
	8.03. 8.03. Administration of Salaries.
	A. The City has a salary schedule which denotes the steps in the pay ranges of the City salary plan.

	8.04. 8.04. Temporary Employees.
	The following policies shall be applicable to temporary employees:
	8.05. 8.05. Part-Time Employees.
	Note the SThe Sfollowing policies shall apply for part-time employees:
	8.06. 8.06. Performance Evaluations.
	8.07. 8.07. Change in Pay Following Promotion.
	When an employee is promoted, he or she shall normally receive the first step in the salary range for the new position. HoweverS, S if Ssuch step is equal to or less than his or her present salary, or he or she would be eligible for step advancement ...
	8.08. 8.08. Re-Classification Change in Pay.
	A reclassification study and change reflect an equity adjustment based on the assigned duties and responsibilities of the position. When a position is reallocated to a classification with a higher pay range, and the incumbent employee retains the pos...
	8.09. 8.09. Pay for Employees in an “Acting” or “Interim” Capacity.
	8.10. 8.10. Employee Benefits.
	The City provides certain benefits for its employees, depending on employee categories. The details of such benefits are set forth in the current City Council Resolution.  The City reserves the right to eliminate or modify any of the benefits at any ...
	8.10.01.   A. Workers’ Compensation.  All employees are covered by Workers’ Compensation, as required by law.  Any on-the-job injuries or illness must be immediately reported to the employee’s supervisor and to the employee performing the Risk Managem...
	8.10.02.   B. Group Medical-Dental-Life-Vision Insurance Benefits.  Regular employees and their dependents may participate in the City’s group medical, dental, life, and vision insurance programs.  All regular employees shall be included automatically...
	8.10.03.   C. Pursuant to the Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA), employees and their dependents are entitled to a continuation option of group health plan benefits coverage at group rates plus costs to the City on the occu...
	qualifying events such as termination and retirement.

	8.11. 8.11. Retirement Plan.
	The City’s retirement program through the Public Employee’s Retirement System is available to employees as provided in the contract between the City and PERS. SRetirementSGenerally, retirement for employees covered hereunder shall be 2.7% at 55 for S...
	8.12. 8.12. Deferred Compensation.
	The City offers to all regular employees a voluntary Deferred Compensation Plan.  The employee may elect to have any amount of money up to the legal limit withheld from their regular paycheck and placed in the Deferred Compensation Plan.  A brochure ...
	8.13. 8.14. Unemployment Insurance.
	Unemployment insurance is provided in accordance with current state and federal laws.
	8.14. 8.15. Damaged Clothing Reimbursement.
	The City will reimburse any employee for the accidental destruction of, or damage to, personal clothing when used on the job.  Reimbursement shall be based on the cost of repair, as approved by the City Manager through a reimbursement claim form, but...
	8.15. 8.16. Mileage Reimbursement.
	Reimbursement shall be made in accordance with the City’s adopted travel policy, except that notwithstanding the travel policy, prior to use of the personal vehicle, the employee must meet the standards and present evidence of coverage as set forth i...
	8.16. 8.17. Uniform Allowance.
	The City will provide uniforms and laundering thereof for each Public Works Department employee and said employees shall wear the uniforms on the job.
	8.17. 8.18. Safety Equipment.
	The City shall provide or reimburse the employee for the cost of safety shoes where required and the cost shall be established by the City.  Additionally, the City will provide a winter weight safety coat in safety orange or yellow as part of the Cit...

	SECTION 9 SECTION 9.  EMPLOYMENT HOURS, LEAVES, VACATION, AND HOLIDAYS.
	9.01. 9.01. Hours of Work.
	City Administration hours are generally from 8:00 A.M.  to 5:00 P.M., Monday through Friday. Work hours for Public Works are generally 7:30 A.M. to 12:00 P.M. and 12:30 P.M. to 4:00 P.M., Monday through Friday. Work hours are subject to change due to...
	9.02. Timekeeping.  Employees are expected to be on time daily and remain on the job throughout the regularly scheduled work day.
	9.02.01.   Nonexempt employees:  Nonexempt employees are required to accurately record and save all actual time worked (including the precise time when they begin and end each work day, the precise time they begin and end an unpaid meal or rest break,...
	9.02.02.   Exempt Employees:  Exempt employees receive a salary which is intended to compensate them for all hours that they may work for the City. Generally, exempt employees receive their full salary for any workweek in which work is performed. Howe...

	9.03. Meal and Rest Periods.  Employees shall have an unpaid one (1) hour lunchmeal period.  Public Works employees shall have a thirty (30) minute lunch break.  Employees shall have two fifteen (15) minute break periods, one in the morning and one in...
	9.04. Lactation Breaks/Accommodation.  Any employee who is nursing an infant child has the right to request a reasonable break each time she needs to express her breast milk (lactation breaks). The lactation break time shall, if possible, run concurre...
	9.05. Overtime.  It is the policy of the City to discourage employees from working in excess of their regular schedule.  Overtime will be required of any non-exempt employee only when necessary for the protection of persons or property, or in other ci...
	9.06. Make-up Time.  Nonexempt employees may request to make up work time missed due to personal obligations on another day in the same workweek. Employees who receive advance approval to make up missed work time may do so only in the same workweek in...
	9.07. Compensatory Time Off in Lieu of Overtime shall be paid for in accordance with the Federal Fair Labor Standards Act.  Compensatory time offTime Off (“CTO”), in lieu of overtime pay, will be granted to an employee under specific circumstances wit...
	9.08. 9.03. Administrative Leave.
	It is the policy of the City to allow employees in the management and mid-management categories to receive administrative leave since they do not receive overtime.  Management employees employed as of January 1 of each calendar year may receive eight...
	9.09. 9.04. Jury Duty and Court Appearances.
	This section shall not apply to any employee who is a named party to an action unrelated to the City and its activities or is serving as a paid expert witness.  In such cases, employees may request vacation or personal leave.
	9.10. 9.05. Leave of Absence.
	Upon written request and in the sole discretion of the City Manager, a leave of absence without pay may be granted to any regular employee Sor reserve police officer Sfor a period not to exceed six (6) months for the following reasons:
	9.11. Attendance Policy/Unauthorized Leave of Absence.  The City requires regular and punctual attendance from all employees. Employees who are going to be absent for a full or partial workday or late for work must notify [their supervisor/City Manage...
	9.12. 9.07. Disability Leave for Pregnancy, Childbirth or Related Medical Condition.
	An employee is disabled by a pregnancy, childbirth or related medical condition, if in the opinion of her own doctor or other licensed health care practitionerS;S, she is unable because of pregnancy, childbirth or related medical condition, to perfor...
	9.13. 9.08. PermanentTemporary Leave of Absence as a Reasonable Accommodation of a Disability.
	9.14. Temporary and  Permanent Disability Resulting from Workplace Injuries.  If an employee’s need for temporary disability leave is due to a work-related injury, all matters relating to an employee’s leave rights, including compensation, benefits, s...
	9.15. Sick Leave.  In order to help prevent loss of earnings that may be caused by accident or illness, the City provides paid sick leave as set forth below.
	9.16. 9.10. Vacation Leave.
	The City provides benefits to eligible employees to enable them to take paid time off for rest and recreation.  The City believes this time is valuable for employees in order to enhance their productivity and to make their work experience with the Ci...
	9.16.01.   9.11. Vacation Leave Accumulation.

	9.17. Holidays.  Where holidays are addressed in an applicable memorandum of understanding, the provisions of the memorandum of understanding shall control.  Where not covered in a memorandum of understanding, regular employees shall be entitled to th...
	9.18. Bereavement Leave.  Employees who have been employed for at least 30 days will be eligible for up to five (5) working days of bereavement leave upon the death of a family member. The five days of bereavement leave do not have to be consecutive, ...
	9.19. 9.14. Military Leave.
	Leave, reinstatement, pay, and benefits for employees of the City shall be provided in accordance with federal law (38 U.S.C. §§ 2021 and following) and California law (Military and Veterans Code §§ 395 and following).
	9.20. 9.15. Family Care and Medical Leave.
	The City provides family careS and medical leave for up to 12 weeks per year in accordance with California’s Moore-Brown-RobertiS, medical, and military exigency leave under both the California Family Rights Act Sand the FederalS(“CFRA”). Should the ...
	9.21. 9.16. Catastrophic Leave Policy.
	(1) (1). The employee has exhausted, or will soon exhaust all his/her accrued paid leave, as a result of a verifiable long-term illness or injury suffered by either the employee or a relative, as defined in Section 1.16.
	(2) (2). The employee has received approval for an unpaid leave of absence from his/her supervisorDepartment Head.

	9.22. 9.17. Standby Duty.
	When necessary and in the interest of city operations, a SDepartment HeadSdepartment head may assign employees to “standby” status.
	9.23. Callback.  When an employee returns to work duty at the request of the Department Headdepartment head or his designee for an emergency or for some other need of the City after said employee has been released from work duty, said employee shall b...
	9.24. Military Spouse Leave (Military and Veterans Code section 395.10).  Qualified California employees will be given up to 10 days leave during that time in which the employee’s spouse or domestic partner is on leave from deployment in a combat zone...
	(3). ProvideQualifying employees who wish to request this leave must provide the City with a written notice of their intention to take Military Spouse Leaverequest for such leave within two (2) business days of receiving official notice that theirthe ...
	9.25. Leave For Educational/Daycare Purposes. (Labor Code sections 230.7 and 230.8).  At any time that the City employs 25 or more persons, the following policy applies:
	9.26. Volunteer Firefighter, Reserve Peace Officer, and Emergency Rescue Personnel. (Labor Code section 230.3 and 230.4).  Nonexempt employees will be granted time off without pay to perform emergency duties as a volunteer firefighter, reserve peace o...
	9.27. Voting Time Off. (Elections Code section 14000).  Employees who do not have sufficient time outside of their regular working hours to vote in a statewide election may request time off to vote. If possible, employees should make their request at ...
	9.28. Leave Related To Domestic Violence, Sexual Assault, Stalking, Crimes Involving Physical Injury and Because a Covered Family Member is Deceased Due to Crime. (Labor Code section 230, 230.1).  The City will provide unpaid time off to an employee w...
	9.29. Crime Victims’ Leave. (Labor Code section 230.2).  The City will provide time off to an employee to attend judicial proceedings related to a crime, if that employee is a victim of crime, an immediate family member of a victim, a registered domes...
	9.30. Leave for Organ and Bone Marrow Donation (Labor Code section 1510).  The City will grant an employee the following paid leaves of absence for the purpose of organ or bone marrow donation:

	SECTION 10 SECTION 10.  DISCIPLINARY ACTION.
	10.01. 10.01. Disciplinary Power.
	The City Manager, or designated representative with vested disciplinary power, shall be allowed full freedom in such matters, it being the intent and spirit of this section to provide a fair and honest approach to municipal employment for every emplo...
	10.02. 10.02. Causes of Disciplinary Action.
	The following list of causes for disciplinary action is included in this Personnel Manual for illustrative purposes only.  The publication of this list does not mean that other causes for disciplinary action may not arise.  The City may discipline an...
	10.03. B. Incompetence.  As used herein, the term “incompetence” shall mean that the employee lacks adequate ability, knowledge or fitness to perform the duties which are within the scope of the employee’s employment.  “Fitness” is a physical or menta...
	10.04. 10.03. Definitions of “Disciplinary Action”.
	The term “disciplinary action” as used in this Personnel Manual shall mean and include:
	10.04.01.   Notice of Disciplinary Action. (Regular Full-Time Employees who are not at-will).  For any disciplinary action involves something other than an oral or written reprimand, a regular full-time employee, who is not at-will, shall be given a n...

	10.05. 10.05. Suspension Prior to Disciplinary Action or Dismissal.
	Prior to the effective date of any disciplinary action or dismissal, the City Manager may suspend, with pay, the affected employee if the City Manager determines such suspension is necessary to protect the health, safety, and welfare of the residents...
	10.06. 10.06. InformedInformal (Skelly) Hearing Procedure.  The following provision typically applies only to regular full-time employees whose employment is not at-will.
	10.07. 10.07. Effect of Dismissal.
	Except as may be otherwise required by law, upon the effective date of dismissal, the City shall cease to provide any benefits for the employee. Benefits for which premiums have been paid shall continue through the period for which the payment applie...
	10.08. 10.08. Layoffs.
	The City Manager may lay off an employee because of material change in duties or organization or shortage of work.  Ten (10) working days before the effective date of a layoff, the Department Head shall notify the Personnel Officer and the City Manag...
	10.09. 10.09. Resignation.
	Any employee wishing to leave the employment of the City in good standing shall file with the Department Head, at least two (2) weeks before leaving the service, a written resignation stating the effective date and reasons for leaving.  The resignati...

	SECTION 11 SECTION 11.  GRIEVANCES.
	11.01. 11.01. Purpose of Grievance Procedure.
	The grievance procedures set forth herein are designed to resolve grievances informally and to provide an orderly procedure for such resolution.  The grievance procedure is to address complaints of misapplication of the Personnel policies, or complai...
	11.02. 11.02. Time Limits.
	Each person involved in a grievance shall act quickly so that the grievance may be solved promptly.  Each person shall make every effort possible to complete action within the time limits contained within these grievance procedures, but with the writ...
	11.03. 11.03. Presentation of Grievance.
	An employee may present a grievance while on duty, provided such use of on-duty time is kept to a reasonable minimum as determined by the City Manager.  Employees should present grievances as soon as possible after the events that gave rise to the em...
	11.04. 11.04. Grievance Procedure/First Step (Informal Discussions).
	Initially, a grievance shall be personally discussed between the employee and his or her immediate supervisor.  The employee shall have a decision or response from the immediate supervisor within five (5) working days.
	11.05. 11.05. Grievance Procedure/Second Step (Formal Grievance).
	11.05.01.   A. If an informal grievance is not resolved to the satisfaction of the grievant, the grievant may file a formal grievance in writing to the Department Head (unless the Department Head is his or her immediate supervisor, or the grievant is ...
	11.05.02.   B. Within five (5) working days after the filing of the formal grievance, the Department Head or City Manager (as the case may be), shall give his or her decision in writing to the grievant.

	11.06. 11.06. Grievance Procedure/Third Step (Appeal).
	If the grievant is not satisfied with the decision rendered by the Department Head or City Manager, the grievant may appeal the decision in writing within five (5) working days to the City Manager or to the City Council if the formal grievance was fi...
	11.06.01.   11.07. Consideration of Appeal.
	Within ten (10) working days of the filing of an appeal, the City Manager or the City Council, as the case may be, shall have a meeting with the aggrieved and/or his or her representative, and other persons as the City Manager or the City Council, as...
	11.06.02.   11.08. Decision on Appeal.
	Within ten (10) working days of the hearing of the appeal, the person or body hearing the appeal shall issue a written decision concerning the employee’s appeal.  That decision shall be final.


	SECTION 12 SECTION 12.  DRUG FREE WORKPLACE.
	12.01. 12.01. Purpose.
	It is the intent of the City to maintain a workplace that is free of drugs and alcohol and to discourage drug and alcohol abuse by its employees.  The City has a vital interest in maintaining safe and efficient working conditions for its employees.  ...
	coworkers, behavior that disrupts other employees, delays in the completion of jobs, and disruption of service to the public.
	12.02. 12.02. Employee Cooperation.
	Early detection of substance abuse problems benefits everyone.  For example, it benefits the employee with the substance abuse problem because it gives him or her the opportunity to correct the problem before it leads to serious harm to the employee ...
	12.03. 12.03. Definitions.
	12.03.01.   A. “Illegal drugs or other controlled substances” means any drug or substance that (a) is not legally obtainable; or (b) is legally obtainable but has not been legally obtained; or (c) has been legally obtained but is being sold or distrib...
	12.03.02.   B. “Legal drugs” means any drug, including prescription drugs and over-the-counter drugs, that has been legally obtained and that is not unlawfully sold or distributed.
	12.03.03.   C. “Abuse of any legal drug” means the use of any legal drug (a) for any purpose other than the purpose for which it was prescribed or manufactured; or (b) in a quantity, frequency, or manner that is contrary to the instructions or recomme...
	12.03.04.   D. “Reasonable suspicion” includes a suspicion that is based on specific personal observations such as an employee’s manner, disposition, muscular movement, appearance, behavior, speech or breath odor; information provided to management by...
	12.03.05.   E. “Possession” means that an employee has the substance on his or her person or otherwise under his or her control.

	12.04. 12.04. Consent for Use of Legal Drugs.
	12.04.01.   Use of Legal Drugs.  The City recognizes that it may be necessary for employees to use legal drugs from time to time.  The City also recognizes that an employee who is using legal drugs might become impaired by the drug such that the emplo...
	and to help assure that no serious adverse consequences in the workplace result from such drug use, employees are required to obtain the City’s consent under the following circumstances.
	12.04.02.   When Consent Is Required.  Employees who know or should know that their use of legal drugs might endanger their own safety or that of some other person, or might pose a risk of significant damage to City property, or might substantially in...
	12.04.03.   Police Department personnel, and employeesDuty to Disclose.  Employees who operate or who are responsible in any way for the operation, custody, or care of City property, or for the safety of other employees or other persons, have a duty t...
	12.04.04.   Restrictions on Work.  The City may restrict the work activities of any employee who is using legal drugs or prohibit the employee from working entirely while he or she is taking such drugs.
	12.04.05.   E. Duty to Refrain from Working.
	If the City chooses to permit an employee to work while using legal drugs, the City’s consent will be based on the understanding that the employee will not report for work while impaired by the drug if such impairment might result in serious harm or ...

	12.05. 12.05. Prohibited Conduct.
	12.05.01.   Scope.  The prohibitions of this section apply whenever the interests of the City may be adversely
	affected, including any time the employee is:
	(1). On City premises (in the course and scope of employment, and not
	as a member of the general public);
	(2). Conducting or performing City business, regardless of location;
	(3). Operating or responsible for the operation, custody, or care of City
	equipment or other property; or
	(4). Responsible for the safety of others.


	12.06. Alcohol.  The following acts are prohibited and subject an employee to discipline in accordance
	with Section 10:
	12.07. C. Illegal Drugs.
	The following acts are prohibited and subject an employee to discipline in accordance with Section 10:
	12.08. D. Legal Drugs.
	The following acts are prohibited and subject an employee to discipline in accordance with Section 10:
	12.09. 12.06. Disciplinary Action.
	12.09.01.   Dismissal  for Violation.  Any violation of this Section 12 may result in discipline, up to and including dismissal ,
	depending on the circumstances.
	12.09.02.   B. Effect of Criminal Conviction.
	An employee who is convicted under a criminal drug statute for a violation occurring in the workplace or during any City-related activity or event will be deemed to have violated this Section 12.

	12.10. 12.07. Drug Free Awareness Program.
	12.10.01.   A. Management Awareness.
	Managers and supervisors should be attentive to the performance and conduct of those who work with them and should not permit an employee to work in an impaired condition or otherwise in violation of this Section 12.  When management has reasonable s...
	taken.

	12.11. B. Criminal Convictions.
	Employees are required by this Section 12 to notify the City of any conviction under a criminal drug statute for a violation occurring in the workplace or during any City-related activity or event, not later than five days after any such conviction. ...
	12.12. 12.08. Unregulated or Authorized Conduct.
	12.12.01.   A. Customary Use of Over-the-Counter Drugs.
	Nothing in this Guideline is intended to prohibit the customary and ordinary purchase, sale, use, possession, or dispensation of over-the-counter drugs, so long as such activity does not violate any law or result in an employee being impaired by the ...
	12.12.02.   B. Off-the-Job Conduct.
	Nothing in this Section 12 is intended to regulate off-the-job conduct, so long as the employee’s off-the-job use of alcohol or drugs does not result in the employee being under the influence of or impaired by the use of alcohol or drugs in violation...
	12.12.03.   C. Use of Alcohol or Legal Drugs.
	The City Manager or his or her designated representative will maintain a list of circumstances in which the use or possession of certain legal drugs or alcohol is authorized (such as certain medicine or drugs in medicine chests or alcoholic beverages...

	12.13. 12.09. Qualified Disabled Employees.
	12.13.01.   A. Commitment to Employ Disabled Individuals.
	Nothing in this Section 12 is intended to diminish the City’s commitment to employ qualified disabled individuals or to provide reasonable accommodation to such individuals.

	12.14. B. Reasonable Accommodation.
	If an employee’s use of a legal drug is related to an illness or a disability condition, and the employee voluntarily self-identifies himself or herself as an ill or disabled individual to the City in connection with an effort to determine whether it...
	12.15. Confidentiality.  Disclosures made by employees concerning their use of legal drugs will be treated confidentially and will not be revealed to managers or supervisors unless there is an important work-related reason to do so in order to determi...
	12.16. 12.11. Drug/Alcohol Testing.
	SA.S  For the purposes of this Subsection S12.11S12.16, the following definitions apply:

	SECTION 13 SECTION 13.  TECHNOLOGY USE AND PRIVACY POLICY
	13.01. 13.01. General.
	The City provides various Technology Resources to authorized employees to assist them in performing their job duties for the City. Each employee has a responsibility to use the City's Technology Resources in a manner that increases productivity, enha...
	13.02. A. Technology Resources Definition.
	Technology Resources consist of all electronic devices, software, and means of electronic communication including, but not limited to, the following: personal computers and workstations; tablets; laptop computers; mini and mainframe computers; comput...
	13.03. Authorization.  Access to the City's Technology Resources is within the sole discretion of the City. Generally, employees are given access to the City's various technologies based on their job functions. Only employees whose job performance wil...
	13.04. Use.  The City's Technology Resources are to be used by employees only for the purpose of conducting City business. Employees may, however, use the City's Technology Resources for the following incidental personal uses so long as such use does ...
	violate any City policy:
	13.05. D. Improper Use.
	13.05.01.   (1). Prohibition Against Harassing, Discriminatory and Defamatory
	Use.  SUse.
	The City is aware that employees use SemailSelectronic mail for correspondence that is less formal than written memoranda. Employees must take care, however, not to let informality degenerate into improper use. As set forth more fully in the City's S"...
	13.05.02.   E. Prohibition Against Violating Copyright Laws.
	Employees must not use the City's Technology Resources to copy, retrieve, forward or send copyrighted materials unless the employee has the author's permission or is accessing a single copy only for the employee's reference.
	13.05.03.   Other Prohibited Uses.  Employees may not use the City's Technology Resources for any illegal purpose, violation of any City policy, in a manner contrary to the best interests of the City, in any way that discloses confidential or propriet...

	13.06. 13.02. City Access To Technology Resources.
	All messages sent and received, including personal messages, and all data and information stored on the City's SemailSelectronic-mail system, voicemail system, or computer systems are City property regardless of the content. As such, the City reserve...
	13.07. Privacy.  Although the City does not wish to examine personal information of its employees, on occasion, the City may need to access its Technology Resources including computer files, emailelectronic-mail messages, and voicemail messages. Emplo...
	13.08. Passwords.  Certain of the City's Technology Resources may be accessed only by entering a
	password. Passwords are intended to prevent unauthorized access to information. Passwords do not confer any right of privacy upon any employee of the City. Thus, even though employees may maintain passwords for accessing Technology Resources, employe...
	13.09. C. Data Collection.
	The best way to guarantee the privacy of personal information is not to store or transmit it on the City's Technology Resources. To ensure that employees understand the extent to which information is collected and stored, below are examples of inform...
	13.10. Deleted Information.  Deleting or erasing information, documents, or messages maintained on the City's Technology Resources is, in most cases, ineffective. All employees should understand that any information kept on the City's Technology Resou...
	13.11. 13.03. The Internet And On-Line Services.
	The City provides authorized employees access to on-line services such as the Internet. The City expects that employees will use these services in a responsible way and for business-related purposes only. Under no circumstances are employees permitte...
	13.12. 13.04. Monitoring
	.  The City monitors both the amount of time spent using on-line services and the sites visited by individual employees. The City reserves the right to limit such access by any means available to it, including revoking access altogether.
	13.13. 13.05. Software Use.
	13.13.01.   A. License Restrictions.
	All software in use on the City's Technology Resources is officially licensed software. No software is to be installed or used that has not been duly paid for and licensed appropriately for the use to which it is being put. No employee may load any s...

	13.14. 13.06. Confidential Information.
	The City is very sensitive to the issue of protection of privacy and City business, of trade secrets and other confidential and proprietary both the City and third parties (S"S''Confidential InformationS"S''). Therefore, employees are expected to use...
	13.15. Software For Home Use.  The City endeavors to license its software so that it may be used on portable computers and home computers in addition to office computers. Before transferring or copying any software from a City Technology Resource to a...
	13.16. Security.  The City has installed a variety of programs and devices to ensure the safety and security of the City's Technology Resources. Any employee found tampering or disabling any of the City's security devices will be subject to discipline...

	SECTION 14 SECTION 14.  TELEPHONE AND CELLULAR PHONE USE POLICY.
	1.01. 14.01. Refer to the City of Hughson approved Telephone and Cellular Phone Use Administrative Policy Authorization.
	14.01.  The City Manager may authorize assignment and use of a City cellular phone by any individual employee or department of the City in accordance with this policy.
	1.01. 14.02. Use and Procedures.
	1.01. 14.03. Cellular Service Billing.
	1.01. 14.04. Telephone Policy.
	Employees are requested to keep all personal telephone calls to a minimum.  Friends and relatives should be discouraged from calling during working hours unless there is an emergency.  Under no circumstances should an employee make or charge a Slong ...

	SECTION 15 SECTION 15.  MISCELLANEOUS.
	15.01. 15.01. Amendments.
	These rules and regulations may be amended at any time by the City, provided that amendments shall not be made until after consultation in good faith with representatives of any employee organization or organizations purporting to represent employees...
	15.02. 15.02. Training of Employees.
	The City may participate in paying tuition fees, cost of textbooks, or other incidental training expenses.  There will be a dollar limit per semester or course.  Prior to school participation, an employee must have permission from the City Manager in...
	15.03. 15.03. Outside Work.
	Gainful employment outside an employee’s regular City position shall be considered a privilege subject to regulation and not a right. No employee shall engage in a gainful occupation outside his or her SCityScity position which is incompatible with h...
	15.04. 15.04. Severability.
	If any paragraph, sentence, clause, phrase, or section of this Personnel Manual is determined by a court of competent jurisdiction to be invalid, such determination shall not affect the validity of the remaining paragraphs, sentences, clauses, phrase...
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