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RESOLUTION NO. 2000-012

ARESOLUTIONOFTHECITY COUNCIL OFTHECITY OF REEDLEY
ADOPTING REEDLEY PERSONNEL POLICIES AND PROCEDURES

WHEREAS, the City Council of the City of Reedley wishes to have current personnel policies and
procedures to ensure the proper, fair, and consistent management of personnel matters; and

WHEREAS, personnd policiesand procedures have been devel oped by the City Manager’ soffice; and

WHEREAS, the City Manager’ soffice provided adraft of the personnel policiesand procedures dated
January 5, 2000, to all employees, and thereafter met and conferred with employee groupsto review said draft
document; and

WHEREAS, input and comments were considered and where appropriate incorporated into the
document; and

WHEREAS, the City Council reviewed the Personnel Policiesand Procedureson March 28, 2000; and

WHEREAS, al employees and employee groups were notified of the proposed revisions and invited
to comment; and

WHEREAS, the Reedley Personnel Policesand Procedures provided for administrative policieswhich
can clarify personnel issues or be implemented to conform with State and Federal employment laws and
regulations.

NOW, THEREFORE, BE IT RESOLVED that the City Council of the City of Reedley does hereby
adopt the Reedley Policies and Procedures dated March, 2000.

Theforegoing Resolution No. 2000-012 was duly adopted at aregular meeting of the City Council of
the City of Reedley held the 25" day of April, 2000, by the following vote:

AYES. Taguchi, Soleno, Gobby, Brown, Rhodes.
NOES: None.
ABSTAIN: None.
ABSENT: None.

/sl
Joseph P. Rhodes, Mayor

ATTEST:

/s
Elizabeth Vines, City Clerk




INTRODUCTION

Each employee of this City is important and plays an essentia role in our effort to provide the
community with ahigh level of service. Thismanual is provided asaguide to each employee. When
properly used it will provide reference to important City personnel policies and procedures.

New laws may require change in apolicy or procedure. When the need arises, the City will meet to
discuss appropriate changes in this manual.

Theinitia manual will be provided at the time of hire. When changes are made, new issues will be
given to each employee.

These rules supersede and replace al previous personnel policies, practices and guidelines and shall
control all personnel practices of the City except where a Memorandum of Understanding with an
employeebargaining group expressy createsaparticul ar and specific written exception or alternative.

These rules may be supplemented, interpreted, and implemented by administrative policiesissued by
the City Manager.

These rules and regulations shall cover al employees in the classified and unclassified service as
defined.

Theserules shall be administered by the City Manager subject to ordinances and/or resolutionswhich
arein effect. These rules may be modified, interpreted or clarified by the City Manager in writing,
reviewed by the City Attorney, and/or adopted by the City Council. Any such changes, where
appropriate, will be subject to meet and confer.

Each department has the responsibility to adopt such rules and regulations for its department as are
necessary for the efficient operation of the department. Such rulesand regul ations must be submitted
to the City Manager for approval and are equally as binding on the employee astherules, regulations
and policies contained in these procedures, and where appropriate, are subject to meet and confer.



Allocation

Anniversary Date

Appeal

Applicant

Appointing Authority

Appointment

Benefit Date

Assembled Examination

Certification

Class

Class Series

Classification

DEFINITIONS

The assignment of a position to its appropriate class in relation to
duties performed, and the authority and responsibilities exercised.

The date on which an individua is placed on the City payroll as a
full-time employee. The anniversary date shall not change unless an
employee is removed from the City’s payroll.

An application for review of an alleged grievance submitted or
ingtituted by an employee to higher authority.

An individua who has completed and submitted an application for
employment with the City.

The City Manager (or designee) shall be the appointing authority for
al officers and employees of the City except elective officers, the
City Attorney, and persons appointed by the Mayor or City Council
to the commissions, committees, or other boards.

The hiring of a person to a position.

The date which determines eligibility for salary or benefit increases.
Such increasesin salary or benefits shall be effective the benefit date.

An examination for which applicants are required to appear a a
specific place for the purpose of taking a test.

Endorsement as meeting required minimum standards for a vacant
position.

A group of positionswhich are sufficiently alikein general dutiesand
responsbilities to warrant the use of the same title, class
specification, and pay range.

A number of classes of positionswhich are substantially similar asto
the types of work involved and differ only in rank as determined by
theimportance of the duties and degree of responsibility involved and
the amount of training and experience required. Such classes
constitute a series.

The act of grouping positions in classes with regard to:
* duties and responsibilities
* requirements asto education, knowledge, experience,
and ability



Class Specification

Classification Plan

Classified Service

Compensation Plan

Compensation

Compensatory L eave

Day

Demotion/Downgrade

Department

Designees

Dismissal

Division Head

Eligible

* testsof fitness; and
* rangesof pay.

A written description of a class consisting of a classtitle, a genera
statement of the level of work and of the distinguishing features of
work, examples of duties, and the desirable qualifications for the
class.

The official or approved system of grouping positionsinto
appropriate classes consisting of:

e anindex to the class specifications,

» the class specifications; and

* rulesfor administering the classification plan.

All positions in al departments of the city as set forth in the salary
schedule and position allocation list, except those positions
designated as being in the unclassified service.

The officia schedule of compensation approved by the City Council
assigning one or more rates of pay to each classtitle.

The standard rates of pay which have been established for the
respective classes of work, as set forth in the compensation plan.

Time off from work in lieu of monetary payment for overtime
worked.

“Day” isany calendar day unless otherwise specified.

Assignment of any employee from one class to another which has a
lower maximum rate of pay.

The primary organizational unit whichisunder theimmediate charge
of a department head who reports directly to the City Manager.

Use of the term, City Manager, includes therein his’her designees,
who shall have the same authority as the principa for that matter so
delegated.

Separation from City employment.

“Divison Head” is the Administrative Supervisor to whom the
Immediate Supervisor reports.

A person who has successfully met required qualifications for a
particular class.



Employee

Examination

Full-Time Employee

Grievance

Immediate Family

I mmediate Super visor

Leave

Merit Pay Increases

Overtime

Overtime Pay

An individua who is employed by the City and is compensated
through the City payroll for his/her services. Individuals or groups
compensated on afee basis or who are not in an assigned pay range,
part-time and temporary employees are not included. Synonymous
with “Incumbent.”

The process of testing, evaluating, or investigating the fitness and
qualifications of applicants and employees.

An employee working 2,080 hours per year and receiving benefits.

“Grievance” shall mean any claimed violation, misinterpretation or an
inequitable application of the existing memorandum of understanding
or of the written rules, procedures and regulations of the City which
adversely affects an individual grievant or a specified group of
grievants; provided, however, that such terms shall not include an
action regarding disciplinary proceedings or any other matterswhich
are otherwise reviewable pursuant to law or pursuant to any rule or
regulation having the force and effect of law.

A member of theemployee' simmediate family isdefined asaspouse,
son, daughter, brother, sister, father, mother, mother-in-law, father-
in-law, or grandparent. At the sole discretion of the City Manager,
this definition may be extended on an individual basisto include any
other relative living in the employee' s home.

“Immediate Supervisor” is the first level administrator having
immediate jurisdiction over the grievant who has been designated to
administer grievances.

An approved type of absence from work as provided for by these
rules.

An increase in compensation established in the compensation plan
which may be granted to an employee for meritorious service and
completion of minimum prescribed period of employment intheclass.

Authorized time worked by an employee in excess of his/her tota
normal hours per week worked.

Compensation paid to an employee for overtime work performed in
accordance with these rules.



Pay Range

Pay Rate

Per sonnel Officer

Position

Probationary Period

Promotion

Regular Appointment

Regular Employee

Separation

Suspension

Transfer

One or more, but commonly five (5) specific pay rates, assigned to
aclass of positions as the compensation for that class which may be
paid to employee based upon merit.

A specific dollar amount, expressed as either an annual rate, a
monthly rate, a biweekly rate, or an hourly rate, as shown in the pay
plan of the City.

The City Manager or his designee.

Any office or employment, whether occupied or vacant, full-time or
part-time, consisting of duties and responsibilities assigned to one
individual.

The working test or tria period of employment beginning with the
date of an employee'sfirst day of work during which the employee
may be separated or demoted from employment without cause or
reinstated back to their previous position, if available and acceptable
to that department head.

Assignment of an employee from one class to another which has a
higher maximum rate of pay and for which a further probationary
period will be served.

An appointment without time limitation, or special restrictions asto
continued employment, other than completion of the probationary
period to a position authorized to be filled and made as aresult of a
certification as prescribed by these rules.

A full-time employee in the classified service who has successfully
compl eted the probationary period and has been retained as provided
for in these rules.

Separation of an employee from employment with the City for failure
to complete probation or for failure to meet requirements of City
employment as provided in Section 4.50.

An enforced leave of absence with or without pay:
» for disciplinary purposes, or
e pending investigation of charges made against an
employee.

Assignment of an employee from one position to another position.
Transfers can take place within a department, between departments,
between positions of the same pay range, between positions of the
same class or between positions of different classes.
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Unclassified Service

Work Day

Y-Rating

Offices and positions held by elected City Officials, the City
Manager, department heads and the City Attorney. Unclassified
service shall mean positions excepted from the classified service,
unless otherwise provided, including all elected officials, department
heads; appointment to non full-time employment, or other limited-
term positions and contract positions compensated on an hourly flat-
rate or fee-for-service basis unless designated classified by the City
Council. Unless otherwise provided, the unclassified service shall
generally include postions responsible for the formulation or
effective recommendation of policy, positionsin a direct reporting
relationship to elected officials and non-regular employees. Except
as expressly provided to the contrary in writing or in a written
contract or agreement, all personsin unclassified service shall serve
at the will of, and be subject to separation from employment without
cause by, their appointing authority, provided, however, that
department heads without contracts shall retain such rightsasmay be
conferred upon them by law.

Scheduled number of hours an employeeisrequired to work per day.
The process whereby an employee does not receive less pay when

promoted, downgraded or demoted, notwithstanding the pay rate
assigned to others in the classification.



Section 1.00

Classification




1.10

1.20

1.30

1.40

1.50

SECTION 1.00 - CLASSIFICATION

Purpose. The classification plan provides a complete inventory of all positions in the City
service and an accurate description and specificationsfor each class of employment. Theplan
standardizestitles, each of whichisindicative of adefinite range of dutiesand responsibilities
and has the same meaning throughout the classified service. The classification plan may
contain classes to which there are no current allocation of positions in order to provide for
future organizational growth or changes in organizational structure.

Composition of the Classification Plan. The classification plan shall consist of:

€. agrouping in classes of positions which are approximately equal in difficulty and
responsibility, which call for the same genera qualifications, and which can be
equitably compensated within the same range of pay under similar working conditions

f. classtitles, descriptive of the work of the class, which identify the class; and
g. written specifications for each class of positions; and

Administration of the Classification Plan. The City Manager is charged with maintenance
of the classification plan so that it will reflect the duties performed by each employee in the
classified service and the class to which each position is allocated. It is his’/her duty to
examine the nature of the positions as they are created and to allocate them to the existing
classor to create new classes, if there are no appropriate existing classes. The City Manager
is aso responsible for periodically reviewing the entire classification plan and initiating
appropriate changes in allocations of the plan.

Classification Changes. Whenever anew positionisestablished, or duties of an old position
changed, department heads shall submit inwriting acomprehensivejob description describing
in detail the duties of such a position. The City Manager shall thereupon investigate the
actual or suggested duties and approve or change such recommendations.

Reclassification. Reclassification requests shall be submitted by the Department Head to the
City Manager during the designated window period, March 1 through April 30. Whenever
amaterial change in duties or responsibilities of any existing position in the City classified
service occurs, the City Manager, on higher initiative or upon arequest of the Department
Head, may investigate the duties of the affected positions. The reclassification of aposition
that entails substantive changes in conditions and/or terms of employment as defined by
Government Code Section 3500 - 3510 shall be subject to meet and confer.



Section 2.00

Employee




2.10

2.20

2.30

240

SECTION 2.00- EMPLOYEE SELECTION

Recruitment. A department may limit arecruitment or promotional opportunity to current
City employees. Generally recruitments for promotional opportunities involving positions
other than Executive Management shall be posted for a period of seven (7) calendar days
prior to initiating an open (outside) recruitment to encourage current employeesto apply for
positions. The decision to recruit on a promotional or open basis will depend upon the
availability of in-house applicants as determined by the City Manager. Individuals shall be
recruited from a geographic area as wide as necessary to assure obtaining well qualified
candidates for the various types of positions. Employment, therefore, shall not be limited to
residents of Reedley. The City Manager will determine the most appropriate method for
recruitment.

Notification. The Department Head shall prepare recruiting notices to publicize vacancies
and to provide candidates for vacant positions when appropriate. Such various media of
publicity shall be used as might be expected to bring notice of vacanciesto qualified persons.

When position vacancies occur, the requirements for the position must be established
prior to the beginning of the recruitment process. Applicants must be clearly informed
of both the required and the “desirable’” employment qualifications.

V acancies should be published in a position vacancy announcement, which may include,
but not be limited to, the following information:

» ClassTitle

» Sdary Range

» Description of Duties

* Qudification Standards (with “mandatory and “ preferred” designated)
» Officeto be contacted regarding the position

» That the City of Reedley is an Equal Opportunity Employer

* Probable closing date for screening application

* Examination plan

Acceptanceof Applicants. Each candidatefor municipa employment may make application
in the manner prescribed by the City Manager. Such information may be required as is
deemed necessary in order to judge the applicant’ s fitness.

References. Aspart of the pre-employment procedure, former supervisors, employers, and
references provided by the candidates shall be checked. Reference checks made by personal
or telephone contact shall be completed prior to an offer of employment, and the information
shall be made part of the application file. All such information isto be handled as privileged
information and coordinated with the Department Head. In order to enhance response to
reference check inquiries, the Department Head shall provide a standard written disclosure
authorization and rel ease statement for appropriate candidates approval.

10



2.50

2.60

2.70

Disqualification. Any applicant may be removed from further consideration at any timethe
application or an applicant:

a. does not possess the minimum qualifications,

b. has established an unsatisfactory employment or personnel record as evidenced by
reference check of such a nature as to demonstrate unsuitability for employment;

c. has made false statement of any material fact or practiced deception in his/her
application;

d. does not meet the physical requirements and/or does not submit or pass the
mandatory physical examination and/or psychological examination.

e. does not reply to a mail inquiry within ten calendar days or does not return a
telephone inquiry within two days; unless due to extraordinary circumstances,

f. falsto accept appointment within five working days or to report for duty within the
time prescribed in the offer unless due to extraordinary circumstances,

g. failsto passdrug/alcohol screen, if applicable, or
h. failsto pass other department specific requirements for the position.
All applicants disqualified shall be notified in atimely manner.

Equal Opportunity Policy Statement. The City of Reedley is committed to the policy of
equal employment opportunity. In its commitment to this policy the City seeks to establish
and maintain employment environment and an employment system free from discrimination.
All employment decisions and actions are to be free from discrimination due to race, color,
religion, sex, national origin, age, pregnancy, medica condition, or handicap except where
such factorsare determined to be bonafide occupation qualification. Where possiblethe City
will make reasonable accommodationsfor the handicapped and comply with state and federa
laws.

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 recruitment or selection technique shall be used which, in the opinion of the City Manager,
is not justifiably linked to successful job performance.

ENTRANCE EXAMINATIONS

2.80

Competitive Examination. All applicantsfor the positionsin the classified service may be
subject to competitive examinations. All such tests shall be either assembled or unassembled
as provided for in these rules. Assessment Centers fall into this classification.

11



2.90

2.100

2.110

2.120

Types of Examinations. Thetest held to establish alist of dligible candidates for any class
shdl consist of one or more of the following parts as determined by the Department Head in
consultation with the City Manager.

a. Written Test. This part, when required, shall include a written demonstration
designed to show the familiarity of competitors with the knowledge involved in the
class of positions to which they seek appointment, their ability to follow written and
ora instructions, the range of their general information, or other general education
attainments

b. Oral Test. An oral test consisting of an interview, oral examination, and evaluation
may be used solely when awrittentest isunnecessary or impractical, or in conjunction
with other tests.

c. Performance Tests. Thispart, when required, shall include such tests of performance
or trade as would determine the ability and manual skills of competitors to perform
the work involved.

d. Physical and/or Psychological Test. This part, when, required shall consist of tests
of bodily condition, muscular strength, agility, physica fitness and mental fitness of
competitors, when necessary for actual job performance. Thismay be given aweight
in the examination or may be used in excluding from further examination applicants
who can not meet the minimum required standards.

e. Training and Experience. This part, when required, shall be in view of education,
experience and specia requirements contained in the public notice of the examination
or supplementary data as may be designated. Results of the reference checks, as
provided for in Section 2.00, shall be a part of the evaluation of training and
experience.

Rating Examinations. The Department Head shall determine rating criteriafor applicable
testing elements. Candidates may be required to obtain at least a minimum qualifying rating
on each test.

Notification of Examination Results. Each person who takes an examination component
shall be notified of the results and as to whether or not the person will be considered further.
Those who progressto the digibility list will aso be advised, including the anticipated active
life of such list. Each person who participates in the process shall be entitled to inspect their
examination paperswithin ten days of notification of the results, but examination papers shall
not be opened to the general public. Such inspection shall be permitted, by appointment with
the applicable department, during regular business hours.

Eligibility List. The digibility list shall contain the names of candidates who successfully
compl ete the designated entrance examinations, as provided for in Section 2.90 (a-d) above.
Namesshall belisted alphabetically without referenceto actua scores. Thelist shall normally
be active for a one year period. However, considering the quantity and quality of the

12



2.130

remaining candidates, the City Manager may extend or deactivate it based upon the
recommendation of the user department head(s). A candidate may waive acceptance of ajob
offer and still remain on thelist during its designated life, if the City Manager determines that
extenuating circumstances justify such action.

Department Certification. The Department Head shall certify candidates, along with
appropriate records, for further consideration, evaluation and possible selection. All
candidates on an dligibility list need not be certified. Rather, the number of certified
candidateswill be based upon the number of qualified candidates and the number of vacancies
in the department. The Department Head will certify alphabetically a group of qualified
candidateswhich, in his/her judgment, isappropriatefor the particular positionto befilled and
assuming sufficient qualified candidates, will attempt to include an average of three qualified
candidates for each vacancy.

APPOINTMENTS

2.140

Types of Employee Appointments. The following types of appointments may be made to
the City Servicein conformity with the rules established: regular, probationary, non full-time,
and conditional.

a. Regular Employees. A regular employee works full-time and on a continuing basis

b. Probationary Employees. Thoseemployeeswho havenot completed their established
probationary period.

c. Non Full-Time Employees. Non full-time employeesareindividualswho work on an
at-will basis and for a specified period of time. Such employees are distinguished
from regular employeeswho work full-time and who receive benefits. Compensation
for non full-time employeesis based on either the hourly rate for the classification of
work performed or on an hourly rate set by compensation schedules established by
the City Manager. The policy governing non full-time employment are

1) any non full-time appointment may be made from an eligibility list. Any person
on an dligibility list who accepts employment in a non full-time capacity shall
retain his’her place on such ligt;

2) anonfull-time employee shall receive no credit for any purposefor timeemployed
in anon full-time capacity;

3) any non full-time employee serves at-will and may be removed by the Department
Head at any time, with or without cause, and without the right of appeal or
hearing.

d. Conditional Employee Appointments. Those persons to whom an offer of
employment has been made conditional on the person successfully completing or

13



2.150

passing a test, criteria or investigation. Such conditional employee appointments
might include requirements to pass a physica or psychological examination, pass a
drug and/or alcohol test, secure and produce proper certification or credentials, or
have a satisfactory background or reference check completed. Such employees may
have ajob offer withdrawn anytime prior to appointment as a probationary, regular
or non full-time employee.

Lateral Entry Program.

a. Policy. It isthe policy of the City of Reedley to accept qualified personnel for
employment through lateral entry.

b. Definition. For purposes of thispolicy, Lateral Entry is defined as the employment
of personnel at alevel of pay and benefits commensurate with the experience gained
in an organization other than the City of Reedley

c. ProbationPeriod. All accepted candidatesshall serveaoneyear probationary period
and must satisfy such probationary requirements as normally required

d. Compensation. Authorization to commence employment above the first salary step
may be made by the City Manager if, after proper documentation by the appointing
authority as determined that such action is in the best interest of the City. Due
consideration will be given to compensation received by incumbents.

e. Benefits. A person will not be credited with previous benefits from other agencies
other than time in service for retirement if they are with PERS.

PROMOTIONS

2.160

2.170

Promotion Policy. The decision to recruit on apromotional or open basiswill depend upon
the availability of qualified in-house applicants. A department may limit a promotional
opportunity to current City employees. In most instances recruitment for the most suitable
candidate will begin (advertising out and inside) assoon asresignationsarefiled. Promotions
in every case must involve a definite increase in duties and responsibilities and shall not be
made merely for the purpose of effecting an increase in compensation. The procedure for
selection e.g. assessment center, interview, other tests, etc., is determined by Section 2.90.

Promotional Probationary Status. Upon promotion to ahigher classification the employee

so promoted shall be considered asaprobationary employeein the new classification but shall
retain al benefitsnormally assigned to aregular employee. (See Section 2.00, Section 2.230)

14



PROBATION

2.180

2.190

2.200

2.210

2.220

2.230

Object The probationary or working test period is an integral part of the examination
process. It shal be utilized to observe closely the employee’s work, to secure the most
effective adjustment of a new or promoted employee to the position, and to reject any
employee whose performance does not meet required work standards.

Duration. The probationary period for all employeesis 12 months. If a department head
requestsinwriting, an extension of an established probationary period prior to expiration, the
City Manager may extend the probationary period of a particular employee for a single
interval of three months beyond the end of the normal probationary period.

Evaluation of Performance. Throughout the full probationary period, the employee's
supervisor should inform the employee when he/sheis not performing satisfactorily and isnot
meeting probationary test period requirements. A written evaluation will be administered to
al probationary employees during the probationary period. Failure of the department to
provide a written evaluation shall not mean that the employee has satisfactorily completed
probation.

Dismissal. During the probationary period, the Department Head may terminate from
employment any employee in the sole discretion of the Department Head. The Department
Head shall immediately notify the City Manager and the employee of the termination for
failure to satisfactorily complete probation. Probationary employees are subject to
termination without cause, and without any right to appeal or hearing, except as may
otherwise be required by statute.

Probationary Period Reports. Prior totheexpiration of an employee’ sprobationary period,
the Department Head shall notify the City Manager whether the service of the employee has
been satisfactory and whether the employee will continue in his/her position.

Failureto Complete Probation. An employee who does not successfully complete hisher
probationary period may be reinstated to a position in the class occupied by the employee
immediately prior to hisher promotion only if there is a vacancy in the department. If a
vacancy exists in another department in the City, such employee may be considered along
with other applicants.
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3.20

SECTION 3.00 - COMPENSATION/BENEFITS

Compensation. The compensation plan includes the basic salary schedule as adopted by the
City Council in the budget and subsequent amendments thereto, and the schedule of salary
ranges as adopted by the City Council. Such schedule consists of minimum and maximum
rates of pay and intermediate steps, as applicable, for all classes of positions included in the
classification plan.

Use of Salary Ranges. Sdary ranges are intended to furnish administrative flexibility in
recognizing individual differences among positions allocated to the same class, in providing
employee incentive, and in rewarding employees for meritorious service. The following
genera provisions shall govern the granting of within-the-range increases:

f.  The minimum rate established for the classis the normal hiring rate, except in those
cases where unusual circumstances appear to warrant appointment of an employee at
ahigher rate. Appointment above the minimum step rate may be made when the City
Manager determinesthat it is necessary in the best interest of the City. Approval will
be based on qualifications of the applicant being in excess of the requirementsfor the
class, that there is a shortage of qualified applicants available at the minimum step,
and that qualified applicants decline employment at the minimum step

g. Non-Management. Thirty (30) days prior to completion of one year, employeeswill
be considered for salary increase. A merit evaluation form must be provided for each
sdary increase. The evaluation shall be accompanied by a written recommendation
for either advancement to the next salary step or retention at the current step.
Incumbents appointed at the first step of the salary range will be eligible for
consideration for placement at the next step of the range at the end of the
probationary period. If advancement is approved by the City Manager, the
employee's new step shall be effective on the first day of the pay period next
following the benefit date. The City Manager monitors evaluation prior to step
increase. The City Manager approves all step increases.

h. Theremaining steps are reserved to reward employees for satisfactory performance
and service. At least thirty (30) days prior to each succeeding anniversary,
department heads will forward to the City Manager a performance evaluation. The
evaluation shall be accompanied by awritten recommendation for either advancement
to the next salary step or retention at the current step. All such advancements and
retention must be approved by the City Manager.

3.30 Management Employees. On appointment, the City Manager may grant anew management

employee a beginning salary not to exceed the maximum of the range for the affected class.
Such salary should reflect ajudgment as to the ability of the employee to achieve expected
performance standards within anticipated time frames.
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Total Remuneration. The salary rate and benefit schedule established for a position shall
represent the total remuneration for the employee, not including reimbursement for out of
pocket cost and official travel. Except as otherwise authorized by the City Manager, no
employee shall recelve pay from the City in addition to the salary authorized under the
schedules provided in the pay plan for services rendered by him either in the discharge of his
ordinary duties or any additional duties which may be imposed upon him or which he may
undertake or volunteer to perform. No reward, gift, or other form of remuneration in
addition to regular compensation shall be received from any source by employees for
performanceof their dutiesunlessin accordancewith written, administrative guidelinesissued
by the City Manager.

Compensation on Promotion. Any employeewho is promoted to aposition in aclasswith
a higher salary range shall receive a pay raise of not less than five percent (5%), but in no
event shall the pay raise be greater than the top step of the new salary range.. An employee
thus promoted is therefore assigned to a new benefit anniversary date effective on the date
of promotion.

Compensation on Demotion. Any employee who is demoted to a position in a class with
alower salary range shall have his’her salary reduced to the salary step in the range for the
lower class which is closest to the employee’s current salary. He/she shall retain hisher
current anniversary date.

Compensation on Transfer. Any employeewho istransferred from one position to another
position in the same class, or to another position in aclass having the same salary range, shall
be compensated at the same step in the salary range as he/she previoudly received and hisher
saary anniversary date shall not change.

Compensation on Changein Range Assignment. Whenever aclassisreassigned to either
a higher or lower salary range, the salary of each incumbent in such class on the date the
reassignment is effective shall be adjusted to the step in the new range that corresponds
nearest the amount to the step he/she was receiving in the former range, and not necessarily
an increase, and he/she shall retain the same salary anniversary date. When a salary range
reassignment becomes effective on the same date as an employee’ s sdlary anniversary date,
he/she shall first receive any increase within the range to which he/she is entitled and then
receive the corresponding step adjustment.

Compensation on Position Reclassification. The salary of an employee in a position that
isreclassified shall be determined as follows:

a. If thepostionisreclassified to aclasswith the same salary range asthe previous class
and if theincumbent is appointed to the reclassified position, the salary range and the
sdary anniversary date of the employee shall not change. This provision shall also
apply to change of classtitle.

18



3.100

3.110

3.120

b. If the position isreclassified to a class with a higher salary range than the previous
class, and if the incumbent is appointed to the reclassified position, then the salary of
such employee shall be governed by Rule 3.50.

c. If the position is reclassified to a class with a lower salary range than the previous
classand if the incumbent is appointed to the reclassified position, hisher salary shall
not change. If higher salary is greater than the maximum step of the lower salary
range, his’her salary shall be “Y” rated until such time as the general cost-of-living
increase, inequity adjustment, or other salary increase result in a monthly salary
appropriatefor theclass. Theemployee' ssalary anniversary date shall not changeand
he/she shall not be required to serve a new probationary period.

Out-of-Rate. Employees whose classifications are represented by a Bargaining Unit shall
receive out-of-rate pay in accordance with the applicable Memorandum of Understanding.
Non-represented employees shall receive a minimum of a 5% increase after working one
complete continuous month at the higher classification level each time he/she is assigned.

Overtime Relative to Compensatory Time Off. Upon direction or approval of the
Department Head, compensatory time off in lieu of overtime payment will be permitted in
accordance with applicable Memorandum of Understanding and the provisions of the Fair
Labor Standards Act.

Errors. The City and its employees are mutually responsible for overpayments and under
payments. If an employee notices either on his’her check it is his’her responsbility to notify
his/her immediate supervisor so the correct adjustment may be made. Adjustments relative
to recoupment of overpayments will be made to minimize hardships, but any remaining
balance for an overpayment shall be deducted from any fina check. Under payments shall
be adjusted in full, within 30 days.

LEAVES

3.130

3.140

General Policy. The following types of leaves, and not other, are officially established:
holidays, vacation, sick leave, military leave, civil leave, maternity leave, compensatory leave,
and leave without pay. Court subpoena, jury duty and all leaves may be granted by the
Department Head in conformance with rules established for each type of leave and shall
receive the approval of the City Manager as specified. All departments are required to
prepare permanent records of any absence for duty of their employees.

Sick Leave. All regular and probationary employees who have completed one pay period of
continuous service are eligiblefor sick leave. Sick leave with pay is granted by, and can only
beusedfor, thefollowing reasons: personal illness, injury or physical incapacity resulting from
causes beyond the employee's control; enforced quarantine of the employee in accordance
with community health regulations; to keep adoctor’ s or dentist’ s appointment; or the death
or seriousillness of amember of the employee’ simmediate family. Non full-time employees
shall not accrue sick leave. All sick leave requests must be approved by the employee's
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supervisor and al employees or the employee’ sfamily member shall notify his/her supervisor
that he/sheisill before the start of each work day. Probationary employees shall accrue sick
leave but are not digible to use it until completion of six months continuous service.

If an employee, while on accrued vacation, becomes sick for a period in excess of three
days and furnishes a doctor’s certificate, the employee's sick leave would be charged
rather than accrued vacation.

Sick leaveis specifically limited to those matters set forth herein and is not to be used as
annual leave. Substantiation of any illness may be requested for an absence at the
discretion of the supervisor. Further, a Department Head may require that an employee
submit a medical certificate signed by a physician stating the kind and nature of his/her
sickness or injury, that the employee has been incapacitated for work for the period of
absence and that he/she is again physically able to perform his/her duties.

a.

Amount of Sck Leave. Probationary and regular employees earn sick leave credits
at the rate of eight (8) hours per month or as specified in the Memorandum of
Understanding. Sick leave may be accumulated without limit. For the initia
computation of sick leave due, an employee shall be considered as having worked a
full pay period when the employee works at least half of the pay period. If a
probationary employeeis given aregular appointment, time served as a probationary
employee shall be credited for sick leave purposes.

Layoffs. An employeewho islaid off from his/her position, if reappointed within 12
months, has available for higher necessary use any unused sick leave existing at the
time of layoff. When an employeeistransferred to another position, any unused sick
leave which may have accumulated to hisher credit shall be transferred.

Coordination with Injury Leave and Wor kers Compensation. Anemployeereceiving
sick leave with pay and simultaneously receiving compensation under Workers
Compensation laws shall receive only that portion of his regular salary which will,
together with Workers Compensation, equal his’her regular salary. Accrued sick
leave shall be charged accordingly. Charges shall be made against sick leave accruals
for any waiting period not covered by the Workers Compensation Act. After sick
leave accruals are exhausted, vacation time is automatically charged.

Computing Sck Leave. Absence for afraction or part of the day that is chargeable
to sick leave in accordance with these provisions shall be charged proportionally

Doctor’s Certificate. Sick leave with pay in excess of three consecutive working
days, for reasons of persond illness or injury, may be granted only after presentation
of awritten statement by alicensed physician to the Department Head certifying that
the employee's condition prevented him/her from performing the duties of higher
position and that they are able to return to work and fully perform the duties of the
position. Return to duty on alimited duty status may be granted if requested by the
employee and consented to by a treating physician and after the employee's
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Department Head determines that the employee can perform key job functions and
such limited duty will not be detrimental to the operation or efficiency of the City.

f. Sck Leave at Retirement. Employees retiring on normal service retirement shall be
eligible for a sick leave conversion to service credit as specified in the City’s PERS
contract.

g. Family IlIness Leave. When an employee is compelled to be absent from duty due to
the serious illness or injury of a member of hisher immediate family, the employee
may utilize six (6) days of his’/her sick leave for this purpose during a calendar year,
except as otherwise provided for in an applicable MOU or the Family Leave Act. The
employee may be required to show evidence by a physician’'s certification for the
absence from work. Usage of sick leave is approved for guardians to take care of
serioudly ill dependents and additionally to make arrangements for care for children
with regular childhood diseases.

h. Bereavement Leave. A full-time employee may use a maximum of three days (24
hours) paid bereavement leave time to attend funeral of amember of the employee's
immediate family. If additional time is required, accumulated vacation time may be
used when approved by the City Manager.

Military Leave of Absence. The provision of the Military and Veterans Code of the State
of Cdiforniashall govern military leave of City employees.

Civil Leave. Any full-time, regular employee shal be given necessary time off without loss
of pay when performing jury duty, or performing emergency civilian duty in connection with
national defense. In the case of an employee performing jury duty, all fees received (other
than meal or travel allowances) shall be returned to the City.

Leavefor Court Appearances. An employee may be granted |eave to perform jury duty or
to appear as a witness under subpoena.

Jury duty includes preliminary jury selection procedures, appearance in court as amember of
ajury panel, and appearance at a coroner’ s inquest.

Employees shall not waive jury duty fees.

A probationary or regular employee who is absent for jury duty is paid his or her regular
sdary only if the employee remits the amount received for such duty to the City. If the
employee elects to retain the jury duty fees, the employee’s time off for jury duty is not
compensable. The employee may elect to use vacation to cover the time off.

Payment for travel expenses and/or subsistence received by the employee on jury duty need
not be remitted to the City.
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There is not a blanket exemption under which employees may be excused from jury duty.
However, courts can make individual exemptions, at their discretion, if jury service would
entail undue hardship on the person or the public served by the person.

When appropriate, supervisorsmay request exemption of individual employeesfromjury duty
when such service would entail undue hardship on the City.

Absence as Court-Subpoenaed Witness or Expert Witnessin the Interest of the City.
In any absenceasacourt-subpoenaed witnessesinissuesinvolving the City, an employeeshall
demand the payment of statutory witness fees. Whenever possible, employees are to confer
with the attorney requesting their appearance, to determine whether certified copies of
appropriate documents would be suitable and would eliminate the need for a court
appearance.

An employee who is absent as a court-subpoenaed witnesswill be paid the normal salary
in accordance with the applicable Memorandum of Understanding for the corresponding
period of absence. No portion of the employee’ s salary will be forfeited as the result of
such an appearance; however, all witness fees (except persona travel and/or subsistence
payments) must be remitted to the City.

Absence as Party to Suit or As Expert Witness Not Serving the City. Employees who
are parties to suits or who are expert witnesses not serving in the interest of the City must
appear ontheir own time. They will be charged vacation time, or their pay will be docked for
the period of absence.

L eave Without Pay. The City Manager or designee may grant aregular employee aleave
of absence without pay not to exceed three months. No leave shall be granted except upon
written request of the employee submitted to the City Manager. If such leave of absenceis
for medical reasons, the employee must use all accumulated sick, vacation, and compensatory
leave prior to commencing aleave of absence without pay. Such leaves may be granted when
itisintheinterest of the City to do so. Failure on the part of an employee on leave to report
at its expiration shall result in dismissal of the employee. Vacation and sick leave shall not
accrue to an employee on leave of absence. The decision of the City Manager on granting
or refusing to grant aleave of absence or extension thereof shall be final and conclusive and
shall not be subject to the grievance procedure. At the expiration of the leave without pay,
the employee shall be reinstated only to the same department and to the position vacated if
the position still exists or to any other position in the same classification within the
department and if the leave was for medical reason, the employee is evaluated asfit to return
to full duties by a physician approved by the City. Anniversary date for the purposes of all
step raises shall be adjusted according to the length of the leave.

Mater nity Leave. Pregnant employees shall be granted leave without pay to begin at such
time as is mutually agreeable to the employee and the department, and in accordance with
applicable state and federal laws. Upon written approval of the employee’ sDepartment Head
and City Manager, accrued vacation pay and sick pay benefits may be used during maternity
leave.
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Compensatory L eave. Compensatory time off may be granted in lieu of overtime pay at the
employees request and with the approval of the supervisor and in accordance with the
appropriate Memorandum of Understanding, and state and federal laws.

Unauthorized Leave. An unauthorized absence of an employeefor three consecutive work
days shall constitute an automatic resignation from City service. (See Section 4.504)

Vacation. Vacation accrual rates are listed in the Memorandum of Understanding of each
bargaining unit or salary resolutions for other units. Computation of vacation accrual shall
be prorated based on the hours worked versus the number of hoursin the pay period. If a
provisional employeeisgiven aregular appointment, time served as anon-full time employee
shall be accrued for vacation purposes. Vacation time must be accrued prior to taking time
off.

a. Probationary Period. Employees serving a probationary period on an origina
appointment shall accrue vacation leave in accordance with the provisions of this
section.

b. Scheduling and Accrual. Vacations are to be taken at the convenience of the
department. The maximum accrual of vacation time shall not exceed forty (40)
working days unless prior written approval by the City Manager is obtained and shall
be subject to the appropriate Memorandum of Understanding.

c. Separation and Reinstatements. An employee who separates from City service will
receive pay for any vacation accrued as of the date of resignation unless prior written
approval by the City Manager isobtained. All accrued vacation, compensatory time,
theemployee sfinal paycheck, lifeinsurance, and where applicable, sick leave, holiday
and uniform alowance of an employee who dies in the service shall be paid to the
employee' sdesignated beneficiary. For vacation purposes, reinstated employees are
considered new employees.

Holidays with Pay. Those certain days as the City Council may fix are holidays for all
probationary and regular employees. All employees, probationary and regular, working
Monday through Friday shall observe thefollowing Monday asaholiday when aholiday fals
on a Sunday; holidays falling on Saturday shall be observed on the previous Friday. For
probationary or regular employees on awork week other than Monday through Friday, their
holidays shall be compensated by whatever agreements are entered into via their
Memorandum of Understanding. In order to receive pay for an observed holiday an employee
must have been in a pay status with the City on the work day before and after the holiday.

Meal Period. Med periods are set by department heads. The Department Head will try to
schedule meal periods at a time that will suit the needs of both the employee and the
department. In order to insure continuous service to the public, certain offices and functions
must be staffed at all times. For thisreason all employees may not be permitted to go to lunch
a the same time.
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Rest Periods. Rest periods (generally termed coffee breaks) areintended to permit a* break”
from the normal work activities. Two breaks, as determined by department, shall be set aside
as rest periods. In general, employees working in fixed locations (fire building, police
building, city hall, corporation yard and treatment plants) have a place set aside to prepare
coffee and other refreshments. Employees who work in temporary locations (police, fire,
community services, and public works personnel) should take their “breaks’ near thejob site
or as specified in departmental policy.

Unemployment Insurance. City employees should not be discouraged from applying for
unemployment insurance benefits. The City provides the California Employment
Development Department (EDD), which isthe administrator of the unemployment Insurance
Code, with factua information that may have a bearing on an employee's digibility for
benefits and with any other information related to the employee’ s application for benefits that
may be requested by EDD.

Workers Compensation. In compliance with California Worker Compensation state laws,
Workers Compensation benefitsare availableto all employeesinjured on-the-job. All on-the-
job injuries must be reported to the City Manager within 24 hours of the accident. If
employees have an accident in a City vehicle, the police must be notified, names of witnesses
obtained and the supervisor notified immediately.
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SECTION 4.00 - CHANGESIN EMPLOYMENT STATUS

4.10

4.20

4.30

Transfers. A transfer is assignment of an employee from one position to another position.
Transfers may take place within a department prior to the department utilizing an existing
eligibility list or therecruitment process and shall be at the discretion of the Department Head.
A transfer may take place between departments, between positions of the same pay range,
between positions of the same class or between positions of different classes, either at the
conclusion of an in-house or outside recruitment process, or, if the employee requesting
transfer ison an digibility list for the vacant position, or if in compliance with arehabilitation
decison. A transfer does not superseded utilization of an existing list or the recruitment
process as defined in Section 2.00.

Nondisciplinary/Downgrades. An employee may be downgraded to a lower position for
which he/she is qualified for any of the following reasons:

d. when an employeewould otherwise belaid off because the positionisbeing abolished;
apositionisbeing reclassified to ahigher grade, (duties have evolved into or overlaps
another classification); lack of work; lack of funds; or because of the return to work
from authorized leave of another employee to such aposition in accordance with the
rules on leaves; or where departmental needs have changed

e. when an employee does not possess the necessary qualifications or does not posses
the ability to render satisfactory servicein the position held, or when removed during
probation in accordance with Section 2.230; subject to the procedures of Section 5.70

f. when an employee voluntarily requests such downgrade.

The City Manager retainsthediscretion, if aposition changes dueto no fault of theemployee,
to Y-rate that employee's sdlary. The City Manager may change the classification of any
established position downward to meet the City’s needs. In the event such action has an
impact on abargaining unit, the City will offer to meet and confer regarding such impact with
the affected unit.

Reinstatements. An employee who has resigned with a good record may be rehired, if a
vacancy exists, to the same or similar position by the same department from which he/she
resigned within one year of the date of the resignation without qualifying in competitive
examination. Thisisknown as areinstatement. Such action must be submitted to the City
Manager by letter form giving name, title, salary, date of separation, date of proposed
reinstatement, and cause of vacancy which the reinstatement will fill.

An employee may be reinstated at the same step in the pay range which he had received or
he may revert to alower step within the range at the discretion of the Department Head and
with the approval of the City Manager. He/she cannot be reinstated at a higher step or the
reinstatement cannot be made if the City has a layoff list for the position. Reinstated
employees are considered new employees for purposes of vacation, sick leave, salary steps
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and retirement. No entitlements or previously accrued benefits, such as sick leave, will be
restored. Employees on alayoff list will not be considered new employees (for the sake of
benefits) until after two years of being laid off.

Employees restored to duty after military service are not reinstated in the sense of thisrule,
but are instated subject to reinstatement under the provisions of the Military and Veterans
Code of the State of California.

Y-Rating. Y-Rating is the process whereby an employee does not receive less pay when
promoted, down graded or demoted, notwithstanding, the pay rate assigned others in the
classification, and to make the transition easier, the employee receives the same pay until
sdary adjustments are made for the entire class. At that time, he/she will be paid at the same
rate as all others within the particular classification. This usually occurs when a position has
been downgraded or a person demoted due to no fault of the employee. Y-rating is at the
discretion of the City Manager.

SEPARATION

4.50

Types of Separation. Following regular employment after the satisfactory completion of
probation, separations of employeesfrom positionsinthe classified service shall bedesignated
as one of the following categories and shal be accomplished in the manner indicated:
resignation, layoff, disability, death, retirement, layoff and dismissal.

a. Resignation. An employee resigns from employment by notifying their supervisor
either oraly or in writing or by incurring three (3) consecutive working days of
unauthorized leave as aresult of the failure to report to work as required unless the
employee has been hospitalized or incapacitated. Oral or written notice of resignation
should be given asfar in advance as possible, but a minimum of two weeks noticeis
desired. If oraly or automatically as a result of three (3) consecutive days, the
supervisor shall notify the Department Head and the City Manager of the resignation
and the resigning employee shall be sent a copy of that notification. Failure to give
adequate advance notice of resignation may be cause for denying future employment
with the City.

b. Disability. Anemployee shall be separated from employment asaresult of aphysical
or menta disability when the employee cannot substantially perform the required
duties and functions of their position. An action to separate an employee from
employment may be initiated by the employee, the employee' s legal representative,
or the City, and must be supported in each case by evidence acceptable to the City
Manager. The City may requirethe employeeto submit such examinationsby experts
of City’s choice and at City’s expense as City determines reasonably necessary to
evaluate a claim of disability.
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c. Death. Separation from employment with the City shall be effective as of the date of
death of the employee. All compensation due in accordance with Section 3.250c of
this document, except for such sums as may, by law, be paid to the surviving spouse

d. Retirement. Whenever an employee meets the conditions set forth in the contract
between the City and the Public Employees Retirement System, or any successor
retirement plan, the employee may elect to retire and receive those benefits earned
under the retirement plan.

e. Dismissal. An employee may be dismissed from regular employment through the
processes set forth in Section 5.00. Only regular employees of the City are entitled,
except as otherwise required by State statute or applicable MOU, to the procedural
provisions, including rights of appeal of a disciplinary decision, of Section 5.00 for
termination or disciplinefor cause. All other employees of the City including, but not
limited to those employees defined as unclassified, probationary employees, non-full
time employees, contract employees or otherwise, are “at-will” employees, who may
be terminated and separated from employment without cause and without the hearing
and appeal processes set forth herein, unless specifically required by state or federal
law.

f. Layoff. Layoff is the separation of employees from service due to a reduction in
workforce or elimination of one or more positions

1. Order of Layoff. Whenever adetermination has been made to reduce the workforce, the
reduction in the workforce shall be as prescribed in an applicable MOU or as otherwise
determined by the City Manager.

2. Re-employment Rights. Re-employment Rights shall be as contained in an applicable
MOU or as determined by the City Manager.
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SECTION 5.00- EMPLOYEE CONDUCT & DISCIPLINE

5.10 Specific Rules of Conduct - Causes for Disciplinary Action against any employee may
include, but shal not be limited to, the following:

g.
h.

Neglect of duty.
Violation of safety rules.

Unacceptabl e attendance record including tardiness, absenteeism, overstaying lunch
or break periods.

Possession, distribution, or under the influence of acoholic beverages, non-
prescription or unauthorized narcotics or dangerous drugs during working hours.

Inability, (including appropriate licenses, certifications, etc.) unwillingness, refusal or
failure to perform work as assigned, required or directed.

Unauthorized soliciting on City property or time.
Conviction of afelony or conviction of a misdemeanor involving mora turpitude.

Unacceptable behavior toward the general public or fellow employees or officers of
the City.

Fasfying employment application materias, time reports, records, or payroll
documents or other City records.

Disobedience to proper authority.
Misuse of City property.

Violation of any of the provisions of these working rules and regulations or
departmental rules and regulations.

Disorderly conduct, participation in fights, horseplay or brawls.

Dishonesty or theft.

Establishment of a pattern of violations of any City policy or rules and regulations
over an extended period of timein which aspecific incident in and of itself would not
warrant disciplinary action, however, the cumulative effect would warrant such

action.

Continued substandard performance of duties.
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w. Failure to maintain required licenses and certificates.
X. Insubordination
y. Other actsinimical or detrimental to the public service.

Outside Employment. No employee of the City may engage in additional employment
outsidetheofficial hoursof duty if such outside employment will cause or can cause aconflict
of interest, or impair job performance. Employeesmust receive prior written permission from
their department head prior to engaging in outside employment.

Political Activity. Political activities of employees shall be subject to the Government Code
of the State of California.

Safety. Itisimportant that safety rules are followed and that all safety equipment issued or
approved is used.

Attendance. An employee shall be in attendance at regular work in accordance with these
rulesand general departmental regulations. All employees are expected to report to work on
time, everyday, unless excused by the provisions of these policies and procedures.

Discipline. Whenever an employee performance violates the rules, regulations or rules of
conduct of the City or when their attitude, work habits, performance or persona conduct falls
below an acceptable level and does not support the efficient and effective function of the City,
department or workplace, an employee’ s supervisor shall inform the employee promptly and
specifically of the failure and counsel or discipline the employee as necessary. |If appropriate
and justified, a reasonable period of time for improvement may be allowed before imposing
disciplinary action. It is the policy of the City to follow the philosophy of “progressive
discipling”, however, in some instances a single specific incident or the initial discovery or
evaluation of a course of conduct may justify severe disciplinary action including dismissal.
However, the action to be taken depends on the seriousness of the incident and the pattern
of the employee's past performance and conduct.

The forms of discipline are:

g. Counsding/Oral Reprimand are considered corrective measures and not formal
disciplinary actions. Counseling and oral reprimands may be documented and used
for evauations and/or subsequent disciplinary actions.

h.  Written Reprimand. In situationswhere advice, counseling and/or an oral reprimand
has not resulted in the expected improvement, or where a more severe initial action
is warranted, a written reprimand may be sent to the employee, and a copy shall be
placed in the employee’ s personnel folder. Thereisno right of appeal from awritten
reprimand. A written reprimand may be removed from an employee’ sfile by direction
of the Department Head.

31



i. Suspension. An employee may be suspended with or without pay for up to 25
working days by direction of the Department Head.

J. Demotion. Anemployee may be demoted to alower merit step within aclassification
or alower classification.

k. Dismissal. A Department Head, or the City Manager for employees directly
appointed by the City Manager, may dismiss any employee in their department in
accordance with the procedures set forth in Section 5.70.

5.70 Disciplinary Procedures

a. Appealsof Disciplinary Procedures. Formsof discipline enumerated in Section 5.60,
except written reprimands, may be appeal ed from the action of a department head to
the City Manager. The City Manager shal promulgate procedures as he/she
determines necessary for the handling of employee discipline matters. The failure of
a Department Head to follow a procedure shall not render the action void nor
constitute a defense by an employee to adisciplinary action.

The procedures described in this Section 5.70 apply to those employees not covered
by an MOU. For all employees except a Department Head, the disciplinary process
is initiated by the Department Head. In the case of a Department Head or other
management employee, the disciplinary processis initiated and finalized by the City
Manager without rights of appeal.

b. “Skelly’ Hearing. Inthe case of dismissals, demotions or suspensions without pay,
the employee shall be offered a“ Skelly” hearing pursuant to which the employee shall
be furnished written notice containing the nature of the proposed action, the reasons
and supporting documents, and the right to address the charges, orally or in writing.
This notice shal be furnished at least five calendar days prior to the proposed
effective date of the action. In the event of dismissal, after receiving notice, but prior
to the proposed effective date of dismissal, the employee may be retained in duty
status, or suspended with pay at the discretion of the Department Head. If the
employee fails to respond to the advance notice of the proposed action, then the
action of the Department Head shall be effective on the date specified for final action.
Should the employeerespond orally or inwriting, the Department Head shall consider
any comments of the employee before making afinal decision and within 10 calendar
days, transmit to the employee a letter containing the decision. The only exception
to giving prior notice for dismissal or suspension is in an emergency where it is
deemed necessary to remove the employee from his/her employment immediately for
the safety of the public, the employee, or other City employees, provided a Skelly
hearing isafforded at the earliest reasonable opportunity available and the disciplinary
action is still appealable.

c. TimeLimitsfor Appealsof Discipline. A disciplined employee shal haveten calendar
days counted from the day following either personal service or by appeal deposit in
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the U.S. mail, first class, postage prepaid of the notice of final action to appea a
suspension without pay, demotion, or dismissal, to the City Manager. If theemployee
appeals within 10 calendar days, the employee can remain on their normal work
schedule until the appeal to the City Manager has been completed. The employee
may be placed on leave with pay upon approval of the City Manager.

If the employee wishes to appeal to the City Manager a suspension without pay, or
adismissal, he/she shall transmit, in writing, the appeal to the City Manager within
five (5) calendar days following the notice of the discipline, which notice shall either
be mailed by persona service to the employee or by depositing the noticein the U. S.
Mail, first-class, postage prepaid. The decision of the City Manager isfinal.

EQUAL EMPLOYMENT OPPORTUNITY POLICIES
5.80 ADA Compliance Program for Applicants and Employees with Disabilities

d. Statement of Intent: Itisthe policy of the City of Reedley to comply with al therelevant
and applicable provisions of the Americans with Disabilities Act (*ADA”) and all other
applicable federal and state laws relating to discrimination in employment on the basis of
physical or mental disability. The City of Reedley will not discriminate against any
qualified employee or job applicant with respect to any terms, privileges, or conditions or
employment because of aperson’ sphysical or mental disability. The City of Reedley also
will make reasonable accommodation whenever required by law for all employees or
applicants with disabilities, provided that the individua is otherwise qualified to safely
perform the duties and assignments connected with the job and provided that any
accommodations made do not require significant difficulty or expense.

The City of Reedley’s policy of nondiscrimination applies to al personnel and
employment practices, including:

Hiring;

Upgrading;

Transfer;

Recruitment or recruitment advertising;
Layoff or termination;

Compensation of any kind;

Selection for training;

Educational programs;

City-sponsored recreational socia activities.

e. Employment Policies. The City of Reedley will review all personnel procedures to
ensure that job applicants and employees with disabilities receive nondiscriminatory
consideration when their job qualifications are assessed. All employment and
advancement decisions will be based solely upon the objective determination of each
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candidate’ sjob qualifications. Actionsto betakento ensurethe nondiscriminatory nature
of personnel practices may include:

1.

10.

11.

12.

Evaluating job descriptions to determine those tasks that are essential. Vague
requirements will be eliminated.

Reviewing job qualificationsto ensure that mental and physical requirementsare job-
related and consistent with business necessity.

Assessing the business necessity of those job requirements that in the past may have
tended to screen out qualified individuals with disabilities.

Arranging alternative sites for interviews if the Personnel Office presents barriersto
the mobility-impaired.

Documenting the process of reasonable accommodation, including when and how a
request for accommodation was made, the possible accommodations considered, an
analysis of the costs and benefits with each accommodation, and the reason an
accommodation was chosen and others rejected or why no accommodation was
implemented.

Evaluating the total selection process (including training and promotion) to ensure
that the stereotyping of disabled persons does not occur.

Informing al personnel involved in recruitment, screening, selection, promotion,
discipline, and other related employment practices about their obligations under the
ADA to ensurethat discrimination does not occur against individualswith disabilities.

Holding formal briefing sessions with all entities that perform recruitment functions
for the City. These briefing sessons will emphasize the City of Reedley’'s
commitment to nondiscrimination on the basis of disability and reasonable
accommodation of applicants and employees with disabilities.

Evaluating employment tests and criteria to determine whether they may screen out
persons with disabilities and designating a City official to consider the possibility of
using alternative tests and criteria.

Making available, where possible, alternative tests for applicants or employees with
impaired sensory and speaking skills, and using these tests where employee testing is
affected by a person’s impaired skills and the test is not designed to measure those
impaired skills.

Developing a medical examination policy consistent with the ADA requirements.

Eliminating pre-employment questions regarding the existence or nature of any
disahility.



13.

14.

15.

16.

17.

18.

19.

20.

21.

22

23.

Not requiring pre-offer medical examinations.

Preparing acompany policy asto when applicantswithin aparticular job category will
take amedical examination between the period when a conditional offer is extended
and the start of employment.

Identifying the steps the City of Reedley will take to ensure nondiscrimination in
recruiting, advertising, or processing applications for employment. (For example,
assisting disabled job applicants in submitting application forms and having
applications formsin Braille.)

Establishing aprocedureto make reasonable accommodationsfor qualified applicants
or employees with disabilities, except when significant difficulty or expense would
arise.

Keeping confidential the need to make a particular accommodation for an employee
with adisability and not disclosing this information except in accordance with law.

Not discriminating on the basis of disability in contractual agreements with unions,
employment or referral agencies, providersor fringe benefits, providers of training or
apprenticeship programs, and similar organizations.

Providing recreational and social opportunitiesfor employeeswith disability equal to
the opportunities provided to non-disabled employees.

Providing persons with disabilities an equal opportunity to use parking facilities
provided to other employees.

Not discriminating on the basis of disability in determining vacations, sick leave, and
leaves of absence.

Not discriminating on the basis of disability in City-sponsored programs such as
advanced education, management training, and business conferences.

Counseling applicants and employees with disabilities in full range of career
opportunities, not restricted by disability.

f. Administration and mplementation: ThePersonnel Officer isresponsiblefor theADA
compliance program at the City of Reedley. The functions for which the Personnel
Officer will be responsible include the following:

1.

Development of policy statements, guidelines, and interna and external
communications about the requirements of the ADA and the City’s compliance
program.
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2. Meseting with managers, supervisors, and employees to discuss any problems or
concerns that may arise in accommodating individuals with disabilities to ensure that
the program is being followed.

3. Determining the need for remedial action and designing policiesto correct deficiencies
in the program.

4. Serving as liaison between the City of Reedley and enforcement agencies, persons
with disabilities, and organizations representing individuals with disabilities.

5. Keeping management informed of the latest developments in hiring and employing
persons with disabilities.

. Dissemination of Policy: The City of Reedley will make every effort to ensure that all
interested parties are informed about and assist in the implementation of the ADA
compliance program. All recruitment and job referral agencies will be notified of the
City’ snondiscrimination policy. The City aso will notify other entities and organizations
with which the City deal s about the City’ s obligation and commitment to comply with the
nondiscrimination requirements of the ADA. These entities include, among others, the
following:

Subcontractors;
Labor unions;
Training organizations.

Thefollowing actions may be taken to ensure proper dissemination of information about
the City of Reedley’ s compliance program:

1. Executives, managers, supervisors, and other employees will be notified about the
program.

2. Internal procedures to ensure dissemination will be developed.

3. Nondiscrimination clauseswill beincludedinall contractsand subcontracts, including
modifications, renewas, and extensions to these contracts.

4. Nondiscrimination clauses may be included in al union agreements.
5. This program or parts of it may be printed in the City of Reedley’s policy and
personnel Rulesaswell asother city publications such as newd etters, magazines, and

annual reports.

6. Thisprogram may be reviewed and discussed in employee orientation sessonsand in
Mmanagement training programs.
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7. This program will be available for inspection by employees and applicants in the
Personnel Office during regular working hours.

h. Confidentiality: Applicants and employees are assured that al information regarding a
disability shall be kept completely confidential except that:

1. Appropriate supervisors and managers may beinformed regarding restrictions on the
work or duties of disabled employees and any accommodations that have been made;

2. If the condition may require emergency treatment, first aid, and safety, personnel may
be informed; and

3. Government officials investigating compliance with federal laws may be informed.
All employees with responsibilities which may require knowledge of disabilities are
advised that they are to treat the knowledge with confidentiality.

i. Internal Review Procedures:. Any employee or job applicant who believesthat he or she
has been discriminated against on the basis of disability should immediately bring the
problem to the attention of the Personnel Officer or the employee’ s supervisor. The City
of Reedley will establish an interna review procedure to investigate and resolve
discrimination complaints expeditiously.

No applicant or employee will be subject to coercion, intimidation, interference, or
discrimination for registering acomplaint or for assisting in aninvestigation of any aleged
violation of laws prohibiting discrimination on the basis of disability.

5.90 City of Reedley Family and Medical L eave Policy: The City of Reedley has established a
family and medical leave policy that conformswith the requirements of state and federal law.
Eligible employees can request aleave of up to 12 weeks under this policy. In no event can
an employee take aleave in excess of 12 weeksin arolling 12-month period that is measured
backward from the date the employee uses any |leave.

Employees should consult with their Department Head or Personnel Officer if they have any
guestions regarding their dligibility for aleave under the policy. Employeeswho are dligible
for aleave based on their length of service must provide sufficient advance notice of their
desirefor aleave whenever the need for aleaveisforeseeable. Requests should be submitted
in writing at least 30 days prior to the date the employee would like the leave to begin.
Exceptions to the advance notification rule apply in some cases, such as when a medical
emergency arises and it is not feasible to provide 30 days advance notice. In such case, the
employee must provide as much advance notice as is practicable.

All accrued vacation, compensatory, or administrative leave benefits may be used during a
family/medica |eave requested by an employee. Inaddition, al accrued sick pay benefitsmay
be used during a leave necessitated by a serious health condition of the employee, and may
be used, upon written approval of the employee’ s Department Head and City Manager, for
leaves necessitated by other eligible causes.
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5.100

In the event of a prolonged and serious health condition of the employee, the employee may
use al or a portion of any remaining accrued sick, vacation, compensatory and/or
administrative leave which may still exist after the end of the 12-weeks leave provided for
under the Reedley Family Medical and Leave Policy.

Employeeswho are granted family and medical leaveswill beinformed in writing of theterms
and conditions under which health and other insurance benefitswill be continued during such
leaves, aswell astheir obligationsto pay their share of the premiumsfor such coverage. Any
leave of absence granted under thispolicy or any other policy for a purpose authorized by the
state or federal family and medical leave law shall be credited against the 12-week limit
contained in this policy if and to the extent permitted by law. Employees who are granted
family and medical leaves are guaranteed reinstatement to their former position or an
equivalent position, subject to any exceptions that are allowed by law.

Discrimination: The City of Reedley believes in equal employment opportunity for all
individuaswithout regard to race, color, religion, sex, age, ancestry, national origin, marital
status, sexual orientation, disability, status as a Vietnam Era veteran, political opinions or
afiliations. Thispolicy extendsto al terms, conditions and privileges of employment aswell
astheuse of al City facilitiesand participation in al City-sponsored activities, including, but
not limited to, the following:

a. Recruitment, advertising, and job application procedures,

b. Hiring, upgrading, award of tenure, demotion, transfer, layoff, termination, right of return
from layoff, and rehiring;

c. Ratesof pay or any other form of compensation and changes in compensation;

d. Job assignments, job classifications, organizationa structures, job descriptions, lines of
progression, and seniority lists,

e. Leavesof absence, sick leave, or any other leave;

f. Fringebenefitsavailableby virtue of employment, whether or not administered by the City
of Reedley;

g. Selection for training;

h. Educational programs;

i. City-sponsored social recreational activities.

Discrimination in the form of harassment, retaliation, coercion, interference, or intimidation
of any applicant or employee due to that applicant’s or employee’'s race, religion, color,

national origin, sex, age, ancestry, marital status, disability, status as a Vietham Era veteran,
political opinion or affiliation is strictly forbidden, and any employee or applicant who
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5.110

experiences such activity should report it immediately to his or her supervisor or to the
Personnel Officer.

Harassment Poalicy: The City of Reedley iscommitted to providing awork environment free
of unlawful harassment. City policy prohibits harassment because of sex (which includes
sexual harassment, gender harassment and harassment dueto pregnancy, childbirth or related
medical conditions) and harassment because of race, religious creed, color, national origin or
ancestry, physica or mental disability, medica condition, marital status, age, sexual
orientation or any other basis protected by federa, state or local law or ordinance or
regulation. All such harassment isunlawful. The City’ s anti-harassment policy appliesto all
City employees and prohibits unlawful harassment by any employee of the City, including
council members, supervisors and co-workers.

If an employee believesthat he or sheisthevictim of any type of harassment, including sexud
harassment, that employee should immediately report the incident to his or her immediate
supervisor or the Personnel Officer or City Manager. The complaint should include details
of the incident or incidents, names of the individuals involved and names of any witnesses.
Supervisorswill refer al harassment complaintsto the Personnel Officer. The City Personnel
Officer will immediately undertake a thorough and objective investigation of the harassment
allegations with as much discretion and confidentiality as possible.

Examples of Sexual Harassment: Conduct relative to prohibited unlawful harassment of
whatever type, as identified above, includes, but is not limited to, the following behavior:

Written-  suggestive or obscene letters, notes and invitations;

Verbal-  derogatory comments, slurs or jokes:

Physical- assault, touching, impeding or blocking movements,

Visud-  leering, sexually oriented gestures, or display of sexualy suggestive or
derogatory objects, pictures, cartoons, or posters.

Employee Responsibility: City employees are to report any sort of sexual harassment to
their immediate supervisor, department head, or the Personnel Officer. The complaint should
include details of the incident or incidents, name(s) of the individual(s) involved, and names
of any witnesses.

Management and Supervisor Responsibility: Management and supervisory personnel are
responsible for ensuring that the work environment is free of sexual harassment by:

a. Informing al employees under their direction of the City policy, and the complaint
procedure;

b. Reporting any instances of sexual harassment to their department head, and to the
Personnel Officer for investigation;

c. Based on the findings of the investigation, taking appropriate disciplinary action.
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5.120

Per sonnel Officer Responsibility: The Personnel Officer isresponsiblefor administering the
complaint procedure, conducting an investigation and in consultation with the department
head, recommending disciplinary action as may be appropriate.

If the City determinesthat unlawful harassment has occurred, immediate remedia action will
be taken in accordance with the circumstances involved. Any employee determined by the
City to be responsible for unlawful harassment will be subject to appropriate disciplinary
action, up to and including termination. Whatever action istaken against the harasser will be
made known to the employee lodging the complaint and the City will take appropriate action
to remedy any lossto the employee resulting from the harassment. The City will not retaliate
against an employee for filing a complaint and will not tolerate or permit retaliation against
an employeefor filing acomplaint and will not tolerate or permit retaliation by management,
other employees or co-workers. The City clearly does not tolerate harassment. Any
individuals engaging in such conduct contrary to City policy will be personally liable
in any legal action brought against them, because harassment isoutside the cour seand
scope of employment of all employees.

The City encourages al employees to report any incidents of harassment forbidden by this
policy immediately to the Personnel Officer so that complaints can be quickly and fairly
resolved with as much discretion and confidentiality as possible. Employees should also be
aware that the Federal Equal Employment Opportunity Commission and the California
Department of Fair Employment and Housing investigate and prosecute complaints of
prohibited harassment in employment. If an employee thinks he/she has been harassed or that
he/she has been retaiated against for resisting or complaining, the employee may file a
complaint with the appropriate agency.

Please refer to Exhibit “B” for the procedure to be followed in the event of perceived
harassment.

This policy shal be reviewed and updated periodicaly by the City and because of the
importance of the policy to the welfare of its employees, a copy of the policy shall be
distributed to the employees each year and each employee shall read and confirm receipt of
the policy. Copiesof the receipts shall be retained in theindividua employee personnel files.

Substance Abuse Policy: The City and its employees recognize that behavior resulting from
the use of alcohol and/or other drugs may detrimentally affect work performance, safety,
public confidence in the City’ swork force and may present arisk to the City employees and
the health and welfare of the citizens of the City of Reedley.

In recognition of the City’ s responsibility to maintain a safe, healthful and productive work
environment and each employee's responsibility to perform work for the public safety,
effectively and efficiently, the City will act to eiminate any substance abuse which increases
the risk of accidents, absenteeism, substandard performance, poor employee morae or
damage to the City’s reputation. Substance abuse includes the purchase, use, sae,
manufacture, or possession of legal or illegal drugs, acohol or controlled substances which

40



could or does impair an employee's ability to perform his or her job safely, effectively and
efficiently.

The City of Reedley believesthat itsemployeesareitsmost important assets. Thus, aprimary
objective of the policy isto ensure that public safety and the welfare of our employees are not
endangered as aresult of substance abuse. Additionally the City is committed to provide an
employee with an opportunity for recovery and rehabilitation enabling the affected employee
to return to a satisfactory performance level.

a. Policy: Itisthe City's policy that no employees shall:
1. Report to work under the influence of alcohol or drugs,
2. Beunder the influence of alcohol or drugs while on standby;

3. Possess alcohol or drugs while on the job site or City property except as authorized
in the course and scope of duty;

4. Use acohol and/or drugs while on the job site or City property or while on standby
except as authorized in the course and scope of duty;

5. Sdl, distribute or provide alcohol or drugs to any employee or to any person while
such employees are on duty or subject to being called;
6. Havetheir ability to work impaired as a result of the use of alcohol or drugs;

7. Operate City vehicles or other equipment while under the influence of acohol and/or
drugs.

Violations of this policy may be grounds for disciplinary action, up to and including
discharge.

While use of medically prescribed medication and drugs is not per se aviolation of this
policy, failure by the employee to notify hisher supervisor before beginning work when
taking such medication or drugs which may interfere with the safe and effective
performance of their duties or operations of City equipment will be considered aviolation
of thispalicy. Inthe event there is a question regarding the employee’ s ability to safely
and effectively perform the assigned duties while using such medication or drugs,
clearance from aquaified physician will be required. Supervisorswill be required tofill
out a Substance Abuse Report (Exhibit “ C").

Employees reasonably believed to be under the influence of acohol or drugs shall be
prevented from engaging in further work and shall be detained for areasonabl e time until
an authorized City representative or law enforcement representative can transport the
employee from the work site.
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An employee may be required to submit to a drug and/or alcohol test consisting of the
compulsory production and submission of breath, urine, or blood for chemical analysisto
detect prohibited drug or acohol usage when his/her department head or supervisor, with
the agreement of the Personnel Officer, has reasonable suspicion that the employee has
a prohibited presence of drugs or acohol in hig’her system while on duty or subject to
duty. Please note that some employees of the City may be subject to more stringent drug
testing policies as required by State or Federal law or department policy.

Reasonable suspicion is defined as a belief based upon objective facts sufficient to lead a
reasonable prudent supervisor or department head to suspect that an employee has a
prohibited presence of drugs, controlled substances, or alcohol in his/her system so that
the employee’s ability to perform the functions of the job is impaired or so that the
employee's ability to perform his’her job safely is reduced. For example, any of the
following, alone or in conjunction, may constitute reasonable suspicion:

slurred speech;

alcohol odor on breath;

unsteady walking and movements,

accident involving City property;

physical dtercation;

unusua behavior;

possession of acohol or drugs,

information obtained from areliable person with personal knowledge;
disorientation or job impairment;

inability to perform employee’ s job in a routine manner;
glassy eyes;

drowsiness;

euphorig;

mood swings,

inattentiveness,

excitement or confusion;

irritability;

aggressiveness,

intoxicated behavior without odor of drugs/alcohal;

Thisis not an exhaustive list.

Any department head or supervisor requesting an employee to submit to a drug and/or
alcohol test shall document in writing the facts constituting reasonable suspicion that the
employeein question hasaprohibited presence of drugs, controlled substances or a cohol
in his’her system.

Prior to the administration of any drug or alcohol testing, the department head or
supervisor shall first obtain from the employee to be tested a completed signed consent
form (See Exhibit“ D" ). Said consent shall providefor the employee’ sconsent inwriting
to an acohol or drug test and the release of the test results to the City. Refusal to sign
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the consent may be considered an insubordinate act resulting in disciplinary proceedings
up to and including termination.

Disciplinary action up to and including dismissal, may be taken against an employee for
positive results from any drug and/or alcohol test or other conduct in violation of this
policy.

The City iscommitted to providing reasonabl e accommodati on to those employeeswhose
drug or alcohol problem classifies them as handicapped under federal law. An employee
may be considered handicapped if that employee’s current use of alcohol or drugs does
not prevent the individual from effectively performing the duties of the job in question.

. Application: This policy applies to al employees of the City. This policy applies to
alcohol and to al substances, drugs or medications, legal or illegal, which could impair
an employee’' s ability to effectively and safely perform the functions of the job.

EmployeeAssistance: Thefollowing agenciesareavailableto assist employeeswho seek
help for substance abuse problems:

1. Employee Assistance Program
Managed Health Network, Inc.
1600 Los Gamos Drive #300
San Rafael, CA 94903
1-800-227-1060

2. Your City Hedth Insurance Carrier (all programs under PERS Health coverage
provide for substance abuse treatment)

3. KingsView AOD Prevention
1243 “G” Street
Reedley, CA 93654
559-638-0046

4. Alcoholic Anonymous

559-638-1100
559-221-6907 (Fresno Hotline)
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SECTION 6.00 - GRIEVANCES

Purpose. The purpose of this grievance procedure is to provide all regular employees the
opportunity to settle problems arising in the course of their employment in afair and orderly
fashion if such problems cannot be settled informally.

Application. This procedure shall apply to regular employees of the City. Grievance may
be on behalf of an individual or all members affected.

TimeLimits. All time periods specified herein may be extended by written agreement of the
grievant and the City Manager.

Scope. This procedure may be used whenever an employee believes he/she has been
persondly adversely affected by any action taken by his’her supervisor in the following
matters.

d. violation of City policies’employee group Memorandum of Understanding,
e. discrimination prohibited by law.

Informal Resolution of Complaints. Before filing a grievance, an employee who has a
complaint should attempt to resolve the matter through informa discussion with the
appropriate supervisor without undue delay. It isthe policy of the City to attempt to resolve
complaints at the first stage of complaint. Informa resolution shall not constitute the
establishment of a “practice”, “past-practice” or a modification or interpretation of a
Memoranda of Understanding unlessit isin writing approved by the City Manager and the
City Attorney.

Grievance Review Process. A grievance does not exist until reduced to writing and filed at
both the First Level of review and with the City Manager. If a any timein the proceedings
itisdetermined that (@) grievant isnot entitled to use the procedures or (b) the matter grieved
is outside the scope of this procedure, the grievance shall be returned to the grievant with a
written explanation and the proceedings shall be terminated.

a. First Level of Review.

1. Within seven (7) calendar days after the occurrence of the act or omission giving rise to
the grievance, the grievant must present his/her grievance in writing to his’her immediate
supervisor. This statement shall be a clear, concise statement of the grievance, the
circumstancesinvolved, the decision rendered at theinformal conference, and the specific
remedy sought.

2. Following the supervisor’s review of the grievance, discussion with the employee and

consultation with the Department Head, if necessary, the supervisor shall communicate
his/her decision to the employee in writing within seven (7) calendar days after receiving
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the grievance. If the supervisor does not respond within the time limits, the grievant may
appedl to the next levdl.

Within the above time limits, either party may request a persona conference. This
meeting is a most effective way to discuss and resolve grievances.

b. Second Level of Review.

. Inthe event the grievant is not satisfied with the decision at Level |, he/she may appedl
the decision in written form to the next highest or intermediate supervisor within seven
(7) calendar days from the receipt of the response from Level 1. This statement should
include a copy of the original grievance, the decision rendered, and a clear, concise
statement of the reasons for the appeal.

. TheDivisionHead shal communicate hisher decision within seven (7) calendar daysafter
receiving the appeal. Either the grievant or the Division Head may request a personal
conference within the abovelimits. If the Division Head does not respond within thetime
limits, the grievant may appeal to the next level.

c. Third Level of Review.

. Inthe event the grievant is not satisfied with the decision at the Second Level of review,
he/she may appeal the decision in amanner similar to the Second Level of review to the
Department Head.

. The Department Head shall communicate hisher decision within seven (7) days after
recelving the appeal. If the Department Head does not respond within the timelimits, the
grievant may appeal to the next level.

d. Fourth Level of Review.

. If the grievant is not satisfied with the decision at the Third Level, he/she may within
seven (7) days appea the decision in written form to the City Manager or higher
designee. This statement shall include a copy of the origina grievance and appedl, the
decision rendered, and a clear concise statement of the reasons for the appeal.

. The City Manager or his designee shall communicate his’her decision to the grievant
within seven (7) days. If the City Manager or his designee does not respond within the
time limits provided, the grievant may appeal to the next level.

a. Fifth Level of Review. If the grievant is not satisfied with the decision at the Fourth
Level, he/she may within seven (7) days submit the request in writing to the City
Manager for review by the City Council. The City Council will make fina
determination of al grievances brought before it.
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. Representation. The employee may request the assistance of another person of
his/her own choosing in preparing and presenting his’her appeal at any level of review.

. Accessto Information. At each level of review, the grievant shall have accessto all
the materials comprising the record of the grievance.

. No Reprisals. No employee will be discriminated against in his’her employment
because of the employee’s utilization of this procedure. Complaints regarding
allegations of reprisals should be submitted to City Manager .

Reconsideration of a Grievance. Once a grievance has been reviewed under this

procedure, it shall not be reopened except by mutual consent of the grievant and the
City Manager.
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SECTION 7.00 - GENERAL EMPLOYMENT PROVISIONS

7.10

Yearly Performance Evaluation Process. All regular employees will receive a yearly
evaluation from their supervisor. Evauations may be conducted more than once ayear if the
supervisor feelsit is necessary, or as specified in Section 2.20.

The Performance Eva uation processis atime for open communication between supervisors and
employees and will be used for both commendations and disciplinary actions. If an employee
disagrees with his’her performance evaluation he/she may attach a letter or make written
comments telling why on the evaluation. The employee must still sign the form to verify they
have seen what was written. The signature does not represent agreement with what the
supervisor has written but acknowledges that they have seen the form. Supervisors may keep
notes all year long to remind them of specific incidents to be recorded on an employee’s
evaluation, and which they have verbally shared with the employeethe status of their performance
on an on-going basis.

7.20

Residency. All personnel employed by the Police Department should establish their residence
geographically to be able to respond to the department upon notification within thirty
minutes.

All Fire Department personnel shall reside within twenty minutes driving time, under normal
driving conditions, to the Fire Station.

7.30

7.40

Personnel Records. Personnel files are protected by the California Constitutional right to
privacy. The City Manager or hisher designee shall retain records necessary to the proper
administration of the personnel system and shall be the custodian of personnel recordsfor the
City. Employers cannot waivethe privacy rights of their employees. Anemployee, however,
can waive his or her right to privacy in a personnel file or consent release or disclosure of
information. An employee may also request that information be provided to a third party,
such as prospective employer or educational ingtitution. The City Manager’s Office must
obtain a written release or authorization in which the employee agrees to hold the agency
harmless for any disclosure made to the third party.

Administrative Policies. The City Manager or adesignated Department Head may issue
administrative policies regarding employee conduct and procedures not in conflict with these
Personnel Policies and Procedures. The purpose of these policiesis to supplement and/or
clarify the policies and procedures contained in the Personnel Policies and Procedures.
Violations of Administrative Policies may be grounds for disciplinary action.
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EXHIBIT A

FAMILY CARE LEAVE OF ABSENCE
PHYS CIAN CERTIFICATION

Employee Name:

Date of Request for Family Care Leave:

Physician to Complete

Name of Patient:

Relationship to Employee:  (Child, parent, spouse, employee)

Appropriate Medical Facts Regarding the Condition:

If the patient is the child, spouse, or parent of employee, is employee needed for care of patient?
Yes No

What is the estimated time the employee will be needed for the care of this patient?

If employee is needed to provide care to the patient resulting in intermittent or a reduced schedule
leave of absence, based on planned medical treatment, list the datesthat medical treatment i s expected
to be given and/or describe the schedule of care to be given:

Name of health Care Provider:
Address of Health Care Provider:

Phone Number of Health Care Provider:

Signature of Health Care Provider:
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EXHIBIT B

HARASSMENT COMPLAINT PROCEDURE

To: All Employees

Subject:  Harassment Complaint Procedure

As your employer, the City of Reedley has adopted a firm policy against harassment of any kind,
including because of sex, which includes sexual harassment, gender harassment and harassment due
to pregnancy, childbirth or related medical condition. Every reasonable step will be taken to prevent
harassment from occurring. However if you believe that you have been unlawfully harassed, we urge
you to report the incident immediately and according to the following procedure so that your
complaint can be resolved quickly and fairly.

When possible, confront the harasser, state that the conduct is unacceptable, and ask
him/her to stop.

If the harasser does not stop, provide a written complaint to your own supervisor,
department head, or the Personnel Officer as soon as possible after the incident.
Include details on the incident(s), names of individua sinvolved and the names of any
witnesses.

Supervisors will refer al harassment complaints to the Personnel Officer. The
Personnel Officer will immediately undertake athorough and objective investigations
of the harassment allegations.

If the City determines that unlawful harassment has occurred, it will take immediate
remedial action in accordance with the circumstances. Any employee the City
determines to be responsible for unlawful harassment will be subject to appropriate
disciplinary action, up to and including termination.

Whatever action the City takes against the harasser will be made known to the
employee lodging the complaint. If the employee complaining of harassment has
sustained any change in employment status as aresult of the harassment, the City will
investigate and take appropriate remedial action.

The City will not retaliate against an employee for filing a complaint and will not
tolerate or permit retaliation by management, other employees or co-workers.

If you have any questions about the City’s policy against harassment or the procedure for filing
complaints, please contact your supervisor or department head.
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EXHIBIT C
CITY OF REEDLEY
SUBSTANCE ABUSE REPORT
DATE:

Name & Position Title of Suspected Offender:

Date of Incident(s)

Time of Incident(s)

OBSERVATIONS:

OTHER PERTINENT FACTS:

WITNESSES:

PRESCRIPTION INFORMATION:
Date of Rx Name of Rx

Patient Name: Dosage Prescribed:

Dr.’s Name: Dosage Remaining:

Supervisor Signature Date

Department Head Signature Date
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EXHIBIT D

CITY OF REEDLEY

CONSENT FOR TOXICOLOGICAL TESTS

(Name) (Position) (Department)
(Social Security Number) (Age) (Home Address)
(Home Telephone Number)

| hereby consent and agree to give a specimen of my urine to the City of Reedley or any medical
facility, l[aboratory, or medical person designated by the City of Reedley. This specimen shall be used
to detect the presence of drugs, acohol, or medicationsin my body. | further consent and agree that
upon request of the City of Reedley, the laboratory results of any tests performed on such specimen
shall be furnished to the City of Reedley by the facility chosen by the City of Reedley. | understand
that | will be notified in writing of the test results within five days of the test confirmation. After
receiving written notification of aconfirmed positive drug test, | understand that | will be allowed 24
hours to provide an explanation of the presence of intoxicating substances found in my system. |
understand that a confirmed positive test could result in disciplinary action up to and including
termination. | acknowledge that | may appeal a confirmed positive test and any subsequent
disciplinary action imposed on me per the established grievance procedure. My signature below
acknowledges that | have read and understand the foregoing statement and have answered all
questions truthfully and voluntarily.

Employee Signature Date
Home Telephone Number Office Telephone Number
Witness Signature Date



