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Section I. Purpose and Applicability

I-A. Purpose
This manual is intended to implement and supplement the Personnel Ordinance as set forth in the

Municipal Code of the City of California City. Where the Personnel Manual and the MOU’s
Differ, the MOU Prevails.

I-B. Coverage
These rules shall apply to employees in the Classified Service unless a broader coverage is

expressly extended by a specific provision herein.

The Classified Service shall include all regular fulltime and regular part time positions except for
the following:

- At Will Management Employees as defined in personnel Ordinance set forth in Municipal Code

Temporary Employees (under 1000 hours of service)

J-C. Equal Employment Opportunity )
For Purposes of employment, promotion, transfer or any other personnel related action; the City

does not discriminate by reason of disability, marital status, medical condition, race, religion,
color, sex, sexual orientation, age, national origin or ancestry, or political affiliations.

I-D. Revisions

Revisions and/or amendments to these rules shall be proposed by the City Manager to the City
Council. Notice of proposed revisions and/or amendments shall be furnished to each recognized
employee organization at least ten (10) days prior to consideration by City Council. The notice
shall include the content of the proposed revision and/or amendment as well as the date, time and

place on which it is to be heard by the City Council.

I-E. Department Rules
Departments may adopt Department Rules in order to supplement these rules further clarify

procedures within that department. Implementation of any Departmental Rules must have prior
approval of the City Manager and be consistent with the Personnel Rules. In cases of conflict
between these Personnel Rules and Department Rules, the Personnel Rules will prevail.




I-F. Personnel Officer , ’

The City Manager may appoint a Personnel Officer. The Personnel Officer shall be responsible
for administration of the City Personnel System including all provisions for the California City
Municipal Code and of these rules except as may be specifically reserved to the City Council or
City Manager.

Nothing herein shall preclude the Personnel Officer (or designee) from recommending to the
City Manager (or City Council) that any personnel function be performed under contract by a
qualified person, agency, or organization under the guidance of State and Federal Labor Code
Law.

I-G. Definitions
- The following terms as used in these Personnel Rules and Regulations shall, unless the context
clearly indicated otherwise, have the respective meanings herein set forth.

1) Appointment — The designation of a person by the Personnel Officer to become a City
employee, signing of the proper forms to record the designation and acceptance by the
person of the position and conditions as provided in these rules.

2) At Will Management Employee — Ad defined in the City Municipal Code. Management
Employee who serves at the will of the City Manager or in case of City Manager, at the
will of City Council.

3) Board — The five-member Personnel Board appointed by the City Council for the purpose
of hearing employee appeals relative to disciplinary action. The Council may appoint
itself as the Personnel Board.

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

5) Classified Service — All regular fulltime and regular part time positions except those
designated in I-B of this section.

6) Continuous Service — The. City paid service of a regular employee from the date of hire.
Unpaid leave or disability leaves of absence are no counted as continuous service (except
in cases of Military Leave.)

7) Demotion — The movement of an employee from one class to another class or range
having a lower maximum rate of pay.

8) Domestic Partner — By State Definition — Two adults who have chosen to share one
another’s lives in committed relationship of mutual caring,




9) Eligible — A person whose name is on an employment list, promotional list, or re-
employment list.

10) Emergency — An unforeseen occurrence which requires the absence of an employee, such
as serious illness, accident, or injury to him/herself or a member of his/her immediate

. family as defined herein.

11) Employment List —
a) Open-Competitive — A list of candidates who have qualified in an examination

open to all qualified individuals and who are eligible for appointment.

b) Promotional — A list of candidates who have qualified in an examination open
only to qualified City employees and who are eligible for appointment.

¢) Re-employment — A list of former employees who have been laid off and who are
eligible for re-employment in their former classification of in a comparable
classification carrying the same or lower maximum rate of pay.

d) Reinstatement — A list of former employees who resigned from the Classified
Service in good standing and who are eligible for reinstatement of their former
classification or to a comparable classification carrying the same or lower

maximum rate of pay.

12) Exempt Employee — Management, professional, or administrative employee that is
exempt from overtime based on Fair Labor Standard Act guidelines and approved by City

Council.

13) Fulltime Position — A position the incumbent to work forty (40) or more hours per week.

14) Immediate Family — Employee’s Spouse (including domestic partner), parents (including
step-parents), children (including step-children, foster children, and domestic partner’s
children), sisters, brothers, grandparents, grandchildren, mother-in-law, father-in-law.

Other exceptions may apply.

15) Layoff — Termination of employmént due to elimination of position due to lack of work
or lack of available funding. ‘

16) Leave of absence — Permission to be absent from work for a specified purpose, with the
right to return before or upon the expiration of leave period.

| 17) Management Employee — Employee in supervisory capacity who may or may not qualify
for FLSA exemption. Department Heads and Personnel Officer determine based on job

title and position requirements. -




18) Meet and confer Unit — A representational unit established according to the California
City Municipal Code. :

19) Miscellaneous Employees — An employee not defined as a safety or ‘management
employee for the purpose of meet and confer

20) Part-Time Employee — A position not requiring the incumbent to work forty (40) hours
per week. Employees working less than one thousand (1, 000) hours per year are excluded
from the classified service, serve at the will of Personnel Officer, and may be terminated
without cause or without hearing or right of appeal

21) Personnel Ofﬁcer — The City Manager or the City Manager’s appointed representative.

22) Position — A combination of duties éssigned to be performéd by one pérson.

23) Probationary Employee — An employee who regular status is contingent upon successful
completion of prescribed period of observation to determine his/her ability to perform the
duties of the position.

24) Probationary Period — A working test period during which an employee is required to
demonstrate his/her ability to perform the duties of the position and is subject to
termination without a cause.

25) Promotion - The movement of an employee from one position to another position with
higher maximum rate of pay.

26) Promotional Probation — The period during which an employee who has received a
promotion may be release and returned to the position from which he/she was promoted.

27) Regular Employee — An employee who has completed the probationary period in his/her
position and is occupying a position established on a continuing basis, as distinct from
temporary employees who serve on a seasonal or intermittent basis.

28) Safety Employee — An employee of the Police or Fire Department is defined as a safety
member by law (PERS law does not include Dispatcher, Animal Control Officer,
Aviation Paramedic or Aviation Nurse as Safety Employee for retirement benefits only).

29) Seasonal Employee — An employee who is employed to fill positions in the Parks and
Recreation program during the summer recreation season only (may include
Groundskeepers during spring/summer months).

30) Suspension —~ An involuntary absence imposed by the Appointing Authority for
disciplinary purposes or pending investigation of charges. :



31) Temporary Employee — An employee in a position which is intended to be occupied on
Jess than a year-round basis including but not limited to the following: to cover seasonal
peak workloads; emergency extra workloads of limited duration; necessary vacation
relief, paid sick leave or other situations including fluctuating staff. Ordinarily, such
positions will not be authorized for more the 1,000 hours per year. Temporary employees
are excluded from the Classified Service, serve at the will of Personnel Officer and may

be terminated without cause or without hearing or right of appeal

32) Transfer — Change of an employee from one position to another position having the same
maximum salary and similar duties and basic qualifications.

33) Vacancy — Any unfilled position in the Classified Service.
34) Year — The fiscal year unless otherwise specified.

35) Waiver — The voluntary relinquishment by and eligible of the right to consideration for
appointment to a specific position.

36) Y-rate — The freezing of an employee’s salary at a certain point when it exceeds the
salary on the salary schedule for his/her position until the employee’s salary matched the

salary schedule.
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Section ITI. Employment Standards

II-A. Code of Ethics

Purpose

To provide a standard of ethical values, responsibility, and personal conduct for the guidance of
all City employees.

To enhance the prestige and improve the public image of City employees.

To establish the fundamentals upon which evaluations of employee conduct and performance
may be made most objectively.

Policy
1.

There shall be no discrimination in any City activity because of disability, marital status,
medical condition, race, religion, color, sex, sexual orientation, age, national origin or
ancestry, or political affiliations.

As a recognized part of municipal government, every City employee must do everything
within his/her ability to protect the public image of that government.

Each position in the City is one of public trust. Therefore, each employee must perform
his/her duties in a manner which will bring honor and credit to the City, in accordance
with the highest moral and ethical standards.

City employees shall not accept gifts from persons doing business or seeking to do
business with the City of from persons regulated by the city.

Each employee must be ever minded of public trust in the use of manpower, property,
and funds under his/her care and, by efficient operation and diligent economy, must
conserve them. '

Every City employee is expected to uphold the public interest as opposed to personal or
group interest.

Every City employee has an obligation to the citizens, to the people elected
representatives, to fellow employees, and to management to cooperate in accomplishing
the goals of the City and his/her department and work unit.

Acceptance of the expressed will of the people is the responsibility of all City
Employees.
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9. Every employee should serve the public and fellow employees with efficiency,
impartiality, and courtesy, so that our public and personnel relations will be continuously

enhanced.

10. Each employee should willingly share any emergency work necessary to functions of
his/her department so that public obligations will be fulfilled with maximum efficiency

and with equitable distribution of the workload.

11. Each employee must adhere to the rules of work and performance established as
standards for his/her position by the appropriate authority.

12. Violations of any of the provisions of this code should raise conscientious questions for
the employee concerned as to whether voluntary resignation or other action is indicated
to promote the nest interest of the City.

I11I-B. Criminal Conviction

Any applicant who is convicted of a misdemeanor or felony may be rejected at the discretion of
the Personnel Officer if it appears that job performance or public safety could be adversely
affected because of the recency, frequency, and/or nature of the offense involved.

1. Narcotics — Anyone required by the State of California to register under the Health and
Safety Code for narcotics offenses may be reject at the discretion of the Personnel
Officer, based upon the same criteria defined for felonies and misdemeanors.

2. Sex Offenses — Anyone required by the State of California to register under the Penal
Code for sex offenses may be rejected at the discretion of the Personnel Officer, based
upon the same criteria defined for felonies and misdemeanors.

3. Undesirable, Dishonorable, or Bad Conduct Military Discharges — Anyone who received
such a discharge may be reject at the discretion of the Personnel Officer based upon the
same criteria defined for felonies and misdemeanors.

[1I-C. Citizenship

All applicants for City employment must be:

1. U.S. Citizens, or

2. Classified as resident aliens lawfully admitted into the U.S. for permanent residence in
accordance with the Federal Immigration and Naturalization Act and must have their
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possession an approved Alien Registration Receipt Card (all resident aliens have the legal
right to work in the United States).

3. Classified as Non-immigrant Aliens who have the legal right to work in the U.S. under
condition authorized by the Immigration and Naturalization Service.

III-D. Age Limits

1. Maximum Age ~ There is no maximum age for applicants for examination.

2. Minimum Age — Minimum age for applicants for most examination is set at 18 except
for high school graduates who are 17. :

3. Age Limits Exceptions —

a. A minimum age of 21 has been established for Police Officer positions.

b. Minimum age limit éxception for seasonal positions is 15. Must provide work
permit.

c. With the approval of the personnel officer and the advice of the Department Head
age limit modifications other than those listed may be made, based upon the
requirements of the job and the available labor supply so long as they do not
conflict with state or federal law.

III-F. Education

The City recognizes the value of continuing education for its employees and provides the
following:

1. Eligibility — Any regular full time employee is eligible to request reimbursement for
educational or training expenses as defined an provided for within this policy. All
employees must satisfy the necessary perquisites for enrollment in a course to be eligible
for reimbursement for the City. The course should be courses that are job related,
improve job or department, or related within the department for advancement.

2. Reimbursement — Applications for educational reimbursement must be obtained from the
submitted to the Personnel Officer. Each application must be approved by the appropriate
Department head and the City Manager or Personnel Officer by April 1 of year planning
to attend in order to budget for expense. Amounts reimbursed are outlined in MOU’s.
Receipts are required for reimbursement.

3. Limitations — Reimbursement to employees for tuition and books will be made only upon
successful completion of the course or program and only provided the educational
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experience was undertaken at an approved or accredited agency or institution.
Reimbursement is limited to $1,000 per employee per year based upon Department Head
and City Manager approval.

To qualify for reimbursement, the Personnel Officer or his/her designee shall have(upon
recommendation by the department Head) previously approved the subject matter o the
courses and the agency or institution which provides the courses. This is limited to
Community College, State College or Certificate programs based on Department Head

Recommendation and approval.

The applicant must not be receiving tuition payment or refunds for fees from other
sources when requesting the same from the City, unless it is a specified amount which
does not cover tuition, whereby the City may make upon the difference for full

tuition.

4. Documentation — Upon completion of the course with a passing grade or if no grade is
given, proof that he/she has satisfactorily completed the course must be presented. Failure
to attain a passing grade or satisfactory completion will result in denial of the employee’s

. request for reimbursement for any educational claim for reimbursement.

Receipts showing tuition and fee payments, and payments for text materials must be
furnished with the reimbursement request to the Department Head and forwarded to the

Personnel Officer for approval.

5. In-Service Training — The City will provide in service training for employees prior to
their operation of equipment.

III-E. Appointment of Relatives

1. Purpose

This policy is designed to reasonably regulate, for reasons of supervision, safety, security,
morale, and productivity, the employment of spouses, specified family members or
relatives of City employees, executive managers, members of the City Council and the

City Manager

The implementation of this Policy would limit the hiring of an employee with and
existing relationship to a person already employed by the City. This Policy would require
that each department head conduct an individualized assessment of the particular work
situation and take appropriate action to ensure that a new or existing relationship between
co-workers does not constitute a potentially adverse impact on the department.
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2. Policy

a) Guidelines for Hiring New Emplovees

1) The City of California City may reasonably regulate, condition, or prohibit

the employment of a applicant for a full-time position when he or she has
- a spouse, family member or relative employed or holding office with the

city.

2) Generally, the City discourages the hiring of a person related to someone
within the same department. However, the City recognizes that labor
-requirements and skill for a given job may preclude the City from
attracting a sufficient pool of talent to meet the mission of a given
department. Accordingly, this policy establishes the process for which a
member may be retained by the City if they are related to an existing city
employee.

3) No employee will be hired or appointed to a position where he or she
would directly supervise, or be directly supervised by, his or her spouse,
family member or relative. .

4) Inno case may an employee participate directly or indirectly in the
recruitment or selection process for a position for which a spouse, family
member or relative has filed and employment application.

5) No qualified applicant may be denied the right to file and application for
employment and compete in the examination process. Following
examination, if the applicant is successfully certified as eligible, he or she
may be employed in a department, division, or office in which his or her
spouse, family member or relative is already employed, only if the
department head, in consultation with the City Manager and Human
Resources Manager, has determined that an adverse impact will not occur.

6) When an eligible candidate is refused appointment by virtue of this Policy, -
the name of the candidate shall remain on the eligibility list for openings
in the same classification, as otherwise provided in this Policy, where no
spouse, family member or relative of the candidate is employed,
supervised by, or supervising the vacant position.

b) Guidelines for Tenured Employees

1) It is recognized that City employees may become related during their
tenure with the City, for example, in the case of two employees getting
married. When a tenured employee has a change of status through
marriage or otherwise, the implementation of this Policy requires the
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2)

3)

3. Definitions
a) “Family Member or Relative”

b)

. Applicability
Anyone employed as a full-time or part-time City of California City employee prior to
the effective date of this Policy who is related to another employee at the time of the
adoption of this Policy may continue in their position if their department head, in

" consultation with the City Manager and Human Resources Manager, has determined that
continued employment would not create a conflict of interest or have a potentially
adverse impact on supervision, safety, security, or morale or productivity. However,

department head, in consultation with the City Manager and Human
Resources Manager, to conduct.a case-by-case consideration and
individualized assessment of the particular work situation. The assessment
must be accomplished within 90 days of notification of the marriage or
change in status. The relationship shall not be deemed a “prohibited
relationship” unless the employees’ mutual employment creates a potential
conflict of interest or has a potentially adverse impact on supervision,
safety, security, moral or productivity Under no circumstances will and
employee be allowed to remain in a direct supervisory capac1ty over his or
her spouse, family member or relative.

The department head has the express right to reasonably monitor and
regulate employee performance and, if at any time within one year he or
she determines that a “prohibited relationship” exists, reasonable efforts
may be made to regulate, transfer, condition, or assign job duties so as to
minimize problems of supervision, safety, security, morale or productivity.
An attempt will be made to transfer on of the employees to a similar
position that would not be in violation of this Policy. The transfer will be
granted provided the employee qualifies and there is an opening to be
filled. There can be no guarantee that the new position will be within the
same classification or at the same salary level.

If the situation cannot be resolved in this manner, one of the employees
must separate from City employment. If one of the employees does not
voluntarily resign, the employee with lesser seniority will be discharged.
Reduction in pay or loss of employment pursuant to this Policy shall not
be deemed to be disciplinary action. The City will do everything in its
power to avoid this action.

For the purposes of this policy, “family member” shall be defined as spouse, domestic
partner, parents, sibling, child, grandparent, aunt, uncle, niece, nephew, mother-in-
law, father-in-law, sister-in-law, brother-in-law, son-in-law, daughter-in-law, step-
parent, step-sibling, step-child, grandchild, or dependent.

For the purposes of this policy, “direct supervision” refers both an employee’s direct
supervisor responsible for completing the performance evaluations on the employee,
and to any intermediate lead worker, crew leader, etc. between the employee and

his/her immediate supervisor.
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under no circumstances will and employee directly supervise or be supervised by a
spouse, family member or relative.

HI-G. Emplovee Service Awards

Employees shall receive service awards for years of service in five-year increments, beginning at
5 years. The award shall be a pin bearing a likeness off the City seal, and a certificate of
appreciation. At 25 years, employees will receive pin, certificate, and a gift. Awards will be
presented to employees at a City function such as an awards banquet, City Council meeting, or a
meeting of city officials and employees.

Section IV. Vacaney

Announcements/Examination/Selection Procedures

IV-A. Vacancy Announcements and Applications

1. Vacancy Announcements

a) Career opportunities are provided to all employees through promotion, transfer

b)

. e)

and other job changes. Job postings communicated to employees of the
availability of job for which they may apply are based on their qualifications,
including education, skills, work experience, past performance and attendance.
When a vacancy occurs in a Classified Field, or a new position is created, it is the
policy of the City to recruit from internal applicants first. Said internal applicant
must meet the academic and experience qualification for the position(s). The-
interested employee must submit a City approved application along with a written
request to the Human Resource Department stating the desire to be considered for
the available position. Announced positions within the City of California City will
be posted in City Hall and at each department for a minimum of five days.

At the Human Resource Director’s discretion with the Department Heads input,
the City of California City may choose to advertise outside or fill with a
temporary employee. The position will be posted in at least one local newspaper
following the five days of inside internal recruitment.

If the Human Resource Department has a list of qualified personnel either from
part time or existing testing list, the department does not have to place notice of
open positions. This list can only be used for 12 months.

Announcements will specify the job title, the nature of work to be performed,
minimum requirements of the job, salary, and department.

2. Application Forms

All applications for employment must be made on the official, standard forms furnished
by the Personnel Officer. In order to be accepted, applications must be submitted by the
official closing date of the filing period, be complete, and bear an original signature of

25



the applicant. Applications received outside of regular posting period will be held for 6
months in Personnel Office.

Application Closing Date

The Personnel Officer and Department Head may establish prior to announcement of the
vacancy, the closing date for applications to be accepted for the open position. The
closing date shall be clearly stated in the job announcement. The Personnel Officer may,
however, extend or reopen the application period as recruitment needs require, providing
that the notice is immediately posted.

Reducing and Excessive Number of Applicants on Open Examinations

When the Personnel Officer determines that processing large numbers of applicants
would not be administratively practical, or in the best interests of the City because of the
amount of time or expense required to administer the examination, or other relevant test
Administration factors, screening may be used as an applicant reduction technique.

IV-B. Employment Examinations

1.

Types of Examinations — Prior to the distribution of any examination announcement, the
Personnel Officer, upon the advice of the Department Head (or designee) shall determine
whether the examination is to be administered on and open-competitive basis and/or on a
promotional basis.

Open- Competitive Examination — When an open-competitive examination is to be used,
applications may be accepted from any qualified individual.

Promotional Examinations — Promotional examinations shall be open only to those
regular or probationary employees who meet the minimum qualifications for the position.
In order to be eligible for a promotion examination, an applicant must meet the minim
qualifications for the position, as indicated in the job announcement, and be a current
City employee or currently on a reemployment list.

Examination Techniques — The Personnel Officer shall adopt examinations which are
impartial and related to the primary task of the job classification. The examination fora
given position may include one or more of the following components.
a) A written test measuring the candidate’s job knowledge.
b) An Evaluation of each application accepted using objective and standard criteria
to measure the candidate’s qualifications in terms of training and experience.
c¢) A performance test, whereby candidates demonstrate the degree of job knowledge
and ability possessed.
d) A physical agility test where by candidates demonstrate their physical capacity to
perform a task or series of tasks directly related to the job.
e) A personal interview designed to evaluate the candidate’s personal characteristics,

background, and job knowledge.
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f) Any other examination which, in the judgement of the Personnel Officer, is
necessary to evaluate the candidate’s capacity to perform the job tasks.

5. Conduct of Examinations — It shall be the responsibility of the Personnel Officer to assure
that the examination process is conducted in an objective, timely and efficient manner.
The Personal Officer may contract with any competent individual, organization, or
agency for preparation and/or administration of given examination or portion thereof.

a) Examination Admittance — The personnel Officer may refuse to admit and
applicant to an examination if testing has started

b) Candidate Conduct — During an examination, candidate behavior which interferes
with other candidates or is dishonest shall be cause for removal and
disqualification for the examination.

¢) Re-Examination Eligibility — No applicant who has taken a test shall be permitted
to reapply for the same examination for the same classification within six ©6)
months from the date of previous application for that examination. The Personnel
Officer may reduce or extend this six month reapplication limit on an
examination-by-examination basis, depending upon the number of qualified
applicants for a vacancy.

d) Examination Disqualification — All candidates must meet the minimum
employment standards as stated on the vacancy announcement. If, at any time
during the examination process, it is determined that a candidate does not meet
the minimum qualifications, he/she will be disqualified from further competition
in the examination.

6. Notification of Examination Results — Following the examination process, all candidates
shall be advised of their satisfactory completion or failure.

7. Review of Written Examinations - Candidates may be allowed to review their own
examination results at the discretion of the Personnel Officer.

8. Examination Materials — All examination materials shall remain confidential and no
copying of questions or answers from any paper made available for inspection shall be
permitted. Any candidate violating this provision is subject to disqualification form the
examination, disbarment from future examinations and, on promotional examinations to
disciplinary action.

9. Examination Records — Applications and related examination records shall be retained
for two years from the date of the examination, or for the life of the employment list,
whichever is applicable. Applications and examination records of appointees may be
retained for longer period as determined by the Personnel Officer.

10. Veteran’s Credit will apply to all applicants based on Human Resources Policy and
Procedure guidelines and State and Federal Laws.
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11. Background Investigations: Background investigations will be performed on Police, Fire,

Water, Waste Water, Engineering and other critical positions (Per California Public
Resources Code 5164, Park and Recreation Supervisory positions will have a special
attachment to the application in regards to criminal history-must be completed before
application may be considered). By law, the prospective employee must be given
notification of the background check, sign a waiver, and receive the name and phone
number of the company who will provide the Consumer Report only (within 3 days of
deciding to investigate the applicants background). If it is done internally, notice must
also be given up. After the report is received, a copy must be given to the applicant
within 7 days of receipt, Exceptions for this are in the Police and Fire Departments.
Police and Fire departments will perform their own investigations (with Worker’s
Compensation information being obtained via the Human Resource Office) but must
follow the laws for these checks as laid out by the State of California. Other background
checks will be done by the Human Resources Office. The Human Resources Office will
handle personal and employment references with Driver’s Records Search, Credit,
Worker’s Compensation, and criminal and civil filings. Fingerprints will also be taken for
all applicable employees. If the State of California or Federal government mandates more
extensive background of prospective employees, these laws will be followed.

IV-C. Suspended Competition When a Position is Upgraded

When a reclassification has upgraded a position, or when a new classification has been created,
with approval of the City Manager, competition may be suspended provided that the incumbent
meets the qualifications of the reclassification or upgrade

IV-D. Eligibility Lists

1.

Placement on Lists — Candidates who successfully complete all components of the
examination shall be placed, from the highest to the lowest score, on the appropriate
eligibility list. In the event two or more candidates receive the identical final average
score, the date and time on which each candidate’s application was filed shall be applied

as the determining factor.

Duration of Lists — Open-competitive and promotional list shall remain in effect for six
(6) months unless exhausted or abolished within that period as provided below. The
Personnel Officer or Department Head may extend any such list for up to twelve (12)
months. The effective date of a list shall be that date on which it was approved for
posting by the Personnel Officer.

Abolition of List — The Personnel Officer or Department Head may abolish any eligibility
list which has fewer than three (3) eligible’s on it.
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IV-E Certification of Eligibles and Appointments

1. Certification of Eligible’s — When a request by a Department Head to fill a vacant
position in the Classified Service has been approved by the Personnel Officer, he/she
shall forward to the Department Head and eligibility list for appointment. The
appointment shall be made by the Personnel Officer, following consultation with the
Department Head.

2. Regular Appointments ~ The Department Head requesting to fill a vacant position shall
be permitted to select from any of the top three eligible candidates on the eligibitly list.
The appointment shall be made by the Personnel Officer, following consultation with the
Department Head.

3. Temporary Appointments — The City Manager may authorize temporary appointments to
meet short term employment needs such as periods of peal workload, illness, or pending
the establishment of a new eligible list.

These appointments may be made from an appropriate employment list or from among
other qualified persons where there is no active list or where there are insufficient
eligible’s directly available for appointment.

Unless extended by the City Manager, temporary employees shall not be employed for
more than one thousand (1,000) hours in a twelve (12) month period.

IV-F. Seasonal Emplovees

1. Terminated seasonal employees shall have their names placed on the seasonal re-
employment list for the class in which they served if:

a) Their termination was caused by lack of work and

b) Their service was satisfactory as shown by the performance report for their most
recent season of service. A seasonal employee who resigns, or is terminated for
disciplinary reasons, shall not be eligible for placement on the seasonal re-
employment list.

2. Upon receipt of a seasonal termination of a seasonal employee, the Personnel Officer
shall:

a) Check the employee’s performance rating submitted by the Department Head
with the Payroll Change request.

b) If the rating is at least satisfactory, an availability questionnaire will be sent to the
employee to determine whether he/she would like to be place on an availability
list for the following season.

c) If the rating is less than satisfactory, the employee’s supervisor shall have advised
him/her that he/she is not eligible for placement on the seasonal re-employment
list.
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d) Seasonal eligible’s who fail to work for two consecutive seasons shall
automatically be removed from the list.
3. The Department Head has the authority to place a seasonal employee at a step within the
salary range commensurate with prior experience and training.

Section V. Probationary Periods and Standards of Performance

V-A. Probation

1. New Probation

a) Fulltime Classified Non-Safety Employees — A new or re-employed classified
non-safety employee, employed in a regular position shall be placed on new
probation for six (6) months.

b) Fulltime Safety Employees — A new or re-employed safety employee employed in
a regular position shall be placed on new probation for twelve (12) months from
date of appointment. Police Trainee or Fire Fighter Trainee end probation 12
months after appointment to Police Officer or Fire Fighter.

c¢) Part-Time Employees — A new or re-employed part-tie position within the
classified service shall be placed on new probation for one thousand (1,000) hours
exclusive of overtime or twelve (12) months, whichever is longer.

2. Promotional Probation — A full or part-time classified employee who is promoted, except
on a provisional appointment, shall be placed on promotional probation. Fulltime
miscellaneous employees shall serve a promotional probationary period of six (6)
months. A part-time classified employee shall serve a promotional probationary period of
one thousand (1,000) paid hours, exclusive of overtime. Safety employees shall serve a
promotional probationary period of one (1) year.

3. Failure of Probation

a) New Probation — An employee on new probation may be released at the sole,
discretion of the Personnel Officer, upon advice of the Department Head, at any
time without right of appeal or hearing.

b) Promotional Probation — An employee promoted to another position may be
released at the sole discretion of the Personnel Officer, upon advice of the
Department Head, within sixty (60) calendar days. He/she return to the position
from which he/she was promoted without right of appeal or hearing.

V-B. Extension of Probation

1. Regular Promotional Probation — Should a Department Head determine that a longer
period of probation is required; the employee will be informed, in writing, of the amount
of extension and the reasons therefore. Such extension shall not exceed six (6) months.
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2. Leave of Absence — The granting of an official or military leave of absence shall cause
the employee’s probation period to be extended by the length of the official leave or

by the length of the military leave in excess of fifteen (15) calendar days. If the
employee is on promotional probation, the extended probation period resulting from the
official or military leave of absence shall end with the first day of the pay period after
said extended date. An employee who is suspended shall have his/her probation extended
by length of suspension.

V-C. Sexvice Credit

When an employee’s record consists of a combination of full and part-time service in a regular
position, part-time service shall be applied proportionately by using total hours worked to
appropriate fulltime requirements. For Purposes of this section, one thousand forty (1,040) hours
shall equal six (6) months.

V-D. Performance Evaluation

1. The city shall maintain a system of employee performance evaluations designed to give a
fair appraisal of the quantity and quality of work performed by an employee.
Evaluations shall be prepared and recorded in the employee’s personnel fire for all
regular full and part-time employees at least once each year; and in addition, for
employees on probationary status, performance shall be reviewed at least once near the
middle of the probation period. Seasonal employees shall be evaluated on or before the
end of the season.

2. All written performance evaluations must be completed by the employee’s immediate
supervisor, reviewed by the next higher-level supervisor, and approved by the
Department Head before giving to employee.

3. The employee’s immediate supervisor shall discuss with the employee the specific
performance ratings prior to such ratings being made part of the employee’s personnel
file. The employee shall have the right to file a written response which shall become part
of the evaluation and shall be placed in the employee’s personnel file.

4. Supplemental Performance Reports may be completed by supervisors to evaluate
employee performance between regular rating periods.

a) A Supplemental Performance Report may be completed by supervisors to make
an official record (between regular ratings) of employee performance which has
improved or deteriorated significantly from the previous report.

b) A Supplemental Performance Report may also be completed by supervisors to
make and official record of the performance of an employee who is vacating
his/her position prior to the conclusion of the regular rating period.
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5. When a performance evaluation is recorded in the personnel file of an employee, a copy
of the evaluation, together with any attachment relating thereto, shall be given to the

employee.

V-E. Transfers, Demotions, and Status Changes

It is the policy of the City to provide a transfer procedure, which allows both management and
employees reasonable flexibility in work assignments.

1. The transfer procedure shall not be used to evade supervisory for disciplining an
unsatisfactory worker.

2. Interdepartmental transfers, position transfers, demotion, or status changes must be
recommended by the Department Head and approved by the City Manager.

3. Transfers will be approved for probationary employees, only if the receiving Department
Head is fully informed of the probationary period remaining.

4. Requests for transfer and demotion will be approved only if the employee meets the
current minimum employment requirements of the position to which a transfer or

demotion is desired.

5. To be eligible for a transfer or to request a status change which would increase an
employee’s rights or benefits, employees must meet the following criteria:
a) The employee’s current performance rating must be “meets expectations” or

better, and
b) The employee must have been employed with the City in his/her present position

for at least six (6) months

V-F, Qutside Employment

The city does not wish to impose unnecessary restrains on the personal lives of City employees.
However, some standards are necessary in order to prevent conflicts that may occur between
employees outside employment activities and their city work. Existing rules and procedures
provide for appropriate disciplinary action in the event outside employment activities begin to
impact on employee’s efficiency, sick leave usage, or other performance criteria. In addition,
City employees shall not accept employment outside City service or participate actively in the
management or operation of any business or enterprise that:

1. Is incompatible with their City employment or would result in a conflict of interest with
their responsibilities and obligations to the City, or

2. Could result in criticism or discredit to the City, or
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3. Could prolong recovery while on injury, industrial, or sick leave or while on light duty
assignment for the City.

The City Manager or Department Head may formulate and adopt reasonable standards and
procedures to ensure conformance to this policy.

Section VI. Vacation and Leave Provisions
VI-A. Holidays

The City observes thirteen (13) holidays: New Year’s Day, Martin Luther King Jr. Birthday,
Presidents Day, Cesar Chavez Day, Memorial Day, Independence Day, Labor Day Admission
Day, Columbus Day, Thanksgiving Day & the day after Thanksgiving Day, Christmas Eve &
Christmas Day. Three (3) of the above holidays are considered floating holidays (Martin Luther
King Jr. Birthday, Cesar Chavez Day, & Columbus Day). City services remain open during
Floating Holidays. See applicable Memorandum of Understanding for specific rules on Floating
Holidays.

The City Council may designate any other days as City holidays.

VI-B. Vacation

1. The specific rates at which vacation leave are to be accrued shall be as set forth in the
applicable Memoranda of Understanding or in the case of management personnel, by
Council action. :

2. During the first six (6) months of service under original appointment, employees may
accrue vacation credits, but may not use them. Department Head or Personnel Officer
may grant use under special circumstances.

3. Subject to approval of the Personnel Officer, the Department Head and employee shall
schedule the times at which vacation leave is to be taken, with due consideration being
given to the desires of the employee and operational needs of the department. Use of
vacation leave in less than one-day increments shall be discouraged.

4. Maximum Vacation Accrual is outlined in applicable Memorandum of Understanding. In
case of non-represented Management personnel maximum accrual is 160 hours by June
30 of each year.

5. When a City holiday falls during the period of an employee’s vacation leave, that day
shall not be charged against the employee’s vacation accrual.

6. When an illness or injury necessitates hospitalization of an employee during his/her
vacation leave, the days of hospitalization shall not be charged against the employee’s
vacation accrual until his/her accumulated sick leave has been used.
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7. Employees in Classified Service shall, upon separation, be entitled to receive payment at
their current base rate of pay for all vacation earned, but not taken as of the effective date

of separation.

8. Vacation shall not accrue during leave of absence without pay in excess of thirty (30)
days of except for temporary military leave for active training as defined by Section 395
of the State Military and Veterans Code.

VI-C. Absence Without Authorization

When an employee has been absent without authorization from work for more than three (3)
days, and in the opinion of the Department Head, the employee has abandoned his/her position,
the Department Head shall notify the City Manager or a designee. The City Manager, ora
designee, shall notify the employee that the City has determined he/she has abandoned his/her
position and that the employee has fire (5) working days upon receipt of the notice to contact the
City regarding his/her intent to return to work. Such notice shall be in writing and sent by
certified mail or personal service to the last address listed in the employee’s personnel records.

Abandonment of position may include, but is not limited to:

1. When an employee fails to return to his/her employment upon conclusion of any
authorized leave of absence;

2. When an employee fails to properly notify his/her immediate supervisor by telephone or
in writing of absence due to sickness or injury;

3. When an employee fails to keep his/her immediate supervisor apprised in disability status
on a daily basis, unless otherwise directed by his/her supervisor.

4. When an employee fails to respond within five (5) working days to the notice of
abandonment of position, the employee may be considered to have abandoned his/her
position of employment with the City. Abandonment of the position shall constitutes an

automatic resignation from the City service

In the event abandonment is caused by accident or illness, the employee shall not be deemed to
have abandoned his/her position if:

1. The employee notifies his/her Department Head of causes the Department Head to be
notified of his/her condition as soon as he/she is physically able to do so, and

2. The employee presents hisfher Department Head with adequate evidence that accident or
illness caused the absence and evidence is presented prior to reporting to work.

VI-D. Authorization for Leave

Any leave of absence in excess of five days (with the exception of emergency leave as defined in
section I-8) must be requested in writing by the employee and approved prior to being taken. The
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request shall include the date on which the leave is to begin, the anticipated date of return, and
the reasons’ for the leave. If the leave is for medical reasons, a doctor’s verification should be
attached to the request. The Department Head shall approve or deny the request and forward a
copy to the Personnel Officer.

If the leave is to be extended beyond the requested time, the Personnel Office must be notified at
least five (5) days prior expiration of leave request.

VI-E. Sick Leave

1. Accrual ~ Sick leave is accrued at the rate of 8 hours per month.

2. Notification of Illness — An employee may be required to furnish a certificated issued by
a licensed physician or register nurse, or other satisfactory evidence of illness, injury,
medical condition or medical or dental office calls when the employee has been under the
care of physician. Such evidence may also be required if there is reason to believe an
employee is or will be abusing sick leave. In such a case the employee shall be given
advance written notice stating the reason for the requirement. In addition, evidence may
be requested when an absence for personal illness or injury exceeds five (5) days. Any
employee who is absent because of illness or disability shall notify his/her supervisor
within the first hour (except in case of an emergency) on each scheduled workday after
becoming ill or disabled.

3. Permitted Uses of Sick Leave — Sick leave may be applied to:

a)
b)

c)

d)

An absence necessitated by and employee or employee’s immediate family
member’s personal illness, injury, or disability.

Medical and dental office appointments for an employee and his/her immediate
family.

Absence due to exposure to contagious disease when quarantine is imposed by
health authorities or when it is determined by a physician that the presence of the
employee on duty would endanger the health of others.

Emergency leave with pay may be approved by the Department Head in the event
of serious illness of a member of the employee’s immediate family (as defined in
Section I.G). The use of sick leave under this section shall be limited to a
maximum of five (5) days. This leave may be in addition to the Family Death
Leave.

4. Illness While on Paid Vacation — Illness while on paid vacation will be charged to sick

leave rather than vacation only under the following conditions:

a)

When illness or injury necessitates hospitalization.

b) Within four (4) calendar days of returning to work, the employee must provide

his/her supervisor with satisfactory medical evidence of the illness or injury. The
department shall be under no obligation to extend the vacation beyond the original
scheduled vacation ending date.
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5. Minimum Use — The minimum charge to an employee’s sick leave account shall be one
(1) hour and additional absences over one (1) hour shall be charged to the nearest quarter.

6. Holidays Not Counted — Observed holidays occurring during sick leave shall not be
counted as a day of sick leave.

7. Sick Leave Upon Termination

a) Upon separation of an employee by his/her choice, employee with up to
seven (7) year consecutive service shall be entitled to pay equal to one-
half (1/2) his/her accumulated sick leave. Employee with over seven (7)
years consecutive service shall be entitled to pay equal to 100% of his/er
accumulated sick leave.

b) Upon termination of an employee for cause by the City, as per the
discipline procedures, an employee with five (5) year or more of
permanent service with the City shall be entitle to time equal to one-half
(1/2) of his/her accumulated sick leave.

¢) Upon termination of an employee for cause by the City, an employee with
less than five (5) years of permanent service with the City shall not be
entitled to any compensation for accrued sick leave.

8. Job Related Illness/Injury — When an illness or injury is job-related and covered by
Workers Compensation, accrued sick leave and vacation credits shall be applied to make
up the difference between state benefits and full base salary. This provision shall not
apply to Public Safety employees covered under Section 4850 of the State Labor Code.

9. Accrual During Leave of Absence — Sick leave shall not accrue during leave of absence
without pay in excess of thirty (30) days except for a temporary military leave for active
training as defined by Section 395 of the State Military and Veterans Code.

10. Medical Insurance — If an employee is granted a medical leave of a medical leave of
absence without pay, the City shall pay the employee only cost of medical insurance
premiums for the first three (3) months.

VI-F. Military Leave
Per City Council Resolution No: 11-02-2021 Effective Date: November 5, 2002

1. Applicability — All City employees who have successfully completed an initial
one-year probationary period shall be eligible for the benefits described herein,

whether full-time or part-time.
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- Supplement of Salaries — The City will supplement an employee’s salary beyond
the gross amount received for uniformed military services pay for up to twelve
(12) full months of active duty actually served by the employee. Any employee
requesting supplemental pay pursuant to this policy shall provide the City with
written evidence of gross monthly salary paid for military service and shall also
provide written evidence of gross monthly service, beyond the minimum service
required as part of his or her commitment to serve in the Military Reserves or
National Guard. The City Council will review the call to duty to determine further
salary supplement, if the employee is requested to serve longer than twelve (12)
months.

. Health Insurance — After initial 30 days of active duty, the City will cover the
employee for thirty (3 0) days with Cafeteria Plan benefits. After this time, it is
expected the employee will have such medical and dental benefits covered by the
military.

. Life Insurance — The City will maintain the life and accidental death and
dismemberment benefits of employees called to active duty, subject to the terms
and conditions, such as Act of War exclusion, of the City’s contracts with the
providers of those benefits for up to 12 months of active duty service.

. Annual ] eave — Employees will continue to accrue benefits based on the length of
service in accordance with the Military and Veterans Code.

- Post-Uniformed Military Service Employment — Employees shall work for the
City for at least six (6) months after completion of active duty uniformed military
service for the benefits in this policy to accrue.

- Resumption of Employment — Every employee returning from active duty
uniformed military service shall notify his or her employer of an intention to

resume work, and according to the following schedule:

a) If the employee has been on uniformed military service for less than
thirty-one (31) days, the employee shall notify the head of the department
of the employee’s intention to resume work, and actually resume work, no
later than the beginning of the first full regularly scheduled work period on
the first full calendar day following the completion of the active duty
period of service. If through no fault of the employee, the employee
cannot notify and report as set forth above; the employee must notify and
report as soon as possible.

b) If the employee has been on active duty uniformed military service for
more than thirty (30) days but less than on-hundred-eighty-one (181) days,
the employee shall notify head of the department of the employee’s
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intention to resume work, and actually resume work, no less than fourteen
(14) days following the completion of the period of service. If through no
fault of the employee, the employee cannot notify and report as set forth
above, the employee must report as soon as possible.

c¢) If the employee has been on active duty uniformed military service for
more than one-hundred-eighty (180) days, the employee shall notify the
head of the department of the employee’s intention to resume, and actually
resume work, no less than thirty (30) days after the completion of the
period of service.

d) If an employee is hospitalized, convalescing, or recovering from illness or
injury incurred or aggravated during the period of uniformed military
service, the employee must report at the end of the period needed for
recovery up to two (2) years, unless the ability to report within the 2-year
period is made impossible or unreasonable due to circumstances beyond

the employee’s control.

8. Relinquishment of Benefits — An employee who is qualified for and elects to
receive the benefits provided by this policy but does not comply with the
requirements of sections 6 or 7 above, will repay supplemental compensation
provided by the City pursuant to this policy.

9. Duration of Benefits — The benefits payable pursuant to this policy shall continue
for up to twelve (12) months from the first full day of active uniformed military

service for each employee.

10. Rights and Benefits Not Exclusive — The rights and benefits provided by this
Policy are in addition to those provided by existing applicable local, state, ad
federal law, including the Uniformed Services