
January 26, 2026 AGENDA 1  

 
CITY OF PLYMOUTH CITY COUNCIL  

SPECIAL MEETING AGENDA  
Monday, January 26, 2026 

6:30 PM 

City Council Chambers - 9426 Main Street - Plymouth, CA 
 

In-person participation by the public is permitted. Alternatively, remote/electronic public participation is available 
in one of the following ways: 

City of Plymouth's City Council Zoom Meeting  
Meeting ID: 931 2578 8634 Security Passcode:033185 

Invite Link https: https://zoom.us/j/93125788634?pwd=bLNe2SXpcjIn30F5okbEClNztjC4ip.1   
 

Members of the public not attending in-person may submit written comments prior to the meeting by emailing 
comments to the City Clerk at vmchenry@cityofplymouth.org before 3:30 PM on the day of the meeting. Emailed 
public comments will be distributed to the City Council and made part of the official record. 

Don Nunn, Mayor 
Holger Hornisch, Vice Mayor                                                       Wendy Bottomley, Council Member  
Wendy Cranford, Council Member           Deborah Dill, Council Member 

MISSION STATEMENT 
The City of Plymouth preserves our small-town atmosphere and provides fiscally 
responsible services that fulfill public needs while protecting their quality of life. 

 

1. CALL TO ORDER/ROLL CALL: 
• Roll Call 
• Pledge of Allegiance 

2. APPROVAL OF CITY COUNCIL SPECIAL MEETING AGENDA OF JANUARY 26, 2026 

3. SPECIAL MEETING PUBLIC COMMENT 
Under provisions of the Government Code, citizens wishing to address the Council for any 
matter on the agenda may do so at this time. Please submit a completed Speaker Submittal 
Form to the City Clerk. Comments are limited to three minutes or less and speakers are 
requested to state their name and community of residence. For public comments on 
agendized items, speakers will be called by the Mayor at the point on the agenda when the 
item will be heard. The City Council is prohibited from materially discussing or acting on any 
item not on the agenda unless it can be demonstrated to be of an emergency nature or an 
urgent need to take immediate action arose after the posting of the agenda. 

4. CONSENT CALENDAR ITEMS: 
All matters listed under the Consent Calendar are to be considered routine by the City Council 
and will be enacted by one motion in the form listed. There will be no separate discussion of 
these items unless, before the City Council votes on the motion to adopt, members of the 
Council, staff or the public request specific items to be removed from the Consent Calendar 
for separate discussion and action. 

4.1 CORRESPONDENCE 

4.2 APPROVE THE REGULAR MEETING MINUTES OF JANUARY 8, 2026 
5. SPECIAL AGENDA ITEMS: 

5.1 RECEIVE AND DISCUSS NBS WATER/SEWER RATE DRAFT 
REPORT WITH POSSIBLE DIRECTION 

https://zoom.us/j/93125788634?pwd=bLNe2SXpcjIn30F5okbEClNztjC4ip.1
mailto:vmchenry@cityofplymouth.org
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5.2 UPDATE EMPLOYEE HANDBOOK AND MUNICIPAL CODE REVISIONS – 
DIRECTION FOR FUTURE COUNCIL CONSIDERATION 

6. CITY MANAGER’S REPORT 
7. MAYOR & COUNCIL MEMBERS’ REPORTS AND COUNCIL REQUESTS FOR FUTURE 

AGENDA ITEMS 
8. CLOSED SESSION: 

8.1 CONFERENCE WITH LEGAL COUNSEL – EXISTING LITIGATION (Gov. 
Code § 54956.9) – 1 CASE 

Outfront Media LLC v. City of Plymouth (Amador County Superior Court Case 
No. 25CV15005) 

8.2 PUBLIC EMPLOYEE APPOINTMENT – CITY MANAGER (Gov. Code § 
54957) 

Discussion and possible action to appoint a permanent City Manager 
9. ADJOURNMENT 

LEVINE ACT PUBLIC PARTY/APPLICANT DISCLOSURE OBLIGATIONS: 

Applicants, parties, and their agents who have made campaign contributions totaling more than 
$500 (aggregated) to a Council Member over the past 12 months, must publicly disclose that fact for 
the official record of that agenda item. Disclosures must include the amount of the campaign 
contribution aggregated, and the name(s) of the campaign contributor(s) and Council Member(s). The 
disclosure may be made either in writing to the City Clerk prior to the agenda item consideration, or by 
verbal disclosure at the time of the agenda item consideration. 
The foregoing statements do not constitute legal advice, nor a recitation of all legal requirements and 
obligations of parties/applicants and their agents. Parties and agents are urged to consult with their own 
legal counsel regarding the requirements of the law. 

ADDITIONAL INFORMATION 

Public documents related to an item on the open session portion of this agenda, which are distributed to the 
City Council less than 72 hours prior to the meeting, shall be available for public inspection at the City 
Clerk’s office located in Plymouth City Hall and at the time of the meeting. Persons interested in 
proposing an item for the City Council Agenda should contact a member of the City Council, or the City 
Manager. 

NOTICE: 

As presiding officer for this meeting, the Mayor has the authority to preserve order at all City Council 
meetings, to remove or cause the removal of any person from any such meeting for disruptive conduct, 
and to enforce the rules of the Council. 

In compliance with the Americans with Disabilities Act, if you need a disability-related modification or 
accommodation, including auxiliary aids or services, to participate in this meeting, please contact the City 
Clerk’s Office at (209) 245-6941 prior to the meeting. 
 

CERTIFICATION OF POSTING OF AGENDA 
I, Victoria McHenry, City Clerk for the City of Plymouth, declare that the foregoing agenda for the 
6:30PM January 26, 2026, Special Meeting of the Plymouth City Council was posted and available for 
review on January 16, 2026, at the City Hall of the City of Plymouth, 9426 Main Street, Plymouth, 
California, 95669. The agenda is also available on the city website at cityofplymouth.org. 

Signed at Plymouth, California 
//s//   Victoria McHenry, City Clerk 



AGENDA 

CITY OF PLYMOUTH 
City Council 

SPECIAL MEETING

MONDAY, JANUARY 26, 2026
at 6:30pm

Council Chambers 
9426 Main Street, Plymouth, California 

Don Nunn, Mayor

Holger Hornisch, Vice Mayor 
Wendy Cranford, Council Member

Wendy Bottomley, Council Member 
Deborah Dill, Council Member

PLEASE NOTE: The Council may take up any agenda item at any time, regardless of the 
order listed. Action may be taken on any item on the agenda. Members of the public 
who wish to speak may be subject to a three (3) minute maximum time limit when 
addressing the Council, and/or the City may require speaker identification sheets 
be submitted to the City Clerk prior to being called upon by the Mayor to provide 
public comment. 
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CERTIFICATION OF POSTING OF AGENDA 
I, Victoria McHenry, City Clerk for the City of Plymouth, declare that the foregoing agenda for the 
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Signed at Plymouth, California 
//s//   Victoria McHenry, City Clerk 
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CITY OF PLYMOUTH CITY COUNCIL 
REGULAR MEETING MINUTES DRAFT 

Thursday January 8, 2026 
6:30 PM 

City Council Chambers - 9426 Main Street - Plymouth, CA 

In-person participation by the public is permitted. Alternatively, remote/electronic public participation is available 
in one of the following ways: 

     Don Nunn, Mayor 
Holger Hornisch, Vice Mayor         Wendy Bottomley, Council Member 
Wendy Cranford, Council Member         Deborah Dill, Council Member 

MISSION STATEMENT 
The City of Plymouth preserves our small-town atmosphere and provides fiscally 
responsible services that fulfill public needs while protecting their quality of life. 

1. CALL TO ORDER/ROLL CALL: Called to order at 6:31pm 

COUNCIL MEMBERS’ PRESENT: Don Nunn, Holger Hornisch, Wendy Bottomley, 
Wendy Cranford (arrived at 6:36pm), Deborah 
Dill 

COUNCIL MEMBERS ABSENT: None 

STAFF/ADVISORY PRESENT: Andreas Booher, City Attorney, Cameron 
Begbie, Interim City Manager, Victoria McHenry, 
City Clerk, Jacob Smith, Audio/Video Technician, 
Ricky VanDyke, Accountant 

STAFF/ADVISORY ABSENT: None 

Flag Salute led by Mayor Nunn 

2. APPROVAL OF CITY COUNCIL REGULAR MEETING AGENDA OF JANUARY 8, 2026

Council Member Dill motioned to approve the City Council Regular Meeting Agenda for January 8, 
2026, with item 5.1 pulled. Second by Council Member Bottomley. Motion passed with a roll call vote 
of 4-0-1, with Council Member Cranford absent. 

Council Member Cranford arrived at 6:36pm. 

3. REGULAR MEETING PUBLIC COMMENT

John Burdette spoke representing Excite Energy. He explained what Excite Energy provides and also 
had handouts for the council and public. 

Mo Delich spoke about her traffic concerns of drivers speeding through the roundabout. She 
mentioned that she’d emailed the council members and would like to discuss this further with them. 
Ms. Delich stated she does not feel safe walking around town due to speeding drivers. 

Rosemarie Moody was happy to hear someone else speaking about the speeding drivers through 
town. She also asked how many septic companies we have signed for septage dumping.  Interim City 
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Manager Begbie stated at present there is only one company signed. 

4. CONSENT CALENDAR ITEMS:

4.1 CORRESPONDENCE 

4.2 APPROVE THE SPECIAL MEETING MINUTES OF NOVEMBER 26, 2025 

4.3 APPROVE THE REGULAR MEETING MINUTES OF DECEMBER 11, 2025 

Council Member Bottomley motioned to approve the consent calendar, with item 4.4 pulled for 
discussion and with amendments to the regular meeting minutes of December 11, 2025. Second 
by Council Member Dill. Motion passed with a roll call vote of 5-0 

4.4 RECEIVE DECEMBER WARRANT REGISTER 

Council Member Bottomley stated she would like to see a report that shows what the annual 
budget versus the actual budget. She would like these reports to be done quarterly to see how 
our spending is going throughout the year. Council Member Bottomley offered her efforts to 
help this come to fruition.  
5. REGULAR AGENDA ITEMS:

5.1 2025 CALIFORNIA BUILDING STANDARDS CODE UPDATE

This item was pulled. 

5.2 AMENDMENT TO AGREEMENT WITH NBS GOVERNMENT FINANCE 
GROUP 

Rosemarie Moody commended Council Member Bottomley on her idea on budget reporting. 
Regarding item 5.2 she asked why the numbers from NBS were presented differently from the 
original proposal.  

Vice Mayor Hornisch motioned to amend the agreement with NBS Government Finance Group. 
Second by Council Member Cranford. Motion passed with a roll call vote of 5-0. 

5.3 COMCAST ENCROACHMENT PERMIT APPLICATION 

It was clarified by City Attorney Booher, as per our municipal code, encroachment permits are 
signed off by our City Engineer and this item is for informational purposes only. The permit 
information was received by the council.  

5.4 AMADOR COUNTY REGIONAL TRAFFIC MITIGATION FEE PROGRAM 
ANNUAL REPORT 

Council Member Cranford motioned to approve Resolution 2026-01 approving the Fiscal Year 
2024/2025 Amador County Regional Traffic Mitigation Fee Program Annual Report. Second by 
Council Member Cranford. Motion passed with a roll call vote of 5-0. 
6. CITY MANAGER’S REPORT

Interim City Manager Begbie stated that staff located a significant amount of funds from ACH fees 
that had bounced back. Staff is in the process of collecting the funds. NBS will be giving a rate study 
during a special meeting on January 26th. Interim City Manager Begbie stated that the sheriff will be 
increasing their presence in Plymouth. He stated we should see them more often as well as CHP.  

7. MAYOR & COUNCIL MEMBERS’ REPORTS AND COUNCIL REQUESTS FOR FUTURE
AGENDA ITEMS
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Council Member Cranford asked City Attorney Booher whether the upcoming townhall was informal 
and if all Council Members could attend. City Attorney Booher stated if they were to attend, he 
recommends that they should not comment at the meeting. Council Member Cranford asked if the 
tribe is planning on having more sheriffs present when the casino opens. She wanted to know if 
Interim City Manager Begbie knew if they had a plan in place. Interim City Manager Begbie stated he 
will find that answer by the next meeting. Council Member Cranford apologized for being late to the 
meeting due to a work issue.  
Vice Mayor Hornisch asked if we knew the soft opening date for the casino. Interim City Manager 
Begbie stated he had heard it was February 23rd.  
Council Member Dill stated that she and Council Member Bottomley are going to be attending New 
Council Member training this month. She is looking forward to it.  
Council Member Bottomley is very excited about the New Council Member training this month. 
Mayor Nunn stated the reason we will be cancelling the January 22nd meeting and moving it to 
January 26th is because Council Members Dill and Bottomley will be attending the New Council 
Member training. He also stated that he attended the recent LAFCO meeting.  
8. CLOSED SESSION:

Rosemarie Moody commented on closed session Item 8.2. She stated she hopes that the hiring 
process will be professional, ethical and non-discriminatory. Ms. Moody also hopes that there will be 
integrity in the process. 

ADJOURNMENT INTO CLOSED SESSION AT 7:13PM 

8.1 CONFERENCE WITH LEGAL COUNSEL – EXISTING LITIGATION (Gov. 
Code § 54956.9) – 1 CASE 

Outfront Media LLC v. City of Plymouth (Amador County Superior Court Case 
No. 25CV15005) 

8.2 PUBLIC EMPLOYEE APPOINTMENT – CITY MANAGER (Gov. Code § 
54957) 

Review applications and provide direction to staff regarding scheduling of 
interviews 

9. ADJOURNMENT AT 9:02 PM WITH NO REPORTABLE ACTION TAKEN IN CLOSED
SESSION

Respectfully submitted at Plymouth, California 
//s// 
Victoria McHenry City Clerk 
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CITY COUNCIL AGENDA ITEM NO. 5.1 

01/26/2026 

SUBJECT: Presentation of the updated Water and Wastewater rate study 
and requesting City Council input and direction. 

DEPARTMENT: City Manager’s Office 

STAFF: Cameron Begbie, Interim City Manager 

PRESENTATION ON WATER AND WASTEWATER RATE STUDY AND REQUESTING CITY 
COUNCIL INPUT AND DIRECTION TO DO PROP 218 RATE SETTING. 

California Proposition 218 requires agencies to notify property owners and ratepayers 
of proposed changes to utility rates, and to hold a public hearing prior to 
implementing any increases. The purpose of this process is to ensure transparency 
and allow for public participation. 

Water and wastewater systems are essential services funded entirely by user rates. 
Periodic rate reviews and adjustments are necessary to ensure that revenues are 
sufficient to support operations, maintenance, capital improvements, regulatory 
compliance, and long-term financial stability. 

The City’s most recent rate study was completed in 2017, and rate adjustments were 
last adopted in 2011. Since that time, increases in operating costs, infrastructure 
needs, and regulatory requirements have impacted the City’s utility funds. 

In partnership with City staff, NBS is conducting comprehensive rate studies 
evaluating the City’s water and wastewater enterprise funds. The studies review 
current and projected operating expenses, capital improvement needs, reserve 
targets, and revenue requirements over a five-year planning period. 

Key factors driving the proposed rate adjustments include: 
• Aging infrastructure requiring rehabilitation and replacement
• Inflationary increases in labor, energy, and chemical costs
• State and federal regulatory mandates
• The need to maintain reserve levels and debt service coverage ratios

TITLE 

BACKGROUND 

DISCUSSION 



CITY COUNCIL AGENDA ITEM NO. 5.1 

01/26/2026 

Results of the studies will be presented with various rate scenarios. Staff and NBS 
are seeking direction from Council regarding the preferred rate scenario to proceed 
with the legislative steps necessary for rate approval 

This is not a “project” under Section 15378 of the California Environmental Quality 
Act (CEQA) Guidelines. 

Approval of the rate adjustments is necessary to ensure the financial health of the 
City’s water and wastewater utilities. Without the adjustments, the City risks falling 
short of funding obligations for operations and capital projects. 

Mailing costs and consultant support for the Proposition 218 process are included in 
the current contract and will be paid from the Water and Wastewater Enterprise 
Funds. 

Staff recommends that the City Council: 

1. Receive a presentation on the proposed adjustments to water and wastewater
rates.

2. Provide direction regarding the preferred rate scenario.
3. Authorize NBS to proceed with preparation of the Rate Report, Notice of Public Hearing and 

work with staff to schedule the next legislative steps of the Proposition 218 process. 

1. Rate study slide presentation

ENVIRONMENTAL DETERMINATION 

FISCAL IMPACT 

RECOMMENDATION 

ATTACHMENT(S) 
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CITY COUNCIL AGENDA ITEM NO. 5.2 
01/26/2026 

SUBJECT:  Review of Updated Employee Handbook and Municipal Code § 
2.08.090 

DEPARTMENT: City Manager’s Office 

STAFF:  Interim City Manager Cameron Begbie 

TITLE 

UPDATE EMPLOYEE HANDBOOK AND MUNICIPAL CODE REVISIONS – DIRECTION FOR 
FUTURE COUNCIL CONSIDERATION 

BACKGROUND 

The City’s Employee Handbook and Municipal Code § 2.08.090 serve as foundational 
documents governing personnel policy, employee conduct, disciplinary procedures, 
and general employment standards. Over time, both documents had become 
outdated, inconsistent, and in some instances unclear, leading to confusion in the 
administration of staff matters. Several provisions did not reflect current laws, best 
practices, or operational procedures. 
During recent personnel reviews and administrative matters, City management 
identified areas where the Handbook and Municipal Code lacked clarity or conflicted 
with each other. These inconsistencies created challenges in ensuring transparent, 
fair, and legally compliant personnel management. 

ENVIRONMENTAL DETERMINATION 

This action does not constitute a project under CEQA or NEPA and is therefore not 
subject to environmental review. 

FISCAL IMPACT 

The fiscal impact is limited to existing staff time required to implement the updated 
policies. 

RECOMMENDATION 

It is recommended that the City Council review the updated Employee Handbook and 
proposed amendments to Municipal Code § 2.08.090 and provide direction for these 
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01/26/2026 

items to be brought back for discussion and consideration at a future regular City 
Council meeting. 

ATTACHMENT(S) 

1. Updated City of Plymouth Employee Handbook
2. Update City of Plymouth Municipal Code § 2.08.090 Authority over employees.



CITY OF PLYMOUTH 

PERSONNEL MANUAL

CC Adopted: 



PREFACE 

This manual is meant to serve as a useful reference document throughout your employment with 
the City of Plymouth (hereafter referred to as the “City”). However, it is not intended to be a 
contract (express or implied), nor is it intended to otherwise create any legally enforceable 
obligations on the part of the City or its employees. Your employment with the City is at-will and 
can be terminated at any time for any lawful reason.  This manual supersedes and replaces all 
previous personnel policies, practices, and guidelines. 

To obtain more information regarding specific employment policies or procedures, whether or not 
they are referred to in this manual, contact Human Resources. As the City is a growing and 
changing organization, it reserves full discretion to add to, modify, or delete provisions of this 
manual, or the policies or procedures upon which it is based, at any time, with or without prior 
notice. Only the Plymouth City Council has the authority to enter into an employment or other 
agreement that modifies the City policy. Any such modification must be in writing. 

This manual is the property of the City and is intended for your personal use and reference as an 
employee of the City. Although the City attempted to be comprehensive in the matters covered by 
this manual, no manual, including this one, can be all-inclusive and anticipate all circumstances. 
Whether an employment-related matter is or is not covered in this Personnel Manual, the City 
reserves the right to address the matter in the manner the City, in its sole discretion, deems most 
appropriate. 

Following review and study of this manual, please sign the employee acknowledgment form at the 
back of this manual, tear it out, and return it to Human Resources. This will provide the City with 
a record that you read and received the manual. 
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SECTION 1. THE SELECTION PROCESS 

1.01  Recruitment 

The City Manager or designee will prepare a job announcement to announce a proposed 
recruitment.  The announcement may be posted on the City’s website and other locations the City 
Manager or designee deems appropriate, depending on whether the recruitment is open to the 
public or for current employees only.  The City Manager has discretion to determine the type of 
recruitment, the final filing deadline, and the selection processes to be used .  Employment searches 
for all open positions within the City are coordinated through City Hall. 

Employment searches for all open positions within the City are coordinated through City Hall. 

In an effort to discover qualified candidates, the City may place advertisements in newspapers and 
magazines, as well as list positions with employment agencies, vocational schools, colleges, 
universities, and the Employment Development Department. 

The selection processes to be used on recruitments may include written or oral tests, interviews, 
practical exercises, or any combination thereof.  The content of all selection processes will be job-
related and designed to test knowledge, skills, or abilities that help predict successful completion 
of job duties.  Any interview with candidates may be conducted by the City Manager or by an 
individual or panel designated by the City Manager.  

The City Manager or designee will make the final appointment. of all City employees (except those 
that report to the City Council).  The City Manager or designee has discretion to decide in what 
manner a vacancy is filled.  Vacancies may be filled by hire, reinstatement, promotion, transfer, 
demotion, or appointment of a temporary employee.   

1.02  Employment Applications/Requirements 

The City relies upon the accuracy of information contained in the employment application, as well 
as the accuracy of other data presented by applicants throughout the hiring process and 
employment. Any misrepresentations, falsifications, or material omissions in any of this 
information or data may result in the disqualification of an applicant from further consideration 
for employment or in the termination of employment of a current employee. 

1.03  Employment Reference/Background Checks 

To ensure that individuals who join the City are well qualified and have a strong potential to be 
productive and successful, it is policyAs part of the recruitment/selection process, the City’s 
practice is to check the employment references of candidates who apply for position(s). For the 
purposes of verifying information provided on the application, background checks will include but 
not be limited to, DMV. 

1.04  Immigration Law Compliance and Verification of Status 

The City is required by federal law to verify the identity and legal ability to work from all 
individuals hired by the City. In keeping with this obligation, each applicant must also attest to 
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his/herthe employee’s legal authority to work and identity on a I-9 Form provided by the Federal 
Government.  Further, documentation that shows each person’s identity and legal authority to work 
must be inspected and verified by the City as soon as possible after an offer of employment is 
made and, in no event, more than three (3) business days after an individual is hired. All offers of 
employment and continued employment for positions in the United States are conditioned on 
furnishing satisfactory evidence of identity and legal authority to work in the United States. 

1.05  Offer of Position 

All offers of employment are made by the City Manager or designee. Offers are made contingent 
upon the applicant passing (a) a pre-employment medical examination indicating that the applicant 
is fit for duty and can perform the essential functions of the job position with or without reasonable 
accommodation, and (where applicable) (b(b) a criminal background check, and (c) (where 
applicable) a pre-employment drug and alcohol screening test.  All employees whose positions are 
designated as safety-sensitive are required to submit to pre-employment drug and alcohol 
screening.  Safety sensitive status is identified in the applicable job description and in the job 
posting/announcement.   

An offer of employment is not meant to create, and does not create, an employment contract 
between an employee and the City.  

SECTION 2. EMPLOYMENT BASICS 

2.01  Open Door Policy 

Open communication functions best in an atmosphere of trust. In such an environment, most 
problems can be readily solved and do not evolve into serious conflicts. The City is committed to 
responding effectively to employee concerns. Experience has shown that when employees deal 
openly and directly with their supervisors, the work environment can be excellent. 

Employees are encouraged to see their immediate supervisor with questions or problems relating 
to their jobs or interactions. Because one supervisor may not always be an appropriate outlet for 
communication, the City believes that it is important to provide its employees with other avenues 
of communication. If, for any reason, employees find speaking to their own supervisor is difficult 
or unacceptable, they may address their concerns to the City Manager. 

Please remember to not internalize a problem! Because no solution is possible without candid 
discussion, employees are encouraged to speak out and are assured that they may use the City’s 
open door policy without fear of reprisal. 

2.02  Equal Employment Opportunity 

It is the policy of the City to afford equal employment opportunity to all qualified individuals 
regardless of race, color, religious creed, sex, pregnancy, childbirth or related medical condition, 
gender, national origin, ancestry, citizenship, age, marital status, gender identity, gender 
expression, sexual orientation, physical or mental disabilities, medical condition, genetic 
characteristics, veteran or military status, or any other characteristic (or combination thereof) 
protected by federal, state, or local law. This policy of non-discrimination applies to all 
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employment practices, including recruitment, hiring, compensation, benefits, promotion, training, 
transfer, discipline, layoff, recall, termination, and the like. Equal employment opportunity is not 
only the law, but is an integral part of the City’s philosophy.  

The City is committed to providing a work environment that is free from discrimination. In keeping 
with its commitment, the City maintains a strict policy prohibiting unlawful harassment, including 
sexual harassment, on the basis of any of the aforementioned protected classes. 

If you have any questions regarding this policy or if you have any concerns about workplace 
discrimination, please immediately direct your questions or concerns to Human Resources. A 
complaint procedure is also addressed in the Harassment and Discrimination Prevention Policy. 
The City will not retaliate against any employee who raises concerns in good faith. Anyone found 
to be engaging in any type of unlawful discrimination will be subject to disciplinary action, up to 
and including termination of employment. 

2.03 Workplace Accommodation 

The City is committed to complying with all laws protecting qualified individuals with disabilities, 
as well as employees’ religious beliefs and observances. This policy extends to all aspects of our 
employment practices, including but not limited to, recruiting, hiring, discipline, termination, 
promotions, transfers, compensation, benefits, training, leaves of absence, and other terms and 
conditions of employment. The City will make reasonable accommodations for qualified 
individuals with disclosed disabilities that are necessary to comply with the state and federal 
disability discrimination laws for the known physical or mental disability or known medical 
condition of an applicant or employee, consistent with its legal obligations to do soand for 
employees who have sincerely held religious beliefs , unless doing so would result in an undue 
hardship.  or pose a direct threat to health or safety.  

If you are unablerequire an accommodation to perform the essential functions of your job because 
of a disability and need some type of accommodationand/or for your religious beliefs or 
observances, notify Human Resources. You may be required to provide medical certification 
regarding your disability and need for accommodation (at your own expense), as well as to 
participate in “fitness for duty” assessments (at the City’s cost). AllOnce the City is aware of the 
need for an accommodation, the City will engage in an interactive process with you to identify 
possible accommodations.  As part of this process, you may be asked to provide supporting 
information supporting your eligibility and need (including medical documentation of any 
disability).  Where applicable, medical information is kept in a confidential medical information 
file and shared only on a need-to-know basis.   

While the City welcomes your suggestions for accommodations to enable you to perform the 
essential functions of your job, the City will make the final decision regarding whether it can 
provide a reasonable accommodation and, if so, which accommodation to provide in accordance 
with its legal obligation. 

2.03  Employment of Relatives 

The following describes the City’s policy with regard to the hiring, ongoing employment, or 
contracting of people who have a familial relationship to a member of the City Council, the City 
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Manager or any City employee. This applies to all regular full-time and part-time employees of 
the City. 

No one will be assigned to the role of an immediate supervisor/subordinate relationship where the 
supervisor and subordinate employee have a potential employment conflict of interest due to a 
parental, spousal, romantic, business, or sibling relationship. The City reserves the discretion and 
the right to transfer either or both the supervisor or subordinate employee to eliminate such a 
conflict, or, if such a transfer is not practicable, to terminate either’s employment. 

In addition, the City will reassign or prevent the management of any consultant or contractor’s 
work assignments by an employee who havehas a parental, spousal, romantic, business, or sibling 
relationship to said consultant or contractorcontractors. 

2.04  At-Will Employment 

Employment with the City is at-will. Either the employee or the City can terminate the 
employment relationship at any time, with or without cause and with or without prior notice. All 
employer decisions, including but not limited to demotion, promotion, pay rate, employment 
status, disciplinary action, and the like, are also at will, meaning these decisions are made in the 
sole discretion of the City, with or without cause. Other than the City Manager, as authorized by 
vote of the City Council, no employee or City representative has any authority to enter into an 
agreement (which must be in writing) to employ any person other than on an at-will basis or for 
any specified period of time.  

Any separate, individual, or written employment contract with the City for a specific fixed period 
of time must be approved by the City Council. 

2.05  Drug and Alcohol Policy 

It is the responsibility of the City to maintain a safe and effective working environment. Employees 
who work while under the influence of drugs or alcohol present a safety hazard to themselves, 
their co-workers, and the public. Moreover, the presence of drugs and alcohol in the workplace 
limits the ability to produce high quality work. Employees with alcohol or drug dependencies are 
encouraged to seek assistance. 

The following conduct is considered unacceptable behavior: 

• Use, possession, manufacture, distribution, transfer, sale or solicitation of illegal drugs on 
City property, including City vehicles, or while conducting City business; 

• Use or possession of alcohol on City property, including City vehicles; 

• Reporting to work or conducting City business under the influence of alcohol or drugs 
(including prescription drugs) which are unlawful or which may impair the employee’s 
ability to function properly. 

The City reserves the right to investigate any possible violations of this Drug and Alcohol Policy. 
An investigation may involve medical testing of employees, upon reasonable suspicion, for drug 
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and/or alcohol use. If an employee refuses to participate in such an investigation, the City may 
take such disciplinary action as it deems appropriate, up to and including termination. 

The City will conduct drug testing of employees under the following circumstances:  

(1) Pre-employment.  All initial offers of employment for positions with the City for 
those who occupy safety sensitive positions will be made contingent upon 
satisfactory completion by the applicant of a pre-employment drug and alcohol 
screen (bodily fluid testing).  Positive test results shall not bar reapplication at a 
later time.  If an employee refuses or fails to cooperate with the administration of 
the drug and alcohol test, the refusal will be handled in the same manner as a 
positive test result. 

(2) For Cause Testing.  If the City has a reasonable suspicion that an employee is (1) 
intoxicated or under the influence of drugs or alcohol, or (2) is under the influence 
of drugs or alcohol during working time, the employee may be directed to 
undergo drug and/or alcohol testing at an independent licensed laboratory to 
determine whether a violation of this policy has occurred. 

 “Reasonable suspicion” includes: a suspicion that is based on specific personal 
observations such as an employee’s manner, disposition, muscular movement, 
appearance, behavior, speech or breath odor; information provided to 
management by an employee, by law enforcement officials, by a security service, 
or by other persons believed to be reliable; or a suspicion that is based on other 
reliable surrounding circumstances. 

 “Reasonable suspicion” may be based upon: evidence of illegal substances or 
alcohol on or about the employee’s person or in the employee’s immediate 
vicinity; a pattern of unusual conduct or erratic behavior on the employee’s part 
that suggests impairment or influence of illegal substances or alcohol; any 
physical circumstances that suggest impairment or influence of illegal substances 
or alcohol; arrest or conviction of a drug-related offense or the identification of 
the employee as the focus of a criminal investigation involving illegal substances; 
information provided by a reliable and credible source that the employee is under 
the influence of illegal substance or alcohol; evidence that the employee has 
tampered with a previous drug test. 

If an employee refuses or fails to cooperate with the administration of the drug 
and alcohol test, the refusal will be handled in the same manner as a positive test 
result. 

Counseling/Employee Assistance.  Employees who suspect they may have alcohol or drug 
problems, even in the early stages, are encouraged voluntarily to seek diagnosis and to follow 
through with the treatment as prescribed by qualified professionals.  Employees who wish to 
voluntarily enter and participate in an approved alcohol or drug rehabilitation program are 
encouraged to contact the City Manager, who will determine whether the City can accommodate 
the employee by providing leave for the time necessary to complete participation in the program.  
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The City abides by all applicable laws and regulations regarding providing leaves of absence to 
employees who are addicted to drugs.  Employees should be aware that participation in a 
rehabilitation program will not necessarily shield them from disciplinary action for a violation of 
this policy, particularly if discipline is imposed for a violation occurring before the employee 
seeks assistance.  The time to request assistance is before any misconduct or violation of policy 
occurs, as the City is not obligated to overlook or ignore any policy violations. 

Accommodations.  Nothing in this Policy is intended to diminish the City’s commitment to 
employ and reasonably accommodate qualified disabled individuals.  The City will reasonably 
accommodate qualified disabled employees who must take legal drugs because of their disability 
and who, because of their appropriate use of such drugs, cannot perform the essential functions 
of their positions without reasonable accommodation.  In addition, the City will provide a leave 
of absence to eligible employees who wish to seek treatment for drug and alcohol dependency. 

To this end, employees desiring such assistance should request a treatment or rehabilitation 
leave.  The City is not obligated, however, to continue to employ any person whose performance 
of essential job duties is impaired because of current drug or alcohol use, nor is the City 
obligated to re-employ any person who has participated in treatment and/or rehabilitation if that 
person’s job performance remains impaired as a result of dependency.  The City is not obligated 
to accommodate current usage of illegal drugs or alcohol. 

Additionally, employees who are given the opportunity to seek treatment and/or rehabilitation, 
but fail to successfully overcome their dependency or problem, will not automatically be given a 
second opportunity to seek treatment and/or rehabilitation.  This policy on treatment and 
rehabilitation is not intended to affect the City’s treatment of employees who violate the 
regulations described above.  Rather, rehabilitation is an option for an employee who 
acknowledges a chemical dependency and voluntarily seeks treatment to end that dependency. 

Violation of the above standards of conduct will not be tolerated.  An employee who violates this 
policy is subject to discipline, up to and including immediate discharge, even for a first violation.   

2.06  Harassment and Discrimination Prevention Policy 

All employees, applicants, volunteers, and independent contractors (“workers”) working for the 
City are to be treated with respect and dignity. The City is committed to providing an atmosphere 
free of harassment and discrimination based on such factors as race, religion, creed, national origin 
or ancestry, physical or mental disability, medical condition, genetic condition, pregnancy 
(including childbirth or related conditions), marital status, gender or, gender identity, gender 
expression, sex, age, sexual orientation, family care or medical leave status, or any other 
characteristic (or combination thereof) protected by law. 

Harassment and discrimination are against the law, and they are demeaning and harmful to both 
the victim and the City. The City will not tolerate harassment of, or discrimination against, its 
workers by managers, supervisors, co-workers, or anyone conducting City business. Similarly, the 
City will not tolerate harassment of its workers by others with whom the City has a business, 
service, or professional relationship (including members of the public). 
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This Policy does not restrict nor inhibit any supervisor from their responsibility or in their ability 
to direct, critique and discipline employees in a non-discriminatory manner. 

Failure to follow this Policy may result in disciplinary action, up to and including termination of 
employment. 

2.06.1.0  Harassment Prohibited 

Harassment includes conduct that has the purpose or effect of unreasonably interfering with an 
individual’s work performance; creating an intimidating, hostile, threatening or offensive working 
environment; or adversely affecting the employee’s performance, evaluation, assigned duties or 
any other condition of employment or career development. This Policy prohibits harassment in 
any form, including: 

2.06.1.1  Oral or Written harassment such as epithets, jokes, nicknames, derogatory comments or 
slurs based on any basis protected by law; 

2.06.1.2  Physical harassment such as assault, touching, impeding or blocking movement, or any 
physical interference with normal work or movement when directed at an individual;  

2.06.1.3  Visual harassment such as derogatory posters, cartoons or drawings, based on one of the 
categories above; and 

2.06.1.4  Sexual harassment includes, any unsolicited, offensive or unwelcome sexual advances, 
requests for sexual favors, and other oral or written, visual, or physical conduct of a sexual nature 
which occurs under any of the following circumstances:   

• Submission to such conduct is made either expressly or by implication a term or 
condition of an individual’s employment; 

• Submission to or rejection of such conduct by an individual is used as a basis for 
employment decisions affecting the individual;  

• Other examples of sexual harassment include unwelcome sexual flirtations or 
propositions; verbal abuse of a sexual nature; graphic verbal comments about an 
individual’s body; sexually degrading words used to describe an individual; and the 
display or use in the work environment of sexually suggestive objects or pictures, 
posters, jokes, cartoons, or calendar illustrations; 

• Sexual harassment also includes gender-based harassment by a person of the same 
gender; or 

• Prohibited sexual harassment need not be motivated by sexual desire. 

2.06.2  Retaliation Prohibited 

Retaliation against an employee for reporting violations of this Policy in good faith, or for 
participating in the investigation of a harassment or discrimination complaint, is strictly prohibited. 
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2.06.3.0  Procedures regarding all complaints of potential harassment including retaliation 

2.06.3.1  Employee Responsibility 

It is important that employees inform the City as soon as possible about any prohibited harassment 
because nothing can be done to remedy the situation if the City does not know that it exists.   

• Any individual who feels comfortable doing so should let a fellow employee know 
when that employee’s behavior or comments are offensive or unwelcome, even if 
the situation does not rise to the level of a violation of this Policy.  However, 
individuals are not required to handle these situations on their own. If an individual 
is not comfortable handling a situation directly with another employee, the 
individual should immediately report the conduct to one of the persons listed below.  

• Any individual who believes that they have been or are being harassed in violation 
of this Policy shall immediately report this violation to his or herthe employee’s 
supervisor, the City Manager or any City supervisor with whom the individual feels 
comfortable speaking. Complaints about the City Manager should be directed to 
the City Attorney or Mayor. 

• Any individual who is aware or suspects that another person has been harassed in 
violation of this Policy shall report this violation to his or herthe employee’s 
supervisor, the City Manager or any City supervisor with whom the individual feels 
comfortable speaking. 

2.06.3.2  Supervisor Responsibility 

Each supervisor has the responsibility of maintaining a work environment free of harassment.  This 
responsibility includes being available to discuss this Policy with the workers that they supervise 
and to assure the workers that they are not required to endure any form of prohibited harassment. 
If someone reports a harassment allegation to a supervisor, it is the responsibility of the supervisor 
to take immediate action by documenting the incident(s) and reporting the allegation of harassment 
to the City Manager. Complaints about the City Manager should be directed to the City Attorney 
or Mayor. 

• Any supervisor who fails to take appropriate action to report or address harassment, 
discrimination or retaliation issues can and will be disciplined by the City. 

2.06.3.3  Investigation 

The City will investigate all complaints of harassment in a prompt, objective, and thorough 
manner, including interviews of those with relevant knowledge. The City’s investigation will be 
designed to maintain, to the extent possible, the privacy and confidentiality of all parties and 
witnesses involved. Complete confidentiality cannot occur, however, due to the need to investigate 
fully and to take effective remedial action. Whenever appropriate, the supervisor of the affected 
department(s) may be informed that a complaint has been filed. The City Manager (or designee) 
is responsible for directing an investigation into such allegations and for implementing appropriate 
remedial action, where warranted. The City will not disclose a completed investigation report 
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except as it deems necessary to support disciplinary action, to take remedial action, to defend itself 
in adversarial proceedings, or as otherwise required by law. 

2.06.3.4  Resolution 

After investigation, the City will communicate the confidential findings (i.e., sustained, not 
sustained, or inconclusive) to the complainant, the alleged harasser, and members of management 
with a legitimate need to know.   

If there is a finding that harassment in violation of this Policy or applicable laws has occurred, the 
City will take appropriate and immediate action to end any harassment and prevent its recurrence.   

2.06.3.5  Discipline 

Any employee found to have violated this Policy will be disciplined. Specific action taken will 
depend upon the specific circumstances. 

2.06.4  Harassment Involving the Public 

The City strictly prohibits harassment of any member of the public by any person conducting City 
business or otherwise representing the City.  

When performing their job duties, all workers are expected to treat others with civility and respect.     

Dealing with the public can be challenging and sometimes contentious. While employees are 
expected to interface with the public as their duties dictate, sometimes in difficult or even volatile 
situations, employees are not expected to endure actual harassment by members of the public. If 
an employee feels that he or shethe employee is being subjected to harassment by a member of the 
public, the employee should report such harassment to his or herthe employee’s supervisor (or 
other person listed above in 2.06.3.1) for investigation and appropriate action. Employees will not 
be penalized for refusing to tolerate harassment from a member of the public. 

2.06.5  Further Information 

Employees are urged to contact the City Manager if they have any questions or concerns about 
this Policy. 

In addition to this Policy, the State of California Civil Rights Department of Fair Employment and 
Housing (“DFEH (“CRD”) provides additional information regarding the legal remedies and 
complaint process available through the government agencies. If a worker thinks he or shethe 
employee has been harassed, discriminated against, or that he or shethe employee has been 
retaliated against for complaining, that person may file a complaint or obtain additional 
information from DFEHCRD at 1-800-884-1684 or http://www.crd.ca.gov. 

Employees are required to periodically complete training on preventing sexual harassment in the 
workplace.  While the City will provide employees with the training module to complete, 
employees can also access training through the CRD’s website at:  https://www.crd.ca.gov/shpt/ 

http://www.crd.ca.gov/
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2.07  Incompatible Conduct 

Employees shall not engage in any conduct which is incompatible with their City employment. 
Incompatible conduct is defined as conduct, whether on or off-duty, which is incompatible, 
inconsistent, or in conflict with employee’s duties for the City or any duty or function of the City. 
Incompatible conduct includes, but is not limited to, conduct which: 

• Involves the use for private purposes or gain of an employee’s time while engaged 
in City work or use of City property, records, equipment, or facilities for private 
purposes or gain; 

• Involves the personal receipt of money or gratuities in return for an act performed 
by the employee in the course of his/herthe employee’s City work; 

• Involves time demands which reduce the employee’s efficiency in his/herthe 
employee’s City work; 

• Involves services or goods that directly or indirectly relate to contracts with the City 
or otherwise cause a conflict of interest. 

2.08  Outside EmploymentWork 

The City discourages outside employmentwork; however, employees may hold outside jobs which 
do not constitute a conflict of interest and are not incompatible with City employment as long as 
they meet the performance standards of their job with the City. 

Employees should consider the impact that outside employmentwork may have on their health and 
physical enduranceability to perform their position with the City. All employees will be judged by 
the same performance standards and will be subject to the City’s scheduling demands, regardless 
of any existing outside work requirements. 

If the City determines that an employee’s outside work interferes with performance or the ability 
to meet the requirements of this organization as they are modified from time to time, the employee 
may be asked to terminate the outside employmentwork if he/she wishes to remain with the City. 

“Outside employmentwork” is any employment or, self-employment, or contract work, regardless 
of hours involved for which pay is received whether by salary, wages, commission, or saleother 
compensation structure, if such employmentwork is carried on in addition to the employee’s work 
for the City. 

A regular full-time or part-time employee may engage in outside employmentwork, if and only if 
all of the following are met: 

• The employee has received written approval by the City Manager, which will not 
be unreasonably denied. If a problem develops any time subsequent to the written 
approval, the approval may be withdrawn by the City Manager. The appropriate 
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form must be approved and on file with Human Resources for each employee 
engaging in outside employmentwork. 

• The outside employmentwork is compatible with the employee’s City employment 
or City activities, and the outside employmentwork does not constitute a conflict of 
interest. 

2.09  Use of Computers, E-mail, Voicemail and the InternetCity Technology 

All City computers, e-mail, voicemail and, Internet access accounts, and other forms of technology 
provided by the City (“Technology Resources”) are the City’s property and are to be used solely 
to facilitate City business and operations. In addition, all software that has been installed on City 
computers and any data collected, downloaded and/or created on City computers is the exclusive 
property of the City and may not be copied or transmitted to any outside party or used for any 
purpose not directly related to City operations. Upon termination of employment, no employee 
shall remove any software or data from City-owned computers. 

City computer equipment, e-mail, voicemail and Internet access accountsTechnology Resources 
are provided to assist employees in conducting City business and should not be used for personal 
reasons or for any improper purpose. Some specific examples of prohibited uses include but are 
not limited to: 

• Conducting any type of outside work (even if that outside work is pre-approved and 
even if done during non-working hours). 

• Transmitting, retrieving, downloading or storing messages or images that are 
offensive, derogatory, defamatory, off-color, sexual in content, or otherwise 
inappropriate in a business environment. 

• Making threatening or harassing statements to another employee, or to a vendor, 
customer, or other outside party. 

• Transmitting, retrieving, downloading or storing messages or images relating to 
race, religion, color, sex, national origin, citizenship status, age, handicap, 
disability, sexual orientation, or any other status protected under federal, state and 
local laws. 

• Sending or receiving confidential or copyrighted materials without prior 
authorization. 

• Soliciting personal business opportunities or personal advertising. 

• Gambling of any kind, monitoring sports scores, or playing electronic games. 

• Day trading or otherwise purchasing or selling stocks, bonds or other securities or 
transmitting, retrieving, downloading or storing messages or images related to the 
purchase or sale of stocks, bonds or other securities. 
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Employees should expect that all information created, transmitted, downloaded, received or stored 
in City computers is the property of the City and may be accessed by the City at any time without 
prior notice. Employees should not assume that they have an expectation of privacy or 
confidentiality in such messages or information (whether or not such messages or information are 
password-protected), or that deleted messages are necessarily removed from the system. 

Employees must provide all passwords and access codes for City computers to Human Resources. 
Changing passwords or creating new passwords without notifying Human Resources is strictly 
prohibited. 

Because outside disks may contain viruses, employees are not permitted to use personal disks or 
copies of software or data in any form on any City computer without first obtaining specific 
authorization from the City Manager and scanning the data for viruses. Any employee who 
introduces a virus into the City’s system via use of personal software or data shall be held 
responsible for the consequences, including the cost of repair and lost productivity. 

Similarly, information is not to be downloaded directly from the Internet onto the City’s computer 
system. All information downloaded from the Internet is to be placed on a disk and scanned for 
viruses before being introduced into the City’s system. 

Violations of this policy may result in disciplinary action, up to and including termination of 
employment. Employees who damage the City’s computer system through its unauthorized use 
may additionally be liable for the costs resulting from such damage. Employees who 
misappropriate copyrighted or confidential and proprietary information, or who distribute 
harassing messages or information, may additionally be subject to criminal prosecution and/or 
civil penalties. 

SECTION 3. PERSONNEL 

3.01  Personnel Information 

The Human Resources Department can provide employees with information and necessary 
assistance to understand the City’s personnel policies and to promote a positive work environment. 
Human Resources is the best resource for employees to obtain current information on work rules, 
benefits, personnel policies, payroll data, personnel records, insurance, and termination of 
employment. The role of Human Resources is here not only to keep current records, but to help 
employees with any problems or concerns in a timely and confidential manner. 

Human Resources is responsible for maintaining complete and up-to-date personnel records for all 
current employees. It is important that employees notify the Human Resources Department 
promptly of any changes in their names, marital status, number of dependents, home 
and/oremergency contact information, mailing address, and telephone number. 

All requests for employment verifications, employee references, or salary verifications must be 
directed promptly to Human Resources. Employees are NOT to provide any such information. 
Human Resources will attempt to handle any inquiries or requests for verification in accordance 
with the City’s policies. References other than statements of employment will be referred by 
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Human Resources to the City Manager In response to reference requests, the City will only provide 
dates of employment and title(s) of position(s) held.   

3.02  Personnel File Information 

An employee’s permanent personnel file contains application materials, payroll records, 
performance appraisals, supervisory notes and records, and any administrative action related to the 
employee’s employment. The employee will be notified of any materials placed in their file. With 
the approval of the City Manager, employees may request materials be placed in their file. This 
file is maintained under the supervision of Human Resources. It is confidential and only those with 
the responsibility and the need to know will have access to it. Employees who wish to see their 
personnel filesfile may make arrangements by contacting the City Manager. The file may be 
viewed in the presence of the City Manager at a mutually convenient time during regular business 
hours. 

3.03  Performance Evaluation 

Performance evaluations are an important part of the City personnel policies. They provide an 
objective, consistent, and fair way to  gauge eachof an employee’s on-the-job effectiveness. The 
evaluation process should inform employees of their standing in the City andprovide constructive 
input, communicate expected standards of performance. It is also used to discuss work standards,, 
and identify  areas where improvements are needed, career development potential, and possible 
opportunities. 

All regular full-time employees are often reviewed, sometimes more than once, during their 
introductory period. If an employee is absent for an extended period during the firstreviewed at 
the completion of six (6) months of employment, the employee’s introductory period will be 
extended by that amount of time. New employees must be passed from “employee in training” 
status to regular full-time status with the recommendation of their supervisor in writing submitted 
to the City Manager. Full-time employees are reviewed approximately once a year, in writing by 
their supervisors and annually thereafter.  Evaluations may be conducted more frequently at the 
discretion of the employee’s supervisor. 

The evaluation communicates expected levels of performance, notes major accomplishments and 
progress, and discusses areas where improvement is needed. It is used as an aid to reach fair and 
equitable decisions regarding rewards, work assignments, training, retention, and termination. 

Merit salary increases may be awarded by the City, based upon a satisfactory performance 
evaluation, until the top of the salary range is reached, based upon. Even with a satisfactory 
performance evaluation, an employee is not guaranteed an increase in compensation.  An 
unsatisfactory performance evaluation will result in no merit salary increase until such time as the 
performance evaluation improves. 

Employees are encouraged to give their views and state their concerns or disagreements with the 
content of theprovide their input regarding their work performance evaluation. Written 
performance evaluations and any written response to the evaluation by the employee will be 
included in the employee’s personnel file. 
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OtherAdditional performance evaluations may be conducted after a change in job duties or 
description, as a result of poor performance, or as the need arises. Continual feedback between the 
City Manager and supervisors with employees is the goal toward which the City and all City 
employees should strive. 

The City’s performance evaluation process does not change or limit an employee’s at-will status 
and does not change or limit the City’s ability to separate an employee’s employment with or 
without cause, at any time. 

The City has high standards for both itself and for its employees. The need may arise for employees 
to work more than the average work week. (For a discussion of overtime pay, see the “Hours and 
Pay” section of this manual.) Employees may need to adjust to changes in work assignments when 
necessary. A willingness to learn new skills and to apply them where they are most critically 
needed can only enhance your opportunities with the City. 

Advancement opportunities with the City are based upon individual initiative, ability, 
accomplishment, as well as budgetary guidelines and position availability. The City tries to give 
its employees ample opportunity through programs of continuing education and training to 
broaden their skills and prepare them for more responsible jobs. 

3.04  Classification and Categories of Employment 

FLSA Classifications 

The City is governed by the provisions of the Fair Labor Standards Act and employees will be 
compensated accordingly. All employees will be classified as either exempt or non-exempt, as 
defined by law. 

• Exempt Employees. This classification includes employees who have metmeet the 
requirements of a professional, an administrative employee, or an executive 
employee, and are therefore exempt from the overtime provisions of the Fair Labor 
Standards Act. For this purpose, an administrative employee is basically one who 
is in a supervisory role or customarily exercises discretion and independent 
judgment in the performance of his or her duties. Exempt employees are paid on a 
salary basis. 

• Nonexempt Employees. This classification includes employees who are covered 
by the overtime provisions of the Federal Fair Labor Standards Act. This 
classification of employees is paid hourly and must receive additional pay for 
overtime work as legally required by federal statute. Overtime pay is calculated in 
accordance with applicable laws. 

Employment Classifications: To determine eligibility for various benefits, the following 
classifications and categories of employment have been established. An employee  

 who is ordinarily and• Full-Time Employee. Employees who are regularly 
scheduled to work more than fivethirty-five (35) or more hours in a workeach week 
is considered full time and is.  Full-time employees are generally eligible for City 
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benefits, subject to the terms, and conditions, and limitations  of each benefit 
program.   

• Regular Employee. Employees who successfully complete their introductory 
period are called “regular” employees. Such employees are “at will,” and their 
employment is at the mutual consent of the employee and the City and can be 
terminated at will, at any time with or without cause, by the employee or the City. 

• Employee In Training. Employees are hired by the City with an introductory 
training period of six (6) months for the purpose of assessing their ability to perform 
assigned tasks. Such employment may be terminated at any time, with or without 
cause, during the six (6) month period, if such action is deemed appropriate by the 
City. 

• Part time Employee. Employees who are hired by the City but who work twenty 
(20)regularly scheduled to work less than 35 hours or less during a period of one 
week or less than one thousand (1,000), seven hundred fifty (1,750) hours during a 
period of one (1) year.  Part-time employees are not eligible for benefits, except as 
required by law. 

• Temporary or Permanent Intermittent Employees. Temporary/Permanent 
Intermittent employees are defined as those employees holdingEmployees who 
hold jobs of limited duration arising out of special projects, abnormal workloads, 
or emergencies. An employee will not change from temporary/permanent  
intermittent status to another status unlessfull-time or part-time statusunless 
specifically informed, in writing, of such a change by the City Manager. There are 
no City benefitsEmployees in this category receive benefits only as required by law.   

• Rehired Employees. Employees who are rehired (as a full-time, part-time, or 
temporary/intermittent employee) following a break in service in excess of one (1) 
month, other than an approved leave of absence, must serve a new introductory 
period whether or not such a period was previously completed. Such. Except as 
otherwise provided in these policies with respect to sick leave, rehired employees 
are consideredtreated as new employees from the effective date of their 
reemployment for all purposes, including for purposes of measuring 
benefitsseniority and benefit accruals.  

3.05  Promotions and Transfers 

The City will promote or transfer qualified employees from within when appropriate. 

Promotion occurs when an employee is placed in a new position that represents increased 
responsibility. The promotion may or may not warrant an increase in salary. Factors taken into 
consideration with promotions and regard to salary increases include but are not limited to, the 
background and skills of the employee, the current market value of the position, budgetary limits, 
and the employee’s current salary. 
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The promotion of an employee will require that the employee will again complete a six (6) month 
introductory/training period in order to evaluate the employee’s ability to perform at the level 
required for the new position. 

When on occasion a promotion or transfer does not prove to be successful, the City may in its 
discretion return the employee to his or herthe employee’s prior position but is not obligated to do 
so.  The employee remains at-will.   

A transfer is defined as a change in position; typically, the new position is of the same level of 
responsibility and salary as the former position. 

3.06  Garnishment of Wages 

Employees are responsible for their own debts. Garnishments cause considerable paperwork and 
expense for the City. Although we understand that a wage garnishment can happen to anyone, we 
strongly encourage employees to work out a financial remedy before this situation occurs. If this 
situation should be a continued problem, the employee could be subject to disciplinary action. 

3.07  LeaveLeaves of Absence 

3.07.1 Family and Medical Leave 

The City provides eligible employees with family medical leave (“Family and Medical Leave”) 
under the California Family Rights Act (“CFRA”). 

3.07.1.1  Reasons for Leave. 

Family and Medical Leave may be taken for the birth of the employee’s child, the placement of a 
child with the employee for adoption or foster care, to care for the employee’s spouse, domestic 
partner, child, parent, parent-in-law, grandparent, grandchild, sibling, or designated person who 
has a serious health condition, or for a serious health condition that makes the employee unable 
to perform the employee’s job.  Leave can also be taken for certain military-related reasons as 
further detailed below.  For purposes of this policy, a “serious health condition” does not include 
pregnancy or any related medical condition. For purposes of this policy, “designated person” 
means any person related by blood or whose association with the employee is the equivalent of a 
family relationship.  An employee may identify the designated person at the time the employee 
requests leave.  The City limits an employee to one designated person per 12-month period for 
family care and medical leave.  

3.07.1.2  Eligibility. 

It is the City’s policy to grant a leave of absence under certain circumstances to all eligible 
employees on a nondiscriminatory basis. Except as otherwise indicated, all leaves of absence are 
unpaid. 

All regular full-time employees and other employees who consistently work more than twenty (20) 
hours per week are eligible for a leave of absence. State or federal law may, in some cases, 
supersede these leaves and their terms. If an employee is absent for an extended period during the 
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first six (6) months of employment, the employee’s introductory period will be extended by the 
amount of time off. 

Subject to any applicable legal restrictions, requests for a leave of absence will be considered on 
the basis of the employee’s length of service, performance, level of responsibility, the reason for 
the request, and the City’s ability to obtain a satisfactory replacement during the time the employee 
is away from work. 

• Leave Requests: For foreseeable events, if possible, the employee must provide 30 days 
advance notice of the need for such leave. For events that are unforeseeable 30 days in advance, 
the employee must notify the City as soon as practicable. 

• Certification of Eligibi1ity: Employees must consult with the City Manager to determine 
their eligibility for leave, the length and terms of the leave, and possible reinstatement. 

• Medical Certification: Requests for leave for an employee’s own serious health condition 
or for family care leave to care for a child, spouse, parent with a serious health condition must be 
supported by a health care provider/physician’s medical certification verifying the nature of the 
illness, injury or disability; the beginning and ending dates; and/or the employee’s ability to return 
to work without endangering his/her safety or the safety of others. These verifications and releases 
may be a condition to receiving sick leave benefits and/or returning to work. Although a 
physician’s statement normally will not be requested for absences of less than three (3) working 
days, the City may request such a statement in situations where it determines it is warranted from 
a health care provider/physician. 

• Return to Work: All employees who have been on leave for more than 10 work days for 
their own injury or serious health condition must provide a physician’s certification that he/she is 
able to return to work without endangering his/her safety or the safety of others. 

• Status of Benefits During Leave: No City benefits are earned or accrued during an unpaid 
leave of absence. Where an employee uses accrued paid leave during a leave of absence, benefits 
will continue to accrue and be paid as they would if the employee was working. 

Types of Leaves of Absence 

• To be eligible for Family and Medical Leave 

Where operational circumstances permit it, an employee withmust have at least twelve (12)  
months of service with the City and who has atmust have worked at least 1,250 hours of service 
during the previous twelve (12) -month period is eligible for an unpaid leave of absence not to 
exceed twelve (12) work weeks in any twelve (12) month period for the reason of:preceding the 
date the leave is to begin. 

a. The birth of a child of the employee; 

3.07.1.3  Duration. 
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Employees may take up to a maximum of twelve (12) workweeks of Family and Medical Leave 
within a 12-month period.  The City uses a “rolling” 12-month period to determine an 
employee’s eligibility for leave.  The 12-month period is measured backward from the date an 
employee uses any Family and Medical Leave. 

Leave may be taken intermittently (in blocks of time or on a reduced-time schedule) if the leave 
is for the serious health condition of the employee or the employee’s family member and if such 
intermittent leave is medically necessary as determined by the health care provider of the person 
with the serious health condition.  The smallest increment of time that can be used for such leave 
is one-quarter of an hour (0.25).   

b. TheAny leave taken for the birth, adoption, or foster placement of a child must be taken 
within one year of the birth or placement of the child with the employee.  The minimum duration 
for leave taken in connection with the adoptionbirth, adoption, or foster care placement of a child 
is two weeks, except that the City shall grant a request for CFRA leave of less than two weeks on 
any two occasions during the one year period following the birth or placement of the child 
bywith the employee;. 

3.07.1.4  Procedures. 

Please contact Human Resources as soon as you become aware of the need for Family and 
Medical Leave.  If the leave is for the birth, adoption, or foster placement of a child, or for 
planned medical treatment for a serious health condition of the employee or family member, the 
employee must provide at least 30 days’ advance notice before the leave is to begin.  If 30 days’ 
notice is not possible, notice must be given as soon as practicable.  For any planned medical 
treatment, employees must consult with their supervisor regarding the need for leave and must 
make a reasonable effort to schedule any treatment so as to minimize disruption of the City’s 
operations.  Actual scheduling is, however, subject to the approval of the patient’s health care 
provider. 

If the leave is needed for the employee’s own serious health condition, the employee must 
provide a certification from the health care provider stating: 

ci. Care for the employee’s parent, spouse, or child who has athe date of 
commencement of the serious health condition; 

ii. the probable duration of the condition; and 

iii. that the employee is unable to work at all or is unable to perform any one or more 
of the essential functions of the employee’s position because of the employee’s 
serious health condition. 

The City will require certification by the employee’s health care provider that the employee is fit 
to return to the employee’s job. 

If the leave is needed to care for the serious health condition of a family member, the employee 
must provide certification from the health care provider stating: 
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i. the date of commencement of the serious health condition; 

ii. the probable duration of the condition; 

iii. an estimate of the amount of time that the health care provider believes the 
employee needs to take in order to care for the child, parent, or spouse; and 

div. The employee’s ownconfirmation that the serious health condition (whether or not 
the condition or injury is work-related)warrants the participation of the employee. 

Employees interested in applying for such a leave should contact the City Manager and make the 
request in writing. A request for family and medical leave must provide the City with reasonable 
notice of the date the leave will commence, the estimated duration of the leave, and the date on 
which it is expected that the employee will be able to return to work. When an unplanned medical 
emergency occurs that does not allow the employee to provide advanced notice of the need for a 
medical leave, the employee must notify the City of the situation within three (3) working days of 
an absence. The City may also require a physician’s written statement certifying the medical need 
for the leave, the anticipated duration of the leave, and any restrictions on the employee’s ability 
to perform his or her normal work activities.  

If approved, such leaves are unpaid unless an employee utilizes accrued paid leave (e.g. vacation, 
sick leave). If an employee on leave has paid leave to utilize during a family and medical leave 
(e.g. vacation, sick leave), the City will continue to pay for the employee’s participation in the 
City’s health plans to the same extent and under the same terms or conditions as would apply had 
the employee not taken leave. The employee would still be responsible for their portion of the 
payment and arrangements should be made with the City Clerk. If the employee is on an unpaid 
leave (e.g. exhausts available vacation or sick leave), he or she is responsible for the entire 
premium in order to continue health benefits. 

Reinstatement from a family and medical leave under this policy is not guaranteed, but the City 
will attempt to reinstate the employee if the position still exists and has not been filled.  

Recertification may be required if the employee requests an extension beyond the original 
certification. 

3.07.1.5  Compensation. 

(1) While receiving wage replacement benefits.  For any period of time that an 
employee is eligible for and receiving any type of wage replacement benefits (i.e., 
disability benefits, SDI, PFL, and/or workers’ compensation benefits), the 
employee is not required to use accrued sick leave or vacation in connection with 
the employee’s Family and Medical Leave.  The employee may, however, choose 
to supplement these forms of wage-replacement payments with accrued paid leave 
on a pro rata basis, so long as the employee’s pay does not exceed their normal 
wage.  Should an employee desire to supplement SDI benefits with accrued sick 
and/or vacation leave, the City will integrate benefits with paid leave. 
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(2) While on otherwise unpaid leave.  If an employee is on family and medical leave 
for the employee’s own serious health condition and is not receiving any wage 
replacement benefits from another source, the employee must use any available 
sick leave and vacation during the leave.  (See Pregnancy Disability Leave policy 
for rule applicable to employees disabled by pregnancy).  If an employee is on 
Family and Medical Leave to care for a family member or bond with a new baby, 
the employee must use all available vacation during the leave and, at the 
employee’s choice, may use available sick leave.  

Once all sick leave and vacation is exhausted (or if the employee has the choice and elects not to 
use it), Family and Medical Leave will continue on an unpaid basis for the remainder (if any) of 
the available 12-weeks.  Any family and medical leave, whether paid, unpaid, or a combination 
thereof, will be counted toward the 12-week leave entitlement. 

During any period of unpaid leave, employees will not continue to accrue sick leave, vacation, or 
any other forms of paid time off and will not be paid for holidays that occur during the leave. 

3.07.1.6  Benefits. 

An employee taking Family and Medical Leave will be allowed to continue participating in any 
health and welfare benefit plans in which he/she was enrolled before the first day of the leave 
(for up to a maximum of 12 workweeks) at the level and under the conditions of coverage as if 
the employee had continued in employment for the duration of such leave.  The City will 
continue to make the same premium contribution as if the employee had continued working, and 
the employee is expected to continue to pay the employee’s share of the monthly premiums 
(either by way of payroll deduction during any period of paid leave or by way of separate 
payment to the City).  The continued participation in health benefits begins on the date leave first 
begins. 

Employees are eligible for a maximum of 12-weeks benefits continuation during any 12-month 
period, unless otherwise required by law.  If leave lasts longer than 12 weeks and if the law does 
not otherwise require benefits to be continued, then the employee will be placed on COBRA and 
can opt for continued coverage at the employee’s own expense.  An employee who does not 
return from leave may be required, under certain circumstances provided by the law, to 
reimburse the City for any employee contributions paid by the City while the employee was on 
unpaid leave. 

3.07.1.7  Qualified Exigency Leave. 

Eligible employees with a spouse, domestic partner, child, or parent on active duty or called to 
active duty in the armed forces of the United States may take up to the normal 12 weeks of leave 
because of any “qualifying exigency.”  For purposes of this policy, “qualifying exigency” 
includes:  (1) short-notice deployment; (2) military events and related activities; (3) childcare 
and school activities; (4) finance and legal arrangements; (5) counseling; (6) rest and 
recuperation; (7) post-deployment activities; and (8) additional activities agreed to by the 
employer and the employee. 
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(1) Amount of Leave.  For a qualifying exigency, an employee is entitled to a 
maximum of 12 weeks leave (when combined with leave for any other qualifying 
reason) in accordance with the rolling 12-month period measured backward. 

(2) Procedures.  Please contact Human Resources as soon as you become aware of 
the need for any type of qualified exigency leave.  Except in the case of exigency 
leave for short-notice deployment, the City requires certification of the need for 
leave. 

3.07.1.8  Reinstatement. 

Upon return from a Family and Medical Leave, an employee will be reinstated to the employee’s 
original position or to an equivalent position with equivalent pay, benefits, and other 
employment terms and conditions.  However, an employee has no greater right to reinstatement 
than if the employee had been continuously employed rather than on leave. 

In most circumstancesFor example, if an employee who has been on family and medical leave 
for his or her own condition will be required to provide a medical clearance before he or she will 
be permitted to return to work.on Family and Medical Leave would have been laid off had he/she 
not gone on leave, or if the employee’s position has been eliminated during the leave, then the 
employee would not be entitled to reinstatement.  An employee’s use of Family and Medical 
Leave will not result in the loss of any employment benefit that the employee earned or was 
entitled to before the leave. 

An employee on an approved leave of absence for a work-related condition or injury will remain 
on leave until one of the following situations occurs: 

As stated above, when an employee takes leave on account of the employee’s own serious health 
condition, the City requires certification, prior to reinstatement, by the employee’s health care 
provider that the employee is fit to return to the employee’s job. 

If an employee fails to report to work promptly at the end of the Family and Medical Leave and 
fails to obtain approval for an additional personal leave of absence, the City will treat the failure 
to return as a voluntary resignation. 

a. The employee is released for full or partial duty; 

b. The City receives satisfactory medical evidence stating that the employee will be 
permanently unable to return to work or will be unable to return for a period beyond which the 
City can reasonably accommodate; 

c. The employee informs the City, directly, by accepting other employment, or by moving 
out of the area, that he/she does not intend to return to work. 

•3.07.2 Pregnancy Disability Leave 

3.07.2.1  Eligibility. 
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Eligibility: The City provides Pregnancy Disability Leave without pay to eligible employees who 
are temporarily unable to work due to a disability related to pregnancy, childbirth, or related 
medical conditions. Additionally, employees affected by pregnancy or a related medical condition 
are eligible to transfer to a less strenuous or hazardous position or to less strenuous or hazardous 
duties, if such a transfer is medically advisable and can be reasonably accommodated. Time off 
for necessary prenatal care, severe morning sickness, doctor-ordered bed rest, childbirth, and 
recovery from childbirth are all covered by this leave. 

Procedures for Requesting Leave/Certification: Employees should make requests for Pregnancy 
Disability Leave to the City Manager at least thirty (30) days in advance of foreseeable events and 
as soon as possible for unforeseeable events. 

A health care provider’s statement must be submitted verifying the need for Pregnancy Disability 
Leave or for a transfer and stating: 

• The date on which the employee became disabled due to pregnancy, childbirth or 
related medical condition or the date on which the need for a transfer became 
medically advisable; 

• The probable duration of the period(s) of disability or the duration of the need for 
a transfer; and 

• A statement that, due to the disability, the employee is unable to perform one or 
more of the essential functions of her position without undue risk to herself, the 
successful completion of her pregnancy, or to other persons, or that the transfer is 
medically advisable. 

The City may require re-certification if the employee requests an extension beyond the original 
certification. 

If there is any change in the information contained in the health care provider’s statement, the 
employee must report these changes promptly to the City Manager. 

3.07.2.2  Length of Leave:  

Normally, full-time employees are granted unpaid leave for the period of actual disability, up to a 
maximum of four (4) months (i.e., 88 working days). Part-time employees are granted unpaid leave 
on a pro-rata basis. 

Pregnancy Disability Leave need not be taken in one continuous period of time. It can be taken on 
an as-needed basis. In other words, leave may be taken intermittently or on a reduced work 
schedule when determined medically advisable by the employee’s health care provider. The 
smallest increment of time that can be used for such leave is 0.25 hours. The City may transfer the 
employee to an alternative position or alter the existing job to accommodate intermittent leave or 
a reduced work schedule. The employee will receive the same pay and benefits in the alternative 
position. 

3.07.2.3  Benefits during Leave:  
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An employee taking Pregnancy Disability Leave must use all accrued sick leave before continuing 
on an unpaid basis. An employee may substitute accrued vacation before continuing leave on an 
unpaid basis. Substituted paid leave time will be counted toward the four-month (i.e., 88 working 
days) entitlement. The employee may also be eligible for State Disability Insurance.  

Except while using accrued paid leave (excluding SDI), employees on Pregnancy Disability Leave 
will not continue to accrue additional sick leave or vacation time and will not be paid for holidays 
during the leave. Medical, Dental and Vision coverage will continue during Pregnancy Disability 
Leave in the same manner as if the employee was actively at work. This means that the employee 
will be responsible for her contributing premium payment for the entire length of the leave. For 
any time during which an employee is on unpaid leave, the employee will need to make 
arrangements to pay her portion of benefits. Failure to timely pay the employee share could result 
in termination of benefits. 

3.07.2.4  Return to Work:  

In order that the City can properly schedule an employee’s return to work, an employee on 
Pregnancy Disability Leave should provide the City Manager with at least two weeks’ advance 
notice of the date she intends to return to work. 

When a Pregnancy Disability Leave ends, the City will reinstate an employee to her original 
position or to a comparable position with equivalent pay, benefits, and other employment terms 
and conditions, in accordance with state law. However, an employee has no greater right to 
reinstatement than if the employee had been continuously employed rather than on leave. For 
example, if an employee on Pregnancy Disability Leave would have been laid off had she not gone 
on leave, or if the employee’s position has been eliminated during the leave and there is no 
comparable position available, then the employee would not be entitled to reinstatement. An 
employee’s use of Pregnancy Disability Leave will not result in the loss of any employment benefit 
that the employee earned or was entitled to before the leave. 

Employees returning from Pregnancy Disability Leave must submit a health care provider’s 
verification of their fitness to return to work. 

If an employee fails to report to work promptly at the end of the Pregnancy Disability Leave, the 
City will assume that the employee has voluntarily resigned. 

• 3.07.3 Drug and Alcohol Rehabilitation Leave 

The City wishes to assist employees who recognize that they have a problem with drugs or alcohol. 
Employees who have a problem with drugs and alcohol and who decide to enroll voluntarily in a 
drug and/or alcohol rehabilitation program may request unpaid time off to participate in the 
program.  

The employee may use any accrued sick leave, vacation, or compensatory time while on drug and 
alcohol leave. However, additional benefits will not be earned during any unpaid leave of absence. 

•3.07.4 Bereavement Leave 
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In the event of a death in the immediate family of a regular full-timeany employee who has 
completed the introductory period, he/sheworked for the City for more than thirty (30) days, the 
employee will be allowed up to threefive  (35) normally scheduled consecutive working days off. 
The employee should notify his/herthe employee’s supervisor and/or the City Council 
immediately. 

Immediate family members include: Spouse, domestic partners, parents, parents-in-law, or step-
parents, children or step-children, siblings or step-siblings, and grandparents or step-grandparents. 

The employeeFull-time employees will be paid his/herthe employee’s regular daily ratewage for 
each of the scheduled work days missed (up to 3) and, will furnish satisfactory evidence to support 
the leave. Additional days beyond the 3 may be used from can take up to a total of five days.  For 
any days in excess of three, the full-time employee can use available vacation or sick leave or take 
leave without pay.  Part-time and temporary employees can take unpaid time off, except they can 
substitute any available paidsick leave with the approval of the City Managerfor the bereavement 
time off.   

If requested, the employee must furnish satisfactory evidence to support the leave. Leave can be 
taken intermittently, as long as it is concluded within three months of the death. 

• 3.07.5  Military Leave 

Any eligible employee will be granted a leave of absence for military duty in accordance with 
federal and state laws governing such leaves. Employee must submit written verification from the 
appropriate military authority. 

• 3.07.6  Jury/Witness Duty 

An employee shall be entitled to leave without loss of pay for any time the employee is required 
to perform jury duty or testify pursuant to a subpoena. The employee shall submit a copy of the 
jury duty notice or witness subpoena to their supervisor. The employee shall deposit with the City 
any witness fees or jury fees, but any meal, mileage, or parking allowance provided the employee 
shall not be considered in the amount received for jury duty.  Employees are expected to report to 
duty during any work hours they are excused from jury or witness service.   

This policy does not apply to employees who elect to serve as expert witnesses. If an employee 
elects to do so, he or shethe employee may request to use accrued vacation, CTO, or personal 
holidays. 

•3.07.7  Time Off To Vote 

Employees are encouraged to fulfill their civic responsibilities by voting; however, if an employee 
is unable to vote in a statewide election during his/herthe employee’s non-working hours, the City 
will grant up to two hours of paid time off to vote in a statewide election. 

Employees are required to request time off to vote by submitting, in writing, a request to their 
supervisor at least two (2) days prior to the election day. Employees must submit a voter’s receipt 
on the first working day following the election. 
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Returning From a Leave of Absence/Abandonment of Employment 

When an employee is granted a leave of absence, an effort will be made to hold the employee’s 
position openwill be held, where required by law, for the period of the approved leave. Due to 
business needs there will be times when the position cannot be held open. Under such conditions 
it will not be possible to guarantee reinstatement except as required by law.  

An employee who accepts other employment, without prior approval, during a leave of absence, 
or who fails to return on the next regularly scheduled work day following the expiration of an 
approved leave, will be considered to have abandoned their employment and may be terminated. 
Exceptions will be made for those employees who have obtained an authorized extension prior to 
the leave of absence expiration date or where the City and the employee are engaging in an 
interactive process about the employee’s possible entitlement to additional leave as a reasonable 
accommodation.   

If no such extension has been requested or authorized, the depositing in the United States mail of 
a first class letter, postage paid, addressed to the employee’s last known address shall be considered 
a reasonable notice of separation. 

Misrepresentations for Leave of Absence 

Any employee who misrepresents his or her reasons for applying for a leave of absence will be 
subject to disciplinary action or termination. 

3.08  Severance Pay 

The city does not maintain a formal severance pay policy or provide severance pay to employees 
who separate from its employ for any reason. Severance pay should not be expected. However, the 
City reserves the right to make exceptions to this policy in its sole and absolute discretion. 

3.09  Vacation 

Paid vacation is available to eligible employees to provide opportunities for rest, relaxation, and 
personal pursuits. 

Regular full-timeFull-time employees are eligible to earn and use vacation time at a specified 
accrual rate depending on length of City service. New employees accrue vacation;, but cannot use 
prior to passing their introductory period. Absent a written agreement to the contrary, part-timeit 
within the first six (6) months of employment. Part-time employees are not eligible for vacation 
leave.  

In order to allow a well-coordinated schedule, employees are requested to submit their Request for 
Time Off Form at least one month prior to when they would like to take their vacation. The form 
is to be signed by the employee, his/her and the employee’s supervisor, and attached to the 
appropriate month’s timesheet. Approval will depend on whether the request would adversely 
impact City operations or impose an undue hardship on the remaining staff’s workload. 
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The maximum amount of paid vacation time, monthly accrual rate, and maximum vacation accrual 
amounts increase with the length of service. The maximum vacation time and maximum 
permissible accruals listed in this section are in addition to any compensatory time off (CTO) to 
which the employee may be entitled. as set forth below.  

VACATION ACCRUAL FOR FULL-TIME EMPLOYEES 
Years of Service Maximum Vacation 

per Year (Weeks) 
Accrual Rate 

(Hours/Month) 
Maximum 

Permissible Accrual 
4 years or less 2 weeks 6.67 hours 120 hours 

more than 4 years 3 weeks 10 hours 200 hours, except 
with specific 

authorization by City 
Manager 

 
After an employee’s first anniversary date of City employmentemployee completes six months of 
service, vacations may be scheduled at any time after vacation time is earned, subject to the 
applicable supervisor’s approval and the City’s need for the employee’s services. VacationFor 
employees who work more than 35 hours but less than 40 hours per week, vacation accrual is 
earned in proportion to the employee’s FTE equivalent work schedule.  

An employee who reaches the maximum accrual amount does not accrue additional vacation leave 
until he or shethe employee utilizes vacation leave so that there is room under the maximum 
accrual cap or unless it is authorized by the City Manager. 

Upon separation, employees will be paid for unused vacation time, CTO, and personal holidays. 
The employee’s current rate of pay prior to the date of terminationat the time of separation will be 
used to calculate payment. 

3.10  Holidays 

All regular full-time employees who have completed their introductory period will receive pay at 
their normal hourly rate for the following twelve (12) holidays subject to the restrictions described 
below: 

New Year’s Day 
Martin Luther King Day 
Presidents’ Day 
Memorial Day 
Independence Day 
Labor Day 
Veteran’s Day 
Thanksgiving (2 days) 
December 25 (2 days) 
Personal Holiday (1 day) 
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Full-time employees are eligible for holiday benefits. Employees who are not classified as regular 
full-time employees are ineligible for holiday benefits. Such employees do not work on holidays, 
and are not paid for those days. 

In order to be eligible for holiday benefits, an employee must work the last scheduled workday 
before and the first scheduled workday after the holiday unless receiving approval from their 
supervisor. 

If a holiday falls on a Saturday, it will be observed on the preceding Friday. If a holiday falls on a 
Sunday, it will be observed on the following Monday. 

If a holiday falls during an employee’s approved vacation period, the employee will be paid for 
the holiday and will not be charged with a vacation day for the day the holiday is observed. Pay 
for a holiday is equal to eight (8) hours of the employee’s regular rate of pay, for employees who 
work 40 hours in a week, or a pro-rata amount for employees who are regularly scheduled to work 
fewermore than 35 but less than 40 hours per week. 

Employees on unpaid leave of absence for any reason are ineligible for holiday benefits for 
holidays that are observed during the period they are on leave of absence. 

Employees who are required to work on a holiday shall be compensated as though the time worked 
was overtimeat time and one-half the employee’s base rate of pay. 

3.11  Regular Sick Leave (Full Time Employees) 

Full-time employees will accrue sick leave benefits at the rate of eight (8) hours per month, for 
employees who work forty (40) hours in a week. New employees accrue sick leave; but cannot use 
prior to passing their introductory period. This benefit is not available to part-time, permanent 
intermittent, or temporary employees, or employees who have not completed the introductory 
period. Such employees do not accrue regular sick leave in accordance with the “Minimum Sick 
Leave” policy below. 

Eligible employees may use sick leave onlyafter completing ninety (90) days of employment.  Sick 
leave can be used for an absence due to theirthe employee’s own illness or injury, the illness or 
thatinjury of an immediate family member, to obtain preventive care, to obtain assistance when 
the employee or a family member is a victim of a qualifying act of violence, and for any other 
reason authorized by applicable law.  

Employees may, if they so desire, donate their sick leave to another employee, with the prior 
written approval of the City Manager, provided that: 1) the donating employee must have a balance 
of at least forty (40) hours of sick leave left available after the donation; 2) the employee to whom 
the sick leave is donated must be eligible to accrue sick leave and must have suffered a catastrophic 
illness or injury reasonably expected to cause him or her to exhaust accrued sick leave balances; 
and 3) the donating employee has neither received any form of notice from the City indicating its 
intention to terminate employment (with or without cause) nor voluntarily submitted a resignation 
to the City. 
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Employees who are unable to report to work due to illness or injury are to notify their direct 
supervisor before the scheduled start of their workday. The direct supervisor must also be 
contacted before the scheduled start of each additional day of absence. 

The City may require a licensed physician’s statement verifying the illness or injury and the date 
when the employee is released to return to work as a condition to receiving sick leave benefits 
and/or returning to work. Although a licensed physician’s statement normally will not be requested 
for absences of less than three (3) working days, the City may request such a statement in situations 
where the City determines it is warranted. 

If an employee is absent for five (5) or more consecutive days, the City may require a licensed 
physician’s statement verifying the employee’s ability to return to work.  

Sick leave is intended solely to provide income protection in the event of illness or injury and may 
not be used for any other purpose unless authorized by law. Sick leave may not be utilized as a 
substitute for vacation or other forms of leave. 

Sick leave has no cash value. Employees will not be paid for unused sick leave benefits while they 
are employed nor at separation from employment. 

3.11a  Minimum Sick Leave (For Employees Ineligible for Regular Sick Leave) 

Any employee who is not otherwise eligible for sick leave under the City’s sick leave policy in 
section 3.11 (i.e. temporary and part-time employees) shall be eligible for this Minimum Paid Sick 
Leave. An employee who, on or after July 1, 2015,  works thirty (30) or more days within a year 
from the commencement of employment is eligible for Minimum Paid Sick Leave. This policy is 
intended to comply with the requirements of the Healthy Workplaces, Healthy Families Act of 
2014 at Labor Code section 246(e)(2) and should be interpreted consistentlyCalifornia law. 

Employees who are eligible as of July 1, 2015, will be granted a twenty-four (24) hours on July 1, 
2015 for use during the remainder of that calendar year once the employee has been employed for 
at least ninety (90) days. Eligible employees who are hired after July 1, 2015, shall be granted 
twenty-four (24) hours upon hire for use during the calendar year of their hire. Every year 
thereafter, on January 1st, each covered part time employee shall receive an annual grant of twenty-
four (24) hours of Minimum Paid Sick Leave for use during that calendar year.Upon hire, 
employees will be provided with a lump sum of forty (40) hours of sick leave for use during that 
calendar year.  Employees are eligible to use sick leave after completing ninety (90) days of 
employment.  At the commencement of each calendar year thereafter, employees will be granted 
a lump sum of forty (40) hours for use during that calendar year.  This annual grant does not roll 
over to the next calendar year and is not paid out upon termination of employment, retirement, or 
death. The Minimum Paid Sick Leave entitlement and its use shall be reflected on the covered 
employee’s regular pay stubs. 

As of October 4, 2023, per SB 616 all part-time employees shall be entitled to 5 days of sick leave 
per calendar year which will be front-loaded on January 1st of each year.  Employees will be 
allowed to accrue up to 80 hours or 10 days of sick leave maximum at any time. 
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Minimum Paid Sick Leave may be used for any purpose leave is otherwise typically used, when 
available, for illness and consistent with those uses set forth in the Healthy Workplaces, Healthy 
Families Act of 2014 (AB 1522)authorized by law.  These uses include, but are not limited to use 
by a covered employee for preventative care or diagnosis, care, or treatment of an existing health 
condition for the covered employee or his or her family member; and use by a covered employee 
who is a victim of domestic violence, sexual assault, or stalking. A covered employee may not be 
required to find a replacement worker in order to utilize Minimum Paid Sick Leave.to obtain 
assistance or services when that employee or a family member is a victim of a qualifying act of 
violence.  For purposes of this policy, a “family member” is defined as a child (a biological, 
adopted, or foster child, stepchild, legal ward, or a child to whom the employee stands in loco 
parentis), a parent (a biological, adoptive or foster parent, stepparent, or legal guardian of an 
employee or the employee’s spouse or registered domestic partner, or a person who stood in loco 
parentis when the employee was a minor child), a spouse or registered domestic partner, a 
grandparent, grandchild, sibling, or “designated person.”  For purposes of this policy, “designated 
person” means a person identified by the employee at the time the employee requests paid sick 
leave.  An employee can designate one person per 12 month period, measured from the time the 
employee first designates a person.   

Procedural requirements, including those requirements related to notice, request of use, acceptable 
uses, prohibited uses, minimum increments, and medical certification shall be governed by existing 
policies relating to unscheduled leave as set forth in the regular sick leave policy. 

SECTION 4. HOURS AND PAY 

4.01  Workweek and Workday 

The City’s workweek begins on Sunday at 12:00am, and ends the following Saturday at 11:59pm.  
The City’s workday starts at 12:00am, and ends at 11:59pm.   

4.024.01 Work WeekSchedule 

The normal work week for most City employees is eight (8) hours per day, five (5) days per week. 
Staffing needs and operational demands may necessitate variations in starting and ending times, 
as well as variations in the total hours that may be scheduled each day and week. Employees will 
be assigned a work schedule and will be expected to begin and end work according to the schedule.  
In order to accommodate the City’s operational needs, it may be necessary to change individual 
work schedules on either a short-term or long-term basis.  Due to the nature of the City’s business, 
there may also be a need to respond and perform work outside of regular business hours.   

Employees should not report to work prior to their scheduled starting time, nor stay after their 
scheduled stop time, for more than a combined time of seven (7) minutes. Employees should not 
stay over or come to work early without express prior authorization from their supervisor. 

Employees must call prior to the beginning of their workday for each day of absence unless other 
arrangements have been made with their supervisor. Failure to notify a supervisor in advance of 
an absence will constitute an unauthorized absence. 
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Unless otherwise stated, any employee who is absent for two consecutive work days without 
notifying his/herthe employee’s supervisor is considered to have voluntarily resigned without 
notice at the close of the second day. 

4.034.02   Timekeeping and Overtime 

Timekeeping: Accurately recording time worked is the responsibility of every employee. Federal 
and state laws require the City to keep an accurate record of time worked in order to calculate 
employee pay and benefits. Time worked is defined as the time actually spent on the job 
performing assigned responsibilities. 

Employees should accurately record the time they begin and end their work as well as the 
beginning and ending time of any split shift or departure from work. Both administrative and 
maintenanceAll non-exempt employees have designated time sheets to use for recording their time. 

The City may, in its sole discretion, determine that certain non-FLSA exempt classifications of 
employees must utilize time clocks. Those employees required to use a time clock to record their 
work hours should do so accurately. Employees should punch-in and punch-out as they begin and 
end their work period, as well as, the beginning and ending time of any split shift or departure 
from work. It is every employee’s responsibility to record their own work hours. Employees may 
not punch-in or punch-out for any other employee. 

Altering, falsifying, or tampering with time records, or recording time on another employee’s time 
record may result in disciplinary action, up to and including immediate termination of 
employment. 

Breaks: During each work day, employees are entitled to two paid rest periods of 15 minutes each. 
To the extent possible, the employee should, at their discretion, take rest periods as close to the 
middle of each four hour work period as possible. Since rest periods are counted as hours worked, 
employees must not be absent from their work stations beyond the allotted rest period. Rest periods 
cannot be saved and used to extend lunch or to leave early/come in late to work. Supervisors are 
responsible for scheduling rest periods. 

Lunch: All employees are entitled to one unpaid meal period each workday. Administration 
employees take one-half hour during the middle of the work day. Maintenance employees take 
one-half hour, staggering the meal period amongst the employees. Supervisors will try to 
accommodate requested scheduling variations based on operating requirements. During the meal 
period, employees will be relieved of all active responsibilities and restrictions and will not be 
compensated for that time. 

Overtime and Work Assignments: When operating requirements or other needs cannot be met 
during regular working hours, employees may be scheduled to work overtime hours. The City 
reserves the right to assign employees to jobs other than their usual assignments when required. 
Advance notification of these mandatory assignments will be provided whenever possible. 
Overtime assignments will be distributed as equitably as practical to all employees qualified to 
perform the required work. No employee may work overtime without the prior approval of their 
supervisor. Failure to work scheduled overtime or overtime worked without prior authorization 
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from the supervisor may result in disciplinary action, up to and including termination of 
employment.  

Paid holidays, sick days, vacation, or other leave do not count as hours worked for purposes of 
overtime. 

• Time worked: Employees shall record all time worked including time worked over 
their normal schedule on the time sheet at the time it actually occurs. Compensatory 
time off (CTO) will be logged on a daily basis. 

• Weekends: Weekend work does not automatically qualify for overtime or CTO. 
Hours worked on Saturday/Sunday qualify only if qualified as overtime hours. 

• Holidays Worked: Employees who work on a recognized holiday shall be given 
compensation time off at one and one-half (1-1/2) time rate for hours actually 
worked on the holiday. 

4.044.03   Compensatory Time Off (CTO) 

Overtime is given in the form of cash wages or, at the employee’s option, Compensatory Time Off 
(CTO). In either case, overtime will be compensated at time and one-half (1-1/2) rate, for all hours 
worked in excess of 40 hours in any given work week. The employee should designate on his or 
her time card whether cash compensation or CTO is selected for the overtime worked in that work 
period. 

Upon reasonable advance request, CTO may be taken at a time mutually acceptable to the 
employee and the supervisor given operational constraints. Upon separation, the employee will be 
paid for any outstanding CTO. 

No employee may accrue any more than 240 hours of CTO. 

The City reserves the right to impose a mandatory cash-out of CTO at times selected by the City.   

4.054.04   Wage and Salary Administration 

Payroll: Employees are paid twice monthly. Each paycheck will include earnings for all work 
performed through the end of the current payroll period. The City offers direct deposit and 
encourages employees to utilize this method for payment, which shall be at the employee’s option. 

Payroll Deductions: The law requires that the City make certain deductions from every 
employee’s compensation. Among these are applicable federal withholding, state withholding, 
State Disability Insurance (SDI), Social Security, Medicare taxes, and court-ordered garnishments. 

Deductions will also be made for health insurance and dental premiums for family members if an 
employee is eligible for and requests such insurance and deductions. 

If you have any questions concerning deductions made from your paycheck, please contact Human 
Resources. 
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4.064.05   Payday 

The City’s payday is the 5th and the 20th of each month. Employees can pick up their paychecks 
at the Human Resources Office between 8:00 a.m. and 5:00 p.m. on that payday. 

4.074.06   Compensation Philosophy 

Each City position is paid according to a “salary range” established by the City Council. Each 
salary range may have one or more “salary steps” within it. For example, a Maintenance Worker 
H position could be set at salary range XX, which could have 5 salary steps, A-E, each of which 
pays an increasing amount in 5% increments. 

In an effort to attract and retain qualified employees, it is the City’s policy to establish competitive 
salaries and merit increase programs. The City Council is responsible for administering the wage 
and salary program and for recommendingapproving necessary salary range and position 
reclassificationsclassifications. 

The salary range limits by job classification and cost-of-living (COLA) increases will be 
determined by the City Council. Cost-of-living increases mean salary or compensation adjustments 
related to economic conditions (cost of living) rather than performance. Such increases are not 
granted regularly and when given are granted to all employees within a particular class rather than 
to individuals. 

Individual employees will normally be hired at the lowest step in a given salary range, but may be 
hired at a higher step in the discretion of the City Manager. Employees hired at Step A are eligible 
for consideration of a step increase when they have successfully completed their initial 
introductory period. Thereafter, employees are eligible for further step increases at the time ofat 
their annual performance evaluation if their performance has been satisfactory. A satisfactory 
performance evaluation does not guarantee a compensation increase.  All step increases are 
determined by the City Manager in his or her discretion. 

4.084.07   Stand-by Duty 

Employees in the classifications of Public Works Superintendent, Public Works Director, 
Maintenance Worker I and II, Chief Water Treatment Plant OperatorWasteOperator, and Waste 
Water Operator may be assigned by their supervisor to perform “stand-by duty” in addition to 
regularly scheduled work. Employees assigned to stand-by duty are obligated during the period of 
stand-by duty to remain available to be called back to work in the event of an emergency or critical 
maintenance incident during a period of time when City employees are not normally on-duty, 
including nights, weekends and holidays, when in the judgment of the City the public health, safety 
and welfare requires that the emergency or critical maintenance incident cannot be left unresolved 
until public works employees would normally return to work. 

Employees scheduled to be on stand-by duty shall be available at all times either by telephone or 
cell-phone as previously arranged with the supervisor. EmployeesDuring stand-by duty, 
employees are free to undertake any private activities, provided that the employees on stand-by 
shall return to work within thirty (30) minutes of a “call-back” and shall not use or ingest any 
alcohol or drugs while on stand-by duty.  
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Employees scheduled to be on stand-by duty may be permitted or required to take a City vehicle 
home so that they can respond directly to the scene without first responding to the City’s 
corporation yard to obtain the vehicle or tools. If permitted or required to take a City vehicle home, 
the employee shall not utilize either the vehicle or any tools for any private purpose. The vehicle 
may only be driven and to and from work. 

Employees shall be paid for each hour of stand-by duty as providedapproved by motion of the City 
Council from time to time. Such time shall not be considered “hours worked” for purposes of the 
Fair Labor Standards Act (“FLSA”). 

An employee on stand-by duty who receives a request to report or receives a “call back” shall 
report to work not later than 30 minutes after the first attempt by a supervisor to contact the 
employee. An employee shall be compensated at his or her normal hourly rate for all time spent 
on the call-back, including travel to and from the work location. All such time shall be considered 
as “hours worked” for purposes of the Fair Labor Standards Act (“FLSA”). Any call-back shall be 
paid for a minimum of two (2) hours, but only hours actually worked shall be counted as hours 
worked for FLSA purposes. However, any call-back which occurs less than two (2) hours prior to 
the beginning of the employee’s regularly scheduled shift shall be compensated only for the time 
actually worked. 

SECTION 5. BENEFITS 

5.01  Benefits Eligibility 

Eligible employees of the City are provided a wide range of benefits. A number of the programs, 
e.g., workers’ compensation, state disability, and unemployment insurance cover all employees in 
the manner prescribed by law. 

Benefits eligibility is dependent upon a variety of factors including the number of hours an 
employee works. Human Resources will identify the programs for which you are eligible. 

In general, the City provides a City paid life insurance policy of $25,000.00 to full-time employees; 
with the ability for the employee to purchase additional life insurance. 

The City provides a health benefit allowance for Health, Dental and Vision Insurance. 

The City provides access to a Deferred Compensation Plan,  

 

5.02  Worker’s Compensation Insurance 

The City is permissibly self-insured for worker’s compensation as required by law to protect 
employees who are injured on the job. This self-insurance provides medical, surgical, and hospital 
treatment in addition to payment for loss of earnings that result from work-related injuries. 
Compensation payments begin from the first day of an employee’s hospitalization or after the third 
day following the injury (if an employee is not hospitalized) when he or shethe employee is 
determined to be unable to work. The cost of these benefits is paid completely by the City. 
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If you are injured while working, you must file a report of injury immediately with your supervisor, 
regardless of how minor the injury is. If you have any questions regarding the Worker’s 
Compensation Self-Insurance Program, please contact the Human Resources. 

5.03  State Disability Insurance 

As an additional benefit, you are covered under the State Disability Insurance plan (SDI). This 
insurance provides low cost disability protection if illness or injury not caused by the job prevents 
you from working. 

All employees are eligible and pay for this program. Claim forms are available in Human 
Resource’s office. You must file a claim to receive any payment. 

SECTION 6. EMPLOYEE REQUIREMENTS 

6.01  Employee Conduct and Work Rules 

The City strives to operate efficiently while providing a safe and pleasant working environment 
for its employees. To this end, it is necessary to set certain standards of conduct and provide 
employees with guidance concerning unacceptable behavior. Infractions of these rules will result 
in disciplinary action, up to and including termination. It must be noted that this list is not 
exhaustive and merely contains examples of the types of conduct that can lead to the imposition 
of disciplinary action. The City reserves the right to determine conduct that is detrimental to the 
safety and welfare of its employees or operations.  Nothing in this policy impacts an employee’s 
at-will status.  Employees can still be terminated or disciplined on an at-will basis at the City’s 
discretion.   

The following conduct is unacceptable: 

• Falsification of information on an application or physical examination 
questionnaire, including falsification by omission; 

• Falsifying City or personnel records; 

• Dishonesty in the workplace; 

• Failure to observe working hours and overtime requirements and restrictions; 

• Operating machinery or equipment in an unsafe manner such that it might endanger 
the safety of oneself or others; 

• Theft of, unauthorized possession of, or intentional damage to City, state, or staff 
property; 

• Altering, removing, or destroying records without permission; 

• Physical or verbal abuse or harassment of the public or City officers, agents or 
employees; 
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• Possession of weapons at the work place; 

• Threats of violence, either implicit or explicit towards the public or City officers, 
agents, or employees; 

• Defamatory remarks about the City or its officers, agents or employees; 

• Insubordination; 

• Excessive absences or tardiness; 

• Failure to report a personal injury or accident, or damage to City equipment; 

• Conduct unbecoming a public employee; 

• Unsatisfactory work performance including, but not limited to, unsatisfactory 
quantity or quality of work; 

• Violation of fire or safety regulations; 

• Smoking in unauthorized areas; 

• Use, possession, manufacture, distribution, transfer, sale, or solicitation of illegal 
drugs on City property, including City vehicles, or while conducting City business;  

• Use, possession or being under the influence of alcohol or illegal drugs on City 
property, including City vehicles or while conducting City business; or 

• Engaging in criminal conduct, whether or not related to job performance. 

Nothing in the above list alters the at-will nature of employment with the City or requires “cause” 
for any type of employment action. In other words, even if an employee does not engage in any of 
the specified conduct above, the employee can still be terminated without cause. City employees 
do not have a  right to any type of pre- or post-disciplinary hearing, or a right to continued 
employment.  

6.02  Disciplinary Procedures 

When an employee engages in misconduct or an employee’s job performance is unsatisfactory in 
the judgment of the responsible supervisors, disciplinary procedures may be initiated. The possible 
disciplinary actions that may be taken against an employee include: oral reprimand, written 
reprimand, suspension without pay, demotions and/or dismissal. The City reserves the right, in all 
instances, to decide what level of discipline (if any) to impose.  A written record of all disciplinary 
actions shall be placed in the employee’s personnel file. The written record shall be signed and 
dated by both the supervisor and the employee. If the employee refuses to sign the documentation, 
the supervisor shall write “Employee refused to sign” in the space provided for employee’s 
signature and shall date the entry. A copy of the written record shall be given to the employee. 
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The primary purpose of this policy is to improve the behavior or performance to a standard 
acceptable to the City so that the employee may continue his/her employment in a successful 
manner. The responsibility for improvement lies with the employee. The City Manager can and 
will assist, direct, and suggest; however, continued negative behavior, lack of dependability, or a 
failure to perform duties in a satisfactory manner will lead to a termination of employment with 
the City. While concepts of “progressive discipline” will often be considered by the City, the City 
reserves the right in appropriate cases to impose more severe disciplinary action, including 
termination, without previous less severe discipline being imposed. 

6.03  Administrative Leave 

The City Manager may at any time, whether as a part of the disciplinary process or otherwise, 
place an employee on administrative leave with pay if the he or sheemployee determines that such 
action is in the best interests of the City. 

6.04  Grievance Procedures 

The City is committed to on-going, open communication with employees regarding performance, 
goals, objectives, policies, benefits, and all other issues which have an impact on employees. The 
City understands that during the course of City business, disputes can and will arise and urges 
employees to resolve these disputes through communication and compromise. The purpose of 
these grievance procedures is to allow all employees to voice job-relatedCity-related complaints, 
to have them considered fairly by the City and to have them resolved at the lowest level possible. 

A “grievance” is an asserted complaint of a violation, misinterpretation, inequitable application of 
or non-compliance with existing City rules, regulations, or policies. However, neitherComplaints 
relating to employment classification, performance evaluations norand/or disciplinary action aredo 
not fall within the definition of a “grievance” for purposes of this policy and the City will not 
engage in its grievance procedures regarding these complaints. 

The City will not take punitive action against any employee for using the grievance procedure. 

Each party involved in a grievance shall act quickly so that the grievance can be resolved promptly. 
Every effort should be made to complete the grievance procedure within the limits specified in the 
grievance procedure. The parties may extend the time limitations for any step through mutual 
consent. 

Informal Grievance Procedures 

First Step. An employee must first discuss the grievance with his/herthe employee’s supervisor 
within seven (7) calendar days of the incident giving rise to the grievance. The supervisor shall 
make sure that any grievance made by an employee, in any form or manner, receives prompt, fair 
attention. If the supervisor fails to take any action on the employee’s grievance within seven (7) 
calendar days of the report, the employee’s informal grievance is deemed denied. 

Formal Grievance Procedures 
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Second Step. If the employee feels the grievance has not been settled to his/herthe employee’s 
satisfaction within seven (7) calendar days of their presenting the grievance to his/herthe 
employee’s supervisor, the employee may file a formal grievance. The employee must file this 
grievance within seven (7) calendar days of the denial of the informal grievance by submitting to 
his/herthe employee’s immediate supervisor a written statement giving a concise account of the 
grievance. The written statement shall include: 

• The date of the event; 

• A brief summary of what happened; 

• The rule, regulation, or policy the employee claims was violated; 

• The names of the individuals involved; 

• Other pertinent information that may be necessary to arrive at a full understanding. 

The immediate supervisor shall reply, in writing, to the employee initiating the grievance within 
seven (7) calendar days of receiving the grievance statement. If the grievance is settled at this 
point, no further action will be taken, and the supervisor’s decision will be considered final and 
binding. 

Third Step. If an employee is not satisfied with the decision at the second step of this procedure, 
he/she will have an additional three (3) working days to request a decision by the City Manager. 
The City Manager will discuss the problem with the employee and investigate thereview the 
immediate supervisor’s verbal or written decision within ten (10) working days unless he or shethe 
City Manager determines that additional time is required under the circumstances. The City 
Manager shall provide his or hera response in writing to the employee. The decision at this step 
shall be final and conclusive for all parties. 

6.05  Attendance and Punctuality 

To maintain a safe and productive work environment, the City expects employees to be reliable 
and punctual in reporting for work. Absenteeism and tardiness place a burden on other employees 
and the City. In the rare instance when an employee cannot avoid being late to work or is unable 
to work as scheduled, he/she must notify the supervisor as far in advance as possible of normal 
business hours and, at a minimum, within the first half hour of the start of the employee’s shift. 
Poor attendance and excessive tardiness are disruptive and unacceptable and may lead to 
disciplinary action, including termination of employment. 

6.06  Safety 

Establishment and maintenance of a safe work environment are the shared responsibility of the 
City and employees at all levels. The City will take all reasonable steps to assure a safe 
environment and compliance with federal, state, and local safety regulations. 

Employees are expected to comply with safety rules and to exercise caution in all their work 
activities. They must immediately report any unsafe conditions to their supervisor. Both 
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supervisors and employees at all levels are expected to correct unsafe conditions as promptly as 
possible. 

All accidents that result in injury must be reported to the appropriate supervisor, regardless of how 
insignificant the injury may appear. Such reports are necessary to comply with laws and initiate 
insurance and workers’ compensation procedures. 

It is the responsibility of each employee to: 

• Be constantly aware of potential problems within the work environment which may 
cause injury, and report any problems to his/herthe employee’s supervisor; 

• Continually familiarize himself/herself with the safe operation of equipment and 
the safe use of chemicals; 

• Obey all safety rules and regulations established by the City and practice them to 
the best of his/herthe employee’s ability; 

• Report immediately to his/herthe employee’s supervisor all hazards that could 
cause or have caused injury. 

All employees are responsible for complying with the safety procedures. Violations of safe 
working procedures are cause for disciplinary action, up to and including termination of 
employment. 

6.07  Dress Standards 

In the interest of presenting a professional image to the public, employees are expected to dress in 
a business-like manner that reflects our respect for our public and the importance of the work we 
do together. Employees are expected to present a clean and neat appearance and to dress 
professionally in accordance with their working environments (e.g. office work, field work, etc.).  
The supervisor is responsible for enforcing proper dress and personal hygiene. If an employee’s 
dress and grooming are determined to be inappropriate, the employee will be counseled by 
his/herthe employee’s supervisor. In some cases, the employee’s supervisor may send the 
employee home to change, without pay. Violation of this policy by an employee may result in 
disciplinary action. 

While no professional dress policy can be all encompassing, for purposes of guidance, the 
following are examples of inappropriate dress: 

• Bib overalls; 

• Undershirts, tank tops, halter tops, midriff or tube tops; 

• Clothing that is torn or has holes, sweatsuits or athletic apparel; 

• Flip flops or slippers. 
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Hair is to be clean, combed, and neatly trimmed. Sideburns, mustaches, and beards should also be 
clean and neatly trimmed. 

6.08  Telephone Usage 

To assure effective telephone communications, employees should always speak in a courteous and 
professional manner. Please confirm information received from the caller and hang up only after 
the caller has done so. 

Use of City telephones for personal calls, including local calls, is to be kept to a minimum. 
Employees may not utilize City telephones so as to incur any charges which are charged to the 
City. Personal calls made on personal cell phones should be made during breaks or meal periods. 

6.09  Smoking 

In keeping with state law and the City’s intent to provide a safe and healthful work environment, 
smoking is prohibited while on duty and is prohibited throughout the workplace, including City 
vehicles. 

On breaks, smoking is permitted outside of buildings in areas where the smoke will not enter 
buildings. 

6.10  Conflict of Interest 

Employees have an obligation to conduct business within guidelines that prohibit actual and 
potential conflicts of interest, or even the appearance of conflict of interest. 

An actual or potential conflict of interest occurs when an employee is in a position to influence a 
decision that may result in a personal gain for that employee or for a relative as a result of the 
City’s business dealings. For the purposes of this policy, a relative is defined to include the 
employee’s spouse, children, parents, siblings, grandparents, aunts, uncles, nieces, and nephews 
whether by blood or marriage. 

No “presumption of guilt” is created by the mere existence of a relationship with outside firms. 
However, if an employee has any influence on transactions involving purchases, contracts, or 
leases, it is imperative that he/she discloses to the City Manager as soon as possible the existence 
of any actual or potential conflict of interest so that safeguards can be established to protect all 
parties. 

Personal gain may result not only in cases where the employee or relative has a significant 
ownership in a firm with which the city does business, but also when an employee or relative 
receives any kickback, bribe, gift, or special consideration as a result of any transaction or business 
dealings involving the city. 

Upon assuming their respective positions with the City and annually thereafter, all designated 
employees of the City must execute the Conflicts of Interest Disclosure Statement required by the 
Fair Political Practices Commission, as it may be amended from time to time and must agree to be 
bound by its provisions. 
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City employees are prohibited from threatening or discriminating against consultants or 
contractors for arbitrary or capricious reasons, or personal gain. 

State law establishes separate and distinct policies regarding the prohibition of certain defined 
conflicts of interest, as well as the disclosure of income, assets, and business position. It is the 
employee’s responsibility to comply with these laws and policies and to contact Human Resources 
regarding these requirements. 

6.11  Proprietary and   Confidential Information 

The materials, products, designs, plans, ideas, and data of the City are the property of the City and 
should never be given to an outside firm or individual except through normal channels and with 
appropriate authorization. Any improper transfer of material or disclosure of information, even 
though it is not apparent that an employee has personally gained by such action, constitutes 
unacceptable conduct. 

Employees shall not disclose any confidential information, including without limitation, billing 
records or other personal data regarding a member of the public, personnel records of the City, or 
information regarding actual or potential claims and litigation against the City. 

Any employee who participates in any practice prohibited by this section will be subject to 
disciplinary action, up to and including possible discharge from employment. 

6.12  Use of City Equipment and Vehicles 

Equipment and vehicles essential in accomplishing job responsibilities are expensive and may be 
difficult to replace. When using City property, employees are expected to exercise care, ensure 
that the equipment is maintained, and follow all operating instructions, safety standards, and 
guidelines. 

Please notify your supervisor if any equipment, machine, tool, or vehicle appears to be damaged, 
defective, or in need of repair. Prompt reporting of damage, defects, and the need for repairs could 
prevent deterioration of equipment and possible injury to employees and others. 

Personal use of City property is prohibited. Any City equipment or property assigned to an 
employee must be returned immediately upon the City’s demand and at its sole discretion. The 
improper, careless, negligent, destructive, or unsafe use or operation of equipment or vehicles, as 
well as excessive or avoidable traffic and parking violations may result in disciplinary action, 
including termination of employment. 

All City employees driving a City owned vehicle or a privately owned vehicle in the conduct of 
City business must have a valid unexpired California driver’s license and appropriate insurance 
coverage. 

It is the employee’s responsibility to report immediately incidents resulting in the loss or 
suspension of his/herthe employee’s driver’s license to Human Resources. An employee for whom 
driving is an essential job function and who loses his/herthe employee’s driver’s license, is 
convicted of, or pleaded no contest to, or entered into a diversion program to avoid conviction of 
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reckless driving or driving under the influence of alcohol or drugs, or becomes uninsurable as a 
driver, may be terminated. 

When traveling on City business, all employees shall use safety belts and observe all traffic laws. 
The City shall not assume financial responsibility for traffic citations received by employees 
driving either City owned vehicles or privately owned vehicles on City business. 

Employees who are assigned a City owned vehicle are responsible for attending to routine 
maintenance including, but not limited to, gas and tires. 

6.13  Changes In Employee’s Personal Information 

All employees are required to notify the Human Resources office of changes in their personal 
information. Notification of changes of address, telephone number, marital status, number of 
dependents, insurance beneficiaries, educational accomplishments, or emergency information 
should be submitted as soon as possible in order to keep payroll, insurance, benefits, and personal 
information accurate and as up-to-date as possible. 

SECTION 7. GENERAL ADMINISTRATIVE POLICIES 

7.01  Mileage Reimbursement 

With the City Manager’s approval, anAn employee will be reimbursed for mileage incurred while 
driving his/herthe employee’s personal car on City business. This reimbursement does not include 
traveling between home and work unless the employee is responding to an after hours “on-call” 
message or is otherwise approved by the City Manager. 

Current reimbursement rates may be obtained from Human Resources. 

7.02  Expense Reimbursement 

City employees will be reimbursed for necessary business expenses directly related to authorized 
activity of the organization. 

Employees are to receive prior authorization from the appropriate supervisory personnel before 
incurring any reimbursable expense. Unauthorized or inappropriate expenditures by employees 
will not be reimbursed by the City. Receipts will be required for reimbursements. 

7.03  Personal Property 

Employees are advised not to bring personal property with them to the workplace or with them 
while conducting City business, as the City assumes no responsibility for such personal property 
and will not reimburse employees for damages or loss of employee’s personal property. 
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7.04  Media Contact 

Employees shall refer all media requests to the City Manager. Employees are not permitted to 
communicate with the media on the City’s behalf unless they have received specific, prior 
authorization by the City Council or City Manager. 

7.05  Credit Card(s) and Credit Accounts 

Employees may not utilize City credit cards or credit accounts without the prior consent of the 
City Manager. 

SECTION 8. SEPARATIONS 

8.01  Separations from Employment 

There will be times when the employment relationship will be terminated, whether by the City, 
the employee, or by mutual agreement. Although advance notice is not required, the City requests 
that employees who are resigning voluntarily provide at least two weeks written notice of 
resignation from all employees.  Again, this is not required.   

8.02  Return of City Property 

Employees are responsible for all City property, materials, or written information issued to them 
or in their possession or control. Employees must return all City property that is in their possession 
or control in the event of separation of employment or immediately upon request. 

8.03  Exit Interview 

Human Resources will generally schedule an Exit Interview with each employee who leaves the 
City regardless of the reason. This interview allows employees to communicate their views on 
their work with the City and the job requirements, operations, and training needs. It also provides 
the employee an opportunity to discuss such issues as employee benefits, COBRA medical 
benefits (Title X of the Consolidated Omnibus Reconciliation Act of 1985) and repayment of 
any outstanding debts to the City. 
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CITY OF PLYMOUTH 
AT-WILL STATEMENT AND EMPLOYEE ACKNOWLEDGMENT 

 
 
A. At-Will Statement 
 
All City employees serve at the discretion of the City Manager.  Accordingly, employment by the City 
is employment “At-Will.”  NoExcept for the City Manager, no manager, supervisor, client, or 
representative of the City has any authority to enter into any agreement for employment for any 
specific period of time or to make any agreement for employment other than “At-Will.” 
 
Employment with the City is also by mutual consent.  The City reserves and retains the right to 
terminate any employment relationship with any employee, at any time, for any reason, or no reason, 
with or without notice.  The employee also retains the right to terminate his/herthe employee’s 
employment at any time, for any reason, or no reason, with or without notice 
 
This manual is not a contract of employment and is subject to change.  It may be revoked, altered, 
amended, or modified at any time by the Plymouth City Council. 
 
B. Acknowledgment 
 
This is to acknowledge that I have received a copy of the City’s Personnel Manual.  I understand that 
it contains important information on the City’s general personnel policies and on my privileges and 
obligations as an employee.  I further understand that I should contact the Personnel Officer to obtain 
more comprehensive information on the City’s personnel policies. 
 
I understand that I am governed by its contents and that those contents may be subject to change.  
Changes to this document are implemented at the sole and absolute discretion of the Plymouth City 
Council and may occur with or without prior notification.  I further understand that my employment 
with the City is for a no fixed term and is by mutual consent.  Consequently, either the City or I may 
terminate the employment relationship at will, at any time, for any reason, or for no reason, with or 
without prior notice. 
 
 
 
__________________________________ 
Employee’s Name 
 
__________________________________     ___________________________________ 
Employee Signature                                         Date 
 
 
 

Employee Copy - Please sign and keep with your Personnel Manual 
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CITY OF PLYMOUTH 
AT-WILL STATEMENT AND EMPLOYEE ACKNOWLEDGMENT 

 
 
A. At-Will Statement 
 
All City employees serve at the discretion of the City Manager.  Accordingly, employment by the City 
is employment “At-Will.”  No manager, supervisor, client, or representative of the City has any 
authority to enter into any agreement for employment for any specific period of time or to make any 
agreement for employment other than “At-Will.” 
 
Employment with the City is also by mutual consent.  The City reserves and retains the right to 
terminate any employment relationship with any employee, at any time, for any reason, or no reason, 
with or without notice.  The employee also retains the right to terminate his/herthe employee’s 
employment at any time, for any reason, or no reason, with or without notice 
 
This manual is not a contract of employment and is subject to change.  It may be revoked, altered, 
amended, or modified at any time by the Plymouth City Council. 
 
B. Acknowledgment 
 
This is to acknowledge that I have received a copy of the City’s Personnel Manual.  I understand that 
it contains important information on the City’s general personnel policies and on my privileges and 
obligations as an employee.  I further understand that I should contact the Personnel Officer to obtain 
more comprehensive information on the City’s personnel policies. 
 
I understand that I am governed by its contents and that those contents may be subject to change.  
Changes to this document are implemented at the sole and absolute discretion of the Plymouth City 
Council and may occur with or without prior notification.  I further understand that my employment 
with the City is for a no fixed term and is by mutual consent.  Consequently, either the City or I may 
terminate the employment relationship at will, at any time, for any reason, or for no reason, with or 
without prior notice. 
 
 
 
__________________________________ 
Employee’s Name 
 
__________________________________     ___________________________________ 
Employee Signature                                         Date 
 

Please sign this document and return to the Personnel Officer 
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EXCERPT FROM CITY OF PLYMOUTH MUNICIPAL CODE 

§ 2.08.090 Authority over employees. 

It shall be the duty of the City Manager, and the City Manager shall have the authority to 
manage, supervise, and give directions to all heads of departments under the City Manager's 
jurisdiction and, through their department heads, to subordinate officers and employees. The City 
Manager shall be responsible for, supervise, and direct, the functioning of all City departments, 
personnel, and consultants, other than the City Clerk, City Treasurer, and City Attorney. The City 
Manager shall be responsible for the evaluation of employees, including granting of step 
increases in salary. The City Manager shall be responsible for the appointment, removal, 
promotion, discipline, evaluation, or demotion of all other City employees and/or may authorize 
department heads to appoint, remove, promote, discipline, evaluate, or demote employees, in 
accordance with the Personnel Rules of the City. 
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