
AGENDA 

CITY OF PLYMOUTH 
City Council 

REGULAR MEETING - AMENDED

THURSDAY, APRIL 9, 2026

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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CITY OF PLYMOUTH CITY COUNCIL 

REGULAR MEETING AGENDA AMENDED 
Thursday April 9, 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: 933 5187 3627   Passcode: 331805 

Join via link: https://zoom.us/j/93351873627?pwd=D8iblg8ZBww7RNWShpaHEAXwbZfqn7.1  
 

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 REGULAR MEETING AGENDA OF APRIL 9, 2026 

3. REGULAR MEETING PUBLIC COMMENT 
Under provisions of the Government Code, citizens wishing to address the Council for any 
matter not 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. PRESENTATIONS/PROCLAMATIONS/APPOINTMENTS:  NONE 

5. 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. 

5.1 CORRESPONDENCE 

5.2 APPROVE THE REGULAR MEETING MINUTES OF MARCH 26, 2026 

5.3 RECEIVE MARCH WARRANT REGISTER 

https://zoom.us/j/93351873627?pwd=D8iblg8ZBww7RNWShpaHEAXwbZfqn7.1
mailto:vmchenry@cityofplymouth.org
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5.4 SECOND READING AND ADOPTION OF ORDINANCE 2026-03 AMENDING 
PLYMOUTH MUNICIPAL TO ADD CHAPTER 17.74 – ACCESSORY 
DWELLING UNITS 

5.5 SECOND READING AND ADOPTION OF ORDINANCE 2026-04 ADOPTING 
PROCUREMENT POLICY CC-45 

6. PUBLIC HEARINGS: NONE 
7. REGULAR AGENDA ITEMS: 

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

7.2 REVIEW AND APPROVAL OF UPDATED PERSONNEL MANUAL 
8. CITY MANAGER’S REPORT 
9. MAYOR & COUNCIL MEMBERS’ REPORTS AND COUNCIL REQUESTS FOR FUTURE 

AGENDA ITEMS 
10. CLOSED SESSION:  

 

10.1       CONFERENCE WITH REAL PROPERTY NEGOTIATORS 
Property: APNs 008-070-036, -037, -038, -039, and -040 
Agency Negotiators: Cameron Begbie, City Manager & Andreas Booher, City 
Attorney 

Negotiating Parties: Sutter Home Winery 
Terms Under Negotiation: All terms associated with possible acquisition of property 
by the City 

 
11. 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 
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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 amended 
agenda for April 9, 2026, Regular Meeting of the Plymouth City Council was posted and available 
for review on April 6, 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 
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CITY OF PLYMOUTH CITY COUNCIL 

REGULAR MEETING MINUTES DRAFT 
Thursday March 26, 2026 

6:30 PM 
 

City Council Chambers - 9426 Main Street - Plymouth, CA 

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 6:33 PM  

 
                 COUNCIL MEMBERS’ PRESENT: Don Nunn, Holger Hornisch, Wendy Bottomley, 

Wendy Cranford, Deborah Dill 

                 COUNCIL MEMBERS ABSENT:                  None 

                 STAFF/ADVISORY PRESENT: Andreas Booher, City Attorney, Cameron 
Begbie, 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 MARCH 26, 2026 

Council Member Cranford motioned to approve the City Council Regular Meeting Agenda for March 26, 
2026, with the amendment of moving Item 7.1 to be heard before Item 6.1. Second by Vice Mayor 
Hornisch. Motion passed with a roll call vote of 5-0. 

3. REGULAR MEETING PUBLIC COMMENT 

Steve Pinotti stated that he’d notice that the lights and heat were left on after the City Council was there. 
He felt that the council needed to apologize for doing so.  

Ellon Brittingham introduced herself as our new PG&E Local Government Affairs Representative. She 
left her contact information with the City Clerk.  

A brief recess was taken from 6:40pm to 6:44pm due to technical difficulties with the cameras not 
working on Zoom. 

Robert Moody is concerned with the trucks that are dumping septage waste driving on the roads on Old 
Sacramento and Latrobe. He questioned the long-term effect from them dumping at our plant. Mr. Moody 
said you can hear the trailers hitting part of the road and feels the roads are getting torn up. He also 
stated the best time for the Sheriff to catch people speeding is in the morning and evenings. Mr. Moody 
stated that he spoke with Public Works Superintendent Canaan Quinn regarding the flashing signs. City 
Manager Begbie noted that the signs came in a few weeks ago and should be put in shortly. Mayor Nunn 
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also voiced his concern about the people speeding on Main Street.  

Steve Saunders from Hawksview wanted to bring an ongoing issue regarding weed abatement in that 
area. He wanted to know if the City enforces our codes. Mr. Saunders stated this has been an ongoing 
issue for about three weeks. City Manager Begbie stated that he is looking into that issue. 

Amy White who lives on Old Sacramento Road is concerned about the wear and tear that the septage 
dumping is causing on the roads. She also requested that the test on the test wells be done during the 
wet seasons.  

Rosemarie Moody is concerned about the weeds around town and the walking path. She asked if the 
City has reached out to CalTrans. She is also concerned about rattlesnakes in the weeds. Ms. Moody 
also asked if more work was going to be done at the cemetery.  

Council Member Cranford wanted to go on record stating “thanks CalTrans” regarding the walking path 
weed issue.  

4. PRESENTATIONS/PROCLAMATIONS/APPOINTMENTS: NONE 

5. CONSENT CALENDAR ITEMS: 
5.1 CORRESPONDENCE 
5.2 APPROVE THE REGULAR MEETING MINUTES OF MARCH 12, 2026 
5.3 RECEIVE THE FEBRUARY WARRANT REGISTER 

Council Member Cranford motioned to approve the Consent Calendar as presented. Second by Council 
Member Bottomley. Motion passed with a roll call vote of 5-0. 

Item 7.1 was presented at this time. 
6. PUBLIC HEARINGS: 

6.1 INTRODUCTION AND FIRST READING OF ORDINANCE 2026-03 AMENDING 
PLYMOUTH MUNICIPAL TO ADD CHAPTER 17.74 – ACCESSORY DWELLING 
UNITS 

Vice Mayor Hornisch motioned to Conduct the First Reading of Ordinance 2026-03 Amending Plymouth 
Municipal to Add Chapter 17.74 – Accessory Dwelling Units. Second by Council Member Cranford. 
Motion passed with a roll call vote of 5-0. 

6.2 INTRODUCTION AND FIRST READING OF ORDINANCE 2026-04 ADOPTING 
PROCUREMENT POLICY CC-45 

Council Member Cranford motioned to Conduct the First Reading of Ordinance 2026-04 Adopting 
Procurement Policy CC-45. Second by Vice Mayor Hornisch. Motion passed with a roll call vote of 5-0. 

7. REGULAR AGENDA ITEMS: 
7.1 RECEIVE MID-YEAR BUDGET UPDATE FROM FINANCE DIRECTOR ANDY HEATH 

AND CONSIDER APPROVAL OF RESOLUTION NO 2026-04 INCORPORATING 
BUDGET UPDATE AND FUND BALANCE PROJECTIONS INTO FISCAL YEAR 2025-
2026 BUDGET 

After a thorough presentation from Finance Director Heath, the Mayor opened public comment. 

Written public comment was submitted by Stephanie Moreno. 

Rosemarie Moody stated she is confused that there is no actual financial report. She doesn’t understand 
if all the information is in how come there is no report they can look at. Ms. Moody wanted to know the 
actual cash reserve that the City has available for use.  
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Elizabeth Pinotti asked if every number on the report was the fiscal year or calendar year.  

After council discussion, Council Member Bottomley motioned to approve Resolution 2026-04 
Incorporating Budget Update and Fund Balance Projections into Fiscal Year 2025-2026. Second by 
Council Member Dill. Motion passed with a roll call vote of 5-0. 

A brief recess was taken from 7:57pm and reconvened at 8:05pm. 

7.2 DISCUSSION AND POSSIBLE APPROVAL TO GRANT KIT CARSON MOUNTAIN 
MEN $650 IN TOT FUNDS FOR THE 2026 WAGON TRAIN 

Council Member Cranford motioned to approve to grant Kit Carson Mountain Men $650 in TOT Funds for 
the 2026 Wagon Train. Second by Council Member Dill. Motion passed with a roll call vote of 5-0 

7.3 REVIEW AND ADOPT RESOLUTION 2026-05 OF THE 2025 AMADOR COUNTY 
LOCAL HAZARD MITIGATION PLAN, INCLUDING ANNEX D AND INCORPORATION 
INTO THE SAFETY ELEMENT OF THE GENERAL PLAN IN ACCORDANCE WITH 
AB2140 

Rosemarie Moody asked if this means that we will be responsible for Old Sacramento Road officially.  
City Manager Begbie stated that a very large portion of Old Sacramento Road was adopted by the 
council in 2012.  

City Attorney Booher had a recommendation from a citizen regarding the noticing of this item. He stated 
they would amend this item by removing the incorporation in the safety element of the general plan in 
accordance with AB2140 until it could be noticed properly. 

Vice Mayor Hornisch motioned to Adopt the Plan and Resolution 2026-05 of the 2025 Amador County 
Local Hazard Mitigation Plan, Including Annex D as amended. Second by Council Member Cranford. 
Motion passed with a roll call vote of 5-0. 

7.4 DISCUSSION AND POSSIBLE ACTION TO APPROVE CITY MANAGER 
EMPLOYMENT AGREEMENT 

Rosemarie Moody was asking about the deferred compensation program offered to employees. She 
wondered if the council had seen the supporting documentation regarding this benefit. Ms. Moody also 
asked if there was a contract term on this contract. She felt it would benefit both parties to have one in 
place. 

Vice Mayor Hornisch motioned to Approve City Manager Employment Agreement Second by Council 
Member Cranford. Motion passed with a roll call vote of 5-0. 

8. CITY MANAGER’S REPORT 
City Manager Begbie stated that Public Works has been busy with weed abatement in the cemetery and 
around town. He stated they had also begun spraying in some areas. City Manager Begbie also stated 
that they have been in contact with Caltrans and that they have stated they would come to take care of 
the weeds on the walking path.  City Manager Begbie stated the TAPCO flashing signs will be put in 
place. He also stated the front entry lights that the HOA wanted were ordered for Zinfandel Ridge. City 
Manager Begbie also stated that we have hired six Lifeguards and two Recreational Aides for the 
upcoming 2026 Swim Season. He stated that the pool would be open Wednesday through Sunday from 
12:30pm to 6:30pm and swim lessons would be from 11:00am to 12:30pm Wednesday through 
Saturday. City Manager Begbie gave an update on Nettie’s Table. He also stated he is working on 
getting deputies in line for the 4th of July event. City Manager Begbie mentioned that the study fee is still 
underway and is hoping that it will be taken care of after the water study is complete. He also stated that 
Prop 218 draft will be brough to the City Council Meeting on April 9th. City Manager Begbie stated that we 
will be getting RFPs for our next audit in the near future. He also stated that they had located funds from 
the McGee Park Grant that were still owed to us and a FEMA grant that we are working on getting 
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reimbursed for as well. City Manager Begbie addressed the high legal expenses and gave a breakdown 
of where those funds are being spent, specifically the amount incurred from PRAs. He also stated that 
the City had applied for the ACF Grant to refurbish our gazebo.  

9. MAYOR & COUNCIL MEMBERS’ REPORTS AND COUNCIL REQUESTS FOR FUTURE 
AGENDA ITEMS 

Council Member Cranford congratulated Council Member Dill on her daughter enlisting in the 
Navy and thanked her daughter for her service. She also asked to we have an agenda item 
discussing the 49er Village. Council Member Cranford also would like to have an item 
regarding the revenue brought in regarding septage dumping and the comments made 
regarding the road damage. She also asked if it would be cheaper to contract with another City 
for Sheriff for help at the July 4th event.  
Council Member Bottomley asked how many PRAs we get and are they effective for the City. 
She asked for a list along with the warrant register so the council can view what is being 
requested. Council Member Bottomley welcomed City Manager Begbie aboard. She is looking 
forward to taking her Grandkids to see the Wagon Train.  
Vice Mayor Hornisch stated he had discussions with the beautification committee at Zinfandel 
Ridge and thanked the City for getting the lights ordered. He said they are still figuring out 
landscaping duties. Vice Mayor Hornisch would also like to discuss the TOT Grant issue and 
also the 49er. 
Mayor Nunn asked about the Flea Market and if it was cancelled this year. City Manager 
Begbie stated that the citizen who had been spearheading it had decided not to do it anymore. 
He stated that the City is looking into options to put it on next year. Mayor Nunn also asked if 
the City had found a place to put the Christmas Tree this year. He also asked to have a 
calendar of upcoming agenda items. Mayor Nunn also wanted to inform everyone that he may 
not be able to attend the meeting on 9th.  
10. CLOSED SESSION: 

Written public comment was submitted by Terri Sweet.  
ADJOURNMENT INTO CLOSED SESSION AT 8:54PM 

10.1 CONFERENCE WITH REAL PROPERTY NEGOTIATORS 
Property: APNs 008-070-036, -037, -038, -039, and -040 
Agency Negotiators: Cameron Begbie, City Manager & Andreas Booher, City Attorney 

Negotiating Parties: Sutter Home Winery 
Terms Under Negotiation: All terms associated with possible acquisition of property by 
the City 

11. REPORT OUT FROM CLOSED SESSION – DIRECTION GIVEN TO STAFF 
ADJOURNMENT AT 9:28PM 

 

Respectfully submitted at Plymouth, California 
//s// 
Victoria McHenry City Clerk 
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SUBJECT: Second Reading and Adoption of Ordinance No. 2026-03 
Accessory Dwelling Units – Zoning Ordinance Amendment 

 
DEPARTMENT: City Planner’s Office 

 
STAFF: Erica Fraser, City Planner 

 
At the March 26, 2026, City Council meeting, the City Council conducted the first 
reading to introduce Ordinance 2026-03 as proposed by staff. 
 
Through Ordinance 2026-03, Staff is recommending the addition of Chapter 19.74, 
Accessory Dwelling Units, to the Zoning Ordinance. The new Chapter includes 
regulations regarding the size, development standards, and number of Accessory 
Dwelling Units (ADU)allowed for single family and multi-family properties. The draft 
Chapter is included in Attachment 1. 

The proposed Chapter has been drafted by the City Attorney’s Office and Staff. The 
Chapter is consistent with State Law requirements. 

A City is required to allow ADUs on properties where a residential dwelling is 
permitted by right or conditionally permitted and where the ADU will be an 
accessory to the primary dwelling unit. ADUs are exempt from the density 
limitations in the General Plan and Zoning Ordinance. In the City of Plymouth, 
ADUs are allowed in the Agriculture (A), Rural Residential (RR), Standard 
Residential (SR), and Village Residential (VR) Zoning Districts. ADUs cannot be 
prohibited by a Homeowners Association (HOA).  

A single-family property can have one ADU and one JADU per lot within the 
existing or proposed space of a single-family dwelling or existing accessory 
structure and one detached new construction ADU (potentially a total of 3 ADUs).  

Multi-family properties are permitted to have at least one conversion ADU and 
ADUs which equal up to 25 percent of the total number of existing multi-family 
units. Additionally, multi-family properties are permitted to have a minimum of 
two (2) detached ADUs and up to eight (8) ADUs on the property. 

The number of allowed units can be found in Section 19.74.040, Maximum Number 
of Units. 

BACKGROUND 
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As proposed, a planning permit (ADU Permit) is proposed to be required prior to a 
building permit so that the Planning Department can ensure the proposed ADU 
complies with all of the requirements of the new Chapter. 

Development standards, such as lot coverage, setbacks and height, can be found in 
Section 19.74.070. 

The proposed Ordinance is consistent with State Law. By adopting an Ordinance 
related to Accessory Dwelling Units, the City will comply with State Law as well as 
complete an action item required by our Housing Element. The new Ordinance 
clearly outlines the rules and regulations for constructing ADUs within the City which 
will benefit Staff as well as the public. Once adopted, a planning permit will be 
required prior to applying for a building permit, to ensure that the proposed ADU 
meets all City requirements. 
 

 
Under California Public Resources Code section 21080.17, CEQA does not apply to 
the adoption of an ordinance by a city or county implementing the provisions of 
Chapter 13 of Division 1 of Title 7 of the California Government Code, which is 
California’s ADU law. Therefore, the proposed ordinance is statutorily exempt from 
CEQA in that the proposed ordinance implements state ADU law.  
 

Approval of this Ordinance adopting a Procurement Policy will not result in 
additional fiscal impacts to the City as it is intended to standardize the City’s 
procurement processes. 

 

Conduct second reading and adopt Ordinance No. 2026-03 to amend the City’s 
Zoning Ordinance to include Chapter 19.74 regarding Accessory Dwelling Units. 

 

1. City Council Ordinance No. 2026-03 adopting an amendment to the Zoning 
Ordinance to add Chapter 17.74, Accessory Dwelling Units, to the Zoning 
Ordinance. 

 

FISCAL IMPACT 

RECOMMENDATION 

ATTACHMENT(S) 

ENVIRONMENTAL DETERMINATION 



ORDINANCE 2026-03 
 

AN ORDINANCE OF THE CITY COUNCIL OF THE CITY OF PLYMOUTH AMENDING 
THE ZONING ORDINANCE (TITLE 19 OF THE MUNICIPAL CODE) TO INCLUDE 

CHAPTER 19.74, ACCESSORY DWELLING UNITS 

 
WHEREAS, the City of Plymouth (“City”) is a municipal corporation, duly organized 

under the California Constitution and laws of the State of California; and  
 
WHEREAS, the City occasionally initiates an amendment to the Zoning Ordinance 

in order to codify requirements pursuant to State Law; and 
 
WHEREAS, the State of California has passed several Bills into law which limits 

how cities can regulate and review Accessory Dwelling Units; and 
 
WHEREAS, the Planning Commission reviewed the proposed Ordinance on 

March 5, 2026; and 
 
WHEREAS, on March 5, 2026, during a duly noticed public hearing, the Planning 

Commission adopted Resolution No. 2026-1 recommending City Council approval of 
Chapter 19.74, Accessory Dwelling Units; and 
 

WHEREAS, on March 26, 2026, during a duly noticed public hearing, the City 
Council provided all interested parties had the opportunity to be heard regarding the 
proposed Ordinance, and conducted the first reading of the proposed Ordinance; and 
 

WHEREAS, the City Council did hear and consider all said reports, 
recommendations, and testimony herein and used its independent judgement to evaluate 
the proposed amendments; and 

 
NOW THEREFORE, BE IT RESOLVED, that the City Council of the City of Plymouth 
does hereby ordain as follows:  
 
Section 1. Recitals. The Recitals set forth above are true and correct and are 
incorporated herein by this reference. 
 
Section 2. Chapter 19.74, Accessory Dwelling Units. This Chapter is hereby added to 
the Zoning Ordinance as follows: 
 

Chapter 19.74 Accessory Dwelling Units 
 

19.74.010 Purpose 
 
A. Purpose. The purpose of this Chapter is to allow and regulate Accessory Dwelling 

units (ADUs) and Junior Accessory Dwelling Units (JADUs) in compliance with 



Chapter 13 of Division 1 of Title 7 of the California Government Code (Sections 
66310-66342). 
 

B. Effect of Conforming. An ADU or JADU that conforms to the standards in this 
Chapter will not be: 

 
1. Deemed to be inconsistent with the city’s general plan and zoning designation 

for the lot on which the ADU or JADU is located. 
 
2. Deemed to exceed the allowable density for the lot on which the ADU or 

JADU is located. 
 
3. Considered in the application of any local ordinance, policy, or program to 

limit residential growth. 
 
4. Required to correct a nonconforming zoning condition. This does not prevent 

the City from enforcing compliance with applicable building standards in 
accordance with Health and Safety Code section 17980.12. 

 
19.74.020  Definitions 
 
Definitions. As used in this section, terms are defined as follows: 
 
A. “Accessory dwelling unit” or “ADU” means an attached or a detached residential 

dwelling unit that provides complete independent living facilities (see definition 
below) for one or more persons and is located on a lot with a proposed or existing 
primary residence. An accessory dwelling unit also includes the following: 
 
1. An efficiency unit, as defined by section 17958.1 of the California Health and 

Safety Code; and 
 

2. A manufactured home, as defined by section 18007 of the California Health 
and Safety Code. 

 
B. “Accessory structure” means a structure that is accessory and incidental to a 

dwelling located on the same lot. “Accessory structure” means a structure that is 
accessory and incidental to a dwelling located on the same lot. 

 
C. “Complete independent living facilities” means permanent provisions for living, 

sleeping, eating, cooking, and sanitation on the same parcel as the single-family or 
multifamily dwelling is or will be situated. 

 
D. “Conversion Accessory Dwelling Unit” means an ADU which is created within either 

the existing space of the primary dwelling unit or the existing space of an attached 
or detached garage, shed, barn, or any other accessory structure. A Conversion 
ADU may add up to 150 square feet beyond the physical dimensions of the existing 



space to provide for ingress and egress (including, but not limited to, entryways, 
stairwells, and hallways). 

 
E. “Efficiency kitchen” means a kitchen that includes all of the following: 

 
1. A cooking facility with appliances. 
 
2. A food preparation counter and storage cabinets that are of a reasonable size 

in relation to the size of the JADU.  
 

F. “Junior accessory dwelling unit” or “JADU” means a residential unit that satisfies all 
of the following:  

 
1. It is no more than 500 square feet of interior livable space in size. 
 
2. It is contained entirely within an existing or proposed single-family structure. 

An enclosed use within the residence, such as an attached garage, is 
considered to be a part of and contained within the single-family structure. 

 
3. It includes its own separate sanitation facilities or shares sanitation facilities 

with the existing or proposed single-family structure.  
 
4. If the unit does not include its own separate bathroom, then it contains an 

interior entrance to the main living area of the existing or proposed single-
family structure in addition to an exterior entrance that is separate from the 
main entrance to the primary dwelling.  

 
5. It includes an efficiency kitchen. 

 
G. “Livable space” means a space in a dwelling intended for human habitation, 

including living, sleeping, eating, cooking, or sanitation.  
 
H. “Living area” means the interior habitable area of a dwelling unit, including 

basements and attics, but does not include a garage or any accessory structure. 
 

I. “Major transit stop” shall have the same meaning as defined in subdivision (b) of 
Section 21155 of the Public Resources Code. 

 
J. “Multi-family” for the purposes of this Chapter, multifamily means a property in 

which there is two (2) or more attached primary dwelling units. 
 

K. “New construction accessory dwelling unit” means an ADU which does not otherwise 
meet the definition of a Conversion ADU. This shall also include attached or 
detached ADUs which expand upon existing space of the primary dwelling. This 
definition also includes the conversion of an existing accessory structure which 
includes an addition of greater than 150 square feet. 



 
L. “Nonconforming zoning condition” means a physical improvement on a property 

that does not conform with current zoning standards. 
 
M. “Passageway” means a pathway that is unobstructed clear to the sky and extends 

from a street to one entrance of the ADU or JADU. 
 
N. “Proposed dwelling” means a dwelling that is the subject of a permit application 

and that meets the requirements for permitting. 
 
O. “Public transit” means a location, including, but not limited to, a bus stop or train 

station, where the public may access buses, trains, subways, and other forms of 
transportation that charge set fares, run on fixed routes, and are available to the 
public. 

 
P. “Tandem parking” means that two or more automobiles are parked on a driveway 

or in any other location on a lot, lined up behind one another. 
 

19.74.030  Approvals 
 
The following approvals apply to ADUs and JADUs created under this section: 
 
A. Ministerial ADU and Building Permits Required. Every ADU and JADU requires an 

ADU Permit (from the Planning Department) and a building permit. The city will 
review and approve permit applications in accordance with subsection (C) below.  
 

B. Processing Fee. The application for an ADU Permit shall be accompanied by the 
fee listed in the City’s Fee Schedule. 

 
C. Process and Timing. 

 
1. Completeness.  

 
a. Completeness Review. The City will review an application for an ADU 

and/or JADU for completeness and will provide written notice of all items 
necessary to deem the application complete to the applicant within 15 
business days after the City receives the application. 
 

b. Incomplete items. If the City’s determination under subsection (d)(3)(A)(i) 
above is that the application is incomplete, the City’s notice must list the 
incomplete items and describe how the application can be made complete.  
 

c. Cure. After receiving a notice that the application is incomplete, the 
applicant may cure and address the items that were deemed by the city to 
be incomplete. 
 



d. Subsequent Submittals. Within 15 business days of each+ subsequent 
submittal the city will determine in writing whether the additional information 
remedies all the incomplete items that the city identified in its original 
notice.  
 

e. Deemed Complete. If the city does not make a timely determination as 
required by this subsection, the application or resubmitted application is 
deemed complete. 
 

f. Appeal of Incompleteness. An applicant may appeal the city’s 
determination that the application is incomplete by submitting a written 
appeal to the city clerk. The planning commission will review the written 
appeal and affirm or reverse the completeness determination and provide a 
final written determination to the applicant within 60 business days after 
receipt of the appeal.  

 
2. Ministerial Review. Ministerial permits for an ADU or JADU are considered and 

approved without discretionary review or a hearing.  
 

3. Determination. The city must approve or deny an application to create an ADU 
or JADU within 60 days from the date that the city receives a complete 
application. If the city has not approved or denied the complete application 
within 60 days, the application is deemed approved unless either: 

 
a. The applicant requests a delay, in which case the 60-day time period is 

tolled for the period of the requested delay, or 
 
b. When an application to create an ADU or JADU is submitted with a permit 

application to create a new single-family or multifamily dwelling on the lot, 
the City may delay acting on the permit application for the ADU or JADU 
until the City acts on the permit application to create the new single-family 
or multifamily dwelling, but the application to create the ADU or JADU will 
still be considered ministerially without discretionary review or a hearing. 

 
4. Denial. If the City denies an application to create an ADU or JADU, the city 

must provide the applicant with comments that include, among other things, a 
list of all the defective or deficient items and a description of how the application 
may be remedied by the applicant. Notice of the denial and corresponding 
comments must be provided to the applicant within the 60-day time period 
established by subsection (d)(3)(C) above. 
 

5. Appeal of denial. An applicant may appeal the City’s denial of the application by 
submitting a written appeal to the City Cerk. The planning commission will 
review the written appeal and affirm or reverse the denial and provide a final 
written determination to the applicant within 60 business days after receipt of 
the appeal.  



 
6. Concurrent review of demolition. A demolition permit for a detached garage that 

is to be replaced with an ADU shall be reviewed with the application for the 
ADU and issued at the same time. 

 
19.74.040 Maximum Number of ADUs 
 
A. Single-Family Properties. Properties with an existing or proposed single-family 

dwelling may have a combination of Class 1 and Class 2 units which do not 
exceed one conversion ADU, one JADU and one new construction ADU. 
 

B. Multi-Family Properties. Multi-family properties are allowed to have the following 
ADUs: 

 
1. Conversion ADU. At least one conversion ADU and up to a quantity that is 

equal to 25 percent of the total number of existing multi-family dwelling units. 
 
2. Detached ADU. A minimum of two (2) detached ADUs and up to eight (8) 

attached ADUs are permitted. In no case shall the number of ADUs exceed the 
total number of existing dwelling units on the site. 

 

19.74.050 Accessory Dwelling Unit Classes (Types) 
 
A. Class 1 Single Family. Statutorily Regulated. Class 1 ADUs and JADUs are 

approved under Government Code Section 66323 and include the following.  
 

1. Conversion. Conversion ADU or JADU is allowed on a parcel with a proposed 
or existing single-family dwelling on it, is permitted anywhere on the parcel 
and not subject to development standards or size limitations if all of the 
following apply: 

 
a. The ADU and/or JADU is located within the space of an existing or 

proposed single-family dwelling; or (in the case of an ADU only) within the 
existing space of an existing accessory structure.  

 
b. Has exterior access that is independent of that for the single-family 

dwelling; and 
 

c. May include an expansion of up to 150 square feet to accommodate 
ingress and egress; and 

 
d. Has side and rear setbacks sufficient for fire and safety, as dictated by 

applicable building and fire codes; and 
 
e. The JADU complies with the requirements of Government Code Sections 

66333 through 66339.  



 
2. Detached. Detached, new-construction ADU on a lot with a proposed or 

existing single-family dwelling, is allowed to be located on the parcel if all of 
the following are met: 

 
a. The side- and rear-yard setbacks are at least four feet. 
 
b. The total floor area is 800 square feet of livable space or smaller. 
 
c. The peak height above grade does not exceed the applicable height limit 

in Section19.74.060(B). 
 

B. Class 1 Multi-Family. Statutorily Regulated. Class 1 multi-family ADUs are 
approved under Government Code Section 66323 if they conform to the following: 
 
1. Conversion ADU. A multi-family site is permitted to have at least one 

conversion ADU and up to a quantity that is equal to 25 percent of the total 
number of existing multi-family dwelling units. Conversion ADUs are ADUs 
that are located within portions of existing multifamily dwelling structures that 
are not used as livable space, including but not limited to storage rooms, 
boiler rooms, passageways, attics, basements, garages, or community 
buildings, if each converted ADU complies with state building standards for 
dwellings.  

 
2. Detached ADU. No more than two detached ADUs on a lot with a proposed 

multifamily dwelling, or up to eight detached ADUs on a lot with an existing 
multifamily dwelling, if each detached ADU satisfies all of the following: 

 
a. The side- and rear-yard setbacks are at least four feet. If the existing 

multifamily dwelling has a rear or side yard setback of less than four feet, 
the city will not require any modification to the multifamily dwelling as a 
condition of approving the ADU.  

 
b. The peak height above grade does not exceed the applicable height limit 

provided in Section 19.74.060(B).  
 
c. If the lot has an existing multifamily dwelling, the number of detached 

ADUs does not exceed the number of primary dwelling units on the lot.  
 

C. Class 2. Locally Regulated. Class 2, single-family, ADUs are approved under 
Government Code Sections 66314–66322. Except for Class 1ADUs approved 
under Section 19.74.050(A)) above, all other ADUs are subject to the standards set 
forth in Section 19.74.070. 
 

19.74.060 General Requirements 
 



The following requirements apply to all Class 1 and Class 2 ADUs and JADUs: 
 
A. Zoning. 

 
1. A Class 1 ADU approved under Section 17.74.040 (A) and (B) may be 

created on a lot in a residential or mixed-use zone. 
 

2. A Class 2 ADU approved under Section 17.94.040(C) above may be created 
on a lot that is zoned to allow single-family dwelling residential use or 
multifamily dwelling residential use. 
 

3. In accordance with Government Code section 66333(a), a JADU may only be 
created on a lot zoned for single-family residences.  

 
B. Height. 

 
1. Except as otherwise provided below, a detached ADU created on a lot with an 

existing or proposed single family or multifamily dwelling unit may not exceed 
18 feet in height.  

 
2. A detached ADU may be up to 18 feet in height if it is created on a lot with an 

existing or proposed single family or multifamily dwelling unit that is located 
within one-half mile walking distance of a major transit stop or high quality 
transit corridor,  and the ADU may be up to two additional feet in height (for a 
maximum of 20 feet) if necessary to accommodate a roof pitch on the ADU 
that is aligned with the roof pitch of the primary dwelling unit.  

 
3. The height of ADUs which are attached to the single-family dwelling unit is 

limited to the maximum height allowed for the Zoning District in which the 
property is located as listed in Section 19.56.040 of the Zoning Ordinance 

 
4. For purposes of this subsection, height is measured from existing legal grade 

or the level of the lowest floor, whichever is lower, to the peak of the structure.   
 

C. Fire Sprinklers 
 

1. Fire sprinklers are required in an ADU or JADU if sprinklers are required in the 
primary residence. 
 

2. The construction of an ADU or JADU does not trigger a requirement for fire 
sprinklers to be installed in the existing primary dwelling.  

 
D. No Separate Conveyance. An ADU or JADU may be rented (for 30 days or more), 

but, except as otherwise provided in Government Code Section 66341, no ADU or 
JADU may be sold or otherwise conveyed separately from the lot and the primary 



dwelling (in the case of a single-family lot) or from the lot and all of the dwellings (in 
the case of a multifamily lot). 

 
E. Septic System. If the ADU or JADU will connect to an onsite wastewater-treatment 

system, the owner must include with the application a percolation test completed 
within the last five years or, if the percolation test has been recertified, within the 
last 10 years. 

 
F. Owner Occupancy. 

 
1. ADUs. ADUs are not subject to an owner-occupancy requirement. 
 
2. JADUs.  

 
a. Generally. JADUs are subject to an owner-occupancy requirement. A 

natural person with legal or equitable title to the property must reside on 
the property, in either the primary dwelling or JADU, as the person’s legal 
domicile and permanent residence.  

 
b. Exceptions. The owner-occupancy requirement in this subsection do not 

apply in either of the following situations:  
 

I. The JADU has separate sanitation facilities (i.e., does not share 
sanitation facilities with the existing primary dwelling unit structure). 
 

II. The property is entirely owned by another governmental agency, land 
trust, or housing organization. 

 
c. Deed Restriction. Prior to issuance of a Building Permit for a JADU, a 

deed restriction must be recorded against the title of the property in the 
Amador County Recorder’s office and a proof of recording filed with the 
City. The deed restriction shall run with the land and bind all future owners. 
The form of the deed restriction will be provided by the City and must 
provide that: 

 
I. The JADU may not be sold separately from the primary dwelling. 

 
II. The JADU is restricted to the approved size and to other attributes 

allowed by this section. 
 

III. The deed restriction runs with the land and may be enforced against 
future property owners. 

 
IV. The deed restriction may be removed if the owner eliminates the 

JADU, as evidenced by, for example, removal of the kitchen 
facilities. To remove the deed restriction, an owner may make a 



written request of the Planning Director, providing evidence that the 
JADU has in fact been eliminated. The Planning Director may then 
determine whether the evidence supports the claim that the JADU 
has been eliminated. Appeal may be taken from the Planning 
Director’s determination consistent with other provisions of this 
Code. If the JADU is not entirely physically removed but is only 
eliminated by virtue of having a necessary component of a JADU 
removed, the remaining structure and improvements must otherwise 
comply with applicable provisions of this Code. 

 
V. The deed restriction is enforceable by the Planning Director or his or 

her designee for the benefit of the city. Failure of the property owner 
to comply with the deed restriction may result in legal action against 
the property owner, and the City is authorized to obtain any remedy 
available to it at law or equity, including, but not limited to, obtaining 
an injunction enjoining the use of the JADU in violation of the 
recorded restrictions or abatement of the illegal unit. 

 
19.74.070 Specific ADU Requirements 
 
The following requirements apply only to Class 2 ADUs. This subsection does not apply 
to Class 1 ADUs or JADUs.  
 
A. Maximum Size. 

 
1. The maximum size of a detached or attached ADU subject to this subsection is 

850 square feet of interior livable space for a studio or one-bedroom unit and 
1,200 square feet of interior livable space for a unit with two or more bedrooms.  
 

2. An attached ADU that is created on a lot with an existing primary dwelling is 
further limited to 50 percent of the floor area of the existing primary dwelling. 
 

3. Lot coverage, FAR, front setback, lot coverage limit, or open-space requirement 
will be waived if they preclude the construction of an ADU which is less 800 
square feet of interior livable space. 

 
 
B. Setbacks. 

 
1. Front Yard. Front Yard setback for the ADU shall conform to the requirements 

of the Zoning District in which the property is located. 
 

2. Side Yard. ADUs shall be set back a minimum of 4 feet to the side property 
lines. 

 



3. Rear Yard. ADUs shall be set back a minimum of 4 feet to the rear property 
line.  

 
4. No setback is required for an ADU that is subject to this subsection if the ADU 

is constructed in the same location and to the same dimensions as an existing 
structure. 

 
C. Floor Area Ratio (FAR). For properties located in the Village Commercial Zoning 

District, the total FAR of the property, including the ADU, shall meet the 
requirements of Section 19.60.040 of the Zoning Ordinance. 
 

D. Lot Coverage. Lot coverage shall be limited to the maximum allowed lot coverage 
of the Zoning District in which the property is located as listed in Section 19.56.040 
of the Zoning Ordinance. 

 
E. Minimum Open Space. No ADU subject to this subsection may reduce the total 

open space area of the site so that it is below the minimum open space 
requirement for the Zoning District in which the property is located. 

 
F. Passageway. No passageway is required for an ADU. 
 
G. Parking. 

 
1. Generally. One off-street parking space is required for each ADU The parking 

space may be provided in setback areas or as tandem parking. 
 
2. Exceptions. Parking is not required to be provided in the following situations: 

 
a. The ADU is located within one-half mile walking distance of public 

transit. 
 
b. The ADU is located within an architecturally and historically significant 

historic district. 
 
c. The ADU is part of the proposed or existing primary residence or an 

accessory structure. 
 
d. When on-street parking permits are required but not offered to the 

occupant of the ADU. 
 
e. When there is an established car share vehicle stop located within one 

block of the ADU. 
 
f. When the permit application to create an ADU is submitted with an 

application to create a new single-family or new multifamily dwelling on 



the same lot, provided that the ADU or the lot satisfies any other criteria 
listed Above. 

3. No Replacement. When a garage, carport, covered parking structure, or
uncovered parking space is demolished in conjunction with the construction of
an ADU or converted to an ADU, those off-street parking spaces are not
required to be replaced.

G. Architectural Requirements.

1. For properties which are visible from the public right-of-way, the materials and
colors of the exterior walls, roof, and windows and doors shall be the same as
those of the primary dwelling.

2. The exterior lighting shall be limited to down-lights or as otherwise required by
the building or fire code.

3. The ADU shall have an independent exterior entrance, apart from that of the
primary dwelling.

4. The interior horizontal dimensions of an ADU shall be at least 10 feet wide in
every direction, with a minimum interior wall height of seven feet.

H. Historical Protections. An ADU that is on real property that is listed in the California
Register of Historic Resources must be located so as to not be visible from any
public right-of-way.

19.74.080 Building & Safety 

A. Codes. All ADUs and JADUs must comply with all local building and fire code
requirements.

B. No Change of Occupancy. Construction of an ADU does not constitute a Group R
occupancy change under the local building code, as described in Section 310 of
the California Building Code, unless the building official or code enforcement
officer makes a written finding based on substantial evidence in the record that
the construction of the ADU could have a specific, adverse impact on public health
and safety. Nothing in this subsection prevents the City from changing the
occupancy code of a space that was uninhabitable space or that was only
permitted for nonresidential use and was subsequently converted for residential
use in accordance with this section.

C. Certificate of Occupancy Timing.

1. Generally. No certificate of occupancy for an ADU or JADU may be issued
before the certificate of occupancy is issued for the primary dwelling unit.



 
2. Limited Exception for State-declared Emergencies. Notwithstanding 

subsection (f)(10)(A) above, a certificate of occupancy for an ADU may be 
issued before a certificate of occupancy for the primary dwelling if each of the 
following requirements are met: 

 
a. The county is subject to a proclamation of a state of emergency made by 

the California Governor on or after February 1, 2025. 
 
b. The primary dwelling was substantially damaged or destroyed by an 

event referenced in the Governor’s state of emergency proclamation. 
 
 
c. The ADU has been issued construction permits and has passed all 

required inspections. 
 
d. The ADU is not attached to the primary dwelling.  

 
19.74.090 Impact Fees 
 
The following requirements apply to all Class 1 ADUs and JADUs and Class 2 ADUs 
that are approved under subsections (e)(1) or (e)(2) above.  
 
A. No impact fee is required for a JADU or for an ADU that has less than 750 

square feet of interior livable space. For purposes of this subsection (h)(1), 
“impact fee” means a “fee” under the Mitigation Fee Act (Gov. Code § 66000(b)) 
and a fee under the Quimby Act (Gov. Code § 66477). “Impact fee” here does not 
include any connection fee or capacity charge for water or sewer service. 

 
B. A JADU or ADU with less than 500 square feet of interior livable space does not 

increase assessable space by 500 square feet for purposes of Education Code 
section 17620(a)(1)(C) and is therefore not subject to school fees under 
Education Code section 17620. 

 
C. Any impact fee that is required for an ADU that has 750 square feet or more of 

interior livable space must be charged proportionately in relation to the square 
footage of the primary dwelling unit. (E.g., the floor area of the ADU, divided by 
the floor area of the primary dwelling, times the typical fee amount charged for a 
new dwelling.) 

 
D. Utility Fees. 

 
1. If an ADU or JADU is constructed with a new single-family home, a separate 

utility connection directly between the ADU or JADU and the utility and 
payment of the normal connection fee and capacity charge for a new 
dwelling are required. 



 
2. Except as described above, JADUs and converted ADUs on a single-family 

lot that are not required to have a new or separate utility connection directly 
between the JADU or ADU and the utility. Nor is a connection fee or capacity 
charge required. Notwithstanding the rest of this paragraph, a direct utility 
connection is required for separate conveyance of an ADU when separate 
conveyance is allowed under this code. 

 
3. Except as described by subsection (2) above, all ADUs that are not covered) 

above require a new, separate utility connection directly between the ADU 
and the utility for any utility that is provided by the City. All utilities that are not 
provided by the City are subject to the connection and fee requirements of 
the utility provider. 

 
i. The connection is subject to a connection fee or capacity charge that is 

proportionate to the burden created by the ADU based on either the 
floor area or the number of drainage-fixture units (DFU) values, as 
defined by the Uniform Plumbing Code, upon the water or sewer 
system. 

 
ii. The portion of the fee or charge that is charged by the City may not 

exceed the reasonable cost of providing this service. 
 
19.74.060 Nonconforming Zoning Code Conditions, Building Code Violations, and 
Unpermitted Structures 
  
A. Generally. The City will not deny an ADU or JADU application due to a 

nonconforming zoning condition, building code violation, or unpermitted structure on 
the lot that does not present a threat to the public health and safety and that is not 
affected by the construction of the ADU or JADU. 

 
B. Unpermitted ADUs and JADUs constructed before 2020.  
 

1. Permit to Legalize. As required by state law, the city may not deny a permit 
to legalize an existing but unpermitted ADU or JADU that was constructed 
before January 1, 2020, if denial is based on either of the following grounds: 

 
I. The ADU or JADU violates applicable building standards, or 

II. The ADU or JADU does not comply with state ADU or JADU law or this 
ADU ordinance. 
 

2. Exceptions:  
 
I. Notwithstanding the subsection above, the city may deny a permit to 

legalize an existing but unpermitted ADU or JADU that was 
constructed before January 1, 2020, if the city makes a finding that 



correcting a violation is necessary to comply with the standards 
specified in California Health and Safety Code section 17920.3. 

II. Subsection (B) above does not apply to a building that is deemed to be
substandard in accordance with California Health and Safety Code
section 17920.3.

Section 3. California Environmental Quality Act (“CEQA”). The City Council finds that 
this Ordinance is exempt from the California Environmental Quality Act (“CEQA”) 
pursuant to CEQA Guidelines because the proposed amendments will not result in any 
direct physical change to the City and therefore the proposed amendments are not a 
project under CEQA and are exempt from further review (CEQA Guidelines Section 
15378).  

Section 4. Publication. The City Clerk shall certify the adoption of this Ordinance and 
shall cause publication to occur in a newspaper of general circulation and published and 
circulated in the City in a manner permitted under Section 36933 of the Government Code 
of the State of California. 

Section 5. Severability. If any provision, clause, sentence or paragraph of this chapter 
and modifications or the application thereof to any person or circumstances shall be held 
invalid, such invalidity shall not affect the other provisions of this chapter which can be 
given effect without the invalid provision or application, and to this end the provisions of 
this chapter and modifications are declared to be severable. 

Section 6. Effective Date. This Ordinance shall take effect and be in full force and effect 
thirty (30) days from and after the date of its final passage and adoption. 

Introduced on the 26th of March 2026 and PASSED AND ADOPTED by the City 
Council of the City of Plymouth on 9th day of April 2026 by the following vote: 

AYES: 
NOES: 
ABSTAIN: 
ABSENT: 

_________________________________ 
Don Nunn, Mayor 

ATTEST: 

_______________________________ 
Victoria McHenry, City Clerk 



 
       APPROVED AS TO FORM: 
 
 
             
                                                                _________________________________ 
       Andreas Booher, City Attorney  
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CITY COUNCIL AGENDA ITEM NO. 5.5 

04/09/2026 

SUBJECT: Second Reading and Adoption of Ordinance No. 2026-02 
Adopting Procurement Policy CC-45. 

DEPARTMENT: City Manager’s Office 

STAFF: Cameron Begbie, City Manager 

At the March 26, 2026 City Council meeting, the City Council conducted the first reading 
to introduce Ordinance 2026-02 as proposed by staff. 

Government Code Sections 54201 through 54204 require local agencies including cities, to 
adopt policies and procedures, including bidding regulations, governing the purchase of 
supplies, equipment, and services. The City requires materials, supplies, equipment, and 
services to carry out its mission and provide services to the public. To ensure that public 
funds are expended responsibly and in compliance with applicable law, the City has 
prepared a comprehensive Procurement Policy entitled Procurement Policy CC-45.  
The Procurement Policy will establish efficient policies and procedures for the procurement 
of public works projects, general services, professional services, maintenance services, 
supplies, and equipment at the lowest possible cost commensurate with quality and need. 
Such policies and procedures shall clearly define authority for the purchasing function and 
shall ensure compliance with all applicable laws in a professional and ethical manner.   
The Procurement Policy applies to all City departments, officials, employees, and others 
participating in City procurement activities.  

Plymouth City Council previously considered Resolution 2023-40 on October 12, 2023, 
opting the City into the California Uniform Public Construction Cost Accounting Act (the 
“Act” or “CUPCCAA”) governing the procurement of public works projects.  This policy 
effectuates the adoption of that Resolution and the requirements of the Act.   

This action is not a project under the California Environmental Quality Act (CEQA) and is 
therefore not subject to CEQA review

BACKGROUND 

ENVIRONMENTAL DETERMINATION 



CITY COUNCIL AGENDA ITEM NO. 5.5 

04/09/2026 

Approval of this Ordinance adopting a Procurement Policy will not result in additional 
fiscal impacts to the City as it is intended to standardize the City’s procurement 
processes. 

Conduct second reading and adopt Ordinance No. 2026-02 to adopt Procurement Policy 
CC-45 

1. Ordinance 2026-02 – An Ordinance of the City of Plymouth Adopting
Procurement Policy CC-45

2. Procurement Policy CC-45
3. Resolution 2023-40 – Adopting CUPCCAA (approved by the City Council on

October 12, 2023)

FISCAL IMPACT 

RECOMMENDATION 

ATTACHMENT(S) 



ORDINANCE 2026-02  
AN ORDINANCE OF THE CITY COUNCIL OF  

THE CITY OF PLYMOUTH ADOPTING PROCUREMENT POLICY CC-45 

WHEREAS, Government Code sections 54201 through 54204 require cities to adopt 
Ordinances, policies, and procedures governing the purchase of supplies, equipment, and services; 
and 

WHEREAS, the City of Plymouth (“City”) requires materials, supplies, equipment, 
services, professional services, and public works construction to carry out its mission and provide 
services to the public; and 

WHEREAS, the City Council desires to ensure that public funds are expended responsibly, 
efficiently, and in compliance with applicable federal, state, and local laws; and 

WHEREAS, the City Council previously adopted Resolution No. 2023-40 on October 12, 
2023, electing to become subject to the California Uniform Public Construction Cost Accounting 
Act (Public Contract Code section 22000 et seq.) (“CUPCCAA”) governing the procurement of 
public works projects; and 

WHEREAS, the proposed Procurement Policy establishes policies and procedures 
governing the procurement of goods, supplies, equipment, maintenance services, general services, 
professional services, and public works projects, including procurement procedures consistent 
with CUPCCAA; and 

WHEREAS, the proposed Procurement Policy defines authority for the purchasing 
function, establishes thresholds and procedures for informal and formal bidding, ensures ethical 
procurement practices, and promotes fiscal accountability; and 

WHEREAS, the proposed Procurement Policy includes a local business preference for 
goods, supplies, equipment, and non-professional services (excluding public works), providing a 
three percent (3%) differential to qualified local vendors, consistent with applicable law; and 

WHEREAS, adoption of the Procurement Policy is not a “project” within the meaning of 
the California Environmental Quality Act (Public Resources Code section 21000 et seq.) and 
therefore is not subject to environmental review; and 

WHEREAS, the City Council has reviewed the proposed Procurement Policy, held a first 
reading and introduction of this Ordinance at its regular meeting on March 26, 2026, and finds 
that the approval of this Ordinance adopting the Procurement Policy is in the best interest of the 
City. 

NOW, THEREFORE, THE MAYOR AND CITY COUNCIL OF THE CITY OF PLYMOUTH 
DO HEREBY ORDAIN AS FOLLOWS: 

1. Recitals. The above recitals are true and represent findings of the City Council.



2. Adoption of Procurement Policy. The Procurement Policy attached hereto as Exhibit “A”
and incorporated herein by this reference, is hereby adopted in order for the City to adopt
a comprehensive and uniform Procurement Policy.

3. Implementation. The City Manager is authorized and directed to implement the
Procurement Policy and to take such administrative actions as are necessary to carry out
its provisions.

4. Consistency with Law. In the event of any conflict between this Procurement Policy and
applicable federal or state law, the provisions of such law shall control.

5. Severability. If any section, subsection, sentence, clause, or phrase of this Ordinance or the
Procurement Policy is for any reason held to be invalid or unconstitutional, such decision
shall not affect the validity of the remaining portions.

The City Clerk shall certify to the passage and adoption of this Ordinance and shall cause
the same to be published in the manner required by law.  This ordinance shall become effective 
thirty days (30) from and after its passage.  

Approved on the 9th day of April, 2026 by the following vote: 

AYES:  

 NOES:  

ABSENT: 

ABSTAIN: 

 __________________________ 

Don Nunn, Mayor 

ATTEST: 

_________________ 

 Victoria McHenry, City Clerk 



I. PURPOSE AND SCOPE

The Plymouth City Council recognizes the need for materials, supplies, equipment, and services 
for the City to carry out its mission. The purpose of this policy is to: 

A. Implement Council direction to seek out and stimulate competition;
B. purchase personal property, materials, supplies, and services at a standard consistent

with the required levels of quality;
C. ensure that all qualified and responsible suppliers and bidders have an equal opportunity

to do business with the City;
D. utilize accepted public purchasing practices in the conduct of services;
E. comply with all federal, state, and local laws; and
F. conform to ethical business practices in all transactions.

This policy applies to all City departments, officials, executives, employees, interns, 
volunteers, contractors, vendors, suppliers, members of the public, and other persons 
participating in City programs and services. 

II. POLICY

The City of Plymouth shall procure materials, supplies, and services in a manner that promotes 
competition, inspires good business relationships, and ensures the confidence of the public. 

III. DEFINITIONS

A. Appropriation: City Council approved revenue allocation through the budget process to
make expenditures and incur obligations for specific City purposes. Expenditures may not
legally exceed appropriations. The Council must approve any amendments to the total
appropriations for a fund or transfers between funds. The Council must authorize
supplemental budget appropriations from unanticipated revenues during the fiscal year.

B. Approval: The signature from authorized personnel obligates the City to a purchase,
contractual service agreement, or public project (i.e., Purchasing Agent, City Manager, or
Council).

C. Authorization: City Council expressed approval by ordinance, code, or policy to obligate
the City to a purchase, contractual service agreement, or public project.

D. Contractual/Professional Service Agreements: An agreement for the performance of
services not provided by City personnel, excluding public works projects.

PROCUREMENT POLICY CC- 45

CITY POLICY Effective Date: 

04/09/2026 

Revised 
Date: 
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E. Cooperative Purchasing: An arrangement in which multiple businesses combine their 
buying requirements into a single contract to aggregate demand to reduce costs. 
Government agencies often use these Agreements to reduce costs and streamline 
procurement processes. 

F. Emergency: An unforeseen circumstance in which an immediate purchase, service, or 
construction is necessary to avoid a substantial hazard to life, health, or property, a severe 
interruption of the operation of the City, or a department thereof. 

 
G. Encumber: Funds will be encumbered through the purchase requisition/purchase order 

process 

H. Invitation to Bid: A public announcement to companies and suppliers that the City is 
seeking bids for specific supplies, equipment, or services. 

 
I. Lowest Responsive and Responsible Bidder: The bidder who offers a responsive proposal 

at the most competitive price. NOTE: This is not necessarily the lowest responsible bidder. 
Responsibility pertains to whether a bidder has furnished, when requested, information 
and data to provide that the bidder’s financial resources, production or service 
reputation, and experience adequate to make satisfactory delivery of specified supplies 
and equipment, services, or public projects to satisfy any provision of this policy. 

 
J. Multi-Year Agreements: Contracts that extend beyond 12 months from the date of 

execution. 
 

K. Open Market Purchase: The purchase of supplies and equipment, services, or the sale of 
surplus property without the need for soliciting bids or awarding to the lowest bidder. 

L. Professional Services: The specialized, short-term, or intermittent services that the City 
does not provide but are needed to conduct City business effectively. The services may 
include but not be limited to accounting, administration, architecture, custodial, 
economics, engineering, financial, insurance, labor relations, law, legislation, 
maintenance, mechanics, medicine, planning, science, technology, and other services 
which are incidental to the operation of the City. 

M. Public Notice/Bid: Notice of a solicitation by posting a pending procurement on the City’s 
website and may include other information, such as publication in a newspaper, use of an 
electronic mailing list, or posting on one or more different websites. 

 
N. Public Works Project: a public works project is: 

1. Construction, reconstruction, erection, alteration, renovation, improvement, 
demolition, installation, and repair work involving any publicly owned, leased, or 
operated facility 



 

2. Painting or repainting of any publicly owned, leased, or operated facility. 
3. In the case of a publicly owned electric utility system, “public project” shall include 

only the construction, erection, improvement, or repair of dams, reservoirs, 
powerplants, and electrical transmission lines of 230,000 volts and higher. 

4. “Public project” does not include maintenance work. For purposes of this section, 
“maintenance work” includes all of the following: 

i. Routine, recurring, and usual work for the preservation or protection of 
any publicly owned or publicly operated facility for its intended purposes. 

ii. Minor repainting. 
iii. Resurfacing of streets and highways at less than one inch. 
iv. Landscape maintenance, including mowing, watering, trimming, pruning, 

planting, replacement of plants, and servicing of irrigation and sprinkler 
systems. 

v. Work performed to keep, operate, and maintain publicly owned water, 
power, or waste disposal systems, including, but not limited to, dams, 
reservoirs, powerplants, and electrical transmission lines of 230,000 volts 
and higher. 

O. Purchase: all obligations to disburse public funds except for personnel services. Purchases 
are limited to one of the following categories: 

1. supplies and equipment, 
2. services, or 
3. public projects. 

P. Purchase Order: a document issued by the City that encumbers available appropriations 
to pay a contractor. 

 
Q. Purchasing Agent: the individual with the responsibility to authorize purchases. The City 

Manager acts as the purchasing agent for the City. 

R. Request for proposal (“RFP”): process in which the City asks suppliers to propose a scope 
of work for services needed and a plan to achieve a desired result at a fair and competitive 
price. 

S. Request for Qualifications (“RFQ”): process in which the City asks suppliers to submit 
qualifications related to a specific service. 

 
IV. PROCEDURES 

 
A. General 

a. All purchases and the execution of contracts shall conform to this policy. Any 
employee who purchases, orders, or makes obligations contrary to this policy’s 
provisions shall be subject to discipline up to and including termination. 

b. All purchases shall be per policies approved by the Council through budget 



 

processes, ordinances, resolutions, grants, agreements, and donations. 
Accordingly, no employee shall purchase, provide notice of award, or execute a 
contract, until the approving authority has determined that the appropriation is 
sufficient and approves the transaction. 

c. All determinations and other written records about any solicitation or requisition 
of purchase shall be maintained by the City in a contract file determined by each 
department. The City shall retain all records as required by law or regulation but 
in no event less than the years indicated in the City Records Retention Policy. 

 
B. Roles and Responsibilities 

a. Purchasing Agent - The City of Plymouth Purchasing Agent shall act in the City’s 
best interest in a manner consistent with City rules, regulations, and policies set 
forth and all applicable law provisions. 

b. Employees - Employees are responsible for complying with this policy concerning 
procurement and purchasing. Employees shall report all violations to the 
Purchasing Agent or designee. 

C. Purchasing Methods - All purchases shall be made in the name of the City using the 
following means: 

a. Employee-issued procurement cards (i.e., Credit Cards) 
b. Purchase orders 
c. The city-authorized charge accounts 
d. Reimbursement 

D. Approval Authority and Limits 
a. Council-approved amounts in the annual budget for the purchase of specifically 

identified items of personal property or professional services shall constitute 
spending authority to the City Manager. 

b. All purchases shall meet the purchasing solicitation and approval requirements 
outlined herein before entering into the transaction. 

c. Approval Authority for procurement of services, supplies, or other property: 
i. Up to $25,000: City Manager 

ii. $25,001 or more: City Council 
 

E. Approval Authority and Limits (Emergency): 
a. The following personnel have the authority to approve emergency purchases or 

repairs for the continuing operations of the City in the event of an emergency 
without following the solicitation requirements outlined below. 

i. Up to $25,000: City Manager 
ii. $25,001 or more: City Council 

F. Multi-Year Agreements: 
a. Multi-year agreements shall be included in the approved budget. 
b. All multi-year agreements shall be reviewed and approved by the City Manager 

for budget compliance and the City Attorney for legal compliance. 
c. Staff has the authority to approve multi-year agreements if the cumulative cost of 



 

the agreement is within their approving threshold limit. 
i. For example, the City Manager may approve a three-year agreement for 

$4,000 per year ($24,000 total, which is under the $25,000 authorization limit). 

G. Sole Source/Standardization Purchase: Pursuant to Public Contract Code 3400: A 
purchase accomplished through solicitation or acceptance of a proposal from only one 
source A sole source procurement must include documentation regarding why only one 
supplier is acceptable. The City may use sole source purchases when the following 
circumstances apply: 

a. Inadequate Competition: After soliciting several sources, competition is 
determined inadequate. 

b. Patents or Restricted Data Rights: Patent or data rights restrictions preclude 
competition. 

c. Standardization and Substantial Duplication Costs: In the case of a follow-on 
contract for the continued development or production of highly specialized 
professional services, equipment, and materials, when it is likely that award to 
another contractor would result in substantial duplication of costs that are not 
expected to be recovered through competition. 

d. Unacceptable Delay: In the case of a follow-on contract for the continued 
development or production of highly specialized professional services, equipment, 
and materials, when it is likely that award to another contractor would result in 
unacceptable delays in fulfilling the City’s needs. 

e. Unique Capability or Availability: The supplier demonstrates a unique or 
innovative concept or capability unavailable from another source. A unique or 
innovative concept means a new, novel, or changed concept, approach, or method 
that is the product of original thinking, the details of which are kept confidential 
or are patented or copyrighted and are available to the City only from one source 
and has not in the past been available to the City from another vendor. 

V. SOLICITATION TYPES 
 

A. Request for Qualification 
a. Staff may use the Request for Qualification (“RFQ”) process as a pre-qualification 

for a competitive bid. Only those bidders who successfully respond to the RFQ and 



 

meet the qualification criteria will be invited to the Request for Proposal (“RFP”) 
process. An RFQ may make the solicitation process more efficient as there will be 
fewer responses, and all the bidders will be qualified. This two-stage approach is 
not required for every RFP. The approving authority will determine if this extra 
step helps streamline the solicitation process and to gather information about 
candidates for future use. 

b. An RFQ may also be used for projects or services that are not well defined, are 
unusual, or are exceptionally complex, and flexibility is needed to establish the 
scope of work; for this process, personnel shall perform the following steps: 

i. Personnel shall issue a public notice outlining a preliminary scope of work 
and the applicable contractual terms and conditions, including any unique 
capabilities or qualifications that will be required of the contractor. 

ii. Personnel must use the City’s RFQ template. 
iii. There shall be no public opening of RFQ proposals, and the contents of all 

submissions shall remain confidential. The proposals shall be open for 
public inspection after contract execution, except for information 
identified by the proposer as confidential or proprietary information and 
determined by the City Attorney to be confidential or proprietary 
information. 

iv. Proposals received after the date and time specified in the RFQ may not be 
accepted. 

v. If provided for in the RFQ, the approving authority may conduct discussions 
with responsible proposers. The purpose of the talks is for clarification to 
ensure complete understanding and accuracy of responses to the 
requirements in the request for proposals. Proposers shall then have an 
opportunity to revise their proposals before the contract award for the City 
to obtain the best and final proposals. In conducting discussions, the City 
may not disclose any information derived from proposals submitted by 
competing proposers. 

vi. The approving authority shall evaluate the final proposals based on criteria 
contained in the RFQ and shall rank in order of preference the most 
qualified proposers. 

vii. The approving authority may request the best and final offers from one or 
more proposers and negotiate contracts with the highest-ranked proposer 
or proposers. 

viii. The City shall award the contract to the highest-ranked proposer with 
whom a satisfactory agreement has been negotiated. If the City cannot 
reach an acceptable contract with a vendor, negotiations may be 
terminated, and the RFQ process may start over. 

ix. If, at any time during the process, the approving authority determines that 
only one proposer is fully qualified or that one proposer is significantly 
more capable than the other proposers under consideration, the City 
Manager may negotiate a contract with that proposer. 

x. Multiple contract awards may be made under a single RFQ if the request 



 

for proposals provides for multiple contract awards. 
xi. RFQs shall be evaluated based on the criteria stated within the proposal. 

B. Request for Proposal 
A Request for Proposal (“RFP”) is a formal, competitive solicitation process for 
purchasing supplies, equipment, or services. An RFP is used when the City cannot 
precisely set forth its needs. Rather than including specifications, the City shall provide 
vendors a statement of work and the vendors are then asked to propose solutions. The 
RFP will detail what items the vendors are to submit, the qualifications of the proposer, 
the cost of their proposals, how the City will evaluate the proposals, select the vendor, 
and develop the contract. The RFP award is based upon various factors, including the 
lowest price, expertise of the proposer, and technical superiority of the proposal as 
compared to the other proposals submitted to the City. Proposals in response to an RFP 
are subject to negotiation after they have been submitted to the City. 

a. Personnel shall issue a public notice outlining the scope of work and the applicable 
contractual terms and conditions, including any unique capabilities or 
qualifications that will be required of the contractor. 

b. Personnel must use the City’s RFP template. 
c. It is the City’s practice to post the RFP for a minimum of ten (10) business days. 
d. There shall be no public opening of RFP proposals, and the contents of all 

submissions shall remain confidential. The proposals shall be open for public 
inspection after contract execution, except for information identified by the 
proposer as confidential or proprietary information and determined by the City 
Attorney to be confidential or proprietary information. 

e. Proposals received after the date and time specified in the RFP shall not be 
accepted. 

f. If provided for in the RFP, the approving authority may conduct discussions with 
responsible proposers. The purpose of the talks is for clarification to ensure 
complete understanding and accuracy of responses to the requirements in the 
request for proposals. Proposers shall then have an opportunity to revise their 
proposals before the contract award for the City to obtain the best and final 
proposals. In conducting discussions, the City may not disclose any information 
derived from proposals submitted by competing proposers. 

g. The approving authority shall evaluate the final proposals based on criteria 
contained in the RFP on a best-value basis. It shall rank in order of preference the 
most qualified proposers. The approving authority, or designee, may request the 
best and final offers from one or more proposers and negotiate contracts with the 
highest-ranked proposer or proposers. 

h. The contract shall be awarded to the highest-ranked proposer with whom a 
satisfactory agreement has been negotiated. If the City cannot reach an 
acceptable contract with a vendor, negotiations may be terminated, and the RFQ 
process may start over. 

i. If, at any time during the process, the approving authority determines that only 
one proposer is fully qualified or that one proposer is more highly skilled than the 



 

others under consideration, the City Manager may negotiate and award a contract 
to that proposer. 

j. Multiple contract awards may be made under a single RFP if the request for 
proposals provides for multiple contract awards. 

k. RFPs shall be evaluated based on the criteria stated in the proposal. 
l. Invitation to Bid 

i. In the context of goods, materials, or non-professional services, City staff 
may utilize an Invitation to Bid process. 

 
C. Invitation to Bid (ITB) 

a. ITBs should be used for purchases of materials, services, and equipment that must 
meet City specifications. These ITBs shall be awarded to the bidder presenting 
either the “best value” to the City or on the basis of the lowest responsive and 
responsible bidder. The basis for award shall be set forth in the ITB documents. 

b. Notice Inviting Bid (NIB): When the materials, supplies, or services are to be 
secured through the formal bidding process, the approving authority shall give 
notice of the purchase(s) to be made or services to be acquired, inviting sealed 
bids. The notice requesting proposals or bids shall meet, at a minimum, the 
following requirements: 

i. The City shall place an ad in a newspaper of general circulation in the City. 
The publication or posting of the notice shall be at least ten business days 
before the date of opening the bids or proposals. 

ii. The ad shall state the service, materials, supplies, or personal property to 
be obtained to enable bidders to know with reasonable accuracy the 
personal property, materials, supplies, or services sought. 

iii. Specify any applicable surety requirements. 
iv. Identify where and when specifications can be obtained. 
v. Specify the deadline to submit proposals or bids. 

vi. Contain notice that all submittals shall be sealed. 
vii. Specify when, where, and how to submit proposals or bids. 

viii. Include the date and time for opening bids. 
ix. Identify the contact person and phone number. 

c. Bidder Security: All bids shall be presented under sealed cover and accompanied 
by one of the following forms of bidder’s security: 

i. Cash. 
ii. Cashier’s check made payable to the City. 

iii. A certified check made payable to the City. 
iv. A bidder’s bond executed by an admitted surety insurer made payable to 

the City. 
v. Acceptable surety shall not exceed 10% of the aggregate amount of the 

Bid: If the bidder to whom the contract is awarded fails or neglects to enter 
into the contract and file the required performance bond after 20 days of 



 

notification of award. In that case, the bid security shall be forfeited, and 
the City Manager shall draw the money due on such bid security and 
deposit it in the City’s name. 

d. Opening and Public Record: Bids shall be opened in public at the time and place 
stated in the public notice. Staff shall prepare and present a tabulation of all bids 
to the Council. 

 
e. Award of Bid: The City should award the contract to the lowest responsible bidder 

except as otherwise provided in the State Public Contract Code. 

f. Successful Bidder: Upon bid award, the successful bidder shall submit the 
following: 

1. Performance Bond and Payment Bond equal to one hundred 
percent (100%) of the contract price. 

2. Proof to the satisfaction of the City of appropriate insurance 
coverage, such as a Comprehensive General Liability policy, a 
Professional Errors and Omissions policy, or a Workers’ 
Compensation policy, depending upon the nature of the services, 
materials, or personal property requested. 

3. Proof to the satisfaction of the City of possession of all appropriate 
and required licenses or governmental permits to perform the 
work requested. 

 
g. No Successful Bidders: If a competitive bid process results in no successful bidders, 

personnel shall reevaluate the scope of service and conduct a second competitive 
bid. If time or resources do not allow for a second competitive bid, the approving 
authority may authorize personnel to execute an informal request. 

 
VI. SUPPLIES, GOODS, EQUIPMENT, MATERIALS, AND NON-PROFESSIONAL SERVICES 

 
Procurements of Supplies, Goods, Equipment, Materials, and Non-Professional Services 

a. Supplies, Goods, or Equipment: shall mean those regularly purchased and 
consumed by the City. These items include, but are not limited to, office supplies, 
janitorial supplies, building and maintenance materials and supplies, asphalt, 
fertilizers, chemicals, pipes, fittings, etc. This shall also mean mechanical 
implements and apparatus used in an operation or activity, such as motors, 
pumps, and rolling stock. Equipment shall include capitalized fixed assets and 
items entirely expensed in the year purchased. 

 
 

b. No Bids or Quotes Strictly Required: The City encourages but does not require 



 

written quotes or bids to purchase one-time supplies, goods, equipment, or 
services under $2,500. 

c. Informal Solicitation: personnel must obtain informal written bids/ proposals / 
quotes for purchasing one-time supplies, goods, equipment, or services for 
$2,501 to $25,000. 

i. The department making the purchase shall solicit the quotations by 
written (including email) or verbal request to prospective vendors. 

1. City shall attempt to obtain at least three (3) quotes, but the failure 
to obtain three quotes will not limit City’s ability to enter into 
contracts under this section. 

ii. For purchases between $2,501 and $25,000 a Purchase Order or Contract is 
required. 

d. Formal Solicitation: personnel must obtain written bids or proposals for the 
purchase of supplies, goods, equipment, or services that are $25,001 or more or 
are for a multi-year contract. Formal Solicitations are performed through a 
Invitation to Bid (ITB) or Request for Proposal (RFP) process. Award will be 
determined on the basis of award set forth in the solicitation documents, either 
best value to the City or lowest responsive and responsible bidder. Procurements 
greater than $25,001 shall require a contract. 

 
e. Personnel will conduct procurement transactions in a manner providing full and 

open competition. Some of the situations considered to be restrictive of the 
competition included, but not limited to: 

iii. Unreasonable requirements are placed on firms for them to qualify to do 
business. 

iv. Unnecessary experience and excessive bonding requirements. 
v. Noncompetitive pricing practices between firms or between affiliated 

companies. 
vi. Noncompetitive award to any person or firm on retainer contracts. 

vii. The specification of only a brand name product without listing its salient 
characteristics and not allowing a similar product to be offered. 

viii. Exclusionary or discriminatory specifications. 
ix. Any arbitrary action in the procurement process. 

 
f. Single transactions shall not be split into two or more transactions to evade the 

solicitation requirements outlined in this policy. 

g. Many businesses provide discounts for bulk purchases. Personnel should 
consolidate purchases whenever possible to receive such discounts. Personnel 
should consolidate City purchases with other departments, divisions, and sections 
when possible. 



 

h. The approving authority may cancel a solicitation when cancellation is in the City’s 
best interests and may reject, in whole or in part, any or all offers for a solicitation. 

VII. PROFESSIONAL SERVICES 

A. Purchasing and Contracting for Professional Services 
 

i. Professional services are those services provided by any specially trained 
and experienced person, firm, or corporation for services and advice in those areas 
including, but not limited to, architectural, environmental, land surveying, financial, 
economic, accounting, engineering, legal, construction management, or 
administrative matters. These services shall be procured on the basis of demonstrated 
competence and qualifications for the types of services to be performed and at fair 
and reasonable prices to the City. 

 
ii. The City does not strictly require competitive solicitation for the 

procurement of professional services that involve specialized skill, training, expertise, 
use of professional judgment or discretion, and/or a high degree of creativity. Still, the 
selection of any professional services must be on the basis of demonstrated 
competence and qualifications at fair and reasonable prices. 

 
iii. When prudent, the City will use the RFP process to ensure that the City 

receives the desired service on the most favorable terms or for the best value. While 
the City is not specifically required to issue RFPs for professional services, it has 
established this process to ensure that the City obtains qualified and necessary 
professional services as economically as possible. 

 
1. For purchases of Professional Services less than $25,000, no quotes 

or solicitation procedures are required. The City will endeavor to obtain the 
best value through competitive solicitations as circumstances permit. 

2. For purchases of Professional Services between $25,000 and 
$100,000 the City shall attempt to obtain at least three (3) written quotes, but 
the failure to obtain three quotes will not limit the District’s ability to enter 
into contracts under this section. 

 
3. For Professional Services of $100,001 or greater, the District shall 

procure those services pursuant to a formal RFP. 
 
 

 
VIII. Procurement Table – Goods, Materials, Equipment, Services (Professional & Non- 



 

Professional) 

The following table summarizes the relevant purchase amounts, bid type, contract type, and the 
approval levels for goods, materials, equipment, professional and non-professional services. To 
the extent that any ambiguity exists between this table and the text of this Policy, the express 
language of the Policy will control. 

 

Procurement Table – Goods, Services, Professional Services 

Purchase Type Purchase Amount Bid Type Contract Type Approval Level 

Goods/ Supplies, 
Equipment or Non-
Professional Services 

$0 - $2,500 No Quotes, 
Written ITBs or 
RFPs explicitly 
required 

Purchase Order City Manager 

Goods/ Supplies, 
Equipment or Non-
Professional Services 

$2,501 - $25,000 Solicitation of 3 
Quotes 

Purchase Order 
or Contract 

City Manager (up 
to $25,000) 

City Council 
($25,001+) 

Goods/ Supplies, 
Equipment or Non-
Professional Services 

$25,001+ Written ITBs 
and/or RFPs 

Contract City Council 

Professional Services $0-25,000 No IQs or RFPs 
explicitly 
required. 

Contract City Manager 

Professional Services $25,001 - $100,000 Solicitation of 3 
Quotes 

Contract City Council 

Professional Services $100,001+ RFPs Contract City Council 

**Award of Professional Services shall be based on demonstrated competence and qualifications. 
***Award of Procurements for Goods, Services and Non-Professional Services shall be on the 
basis of best-value or lowest responsive and responsible bidder, as set forth in the solicitation 
documents. 
IX. PUBLIC WORKS (CONSTRUCTION) PROCUREMENT 



 

A. Public Projects 

a. The Uniform Public Construction Cost Accounting Act (Act), enacted in 1983 under 
Public Contract Code section 22000 et seq., establishes an alternative set of bidding and 
accounting procedures for local agencies that choose to participate. The Act permits agencies 
that have opted in to perform certain public works projects with their own workforce, up to 
specified monetary thresholds, provided they follow the cost accounting procedures set forth in 
the Act. 

 
b. The City of Plymouth elected to participate in the Act by formally notifying the 

State Controller and adopting the Act on October 12, 2023. The Act supersedes only the bidding 
procedures for public projects. All other contracting requirements of the Public Contract Code 
remain applicable. Contractors for public projects, as defined, shall be procured in accordance 
with the contracting procedures set forth in the Act (Section 22030 et. seq. of the Public Contract 
Code) as it may be amended from time to time. 

c. The procedures set forth in this section shall apply to the procurement of “public 
projects” defined as any of the following: 

1. Construction, reconstruction, erection, alteration, renovation, improvement, 
demolition, installation, and repair work involving any publicly owned, leased, or 
operated facility. 

2. Painting or repainting of any publicly owned, leased, or operated facility. 
3. In the case of a publicly owned electric utility system, “public project” shall include 

only the construction, erection, improvement, or repair of dams, reservoirs, 
powerplants, and electrical transmission lines of 230,000 volts and higher. 

d. “Public project” does not include maintenance work. For purposes of this section, 
“maintenance work” includes all of the following: 

1. Routine, recurring, and usual work for the preservation or protection of any publicly 
owned or publicly operated facility for its intended purposes. 

2. Minor repainting. 
3. Resurfacing of streets and highways at less than one inch. 
4. Landscape maintenance, including mowing, watering, trimming, pruning, planting, 

replacement of plants, and servicing of irrigation and sprinkler systems. 
5. Work performed to keep, operate, and maintain publicly owned water, power, or 

waste disposal systems, including, but not limited to, dams, reservoirs, powerplants, 
and electrical transmission lines of 230,000 volts and higher. 

e. For purposes of this section, “facility” means any plant, building, structure, ground 
facility, utility system, subject to the limitation found in paragraph (5) of subdivision (2) above, 
real property, streets and highways, or other public work improvement. 



 

f. It is improper to split or separate any project into smaller projects to evade City 
awards or competitive bidding processes. 

B. No Formal or Informal Bidding Required (Projects less than $75,000): 
 

Contracts for public projects below the relevant bidding thresholds under the Act for 
formal or informal bidding, as they may be amended from time to time, may be done 
pursuant to force account or negotiated contract. As of January 1, 2025 this threshold was 
$75,000. Nothing in this section shall prohibit the City from using either informal bid 
processes or formal bid process for projects that fall below the relevant threshold under 
this section. 

 
C. Informal Bidding (Between $75,000 and $220,000) 

i. When a public project is to be performed which qualifies for informal bidding under 
the Act, a notice of such project shall be given as follows, except where the product 
or service is proprietary: 

 
a. Mailed notices shall be given to all construction trade journals specified by the 

Commission for the receipt of such a notice for Amador County; or 
b. Additional notices posted on the City website or delivered through an 

electronic bidding system to other contractors, may, in the discretion of the 
City, be given. 

ii. If the product or service to be acquired is proprietary in nature, such that it can only 
be obtained from a certain contractor or contractors, notice inviting bids may be sent 
only to such contractor or contractors. 

iii. All mailing, emailed, City website postings, and electronic bidding system notices to 
contractors and construction trade journals shall be completed not less than 10 
calendar days before bids are due. 

 
iv. The notice shall describe the project in general terms, how to obtain more detailed 

information about the project and shall state the time and place for submission of 
bids. 

v. If all bids received are in excess of the amount of two hundred twenty thousand 
dollars ($220,000) as may be amended from time to time, the City Council may, by 
adoption of a resolution by a four-fifths vote, award the contract, at two hundred 
thirty-five thousand dollars ($235,000) or less, to the lowest responsible bidder, if it 
determines the cost estimate of the Authority was reasonable. 



 

vi. Award of a project procured pursuant to this section shall be made to the lowest 
responsible bidder submitting a responsive bid. 

D. Formal Bidding (for Construction Projects $220,000 or More) 

i. When a public project is to be performed which qualifies for formal bidding under the 
Act, notice of such project shall be given as follows except where the product or 
service is proprietary: 

a. A notice shall be published at least 14 calendar days before the date of opening 
of the bids in a newspaper of general circulation, printed and published in the 
jurisdiction of the City. In addition, notice may also be published on the City 
website or through an electronic bidding system. 

b. The notice inviting formal bids shall also be sent to all construction trade 
journals specified by the Commission for the receipt of such notice for Amador 
County at least 15 calendar days before the date of opening the bids. 

 
c. Additional notices to other contractors and/or trade journals may, in the 

discretion of City, be given. 

i. If the product or service to be acquired is proprietary in nature such that it can only 
be obtained from a certain contractor or contractors, notice inviting bids may be sent 
only to such contractor or contractors. 

ii. The notice shall distinctly describe the project, describe how to obtain more detailed 
information about the project, and shall state the time and place for submission of 
bids. 

iii. Award of the contract procured pursuant to this section shall be made to the lowest 
responsible bidder submitting a responsive bid. 

 
iv. If two or more bids are the same and the lowest, the City may accept the one it 

chooses. 

v. The City Manager or the City Council may, in their respective discretion, reject all bids 
and proceed as authorized by the Act. 

E. Formal & Informal Bidding Miscellaneous Requirements. 
 

i. Plans and Specifications: Before soliciting any contract for a construction project, the 
City shall prepare full, complete, and accurate plans and specifications providing 
adequate direction to enable any contractor or builder to carry them out. Plans and 
specifications shall sufficiently define the details of the work, which affects costs, to 



 

apprise bidders of all the essential and substantial parts of the work and enable them 
to know with reasonable accuracy the outlay they will have to make in performing the 
work to be contracted for. 

ii. Bidder Security: 
 

a) All bids for construction projects shall be presented under sealed cover and 
accompanied by one of the following forms of bidder’s security: 

(a) Cash. 
(b) Cashier’s check made payable to the City. 
(c) A certified check made payable to the City. 
(d) A bidder’s bond executed by an admitted surety insurer made payable 

to the City. 

b) Acceptable surety shall not exceed 10% of the aggregate amount of the Bid: If the 
bidder to whom the contract is awarded fails or neglects to enter into the contract 
and file the required performance bond after 20 days of notification of award. In 
that case, the bid security shall be forfeited, and the City Manager shall draw the 
money due on such bid security and deposit it in the City’s name. 

iii. Opening and Public Record: Bids shall be opened in public at the time and place stated 
in the public notice. Staff shall prepare and present a tabulation of all bids to the 
Council. 

 
iv. No Successful Bidders: If a competitive bid process results in no successful bidders, 

personnel shall reevaluate the scope of service and conduct a second competitive bid. 
If time or resources do not allow for a second competitive bid, the approving authority 
may authorize personnel to execute an informal request. 

v. Contract: It is the City’s practice for the Council to delegate signing authority to the 
City Manager for public project contracts awarded by the Council. 

vi. Contract Change Orders: The Council authorizes the City Manager to perform change 
orders up to the contingency amount, as outlined in the bid award staff report. To 
alleviate administrative costs, delay of work, and work extensions, the City Manager 
is authorized to approve change orders up to $10,000, all within the total amount of 
the Council approved contingency. Change orders cannot change the scope of the 
approved project. 

 
vii. Council Actions: Staff shall prepare a staff report to request the following Council 

actions: 
1. Award of Bid. 
2. Approval of contract change orders beyond amounts authorized in 

bid award. 



 

3. Acceptance of Notice of Completion for public projects. 
 

viii. Public Project Administration: Per Public Contract Code, all public projects shall have 
an alphabetical filing system containing the following filling categories: Accounting, 
Contract & Bid Documents, Construction, Consultants, Design Correspondence, 
Drawings, Environmental Documents, Permits, Photos, Planning, Specifications, and 
Submittals. At a minimum, files shall contain Award of Bid Staff Reports, Bid Notices, 
Notice of Completion, contracts, Permits, Progress Payments, Change Orders w/ 
supporting documentation, Change order summary sheets, Insurance documents, 
Bonds, Preliminary notices, Inspections, Certified Payroll Information 

 
F. Public Works Emergency Pub. Contract Code, § 22050 

(a)(1) In the case of an emergency, the City, pursuant to a four-fifths vote of its City Council, may 
repair or replace a public facility, take any directly related and immediate action required by that 
emergency, and procure the necessary equipment, services, and supplies for those purposes, 
without giving notice for bids to let contracts. 

(2) Before the City takes any action pursuant to paragraph (1), it shall make a finding, 
based on substantial evidence set forth in the minutes of its meeting, that the emergency 
will not permit a delay resulting from a competitive solicitation for bids, and that the 
action is necessary to respond to the emergency. 

 
(b)(1) The City Council, by a four-fifths vote, may delegate, by resolution or ordinance, to the 
appropriate county administrative officer, city manager, chief engineer, or other nonelected 
agency officer, the authority to order any action pursuant (a)(1). 

(2) RESERVED 
 

(3) If a person with authority delegated pursuant to paragraph (1) or (2) orders any action 
specified in paragraph (1) of subdivision (a), that person shall report to the City Council, 
at its next meeting required pursuant to this section, the reasons justifying why the 
emergency will not permit a delay resulting from a competitive solicitation for bids and 
why the action is necessary to respond to the emergency. 

(c)(1) If the City Council orders any action specified in subdivision (a), the City Council shall review 
the emergency action at its next regularly scheduled meeting and, except as specified below, at 
every regularly scheduled meeting thereafter until the action is terminated, to determine, by a 
four-fifths vote, that there is a need to continue the action. If the City Council meets weekly, it 
may review the emergency action in accordance with this paragraph every 14 days. 

 
(2) If a person with authority delegated pursuant to subdivision (b) orders any action 
specified in paragraph (1) of subdivision (a), the City Council shall initially review the 
emergency action not later than 7 days after the action, or at its next regularly scheduled 



 

meeting if that meeting will occur not later than 14 days after the action, and at least at 
every regularly scheduled meeting thereafter until the action is terminated, to determine, 
by a four-fifths vote, that there is a need to continue the action, unless a person with 
authority delegated pursuant to subdivision (b) has terminated that action prior to the 
City Council reviewing the emergency action and making a determination pursuant to this 
subdivision. If the City Council meets weekly, it may, after the initial review, review the 
emergency action in accordance with this paragraph every 14 days. 

 
(3) When the City Council reviews the emergency action pursuant to paragraph (1) or (2), 
it shall terminate the action at the earliest possible date that conditions warrant so that 
the remainder of the emergency action may be completed by giving notice for bids to let 
contracts. 

X. ADMINISTRATIVE PROCEDURES 
 

A. Requisitions and Purchase Orders 
a. Designated personnel from each department will create a purchase order within 

the City’s Finance system for all purchases as described below. The purchase order 
must contain a completed Purchase Request Form and copies of quotes or bids, 
as described herein. 

b. A purchase of $500 or less does not require a purchase order or a Purchase 
Request Form; however, all purchases must be approved by the Purchasing Agent. 

c. A purchase order is required for all purchases over $500. 
d. A Purchase Request Form is required with purchase orders over $2,000 and must 

be approved by the approval authority before the purchase is made. The Purchase 
Request form date should be before the invoice date. An exception to the 
Purchase Request Form date before the invoice date shall be only allowed in case 
of emergency purchases as approved by the proper approval authority. 

e. A purchase order is encouraged but not required when an approved contract is in 
place for purchasing goods and services established between a vendor and City. 
Purchases covered by contracts will follow the same approval thresholds as 
purchase orders. When invoices are received from the vendor, the assigned 
contract purchase order number must be written on the invoice. When an invoice 
is processed, the contract amount will be drawn down by the invoice amount. 

f. A purchase order is not required when payments are made for goods or services 
needed to conduct the day-to-day business. For example, utility charges, leases, 
insurance or risk management claims, workers’ compensation claims, permits, 
debt service payments, legal fees, employee benefits, etc. 

g. Types of Purchase Orders 
i. Standard purchase orders are issued, and an order is placed for specific 

items after the appropriate solicitation and requisition process is 
completed. 

ii. Blanket purchase orders may be issued for vendors from whom the City 



 

regularly purchases items of a small quantity and low unit cost. 
 

A. Year-End Processing of Purchase Orders 
a. To close the City’s books on time, the Finance Division will send out a Year-End 

Purchasing Memo to all personnel indicating the deadlines and exceptions for 
creating purchase orders in the last month of the fiscal year. 

B. Purchasing Used Supplies and Equipment 
a. Previously owned equipment and other used items present unique comparison-

shopping problems. Accordingly, alternative means of establishing market value 
need to be considered on a case-by-case basis. Such means may include “blue 
book” values and public auctions. 

C. Equal Employment Opportunity/Affirmative Action - All procurement using federal funds 
requires all interested vendors to certify the following: 

a. That the vendor does not discriminate against any employee or applicant for 
employment because of race, religion, sex, age, creed, color, disability, or national 
origin; 

b. The vendor complies with all Executive Orders and Federal, State, and local laws 
regarding fair employment practices and non-discrimination in employment 

D. Solicitation and Utilization of Disadvantaged Business Enterprises 
a. For all procurement related to construction, equipment, services, and supplies 

using Federal funds, the City shall comply with the applicable agency requirements 
for utilizing small, minority, and women business enterprises as defined in 49 CFR 
Part 26. 

b. The City will ensure that sub-recipients, loan recipients, and prime contractors 
under these federally funded programs comply with the applicable agency 
requirements. In addition, the City shall make good faith efforts to solicit and 
utilize small businesses, minority-owned firms, and women’s business enterprises 
(collectively Disadvantaged Business Enterprises or DBEs). 

c. Examples of good faith efforts include, but are not limited to, the following: 
i. Ensuring DBEs are fully aware of contracting opportunities practicable 

through outreach and recruitment activities. 
ii. Making information on forthcoming opportunities available to DBEs and 

time frames for contacts and establishing delivery schedules, where the 
requirements permit, in a way that encourages and facilitates participation 
by DBEs in the competitive process. 

iii. Considering in the contracting process whether firms competing for large 
contracts could subcontract with DBEs. 

iv. Encouraging contracting with a consortium of DBEs when a contract is too 
large for one of these firms to handle individually. 

v. Using the services and assistance of the Small Business Association and the 
Minority Business Development Agency of the Department of Commerce 



 

or equivalent state or local agencies. 
vi. If the prime contractor awards a subcontract, requiring the prime 

contractor to make the same good faith efforts listed above. 

E. Conflict of Interest 
a. Council Members and City personnel shall not participate in the selection, award, 

or administration of a contract if a conflict of interest, real or apparent, would be 
involved. 

i. Such a conflict would arise when any previously listed has a financial or 
other interest in the firm selected for award. 

ii. In cases where there may be a direct or indirect benefit, the Council 
Member is responsible for reporting such benefit to the Council in writing. 

iii. If anyone fails to report such benefit, they will be subject to any disciplinary 
proceeding deemed appropriate by the Council, including possible 
dismissal. 

b. Council Members and City personnel are subject to the conflict-of-interest laws of 
the State of California. Anyone who violates the standards of the law shall be 
subject to the penalties, sanctions, or other disciplinary actions provided for 
therein. 

c. Council Members and City personnel shall not solicit, demand, or accept from any 
person, contractor, potential contractor, or potential subcontractors, anything of 
a monetary value, including gifts, gratuities, and favors, except as the receipt and 
reporting of gifts are permitted by The Political Reform Act (Government Code 
Section 81000, et.seq.). Anyone failing to adhere to the above will be subject to 
any disciplinary proceeding deemed appropriate by the City, including possible 
dismissal. 

d. Council Members and City personnel shall not use confidential information for 
actual or anticipated personal gain or the actual or anticipated personal gain of 
any other person related to them by blood, marriage, or common commercial or 
financial interest. Anyone failing to adhere to the above will be subject to any 
disciplinary proceeding deemed appropriate by the City, including possible 
dismissal. 

e. In recognition that some vendors, as their company policy for purposes of product 
promotion and client relations, may extend specific discounts or other benefits to 
employees of their clients, this section is intended to prevent even the appearance 
of conflict between what is best for the City and what may be good for employees 
of the City. It is not permissible to accept less than the best deal for the City 
because of discounts or other benefits accruing to employees. 

f. The City will not recognize and participate in vendor programs for employees 
unless all the points below apply: 

i. Any employee discount or other benefit shall not be a factor in the 
selection of a vendor. Ideally, decision-makers shall not even know of such 
vendor programs. 

ii. Any employee discount or other benefit shall accrue to all employees in 



 

equal measure. 
iii. Decision makers shall comply with the Conflict of Interest policy and the 

Fair Political Practices Commission’s (“FPPC’s”) Conflict of Interest 
procedures regarding the disclosure of gifts. 

F. Debarment and Suspended Parties 
a. The City will not solicit or accept offers from, give awards to, or consent to 

subcontracts with contractors or vendors who are debarred or suspended from 
government contracting and government-approved subcontracting. 

 
G. Use of State and Federal Grant Funds 

a. The City may receive funds through a state or federal grant process. To ensure 
sound accounting practices, provide consistency in the administration of grants, 
and be compliant with all laws, rules, and regulations involving the use of state 
and federal grant revenue, it is imperative and incumbent upon any person who 
is purchasing items using grant revenue to be aware of all provisions of the specific 
grant and follow all requirements, rules, and laws therein. 

b. City policy does not supersede any state statute, administrative rule, federal law, 
or regulation that may govern each specific grant program. The laws and 
regulations that must be complied with include, but are not limited to, the 
following: 

i. California Local Assistance Procedures Manual (LAPM) 
ii. California Labor Code 

iii. Federal Grant Management OMB Circulars 48 and 49 Code of Federal 
Regulations (CFR) 

XI. LOCAL BUSINESS PREFERENCE (Goods, Supplies, Equipment, Non-Professional Services, 
Non-Public Works) 

 
A local business preference allows the City to promote local businesses, as well as benefit 

from enhanced economic activity as dollars re-circulate in the local economy by way of multiplier 
effects. Multiplier effects have been shown to benefit the community in the following ways: 

• Direct effects: Benefits the local economy by directly investing money in a local 
business. 

• Indirect effects: Occurs when money awarded to a local business results in inter-
industry purchases of materials, supplies, goods and services. Another potential 
indirect effect is the increase in employment associated with greater 
workloads/demands. 

• Induced effects: Increases in household income as a result of both the direct and 
indirect effects. 

 
A. Percent Differential: Local vendors are granted a three percent (3%) differential 

in lieu of sales and transactions tax loss for the purchase of materials, supplies, equipment and 



 

personal property. Prices, fitness, quality, delivery and service being equal, preference will be 
given to the local vendor, in the purchase of supplies and equipment. 

B. This Local vendor preference shall not be granted for contracts involving public 
works, personal, professional, and consultant services, or as otherwise prohibited by law. 

C. For the purposes of this section, “local vendor” means a business having its 
principal place of operation within the jurisdictional boundaries of the City and a valid business 
license. 

 
D. For purposes of this section, when the City considers a local vendor’s bid, quote, 

or proposal in connection with the purchase of supplies and equipment, the local vendor’s bid 
shall be the bid amount after the applicable percent differential is applied.” 

E. Public Contract Code § 22030 et seq., preempts local preference in regard to the 
procurement of goods and services for public works projects which requires the City to award to 
the lowest responsible bidder. This local preference policy shall not apply to public works 
projects. 
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CITY COUNCIL AGENDA ITEM NO. 7.1 

04/09/2026 

 

 

 
 

SUBJECT: Presentation of the Water and Wastewater rate study and 

requesting City Council preliminary approval and 

authorization to send notices and set Public Hearing. 

 
DEPARTMENT: City Manager’s Office 

 
STAFF: Cameron Begbie, City Manager 

 

PRESENTATION ON WATER AND WASTEWATER RATE STUDY AND REQUESTING CITY 

COUNCIL 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. The City has also opted to utilize the exhaustion of 

administrative remedies procedure pursuant to Government Code Section 53759.1. 

The mailed notice will include all information required. 

 
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 replenish and maintain reserve levels and debt service coverage 

TITLE 

BACKGROUND 

DISCUSSION 



CITY COUNCIL AGENDA ITEM NO. 7.1 

04/09/2026 

 

ratios 
 

Council has been presented with various rate scenarios and provided direction to 

move forward with the selected alternatives which are presented in the Rate Study 

Report. Staff and NBS are seeking direction from Council to proceed with setting the 

Public Hearing date and providing direction to mail the required Rate Notices to 

comply with the requirements of Proposition 218 and Government Code Section 

53759.1. 

 

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. Set the Public Hearing date. 

3. Authorize NBS to proceed with production and mailing of the Notice of Public Hearing.  
 

1. Rate Study Presentation 

2. Rate Study Report 

ENVIRONMENTAL DETERMINATION 

FISCAL IMPACT 

RECOMMENDATION 

ATTACHMENT(S) 
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1. Introduction 

1.1 Purpose 

The City of Plymouth (City) retained NBS to conduct a comprehensive utility rate study for its water and 

sewer enterprise funds. The City had several objectives and goals in mind for this study including meeting 

revenue requirements, reviewing the rising costs of providing services, funding capital improvements and 

changes in costs, and complying with certain legal requirements (e.g., California Constitution Article XIII D, 

Section 6, which is commonly referred to as Proposition 218 [Prop 218]). The City’s broader objectives in 

this study include ensuring adequate funding for operating and capital costs, reviewing reserve funding, and 

ensuring revenue stability in utility rates. The rates resulting from this study were developed in a manner 

that is consistent with industry standard cost-of-service principles. In addition to documenting the rate 

study methodology, this report is provided with the intent to assist the City in its continuing effort to 

maintain transparent communications with the residents and community it serves.  

In developing new rates for the City’s enterprise funds, NBS worked cooperatively with City staff and the 

City Council (Council) in selecting the appropriate rate alternatives that address the City’s goals and 

objectives. Based on input provided by City staff and City Council, NBS proposes the rates summarized in 

this report. The Council has the final decision regarding the adoption of the proposed rates and whether to 

proceed with the Prop 218 approval process.  

1.2 Overview of the Study 

Comprehensive rate studies, such as this one, typically include three components: (1) preparation of a 

financial plan that identifies the net revenue requirements for the utility; (2) analysis of the cost to serve 

each customer class, and (3) the rate structure design. These steps are shown in Figure 1 and are intended 

to follow industry standards and reflect the fundamental principles of cost-of-service rate making embodied 

in the American Water Works Association’s (AWWA) Principles of Water Rates, Fees, and Charges,1 also 

referred to as Manual M1, and the Water Environment Federation’s Financing and Charges for Wastewater 

Systems (Manual of Practice No. 27).2  

Rate studies also address requirements under Prop 218 that rates not exceed the cost of providing the 

service and be proportionate to the cost of providing service for all customers. In terms of the chronology of 

the study, the three steps shown in Figure 1 represent the order in which they were performed in this 

study. 

  

 
1 Principles of Water Rates, Fees, and Charges, Manual of Water Supply Practices, Manual M1, American Water Works Association 

(AWWA), 8th Edition, 2025. 
2 Financing and Charges for Wastewater Systems, Manual of Practice No. 27, Water Environment Federation, Fourth Edition, 

2018. 
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Figure 1. Primary Components of a Rate Study 

 

1 FINANCIAL  

PLAN 
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3 RATE DESIGN 
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projects rate adjustments. 

 Proportionally allocates revenue 

requirements to the customer 

classes in compliance with industry 

standards and State Law. 

 Considers the rate structure that 

best meets the City’s need to collect 

rate revenue from various types of 

customers. 

NBS projected revenues and expenditures, developed net revenue requirements, performed cost-of-service 

rate analyses, and developed new water and sewer rates for the City using this approach. The following 

sections in this report present an overview of the methodologies, assumptions, and data used along with 

the financial plans and rates developed. Detailed tables and figures documenting the development of the 

proposed rates are provided in the Technical Appendices.  

The City provided NBS with the data necessary to conduct the study, including historical, current, and 

projected revenues and expenditures, number of customer accounts and Equivalent Dwelling Units, and 

water consumption data along with other operational and capital cost information.  

FINANCIAL PLAN 

As a part of the rate study, NBS projected revenues and expenditures on a cash-flow basis for the next five 

(5) years. The amount of rate revenue required, that will allow reserves to be maintained at the 

recommended levels, is known as the net revenue requirement. As current rate revenue falls short of the 

net revenue requirement, rate adjustments – or more accurately, adjustments in the total revenue 

collected from rates – are recommended. This report presents an overview of the methodologies, 

assumptions, and data used along with the financial plan and proposed rates developed in this study.3 

COST-OF-SERVICE ANALYSIS 

The basic purpose of the cost-of-service analysis (COSA) is to fairly and equitably allocate costs to customer 

classes. The cost-of-service analysis consists of two major components: (1) the classification of expenses, 

and (2) the allocation of costs to customer classes. For example, a key task is the “classification” of the 

water revenue requirements into the following categories:  

• Commodity related costs 

• Capacity related costs 

• Customer related costs 

 
3 The complete financial plans are available in the Technical Appendices. 
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For the sewer utility, the normal classification of sewer revenue requirements uses the following categories:  

• Volume related costs 

• Strength related costs 

• Customer related costs 

RATE DESIGN ANALYSIS 

During the rate design phase of the study, NBS and City staff worked together to develop rate alternatives 

that will meet the City’s objectives. It is important for the City to send proper price signals to its customers 

about the actual cost of providing service. This objective is typically addressed through both the magnitude 

of the rate adjustments and the rate structure design. In other words, both the amount of revenue 

collected and the way in which the revenue is collected from customers are important.  

Several criteria are typically considered in setting rates and developing sound rate structures. The 

fundamentals of this process have been well documented in several rate-setting manuals, such as AWWA’s 

Manual M1. The foundation for evaluating rate structures is generally credited to James C. Bonbright in 

Principles of Public Utility Rates,4 which outlines pricing policies, theories, and economic concepts along 

with various rate designs. The following is a simplified list of the attributes of a sound rate structure: 

• Rates should be easy to understand from the customer’s perspective. 

• Rates should be easy to administer from the utility’s perspective. 

• Rates should be equitable and non-discriminating (i.e., cost-based). 

• Rates should promote the efficient allocation of the resource. 

• There should be continuity in the rate making philosophy over time. 

• Rates should address other utility policies (e.g., conservation and economic development). 

• Rates should provide month-to-month and year-to-year revenue stability. 

RATE STRUCTURE TERMINOLOGY 

This section covers basic rate design criteria that NBS and City staff considered as a part of their review of 

the rate structure alternatives. One of the most fundamental points in considering rate structures is the 

relationship between fixed and variable costs. Fixed costs, such as debt service and personnel costs, 

typically do not vary with the amount of water consumed. In contrast, variable costs, such as the cost of 

purchased water, chemicals, and electricity, tend to change with the quantity of water sold. Most rate 

structures contain a fixed, or minimum, charge in combination with a volumetric charge.   

Fixed Charges – Fixed charges can be called base charges, minimum monthly charges, customer charges, 

fixed meter charges, etc. Fixed charges for water utilities typically increase by meter size. For example, a 

customer with a 2-inch meter, such as a hotel or supermarket, has a fixed meter charge that is more than 

five times greater than the typical residential customer with a 3/4-inch meter based on the safe operating 

 
4 James C. Bonbright, Albert L. Danielsen, and David R. Kamerschen, Principles of Public Utility Rates, Arlington, VA: Public Utilities 

Report, Inc., Second Edition, 1988, pp. 383-384. 
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capacity of the meter.5 Since a large portion of utility costs are typically related to meeting capacity 

requirements, individual capacity demands are important in establishing equitable rates for customers.  

Variable (Consumption-Based) Charges – In contrast to fixed charges, variable costs, such as purchased 

water, groundwater replenishment costs, and the cost of electricity used in pumping water and chemicals 

for treatment, tend to change with the quantity of water produced. For a water utility, variable charges are 

calculated based on a metered consumption per unit price (e.g., per 100 cubic feet, or HCF). For a sewer 

utility, variable charges are typically based on winter water consumption.   

Uniform (Single-Tier) Rates – There are significant variations in the basic philosophy of variable charge rate 

structure alternatives. Under a uniform (single tier) rate structure, the cost per unit does not change with 

based on meter size or customer type and, therefore, provides a simple and straightforward approach from 

the customer’s perspective and in terms of the City’s rate administration.  

KEY FINANCIAL ASSUMPTIONS  

The following is a summary of the key financial assumptions used in the analyses. The following capital and 

operational fund targets reflect input from City staff to meet specific utility objectives. 

Funding of Capital Projects – The capital improvement costs related to the water utility have been put on 

hold due to the overall financial status of the utility and are not anticipated to be funded unless the City 

obtains grant funding. The capital improvement costs related to the sewer utility will be funded with cash in 

reserves.  

Reserve Targets – For each utility (i.e., water and sewer), the City maintains reserves for operations, capital, 

and other specific needs. The details of each utility’s reserve targets are covered in their respective sections 

of this report. 

Inflation and Growth Projections – Assumptions were made in the analysis regarding cost inflation to 

project future revenues and expenses for the study period. The following inflation factors were used in the 

analysis: 

• Customer growth is estimated at 2.0% per year.  

• General cost inflation is estimated at 2.5% annually.  

• Labor cost inflation is estimated at 4.0% annually.  

• Electricity cost inflation is estimated at 20.0% annually. 

• Fuel & Utilities cost inflation is estimated at 7.08% annually. 

• Water purchase inflation factor is estimated  at 10.0% annually. 

These inflation factors are based on long-term trends; therefore, the City should re-examine these factors in 

another year to assess the impacts on utility costs and whether projected rate increases will be sufficient for 

the remainder of the rate adoption period. 

 

 
5 Principles of Water Rates, Fees, and Charges, Manual of Water Supply Practices, Manual M1, AWWA, 7th Edition, 2017, pp. 151-

152. 
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2. Water Rate Study 

2.1 Key Water Rate Study Issues 

The City’s water rate analysis was undertaken with a few specific objectives, including: 

• Generating sufficient revenue to meet anticipated operating and maintenance costs.  

• Continuing with a rate design that promotes revenue stability.  

• Updating the cost-of-service linkage in proposed rates from the current rate structure which 

was implemented around 2008. 

• Rebuild reserve levels to ensure continuity in operations. 

• Complying with the legal requirements of Prop 218 to ensure the cost of providing service is 

properly allocated amongst user classifications. 

NBS developed various water rate alternatives as requested by City staff over the course of this study. All 

rate structure alternatives relied on industry standards and cost-of-service principles. The rate alternative 

that will ultimately be implemented is the decision of the Council. The fixed and volume-based charges 

were calculated based on the net revenue requirements, number of customer accounts, water consumption 

and other relevant data provided by the City.  

The following are the basic components included in this analysis: 

Developing Cost Allocations – The water revenue requirements were “functionalized” into three 

categories: (1) commodity (or volume-based) costs; (2) fixed capacity costs; and (3) customer service costs. 

These functionalized costs were then used to develop unit costs based on various factors, such as water 

consumption, peaking factors, and number of accounts by meter size.  

Determining Revenue Requirements by Customer Class – The total revenue that needs to be collected 

from each customer class was determined using the functional costs and allocation factors. For example, 

customer costs are allocated based on the number of meters, while volume-related costs are allocated 

based on the water consumption of each customer class. Once the costs are allocated and the net revenue 

requirement for each customer class is determined, collecting the revenue requirements from each 

customer class is addressed within the rate design.  

Evaluating Rate Design (Fixed vs. Variable Charges) – The revenue requirements for each customer class 

are collected through a combination of fixed monthly service charges and volumetric rates. Based on 

direction from City staff, the rates proposed in this report will collect 44% of the rate revenue from the fixed 

charge and 56% from the variable charges.  

2.2 Financial Plan 

It is important for municipal utilities to not only collect sufficient revenues every year, but to also maintain 

reasonable reserves to handle emergencies, fund working capital, maintain a good credit rating, and 

generally follow sound financial management practices. Rate adjustments are governed by the need to 

meet operating and capital costs as well as maintain reasonable reserve levels. The current state of the 

City’s water utility, regarding these objectives, is as follows: 
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Meeting Net Revenue Requirements: For FY 2026/27 through FY 2030/31, the projected net revenue 

requirement (that is, total annual expenses plus debt service, less non-rate revenues) for the water system 

averages $844,000 - $1 million annually. If no rate adjustments are implemented, the City is projected to 

run an annual deficit of approximately $182,000 in FY 2026/27, increasing to more than $300,000 by FY 

2030/31. 

Maintaining Reserve Funds: Reserve funds provide a basis for a utility to cope with fiscal emergencies, such 

as revenue shortfalls, asset failure, and natural disasters, among other events. Reserve policies provide 

guidelines for sound financial management, with an overall long-range perspective to maintain financial 

solvency and mitigate financial risks associated with revenue instability, volatile capital costs, and 

unexpected emergencies.  

• The City’s operating reserve balance is estimated to be negative $244,000 by the end of the 

2024/25 fiscal year and the City has no funds in capital reserves. The challenge is to replenish 

the reserves and to be able to meet future revenue requirements and still maintain adequate 

reserves. NBS together with City staff have chosen to set the following reserve targets: 

• Operating Reserve equal to 3 months of operating and maintenance expenses, or 

approximately $194,000 in FY 2026/27. An operating reserve is intended to promote 

financial viability in the event of any short-term fluctuation in revenues and/or 

expenditures, such as those caused by weather patterns, the natural inflow and outflow 

of cash during billing cycles, natural variability in demand-based revenue streams (e.g.,  

volumetric charges), and –  particularly in periods of economic distress – changes or 

trends in the age of receivables. NBS considers a 3-month operating reserve to be 

analogous reserve fund target (i.e., most municipal water utilities use a 3-month target 

for the operating reserve). 

• Capital Rehabilitation & Replacement Reserve equal to 3% of the net assets, which 

puts the target reserve is between $128,000 and $345,000 during the 5 year rate 

period. This reserve is intended to be a cash resource set aside to address long-term 

capital system replacement and rehabilitation needs. NBS considers a 3% of the net 

assets capital reserve target to be in line with what most utilities aim for. Many utilities 

aim for 3% to 6% of net assets. 

Funding Capital Improvement Projects: The City must fund necessary capital improvements to maintain 

current service levels. City staff has identified roughly $4.94 million in expected capital improvement needs 

over the next five years (FY 2026/27 through FY 2030/31) which is an average of $988,000 in capital 

expenditures annually. The City has opted to not fund their capital improvement plan for the next 5 years as 

they work to rebuild their operating reserves.  

Inflation and Growth Projections: Cost inflation and growth assumptions are necessary to project future 

revenues and expenses for the study period. Customer growth is expected to be nearly 2.0% annually. This 

factor was used in the analysis for rate revenues while specific  inflation factors were used for various 

components of the operating and maintenance budget, as detailed in the Technical Appendices.  

Maintaining Adequate Bond Coverage: The water utility currently has outstanding debt with the USDA for 

the Plymouth Pipeline. The debt does not require a minimum debt service coverage ratio, however it is 
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essential to maintain sufficient fund balances to meet the annual debt service payments. The rate increases 

increase coverage to generally acceptable levels over the rate period. 

Figure 2 summarizes the sources and uses of funds, net revenue requirements, and the annual percent 

adjustments in total rate revenue recommended for the next five years.  

Figure 2. Summary of Water Revenue Requirements 

 

Figure 3 summarizes the projected reserve fund balances and reserve targets for the City’s unrestricted 

funds. A detailed version of the proposed 5-year financial plan is included in Appendix A. Water Rate Study 

Tables and FiguresThe tables in the appendix include the revenue requirement, reserve funds, revenue 

sources and the proposed rate adjustments needed to meet the City’s funding requirements.  

 

Figure 3. Summary of Primary Water Reserve Funds 

 

2.3 Cost-of-Service Analysis 

Once the net revenue requirements are determined, the cost-of-service analysis (COSA) proportionately 

distributes the revenue requirements to each of the customer classes. The COSA consists of two major 

components: (1) the classification of expenses, and (2) the allocation of costs to each customer class. Costs 

are classified according to the function they serve. All costs in the City’s budget are allocated to each 

component of the rate structure in proportion to the level of service required by customers.  

The level of service is related to the volume of water purchased and treated, infrastructure capacity, and 

customer services. These costs are based on allocation factors, such as water consumption, number of 

Budget

FY 2025/26 FY 2026/27 FY 2027/28 FY 2028/29 FY 2029/30 FY 2030/31

Sources of Water Funds

Rate Revenue 650,000$           663,000$           676,260$           689,785$           703,581$           717,653$           

Wholesale Water Sales -                           -                           -                           -                           -                           -                           

Interest Earnings 78,450               80,019               81,619               83,252               84,917               86,615               

Total Sources of Funds: 728,450$           743,019$           757,879$           773,037$           788,498$           804,268$           

Uses of Water Funds

Operating Expenses 736,054$           774,929$           816,828$           862,049$           910,922$           963,812$           

Debt Service 146,566             149,766             149,613             149,309             148,851             151,289             

Rate-Funded Capital Expenses -                           -                           -                           -                           -                           -                           

Total Use of Funds: 882,620$           924,695$           966,441$           1,011,358$       1,059,773$       1,115,101$       

Surplus (Deficiency) before Rate Increase (154,170)$         (181,676)$         (208,562)$         (238,321)$         (271,275)$         (310,834)$         

Additional Revenue from Rate Increases 1 -                           198,900             308,375             374,802             447,450             526,843             

Surplus (Deficiency) after Rate Increase (154,170)$         17,224$             99,813$             136,480$           176,176$           216,009$           

Projected Annual Rate Revenue Increase 0.00% 30.00% 12.00% 6.00% 6.00% 6.00%

Cumulative Rate Increases 0.00% 30.00% 45.60% 54.34% 63.60% 73.41%

Net Revenue Requirement2 807,370$           844,523$           884,518$           927,649$           977,294$           1,026,109$       

1.  Assumes  new rates  are implemented July 1, 2026.

2.  This  i s  the annual  amount needed from water rates . [Net Revenue Requirement = Total  Use of Funds  - (Non-Rate Revenues  + Interest Earnings)]. 

Summary of Sources and Uses of Funds and                      

Net Revenue Requirements 

5-Year Projected Rate Period

Budget

FY 2025/26 FY 2026/27 FY 2027/28 FY 2028/29 FY 2029/30 FY 2030/31

Operating Reserve

Ending Balance (401,457)$         (384,080)$         (283,963)$         (147,025)$         26,713$             228,000$           

Recommended Minimum Target 184,000            194,000            204,000            216,000            228,000            241,000            

Capital Reserve

Ending Balance -$                        -$                        -$                        -$                        -$                        17,099$             

Recommended Minimum Target 75,100               127,700            180,800            234,600            289,000            344,300            

Total Ending Balance (401,457)$         (384,080)$         (283,963)$         (147,025)$         26,713$             245,099$           

Total Recommended Minimum Target 259,100$          321,700$          384,800$          450,600$          517,000$          585,300$          

Beginning Reserve Fund Balances and                         

Recommended Reserve Targets

5-Year Projected Rate Period
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meters, and customer class. Ultimately, a COSA is intended to result in rates that are proportional to the 

cost of providing service to each customer class. 

FUNCTIONALIZATION AND CLASSIFICATION OF COSTS 

Most costs are not typically allocated just to fixed or variable categories but rather allocated to multiple 

functions of water service. The functionalization and classification process provides the basis for allocating 

costs to various customer classes based on the cost causation (classification) components described below: 

• Commodity-related costs are costs associated with the change in the volume of water 

produced and delivered. These commonly include the costs of water quality testing, energy 

related to pumping for transmission and distribution, and source of supply. 

• Capacity-related costs are costs associated with sizing facilities to meet the maximum demand.  

This includes both operating costs and capital infrastructure costs incurred to accommodate 

peak system capacity events.  

• Customer-related costs are costs associated with having a customer connected to the water 

system, such as meter reading, postage, billing, and other administrative duties. 

The City’s budgeted costs were reviewed and allocated to these cost causation components which are used 

as the basis for establishing new water rates and translated into fixed and variable charges. Tables in the 

Technical Appendices show how the City’s expenses were classified and allocated to these cost causation 

components. In the analysis, these cost causation components are also considered to be either fixed or 

variable. 

FIXED AND VARIABLE COSTS 

Ideally, utilities should recover all of their fixed costs from fixed charges and all of their variable costs from 

volumetric charges. When this is the case, fluctuations in water sales revenues would be directly offset by 

reductions or increases in variable expenses, which provides greater revenue stability for the utility. 

However, other factors are often considered when designing water rates, such as community values, water 

conservation goals, ease of understanding, and ease of administration.6 

NBS functionalized the City’s costs into categories that represent fixed and variable costs. This analysis 

resulted in a cost distribution that is approximately 44% fixed and 56% variable (i.e., volumetric), which is 

consistent with the City’s current rate collection proportions. The proposed rates are based on these 44% 

fixed and 56% variable allocations.  

Figure 4 summarizes how costs are allocated to each cost component and used to establish new water 

rates. Figure 5 shows the resulting cost allocation to each cost classification component. 

  

 
6 Principles of Water Rates, Fees, and Charges, Manual of Water Supply Practices, Manual M1, AWWA, 7th Edition, 2017, pp. 6 and 

96. 
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Figure 4. Allocation Percentages of Revenue Requirements 

 

Figure 5. Allocated Net Revenue Requirements 

 

2.4 Characteristics of Water Customers by Customer Class 

Customer classes are determined by combining customers with similar demand characteristics and types of 

use into categories that reflect the cost differentials to serve each type of customer. The hydraulic capacity 

and the number of meters by size are used to allocate costs to customer classes and determine the 

appropriate rate structures for each. 

2.5 Rate Design Analysis 

Evaluating the water rate structure includes reviewing rate-design objectives and policies, including 

continuity of rate design, revenue stability, equity among customers, and water conservation. NBS 

discussed the 44%/56% rate designs with City staff and City Council over the course of this study. 

Ultimately, City staff and Council selected the 44%/56% rate alternative, as it is closest to the actual cost of 

service based on NBS’ analysis. Also, a uniform tier for all customers was selected to continue. The following 

section describes how the proposed water rates were determined. 

DEVELOPMENT OF PROPOSED RATES 

Fixed Service Charges 

The fixed meter charge recognizes that the water utility incurs fixed costs regardless of whether customers 

use water. Two components comprise the fixed meter charge: (1) the capacity component, and (2) the 

customer component. The capacity component recovers costs associated with sizing the water system to 

ensure there is sufficient capacity in the system to meet peak demand. A user class with higher-hydraulic 

capacity is allocated a proportionately higher share of the capacity-related costs compared to customer 

classes with lower hydraulic capacity. The customer component includes those costs related to reading and 

maintaining meters, customer billing and collection, and other customer service-related costs.  

Commodity-Related Costs 482,664$              56.0%

Capacity-Related Costs 370,617                43.0%

Customer-Related Costs 8,619                     1.0%

Net Revenue Requirement 861,900$              100.0%

Classification Components
Cost-of-Service Net Revenue 

Requirements (FY 2026/27)

VARIABLE

All Customers 482,664$              370,617$              8,619$                   861,900$              100.0%

Total Net Revenue Requirement 482,664$              370,617$              8,619$                   861,900$              100%

Customer-Related 

Costs

Customer Classes
FIXED

Commodity-

Related Costs

Capacity-Related 

Costs

% of COS Net 

Revenue Req'ts

Classification Components

Cost of Service 

Net Rev. Req'ts
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Fixed charges also vary based on meter sizes because larger meters have higher capacity requirements and 

reflect their potential to use more of the system’s capacity.7 The potential capacity demands is proportional 

to the maximum hydraulic flow through each meter size based on the hydraulic capacity ratios established 

by AWWA.8 The AWWA capacity ratios used for this report are shown in Figure 6. 

Figure 6. Hydraulic Capacity Factors 

  
 

The actual number of meters by size is multiplied by the corresponding capacity ratios to calculate 

“equivalent” meters. The number of equivalent meters is used as a proxy for the potential demand that 

each customer can place on the water system. Figure 7 summarizes the number of meters, the hydraulic 

capacity factors, and the number of equivalent meters (i.e., the number of meters multiplied by the 

hydraulic capacity factor) by customer class and meter size. 

Figure 7. Equivalent Meters 

 
 

Using the costs allocated to each customer class from Figure 5, Figure 8 shows the calculation of the fixed 

monthly service charges for all customer classes based on meter size. As previously mentioned, the 

customer service charge is calculated by dividing the customer service-related costs by the total number of 

meters, whereas the fixed capacity charge is calculated by dividing the capacity-related costs by the total 

number of equivalent meters for each meter size. 

  

 
7 System capacity is the system’s ability to supply water to all delivery points at the time when demanded.  
8 Principles of Water Rates, Fees and Charges, Manual of Water Supply Practices, Manual M1, AWWA, 7th Edition, 2017, p. 386. 

Water Meters – Selection, Installation, Testing and Maintenance, Manual M6, AWWA, 5th Edition, 2012, pp. 63-65.  

3/4 inch 30 1.00

1 inch 50 1.67

1 1/2 inch 100 3.33

2 inch 160 5.33

3 inch 320 10.67

4 inch 500 16.67

6 inch 1,000 33.33

8 inch 1,600 53.33

1.  Per AWWA, M1 Manual , Table B-1.

Compound Class I Meters

Standard Meters

Equivalency 

 to 3/4 inch

Meter Capacity 

(GPM)1

Displacement Meters

Meter Size

3/4" meter 1" meter 1.5" meter 2" meter 3" meter 4" meter 6" meter

All Customers 459 96 6 9 0 1 1 572

Total Meters/Accounts 459 96 6 9 0 1 1 572

Hydraulic Capacity Factor 2 1.00 1.67 3.33 5.33 10.67 16.67 33.33

Total Equivalent Meters 459 160 20 48 0 17 33 737

1.  Meter by Class  and Size are based on June 2023 customer bi l l ing data.

Total 
FY 2026/27

Number of Meters by Class and Size1
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Figure 8. Calculation of Fixed Service Charges 

 
 

Volumetric Rates 

Currently, the City uses uniform, or single tier, volumetric rate. Given the single source of water supply, a 

uniform volumetric rate is more appropriate from a Prop 218 perspective.  

Figure 9 shows the calculation of the uniform tier rate per unit of water for all customers, including the 

basic commodity rate (without pumping costs) and rates for each zone (including pumping costs). 

Figure 9. Uniform Tier Rates for FY 2026/27   

 

2.6 Proposed Water Rates 

The City’s previous rate study appears to have been completed in 2008. Since then, the underlying cost 

factors (e.g., consumption by class, number of meters, peaking factors) have changed. The cost-of-service 

analysis by nature “re-balances” how costs are allocated between customer classes and, as a result, there 

are uneven adjustments in the first year of the 5-year rate adoption period. In contrast, in the subsequent 

four years of the rate planning period, proposed charges are simply adjusted by the proposed adjustment in 

total rate revenue needed to meet projected revenue requirements.   

Figure 10 provides a comparison of the current and proposed water rates for FY 2026/27 through 2030/31 

for each customer class and meter size. Projected rates for each fiscal year9 reflect adjustments based on 

the cost-of-service analysis, the 44% fixed/56% variable rate design structure, and the recommended 

percent increases in rate revenue planned for each year. More detailed tables on the development of the 

proposed water rates are documented in Appendix A.  

 

 
9 All rate adjustments are scheduled to be effective on July 1, 2026. 

3/4" meter 1" meter 1.5" meter 2" meter 3" meter 4" meter 6" meter

All Customers 459 96 6 9 0 1 1 572

Total Meters/Accounts 459 96 6 9 0 1 1 572

Hydraulic Capacity Factor 2 1.00 1.67 3.33 5.33 10.67 16.67 33.33

Total Equivalent Meters 459 160 20 48 0 17 33 737

Monthly Fixed Service Charges

    Customer Costs ($/Acct/month)3 $1.26 $1.26 $1.26 $1.26 $1.26 $1.26 $1.26

    Capacity Costs ($/Acct/month)4 $41.91 $69.84 $139.69 $223.50 $447.00 $698.44 $1,396.73

Total Monthly Meter Charge $43.16 $71.10 $140.94 $224.76 $448.26 $699.69 $1,397.99

Annual Fixed Costs Allocated to Monthly Meter Charges

Customer Costs  $                  8,619 

Capacity Costs                  370,617 

Total Fixed Meter Costs 379,236$              

Annual Revenue from Monthly Meter Charges

Customer Charges 6,916$                   1,447$                   90$                        136$                      -$                            15$                        15$                       8,619$          

Capacity Charges 230,820$              80,460$                10,057$                24,138$                -$                            8,381$                   16,761$               370,617$     

Total Revenue from Monthly Meter Charges 237,736$              81,907$                10,148$                24,274$                -$                            8,396$                   16,776$               379,236$     

1.  Meter by Class  and Size are based on June 2023 customer bi l l ing data.

2.  Source: Principles of Water Rates, Fees, and Charges , Manual  M1, AWWA, Table B-1.

3.  Customer costs  are a l located to each customer by dividing the total  customer costs  by the total  number of customers .

4.  Capacity costs  are a l located by meter s ize and the hydraul ic capacity of the meter.

Total 
FY 2026/27

Number of Meters by Class and Size1

Customer Classes
Number of 

Meters1

Water              

Consumption 

(HCF/yr)

Total Target Rev. 

Req't from Vol. 

Charges

% of Total Rate 

Revenue

Uniform 

Commodity 

Rates ($/HCF)

Proposed Rate 

Structure

All Customers 572 73,606 482,664$             56.0% $6.56 Uniform

Total Water 572 73,606 482,664$ 56.0%
1.  Consumption data is  based on the City of Plymouth's  bi l l ing data.  
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Figure 10. Current and Proposed Water Rates  

 

2.7 Comparison of Current and Proposed Water Bills 

Figure 11 compares a range of monthly water bills under the current and proposed water rates for 

residential customers. These monthly bills are based on typical meter sizes and highlight various 

consumption levels for customers.  

These bill comparisons assume that financial plan projections remain accurate. However, some costs that 

are outside of the City’s control could change, such as the cost of water purchased from Amador Water 

Agency. There is a “pass-through” provision that allows the City to make adjustments to water rates if these 

types of costs exceed those in the City’s projections. 

Figure 11. Monthly Water Bill Comparison for Residential Customers  

 

FY 2026/27 FY 2027/28 FY 2028/29 FY 2029/30 FY 2030/31

Monthly Fixed Service Charge

3/4 inch $33.23 $43.16 $48.34 $51.24 $54.32 $57.58

1 inch $54.60 $71.10 $79.63 $84.41 $89.47 $94.84

1 1/2 inch $107.56 $140.94 $157.86 $167.33 $177.37 $188.01

2 inch $171.35 $224.76 $251.73 $266.83 $282.84 $299.81

3 inch $320.32 $448.26 $502.05 $532.17 $564.10 $597.94

4 inch $533.08 $699.69 $783.66 $830.68 $880.52 $933.35

6 inch $1,064.50 $1,397.99 $1,565.75 $1,659.69 $1,759.28 $1,864.83

Commodity Rate ($/CCF) 1

Commodity Rate $4.61 $6.56 $7.34 $7.78 $8.25 $8.75

1.  CCF = Hundred Cubic Feet or 748 gallons.

Water Rate Schedule
Proposed RatesCurrent 

Rates
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3. Sewer Rate Study 

3.1 Key Sewer Rate Study Issues 

The City’s sewer rate analysis was undertaken with a few specific objectives, including: 

• Ensuring equity among customer classes by collecting rate revenue through the cost-of-service 

process based on both fixed monthly charges and volumetric rates. 

• Maintain adequate reserve levels to ensure continuity in operations. 

• Comply with Prop 218 requirements to ensure costs are properly allocated between user 

classifications. 

3.2 Financial Plan 

It is important for the sewer utility to ensure rates provide sufficient funding to cover operating and 

maintenance costs, planned capital expenditures, and maintain reasonable reserves. The sewer utility’s rate 

increases are governed by these needs, and the current state of the City’s sewer utility is as follows: 

Meeting Net Revenue Requirements: For FY 2026/27 through FY 2030/310, the projected net revenue 

requirements (that is, total operating expenses plus rate-funded capital costs less non-rate revenues) for 

the City averages approximately $680,000 to $852,000 annually. If no rate increases are implemented, the 

City is projected to run an annual deficit of approximately $47,000 beginning in FY 2026/27 but increasing 

to $168,000 by FY 2030/31, and the utility would struggle to meet its operating costs and debt service 

payments.  

Maintaining Reserve Funds: Reserve funds provide a basis for a utility to cope with fiscal emergencies such 

as revenue shortfalls, asset failure, and natural disasters, among other events. Reserve policies provide 

guidelines for sound financial management, with an overall long-range perspective to maintain financial 

solvency and mitigate financial risks associated with revenue instability, volatile capital costs, and 

emergencies. The reserve funds for the sewer utility are considered unrestricted reserves and consist of the 

following: 

• Operating Reserve: The target ending fund balance for the operating reserve is equal to three 

months of operating expenses, or approximately $180,000 in FY 2026/27. An operating reserve 

is intended to promote financial viability in the event of any short-term fluctuation in revenues 

and/or expenditures. Fluctuations in revenue can be caused by weather patterns, the natural 

inflow and outflow of cash during billing cycles, natural variability in demand-based revenue 

streams (such as volumetric charges), and – particularly in periods of economic distress – 

changes or trends in age of receivables. 

• Capital Rehabilitation & Replacement Reserve equal to 3% of the net assets, which puts the 

target reserve at approximately $194,000 in FY 2026/27. This reserve is intended to be a cash 

resource set aside to address long-term capital system replacement and rehabilitation needs. 

NBS considers a 3% of the net assets capital reserve target to be in line with what most utilities 

aim for. Many utilities aim for 3% to 6% of net assets. 



 

 
Water and Wastewater Rate Study – City of Plymouth 

Prepared by NBS – April 2026  14 

Maintaining Adequate Bond Coverage: The sewer utility currently has two outstanding Sewer Revenue 

Bonds with the USDA. The debt does not require a minimum debt service coverage ratio, however it is 

essential to maintain sufficient rate revenue to meet the annual debt service payments. 

The recommended rate revenue increase is 5% annually throughout the five-year rate adoption period. 

Figure 12 summarizes the sources and uses of funds, net revenue requirements, and the recommended 

annual increases in sewer rate revenue proposed for the next five years. Figure 13 summarizes the 

projected reserve fund balances and reserve targets for the sewer utility’s unrestricted funds. 

Figure 12. Summary of Sewer Revenue Requirements 

 
Figure 13. Summary of Sewer Reserve Funds 

 
 

A more detailed version of the utility’s proposed five-year financial plan is included in Appendix B. The 

appendix tables include revenue requirements, reserve funds, revenue sources, proposed rate increases, 

and the City’s capital improvement program.  

3.3 Cost-of-Service Analysis 

Once the net revenue requirements are determined, the cost-of-service analysis (COSA) proportionately 

distributes the revenue requirements to each of the customer classes. The COSA consists of the 

classification of expenses and then the allocation of those expenses to customer classes based on allocation 

factors, such as water consumption and number of equivalent dwelling units (EDUs), or accounts. 

Ultimately, a COSA is intended to result in rates that are proportional to the cost of providing service to 

each customer class. 

Budget

FY 2025/26 FY 2026/27 FY 2027/28 FY 2028/29 FY 2029/30 FY 2030/31

Sources of Sewer Funds

Sewer Service Fees 620,000$             632,400$             645,048$             657,949$             671,108$             684,530$             

Low Income Credit (2,880)                   (2,938)                   (2,996)                   (3,056)                   (3,117)                   (3,180)                   

Sewer Misc Fees 67,400                  68,748                  70,123                  71,525                  72,956                  74,415                  

Total Sources of Funds: 684,520$             698,210$             712,175$             726,418$             740,946$             755,765$             

Uses of Sewer Funds

Operating Expenses: 682,892$             719,873$             761,275$             808,114$             861,691$             923,684$             

Other Expenditures: -$                           -$                           -$                           -$                           -$                           -$                           

Existing Debt Service 23,700$                25,700$                24,550$                8,400$                  -$                           -$                           

Total Use of Funds: 706,592$             745,573$             785,825$             816,514$             861,691$             923,684$             

Surplus (Deficiency) before Rate Increase (22,072)$              (47,363)$              (73,651)$              (90,096)$              (120,745)$            (167,918)$            

Additional Revenue from Rate Increases 1 -                             31,620                  66,117                  103,709                144,628                189,123                

Surplus (Deficiency) after Rate Increase (22,072)$              (15,743)$              (7,533)$                 13,614$                23,883$                21,205$                

Projected Annual Rate Revenue Increase 0.00% 5.00% 5.00% 5.00% 5.00% 5.00%

Cumulative Rate Increases 0.00% 5.00% 10.25% 15.76% 21.55% 27.63%

Net Revenue Requirement2 642,072$             679,763$             718,699$             748,044$             791,853$             852,449$             

1.  Assumes  new rates  are implemented July 1, 2026.

2.  This  i s  the annual  amount needed from sewer rates . [Net Revenue Requirement = Total  Use of Funds  - (Non-Rate Revenues  + Interest Earnings)]. 

Summary of Sources and Uses of Funds and Net 

Revenue Requirements 

5-Year Projected Rate Period

Budget

FY 2025/26 FY 2026/27 FY 2027/28 FY 2028/29 FY 2029/30 FY 2030/31

Operating Reserve

Ending Balance 192,756$             173,485$             168,188$             183,969$             204,371$             217,634$             

Recommended Minimum Target 171,000               180,000               190,000               202,000               215,000               231,000               

Capital Reserve 

Ending Balance 517,331$             486,976$             449,186$             409,918$             374,967$             343,144$             

Recommended Minimum Target 199,100               194,200               189,500               185,000               180,600               176,500               

Total Ending Balance 710,087$             660,461$             617,373$             593,887$             579,338$             560,778$             

Recommended Minimum Target 370,100$             374,200$             379,500$             387,000$             395,600$             407,500$             

Beginning Reserve Fund Balances and 

Recommended Reserve Targets

5-Year Projected Rate Period
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CUSTOMER CLASSES AND ALLOCATION FACTORS 

Customer classes are determined by combining customers with similar demand characteristics and types of 

use into categories that reflect the cost differentials to serve each type of customer. The January 2024 

water consumption data was the basis for estimating the amount of flow that each customer class sends to 

the treatment plant.   

Figure 14 shows the development of the flow/volume allocation factors by customer class calculated by 

taking the January 2024 water consumption lowest consecutive 3-month water usage for 2023 for 

residential customers, annualizing that usage, and using the annual consumption for non-residential 

customer classes.  

Figure 14. Development of the Flow Allocation Factor 

 
 

Volumetric charges for non-residential customer classes were based on the annual consumption and their 

estimated effluent. Figure 15 summarizes the development of the strength allocation factors by customer 

class. These strength-related percentages were used to allocate strength-related costs. (Note: Residential 

customer strengths, and their estimated pounds of BOD and TSS, are used to allocate capacity-related costs 

to multi-family and commercial customers.) 

Figure 15. Development of the Strength Allocation Factor 

 

Figure 16 summarizes the development of the customer allocation factor. 

 

Customer Class
Number 

of Accounts1

Number of 

Units

Estimated 

Annual Winter 

Volume 

(Gallons)2

Percentage 

of Volume

Residential 476                         524                    20,880,065       81.7%

Non-Residential

Low Strength 40                      N/A 1,294,025         5.1%

Medium Strength N/A 0.0%

High Strength 9                        N/A 1,181,331         4.6%

RV Park 1                        156                    2,135,250         8.4%

Septage 1                        72,000               0.3%

Total: 527                   25,562,671       100.0%

1.  Number of accounts  provided by Ci ty Staff. 

2. January 2024 water consumption.

Avg. Strength 

Factor (mg/l)2

Calculated BOD 

(lbs./yr.)3

Adjusted BOD 

(lbs./yr.)
Percent of Total

Avg. Strength 

Factor (mg/l)2

Calculated TSS 

(lbs./yr.)3

Adjusted TSS 

(lbs./yr.)
Percent of Total

Residential 20,880,065            175 30,474               30,474               61.5% 175 30,474               30,474               62.9%

Non-Residential

Low Strength 1,294,025              200 2,158                 2,158                 4.4% 200 2,158                 2,158                 4.5%

Medium Strength -                          450 -                     -                     0.0% 450 -                     -                     0.0%

High Strength 1,181,331              600 5,911                 5,911                 11.9% 600 5,911                 5,911                 12.2%

RV Park 2,135,250              434 7,729                 7,729                 15.6% 150 2,671                 2,671                 5.5%

Septage 72,000                    5,400 3,243                 3,243                 6.5% 12,000 7,206                 7,206                 14.9%

Total: 25,562,671            49,516               49,516               100.0% 48,421               48,421               100.0%

1.  Estimated sewer flow based on average winter consumption.

2.  Source: CA State Water Resources  Control  Board, Revenue Program Guidelines (Appendix G) , G-21 .

Customer Class

Estimated Annual 

Winter Volume 

(Gallons)1

Biochemical Oxygen Demand (BOD) Total Suspended Solids (TSS)
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Figure 16. Development of the Customer Allocation Factor 

  

CLASSIFICATION AND ALLOCATION OF COSTS 

As previously noted, costs are classified into the following three categories: (1) flow-related costs, (2) 

strength-related costs (BOD and TSS), and (3) customer-related costs. Costs are typically allocated to more 

than one of these . 

The City’s budgeted costs were allocated to these three categories which serve as the basis for calculating 

the proposed charges. Tables in Appendix B. Sewer Rate Study Tables and Figuresshow how the City’s 

expenses were classified and allocated to these cost-causation components.  

Figure 17 summarizes the allocation of the net revenue requirements to each cost causation component for 

the proposed rates. 

Figure 17. Allocation of Revenue Requirements by Customer Class 

 

3.4 Rate Design Analysis 

During this rate study, NBS discussed with City staff various rate alternatives. Ultimately, the rate 

alternative selected by City staff is one similar to the existing rate design, which is to use a fixed only rate 

with no volumetric charge. The reasons for selecting this alternative are (1) it maintains the existing rate 

design developed during the last study which utilize sewer strengths for various customers types based on 

Sewer Customer Classes
Number of 

Accounts
Percent of Total

Residential                           476 90.3%

Non-Residential

Low Strength                             40 7.6%

Medium Strength                               -   0.0%

High Strength                                9 1.7%

RV Park                                1 0.2%

Septage                                1 0.2%

Total: 527                         100.0%

BOD TSS

Net Revenue Requirements 1 393,482$ 130,225$ 130,225$ 25,831$ 679,763$ 

58.0% 19.1% 19.1% 3.8% 100.0%

ALL CUSTOMERS

Residential 321,403$ 80,147$ 81,959$ 23,331$ 506,840$ 74.6%

Non-Residential

Low Strength 19,919 5,677 5,805 1,961 33,361 4.9%

Medium Strength - - - - - 0.0%

High Strength 18,184 15,547 15,898 441 50,070 7.4%

RV Park 32,868 20,326 7,184 49 60,427 8.9%

Septage 1,108 8,528 19,379 49 29,065 4.3%

Total: 393,482$ 130,225$ 130,225$ 25,831$ 679,763$ 100%

Volume
Treatment Customer 

Related

 Cost-of-Service 

Net Revenue 

Req'ts. 

 % of COS Net 

Revenue Req'ts. 

1.  The revenue requirement for each customer class  i s  determined by multiplying the revenue requirement from each cost class i fication by 

the a l location factors  for each customer class .

Customer Class

Cost Classification Components
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values in the State water Resources Control Board guidelines,10 (2) it provides continuity for sewer 

customers, (3) it recognizes that the sewer utility incurs fixed costs regardless of whether customers send 

any sewer into the City’s collection system, and (4) it is easy to understand from a customer’s perspective 

and easy to administrate from City staff’s perspective. 

FIXED CHARGES 

The monthly fixed charge is calculated by taking 100% of total revenue requirements and dividing by the 

number of equivalent dwelling units (EDUs). EDUs are based on dwelling units for residential accounts. 

EDUs are based on the relative volume and strength of effluent for other customer classes.  

The fixed charge calculations are summarized in Figure 18. The estimated sewer flow is based on average 

winter consumption for residential customers, while it is based on annual consumption for non-residential 

customers. 

Figure 18. Development of Fixed Charges 

 

3.5 Proposed Sewer Rates 

The proposed sewer rates are similar to existing rates in terms of the rate design and rate methodology. 

Figure 19 compares the current and proposed rates for FY 2026/27 through FY 2030/31 by customer class. 

More detailed tables on the development of the proposed rates are documented in Appendix B.    

Figure 19. Current vs. Proposed Sewer Rates 

 

3.6 Comparison of Current and Proposed Sewer Bills 

The following figure presents a comparison of the current and proposed monthly rate per equivalent 

dwelling unit for residential customers. 

 

 

 

 

 
10 Residential strength factors used here are the 175 mg/l shown in Table 22. 

Monthly Fixed 

Charge
Vol. Rate $/HCF

ALL CUSTOMERS

All Customers - per EDU 527               717.9              25,562,671          679,763$          $78.90 N/A

Customer Class
Number of 

Accounts

Fixed & Volumetric Charges
No. of EDUs

Adjusted Annual 

Volume Total 

(Gallons)

Total Revenue 

Requirement

FY 2026/27 FY 2027/28 FY 2028/29 FY 2029/30 FY 2030/31

Fixed Service Charges (Per EDU)

ALL CUSTOMERS

All Customers - per EDU $80.66 $78.90 $82.85 $86.99 $91.34 $95.91

Sewer Rate Schedule

Current 

Rates 

($/EDU)

Proposed Monthly Sewer Rates
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Figure 20. Residential Sewer Bill Comparison 
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4.  Recommendations and Next Steps 

4.1 Consultant Recommendations 

NBS recommends the City take the following actions: 

• Approve and Accept this Study: NBS recommends the City Council formally approve and adopt 

this Study and its recommendations and proceed with the next steps outlined below to 

implement the proposed rates. This will provide documentation of the rate study analyses and 

the basis for analyzing potential changes to future rates. 

• Implement Recommended Levels of Rate Increases and Proposed Rates: Based on successfully 

meeting the Prop 218 procedural requirements, the City should proceed with implementing the 

5-year schedule of proposed rates and rate increases previously shown in Figure 10 and Figure 

19. This will help ensure the continued financial health of City’s utilities. 

4.2 Next steps 

Annually Review Rates and Revenue – Any time an agency adopts new utility rates or rate structures, those 

new rates should be closely monitored over the next several years to ensure the revenue generated is 

sufficient to meet the annual revenue requirements. Changing economic and water consumption patterns 

underscore the need for this review, as well as potential and unseen changing revenue requirements — 

particularly those related to environmental regulations that can significantly affect capital improvements 

and repair and replacement costs. 

Note: The attached Technical Appendices provide more detailed information on the analysis of the financial 

plan, revenue requirements, cost-of-service, and the rate design analyses that have been summarized in this 

report. 

4.3 NBS’ Principal Assumptions and Considerations 

In preparing this report and the opinions and recommendations included herein, NBS has relied on several 

principal assumptions and considerations regarding financial matters, conditions, and events that may occur 

in the future. This information and these assumptions, including the City’s budgets, capital improvement 

costs, customer accounts and consumption, and information from City staff were provided by sources we 

believe to be reliable, although NBS has not independently verified this data. 

While we believe NBS’ use of such information and assumptions is reasonable for the purpose of this report 

and its recommendations, some assumptions will invariably not materialize as stated herein and may vary 

significantly due to unanticipated events and circumstances. Therefore, the actual results can be expected 

to vary from those projected to the extent that actual future conditions differ from those assumed by us or 

provided to us by others. 
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Technical Appendices 

These Appendices contain: 

• Appendix A: Water Rate Study Tables and Figures 

• Appendix B: Sewer Rate Study Tables and Figures   
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CITY COUNCIL AGENDA ITEM NO. 7.2 
4/9/2026 

SUBJECT:  Review and Approval of Updated Personnel Manual 

DEPARTMENT: City Manager’s Office 

STAFF:  Interim City Manager Cameron Begbie 

TITLE 

UPDATE PERSONNEL MANUAL – DIRECTION FOR FUTURE COUNCIL CONSIDERATION 

BACKGROUND 

The City’s Personnel Manual serves 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 Manual 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 

Staff recommend the City Council review the revisions to the Personnel Manual for 
consideration and approval. 
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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, 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. 

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. Any 
misrepresentations, falsifications, or material omissions in any of this information 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 

As part of the recruitment/selection process, the City’s practice is to check the employment 
references of candidates who apply for position(s).  

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 the 
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. 
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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, (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 
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. 
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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 Reasonable 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 disabilities and 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 require an accommodation to perform the essential functions of your job and/or for your 
religious beliefs or observances, notify Human Resources. Once 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. 

2.04 Personal Relationships in the Workplace 

Nepotism and Hiring Decisions 

The City of Plymouth prohibits the hiring, promotion, or transfer of individuals into positions 
where there is a direct supervisory relationship between those in a personal or romantic 
relationship, or where such a relationship may create actual or perceived favoritism or conflicts of 
interest.  The City Manager reserves the right to refuse employment or take other appropriate 
action when an applicant’s personal or romantic relationship with an existing employee poses a 
potential conflict of interest or undermines the integrity of the City’s operations. 

The City Manager, or designee, shall review all employment applications for potential conflicts 
arising from personal or romantic relationships and has the authority to make decisions in the best 
interest of the City.  Existing employees who have a personal or romantic relationship with an 
applicant for City employment are prohibited from participating in the selection process (whether 
in interviews or otherwise).  The City Manager will take appropriate steps to ensure impartiality 
in selection, which can include the participation of outside individuals (i.e., non-City employees) 
in a panel interview.  This applies to initial employment with the City as well as to internal 
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promotions or transfers for existing employees.  Individuals who have a personal or romantic 
relationship with an applicant are also prohibited from involvement in providing performance 
evaluations or other input impacting raises or other compensation.  Employees are responsible for 
disclosing whether they have a personal or romantic relationship with any applicant.   

Fraternization and Romantic Relationships 

Romantic or intimate relationships between employees in a direct supervisory relationship, or 
between employees where the relationship may create an actual or perceived conflict of interest, 
are strictly prohibited.  For example, even absent a direct supervisory relationship, employees may 
be prohibited from working in the same department or in positions that require close association.   

Employees who enter into a romantic relationship with another employee must immediately 
disclose the relationship to their Department Head and to the City Manager.  Both parties have a 
separate obligation to disclose the existence of the relationship.  Failure to disclose such a 
relationship may result in disciplinary action, up to and including termination. 

If a romantic relationship develops between two employees who work in the same department or 
in positions that create a conflict of interest or the appearance favoritism, the City Manager may 
take appropriate actions, including reassignments, transfers, or other necessary measures to 
mitigate any conflicts. 

When evaluating whether a relationship has an adverse (or potentially adverse) impact on the 
workplace, relevant factors include (but are not limited to):  (1) work production of the unit or 
department; (2) the safety, security, and morale of employees in the unit; and (3) fair and impartial 
supervision and evaluation of employees.   

2.05 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. 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 must be approved by the 
City Council. 

2.06 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. 
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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 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. 
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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.  
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.   

2.07 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, gender identity, gender 
expression, sex, age, sexual orientation, family care or medical leave status, or any other 
characteristic (or combination thereof) protected by law. 
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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). 

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. 

2.07.0 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: 

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

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

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

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

2.07.1 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. 

2.07.2 Procedures regarding all complaints of potential harassment including retaliation 

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 the 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 the employee’s supervisor, the 
City Manager or any City supervisor with whom the individual feels comfortable 
speaking. 

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. 

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 



 
 

9 

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 
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. 

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.   

Discipline 

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

2.07.3 Harassment Involving the Public 

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 the employee is being subjected to harassment by a member of the public, 
the employee should report such harassment to the 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. 

2.07.4 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  (“CRD”) provides 
additional information regarding the legal remedies and complaint process available through the 
government agencies. If a worker thinks the employee has been harassed, discriminated against, 
or that the employee has been retaliated against for complaining, that person may file a complaint 
or obtain additional information from CRD 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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2.08 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 the employee’s City work; 

• Involves time demands which reduce the employee’s efficiency in the 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. 

2.09 Outside Work 

The City discourages outside work; 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 work may have on their ability 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 work if he/she wishes to remain with the City. 

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

A full-time or part-time employee may engage in outside work, 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 
form must be approved and on file with Human Resources for each employee 
engaging in outside work. 
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• The outside work is compatible with the employee’s City employment or City 
activities, and the outside work does not constitute a conflict of interest. 

2.10 Use of City Technology 

All City computers, e-mail, voicemail, Internet access, 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 Technology 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. 

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. 
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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 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, emergency 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 handle any inquiries or requests for verification in accordance with the 
City’s policies.  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, and any administrative action related to the employee’s employment. This 
file is maintained under the supervision of Human Resources. It is confidential and only those with 
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the responsibility and the need to know will have access to it. Employees who wish to see their 
personnel file 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 provide an objective gauge of an employee’s on-the-job effectiveness. 
The evaluation process should provide constructive input, communicate expected standards of 
performance, and identify  areas where improvements are needed. 

All full-time employees are reviewed at the completion of six months of employment and annually 
thereafter.  Evaluations may be conducted more frequently at the discretion of the employee’s 
supervisor. 

Merit salary increases may be awarded by the City, based upon a satisfactory performance 
evaluation, until the top of the salary range is reached. 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. 

Employees are encouraged to provide their input regarding their work performance. Written 
performance evaluations and any written response to the evaluation by the employee will be 
included in the employee’s personnel file. 

Additional performance evaluations may be conducted after a change in job duties or description, 
as a result of poor performance, or as the need arises.  

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. 

3.04 Classification and Categories of Employment 

3.04.0 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 meet the 
requirements of a professional, administrative, or an executive employee, and are 
therefore exempt from the overtime provisions of the Fair Labor Standards Act.  

• 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. 
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3.04.1 Employment Classifications:  

To determine eligibility for various benefits, the following classifications and categories of 
employment have been established.  

• Full-Time Employee. Employees who are regularly scheduled to work thirty-five 
(35) or more hours each week.  Full-time employees are generally eligible for City 
benefits, subject to the terms and conditions of each benefit program.   

• Part time Employee. Employees who are regularly scheduled to work less than 35 
hours during a period of one week or less than one thousand, 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 Intermittent Employees. Employees who hold jobs of limited 
duration arising out of special projects, abnormal workloads, or emergencies. An 
employee will not change from temporary/ intermittent status to full-time or part-
time status unless specifically informed, in writing, of such a change by the City 
Manager. Employees 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. Except as otherwise provided in these policies with respect to sick leave, 
rehired employees are treated as new employees for purposes of seniority 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. 

When on occasion a promotion or transfer does not prove to be successful, the City may in its 
discretion return the employee to the 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 
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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 Leaves of Absence 

3.07.0 Family and Medical Leave 

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

3.07.0.1 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.  

3.07.0.2 Eligibility. 

To be eligible for Family and Medical Leave, an employee must have at least 12 months of service 
with the City and must have worked at least 1,250 hours during the 12-month period preceding the 
date the leave is to begin. 

3.07.0.3 Duration. 

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).   

Any 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 birth, 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 
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occasions during the one year period following the birth or placement of the child with the 
employee. 

3.07.0.4 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: 

i. the 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: 

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 

iv. confirmation that the serious health condition warrants the participation of the 
employee. 

Recertification may be required if the employee requests an extension beyond the original 
certification. 
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3.07.0.5 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. 

(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. 

3.07.0.6 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. 
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3.07.0.7 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. 

(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. 

3.07.0.8 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. 

For example, if an employee 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. 

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. 
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3.07.1 Pregnancy Disability Leave 

3.07.1.1 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. 

3.07.1.2 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 
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a reduced work schedule. The employee will receive the same pay and benefits in the alternative 
position. 

3.07.1.3 Benefits during Leave. 

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. 

3.07.1.4 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. 

3.07.2 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.  
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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. 

3.07.3 Bereavement Leave 

In the event of a death in the immediate family of any employee who has worked for the City for 
more than thirty (30) days, the employee will be allowed up to five  (5) normally scheduled 
consecutive working days off. The employee should notify the employee’s supervisor 
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. 

Full-time employees will be paid the employee’s regular wage for each of the scheduled work days 
missed (up to 3) and 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 sick leave 
for 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. 

3.07.4 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. 

3.07.5 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, the 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 the employee’s non-working hours, the City will 
grant up to two hours of paid time off to vote in a statewide election. 
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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. 

3.07.6 Returning From a Leave of Absence/Abandonment of Employment 

When an employee is granted a leave of absence, an employee’s position will 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. 

3.07.7 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.  

3.09 Vacation 

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

Full-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 it 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 and the employee’s supervisor. 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 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 
 
After an employee 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. For 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 the employee utilizes vacation leave so that there is room under the maximum accrual cap. 

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

3.10 Holidays 

All full-time employees 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) 
 

Full-time employees are eligible for holiday benefits. Employees who are not classified as full-
time employees are ineligible for holiday benefits.  

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. 
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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 
more 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 at 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. This benefit is not available to part-time, 
intermittent, or temporary employees. Such employees accrue sick leave in accordance with the 
“Minimum Sick Leave” policy below. 

Eligible employees may use sick leave after completing ninety (90) days of employment.  Sick 
leave can be used for an absence due to the employee’s own illness or injury, the illness or injury 
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 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. 

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. 

3.12 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 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 California law. 
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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. 

Minimum Paid Sick Leave may be used for any purpose 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 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.   

4.02 Work Schedule 

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. Employees should not stay over or come to work early without express prior 
authorization from their supervisor. 
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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. 

Unless otherwise stated, any employee who is absent for two consecutive work days without 
notifying the employee’s supervisor is considered to have voluntarily resigned without notice at 
the close of the second day. 

4.03 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. 
All non-exempt employees have designated time sheets to use for recording their time.  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 
from the supervisor may result in disciplinary action, up to and including termination of 
employment.  

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

4.04 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.   

4.05 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. 

4.06 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. 
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4.07 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 approving necessary salary range and position classifications. 

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 are eligible for 
consideration of a step increase at 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. 

4.08 Stand-by Duty 

Employees in the classifications of Public Works Superintendent, Maintenance Worker I and II, 
Chief Water Treatment Plant Operator, 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. During 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.  

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. 
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Employees shall be paid for stand-by duty as approved by the City Council. 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 the employee is determined to 
be unable to work. The cost of these benefits is paid completely by the City. 

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 Human Resources. 
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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; 

• Possession of weapons at the work place; 

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

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. 

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 employee determines that such action is 
in the best interests of the City. 



 
 

32 

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 City-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. Complaints relating to 
employment classification, performance evaluations and/or disciplinary action do 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 the 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 

Second Step. If the employee feels the grievance has not been settled to the employee’s satisfaction 
within seven (7) calendar days of their presenting the grievance to the 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 the 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. 
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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 review the immediate 
supervisor’s verbal or written decision within ten (10) working days unless the City Manager 
determines that additional time is required under the circumstances. The City Manager shall 
provide a 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 
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 the 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 the employee’s ability; 
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• Report immediately to the 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 the 
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. 

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. 
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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. 

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 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. 
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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 the employee’s driver’s license to Human Resources. An employee for whom 
driving is an essential job function and who loses the employee’s driver’s license, is convicted of, 
or pleaded no contest to, or entered into a diversion program to avoid conviction of 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 
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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 

An employee will be reimbursed for mileage incurred while driving the 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. 

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.   
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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 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.”  Except 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 the 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 the 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 
 





10.1 
CLOSED SESSION
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