
RESOLUTION NO.

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF PASADENA ADOPTING
THE SALARY RESOLUTION TO ESTABLISH SALARY AND BENEFITS FOR NON-
REPRESENTED NON-MANAGEMENT CLASSIFICATIONS

THE CITY COUNCIL OF THE CITY OF PASADENA RESOLVES AS

FOLLOWS:

SECTION 1. That the attached Non-Represented Non-Management Salary

Resolution is adopted, replacing all prior resolutions in their entirety, effective July 14,

2025.

Adopted at the meeting of the City Council on the day of

, 2025 by the following vote:

AYES:

NOES:

ABSENT:

ABSTAIN:

Approved as to form:

Mark Jomsky
City Clerk

/s/ Lesley Cheung
Lesley Cheung
Assistant City Attorney
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Article 1. NON-REPRESENTEDNON-MANAGEMENTCLASSIFICATIONS

A. Non-represented non-management classifications are identified in Exhibit I.

The classifications are categorized as:

a. Technical & Administrative

b. Confidential & Clerical

c. Hourly (at-will)

All compensation, benefits, leaves of absence and other provisions are identified for full-time

employees (2080 hours per year). Employees (other than Hourly) who are less than full time

and are regularly scheduled to work at least 20 hours per week receive a pro-rata amount of

the compensation, benefits, leaves of absence, and other provisions at 75%, 50% (whichever

is closest to the authorized FTE (e.g., .75, .50)).

With the exception of employees in the classification of Instructor who were hired on or

before June 15, 1992 and regularly work 20 hours a week, hourly employees are at-will and
receive pay for all hours worked, are enrolled in Medicare, contribute to PARS (alternative

retirement benefit), and receive no additional benefits other than those required by law. The

leaves of absence, benefit, discipline, grievance, administrative reassignment, and layoff

provisions of this Resolution are not applicable to hourly designated classifications.

Article 2. COMPENSATION

A. Salary

1. The salary ranges for non-represented non-management classifications are identified in
Exhibit I.

2. Effective July 1, 2025, all employees who currently earn less than the July 1, 2025
minimum wage will receive a wage increase to $18.04 per hour.

3. Effective July 14, 2025, the following classifications will receive an additional labor
market and/or internal equity increase to the control rate as follows:

a. Legal Assistant: 3.75%
b. Paralegal: 0.38%

4. Effective July 14, 2025, move the Aquatic Supervisor-B (Full Time), Lifeguard-B (Full
Time) and Senior Lifeguard/lnstructor-B (Full Time) classifications from 10-steps to a
salary range.
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5. Effective July 14, 2025, Non-Represented Non-Management classifications on a salary
range and all Hourly (at-will) classifications will receive a wage increase in the amount
of 3%. Employees in these classifications, except retired annuitants, with rates of pay less
than or equal to the control rate, will receive a base pay increase of 3% effective July
14, 2025. This wage increase will be offset by any increase provided under the July 1,
2025 minimum wage increase.

6. Effective July 14, 2025, all employees on Step 10 will receive a one-time lump sum
payment of 2.5% of base pay.

7. Effective July 14, 2025, consolidate the 10-step salary schedule to 5-steps with a 5%
differential between each step. New step placement for all steps except current Step 10
will provide at least a 6% increase to base pay.

8. Effective July 13, 2026, Non-Represented Non-Management classifications on a salary
range and all Hourly (at-will) classifications will receive a wage increase in the amount
of 3%. Employees in these classifications, except retired annuitants, with rates of pay
less than or equal to the control rate, will receive a base pay increase of 3% effective July
13,2026.

9. Incumbents with current pay rates above the salary schedule will be H-Rated at the
current rate of pay until the salary range exceeds his/her existing base hourly rate of
pay.

B. Probationary Period

1. The probationary period for Technical & Administrative and Confidential & Clerical
classifications is 12 months.

2. hlourly classifications areat-will and serve at the pleasure of the appointing
authority.

C. Movement within the Salary Range

1. Individuals are eligible for movement within the established salary range during the
performance evaluation process. During the performance evaluation process, an
individual demonstrating the ability to consistently meet expectations for the
position which results in accomplishments achieved during the review period are
eligible for salary increases.

2. Salary adjustments should not exceed 5% of base pay at any one time.

3. Performance evaluations should occur with the timelines established by the City's
policy on performance evaluations.
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4. CSW (Maintenance Trainee) employees assigned to or currently working in a
cross-training assignment are eligible for initial placement or movement within
the salary range to any step to account for a change in workload and complexity
of duties at the request of the cross-training department and with the approval
of the MAShl Program Coordinator and Human Resources.

D. Temporary Upgrade Pay (Acting Assignments)

Employees may be assigned on a temporary basis to assume the full duties of a higher-level
position when that position is temporarily vacant due to an extended leave of absence or
scheduled to be filled following the completion of a recruitment process. Acting assignments
will be filled in accordance with the Acting Assignments Policy located in the City's Manual
of Personnel and Administrative Rules.

Employees in acting assignment will receive 5% of base pay as acting pay.

To the extent permitted by law, this is special compensation and shall be reported as such
pursuant to Title 2 CCR Section 571(a)(3) Temporary Upgrade Pay as special compensation.

E. Overtime

1. Classifications identified as non-exempt under the Fair Labor Standards Act (FLSA)
receive overtime for working more than forty hours in the designated workweek. Use of
paid leaves will count as hours worked for the purpose of calculating overtime.

2. Overtime will be paid at time and one-halfbase rate of pay or the regular rate of pay, if
eligible underthe Fair Labor Standards Act.

3. Overtime requires pre-authorization of a supervisor.

4. Overtime cannot be paid for hours where the employee is receiving any other type of
pay.

F. Compensatory Time Off

1. In lieu of receiving payment for overtime, an employee may request in advance to
accrue compensatory time off at the rate of time and a half for each hour worked
subject to a maximum accrual of eighty (80) hours. The department has the sole
discretion to grant the accrual of comp time or to pay the overtime.

2. The time during which an employee may use accrued compensatory time off is subject
to approval by the department director or his/her designee with due regard for the
wishes of the employee and the need to provide service. However, an employee
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wishing to use his/her accrued compensatory time off shall provide the City with
reasonable notice of such request. Reasonable notice is defined as at least two weeks. If
reasonable notice is provided, the employee's request may not be denied unless it
is unduly disruptive to the department to grant the request. A request to use
compensatory time off without reasonable notice may still be granted within the
discretion of the supervisor or manager responsible for considering the request.

3. Upon separation from City service, an employee shall be compensated for all accrued
compensatory time off at the regular rate of pay.

G. Special Assignment Pay

Bilingual Pay

Employees in classifications where bilingual skills will be used as part of job duties and
who pass the City's bilingual proficiency exam may be eligible to receive bilingual pay of
$120 per month.

To the extent permitted by taw, this pay is special compensation and shall be reported
as such pursuant to Title 2 CCR, Section 571 (a)(4) Special Assignment Pay - Bilingual
Premium.

Shift Differential

Employees (except for those assigned to the Police or Fire department) who are
regularly assigned to work the swing shift or graveyard shift are eligible for shift
differential of $1.50 per hour paid on all regularly scheduled swing or graveyard shift
hours.

Swing shift is any shift of six hours or more, regularly scheduled to start between the
hours of 3:00 p.m. and 10:59 p.m.

Graveyard shift is any shift of six hours or more, regularly scheduled to start between
11:00 p.m.3nd4:59 a.m.

To the extent permitted by law, this pay is special compensation and shall be reported
as such pursuant to Title 2 CCR, Section 571 (a)(4) Special Assignment Pay - Shift
Differential.

Articles. HOURS OF WORK/WORK SCHEDULES

A. WorkSchedules

All full-time classifications are assigned to work a 5/8 or the 9/80 alternative work
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schedule. Alternative work schedules other than the 9/80 may be considered based upon
service delivery and/or operational effectiveness and must be approved in writing by the
Department Director and submitted to Human Resources.

All employees working part-time are assigned to a work schedule determined by the
Department director.

The City Manager or a departmentdirector may adjust work schedules at any time to meet
operational needs.

B. Hours of Work

All classifications covered by this salary resolution are designated as non-exempt under
the Fair Labor Standards Act. The hours of work are set by the department director or
his/her designee and may be adjusted or modified at his/her discretion.

C. Rest Periods

1. Employees shall be permitted to take two 15-minute rest periods per day.

2. The first rest period shall occur in the first half of the employee's shift and
the second rest period shall occur duringthe second half of the employee's
shift.

3. Employees may leave the job site for a rest period providing that the total time
away from the job does not exceed 15 minutes.

4. Rest periods must be coordinated with the employee's immediate supervisor.

5. Rest periods may not be accumulated, added to a lunch hour, taken before the
day begins, to leave work early or added to any form of leave.

Article 4. LEAVES OF ABSENCE

A. Vacation

1. Vacation accrual and maximum effective:

Years of

continuous service

Hours accrued

per pay period
Annual

Accrual

Vacation Maximum

Accrual

Hire date to completion of
five years

3.08 80 hours 160 hours
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Six years - completion of
10 years

4.62 120 hours 240 hours

11 years 4.92 128 hours 256 hours

12 years 5.23 136 hours 272 hours

13 years 5.54 144 hours 288 hours

14 years 5.85 152 hours 304 hours

15 years 6.15 160 hours 320 hours

a. Upon reaching the maximum accrual, employees will cease earning
vacation until use of vacation brings the accrual below the maximum.

b. Vacation use is subject to supervisor/department director approval.

B. Vacation Cash Out

1. By the last pay period of the calendar year with a pay date in the same calendar year
(the first year being 2025), employees who used forty hours of accrued leave (e.g.,
vacation, floating holiday or compensatory time off) in the calendar year may make
an irrevocable election to cash out up to forty (40) hours of vacation at their base
hourly rate of pay that will be earned in the following calendar year.

2. The employee will be paid for the vacation hours (up to a maximum of forty (40)
hours) they irrevocably elected to cash out on the last pay date in December of the
calendar year.

3. If an employee makes an irrevocable election to cash out vacation in the following
calendar year and uses vacation in that subsequent year, the vacation used will come
from vacation the employee had earned prior to January 1 of the year the employee
has elected to cash out vacation. This is to ensure that assuming an employee had a
vacation balance prior to January 1, the vacation used will not result in a reduction
in the amount of vacation the employee will be eligible to cash out.

4. Upon separation from employment, any accrued but unused vacation will be paid to
the employee at the base hourly rate of pay with the final paycheck.

C. Sick Leave

1. Sick leave may be granted for personal illness or injury; absences for medical,
dental, and/or vision care appointments.

2. Every employee who is unable to report to work for his/her scheduled shift shall
either call or have someone call his/her supervisor proceeding the time he/she is
scheduled to report to work to explain the absence. If a supervisor doesn't answer
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at the time of the call, a contact phone number shall be left as part of the message
regardingthe absence.

3. The Department Director or his/her designee has the authority to approve sick
leave for department employees.

4. Employees requesting to use sick leave for four consecutive business days or longer
shall submit a signed verification of the need for absence due to illness/injury or the
need to care for an immediate family member. The verification must be provided by
the personal physician, osteopath, chiropractor, or Christian Science practitioner
attending to the employee or immediate family member and presented to the
employees' supervisor before returning to work.

5. Employees who while on vacation become ill/injured and who provide a doctor's
verification of illness/injury prior to returning to work that verifies that leave for
injury or illness in excess of four days was required, may request that the vacation
time be substituted with sick leave. Such requests are subject to approval by the
Department Director.

D. Sick Leave Accrual

1. Employees are eligible to accrue on a per pay period basis, up to eighty (80)
hours of sick leave per year (3.08 hours per pay period) up to a maximum of
1200 hours.

2. Accrued and unused sick leave will not be cashed out upon separation from

employment.

3. Employees who retire from the City may convert up to 1,200 hours of accrued
and unused sick leave to CalPERS service credit, provided that the effective date of
retirement from CalPERS is within 120 days of separation from the City.

4. Each calendar year, employees may use up to one-half of his/her annual accrual
(40 hours) for family sick leave purposes (for family members as identified in
California Labor Code Section 233).

E. Holidays

1. The following eleven days shall be observed as holidays for employees:

a. January 1;
b. The third Monday in January;
c. February 12;
d. the third Monday in February;
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e. the last Monday in May;
f. July 4;
g. The first Monday in September;
h. November 11;

The fourth Thursday in November;
j. The day following the fourth Thursday in November; and
k. December25

2. Holidays have a value equal to the regularly scheduled hours of work on the day

the holiday is observed.

3. If any of the foregoing holidays falls on a Saturday, the holiday will be observed on
the preceding Friday. If the preceding Friday is a regularly scheduled day off as
identified as the 9/80 plan closed Friday, the holiday hours will be added to the
floating holiday bank in the pay period that the holiday occurs. If any of the
foregoing holidays falls on a Sunday, the holiday will be observed on the
following Monday.

4. Employees will receive nine floating holiday hours with the pay period that
includes January 1 of each calendar year. Floating holiday accrual is capped at
fifty-four (54) hours. Should an individual be at the accrual maximum, no
additional floating holiday hours will be granted until such time as the accrual is
below fifty-four (54) hours.

5. Employees who are required to work on a holiday may request to receive the
value of the regularly scheduled hours as floating holiday hours. Requests for
floating holiday hours must be approved by the Department director prior to the
designated holiday.

6. At the time of separation from employment, earned but unused holiday hours
will be paid to the employee with the final paycheck at the employees' base
hourly rate of pay.

7. The City will recognize Cesar Chavez Day (March 31) and Juneteenth (June
19) as City holidays upon agreement with all bargaining groups.
Simultaneously, Lincoln's Birthday (February 12) and Washington's Birthday
will be combined and observed as President's Day (third Monday in
February).

F. Bereavement Leave

Employees absent from leave due to bereavement at the time of death of an immediate
family member (spouse, child, step-child, parent, grandparent, sibling, parent of spouse,
or domestic partner) may receive regular compensation for a maximum of three days.
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Three working days shall be defined as three regular work days under the employee's regular
work schedule. Employees may request an additional two working days off per incident using
their own accrued leave banks (vacation, MTO, sick, and/or floating holiday) or unpaid leave.
Employees may use bereavement leave for up to three (3) months after the death of their
immediate family member.

Under special circumstances, the department director, within his/her discretion may
authorize bereavement leave for the death of an individual not specified as an
employee's immediate family member, as herein defined.

G. Jury Duty

1. If an employee is required to be absent from work to report for jury duty, the
employee will notify his/her supervisor of the absence as soon as possible,
including, a phone message the night before if the employee finds out via a phone
recording that he/she must report the next day.

2. There will be no reduction in pay for an employee who is required to be absent
from work for jury duty. Jury duty includes time in court awaiting assignment or
release. In those cases in which the employee is released by the court with four or
more hours remaining in his/her regular work hours, the employee will report for
duty as soon as possible and work the balance of the work day. By returning to
work, the employee will receive a full day's pay, and shall pay to the City any
amount received from the court for the jury duty, excluding mileage.

3. In those cases in which the employee is not released by the court with four or
more hours remaining in his/her regular work day, the employee need not return to
work. The employee shall receive the full day's pay, and shall pay to the City any
amount received from the court for jury duty, excluding mileage.

4. Employeeswillsubmitproofof jury service to his/her supervisor.

H. Workers' Compensation

1. The City will comply with the workers' compensation laws of the State of California.

2. If eligible, FMLA/CFRA runs concurrently with workers'compensation leave.

3. In addition to the benefits provided under the law, for workers' compensation
claims which have been accepted by the City, the City will supplement workers'
compensation temporary disability payments to provide salary continuance in an
amount equal to 70% of the base pay of the employee (less any required state
and/or federal taxes). Claims that have been denied are not eligible for this benefit.
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Hourly employees are not eligible for this benefit.

4. Supplemental payments will begin from the date of accepted injury and will
continue for a period of time not to exceed six (6) months. Employees who may
return to work with work restrictions and who are offered modified/light duty
which is consistent with the employee's work restrictions, as determined by his/her
treating physician or workers' compensation physician will discontinue receiving
supplemental payments.

5. If an employee returns to work or is able to return to work in a modified/light
duty capacity and has not received the full six (6) months of supplemental payments
and subsequently needs to be off work again for the same workplace injury/illness,
the employee will be eligible for supplemental payments not to exceed a
cumulative total of six (6) months for the same injury/illness.

6. Additional information regarding this benefit is available in the City of Pasadena
Procedures Manual of Personnel and Administrative Rules, Section 9. A - Workers'
Compensation Policy.

I. Military Leave

Military leave will be granted and paid in accordance with the law and with the City's
personnel policy on military leave.

J. Parental Leave

Employees are eligible for benefits pursuant to Pregnancy Disability Leave, California
Family Rights Act (CFRA), and/or the Federal Family Medical leave Act (FMLA), when
applicable, for purposes of parenthood leave (e.g., pregnancy, childbirth, adoption, or
foster care placement). The department director may grant additional unpaid leaves
of absence, with no additional benefits, for an additional period of up to four months
for parenthood leaves (including employees of both genders) when such leave will not
have a detrimental effect in maintaining operational needs.

K. Family Medical Leave

The City provides leave benefits pursuant to the Family Medical Leave Act (FMLA)
and California Family Rights Act (CFRA).

Articles. BENEFITS

A. Life Insurance

The City wilt provide life insurance and accidental death and dismemberment coverage in the
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amount of $100,000 for each employee who regularly works thirty (30) or more hours per
week.

B. Dental Plan

The City will contribute 100% of the employee only PPO premium for dental coverage for
each employee who regularly works thirty (30) or more hours per week. For employees
who cover a dependent, the City will contribute up to an additional $80.00 per month
toward the dental care premium. In no case shall an employee receive more than the
amount of the premium forthe dental plan he/she is enrolled in.

C. Vision Care

The City offers vision care plans for employees who regularly work thirty (30) or more
hours per week. Enrollment in vision care is optional and the premiums are paid entirely
bythe employee.

D. Health Insurance/Employee Option Benefit Fund (EOBF)

The City of Pasadena participates in the CalPERS Medical program (per the Public
Employee Medical and Hospital Care Act - "PEMHCA"). For employees enrolled in a
CalPERS medical plan, the City contributes an Employee Option Benefit Fund (EOBF)
allowance that is used to offset health premium costs and includes the statutory PEMHCA
minimum (per Government Code section 22892).

The 2025 EOBF monthly allowance (including the PEMHCA minimum) for employees
enrolled in a medical plan offered through the City is:

Tier Hired by the City on or Before
December 31, 2014

Hired by the City on or After
January 1,2015

Employee Only $1,239.11 $828.48
Employee + 1 $1,656.96 $1,656.96
Employee + 2 or more $2,154.05 $2,154.05

For employees hired by the City on or before December 31, 2014, increases to each tier
(employee only, EE+1, EE+2) will only occurwhen the premium fortheCalPERS Region 3 for
Blue Shield Access+ or Kaiser exceed the current allowance. The allowance in each tier will

equal the lower of the Region 3 Blue Shield Access+ or Kaiser premium but shall not be
lowered below the 2014 allowance.

Employees hired by the City on or after January 1, 2015, will receive an EOBF allowance
(including the statutory minimum) that equals the premium of Blue Shield Access+ or
Kaiser (Region 3) whichever is lower for the tier in which they enroll (employee only,
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employee+lemployee+2).

Conditional Opt-Out Allowance: To the extent permitted by law, employees who elect to
opt out of medical coverage offered by the City because they have provided proof of
qualifying group medical coverage will receive an opt out allowance as listed below:

EOBF Opt-Out Allowance
Employees Hired on or Before November 4, 2012 $1,120.11
Employees Hired on or After November 5, 2012 $400

The EOBF opt-out allowance shall be designated to the employee's deferred compensation
account. Employees may elect to have 65% of the EOBF Opt Out allowance paid as cash in
lieu of depositing the total allowance to a deferred compensation account offered by the
City.

E. Retirement - CalPERS & PARS programs

Miscellaneous Employees - CalPERS

a. Retirement benefits shall be provided as currently specified under the City of
Pasadena's contract with Public Employees' Retirement System.

b. Individuals employed by the City of Pasadena on or before December 31, 2012 and
employees hired on or after January 1, 2013 who have less than a six month break in
CalPERS covered service or are members of an agency with reciprocity, are provided
the following retirement benefits:

Miscellaneous 2.5% @ 55 benefit formula.

ii. Final compensation based upon the highest annual average compensation
earnable during the 36 months of employment immediately preceding the
effective date of his/her retirement or some other 36 consecutive month period
designated by the retiring employee.

iii. Employees pay the 8% employee/member contribution on a pre-tax basis.
iv. In addition to the requisite member contribution, effective November 13,2017,

employees will contribute 1% of pensionable compensation toward retirement on
a pre-tax basis as cost-sharing under Government Code 20516(f).

c. Individuals hired on or after January 1, 2013 who are "new members" as defined in
the Public Employees' Pension Reform Act of 2013, are provided the following
retirement benefits:

i. Miscellaneous 2% @ 62 benefit formula.

ii. Final compensation based upon the highest annual average compensation
earnable during the 36 months of employment immediately preceding the
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effective date of his/her retirement or some other 36 consecutive month period
designated by the retiring employee.

iii. For the requisite member contribution, employees will pay one-half of the total
normal cost toward retirement on a pre-tax basis. The normal cost is established by
CalPERS on an annual basis and is subject to change. As of July 1, 2024, half of the
normal cost is 7.75%.

d. The City contracts for the following optional benefits which apply to all
miscellaneous employees:

i. 1959 Survivor Benefit Level 4 (Section 21574)
ii. Pre-Retirement Option 2W Death Benefit (Section 21548)
iii. Pre-Retirement Death Benefits to Continue After Remarriage of Survivor

(Section 21551)
iv. $500 Retired Death Benefit (Section 21620)
v. 2% Annual Cost of Living Allowance Increase (Section 21329)
vi. Unused Sick Leave Credit (Section 20965)

vii. Military Service Credit (Section 21024)

Miscellaneous Employees - PARS

a. In lieu of social security, employees not eligible for CalPERS membership shall be enrolled
in the Public Agency Retirement System (PARS) and shall contribute 7.5% of gross
earnings toward the retirement benefit. Contributions toward PARS will be deducted on a
pre-tax basis.

F. Short-Term & Long-Term Disability

1. The City will provide a short-term and long-term disability plan for Technical and
Administrative classifications and Confidential-Clerical classifications who regularly work
thirty (30) or more hours per week.

2. The City will provide a short-term disability plan with the following benefit
provisions:

a. A thirty (30) calendar day elimination period.
b. The premium will be paid by the City.
c. The weekly benefit will be 50% of base wages up to a maximum of $1,730 for a

maximum oftwenty-two (22) weeks.
d. The benefit is taxable.

e. Employees must use accrued sick leave prior to becoming eligible for benefits.

3. The City will provide a Long Term Disability plan with an elimination period of one-
hundred and eighty days (180). The City will pay the premium of the basic long-term
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disability plan.

4. Employees may elect to purchase (at their own expense) supplemental long-term
disability coverage.

G. State Disability Insurance (and Paid Family Leave)

Effective pay period beginning September 9, 2024, the City approved Non-Represented
Non-Management's participation in the Employment Development Department's State
Disability Insurance (SDI) program. The current cost of participating in this program is
1.2% of earnings and will be paid by the employee. Employees may not receive more
than 100 percent of normal earnings when receiving SDI or PFL benefits and pay from
the City.

In the event of a disability that is non-industrial or where industrial causation has yet to
be determined, or for time taken to care for a seriously ill family member, or to bond
with a new child, employees shall apply for SDI/PFL benefits in a timely manner.

The City will continue to pay the employer share of the premiums for medical vision,
dental and life insurance coverage on behalf of a qualified regular full or part-time
employee who is receiving SDI for the period of time that he/she has and utilizes leave
accruals to fully integrate or for the period of time he/she is on approved FMLA/CFRA
leave, whichever period is longer.

SDI benefits will be integrated with accrued leave accruals as follows:

a. Employees must promptly inform departmental payroll clerks of their SDI benefit
amount and provide documentation of receipt for which he/she is eligible.

b. Employees' pay, including leave accruals and/or SDI benefits shall not exceed the
employee's regular gross pay. Gross pay is made up of regular base pay and
bilingual pay, as applicable. Employees must integrate all required leave to equal
100% of their full-time equivalent position.

c. Upon exhaustion of sick leave, other accumulated leave will be integrated with
weekly SDI benefits.

H. Tuition Reimbursement

Employees who regularly work thirty (30) or more hours per week may request Tuition
Reimbursement pursuant to the City's Tuition Reimbursement Policy up to $5,000 per
fiscal year.
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I. Transportation

Mileage Reimbursement

Employees who are unable to use a City issued vehicle for work purposes are eligible for
mileage reimbursement for use of his/her personal vehicle for City travel (excluding
home to work travel) pursuant to the City's policy on mileage reimbursement.

Prideshare Program

Employees must participate in the Prideshare program as identified in the City's
Personnel Manual of Policies and Procedures. Solo drivers are required to pay $35 per
month ($17.50 per pay period). Non-Solo drivers have benefits provided per the policy.
Employees who follow the exceptions to the program (e.g., by using public transit or
walking or riding a bicycle to work) do not have to pay the per month fee.

J. Uniforms

The City will provide uniforms to employees who are required to wear them while at work.
The department director or his/her designee shall set forth the guidelines for uniforms.

K. Safety Equipment

Employees who are required to possess and use safety glasses that require a prescription,
the City will reimburse the employee up to $200 per fiscal year for the purchase of safety
glasses with lenses that are purchased in compliance with the American National Standards
Institute.

Articles. DISCIPLINE

The City may take disciplinary action for cause. Disciplinary action shall only include written
reprimands, suspension, reduction in pay, demotion and termination.

Article?. GRIEVANCE

A. Definition

1. Grievance - a dispute between an employee or employees and the City regarding
an interpretation or application of the rules and regulations governing conditions
of employment. A grievance may be filed to appeal disciplinary action.

2. Employee — a non-represented management employee in a classification
identified in this salary resolution.
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B. Guidelines

1. An employee may file a grievance without jeopardizing the employee's
employment. A grievance shall not be filed to establish new rules and
regulations, change prevailing ordinances or resolutions, nor circumvent
existing avenues of relief where appeal procedures have been prescribed.

2. An employee may select one of the following methods of representation. To
most effectively utilize the grievance procedure, the method selected should
generally be used throughout the processing of the grievance. The employee
may:

a. Beself-represented
b. Be represented by another person

3. Once a grievance is presented and formal notification has been given to the
department that the employee will be represented by another person in the
grievance proceedings, then that representative shall be governed by this policy.
The representative shall be entitled to:

a. Notification of the time and place of the grievance proceedings and
the opportunity to be present at such proceedings.

b. A copy of any written decisions or communications to the
employee concerningthe grievance proceedings.

4. A grievance may be initiated only by the employee concerned, except as
otherwise provided herein.

5. An earnest and sincere effort shall be made by all parties to cooperate in the
prompt resolution of a grievance in an amicable manner. The time limits may be
extended when mutually agreed upon in writing between the appropriate parties. If
the employee, or the employee's representative, fails to proceed with the grievance
within any of the time limits specified herein, the grievance shall be considered
settled on the basis of the last decision rendered.

6. This is the sole and exclusive method for resolving grievances.

C. Grievance Procedure

1. Step 1 (Supervisor)

The employee shall present the grievance in writing to the immediate supervisor
within fourteen (14) calendar days following the event or events upon which the
grievance is based. The written grievance must contain a complete statement of the
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complaint (including the policy or resolution provision alleged to be violated), the facts
upon which it is based, and the remedy being requested. If the employee has elected
to be represented, assistance by the representative can be utilized in filing/appealing
the grievance.

The immediate supervisor shall make whatever investigation deemed necessary and
may arrange a meeting with the employee to discuss the grievance and, if possible,
resolve it. In any event, the supervisor shall provide a written response to the
employee within fourteen (14) calendar days following the oral presentation of the
grievance. If the employee has requested to be represented, the representative shall be
given the opportunity to attend the meeting, and shall be informed of the immediate
supervisor's decision on the grievance.

If the employee is not satisfied with the decision of the immediate supervisor, upon
indicating the specific areas of disagreement, appeal to Step 2 can be made.

2. Step 2 (Department Director/Human Resources)

If the employee desires to appeal the grievance to Step 2, the employee shall
present the grievance to his/her department director in writing. The written grievance
must contain a complete statement of the complaint, the facts upon which it is
based, and the remedy being requested. The grievance form shall be signed and
dated by the employee and filed within seven (7) calendar days following the receipt
of the supervisor's decision at Step 1. If the employee has elected to be represented,
assistance by the representative can be utilized in filing/appealingthe grievance.

The department director and the Director of Human Resources, or their designated
representatives, shall attempt to resolve the grievance and shall arrange a meeting
with the employee and appropriate representative. A decision, in writing, shall
be given to the employee within fourteen (14) calendar days following the receipt of
the written appeal or conclusion of the appeal meeting, whichever is later.

If the employee is not satisfied with the Step 2 decision, upon indicating areas of
specific disagreement, appeal of the grievance to Step 3 for resolution may be
made.

3. Step 3 (Advisory Arbitration)

If the grievance has been properly processed and is not satisfactorily resolved at
Step 2, the employee may appeal the grievance to Step 3. The appeal shall be in
writing; shall be signed by the employee and shall be submitted to the Director of
Human Resources within fourteen (14) calendar days of the written decision at Step
2.
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If the employee is being represented, the employee may be assisted by a
representative in the appeal. Within seven (7) calendar days after receiving the notice
to appeal a grievance to Step 3, a meeting shall be arranged between the employee
and the Director of Human Resources, or their representatives to prepare a joint
written statement of issue, or issues, to be presented at arbitration. In the event
the parties are unable to agree upon the issue, or issues, to be presented at
arbitration, each party will prepare its statement of the issue, or issues, and jointly
submit their statements to the arbiter. The arbiter shall, at the beginning of the
hearing referred to below, state his/her opinion as to what the issue, or issues are.

The parties shall request the American Arbitration Association to submit a list of
seven (7) persons qualified to act as arbiters. Attached to such request shall be
the joint statement of the issue, or issues to be presented, or separate
statements, if applicable.

Within seven (7) calendar days following receipt of the list of arbiters, the parties
shall meet to select the arbiter. The parties shall alternately strike one name from
the list of arbiters (the right to strike the first name to be determined by lot) until
one (1) name remains, and that person shall be the arbiter.

The arbiter shall hold a hearing on the issue, or issues submitted. The arbiter
shall not hear witnesses without the presence of both parties. The arbiter shall
render a written opinion within 30 days following the closing of the hearing unless
the period has been mutually extended in writing. The opinion, shall be advisory
only, shall not be binding on either party, and shall be limited to the issue, or issues,
presented to the arbiter. The opinion shall be sent to the Director of Human
Resources, with a copy to the employee.

Within fifteen (15) calendar days following receipt of the advisory opinion, the Director
of Human Resources shall advise the employee by letter whether or not he/she
intends to take any further action regarding the issue, or issues, referred to in the
arbiter's advisory opinion. A copy of the Director of Human Resources' letter will be
sent to the employee.

Each of the parties involved shall contribute equally to the cost of facilities, fees and
expense of the arbiter, including transcripts required - which shall be determined in
advance of the hearing. Each party shall bear its own witness and attorney.

Articles. LAYOFF

A. Definition

Layoff is defined as any involuntary separation wherein the City eliminates a job without
prejudice to the incumbent. Layoff shall result only from a change in the status of a
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position.

These Layoff provisions do not apply to employees in grant funded and/or limited term
positions.

The layoff provisions covering Confidential Clerical employees shall be the same as that
which covers employees represented by LIUNA.

B. Authority

The City Manager shall have the authority to eliminate positions within any department
because of curtailment of funds, reduction in force due to technological or operational
changes, or elimination or modification of any activity or service.

C. Policy

1. The City will make reasonable effort to accommodate those employees who may
be subject to layoff through the process of normal attrition. In the event of the
reduction of the work force, existing vacancies shall be used to the maximum
extent possible to relocate affected employees, regardless of departmental
jurisdiction.

2. Layoff shall be made by specific classification series. Employees with two or less
years in their classification series have the right to return to their prior
classification series.

3. Within a given class, individuals will be laid off based upon seniority in that
classification.

4. The layoff priority of employment categories shall be as follows:

a. Temporary or provisional employees.

b. Probationary, regular, part-time employees.

c. Probationary, regularfull-time employees.

d. Regular, part-time employees.

e. Regular, full-time employees (for purposes of this policy, employees who
work 30 hours per week or more are defined as "full-time").

5. Departments which anticipate a possible reduction in staff because of the acquisition
of new equipment, change in procedures, or for any other reason, shall notify the
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Human Resources Department and the affected employee as soon as possible in
order that appropriate procedures may be initiated.

6. Employees for whom layoff appears eminent shall be placed upon a Retention List
for that class. Alt vacancies within that class shall be filled from the Retention List
prior to using the regular eligible or rehire lists. The conditions applyingtothis list
shall be as follows:

a. Based upon seniority in their present class, employees will have the right to
transfer to any vacant position in the same class within their department.

b. If qualified, employees shall have a right to a demotion to another
classification in their own department if a vacancy exists.

c. If any employees cannot be placed under the provisions of Paragraphs a and b
above, such employees may be considered by other departments as follows:

i. The employee is physically able to perform the required duties.

ii. The position is not one of greater supervisory responsibility and is
compensated at a rate equal to or less than the employee's present
rate.

iii. The employee meets the minimum qualifications and physical
standards of the position.

Departments, other than the one in which the particular layoff occurred, are
not obligated to accept the laid- off employee.

7. Employees transferred to a new position in the same class shall receive the same
salary step and retain the same anniversary date as in their previous position.

8. Employees who, in order to avoid being laid off, accept voluntary demotion shall
be compensated in the established salary range of the class into which they transfer
at the step nearest to, but not greater than, that received in their former
classification. The employee's base hourly rate of pay shall be changed at the
time that the reassignment is made or new duties and responsibilities are assumed
and the employee shall retain the previous employment date for purposes of step
advancement.

9. Employees who accept voluntary demotion shall be eligible at any time for
reappointment to their previous classification on the basis of seniority when
openings occur in the department where the layoff occurred, provided that they
are able to perform the duties of the job. Rejection of a reappointment offer shall
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terminate eligibility for future consideration.

10. Employees who are subject to impending layoff may not be transferred to a vacant
position with a higher salary range except through participation in the normal
examination and selection procedures, as established by the Human Resources
Department, or under the terms of Administrative Reassignment, Section IV.E.
below.

11. Employees who cannot be placed, and must be laid off, shall have their names
placed on a Reemployment List and shall be eligible as follows:

a. To compete in promotional examinations for which they are qualified for a
period of 12 months.

b. To hold reemployment rights for a period of 12 months and be eligible for
any vacancies which may occur during this period in the classifications held
by the employee in the department where the layoff occurred, provided that
the employee is able to perform the duties of the job.

12. Employees who are laid off will be given the following considerations with regard
to their accumulated benefits:

a. Employees will not continue to accumulate any longevity-based benefit during
the period that they are laid off, but will retain any benefits accumulated to
the date of layoff. Employee retirement benefits cease at the time of, and
will not be paid during a layoff period.

b. The employee may remain in a layoff status for a maximum of 12 months. If
the employee is recalled during this time, a reinstatement will be made and all
rights and benefits will be restored as a regular employee from the date of
first appointment within the period of the most recent continuous service,
with an appropriate adjustment for the time that was not actually worked on
the job.

c. The laid-off employee will have the option of receiving payment for any
accumulated vacation and/or sick leave from the 1970 sick bank, within the

provisions of the respective policies, at any time during the layoff period.
Such payments will be made in one sum.

d. Employees who claim payment for accumulated vacation and/or payment
from the 1970 sick bank and are subsequently recalled, will begin re-
accumulating the claimed benefit(s) on the date that they report back to
work.

23



Non-Represented Non-Management
Salary Resolution No.

e. Laid-off employees who are not recalled within the 12-month period will be
completely separated from the City service and will automatically receive
payment for any accumulated vacation or sick bank credit which has not
been previously claimed.

13. Employees laid off and given an opportunity to return to a job for which they are
qualified shall be allowed a maximum of 14 calendar days after such notification to
make themselves available. If an employee refuses such an opportunity to
reemployment, the employee will be removed from the Reemployment List.

14. Provisional or temporary employees may be separated by the appointing authority
without regard to seniority status, and shall have no reemployment rights, but may
be returned to their former place on the eligible list.

15. Employees who: (a) may be transferred, (b) accept a voluntary demotion, (c) are
reemployed by the City, shall meet the job requirements of the class into which they
are placed.

16. Questions on seniority status, which affect retention and are influenced by previous
reclassification actions, shall be adjudicated by the Director of Human Resources.

17. The terms and conditions of this layoff policy will not be used as a substitute for
disciplinary action against any employee.

D. Procedure

1. Notice: Each affected employee shall receive written notice from the appointing
authority, specifying the exact date when layoff is to be effective; and at least two
weeks' notice shall be given.

The commencing date of the reemployment rights of the employee shall start from
the effective date of layoff.

2. Reemployment List: The Human Resources Department will automatically establish
a Reemployment List for a period of 12 months.

a. All departments where classifications exist which are on the
Reemployment List will be notified of the employee's availability.

b. Individuals on the Reemployment List will be appointed to vacancies for
which they qualify in the department from which they were laid off,
so long as any person in that class is on such a list, before any other
names on any other eligible lists promotional or open competitive are
used.
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Article 9. ADMINISTRATIVE REASSIGNMENT

A. After exhausting the layoff provisions set forth above, if a regular status employee
is subject to involuntary layoff or displacement, the City Manager, in consultation
with the Director of Human Resources, may reassign the impacted employee to a
vacant position in a classification other than his/her own, based on the
employee's knowledge, skills, abilities and work performance. Such reassignment
shall be temporary and shall not exceed one year.

B. In all cases of administrative reassignment, whether to a lower, higher, or
equivalent level classification, employees must take a qualifying examination to
be eligible for regular status in the classification. This examination may be non-
competitive, and shall occur no less than three months and no more than one
year from the beginning of the administrative reassignment. When the employee
is satisfactorily performing the full duties and responsibilities of the reassigned
position and has qualified for the classification based on examination, he/she may
be formally appointed to the position.

C. Employees who are administratively reassigned will serve the normal
probationary period for the classification in which they are placed, beginning with
the date the administrative reassignment becomes effective. If formal
appointment is not achieved within one year form the date of reassignment, the
employee may be laid off or separated from City employment. Such employee
may exercise all options and rights applicable to the classification from which
previously laid off or displaced.

D. If the reassignment is to a classification with an equivalent or higher
maximum salary, the employee will retain his/her present classification, salary
and benefits until he/she has qualified based upon examination. If the
reassignment is to a classification with a lower maximum salary, the
employee will assume the new classification title and corresponding benefits.
The employee's salary shall not exceed the maximum allowable in the
classification to which reassigned. At the time an employee is formally
appointed to a higher classification through the examination process, his/her
salary and benefits may be adjusted as appropriate to the new classification.
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ŵC
M

c
o

rs
l

r
\
i

mr
o

v
>

U
3

§11
^>

r-i
m•U

T-]

(
J
zu
.

L
U

L
U
zu

1
-

C
L

r
>
?L

U

0§1U
3

1~
~

m<
/!•

S
|

L
D

0
0

L
O

m•U
T

-1

mr
o

31•^mw
|

U
3

c
n

inm•LQ-1

m1
^

^1mm-U
T-1

^1i
n

c
o

t-
1

mv
>

C
M

0
0
0q0
1

mw
|

r
s
l

C
M
0<

^-
0

0
t-

1
<

A

0
0

0L
n

<
-1

r~r
o

-UT-1

0
0

r
-
1

0
0

minmV
I-1

c
n

IDo
?

U
3

mm<
/v

m§1^
r

r
\
l

w
]

r
\
l

C
T

1
qr
\
l

r
o

V
I-

L
Q

1^1<yIC
L

1^1u

L
H

_
1

<1^1Q
-

o
n

1^1
0Q

.
Q

.
=

)
m\^

<Q
£

I—a
:

IIL
J
J

Q
-

w

L
U

1^1

=
)

L
L

coQo
c

<=
)

u
<

r
o
[
^

i
n
r
^mr
o

V
I-1

i
n
m[
^

U
3

t-
1

mw

C
D

m0
0

U
3

<
a

-
r
s
l

w
l

ls
i

U
3

^
-1

0mv
>

|

0c
n

r
\
l

[
^

0
0

r
s
l

•L
O

-

F
M

r~
4

^0
0

T
-1

w

1
^

s
|

m1
^

r
s
i

w

r
^

0
0

<
T

!
0r^

J
w

ls
i

0L
D

mC
M

V
I. I

c
n

0
0

mr
^

(N
w

i

mr
^

mI-
i

r
s
l

v
>

in^1m0r
~

j
-L

O
-

e
c

IllL
U

Q
-

L
O

L
U
uz<

1^1Q
.

z<uzIu<
J

Q̂
.

mi
n

C
T1

mr
~

j
mw

|

C
D

C
M

L
D

0
0

0mw
|

1
^

m0
0

rr>

o
S

C
M

-U
T.I

i
n

II<
T

!
[
^

F
N

l
V

I-

ilC
M

0r
\
l

V
I-

L
O

u
f

1^1L
O

L
U

=
3

0<0
|

§1L
U

Q
£

uU
J

e
c
.

[
^

T
-H

i
n

IDIDr
s
i

v
>

C
D

a
:

L
L

J

II-2
.

IIe
c

uo
c

"
2—
I

<uL
U

a
.

^
n

1^120Ille
c

uL
U

a
:

C
M

[
^

1~~
C

T!
c
o

C
M

w
|

mr~
-

(DL
n

r
^

r
s
l

w
|

fS
J

m0
0

r
\
l

u
5

rM<
n
.|

U
3

»
-1

s
|

inr
M

v
>

|

U
3

c
n

m0
0

mr
s
)

wo
c

IllQe
c

181L
U

i^u
n
z0IllQ

:
uL

L
J

C
E

:

C
M

1
-1

C
M

[~~.
?<

0
.

mt-
1

0mr
s
l

m-U
T

-

U
3

mi
n
m[
^

^1i
n

0
0

<
n

qU
-)

^1in0
1

r
^

<
d
-

-LQ-1

0
0

in0c
n

^1W
l

o
o

t-
1

0
0

r
s
l

r
^

r
\
i

V
T

-

r~
-

r
\
i

0
0

c
n

i
n

C
M

v
>

|

L
O

i
n

1^1
1^1
O

T-1

r
^

r~
'

U
3

ID

mrM
V

I. I

0
0

c
n

^
0

C
M

c
n

r
s
l

•LO
-]

<uzIuL
U

1
-

uQ
£

L
L

J

u2
-

L
L
J

e
c

°1

d
|

=
>

u
-

mlilQo
c

<=
)

u

iy
i
e
c

w

c
n

^1F
M

r
M

•LO
.I

o
c

°1L
U

0
0

0uu
n

3c
o

<L
U
uIll0

0

0m

$h
-

c
o

>
;



sr
o

^>{I

^

I
I

I
I

1
1

2
 u

1
1

's
 ^

I ?
I
I

I
Iv
IIz
 5

I>Q
.

>-=6

C
M

c
n

c
n

1
^

m<
n

-

<
t

FMc
o

U
3

m<
^

C
M

c
n

^^r
o

1/1-

s0
0

C
M

mv
>

U
3

LDinrs
j

mV
I.

u^<uQ
-

L
^

L
U

I"3Q<

r
^

t-
1

s
l

^r
o

<
n

-

<
^-

F
M

0
0

t-
1

U
3

mw
|

U
3

0
^

L
T

I
mV̂

I.

r
o

F
M

L
O

T
-1

x

mU
3

1
-1

<
^

C
M

mW
l

ml^l
0

^

r
^

L
n

w

r
^

c
n

^1^1v
>

sl-
1

o
o

r
M
mv
>

U
3

ininr
s
l

t-
i

m-UT-1

L
O

IIC
M

<
^-

w
|

<
^
-

r
~

s
l

31fN0^
1

-
t-1

0
0

mw

^1—
I

<uL
L
J

Q
-

<71
Q

:
I

II—
I

<u

c
n

C
M

1
^

0
0

0mv
>

|

in
rM§c
n

r
^

wIDF
M

§10
0

r
s
j

W
l

0
0

a
?

0
0

<
-
i

L
D

i
n

•UT-1 o
o

r-~
L

o
U

3
inmV

I-

U
3

c
n

i
n

c
n

c
o

mV
I-1

C
D

^
-1

U
3

U
-)

r~
i

i
n

w
|

0
0

1§1
m^m-UT-1

00
1

i
n
q0U

-l
W

l

c
n

U
3

U
3

U
3

r
s
i

-LO-1

c
n

1^1U
3

[
^

1^1

u
-l

r
M

§10mV
T

-

c
o

i
n
mmc
n

r
^

tO
-1

uIIIIL
U
u0

<uiil
1^1

t-1
m

uIllL
O

1^1L
U
yL

L
L
L
0o

c
0t
O

6^0
)

I$\
-

c
o

>
;



ss2^
>

IIs<
u

I!i;Ei
?
3

1
1

I
Ia. 
I

iI 2
c0z

Iff̂-

£'ss1It=a1?
<

LT
)

U
3

0
0

c
n

?
in<d-

<
^

Mv
y

w

c
n

U
3

s
o
o

0

oq
^

3
U

3
m

v
>

in
.

C
£

e
c.

^
0w>

>
a

.
F

3
<

c
n

e
c

U
Q

I—U
1

u<na
Q<

<

sg3

ss
2•U

T
.

[-'.

sr-~
sw

mU
3
sm

smL
O

mC
M

V
I- 5sU

3
rr)
V

T
-

m0U
3

r
\
l

•U
T

- s?s0r
s
l

<
n
-

mIo
o

t-1
w

§mo
q

0
0

Mw

0r
^

M^
f

w

r~
~

so
q

r
^

mV
I.

r
^

sU
3

r
-
1

r
\
[

-U
T

-

?mc
n

3•U
T

. 3•U
T

.

mso
d

T
-1

V
I-

§r
-
i

C
M

w

sV̂
I-

U
3

IV
I-

r~
.

t0
0

sw

e
c

n
c

0e
c

L
U

o
n

^0

a
.

Q
£

03^II2^^'0

s"^
0Q^;Ĉ
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