














































































































































































































































































































employee’s divorce or legal separation; and a dependent child no longer meeting eligibility
requirements.

Under COBRA, the eligible employee or beneficiary pays the full cost of coverage at the City’s
group rates plus an Administrative Services fee.

The City provides each eligible employee with a written notice describing rights granted
under COBRA when the employee becomes eligible for coverage under our health insurance
plan. The notice contains important information about the employee’s rights and
obligations.

8.09 Paid Time Off Accruals

Paid time off not taken will be paid at the time of separation. Accrued paid time off will be
computed on the basis of the employee’s rate of pay on the day of termination.

Section 9. Disciplinary Procedure
9.01 General Policy

The continued employment of all City employees will be based on reasonable standards of
personal conduct and job performance. Failure to meet such standards shall be grounds for
appropriate disciplinary action commensurate with the seriousness of the offense and with
due consideration of the employee’s prior performance record.

9.02 Reasons for Discipline

Discipline may be taken when, in the judgment of the department head, an employee has
committed an act or omission that justifies the disciplinary action indicated. The grounds for
such disciplinary action shall include but are not limited to incompetency, inefficiency,
dishonesty, misconduct, insubordination, or failure to observe departmental or City rules and
regulations.

9.03 Types of Disciplinary Action

The City has established a system of discipline that includes verbal warnings, written
warnings, and suspensions. The system is not formal and the City may, in its sole discretion,
use whatever form of discipline is deemed appropriate under the circumstances, up to and
including suspension without pay and/or termination of employment. The City’s policy of
discipline in no way limits or alters the at-will employment relationship.
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Verbal Warning. A verbal warning is a verbal direction from a supervisory
employee to discontinue inappropriate conduct or to correct a performance issue. A
verbal warning is not made a part of the employee’s permanent personnel file, but
may be referenced in any subsequent written reprimands.

Written Reprimand. A written reprimand is written direction from a supervisory
employee to discontinue inappropriate conduct or to correct a performance issue. A
written reprimand shall be recorded, signed by the employee and department head,
forwarded to the City Manager’s Office, and placed in the employee’s personnel file.

Disciplinary Probation. An employee placed on disciplinary probation shall accrue
vacation and sick leave time. However, the employee shall not accrue earned time for
salary review or promotion while on such probation, nor shall said employee be
allowed to compete in promotional examinations while on disciplinary probation.
Disciplinary probation shall not be less than three (3) months nor for more than twelve
(12) months.

Reduction in Salary. Upon recommendation of the department head and approval of
the City Manager, an employee’s salary may be reduced one or more steps for disciplinary
reasons. The employee shall be given written notice which shall include notification of all
conditions which must be met in order to return to his/her normal salary.

Demotion. Upon recommendation of the department head and approval of the City
Manager, an employee may be demoted from one classification to another for
disciplinary reasons. The salary upon demotion shall be that of the re-assigned
classification to which the employee is demoted.

Suspension with or without pay. Fringe benefits such as vacation and sick leave
shall not accrue during a period of suspension without pay. However, health, dental,
vision, life, and disability insurance shall remain in effect during a period of suspension
without pay. For suspensions of three (3) working days or less, the department head
may initiate disciplinary action without prior approval of the City Manager. For
suspension in excess of three (3) working days, the department head shall
recommend an appropriate action for approval by the City Manager. The maximum
period of suspension shall be twenty (20) working days.

Involuntary Dismissal. The department head shall recommend an appropriate
action for approval by the City Manager. An employee who is involuntarily discharged
from the City service is entitled to rights and benefits in accordance with state and
federal law.
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9.04 Notice of Intended Disciplinary Action

The following discipline procedures only apply to the City’s regular employees. All
employees other than for-cause employees, namely temporary, seasonal, extra-help, at-
will, probationary employees, may be disciplined or separated at will, with or without cause,
and without the disciplinary procedures listed below. The following discipline procedures

apply only to suspension without pay, reduction in pay, demotion, or dismissal.

A. Proposed Disciplinary Action. In cases of proposed disciplinary action of regular
employees, except an oral, or written reprimand, the proposed disciplinary action
shall be served in writing on the employee personally or by mail. The written notice
of intended disciplinary action shall include:

1. The reasons for the disciplinary action and a summary of the facts that show the
elements of each charge at issue in the intended discipline;

2. A copy of all materials upon which the intended discipline is based;

3 The specific disciplinary action proposed, including any time period or other

conditions associated with the discipline;

The proposed effective date of the intended disciplinary action;

Notice of the employee’s right to respond to the Department Head regarding the

intended discipline within five days from the date of the notice, either by

requesting a Skelly conference, or by providing a written response, or both;

6. Notice of the employee’s right to have a representative of his or her choice at
the Skelly conference; and

7. Notice that failure to respond by the time specified constitutes a waiver of the
right to respond prior to final discipline being imposed.

Y1

The employee has the right to use the grievance procedure outlined in Section 7 if
he/she believes the proposed discipline to be unjustified. For police officers, the Public
Safety Officers Procedural Bill of Rights shall apply to these cases.

B. Copy of Action In Personnel File. A copy of the notice of intended disciplinary action
shall be placed in the employee’s personnel file.

C. Response by Employee and Skelly Conference. If the employee requests a Skelly
conference, the Department Head will conduct an informal meeting with the employee. During
the informal meeting, the employee shall have the opportunity to rebut the charges against
him or her and present any mitigating circumstances. The Department Head will consider the
employee’s presentation before issuing the disciplinary action. The employee’s failure to
attend the conference, or to deliver a written response by the date specified in the Skelly
notice, is a waiver of the right to respond, and the intended disciplinary action will be imposed
on the date specified in the Skelly letter.
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D. Final Notice of Discipline: After the Skelly conference and/or timely receipt of the
employee’s written response, the Department Head will: 1) take no disciplinary action; 2)
modify the intended discipline; or 3) impose the intended disciplinary action. In any case, the
Department Head will provide the employee with a notice that contains the following:

e The level of discipline, if any, to be imposed and the effective date of the discipline;

¢ The specific charges upon which the discipline is based;

« A summary of the facts that show that the elements of each charge at issue in the
intended discipline;

o A copy of all materials upon which the discipline is based; and

e A reference to the employee’s appeal right and deadline to appeal.

E. Final Notice of Discipline. The final notice of discipline will be sent by mail method that
verifies delivery to the last known address of the employee, or delivered to the employee in
person. If the notice is not deliverable because the employee has moved without notifying
the City or the employee refuses to accept delivery, the effective date of discipline will be the
date the post office or delivery service attempted delivery.

G. Discipline Appeal Procedures. The following appeal procedures only apply to the
City's for-cause employees. All employees other than for-cause employees, namely
temporary, seasonal, extra-help, at-will, probationary employees, may be disciplined or
separated at will, with or without cause, and without the disciplinary appeal procedures
listed below. The following appeal procedures apply only to suspension without pay,
demotion, reduction in pay or dismissal.

a) Request for Appeal Hearing: An employee may submit a written request
for appeal to the City Manager within 14 days from: 1) receipt of the final
notice of discipline; or 2) the date of attempted delivery by the post office or
delivery service of the notice to the last known address of the employee.
Failure to file a timely written request for an appeal waives the right to an
appeal hearing and any appeal of the discipline.

b) Appeal Hearing Officer: The appeal hearing officer shall be the City
Manager or his/he designee who is selected through State Mediation and
Conciliation Service (SMCS) long as the City Manager did not serve as the
Skelly officer for the discipline at issue. if the City Manager did serve as the
Skelly officer for the discipline issue, then the appeal hearing officer shall be
an individual designated by City Council who is elected through SMCS.

c) Date and Time of the Appeal Hearing: Once the appeal hearing officer has
been designated, the City Manager will set a date for an appeal hearing. The
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employee shall be notified in writing at least 21 days prior to the hearing of the
scheduled date. The City Manager and/or hearing officer will consult with the
City Attorney regarding the correct procedures for notice of witnesses;
evidence; Subpoenas; record; continuances; and all other procedures which
will be conducted in accordance with state law.

d) Employee Appearance: The employee must appear personally before the
hearing officer at the time and place set for the hearing. The employee may be
represented by any person he or she may select.

e) Appeal Hearing Officer's Recommended Decision: Within 60 days of the
conclusion of the hearing, the appeal hearing officer shall make written findings and a
recommended decision as to the discipline.

1) If the City Manager was not the appeal hearing officer or the Skelly officer
he or she shall review the findings and recommendations of the appeal
hearing officer and may then affirm, revoke, or modify the findings,
recommendations, or disciplinary action taken. The decision of the City
Manager is final. There is no process for reconsideration.

2) If the City Manager was the Skelly officer, the City Council shall review the
findings and recommendations of the appeal hearing officer and may then
affirm, revoke, or modify the findings, recommendations, or disciplinary
action taken. The decision of the City Council is final. There is no process
for reconsideration.

f) Proof of Service of the Written Findings and Decision: The City will mail a
copy of the final written findings and decision, along with a proof of service of mailing
that confirms that each of the parties and each of the parties’ representatives were mailed
the final written findings and decision. It shall be the responsibility of the employee to
inform the City of his/her address. A copy of the decision shall also be provided to the
City Manager.

Section 10. Employee Protection

The City is committed to providing a work environment that is safe and healthful. We
have established an Iliness and Injury Prevention Program (IIPP), to support our
safety efforts by identifying and correcting workplace safety issues and educating our
employees. The Safety Program Coordinator is the Chief of Police.

10.01 Workplace Violence

A, City Commitment. The City is committed to providing a safe, violence-free
workplace and strictly prohibits employees or anyone else on the premises or
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engaging in City-related activity from behaving in a violent or threatening manner. As
part of this policy, the City seeks to prevent workplace violence before it begins and
reserves the right to deal with behavior that suggests a propensity towards violence
even prior to any violent behavior occurring.

Zero Tolerance. The City’s policy provides “zero tolerance” for actual or threatened
violence against co-workers, visitors, or any other persons on the premises or
attending City business-related activities. Employees are required to report to their
supervisor any incident involving a threat of violence or act of violence, or any
violation of this policy, immediately.

Prohibited Workplace violence includes but is not limited to:

1. Threats of any kind (including those that are meant as “humorous” or a
"joke");

2. Threatening or violent behavior, such as intimidation of or attempts to instill
fear in others;

3. Other behavior that suggests a propensity toward violence. This can include

belligerent speech, excessive arguing or swearing, theft or sabotage of City

property, ;

Defacing the City property or effecting physical damage to the facilities; or

Bringing unauthorized weapons or firearms of any kind on City premises, in

City parking lots, or while conducting City business.

;o

If any employee observes or becomes aware of such actions or behavior by an
employee, elected official, visitor, or anyone else, they are required to notify their
supervisor immediately, and/or call the Police or 911 as appropriate to the
location and circumstances. Further, an employee should notify the City Manager
if the employee has any restraining order is in effect, or if a potentially violent
non work-related situation exists which could result in violence in the workplace.

All reports of workplace violence will be taken seriously and will be investigated
promptly and thoroughly. In appropriate circumstances, the City will inform the
reporting individual of the results of the investigation. To the extent possible, the
City will maintain the confidentiality of the reporting employee and to protect
individual safety. The City of Sand City will not tolerate retaliation against any
employee who reports workplace violence.

If the City determines that workplace violence has occurred, the City will take
appropriate corrective action. The appropriate corrective action will depend on the
particular facts but may include written or oral warnings, probation, and
reassignment of responsibilities, suspension, or termination. If the violent
behavior is that of a non-employee, the City will take appropriate corrective action
in an attempt to ensure that such behavior is not repeated.
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10.02 Security

As an employee of the City of Sand City, one of your primary responsibilities is the
protection of our visitors, citizens, and the assets of the City. This effort requires
each employee’s full dedication.

The following information provides a number of ideas about what you can do to
assist in the security of our grounds and buildings. While no one expects all
employees to be experts in security, the awareness and assistance by all
employees will be a tremendous asset to our Police in this effort.

What You Should Do

1. If you notice anyone that appears to be acting suspiciously, report them to
management or the Police immediately. Suspicious activity includes someone
waiting or loitering in an area not designed for that purpose, i.e.: a client area,
parking lot, or other public or restricted area. If you come upon an individual who
looks surprised or nervous to see you, report them. Also, if you see a non-
employee in an area designated for employees only, they should be reported.

2. If you hear any loud or unusual noises, report them. This would include
mechanical noises, alarms, loud yelling, etc.If you are ever confronted by a thief,
don't try to be a hero! Give that person everything he/she wants. You and your
safety are more important to us than anything the thief may get away with.

10.03 Employee Safety

A. Policy. It is the policy of the City to maintain a work environment that is safe and
does not adversely affect the health of its employees or the public. To accomplish
this, the City shall provide the appropriate facilities, safety equipment, and training
to comply with Federal, State and local safety regulations and will promulgate
appropriate policies, standards and procedures for governing the total safety
effort.

B. Employee Responsibility. While the overall responsibility for safety belongs to
the City, each individual employee has a personal responsibility to perform
assigned tasks in a safe manner. All employees are to ensure that safe and
healthful conditions and procedures are provided and followed in their areas of
control. All employees are to comply with the safety practices and procedures
adopted by the City.
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I, . have received this manual, and hereby acknowledge its
contents. I also understand that updates to personnel poI|C|es adopted by the City Council will
be transmitted to me, when applicable.

Signed: Dated:

APPENDIX |

Sand City
Mandatory Arbitration Policy

It is the policy of Sand City (hereinafter, the “City”) to streamline dispute resolution and thereby
minimize the cost and time consumed in resolving grievances of any kind. Therefore, the City has
adopted a policy of binding arbitration which applies to the fullest extent permitted by law to any and
all controversies between the City and its employees. The City’s arbitration policy shall not apply to
workers’ compensation claims, to unemployment insurance claims, or to any dispute which falls within
the exclusive jurisdiction of any federal or state department or agency, including the

California Labor Commissioner, the National Labor Relations Board, or similar state or federal
agencies. However, any dispute which cannot be resolved administratively through such an agency
shall be subject to this arbitration policy.

A. Binding Arbitration. In the event a dispute between the City and an employee or group of
employees cannot be resolved in the manner provided in Section 7 of the Employee
Manual, then the dispute shall be submitted to binding arbitration, unless otherwise
prohibited by the Public Safety Officers’ Procedural Bill of Rights.

B. Implementing Arbitration. Any dispute submitted to binding arbitration under this
section shall be conducted in accordance with applicable federal or state law, if any. A
demand for arbitration may be initiated by the City or by an employee or group of
employees, and shall be made in writing delivered to the person(s) or entity(ies) upon
whom the demand for arbitration is being made.

C. Selecting an Arbitrator. Unless otherwise provided by law, once arbitration has been
demanded, the City and the subject employee(s) shall meet and confer in an attempt to
mutually select an arbitrator. If no agreement can be reached on the choice of an arbitrator,
the City will obtain a list of available arbitrators from the Federal or State Mediation and
Conciliation Service. If necessary, the employee(s) first, then the City, will alternatively
strike names form the list until a single name remains, and that person shall be the
arbitrator.

D. Mechanics of Arbitration. Unless otherwise provided by law, the arbitration shall be
conducted in accordance with California Code of Civil Procedure, Sections 1280, et. Seq.
The arbitrator’s award shall be supported by law and substantial evidence. The costs of
the arbitration, except for the compensation of the arbitrator, shall be as determined by
the arbitrator and be in compliance with applicable law. To the extent allowed by law, the
compensation of the arbitrator shall be split 50/50 between the City on the one hand and
the subject employee(s) on the other. The decision of the arbitrator shall be final and
binding on all parties



| have read and understand this policy and agree to be bound by its terms

Employee Signature Date

CITY OF SAND CITY Date



