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Honorable Mayor and Members of the City Council
Chair and Members of the Housing Authority and Redevelopment Agency

Title: Revised Sacramento Housing and Redevelopment Agency (SHRA)
Personnel Rules and Reclassification of Senior Human Resources Analyst to
Exempt Status

Location/Council District: Citywide

Recommendation: 1) Adopt a City Resolution approving the SHRA Personnel Rules
and status changes for SHRA Senior Human Resources Analyst classification; 2) Adopt
a Housing Authority Resolution approving the SHRA Personnel Rules and status
changes for SHRA Senior Human Resources Analyst classification; 3) Adopt a
Redevelopment Agency Resolution approving the SHRA Personnel Rules and status
changes for SHRA Senior Human Resources Analyst classification.

Contact: La Shelle Dozier, Executive Director, 440-1319, James Shields, Director of
Administration, 440-1308

Presenters: Not Applicable

Department: Sacramento Housing and Redevelopment Agency

Description/Analysis

Issue: This report recommends that the City Council, Housing Authority and
Redevelopment Agency of the City of Sacramento approve the revised SHRA
Personnel Rules provided as Attachment 1 and approve the proposed change in
designation of the SHRA Senior Human Resources Analyst classification from
Unrepresented to Exempt.

1

12



Revised SHRA Personnel Rules and classifying Sr. HR Analyst as Exempt
May 25, 2010

Policy Considerations: The recommended actions in this report are consistent
with current SHRA human resource policies and labor relations practices and
have been reviewed by the City and County Labor Relations Directors.

Environmental Considerations: There are no environmental considerations
associated with the recommended actions.

Rationale for Recommendation: The Agency's Personnel Rules were last
revised in 2002. Since that time the Agency has negotiated collective bargaining
agreements with the two unions affiliated with SHRA - the American Federation
of State County and Municipal Employees (AFSCME) and the Sacramento
Housing and Redevelopment Agency Employees Association (SHRAEA). These
rules incorporate changes that have been implemented in the labor agreements,
Agency policies, and federal and state labor and employment laws.

The change from Unrepresented to Exempt status for the SHRA Senior Human
Resources Analyst classification will better reflect the current level of duties and
responsibilities of the classification and will be more appropriately designated
using the Fair Labor Standard Act (FLSA) Administrative Exemption. Currently
the Unrepresented status of this classification allows eligibility for ove rt ime pay
and Compensatory Time Off (CTO). In lieu of overt ime pay and CTO, the
Exempt status would provide an additional 40 hours of supplemental leave
annually which is consistent with all other Exempt status classifications at the
Agency.

Financial Considerations: The revisions to the SHRA Personnel Rules are extensive
but administrative in nature, and there is no fiscal impact for budget year 2010. There
are no recommended changes in salary due to the status change of the Senior Human
Resources Analyst classification. The cost of an additional 40 hours of supplemental
leave for two SHRA employees is offset due to the elimination of their eligibility for
overtime pay and CTO. Based on an annual average of past expenses for overtime and
CTO, the cost is projected to be neutral or result in a minimal cost savings. No other
benefits changes are recommended for this classification.
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M/WBE Considerations: The items discussed in this report have no M/WBE impact:
therefore M/WBE considerations do not apply.

Recommendation Approved:

bILGUS VINA

Interim City Manager
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SECTION 1

GENERAL PROVISIONS

1.1 INTRODUCTION

May 25, 2010

These Rules set forth the practices and procedures that are to be followed by employees of
the Housing Authority of the City of Sacramento, the Redevelopment Agency of the City of
Sacramento, the Housing Authority of the County of Sacramento, the Redevelopment
Agency of the County of Sacramento, and the Sacramento Housing and Redevelopment
Agency therein "Agency"), in the administration of its personnel program.

1.2 PURPOSE AND OBJECTIVES

These Personnel Rules w444-apply to all aspects of the Agency's personnel administration and
are administered by the Administrative Director. in all ea°-r=-In addition, Kowever-,these
provisions also cover in recognized a^a ^urrent, duly adopted Collective Bargaining
Agreements ^urf°i4'y in °ff-ee+, and or-Resolutions of the Governing Boards that address
whieh set fterms and conditions of employment not covered b3L4-these Rules ^e

Resources T'ir°e*ef,^s for the Agency-to achieve for the the following objectives:
app4y. TThe purpose ^^*These Rules have been adopted in order

A. Provide, implement, and maintain a system of personnel administration, including
appointment of employees, appeal and dismissal procedures., in whieh the appointra
of per-sons in, and the dismissal of per-sons from1 Agency employment will be made shall
be °fn the basis of merit and fitness. 14o;h,ever, Employees with exempt status
serve at the pleasure of the Executive Director and may be terminated with or without
cause.

B. Establish and maintain a position classification plan in which Whieh shall group all
Agency positions in Agency employment are arranged into classes based upon their
duties, authorities and responsibilities.

C. Provide for a compensation plan that whieh shall for each class a minimum and
maximum rate and such intermediate rates as are considered necessary and equitable.

D. Provide just and equitable incentives and conditions of employment to promote
efficiency, economy and public responsiveness in the operation of the Agency.

E. Provide that the tenure of employees covered by these Rules is shall be subject to good
satisfactory professional work behavior, the and satisfactory work performance of we
necessity for the satisfactory ompletion of the work, and the availability of funds.

F. These rules cannot cover every situation known or unknown, however they are intended
to provide a culture of mutual respect for the employees and a professional work
environment.

SHRA Personnel Rules-a-4-02- 12010
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1.3 EQUAL EMPLOYMENT OPPORTUNITY

May 25, 2010

The Agency is an equal opportunity employer. We enthusiastically accept our responsibility
to make employment decisions without regard to race, religious creed, color, age, sex, sexual
orientation, gender identity, genetic information, national origin, religion, marital status,
medical condition, disability, military service, pregnancy, childbirth and related medical
conditions, or any other classification protected by federal, state, and local laws and
ordinances.

Under the leadership of the Administrative Director, our management is dedicated to
ensuring the fulfillment of this policy with respect to hiring, placement, promotion, transfer,
demotion, layoff, termination, recruitment, advertising, pay, and other forms of
compensation, training, and general treatment during employment.

No one will be subject to, and the Agency prohibits, any form of discipline or retaliation for
reporting perceived violations of this policy, pursuing any such complaint, or cooperating in
any way in the investigation of such complaints.

~programs, diseipline, ,
> > , national , disability, sex, age, sextial , pfegnaney,

mar-ital status,
Rt e00erF11

Agency's objeetives are.:
Linee e SDe~

Ageney-
an

all " ^+^ of the Agency's , ^"v force.

G=A= Dr^.,:ao that the n
gV„ will o...+o ..,+, ^ t„^i o0 0'.. t^ only with Equal1 V Y lUV L11UL Llll' Z 1

Opportunity E^..r i^.,o..s

I 1.4 WORKPLACE HARASS MENT PREVENTION

The Sacramento Housing and Redevelopment Agency (SHRA or Agency) prohibits any form
of harassment or any other inappropriate conduct toward any of our employees, independent
contractors, customers, partners, vendors, suppliers, or other third party's based on an

individual's "protected characteristic." Protected characteristics include an individual's race,
religion, color, sex, sexual orientation, gender identity, national origin, ancestry, citizenship
status, age, uniform-service member status, marital status, pregnancy, medical condition or
disability, and any other characteristic protected by federal, state, or local law or ordinance.

A. The Agency prohibits:

SHRA Personnel Rules -2 9 02 12010 2
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1. Discourteous or offensive conduct or language toward the public, fellow employees
or officials.

2. Any conduct related to employment which impairs, disrupts, or causes discredit to the
Agency or Agency service.

These rules are intended to promote a policy that allow and promote employees to be
treated with respect and dignity. To this end, the Agency will not condone or tolerate any
form of harassment at the workplace. An Agency employee charged with any of the
above misconduct will be subject to disciplinary action up to and including termination.

1 1.45 PERSONNEL MEMORANDA

Because these it is envisioned- that these Rules are i^'~~~iv°but-not exhaustive the -an44hat
th-e-need may arise from time--to-time for additional clarification, explanation or extension
of these Rules.

The Executive Director is authorized to issue personnel memoranda to as the need
clarify, explain or extend these

Rules as circumstances warrant.

A. Such memoranda will be effective from the date of their issuance until they
revoked by the Executive Director or the Governing Board by the adoption or amendment of
further Rules or memoranda.

B-
B. Such These memoranda; they may be isst•°a, °will -serve as precedents to
guide the implementation of these Rules in a consistent and fair manner.

D.The aforementioned memer-anda shall be effeetive fTem the date of their- issuanee until

C. These Rules and any personnel the aforementioned memoranda will shall be

maintained by the-Human Resources Director in their most current form and shall b
implemented by the Human D°s^ur°°sAdministrative Director after giving due consideration
to the following additional polieies:

1. Employer/Employee Relations Policy

2. Conflict of Interest Code

I 9= Travel and Expense Reimbursement Policy Out of Town Travel Policy

I 4. Agency Safety Policy and other similar Ppolicies

( 5. Insurance Rrequirements

SHRA Personnel Rules-2-&42- 12010 3
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6. All federal, Sstate,7and local Fedefal laws and regulations

7. Collective Bargaining Agreements

&Recruitment Plan, f ^usinR on ° ^hi^^ « °n, ais°b1°a ^

May 25, 2010

8.

1.-56 CONFLICT BETWEEN PERSONNEL RULES AND COLLECTIVE BARGAINING
AGREEMENTS

In the event of conflict between the Personnel Rules and Collective Bargaining Agreements,
the Collective Bargaining Agreements prevail.

I 1.567 ABBREVIATED REFERENCES

Throughout these Rules1 the following abbreviated references are utilized solely to maintain
clarity of expression and style.

A. "Governing Board" refers to any and all governing bodies of the constituent agencies and
authorities, as they may from time--to--time be constituted.

B. "Agency" refers to the following entities:

1. Sacramento Housing and Redevelopment Agency

2. Housing Authority of the City of Sacramento

3. Housing Authority of the County of Sacramento

4. Redevelopment Agency of the City of Sacramento

5. Redevelopment Agency of the County of Sacramento

^ 1.-786 SAVING CLAUSE

If any parts of these Rules are found to be illegal, such illegality will sha4-not in any way
invalidate any other parts of these Rules.

1 1.-799 COMPENSATION ERRORS

A. The purpose of this section is to ensure the orderly administration of the Agency payroll
by providing for 1) a fixed period of time within which the Agency or an employee may
recover compensation, benefits, or credits for payroll errors, and 2) a procedure for
correcting payroll errors.

B-.With regard to payroll errors, reimbursement to the Agency by the employee or to the
employee by the Agency will be determined by current labor law limits. shall be limit

SHRA Personnel Rules2 90.2 , 2010 4
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B.
C.

diseevefing the effef.

May 25, 2010

Where the Human Resources Manager I'ir°^*^r , as designee of the E°°eti*iv° Director,
has determinesd a payroll error h°°m°a° (within the time °"^w^rx°), the Huma
Resources -Administrative Director; or hisAie"esignee; will shft14-take the following
action:

1. Provide Give-written notice to the employee.

2. With regard to future payrolls, immediately correct the error to avoid overpayment
and over crediting or underpayment and under crediting to the employee.

3. Ensure any Gcompensation due to an employee from the Agency is shftH-be-made in
one lump sum as soon as practical, but no later than the second ~ayrolll following
detection of the error.

4. If the employee owes the Agency, ensure the amount owed is repaid in increments of
at the e^-f°e*ien sha4l made at least $50 ff4niffmm-per pay period for a period not
to exceed twenty-four months or subject to a repayment schedule as agreed to by the
employee and the Ag,ency months.

5. Ensure any Aadjustments for integrating state disability or workers' compensation
payments with accrued sick leave will be are made on a one-time lump sum basis,
unless otherwise approved by the Human Resources Administrative Director. It is the
employee's obligation to submit copies of state disability or workers' compensation
payments to Human Resources immediately upon receipt of each payment.

I 1.9108 EMPLOYEE CONTACT AND OTHER INFORMATIONMcPni.rcruTr rrv

Every employee has a it is eaeh ' continuing obligation to provide the Human
Resources Department with his/her current address, phone number, emergency contacts, and
changes in dependent coverage/beneficiary.

SHRA Personnel Rules ; 3&2 12010 5
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SECTION 2

DEFINITIONS

The Certain terms below as used in these Rules are defined as follows:

2.1 ADMINISTRATIVE LEAVE

May 25, 2010

Paid leave with benefits. Administrative leave may be is-granted or required by the
Executive Director or designeei,-generally reserved for circumstances involving on- og in^
investigations, or the vt-, safety or health of employees.reasens: (See Section 2.56 for unpaid
admin leave)

1 2.2 AGENCY_ DESIGNATED GROUP INSURANCE CONTRIBUTION

The total monthly amount 4tat-the Agency contributes towards medical, dental and life
insurance;_ and dependent care reimbursement for benefited employees.

2.3 ALLOCATION

The assignment of an individual position to its proper class in accordance with the duties
performed and the authority and responsibility exercised.

2.4 ANNIVERSARY DATES

A. Salary Anniversary

The day after successful completion of a probationary period (including an extension of a
probationary period) or fifty-two 52) weeks after reallocation under the flexible staffing
concept. The salary anniversary date may change as a result of a Leave of Absence.

Glerical, Maintenanee, andSen,io-e General Clerical and Service, and Operations and
Maintenance employees' probationM period is twenty-six (26) weeks.

Administrative and Technical employees' probationM period is fifty-two 52) weeks.

Confidential employees' probationM period is twen ,-six (261 weeks.

B. Agency Service Seniority--.

T4:p--Date of appointment of date e€ an employee to regular or part-time employment_
deteEmines his^her- Ageney Service Seniority. Neither Time worked as a Temporary or
e°n4e°s ^g°nei°s nor Temporary Ageney Service employee is not is-included in the
determination of Agency Service Seniority.

C. Classification Seniority

The date an employee begins probation in a specific job classification or is
reallocated/reclassified in that classification.

SHRA Personnel Rules-4-3-9^ 12010 6
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2.5 APPEAL

May 25, 2010

A formal request in written form; by an employee to higher authority for redress or
adjudication of a management decision in accordance with Section 12 of these Rules.

2.6 APPLICANT

A person who, under these Rules, has made formal application for employment.

2.7 APPOINTING AUTHORITY

The Appointing Authority in all instances, except for the Executive Director's position, is the

Executive Director. The Executive Director may delegate this authority in writing to another
employee of the Agency. Any such Sa44-delegation will sh*14-be in effect from date of the
issuance of the delegation until such time as it is revoked or exercised directly by the
Executive Director. The Appointing Authority for the Executive Director position is shall be

the Governing Boards of the Agency.

2.8 APPOINTMENT

The offer to a person and the acceptance of a position in accordance with these Rules.

2.9 CANDIDATE

A person whose application or transfer request for employment has been accepted.

2.10 CERTIFICATION

The submission of names of eligible candidates from an approp riate list to the Appointing
Authority by the Human Resources Administrative Director.

2.11 CLASS OR CLASSIFICATION

All positions sufficiently similar in duties, responsibilities, working conditions, and

requirements, to permit grouping under a common title with equitable application of common
standards of selection, transfer, promotion, and salary.

2.12 CLASS SPECIFICATION

An-e€€ieial statement or guideline of the essential functions duties, responsibilities and
qualification requirements of positions included in a particular class.

2.13 CLASSIFICATION PLAN

The arrangement of positions in classes, together with the titles and specifications describing
each class.

SHRA Personnel Rules ; 9 9; 12010 7
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2.14 CLASSIFIED SERVICE

May 25, 2010

All limited-term and part-time positions, and those regular positions that Whieh typically
require the successful completion of a probationary period to achieve regul pefmane
status.

2.15 COBRA

Consolidated Omnibus Budget Reconciliation Act (COBRA) allows terminated employees to
extend participation in Agency group medical and dental plans (at the insured's own cost) for
18 months if they are terminated for any reason other than "gross misconduct." Eligible
beneficiary(ies)/dependents can extend their participation (at the insured's own cost) in the
plan for up to 36 months if, 1.a) the employee dies, 2.~4 there is a divorce or legal separation,
or 3.E) a dependent child ceases to be a dependent due to marriage, attainment of age 23, or
change in custody.

1 2.16 COST OF LIVING ALLOWANCE (COLA)

Cost of Living Allewanee (COLA) is A percentage increase of salary, generally based on
the Consumers Price Index (CPI).

2.17 CONFLICT OF INTEREST

C+^t•+er-ily defined Ceonflict between an employee's interests and the Agency's interests.
Employees in specific job classifications designated thehe Agency ay be required by law
to complete Conflict of Interest, Gift Policy, and Disclosure Statements forms in which ,-they
whieh-declare any interests that may be in conflict with Agency policies or action. Conflict
of Interest forms are filed with the Agency Clerk and are public information.

2.18 COMPENSATORY TIME OFF (CTO)

Authorized paid time off accrued by working more than ei ht 8 ) hours per day in a regular
schedule or over eighty 80) hours per pay period in a flex work schedule. Exempt
employees are not eligible for CTO.

2.19 DEMOTION

The movement of an employee from a position in one class to a position in another class
having a lower salary range, either voluntarilyy or initiated by the Appointing Authority.

2.20 ELIGIBLE

A person who has passed all components within of the examination process and is certified
as a candidate qualified for certification for employment. An certified eligible per-son
candidate has no guarantee of employment.

2.21 ELIGIBLE LIST

SHRA Personnel Rules-?39Y 2010 8
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A list of persons candidates who have passed all the components within of the examination
process and have been af° qualified rr ^°i*if^°fi^^ certified as eligible for hiring.4of
efflpleyfflefl .̂-

2.22 EXAMINATION

The process of testing to determine either basic qualification or rank order of merit. and the
establishtnet4 of an eligible list. if twe or-a! exam panelists fail a ,
disqualified.

2.23 EXECUTIVE DIRECTOR

The chief executive officer of the Agency who serves at the pleasure of the Governing
Bodies.

2.24 EXEMPT EMPLOYEES

They serve at the pleasure of the Executive Director. Accordingly, they are not subject to a
probationary period, just cause if not required for discipline, and there are no appeal rights.
Nothing in these Rules will shftl-l-be construed to be an express or implied covenant or
contract; or to create a property right or tenure for any person appointed to Agency positions
that -,Nhieh-are exempt from the classified service. Exempt efnpleyees sef-,^e a4 the pleasure
of the Exeetifive Difeeter, ,
pefied, just , and there afe He appeal figh Exempt
employees shall-include the following:

A. The Executive Director and Deputy Executive Director_

B. All executive, management and supervisory personnel in positions listed in Exhibit "A"
who serve at the pleasure of the Executive Director; within the Exempt ,
ccE., „fi..°s» ..

noted with
an s*°..'w

C. All temporary employees; and

D. Volunteer personnel and personnel appointed to serve without pay.

2.25 EXEMPT MANAGEMENT

The Executive Director and the occupants of those managerial positions listed in Exhibit
"A".

2.26 EXEMPT SERVICE

All positions to which exempt employees are appointed.

2.27 FLEXIBLE STAFFING

SHRA Personnel Rules-2S99 12010 9
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A procedure by which certain positions may be reallocated to the next higher level with the
supervisor's or committee's recommendation when permitted by provisions in the class
specifications or approved procedures.

2.28 FLEXIBLE SCHEDULE

Hours of work other than 8:00 a.m. to 5:00 p.m.,, but totaling eighty 80 1 hours per pay
period.

2.29 FLEX WORKWEEK (9/8/80 and 4,11 0 per- pay period eF other-)

A. 9/8/80: A total of eighty 80) hours worked in nine (9) days over a two 2)-week pay
period. Usually, the employee w4-works eight nine-hour 8/9 days and one eight-hour
faday during the two (2) weeks, with one (1) workday off when compared to the
traditional work schedule.

B. 4/10: A total of eighty 80 ) hours worked in four (4) ten 10)L-hour days a week over a
two 2)-week pay period. Usually, the employee wiP-works eight (8) ten (10) hour days
during the two (2) weeks, with a-one 1 work{lay off every week_ when eemp^r°a *^
the t .."']:+:'"..", . '"'L ~eh°'7„l0

C. Other: Other flex workweeks M a '+°rna+° flex schedule may be established with the
approval of the Executive Director or designee.

2.30 GREEN CIRCLED

An employee may be green circled for various reasons, a green circled employee
Rreceivesing pay at a rate that exceeds the maximum salary step of their classification salary

employee's ; green circled employees arewill be eligible for COLAs cost e€range fef the
effl

2.31 GRIEVANCE

A , ^1°;," by a employee who " °lt.r has been adverse!), affected ;
employment by the inequitable ef unfeasenable a of applieatien of these Rules e
an appheable law. Labof ,
g~iew~ce~r~E°aur°, if any, mus*b° f"ew°a. A grievance is any dispute between the (A)
the parties, (B) the Agency and an employee or employees, or (C) between or among
employees, with respect to the meaning, interpretation, application or enforcement of the

collective bargaining agreement(s).

2.32 GROUP INSURANCE CONTRIBUT Section 2.2

For aetive employees, >
dental, life insurance, and dependent ear-e.

2.33 HEALTH INSURANCE CONTRIBUTION

SHRA Personnel Rules-33 9; 2010 t0
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The maximum monthly amount tkat-the Agency contributes towards health insurance only
(applies to both active employees and retirees). Does not include dental or life insurance or ;
aef dependent care reimbursement.

Employees who retire under the Public Employees' Retirement System (PERS) law are
eligible for a retiree health insurance cont ribution benefit allocation from the Agency. Such
allocation is determined by the Agency and may be changed at any time subject to
Government Code Section 228922-5.

2.34 LAYOFF

A layoff is the separation of at least one (1) employee due to lack of work, lack of funds,
abolishment of a position, or other reasons required to ensure in the the efficient operation of
the Agency.

2.35 LEAD PAY

When the appointing authori designates a regular employee, in writing, as a lead worker,
that employee shall receive fFive percent (5%) increase in base salary for each hour workedi
for the first six (6) months, thereafter an additional five (5) percent. Employees designated
as a lead worker shall be when designated as a lead worker for a specific project of €e"
limited duration.

2.36 LEAVE OF ABSENCE

Permission to be absent from duty with or without pay for a specified period and for a
specified purpose, with the right to return to the same classification before or at the
expiration of the period. Leave of absence shall be requested in writing to the Human
Resources Manager and shall state specifically the reason(s) for the leave, the date when the
leave is to begin and the probable date of return.

2.37 MANAGEMENT/SUPERVISORY LEAVE

Applicable to Exempt management/supervisory employeesi -ka"~~r up to forty
(40) hours annually management'supen4seFy leave subject to the requirements of
eena~Q'~irrsection 9.12 of these rRules.

2.38 OUTSIDE/SUPPLEMENTAL EMPLOYMENT

Employees requesting permission to accept employment outside the Agency are required to

submit an Application for Permission for Outside Employment form as outlined in the
Agency's Policy/Procedure Instructions manual. Any employee whose request for
supplementary employment is denied by the Appointing Authority or designee will have the
right to appeal to the General Counsel, whose decision will be final.

1 2.3 ,99 PERSONNEL ACTION

SHRA Personnel Rules2 9 99 12010 11
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Any action taken with reference to appointment, compensation, promotion, transfer, layoff,
dismissal, or any other action affecting work status of emplaym .

1 2.3940 PERSONNEL FILE OR PERSONNEL RECORDS

Those confidential records maintained and controlled by the u„ma^ Resources
Administrative Director regarding employees.

1 2.401 HUMAN ADMINISTRATIVE DIRECTOR

The individual assigned the responsibility of administering the Agency's personnel program
and other related duties as may be required by the Executive Director.

I 2.44-2 POSITION

A combination of the duties regularly assigned to be performed by one person. These r-t-are
the following types of positions in the Agency:

A. Regular:

A position in the classified service or the exempt service in which an the-employee may
be expected to be continuously employed on a full.-time basis.

B. Limited-Term--

A position stipulated to be of limited duration, up to a maximum of eighteen (18) months,
because of seasonal workloads, special projects or other reasons. A limited-term position
must be of such duration as to require an employee to work within one year of each date
of employment, at least 1,000 hours during a continuous period of employment of more
than six (6) months. Limited-term positions shall automatically terminate on the date set
forth in the appointment letter unless otherwise extended.

C. Part-Time-

A position in which an employee is expected to where the work ^eh°atf'° ea'ls for a work
a minimum of forty (40) hours but less than eighty (80) hours during a bi-weekly pay
period, either on an intermittent or regular basis. A part-time position must be of such
duration as to require an employee to work, within one calendar year, at least 1,000 hours
during a continuous period of employment of more than six (6) months.

D. Temporary

A position in which an where the employee works less than 1,000 hours during a
continuous period of more than six (6) months.

E. Temporary Services

A temporary position where the employer is a temporary employment services agency
with which the Agency has contracted.

SHRA Personnel Rules 239:.2 12010 12
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C-. F. Volunteer:

Any position for which the employee is not compensated.

~ 2.423 PROBATIONARY PERIOD

May 25, 2010

A working test-period during which an employee is required to demonstrate an ability to

satisfactorily perform the duties of the position to which the
employee is has been appointed.

1 2.4-34 PROMOTION

The movement of an employee from a position in one class to a position in another class
having a higher salary range, other than when a position is reclassified.

1 2.445 RANDOM RANKING

Determining by lot the placement of candidates on the eligible list when the Hum
Resources Administrative Director determines that no significantly valid criteria exist for
ranking candidates.

2.4-56 RANDOM SELECTION

Establishing by lot the number of invitees to an examination when the number of applicants
exceeds the number practical to process in light of the Agency's staffing needs.

1 2.467 RECLASSIFICATION

A change in allocation of an individual position by raising it to a higher class, reducing it to a
lower class or by-moving it to another class at the same level due to a significant change in
duties and responsibilities of the position.

~ 2.4-78 REDUCED WORK SCHEDULE

Pay period during which less than 80 regular (not overt ime) work hours are authorized.

2.489 SECTION 3

A section C°^of HUD regulations requirin es-that employment and other economic

opportunities shftll-be directed to public housing residents, other low- and very low-income
persons, and persons in eligible geographic locations.

1 2.4950 STATUS

The standing of an employee's present appointment. There are the followin&fellowing types
typ_gs of of-statuses in the Agency:

SHRA Personnel Rules .339; 12010 13
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A. Re uglar:

May 25, 2010

«'^m-^en'y ^^ll°a D°n°n°r*'-The status of an employee who has been retained in a
position in the classified service after completion of the probationary period.

B. Probationary:

The status of an employee who has been certified and appointed to a position in the
classified service but who has not completed the probationary period.

C. Limited-Term:

The status of an employee hired for a limited duration, up to a maximum of eighteen (18)
months, because of seasonal workloads, special projects or other reasons. Such employee
may work within one year from each date of employment, at least 1,000 hours during a
continuous period of at least six (6) months.

D. Exempt=

The status of an employee who has been appointed to a position in the exempt service.

2.50 SUPPLEMENTARY ETIDTlIVT4 9NT (Revised and moved to Section 2.38)

Depaftflaen4 for possible conflict e€interest. No employee >,,.ld :+: with the

of this n,.io~~

Resetifees DepaFtment.

and, therefore, is ^ll,.,..^ b lv

the Agene~-

9 n eoey of all . "r, ^"+; ^„

designee, shall'' ll be filed with the r~ ++cx Humanzmircm znceovui=cc".rzT°cpu
,.~
rrrri°cr .
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E,A.
ABBei

whose 'a°";s :'.,' shall be final.

2.51 SUSPENSION

9-F a tffliBe e~e

The temporary postponement sepafa6ea of an employee' pay and dismissal from duty
withotA a means of discipline.

2.52 TEMPORARY EMPLOYEE

The status of an employee who is ineligible for benefits and has no transfer rights or appeal
rights.

2.53 TERMINATION

The separation of an employee from Agency employment. Represented and Confidential
employees may be terminated for just cause. Exempt employees serve at the pleasure of the
Executive Director (i.e., they are are "at will" and may be terminated by the Executive
Director for any reason, at any time, with or without cause.

2.54 TRANSFER

The movement of an employee from one position to another position. without ehange-of
'states. The

not placed on prebatien, the emp loyee iT:,ubject to perfefmanee evalua ttens. There are three
types of transfers:

A. Work Location Transfer. Same classification; transferring work location only.

B. Lateral Step to Step Transfer. Transfer to a comparable classification where the
employee's current salary step is within five percent (5%) of the same step of the
classification being transferred to. The employee's

>,o same step of vau~~rxic~u~i
~+o„ ^~' theo ^l""";f,^^,-:^.' t,."'..^f ,.+e„

~
~ ico

iv) thei5 of *
u.r -.~•. ~.~ .

D-.C. Promotional Transfer. Transfer to a higher classification where the employee's
current salary step is more than 5% below the same step of the classification being
transferred to. Employee's - ----e^* a' -~n Step ^ must be within five percent .~co~' of +'~_~' ~

~,,...
y, range of the ^la°°:r;^.,*:^r * r°~~~fr:r,. to.vnacsa

D. Transfer requests are not accepted for exempt and confidential positions.

2.55 TRANSITION

The movement of an employee from a limited-term or part-time position to a regular position
in the classified service.

2.56 UNPAID ADMINISTRATIVE LEAVE

SHRA Personnel Rulesa 9 9; 12010 15
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Where an employee has made him/herself unavailable for work the employee will be placed
on unpaid leave.

1 2.567 Y-RATE

A pay rate that -, v*teh-is frozen because it exceeds the maximum step of the salary range for
the employee's class. No COLAs will shall apply.

Sl-IRA Personnel Rules-;-3-9',1- 12010 16
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SECTION 3

THE CLASSIFICATION PLAN

3.1 ADOPTION AND MAINTENANCE OF PLAN

May 25, 2010

The Human D°s^ur^°°Administrative Director will shall establish and maintain a position

classification plan that whieIrshall groups all positions into classes based upon their duties,
authority and responsibilities. The Human D°s^tir^°sAdministrative Director may allocate

positions to the appropriate class. The position classification plan, and any revisions that
which require the creation of a new class or title change, will be shall be recommended by
the Executive Director to the Governing Boards for adoption.

3.2 PURPOSE

The purpose of the classification plan is to provide a complete and continuous inventory of
all Agency_positions and to provide accurate specifications for each class of employment.
The plan will shall-standardize titles, each of which will shft11--be indicative of the range of
duties and responsibilities of the classification.

3.3 AMENDMENT OF PLAN

The Human D°seti~e°s Administrative Director will shall-conduct classification studies upon

the request of the Executive Director. If the Human Administrative Director finds

that substantial change in organization, creation or change of position, or other pertinent
conditions1 make necessary the addition, abolishment, consolidation, division, or amendment
of the classification plan, such recommendations may be submitted by the Executive Director

for adoption by the Governing Boards or+h° ^ T°„ey. The Executive Director may approve

revisions to the classification plan that which do not require the creation of a new salary
range.

3.4 CLASS SPECIFICATIONS

A. Content of Specifications:

Each class specification will shall include, at a minimum, the class title, definition,
essential job functions/physical requirements, technical requirements and/or licenses,
examples of duties, a statement of qualifications, and a description of the combination of
experience and education a person should possess to perform the work.

B. Interpretation of Specifications=

The definitions in class specifications are descriptive and not restrictive. They are
intended to indicate the kinds of positions that are allocated to the classes, as determined
by duties and responsibilities. The definitions T4e~-are not to be construed as declaring
what the duties or responsibilities of any position may be, or as limiting or modifying the
power of the Appointing Authority to assign, direct and control the work of employees.

SHRA Personnel Rules 239s.2 12010 17
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The use of a particular expression or illustration as to duties will shall not be held to
exclude others not mentioned that are of similar kind or quality.

C. Use in Allocation:

In determining the class to which any position should be allocated, the specification
describing each class will shall be considered as a whole. Consideration will shall be
given to the general duties, specific tasks, responsibilities, qualification requirements and
relationships to other classes, as a composite description of the kind of employment
whieh the class is intended to embrace.

D. Qualification Statement:

The qualifications enumerated in a class specification will shall relate to the reasonable
standards of experience and training required to perform all the duties of the
classification.

3.5 USE OF CLASS TITLES

The class title is the shall official title of every position allocated to the class for the
purpose of personnel actions and will sh4~-be used on all payrolls, budget estimates, and
official records and reports relating to the position. Any other working title desired and

authorized by the Appointing Authority may be used as a designation of any position for
purposes of internal administration or in contacts with the public.

3.6 APPEAL OF ALLOCATIONS

An employee disagreeing with the allocation of a position as a result of reclassification may
file a written request for reconsideration, within thirty (302 days of when the reclassification
takes effect with the Human Resources Administrative Director. In order for the request to

be considered the employee's written request must outline the reasons for the disagreement.
Failure to outline the reasons will remove the request from consideration. The Hum
R-esetweesAdministrative Director will shall-review the reasons for reconsideration

^'°^sin'^°*i^r and the ^^°~*~^r and submit the findings to the department director and the
employee eeneeme . If the employee is still dissatisfied with the 14tima
R-esetffeesAdministrative Director's findings, the employee may appeal in accordance with
Section 12.4C of these Rules. (Represented employees may appeal in accordance with

applicable Labor Agreement Grievance Procedure-Step 2).

3.7 FLEXIBLE STAFFING

Reak'^oeationsPr-evided by Glass Speeifeation. When a position is reallocated as allowed in
the class specification by action of the Executive Director, the incumbent will shftfl-be
granted peffnanent-regular status in the new class. The anniversary date for subsequent in-
grade salary increases will shft14-be one year from the effective date of reallocation. The
Agency classes for which flexible staffing is provided by the class specifications are listed in
Exhibit "B" attached to hereto and made a part of these Rules. hereafl.
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SECTION 4

APPLICATIONS AND SCREENING

4.1 EXEMPT APPOINTMENTS

May 25, 2010

The Executive Director may appoint, with or without advertised recruitment, a candidate to
an exempt position. Nothing in these Rules shall be eenstfued to be an expfess of implied
eevenan4 of > of to efea4e a pfapefly fight or- tenure , fef any pefsen appointed to
positions whieh are exempt fiem the elassified sen4ee. Exempt employees afe at will

,
, and thefe are no appeal fig4it&

4.2 RECRUITMENT

An active recruitment program will be conducted to meet current and projected workforce,
Section 3 HUD requirements, and diversity needs as an Equal Opportunity Employer.
Recruiting efforts will be coordinated by the Human Resources Department with the
cooperation of other Agency departments of the . Depending on the needs of the
Agency, recruiting information publicity will be distributed through appropriate media for a
sufficient period of time to aensure members of the public an
opportunity to be considered for Agency employment.

For eligibility for preference under Section 3 HUD requirements, applicants must complete a
Section 3 eligibility form that contains wid:i--all requested information regarding family
income, geographic location and residency in a public housing authority.

These Personnel Rules apply equally to Section 3 applicants and all other applicants.

4.3 ANNOUNCEMENTS

Public notice of Agency vacancies shftl-l-will be distributed to organizations, interested
individuals and appropriate specialized groups as determined by the Human
ResoufeesAdministrative Director. Announcements will shfl4-1-be posted in conspicuous
places in Agency buildings. In addition, information on position vacancies may be
disseminated shall be issued by other methods that facilitate contact with which will b
assufe its reaching qualified prospective applicants.

1 4.4 CRIMINAL BACKGROUND CHECKS

Prior to appointment, criminal background and reference checks will be conducted made on
all applicants. pfespeefive employees. Exempt employees are subject to full background
checks,. including criminal, credit, and s+3keels education and r°f°r°r^°^.

4.5 HEPATITIS INOCULATION
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The Agency will pay for the-hepatitis inoculation as required for specific job classifications
that whk-h-have been determined to be high risk for possible contact with the hepatitis virus.
Employees have the right to refuse, in writing, the inoculation.

4.6 TYPES OF EXAMINATIONS

Eligible lists will shR44-be established as a result of open and/or promotional examinations. If
necessary, open and promotional examinations may be given concurrently.

A. Open:

Open 9pe}reexaminations are shall be open to any person who meets the qualification
standards as set forth in on-the job announcement. Open continuous examinations may
be announced by publishing a single announcement notice without a final filing date.

B. Promotional:

Promotional examinations are shall be open to all employees in the classified service who
meet the basie qualifications standards set forth in the job announcement.

4.7 QUALIFICATIONS AND SCREENING OF APPLICANTS

Applicants for appointment, promotion or transfer to positions must sha44-possess the
qualifications and other requirements for the class as stated in the job announcement.

The Human D°^^urc°°Administrative Director will use one or more of the following
techniques to determine whether applicants possess the knowledge, skill and ability
requirements listed on the job announcement:

A. Review Iinformation the applicant supplies on the application form.

B. Conduct -Wwritten, performance, physical tests or examinations, or any combination of
these.

C. Conduct lindividual or group interviews.

D. Review Information and evaluation supplied by references and previous employers.

E. Use 9other job-related screening techniques as may be necessary.

When provided for in the examination announcement, random selection may be utilized for
establishing the number of invitees to an examination when the number of applicants exceeds
the practical ability of staff to process applications in light of the Agency's staffing needs.

Applicants who are Agency employees or Agency residents on the closing date of the
application period will sha447be exempt from random selection and will. sh4~-be invited to an
examination if they meet the minimum qualifications.

When provided for in the examination announcement, random ranking may be utilized for
placement of candidates on the eligible list when it is determined that no valid criteria exist
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for ranking candidates otherwise eligible for employment. Candidates who are Agency
employees or Agency residents on the closing date of the application period will shftll-be
randomly ranked on the eligible list prior to candidates who are not Agency employees or
Agency residents.

4.8 WAIVER OF SELECTION PROCEDURE

When a selection procedure has been publicly announced and the number of applicants
meeting the qualifications for the position is seven (7) or less, the Human Rese
Administrative Director may waive further testing entirely and certify the names of
applicants meeting the qualifications to the Appointing Authority.

All formal selection procedures may be waived for the appointment of persons to temporary
positions;L -or to limited-term positions in Efederal, 8state, local or Governing Board
approved employment and training programs.

4.9 APPEALS FROM DISQUALIFICATION

A candidate may appeal disqualification (failure) in any phase of the examination or
selection process through the Human Resources Administrative Director to the Executive
Director. Appeal must be made within thirty (30) days after notice of examination results has
been mailed. Appeal may be made for any of the following reasons:

A. The Agency's erroneous interpretation or application of the qualification standards
prescribed for the class.

B. Improper procedure by the Agency in the administration of the test that whieh would
materially affect the outcome.

C. Discrimination by the Agency based on any characteristic listed in section 1.3 of these
Rules. , eelef, , national , age, disability, sexual , sex,
marital status o+o"°^ status, •

Employees who apply for a promotion but do not meet minimum qualifications will slftll-be
notified in writing within three (3) w ^rki„g days of the end ^r„os*^ng or five (5) working
days prior to interviews.

If the disqualification is reversed on appeal, the Agency will shall-rank the candidate at the
place on the eligible list that-where the candidate would have ranked if there had been no
disqualification. However, certifications or appointments made from the eligible list prior to
the reversal will shall-not be affected.

4.10 ELIGIBLE LISTS

Eligible lists are established in rank order of names of those persons available for
certification for employment to existing vacancies.

I There are the following types of eligible lists in the Agency:
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A. Layoff List
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Employees with-permanent regular status who were laid off due to lack of work or
reduction in force. Appointment of qualified persons from this list is mandatory.

A-.B. Re-eEmployment List:

Employees who have resigned in good standing with regular pefffianeR4 status who have

petitioned for re-employment in writing to the Administrative Director within one (1)
year from the date of resignation. The former employee's E4&-of4iername will sha14
remain on the re-employment list for one year of date placed on the list. Appointment of
persons from this list is optional with the Appointing Authority.

C. Promotional List

Employees who have successfully completed all components within a promotional
examination.

B-.D. Open List:

Persons qualifying for certification as a result of having successfully completed all
components within an open examination.

In the event another eligibility list for a classification is established while a list is still valid,
the employees on the first eligibility list will shfth-take precedence over employees on the
second eligibility list, and so forth, regardless of any individual employee's numerical
ranking.

4.11 DURATION OF ELIGIBLE LISTS

The life of eligible lists will &hft14-be at least three (3) months but no longer than one (1) year
from the date established, unless extended up to one (1) additional year by the Huma
D esetweesAdministrative Director. However, names will shft4-remain on a layoff list for two
(2) years from the date of layoff.

4.12 REMOVAL OF NAMES FROM ELIGIBLE LIST

Names of eligible persons may be removed from an eligible list by the Hum
ResezFeesAdministrative Director subject to the right of the eligible person to appeal to the
Executive Director within thirty (30) days from notification, for any of the following reasons:

A. False statement of material fact or actual or attempted deception, fraud, or misconduct in
connection with the application or examination.

B. Failure to accept appointment when certified from a layoff list.

C. Failure to accept appointment when certified from an eligible list.

D. Failure to respond to a mailed communication within a reasonable period of time.
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E. Failure to report or communicate with the Appointing Authority to whom certification
was made within five (5) working days from the date notice was mailed.

F. Declining an interview three (atimes.

G. Failure to pass the criminal background and reference checks and/or medical
examination.

H. The one (1) year period of unpaid leave, in accordance with the MOU, has expired.
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SECTION 5

CERTIFICATIONS, APPOINTMENTS AND TRANSFERS

5.1 FILLING VACANT POSITIONS

May 25, 2010

All vacancies will shft14-be filled as provided in these Rules. The Hum
Rte s A-Uff- re- A ~QsAdministrative Director will shall-certify to the Executive Director or designee;
candidates who have been screened in accordance with Section 4 of these Rules.
Recruitment procedures for the position of the Executive Director position will s13;}ll-be

determined by the Governing Boards of the Agency.

In recruiting employees for the-exempt service, the Executive Director will sha447use such

procedures and methods as deemed appropriate. The Executive Director may appoint a
candidate to an exempt position without recruitment. The Executive Director may, but is not
required to, use the same procedures as those af-e-utilized for the classified service.

The Executive Director will shal-l-make an appointment to all available exempt positions as
soon as it is reasonably possible to do so; however, as an alternative, a classified employee
may be designated to temporarily assume the duties of an exempt position until such time as
the exempt position may be filled. During the period durin&in-which the classified employee

is performing the exempt duties, the employee will shall retain all of the rights of a classified
employee.

Prior to appointment, candidates may be required to complete a declaration pe rtaining to
potential s~conflicts of interest or contractual relationships with the Agency.

5.2 EDUCATION REQUIREMENTS

A. Agency employees will shal-l-be permitted ftff&~to have completed fifty -50-percent
(50%) of the education requirements when applying for Agency positions. However, the

employee will be required to pursue and complete the education minimum within a
specified time period.

B. Experience in lieu of education may be allowed by the Appointing Authority in

recruitment for positions where specific experience is a factor or for positions 'Whefe
retention or recruitment difficulties exist. when appropriate in the opinion of the

5.3 CERTIFICATION

A. Classified Service

For each vacancy in the classified service, the Human R°°o••re°sAdministrative Director
will shall certify the first seven (7) persons from the eligible list(s), except in those
instances in which selective certification (see below) is employed. The names of
employees who have submitted approved transfer requests for the t#at-opening will sha41
also be given an interview for the vacancy. However, in no event will shall more than
five (5) employees who are requesting transfer be given such interview, with the
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employees who submitted their transfer request on the earliest date being given
preference.

When more than one vacancy exists, the next eligible person will sha44-be certified for
each additional vacancy. If any certified eligible person is unavailable for appointment,
the recruitment file will skal^be-be so annotated, and the Administrativel4tim
Resetifees Director will shafl-certify an additional person. The Appointing Authority will
shft4-have the discretion to choose from among those certified without regard to the
individual ranking on the eligible list(s).

Within 30 calendar days from the date a vacant regular position is filled, an employee
who was interviewed may request to shall h°v° *h° ri^h* *^ meet with the hiring manager
to discuss the basis for not being selected.whyh°4h° -N°°^^.

B. Exempt Service and Confidential Employees

The Human Resources Administrative Director will shall certify the number of
candidates that-the hiring department and Human Resources Department have determined
as most qualified. Only applications are accepted for Eexempt and Gconfidential
positions.

5.4 CERTIFICATION IN ABSENCE OF ELIGIBLE LIST

With exception of a layoff list, if an eligible list contains fewer kegs-than five aavailable
persons, or does not exist for the class in which requisition is made, the u„mffr D°s^•,fe°s
Administrative Director may certify from a comparable eligible list of substantially the same
or higher level.

5.5 SELECTIVE CERTIFICATION (SPECIAL QUALIFICATIONS)

The Appointing Authority may request a selective certification of eligible persons having
specialized qualifications sueh as language flueney required by the nature of the job i.e.
language fluency) if such a request is made prior to certification. If the Human Resources
Administrative Director determines after review that ,°ft°r investigation, '°*°n*^„°s*'h* the
facts justify such selective certification, the highest-ranking eligible persons who possess the
special qualifications will shall be certified.

5.6 MEDICAL STANDARDS - GENERAL

Upon appointment, re-employment, recall, or return from a medical leave of absence, the
employee may, after a conditional offer of employment is made, be required to be examined
by an Agency physician, who will shall-submit, on forms provided by the Human Resour-ees
Administrative Director, a medical report certifying the medical fitness of the said-employee
for the type of work to be performed. The Human D°s^••r^°s Administrative Director may,
upon recommendation of the Agency physician, grant a reasonable period in which to clear
up, cure or remove any condition that --*hieh-is temporary in nature. If the employee cannot
meet the medical requirements of the position, or perform the essential duties of the position
within or without -reasonable accommodation1 the conditional employment offer will shall-be
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withdrawn.

May 25, 2010

5.7 TRANSITION FROM A LIMITED-TERM TO A REGULAR POSITION IN THE CLASSIFIED
SERVICE

Upon approval of the Appointing Authority, an employee in a limited-term or part-time

position who has worked the equivalent of twenty-six (26) weeks of full_ time service may be
considered for appointment to a regular position. Qualifying employees will sla14-be subject
to a performance appraisal or interview to determine ranking. Where skill, ability, training,

experience, and performance of two (2) or more qualifying employees is equally satisfactory,
the employee having the most Agency service will sha44-be selected. Pefmanent Regular
status will she44-be granted without further examination. Such appointment may be made
only to the employee's current class, a comparable class or to a lower class.

An employee with limited-term status; who has worked the maximum allowable term of
eighteen (18) months, will sha44-either be granted-pemianent regular status without further
examination in the job classification where limited-term status is he1d1 or-Aialt-bia-_terminated
from employment with the Agency.

5.8 TEMPORARY WORK IN A HIGHER CLASSIFICATION
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When an employee is assigned to perform more than seventy-five percent (75%) of the duties
of a position in a higher classification, payment for such out-of-classification work will be
five percent (5%) above the regular base pay of the employee, providing such pay will be a
minimum of Step 1 of the hi gher classification, and no more than the maximum of Step 5 of
the higher classification. The Executive Director may autho rize payment in excess of five
percent (5%) but no more than Step 5 of the higher classification.

When an employee is assigned to perform at least fifty percent (50%) of the duties of a
higher classification , payment for such out-of-class work will be paid at three percent (3%)
above their regular base pay.
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The Appointing Authority may at any time revoke or terminate the temporary assignment.

If at any time an employee who has filled a position on a temporary basis is promoted to the
position through the selection process, the employee will shall serve a full probationary
period in the new position from the date of the promotion unless in the sole judgment of the
Appointing Authority such a probationary period is not required.
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5.9 TRANSFERS
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A. The Agency may transfer an employee at any time to any other position within the same
classification or to a comparable classification. Transfer requests are approved or denied
by the Human Resources Department.

B. A transfer may be made without the consent of the employee. However, ,~er-, the
employee will sha447be given five (5)ten 10 working days notice prior to a permanent
involuntary transfer. Temporary involuntary transfers due to emergency situations and/or
business necessity are sha447not be-subject to the five (5)ten 10 day notice requirement.
The Agency will not intentionally use temporary involuntary transfers to circumvent the
notice requirement.

5.10 RE-EMPLOYMENT AFTER RESIGNATION

Employees who have resigned in good standing with regular status may petition for re-

employment in writing to the Human D°~etire°sAdministrative Director within one (1) yea
from the date of resignation. The former employee's name will remain on the re-
employment list for up to one (1) year after the date the ^ ° „'ag°a on the list.
Appointment of persons from this list is optional w44hfor the Appointing Authority.

A ..Ycrse;'~ ~o~~~ ~..'.,^'..^^has . cs.,. o`' f ^'.' Age "^.. ~ ^a s+^,^a:,.^. . v

in one (14 ffem the date of f:esignatien. Persons

Upon re-employment the employee will she4l-return to the same step of the salary range
occupied on the date of resignation. However, the employee will sha44-be required to serve a
new probationary period.

5.11 NEPOTISM

It is the policy of the Agency to discourage the employment of relatives in the same
department. No relatives rnay shall-be employed where one is in a position to be supervised,
directly or indirectly, by the other.

"Relative" is defined as husband, wife, brother, sister, mother, father, son, daughter, son-in-
law, daughter-in-law, mother-in-law, father-in-law, or other person residing in the same
household.

In the event of the marriage of two employees who work in the same department, neither will
be required to transfer or terminate unless one will supervise the other. If a transfer or
termination is required, the employee and the Agency will jointly a ttempt to find similar
work for one of the employees. If no transfer is affected within ninety (90) days, the
Executive Director may terminate one of the employees. If the circumstances that whie
brought about the termination changes within ft-one Lt,Z{4)-year-periad, the previously
terminated employee may petition for re-employment in accordance with Section 4.10B.
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5.12 PERSONNEL RECORDS
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The official personnel file for each individual employed by the Agency will be maintained in
the Human Resources Department.
individual's employment with the Agency. Employees may r-eview their- file in the Human

appraisal ,

#;^ °' per-senael fi le .employee's

Employee personnel records are be subject to inspection only by the employee for whom the
file is maintained and authorized Agency personnel except as otherwise provided by law. A
supervisor will be given access to the official personnel files of subordinates and employees
considered for vacancies. Upon notification and approval of the employee's supervisor, an
employee is entitled to make an appointment to review the official personnel file at the
Human Resources Department for a reasonable time during regular hours. No persons other
than those specifically referenced in this Section will be permitted to inspect an employee's
official personnel file without the express written authorization of the employee.

An employee may submit a written rebuttal to be placed in the employee's official personnel
file and attached to the detrimental or adverse document or material. The rebuttal will
remain a part of the official personnel file for as long as the detrimental or adverse document
or material remains in the employee's official personnel file. Rebuttals submitted by
employees that contain profanity or discourteous/disrespectful language toward the
supervisor and/or Agency, or that do not address the subject matter, shall not be allowed and
will be returned to the employee with an explanation.

An employee will be provided with a copy of a performance appraisal, disciplinary letter, any
adverse/detrimental document or materials, or letter of commendation within seven (7)
calendar days after the employee makes a written request for a copy of such document or
materials.

Information in official personnel files will be exempt from public disclosure to the extent
allowed by law. Certain linformation which cannot be treated as confidential, including
_^^^^'^_̂es: an employee's name, job title, salary range, and dates of employment. All
information in official personnel die-files may be subject to public disclosure by court order.

If at any time it is determined that a previous personnel action_(e•g.=^ - reprimand or
performance appraisal), was unjustified or inaccurate, the appropriate correction will sha44-be
made reduced to in writing and placed in the official personnel file, or the unjustified or
inaccurate information will be removed withdr-awn from the file at the direction authefizatieil
of the Human D°°^tiF^°sAdministrative Director or Executive Director.

5.13 TRANSITION FROM CITY OF SACRAMENTO TO SACRAMENTO HOUSING AND
REDEVELOPMENT AGENCY (SHRA)
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Unrepresented Classifications only:

May 25, 2010

A-.a Employees who are transferred from employment at the City to SHRA as a result of
restructuring or reorganizing shall be allowed to transfer the following accrued benefits
from the City to SHRA;.-

A-. 1. Eighty percent (80%) of sick leave balances after cash-out pursuant to City
policy.

~ 2. Vacation balances up to one (1) year of accrual at the employee's current rate.

5.14 TEMPORARY SERVICES WORKERS

The Human Resources Department is the liaison to all temporary services agencies who

provide temporary services workers to the Agency. This includes the ^^^*r°^*i^^
for- ll matters i^^'uair°: ordering the worker, resolving any work performance, lo~istical or
issues, and notifying the agency to terminate the worker. Workers through tlw-temporary
service agencies are employees of the temporary service agency. Temporary services

workers may be terminated from assignments at the Agency at any time and have no appeal
rights.

Temporary Services workers are utilized by Agency Departments for backfilling during
employee absences, as needed for special assignments or extra workload, to fill student intern
assignments, and to fill the Agency's resident trainee program.

, . 12 °4'e '° r -e P .,'. ",-.. . : s+",'..° , each '7°""4"'°"+ "1". .
,

r' t,^..° a need f " a ^l°^°'..^°^+ for ,,,^"° than +t„'°° (3) days.

2.Tempefa r-ker-s will be designated in one of the fellewing ea4eger-ies and

BaEkfill temporary empleyee may be requested-•T~~ekfill assignment ends with

~.:a__. Tm:_ee. T:_°e~ leeted from ___:a__._ __ Housing ,.h_:__.,_.._h__

residents, EEOC, ,
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-
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SECTION 6

PROBATIONARY PERIOD

6.1 PURPOSE

May 25, 2010

The probationary period is a continuation of the hiring process. It is and shall b° utilized as
an opportunity to observe the employee's work and ,-adjustment to the position1 and to reject
an employee who fails to satisfactorily perform meet fequir-ed standards the duties of the
job.

Exempt employees serve at the pleasure of the Executive Director and are not subject to a
probationary period.
,7:`. e«° t:o.' '.F +h° Executive Tl;.-°et '.,-

6.2 DURATION

All appointments to the classified service except flexible staffing reallocations are shall be
subject to a probationary period as set forth the time periods s*a*°a in the Collective
Bargaining Agreements. Jabor- .

In classified cl°^^a', main*°naree and s°n4e° Operations and Maintenance, and General
Clerical and Service positions, the probationary period is shall b° the equivalent to twenty-six
(26) weeks of full-time service, unless extended by action of the Appointing Authority for a
period not to exceed an additional twelve (12) weeks of full-time service.

In classified Administrative and Technical positions the probationary period is shall e one
fi -two 52) weeks of full-time service unless extended by action

of the Appointing Authority for a period not to exceed an additional twelve (12) weeks of
full-time service.

e},eee

exeeeds one half ^r*ho w4king days o,+;• o ';..t.. (30) day per-io he
probationary period may be extended by reason of any absence that exceeds fifteen (15)
working days that may occur during the during the probationary period equal to'~~
of-the absence.

A probationareMployee may be extended or released from his/her position at the discretion
of the appointing authority at any time during the probationary_ period with no right to file an

appeal or a grievance.

Any regular employee who is promoted and subsequently released from the new job
classification while serving the probationary period shall be reinstated to the job
classification from which promoted where regular status was held or to a comparable
position, unless the reason for the release would be just cause for dismissal.

6.3 ACTION AT END OF PROBATIONARY PERIOD
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Prior to completion of an employee's probationary period, the Appointing Authority must
take one of the following actions:

A. Grant the employee permanent regular status.

B. Extend the probationary period as outlined under Section 6.2.

C. Terminate the employee, or in the case of a promoted employee, return the employee to
the previous classification, unless termination is warranted for disciplinary reasons.

period, twe (2) weeks or- 90 houfs
will be ; "1,,.ao'7 in the final " `.11 "t'°"y

~ YTIQTlvIJ pay •

£-D. If no action is taken, the employee will shall be granted-pefffh-fliefAregular status.

SHRA Personnel Rules2 § 0; 12010 32

42



Revised SHRA Personnel Rules and Classifying Sr. HR Analyst as Exempt

1 6.4 FRINGE BENEFIT STATUS DURING THE PROBATIONARY PERIOD

May 25, 2010

The provisions of this Section apply to all employees during their probationary periods
except those employees who are serving a period of probation in te-a-promotional position.
as a result ^4'1'0:,," " "to'a

A. Leave:

Sick leave and vacation leave will shall be accrued during an employee's probationary
period; however, the employee may not shall not be allowed use ef^accrued vacation
leav e -prior to six (6) months of service.
period.

B. Health Insurance and Dental Insurance:

afingtfle are13

Probationary employees may enroll in the health and dental insurance programs and
other programs as applicable) at the time of their initial appointment. Part-time as well

employees or- Da
qppointed on or after August 15, 1995, will shall receive health benefits on a pro-rata
basis.

C. Retirement Program:

Regular and limited-term employees are enrolled in the retirement plan under the Public
Employees' Retirement System (PERS) coordinated with Social Security from the date of
hire.
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SECTION 7

PERFORMANCE APPRAISAL SYSTEM

7.1 PERFORMANCE APPRAISAL

May 25, 2010

The Human D°se•ife°sAdministrative Director shaWmaintains a system for reporting and
recording the job performance of Agency employees. This system shall have references te

the quality and quantity of work done, the manner in which the work sefviee is rendered and
the responsibility of employees to their duties.

A significant ffhijor-objective of every performance appraisal is to clarify job expectations in
writing between supervisor and employee. Other objectives include:

A. To identify the training and job experience needed to improve job-related abilities.

B. To provide a basis for movement to permanent re ular status and salary review decisions.

C. To identify and develop employees having promotional potential.

D. To discuss employer-employee concerns related to the job.

Employees may submit a wri tten rebuttal to their performance appraisal to be placed in the
official personnel file his/her p°rsE „a°' r°eefa pursuant to Section 5.12 of these rules.

7.2 MEASURING PERFORMANCE

Overall work performance of employees will shall43~c-be measured and described as follows:

A. Meets-Exceeds, or Outstanding rating. These ratings indicate that-the performance is
consistently m°°msabove the requirements of the position.

B. Meets. This rating indicates the performance consistently meets all the requirements of
the position.

B-C. Needs Improvement. This Rrating indicates the tha4--performance is sometimes below
the standards standards required for the position and that-efforts to improve shouMneed to

be made.

ED. Unsatisfactory. This rating ^^ ••^s°*i^f^^*efy-fafi^^ indicates inadequate,
unacceptable work performance, inferior to the requirements of s*a„aaras F-equifed for- the
position.

7.3 THE RATING PERIOD

A. Probationary employees will sheu4d-be evaluated rated ice (2) during the probationary
period: at the mid-point and the-menth-prior to the end of the probationary period.-fiiial
dftte-.

SHRA Personnel Rules~ 12010 34

44



Revised SHRA Personnel Rules and Classifying Sr. HR Analyst as Exempt
May 25, 2010

B. Exempt empleyeesemployees do -,4+all-not serve a probationary period and may be
evaluated at any time. Normally the exempt employee will be evaluated annually from
the date of hire or appointment to current position.

C. Regular employees who have completed their probationary period are to be evaluated
annually.

D. Appraisals may be initiated; at any time; to document current performance. Out of cycle
appraisals may be necessary if the employee is not meeting performance requirements.

( 7.4 SALARY STEP INCREASEAIERIT DETERMINATIONS

-A. Salary 89en/Merit increases will be approved or denied by an employee's supervisor.
A request for an out of cycle or two (2) step increase must be accompanied by-a
performance appraisal that rates the employee as "Exceeds or Outstanding."

-B. An overall evaluation rating of "needs improvement" '-'may be cause for withholding
in-grade salary increases.

-C. An overall rating of "'-'unsatisfactory"'-" will result in the denial of the shall be dee
regular in-grade salary increase shall not be gr-ante . The

Appointing Authority hasv~,ill have the discretion to make of making a further appraisal
°va' ti°*i^^ report at any stipulated period of time not to exceed one year from the
previous appraisal.

-D. Two consecutive overall ratin gs of 'Tunsatisfactory"'-' r-epefts-will sh4~-be considered
as cause for demotion to a lower class, reduction of salary to a lower step in the range, or
termination.

7.5 RETURN TO FORMER CLASS

When an employee has been promoted and does not pass probation, the employee may be
returned to the employee's his/he>=former classification (not necessarily former location), or
be placed in a lower classification.

When an employee is returned to the employee's former classification, following promotion
or transfer, the employee's salary will shall also be returned to the same step prior to leaving
the classification.

7.6 APPEALS

Appeals may only be filed if an employee when ae*i^^ is taken to wi*hhe lais denied anwr-4
salary step increase, ^~ in the °v°~* ~r is demotedien , is issued an ,-in-grade salary reduction,
or is terminated. disehefge-.The employee may appeal in accordance with Section 12 of
these Rules or applicable Collective Bargaining Ajzreement. Labor- Agreement.
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SECTION 8

THE COMPENSATION PLAN

8.1 MAINTENANCE OF PLAN

May 25, 2010

The compensation plan for represented Agency employees will shall-be developed through
the collective bargaining process. The compensation plan for C-confidential and Eexempt
employees is shall be established by the Governing Board. The compensation plan will shall
include for each class a minimum and maximum rate and such intermediate rates as are
considered necessary and equitable.

8.2 ADMINISTRATION OF PLAN

A. Rates of Pay:

Each employee will shall-be paid a rate of pay within the salary range for the class in
which he/she the individual --is employed. Rates of pay are those steps designated in the
compensation plan. An exception may result eeetif where a wage rate is Y-rated or
Green Circled as a result of reclassification, transfer or demotion.

B. Entrance Salary:

An employee will be shall be appointed at the entry step for the class unless the
Executive Director determines the neeessit-y to make an appointment at a higher step is
appropriate. Consideration will be shall be given to the qualifications of the candidate,
availability of applicants and the resulting ^ar°^• relationship the salary witheof ther
similar positions.

C. Eli ig bility for Meljt7and-Salary Step Increases - Unrepresented Employees:

Merit salary ^tep increases are not automatic. The Appointing Authority she44-may
recommend merit salary step increases only for those employees who receive an overall
work performance rating of Meets or better. anaafe

work pe1=fetzmanee. Salary step increases shall not exceed ten percent ,10% annuallX
without prior written approval by the Executive Director.

A new employee or promoted employee will sha14-be eligible for ;;fner-it at least a
minimum salary step increase of ° five percent (5%)
following satisfactory completion of the probationary period. In all cases a
recommended salary increase of ten percent (10%) must be accompanied by a copy of the
written appraisal with an overall rating of "Exceeds" or "Outstanding." Employees
thereafter are eligible for advancement to succeeding steps of the assigned salary range
after completion of the equivalent of fifty-two (52) weeks of full-time service. Mer-i

r^' ,.^,.vir°c-czvr

va 10 -% .,ll., without . ..:'+o'.. "
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Upon successful completion of 1040 hours of service, an exempt employee may be
advanced to a higher step in the salary range if the employee's overall his/her
performance rating is meets expectation or better. -- --•-a^*s it of as needed fef retention.

In certain circumstances, wWhen necessary for the retention of an employee, a
department head may request approveal for an early or multiple step increase. The
appfeval must be-request shall be in writing and must be approved b y with-the Executive
Directorls-appre~ ane

appfaisal is „°°°~~~-- A performance appraisal in this circumstance may not be
necessary.

D. Promotion=

An employee who is promoted will shall-receive a pay increase of at least five percent
(5%) provided that the &aelremployee is shall-13t-placed at the minimum step but not
more than the maximum step of the new salary range. Represented and Econfidential
employees (other than flexible staffing promotions) will be placed on probation in the
new +- +L- position. Upon satisfactory completion of the probationary period, the
employee will be eligible for a salary stMfftefit-increase.

E. Reclassification:

An employee whose position is reclassified to a higher classification will receive a pay
increase of at least five percent (5%) provided that the sueh employee is shall-be placed at
the lowest qualifying step and no more than the maximum step of the higher
classification. The employee w414-shall not have to serve ab° ^'°°°a °r probationafy
status period in the new osp ition.

*Aiei+-aAn employee whose 's-position is reclassified to a lower classification will not
have any change in salarL-, the salary
is above the maximum step of the lower classification, the employee's salary will shall-be
Y-rated and no further salary increases will shall-be granted until s--eh.sthe current
salary falls within the range of the new classification. The employee's Ssalary
anniversary date will not shall not but theh^--°- °r-,the classification date will
change to the date of reclassification. r°a"°°a*i°„. Y-rated or Ggreen Ecircled salaries
will be determined by collective bargaining for represented employees and by the
Executive Director for unrepresented employees.

F. Transfer:

When an employee is transferred from one department to another department or from one
classification to another classification, the employee's salary will shall remain within five
percent of the original salary his-~step, and the employee will not be placed on
probationafy_~However, however; the employee will receive a performance
appraisal at shall b° evaluated at three (3) and six L~Jmonths. The Ssalary anniversary
date will shftWnot change.

G. Demotion:
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When an employee is demoted, the employee's salary will change to the shall be at the
salary range step of the new classification equal to or immediately below the employee's
salary step fflentWy pay rate immediately prior to the demotion.

I 8.3 PARTIAL PAY - NON-EXEMPT EMPLOYEES

In computing the salary for any regular employee who works and/or is on paid leave for less
than a total of eighty (80) hours in a pay period, the amount of pay will shffg-be calculated in
the following manner:

Hours + Hours on paid leave (SL, Vac,
Worked Floating Holiday, CTO

8.4 ELIGIBILITY FOR FRINGE BENEFITS

Employee's
x hourly rate of

pay

Employees in regular or limited-term positions are entitled to all fringe benefits. Employees
in part-time and reduced work schedule positions are entitled to all fringe benefits on a pro-
rata basis as follows: Ssick, vacation and holiday leave for all part-time and reduced work
schedule employees will shall accrue on a pro-rata basis, and represented employees who
work fewer k-,-,than 40 hours per week will also be entitled feeeive a to q -prorated Agency
group contribution toward health and dental insurance.

eannot be made in its , it is the fespensibilit^, of the individual empleyee to pay fef
tl}efefRaining r'li}3 ,„A

F":1,,..° to do Se 1'°f.'° the end of the .'l°„"a°""' 4l', including sue h

Tempefafy employees shall not be entitled to ffinge beftefits of leave aeefu

A. Retirement Plan and Contribution

1. Benefited -Re ug lar Agency employees are enrolled in the Public Employees
Retirement System (PERS) plan that provides the following:

-1=9 Modified 2% at age 55 (coordinated with Social Security)
2-.9 One-year highest compensation
3-o 2% COLA
4• Survivor continuation (25% of unmodified monthly allowance)
-5-.• Sick leave credit

3-.-
4.2.Eligible Agency retirees or survivor dependents will ShaI47receive Agency-paid health

and dental insurance contributions in accordance with state law with respect to the
regafding-PERS medical policy and the Governing Board approved Agency
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contribution limits. The Agency contribution limits toward retiree health benefits are
subject to change at any time.

B. Life and Long-Term Disability Insurance

RegRegular T4w-Agency provides employees are provided basic group life insurance
coverage as listed below- while employed at the ^ R°ney. Retirees are not eligible for
life insurance from the Agency.

A Ras ;e Gf",.,-. Life Insur-anee
B-1. Represented employees $5,000$10,000

C-. 2. Confidential, Supervisor, Program Manager
and Management Analyst $15,000

D-. 3. Executives $50,000

Regular employees may purchase supplemental life insurance in the amount of one (1), two
(2), or three (3) times their annual salary.

^ T . ,. T°.'." Disability T„s,,."'.,..°

Executive employees also shall receive Agency-paid long-term disability insurance.

ET.,s,,..,,„,.o over $50 000. ,

C. Flexible Spending Accounts

The Agency has established the following -Flexible Spending Accounts (FSA) as
permitted by the-Internal Revenue Services regulations. All regular, confidential, and
exempt employees may participate FSA's may be used to pay for:

1. Out-of-pocket costs for Agency_sponsored health and dental insurance premiums.

2. Unreimbursed health care expenses up to $5,000 per plan year effective each January,

1 st.

3. Dependent care reimbursement up to $5,000 per plan year.

4. Supplemental cancer/accident/intensive care/specified health insurance premiums.

Administrative costs must shft14-be paid by the-employees who choose to use FSAs for the
purposes covered

D. Deferred Compensation Plan
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Regular, Confidential, and Exempt Eemployees may participate in the Agency's Deferred
Compensation 457 plan up to the maximum as long as *h° deferred compensation salary
limit. not ° °°d°a.

I 8.5 OVERTIME POLICY

A. Overtime Generally-

Represented and Gconfidential employees will be paid overtime when they are , whe
directed by their supervisors to work overtime. Such em l~oyees will -,-,hall-be
compensated for such overtime pursuant to these Per-sofmel Rules and in 0-

accordance with the applicable Collective Bargaining Agreement, if any. Cie'

Vacation lea-,,e and paid holidays will be , ~- M44e-considered as-w"time worked" for
purposes of overtime compensation. For the purposes of computing overtime, sick leave
shall not be considered as time worked unless the employee provides a physician's
certification immediately upon returning to work.

Employees who work alte rnate schedules (i.e. 9/80 or 4/10 schedules) shall be paid
overt ime for hours worked in excess of nine (9) or ten (10) hours respectively per dqy or
forty (40) hours per week

Exempt employees are shall e not entitled to overtime compensation under any
circumstances. and ^'l *:.,,° worked shall be ^ s;a°..°a part of the duties
fesigensibilifies of the oesition.

B. Overtime Rates,

Approved overt ime compensation shall be paid at the rate of time and one-half for time
worked in excess of eight (8) hours per day or forty (40) hours per week as applicable
with the exception of an approved flex work schedule.

~1. Compensatory time off instead of cash compensation for overtime will be
granted for confidential employees. Overtime provisions in collective Bargaining

Agreements shall apply tefor represented employees.

B-2. Compensatory time off accrued over a maximum of eighty (80) hours in a
calendar year will be paid to an employee. CTO accrued eighty 80) hours or less
will be carried over as accrued CTO into the next calendar year.

G-3. Work performed on a holiday shall be calculated at time and one-half for all
hours worked. This compensation is in addition to the regular pay for the holiday.

D4. The Agency shall have the right to schedule and approve all use of
compensatory time off. Employees shall be required no later than September 15th of
each year to submit to their supervisor a schedule for proposed use of all accrued
compensatory time off available for use through the last full pay period in December
of that year.
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C. Payment for Compensatory Time.

May 25, 2010

An employee who terminates employment for any reason or cause, including death, shall
be entitled to cash compensation for accrued compensatory time.

D. Overtime for Employees Working Approved Flex Work Schedule Hours.

E-If overtime work is approved by the supervisor, employees working the nine-hour or
ten-hour workday shall be compensated at time and one-half for hours worked over nine
or ten respectively in a workday and employees working the eight-hour workday shall be
compensated at time and one-half after eight hours.

During the work week, eligible employees shall be compensated at time and one-half for
hours worked over forty (40) hours during that workweek. The 9/80 or 4/10 plan shall
not result in additional overtime pay, holiday time, sick leave or vacation accruals.
Employees on a Flex Work Schedule shall be paid no more than eight hours Holiday Pay.

r, r^"fae^+:^1 E i^..oo"

Confidential employees whe afe fequifed to wefk in exeess ef ^^ (40) heufs pef week

ene half (1 1/2) times the applieable fate of pay in eash payment of eempefisating t
off (r'Tn) ae+efmifiea by the appeif4ing ,+>,

8.6 LONGEVITY PAY

Flexible Work Week
(Flex ceb.°']„1°) ..,1'.. . ..rL :

Employees wh^have b°employed by the Agency for a period of twenty (20) to twenty-
five (25) years on as of January 1 st of any year will shall receive longevity pay of $100 on
the second payday of that January. Employees who have been employed by the Agency for a
period of twenty-five (25) or more years as of January 1 st of any year will sha44--receive
longevity pay of $300 on the second payday of that January.

8.7 TERMINATION.PAY

Termination (whether voluntary or involuntarx) checks will sha44-be disbursed on regularly
scheduled bi-weekly paydays .

8.8 SALARY CONTINUATION FOR ABSENCES LESS THAN ONE DAY

Exempt employees
of the Fair- Labor- Standards n ,.+ who works for only a portion of the day will not

shall not have their -h-is/her- salary reduced for that day.
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8.9 BILINGUAL PAY

May 25, 2010

A. The Agency may authorize bilingual pay when it is a°*°•min°a +^b° necessary for
Agency operations. fef the . The Agency will shall determine what languages
to which bilingual pay will apply and the a° i°+° for- pay and the number of
employees to be certified for such pay.

A-.B. To be eligible for bilingual payL 4he-an employee must be determined to be verbally
proficient in the applicable language, and if necessary for the assignment, proficient in
the written language as well. The Agency will determine the appropriate affange4he
certification and testing process and °ti *h^r iz° the bilingual „°y.

B.Bilingual pay shall be paid at the rate of $20 bi weekly for a I . I . . 1 in whieh the
employee is °`.t:f.°a An ° ..i^.,°° who is g bilingual pay .,b° ° ..°a to

pr-evide ;st°.,^° to any Agency ,-°t:^„s

Bilingual pay will be compensated at the rate of five percent ON above the regular base
pay for M period in which the employee is ce rt ified. An employee who is receiving
bilingual pay will provide bilingual assistance to an y Agency operation as needed or
directed.
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SECTION 9

HOURS OF WORK, HOLIDAYS, VACATION,
SICK LEAVE, AND LEAVES OF ABSENCE

9.1 HOURS OF WORK

May 25, 2010

A. The normal hours of work for employees in regular positions are from 8:00 a.m. to 5:00
p.m., Monday through Friday. These Such employees will shff14-normally work a five-
day, forty (40) hour workweek, or its equivalent. -per-forming ageney wefk outside of

must be pre appfeved i

B. Meal huneh periods of between 30 minutes and one hour will shftH-be scheduled by the
Aappointing i4authority or designee for all employees.

C. Performing Agency work outside of regular authorized work hours is prohibited without

pre-approval in writing.

D. and will normally be€ef efieheuf dufatien but not less than a half hetif. The

AAppointing AAuthority may adjust the hours of work'f'°°ibl° s^h°aul°', the work
week and meal lunch periods as necessarv. for employees which vafy f °m the nofmal
s^ Prior to a change the Agency shall provide notice to the employees in
accordance with their applicable Collective Bargaining Agreement language.

L. The hours °r' w^rk ^r Exempt employees work the hours required to perform the duties of
their position. should be adaptable to their- work ,.° ° °r*s and *>,°., are ° °,.*°a +°

work whatevef time is feasenably fequifed te peffefm the dtAies of their- position.

9ai3iffe

take reasonable +:,,,.° off for- personal use ,a,,,.;^g ., °l . ^«L;.,,T hours without 1°"" "F

oempensat

1 9.2 REST PERIODS/BREAKS

Subjeet to the diseretion and eontr-el of the , All employees will be provided may
be allowed rest periods not to exceed fifteen (15) minutes during each four (4) consecutive
hours of work to be scheduled in accordance with the requirements of the depa rtment. Rest
periods may not be accumulated. In no case will , bu* in no ease shall rest periods be
scheduled within one (1) hour of the beginning or the ending of a work shift or meal lune
period.

9.3 FLEXH~L-E WORK SCHEDULE-WE~

A. The aAppointing aAuthori ty may, with prior agreement of an employee, establish a
EFlexible WWork Schedule Week consisting of more than an eight (8) hour day in a
forty (40) hour work-week.
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C. Reduced work schedules shall be defined as schedules that are reduced for a period of
time due to lack of work, lack of funds, abolishment or reclassification of positions. The
specific number of reduced work schedule days and hours per month and per year are
outlined in the applicable Collective Bargaining Agreements.

9.5 TELECOMMUTING

The Executive Director or Department Director may approve an employee to telecommute in
certain circumstances to the extent the telecommuting does not interfere with Agency
operations. Employees may Y i4 .,+o , at ,.,.,.a: ___ _ rt,__ r

9.6 SCHEDULING TIME OFF

Use of -Vvacation-leave, CTO r b &-(3-^^ a ., ,o„*;,,,,,o
^)r- bereavement leave, floating holiday, management/supervisor leave, and-sick leave
for scheduled medical appointments, and of-other scheduled time off ^i'•^'^^^zy-^,-must be
pre-approved in writing by the employee's supervisor_ prior- to using these
r'r`'`^ "" e"ei`'--- In order to obtain pre-anproval the employee must submit the request in
writing on an Agency form to their immediate supervisor at least five (5) working days prior
to first day of absence.

9.7 HOLIDAYS

'`To... v°a-•'s Eve (4 hehours)
N2tF' Yc-af''.rv

Ma*fi; Luther King, i" D:..^ta.._.,

President ' s Day

May 25, 2010

B. A Flexible Work Schedule Week may be authorized, denied, or changed by the
Department Manager and Director with 15 days notice to the employee.

9.4 REDUCED WORK-WEEK

A. Represented employees may voluntarily request a reduced work-week subject to Manager
and Director approval. In accordance with applicable Collective Bargaining Agreements
labor- agreements, fringe benefits will be prorated.

B. Exempt and Confidential employees may request a reduced work-week subject to
Director approval. The Agency contribution toward health and dental insurance of
Exempt and Confidential eligible employees will shall not be reduced or prorated due to
the reduced workweek. v7'-PAi'iiiTCRTtioa to 1ari1 -r^ +•

Vete"ra^is Day

ThafflEsgMng-Day

Day aftef Thanksgiving

Labor Day

SHRA Personnel Rules; 6 9;- , 2010
44

54



Revised SHRA Personnel Rules and Classifying Sr. HR Analyst as Exempt

M "l Day
independenee Day

The Agency recognizes the following
employees covered by these Rules:

Holiday

New Year's Day

Martin Luther King's Birthday
Washington's Birthday
Cesar Chavez's Birthday

Memorial Day
Independence Day
Labor Day

Veteran's Day
Thanksgiving Day
Day after Thanksgiving
Christmas Eve Day (4 hours)

Christmas Day

SHRA Personnel Rules 3392 , 2010

Ghfistmas Eve Day (4 hours)

eEegr

Date

May 25, 2010

holidays for all regular

January 1

Third Monday in January
Third Monday in February
Last Monday in March
Last Monday in May

July 4
First Monday in September
November 11
Fourth Thursday in November

First Friday after Thanksgiving
Last working day prior to observance of

Christmas Day holiday
December 25
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New Year's Eve Day (4 hours) Last working day prior to observance of New
-Year's Day holiday

!.When one of these holidays falls en a , the effipleyees shall be given the pfeeeding
Friday off -hen one of these holidays falls on a c„"a^..the ° "i^..°°° shall be ^. ° , °

eatitfeate we BcegrAze6

t°'] as set F "+h in Section 8 „f'rl'°s° Rules.

~A. When one of these holidays falls on a Saturday, the-employees will shftl47be given the
preceding Friday off. When one of these holidays falls on a Sunday, d,.4--employees will
sh4~-be given the following Monday off.

B-B. Employees must sha14-work their -entire regularly scheduled shift, or have pre-
approved time off, before and after the holiday to be eligible for holiday pay. An
employee who is scheduled to work on a holiday and fails to report to work will not sh"
ne,t-be entitled to holiday pay. Employees who fail to report to work on the day before or
after the holiday because they are sick must provide a physician's certification
immediately upon reporting to worki; otherwise,-they will shall not be entitled to be paid
for the holiday.

C-. C. A regular employee who works a holiday will shal4-be paid eight (8) hours for the
holiday plus one and one-half 1'/z times of-their base rate of regular Y-a4e of-Pay for all
hours worked on the holiday or the equivalent CTO, if applicable. If an employee reports
to work on a holiday and does not work the entire scheduled shift, the employee will only
be paid/receive CTO at one and one-half (1 '/2) times the employee's base rate of pay for
€eT-the actual hours worked and will shftfl7not receive holiday pay for the remaining
13elida~-hours not worked.

D--D. Re ular ?part-time employees receive shall f°e°iv° pro-rated holiday benefit en a
pay when a~plicable.

fellows-

eEognized }6 lidaySSp$c-irie above, °cacn employee shall r-eeeiv

aeh full fifne fegulaf er- limited tefm empleyee shall aeeftte fleating holiday er-edi
the rate of .77 heufe

-
er . ed. The employee shall floating holiday

°a;* r each pay °a ~ which the empleyee is paid one (1) more houfs ^~

salafy.

9.8 FLOATING HOLIDAYS
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invnediate supen,iser,

May 25, 2010

the ° „1"..°°'s ` ".-1<, a °1 as of the end "4'*h° pay peri od ,.,1':"1-. : ,.t„'a°.,

r^ zi nnnn va..^ivcc .. ^ of . 6^''.-Olice Gmirniii^icEri-c Ei!iTr2aC^ic, no further
4l'."t:",. 1",1:d"y benefits will a ,A:1 the '"' "' 1",1..".e° is ".°'a„"°'7

other-) shall use > > or- fleating holiday houfs to make up the daily heur-s
of the flex

s"t.. °']„1 ^

^

In addition to the recognized holidays specified in Section 9.7, every regular employee
earns two (2) floating holidays per fiscal year on an accrual basis as follows:

1. Full-time employees accrue floating holidays at the rate of.615 hours per pay period,
assuming they are paid one or more hours in the pay period.

2. Part-time employees accrue floating holidays on a pro rata basis, assuming they are
paid one or more hours in the pay period.

3. The use of floating holidays must be approved in advance by the Appointing
Authority or designee.

4. Accrued but unused floating holidays may accrue up to a maximum of two (2) times
the employee's annual accrual. Once an employee reaches this cap, the employee will
not accrue any additional floating holidays until the employee uses a floating holiday
such that the employee falls below the accrual cap.

1 9.99 VACATION

A. Accrual of Vacatio

Regular full-time employees accrue paid Vv_acation'°°=•° with pay shall aeefue at the
followiMffftes-ratesshowft4elew:

1. 3.38 hours per bi-weekly pay period through three (3) years of service up to a
maximum accrual of 220 hours.

2. 4.92 hours per bi-weekly pay period beginning with four (4) and through ten (10)
years of service W to a maximum accrual of 320 hours.

3. 5.69 hours per bi-weekly pay period beginning with eleven (11) and through fifteen
(15) years of service W to a maximum accrual of 370 hours.

4. 6.45 hours per bi-weekly pay period after fifteen (15) years of service W-to a
maximum accrual of 420 hours.
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Once an employee reaches the maximum accrual, the employee will not earn any further
vacation until the employee uses sufficient vacation to fall below the maximum accrual.

44A. Regular part-time employees accrue paid vacation on a pro-rated 611

A.-Probationary employees accrue vacation leave and are eligible to take vacation leave after
the completion of six (6) months of service.e.m.-loyment. Accrued sick leave, fle4i-ag
holiday, of r'rn may be taken at any time.

2}B. Vacation will not '°^v° shall no*b° accrued for any bi-weekly pay period in which an

employee is on unpaid status exceeding fo -one 4l1 or more hours per pay period.

34C. Employees must schedule vacation time in advance and obtain written approval of
their supervisor.The time when vaea*:on leave may taken shall be ae*efm:„°a b•, the

prior- +^ taking such leav-,-

4)Onee the ;-;~al is ,
maximum 1."1....,." is '.°'7,,..°'7

34D. "a^a+ion Pay r'„*ior. Once during any year in which an exempt or confidential
employee has an accrued vacation balance of 160 hours or more,

h(
employee may elect to take one (1) week of vacation aeefual in equiv4lent-pay rather than
time by submitting a written request to the Human Resources Department.

64E. Vaeation Pay Upon Tem+~ . Employees who are terminate their employment
with the Agency, whether voluntarily or involuntarily, and including in the case of death,
will be paid for any accrued but unused vacation at their then base rate of pay. Those

vacation leave. In case of death, compensation for unused vacation leave shall be paid
the saffie .. that s"1.,..., due to the ']°'.°'a°.'+ is paid.

-74F. Seheel Visif2. Employees may use up to 49~treufs aeefued annual leave, per calendar
yeu. tattendto parent t°" e1'°'.. .'4'°..°."'° s for- in '."des L:"'7°'.'.".' t°., t1,..",,,t,

twelfth (K 12). (r .,b ,-... Code eo,.+;,.n 23n Q) Moved to new section 9.17

I 9.910 SICK LEAVE

A. Accrual of Sick Leave,

All regular, confidential, and exempt employees Q F1 FegUlaf WIE

limited +°~m positions accrue sick leave at the rate of 3.69 hours per pay period=4:Em

(16 days P . Re ug lar R-e~~employees in part-time positions shall accrue
sick leave on a pro-rata basis. Sick leave may be accumulated without limit.

SHRA Personnel Rules ; 3 9? 12010 48

58



Revised SHRA Personnel Rules and Classifying Sr. HR Analyst as Exempt
May 25, 2010

Confidential and &iempt employees shall aeeftte siek lea-,~e at the fate of 3.69 heur-s pef
a ,.h+ h",,,.° of leave for- e°"h f,11 calendar month of s"...,;^o " "+"^;,.pay

° °.'+".'° of 12 days p yeaf.

B. Use of Sick Leave.-

1. General Use. Employees may use accrued ••*i'iz° their- accumulated sick leave when
they are unable to perform their work duties by reason of illness, on or off-the-job
injury, necessary medical or dental care, exposure to contagious disease under
circumstances that may endanger the employee's health or the health of others in the
workplace if the employee reports to work, by whieh the health of employees, e

,
absences approved under the F '.,,:1., Medical Leave n ^+ (FNar A ) or b~' and the
illness, inju -or death of someone in the employee's immediate family, including a
registered domestic partner or stepchild.

2. Bereavement. Eight ~8) hours of accrued sick leave shall be
allowed for the death of a friend or relative not in their immediate family and up to
maximum of forty (40) accrued hours of sick leave shall be allowed off-if a death
occurs in the immediate family, unless additional time is approved in writing by the
employee's supervisor. Twenty-four (24) hours shall be allowed off for the death of a
relative not stated below who was a resident of the employee's household at the time
of death.

"Immediate family" includes only -ha"')° -'°fr°a a-s the employee's mother, father,
step-mother, step-father, grandparents, spouse, children, step-children, brother, sister, and
persons bearing the same relation to the employee's spouse. Registered Pdomestic
partner is defined according to Sacramento City Ordinance.

Unrepresented Employees may use up to sixty (60) hours of sick leave for family
illnesses or medical appointments for family members.

Employees may be required to present a certificate of the applicable
health care provider the attending physician " to the Appointing Authority or

supervisor to substantiate an illness or injury (whether the illness or injury relates to the
employee or the employee's immediate family member).

When an employeels sick leave balance is exhausted, any additional time off will be
charged to vacation, has been depleted, leave, aee CTO, floating holiday, and
or-management/supervisor leave shall °u*"ma*i^a"y be utilized i r'i°u thereof in in that
order. unless the employee notifies the Human Resetifees in wr-ifing.

r c;,.v Leave Upon 'ro..'.":..^ t:""

~~°v°<, by "+t,""'~.^... '"•1:..o..,o'..+ f ",.... ^^•1:..o so 0 shall forfeit
0.7 a „1°+°'7 s '.y 7°".,0

aC. Sick Leave C-redi-VCashout.-
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Annually, employees with accrued an accumulated sick leave balance 500 hours or
more, and who have used twenty-four (24) hours or less of sick leave by December 1; of
the current calendar year, may cash out up to sixteen 161 hours sick leave in errpay
period 26 by submitting a written request to Human Resources. Sick leave used for any
reason protected by^lav^ ^a°r ^°m '• Leave ^^* is not considered in determining
eligibility for this cashout.

D. Sick Leave Credit on Retirement
Represented, Confidential, and Exempt employees with fifteen (15) or more years of
Agency service have the following options regarding accrued but unused sick leave at
retirement:

1. Convert all accrued but unused sick leave to retirement service credit pursuant to
Section 20965 of the Government Code; or

2. Cash out up to thirty-three and one third (33 1/3%) percent of 1040 hours of accrued
but unused sick leave and convert the balance to retirement service credit.

E. Sick Leave on Termination

Employees who terminate their employment with the Agency, whether voluntarily or
involuntarily, for any reason other than retirement will forfeit any accrued but unused
sick leave.

A.At retirement ,
°a;« or- ""l., out 200i of the , „l^+°`l s ^t' leave l.,^.,,.s° ° ^ .

-7

B. Upon , in geo^
represented employees may °sl' out 200L

of °^^,,,.,.,,,1^`°,1
s ^y leave

1^^,,.-s

^
> in aetive > the emple^

1'°,"°4".;°'......;11 be paid 700% o4'rl'° ° .-.1.,..°°'s
a

„1°t°'1 sick 1°",° 1,."

deeeased .

F. Confidential and Exenwt Eft^olev

A•, °'.+ all , used s `•L 1°"..° to ..°r:"°.,'°"t
s

° "°,7:+
,

T2 ,,.,s1, .-.,,t
32 113

,.
°nt (33 .39%) of the

° „lat°.1 s ..L leave hours a.,.1

0

siek leave hours .
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17L...« ....7.........7 L... .. .-..
1
.....1 .7....+.... to «..4.....,. +.. . «l. . ,.4L. « ..+«...+....,... «l ........ .....

90 ptdeog 0- GOW tit appilealg1@1 for up t@ Sim)' ,

whorL." " rv
V

~,.
lGi11

,"" to work within the ,~,~.n.^°1 restrictions set forth by their- health ^
~iCLZ11 e

Ewoviaef.ae

to o 00.7 throe (3) ... .,.tl,c

gfffne

9.4-011 WITNESS OR COURT LEAVE OR JIJRY DUTY

Q-. A. An employee shall be granted a leave with pay, for actual service time with a jury
including jury selection, and for appearance before a court as a witness in response to a
subpoeria in an Agency related matter in

B. AMD«^^~fee, other than for mileage, received by the employee for witness or
jury suelrduty will shall-be submitted to the Agency by the employee, or in the discretion
of the Agency, deducted from the employee's salary, except that such fees collected

and/or deducted shall not be in excess of the salary earned by the employee in the same
period. The employee may eleet to take amiual leave or- leave withetit pay and r-etain
fees.

C. Fees: A retired Agency employee who is subpoenaed to appear
in court or arbitration on behalf of the Agency in his ^«h°« ^ f^-m°« ^g°nff
will °mp'^y°° sh°" r°^°i-~° receive a court appearance fee if the employee reports at the
time specified

The court appearance fee is shall be one hundred twenty-
five dollars ($125) for a full day, which is defined as over four (4) or more hours, or
seventy-five dollars ($75) for a half day, which is defined as four (4) hours or less. The
payment of the court appearance fee in no way establishes
°s+^ran employment relationship for any purpose between the retiree and the
Agency.

> fee, of any ethef fights.

1 9.14-2 MILITARY LEAVE

Military leave will shall-be granted in accordance with the provisions of applicable law.
Eeder-al and State statues. All employees entitled to military leave must shall give the
Appointing Authority an opportunity to determine when such leave shall be taken-(,-within
the limits of applicable law mi'i*aMy regulations and shall provide the Appointing Authority
with a copy of the military orders as soon as they are available.

1 9.1 -23 MANAGEMENTAND SUPERVISOR LEAVE

6A.General Policy-
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On January 1 of each year1 Exempt employees will be credited with forty (40) hours of
management/superv isory leave that may t,&-be taken in addition to vacationqea -ve.
Management/superv isor leave will be available for immediate use.

week but shall be ° °"+°'a to devote as `.1, time to their- ° "1"....'°"+ as l.°

Each year if for any reason an
employee has not requested a payout or is unable to take all of the
management/supervisor leave time by the end of pay period which includes December 31
of the same year, the employee will sha44-be paid for the unused leave time.

B. New Employees

For the first year of employment, eligible employees will be credited with a proration of
forty (40) hours (rounded to the nearest full hour) on the basis of the number of full
calendar months between the date of hire and the end of the calendar year.

7C. Terminating Employees-

Exempt employees who terminate their employment with the k-ayin-j.-Agency, whether
voluntarily or involuntarily, °° ^° f r ar•• r°^ s^^ will be paid for any accrued but
unused hours of their--management/superv isor leave.

nearest full , on the basis of the t+umber- of full mefAhs between date of hire an
,

hiring pf:oeess. Sueh managefnefWsuper-visef leave will be available for ilaffnediate use.

9.1-34 LEAVE OF ABSENCE (LOA) WITHOUT PAY

A. Requests for leave of absence shall be submitted in writiniz to the Human Resources
Department and shall state specifically the reasons for the leave, the date when the leave
is to begin, and the probable date of return.

B. Upon written request and approval by the Executive Director or designee, a leave of
absence without pay may be granted to any employee with regular status for a period of
not to exceed one year for the following reasons:

1) Illness or disability, including }prepregnancy-related disability, not covered by sick
leave;

2) Association business;

3) Education or training which will materially benefit the Agency;

4) Parental/child care;

5) Other personal reasons which do not cause inconvenience to the Agency.
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C. Any leave of absence granted under Section 8.5(a)(1) above shall be only for the actual
period of illness, disability, or pregnancy-related disability. Any request for a leave of
absence longer than the actual period of illness, disability, or pregnancy-related disability,
up to the one year maximum from the date the initial leave began under Section 8.5(a)(1),
must be approved by the Executive Director or designee, and will be considered a leave
under Section 8.5(a)(5).

D. An employee on leave of absence without pay necessitated by pregnancy, illness or
disability, as verified by medical reports, is eligible to return to his/her position on
request at the completion of such leave. In all other cases, if the leave of absence without
pay has been granted for a period of time which would necessitate a permanent
replacement, the employee on leave shall not be returned to the position he/she vacated
unless that position is open at the time he/she reports for work. He/she shall, however, be
granted preferential hiring rights for the first position of similar job classification which
is open at a later date.

E. If the leave of absence without pay necessitates a temporary replacement, the employee
on leave shall be returned to the position he/she vacated upon his/her return to work.

F. In the event an employee is transferred or promoted on a temporary basis for the duration
of a leave of absence, such appointment shall have no effect on the status of the employee
so promoted or transferred, and he/she shall be entitled to all rights and benefits that
would be provided him/her had he/she not been temporarily promoted or transferred.

G. Employees may not accrue annual or sick leave while on leave of absence without pay;
however, employees returning to work following a leave shall retain their accumulated
sick leave and annual leave.

H. Approved leaves of absence shall count as service time for the purpose of determining
seniori .

1. All premiums required under the Agency's health and welfare program shall be paid by
the employee while on leave of absence without pay.

J. Accrued sick leave, vacation, CTO, floating holiday, and management/supervisor leave
must be used prior to taking a leave without pay except as approved by the Executive
Director.

K. Program LOA: an unpaid leave of absence may be granted to an employee who
voluntarily enters and participates in an alcohol or drug rehabilitation program.

A.LOA. Leaves of
..l,,.ll;.."..° ,̂.+

w
, .

.
to " °viiiYiv},°°s for- period of up to twelve (12) "' .'+^'s, ,", 1°ss a sl"..-t°'. .'°`.;"'a ;i. ^

;fi,,d below .

appr-eved by the E°°"„t:.'° Dire"r""
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D. Health benefits dwing Worker's Compensation LOA will be paid by the Ageney for 4-2
months aftef the employee's , health benefits paid

illness of ifijuf-y of a family member, A leave of abseneewithetit pay tip to twelve (12-)

time 4"' a maxin:mm of 12 weeks.

Medieal heave for- a serious health eendition may be taken by r-egular- employees wi
yeaf of °'o..,,;^o and 1250 ,. ^,.~' ~,^,,,.s with the n ^o„^.> in the 1 2 months ~ o^°,a,naone ~

the date of thele^"e, if they iieea to ^ e for- their- ^>..;'a, s o, a^„'o°+:^ ..°.''~`o,. ^

weeks shall inelude the FequiFed use of all > eempensatei=y, and heliday in 1i

for the fi «,.,;l., member- shall be " "+°'a towafds the 12 week leave.

medical ` ..'fi^^';^... of the ;li"o^^

9.15 FAMILY AND MEDICAL LEAVE

The federal Family Medical Leave Act (FMLA) and state California Family Rights

Act (CFRA) are applicable to regular employees who have completed the required
1250 hours and 12 months of employment prior to the time requested. The Agency
uses a 12-month rolling period to determine eligibility.

To apply for a leave the employee must complete the Agency leave request form
available from Human Resources. The employee must provide a medical certification

of the need and the duration or intermittent schedule which is anticipated, to allow for
coverage.

The duration of FMLA/CFRA leave cannot exceed twelve weeks. The employee must
use their accrued leave during the FMLA/CFRA leave.

To the extent allowed by law, FMLA/CFRA leaves shall be used concurrently.
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The Agency procedures covering FMLA/CFRA shall be applicable to all employees
and may be obtained from Human Resources.

9.146 PARENTAL LEAVE POLICY

fnest r-eeelfit d-ate 4--b-i-Fe shall be eligible for- a maxiffitim Ageney paid pafefAal leave 0-f

and e ..1°*°'7 within twelve (124 months "F(11 ..,- (71.

! . The
1':4ti. of a el':1'7

who resides with t
he o pt.,..°° and Fe.' ..,1","„

the employee ha

physieal and legal ,

guardians and f ^+o" „^..o'..`., do not qualify under- the "^i:,...

elassifieafien. The eligible employ ^ I 'itled to an additional leave (fegulaf 1
oF.,l.so,..,.ol

,«.]o« the Personnel Rules due to the same bifth of adoption .

!.The employee nitist tifilize all paid leave at the beg4wing of his/hef pafental leave.

and eemp off (GTO).

The extension may not e^ieeed six months. The total paid anEt/ef unpaid le
tv bFegHi^ Hf fig

Pafental Leave pokey shall not apply to aft^, leave ef abseftee exeeeding six (6) months.

A parental leave policy for both male and female regular full-time and regular part-time
employees shall be implemented, with the following provisions:
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L. Reaular full-time employees who have completed 2080 hours of continuous service shall
be eligible for a maximum Agency-paid parental leave of four (4) weeks consisting of up
to one hundred-sixty ( 160) hours of continuous paid time off. Unused parental leave
shall have no cash value.

M. Regular part-time employees who have completed 1040 hours of continuous service shall
be eligible for a maximum Agency-paid parental leave of four (4) weeks consisting of up
to eighty (80) hours of continuous paid time off. Unused parental leave shall have no
cash value.

N. To be eligible for the paid leave the employee must have completed probation from the
most recent date of hire preceding either (a) the birth of a child who resides with the
employee and for whom the employee has legal custody, , or (b) the adoption of a child
under age four (4) who resides with the employee and for whom the employee has
physical and legal custody. Court-appointed legal guardians and foster parents do not
qualify for parental leave.

0. Eligible employees shall have the right to only one leave of absence per pregnancy or
adoption regardless of the number of children involved (e.g., twins). The duration of paid

leave shall not change based on a change in employment status, such as from part-time to
full-time. An employee must utilize all paid leave prior to converting to unpaid leave

during parental leave.

P. Upon return from parental leave on the date previously authorized, employees shall be
reinstated in the classification last held or equivalent position.

Q. Eligible employees shall have the right to extend parental leave beyond the four (4)
weeks of Agency-paid leave to the maximum six (6) months of leave, upon approval by

the Agency, by adding accrued and available hours of sick leave, vacation, compensatory
time off (CTO), accrued holiday, and/or unpaid leave to their initial request for parental

leave. The total period of absence from work, including the four (4) weeks of paid

parental leave, shall not exceed six (6) months.

R. Parental leave shall be taken in one continuous period of absence on paid or unpaid
status, and must be completed within one year of the birth or adoption for which it is
requested.

S. Parental leave shall not commence prior to the date of birth or adoption and is separate
from any disability leave which may be available to the employee.

T. The Agency shall apply Family Medical Leave concurrent with Parental Leave.

The Agency shall have the right to promulgate a policy and procedure to implement
and administer parental leave.

1 9.1 -5 7 FURLOUGH

~ The Agency may -nai^*^ iw *'w ri^h*'^ establish a voluntary or involuntary furlough program
subject to the meet and confer process and approval of the Gove rning Boards.
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The puTese e€~Catastrophic leave ia4e-extends paid leave for non-probationary employees

who are incapacitated and unable to work due to a prolonged non-industrial catastrophic
illness or injury and on an approved L0-^m°ai^^l l°°•,° of absence. It does not apply to time
off for anyone other than the employee.

Anyone may Employees eligible fer- eatastfophie leave, contact
the Human Resources Department on behalf of the recipient employee to request donations
to catastrophic leave. The Human Resources Department will issue notification to all
departments that donations have been requested. The Human Resources Department will
confirm that the recipient employee is qualified to receive donation pledges and will
authorize the Accounting-Payroll section to deduct donated and used leave hours from the
donor'-s' leave balances when such hours are used by the recipient and notify the donor that
donated hours have been transferred to the ^r-edite recipient.

A. Requirements

Catastrophic leave donation is subject to the following requirements:

z4:1. Participation is strictly voluntary.

reeeipt, usable vacation, floating holiday, CTO and compensating time off-, ^
management/supervisor leave hours may be donated and/or received. Paf4ieipatien

this plannrlan sh^"~tafy-Sick leave lotff-s-may not be donated and/or received

under this policy, previsieir.

E3. All donations must shah-be made and accepted in writing using an Agency

form that is sent €ef-y~,arfled to -to the Human Resources Department. Donated hours
will be used in the order received.

D-4. The donation in any eategef~-must be a minimum of eight (8)-four 4 hours

of usable time. The total leave donation er-edits received by an employee may shall
nefmafl~-not exceed 520 hours without the Executive Director's approval. With the ;
h°w°v°r, if approved by the Executive Director's approval, ,-the total leave donation
credits received by an employee may be 0 to 1,040 hours.

1i5. Donations are shall be on hour-for-hour basis, regardless of pay rates of the
donor and recipient.

F76. Donated I=lhours *°b° donated shall are be-kept in a pledge status until used.
As needed, pledged hours will she447be debited from the donor's leave balance and
credited to the recipient's usable vacation eeefueJ-balance. Once credited, the
donation becomes irrevocable.
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C^7. A donor who terminates employment with the Agency for any reason, whether
voluntarily or involuntarily, te- nated for- any will sl}a447be paid for pledgedEe_
but uncredited leave hourstime.

H-8. Exempt employees may only receive donations from Exempt employees.
same. A 8supervisory employee may not receive donations from a subordinate
employee where a direct supervisor/subordinate relationship exists. Any exception to

L9. All donated hours must be used on a continuous and uninterrupted basis and will be
paid at the base rate of pay and normal work schedule of the recipient, along with M
of the recipient's all ••sab'°h^tifs accrued hours, until the earliest of the following
events occurs:

4-.a) All leave balances, including both donated and accrued leave, are exhausted;
or

2-. b) The employee returns to work at his/her normal work schedule; or

3-.c The employee's employment with the Agency erminates.

!.Donafions feeeived while a r-eeipient is still utilizing pr-evietisly donated and fela4ed
°a leave `;.,'° may be used ; °a;^+°l.. +h°"°"ft°,

1. Used Donated leave time used will shall count toward the application ^fthe
calculation of Agency service and eligibility for fringe benefits in the same manner as
if when the the employee were on paid leave.is^^^W

4-0-.Used donated leave time will be subject s hall be subject to the recipient's normal
payroll deductions.

C-B. Definitions

1. Pledged Hours. Hours aneFf. €lea rxa-flagerxe^
one employee agrees to give to another employee

to use for catastrophic leave.

2. Donated Hours. Pledged Hours , floating heliday , management leave ,
and ^ s^+i^R time off hours which '^av°b°°n used by the recipient.

3. Usable Hours. Vacation, floating holiday credit, management/supervisor leave, and
compensating time off hours which have been credited to an employee and are
available for use.
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For regular Agency employees with one or more children in kindergarten or grades 1 to 12,
inclusive, or attending a licensed child day care facilityL

Regular Agency employees may take off up to 40 hours each year, not exceeding eight hours
in any calendar month of the year, participate in activities of the school or licensed child
day care facili , of any of his or her children, if the employee, prior to taking the time off,
gives reasonable notice to the employer of the planned absence of the employee.

Employees shall utilize existing vacation, floating holiday, or compensatory time off for
purposes of the planned absence authorized by this section. Employees may also utilize time
off without pay for this purpose with prior approval from the Agency.

The employee, if requested by the Agency, shall provide documentation from the school or
licensed child day care facility as proof that he or she participated in school or licensed child
day care facility activities on a specific date and at a particular time. For purposes of this

section, "documentation" means whatever written verification of parental participation the
school or licensed child day care facility deems appropriate and reasonable (Labor Code
Section 230.8).
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SECTION 10

10.1 TUITION REIMBURSEMENT

Employees with pefm *enregular status are shall be eligible for tuition reimbursement up to
$4450 $1,500 per calendar year for coursework related to their employment with the Agency
or toward a recognized degree program approved by the Human Resources Administrative
Director. Such reimbursement applies shall b° °pp ' i^°4'° ~to the actual cost of the tuition
of the course, books and mandatory fees, excluding parking. Reimbursement will be s hall be
made only for coursework completed at accredited high schools, colleges, universities, and
correspondence schools. Employees must receive Agency approval of the coursework prior
to the start of such course and must receive a grade of "C" or its numerical equivalent or
better, or "pass" in a pass/fail grading system, to be eligible for tuition reimbursement. Other
related coursework not completed as desc ribed above will sha447be approved on a case-by-
case-basis by the department director, and is sha447not b,(-subject to the g rievance procedure.

10.2 REQUIRED LICENSES AND CERTIFICATIONS

Where the Agency requires that an employee maintain a license and/or certification, the
Agency will pay for the DeYulrtme^* T';,.°^*°.. °,. a;,.~°° .,~ on ° by ^° basis,

the employee costs associated with the renewal of such license and/or
certification. This action shall not apply Any*° ar -°r~~license and/or certification
required law.

1 10.3 MILEAGE REIMBURSEMENT-

Employees who use u~their private vehicle to conduct official A eg_ncy business may
submit claims for reimbursement on an Agency approved Mileage Claim form. Approved

mileage will be reimbursed at the current Authorized pfiva4e mileage shall be paid for- at th-e
rates issued by the Internal Revenue Service rate.

i v°;",1",..s°."°,..+ for rr"° °cD":..,,+°l., Owned Vehieles.

REIMBURSEMENTS AND ALLOWANCES

May 25, 2010

State of r.,l:f ...,;,
! L',.,-....1,,.>°°~ /°.,,.°.'+ R„°^„..°~\ . eligible for- Mileage RateV.L1111J1V~' VVU \ VAVVI.JI LAVVULI V VJ~ QIG eever-age

+... .,.tl~.l.
11iL/11L111~ l eIII

1,,,
rJVl1v1

,,.
1L thet .,

uL
t rl,° IRS °.] mileage .,t° lieu l.F monthlya v~~a.~e~~~

.,-,
IVU

ear- 1allowanee.
D.Ment B 16@9~2Ee

fflileage .,4e.

2 .Flat Mileage A 11"..."„"°
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A
H
G
D
E

Rftnt
MontWy

Allowance
W

Vehicle 1\ f:,°"..°

Monthly Avefage

100 140

TT290

291 430

431370

May 25, 2010

^ 10.4 MONTHLY BUS/TRANSIT ALLOCATION.-

I Full-time regular Confidential and Exempt management employees who utilize the
Sacramento Regional Transit District (SRTD) or other public transportation for home-to-
work transportation are eligible for a 100% Agency-paid monthly transit pass. Part-time

I regular employees are shall be eligible for a discount on the monthly transit pass on a pro-
rated basis. Represented employees are eligible for 80% reimbursement or as stated in the

^ Collective Bar aining Aizreements. Labor Agreements.

All T4w-eli ig ble employees must present the required proof of purchase of transit pass to the
Human Resources Department inerfle>=to obtain reimbursement.

1 10.5 TRAVEL EXPENSES. -

Any employee who is required ordered of authorized to travel in the performance of their
duties for the Agency will be shall be compensated for approved neeeaffiai=y-travel expenses at
actual cost, including transportation, lodging, and meals at the authorized rate upon receipt of
appropriate documentation. evidenee of expenses.

10.6 PARKING

4-.A. E."..t.,..°°s may park 30 fn „*°s in the designated "",.v:,,^

630 T

A. Employees from area offices may be reimbursed for parking lot charges while on Agency
business downtown fef up to fetif (4) hetifs per- day or- if authorized by a Program
Manager or management designee.

B. Employees are eligible for a _parking subsidy as follows:

A1. Ninety dollars Eelty-frv,-($45j90.00) monthly for Represented and
Confidential employees assigned to at-downtown locations.

B-2. One Flhundred dollars ($100.00) monthly for Exempt Management
employees assigned at

downtown locations.
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C,3. Forty-Efive dollars ($45.00) monthly for Exempt Management Classifiea4ie
emplovees assigned at other than
^~~+~'~d° downtown locations.

D-4. Executives are eligible for parking in the 630 1801 12`l' Street lot and a
monthly car allowance designated by the Executive Director and governing Boards.

bodies.-Executives are not eligible for mileage reimbursement or pool vehicle usage
unless authorized by the Executive Director or designee.

5. Employees are not eligible for a parking subsidy if they receive the monthly
bus/transit allocation for the same month.

10.7 PERSONAL COMPUTER LOAN PROGRAM

Employees who have passed their initial probationary period are eligible to participate in the
Agency's interest-free computer loan program with repayments through payroll deductions.

10.8 DEPENDENT CARE REiMBURSEMENT PROGR:?"4 SEE SECTION 8.4C

aH a gnatee eeit Nqe a+ ane

Dental Gfeup histir-anee benefits fef feiflibufsemepA of the dependent eafe expenses. The

,
the eligible emple3Feewhe(a) res}desin the employee's home; (b) is ..1,.,;,ic^l-~o-

~
the T.-.to.-a.,1 Revenue Sen4ee (IRS).

"1'.,°„„'° 4:-""' 1"."'0 while " 4".,11.. at . "..L for- the C"„'."m°.'+e L7,,.,s;.".

etitside the '
'.L ']"y shall net be « '"„1."..s"1'l0

G.Qep@i~eR4 Care lixpen~TEXFenses incccre `~ by employees .a °.. ,ldependent's~~ cnm°s for- their-zacn °vFra°cir cas=e andQ
F " "elated 1,^„s°l,^l.l sen,iees " tl'°,.. 1"„"0 "'. for payments to dependent "

pfevidef.

L'YATiTDT L'C•

A.babysittiag in or- out of the employee's home;

>Q .la 0 center 0

(`
.u
1"""

vuav
° ,

vuiv .~iY
"1;s+., ...1"..., , of the employee's disabled dependent in the~ ~.~

..l,. o 's home.

,
3H eaemng mate B0EI. @6 ~Mnff
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J=A= Dr^v;aer poeo ..+. A receipt for payment e€deperdenA care services. The receipt must

pfe'Ezidea: r val 'r'd paid feeeip t from the pfavider(s) must be subfnit4 ed and attached te

each . '..^i.,,,""o'...o"' f ~~'

Q Btte~

j„r„^..., 1 March ~n paid in Apfil
April ,r June 3 0 paid in 1uly
duly 1 co.'*e,"be" ~n paid in ef
October 1 December 31 paid in DeeefnbeOanuai~y

10.9 RELOCATION ALLOWANCE

Upon approval of the Executive Director, allowances for the cost of transportation of
household goods and personal effects of a new appointee in an Exempt classification rmd
he~ may be authorized.

Upon the submittal of valid invoices/receipts to the Human ResoufeesAdministrative

Director, the Agency will reimburse the new appointee for the as follows: Aactual new
weight moved not to exceed 11,000 pounds and -miscellaneous items such as Aeeesser-ial
~~boxes, tape, etc, )-not to exceed $440.

An exempt employees who leaves the Agency before completin tg wentv-four (24) months of
consecutive service shall repay the relocation allowance to the Agency on a pro-rate basis.

10.10 LITERACY REFERRAL

The Agency will provide referrals and benefit counseling through its Human Resources
Department to employees who voluntarily request assistance in enrolling in adult literacy

programs.
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SECTION 11

HEALTH AND SAFETY

11.1 HEALTH AND SAFETY

May 25, 2010

The Agency is committed to providing a work environment that allows all employees to
perform their jobs in a safe and productive manner. The Agency maintains an aetive Illness
and Injury Prevention Program and complies with applicable federal and state laws regarding
the ^m°r-i^^^s with Disabilities ^ e* (reasonable accommodations for applicants and
employees or accessibility of €er-services_' and Feder-al Regulation 5nn(,,,.,.oss:,.;^:,-,. „^

IQ

11.2 DIFFERENTLY ABLED

Employees with a disability or medical condition an 4f ^*i^u° m°ai^^' condition *"^ who
are able,-with or without reasonable accommodation, to perform the essential functions of
their positions meet adequate „°r-f^-m°„e° standards-and whose continued employment does
not pose a threat to the health or safety of others are assured equal employment opportunities
in their employment.

,

tions that offer s ^A seFviees for- disabilities and life

EA. Benefit eensultafiens to assist empleyees in eff^efively managing health , leave cmd
other benefit-,.

11.3LITERACY REFERRAL Moved to new section 10.10

Pfogfums.

11.4 EMPLOYEE ASSISTANCE PROGRAM (EAP)

All Eemployees are encouraged to use the ^g°^^y s„^H^^r°a Employee Assistance Program
for personal, family, legal, child care, elder care, and financial counseling, tax consultation,
pre-retirement planning and personal assistance services. This is a confidential services
provided b. the Agency.

11.5 DRUG-FREE WORKPLACE

4-.A. It is the policy of the Agency to provide a workplace that is drug and alcohol abuse
free. Accordinglv, TO _aehl°v° this p^''^" the unlawful manufacture, distribution,
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dispensing, possession, or use of a controlled substance or alcohol in the workplace is
prohibited.

2-. B. The requirements of paragraph A(4}of this section are a condition of employment of
all employees of the Agency.

C. The Agency retains the right, with reasonable suspicion, to test employees for drug or

alcohol influence while at work. Refusal Failure to submit to adfug-test will be
considered a positive test and will ffta~-result in b° reason 4 r disciplinary action e-eruU to
and including termination.

11.6 NO SMOKING

The Agency maintains a no=-smoking policy within Agency offices/buildings and within 5
feet of a door or window that if part of an Agency office/building. It is incumbent upon
employees to advise guests in Agency buildings of this polic.° ~^ ~~^' ~^R ~^'~^• .

11.7 VEHICLE USAGE

Vehicles used in conduct of official Agency &HRA business must shau be operated in a
manner consistent with all safety and legal requirements. ^f*h° City, Q)t1fity, State an-,

"jurisdiction 9c&t@aa
>. Employees vivrt *irc;m~ g this ,. are s„t';cE+ toc

.1; s ,,;..l;......y a„r;..., and f;na.,l,;a1 damages.

The requirements and procedures for the use of Agency-owned vehicles and the use of
privately-owned vehicles for conducting official Agency business are described is inelude
in the Agency's "Vehicle Usage Policy and Procedure Instructions," a copy of which is

available from the Human Resources Oepartment.

11.8 INJURIES ON THE JOB

EA. Any employee who is injured in the performance of assigned duties will be entitled to
workers' compensation insurance benefits. shall receive such medical ° ^°* i^r ,

' s,
Compensation laws of Califemi .

1~-B. Any employee who incurs any injury while on the job must
duty of an employee to report the matter to the employee's supervisor immediately.
Failure to immediately report an on-the-job injury or illness may subject the employee to
disciplinary action up to and including termination.
eeettfr-enee or- as soon ther-eafter- as the employee's

E-C. Any supervisor who becomes aware of an employee's on-the-job injury must
immediately contact ifa-ft employee is ii~ttfed an the job, the supen,isei: shall
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the Human Resources Department and shall promptly provide

such forms and other information to the eMployee as directed -Mel- may be fequested by
the Human Resources Department.Direete~

F-. D. All employees injured on the job or who have been on medical leave 30 calendar days
or longer are required to submit in person to Human Resources a doctor's report upon
return to work. Human Resources will determine if light/modified duty applies.

E. Early Return to Work - Modified Duty/Li ng t Duty.

Modified duty/early return to work assignments are only temporary assignments
designated for employees injured in the course of Agency employment and who can
return to work within the physical restrictions set forth by their health care provider..
These assignments are established for a period not to exceed three (3) months.

I 11.9 FITNESS FOR DUTY EXAMINATIONS FOR WORK EXA r !S

The Agency a+ its discretion may require send-an employee, at Agency expense, to undergo
an examination by an ap prop riate health care provider
to determine if the employee is physically and/or mentally capable of performing the duties
of the employee's position.

If the employee is determined unfit for work, the employee will shall have thirty (30) days to
seek a second an^+h°r medical opinion at the employee's expense.

Should there be conflicting medical opinions, anetaf:al third party health care provider
Lift, Flefe will be mutually selected and paid for by the

Agency. The opinion of that health care provider will be binding and final.

shall be the detefmining A Ffitness-for-dt Wefk examination exam is not
disciplinary and not grievable.

I 11.10 WORK-PLACE AND DOMESTIC VIOLENCE PREVENTION

The raer^m°n+e Housing and Redevelopment-Agency recognizes that workplace and
domestic violence is a growing nationwide concern that must be addressed by all employers.
Our goal is to provide a safe work environment for all employees. Accordingly, we We-have

adopted a "zero-tolerance" Zero ''-'o'°r-an^° Dpolicy regarding workplace violence.

The Agency maintains a"Workplace Violence Prevention and Management Plan," which is

contained in the is ine'ua°a in the Agenc 'y s Injury and Illness Prevention Pla~

, ineluding ,
haY a"^".,°...,- ^...ai^.. ^ „ ~.:^t. involves ^ °f~^+"*~,° n ^°,..^~, its ,.t;°Y,•1° ^

~
.. ,

° i^..°°s and .,~,:^t. eeeur-s on of ^~~n ^°.,^., p ~ ,.~,°,-ry in
eerie.., with n ^°"^..

> >
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B. S;Be

Pifl13

but ..
o fie t ^;..-.;4oa 4i.4he fe lle^,;.^i..
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C .The ;"4o"4;i'.'"l damage of +hfe"4 to
`10.,4f.•., .. v.off-.,

E .ai
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u suggestion o
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11.11 POLICY AGANST DOMESTIC

^

2=G=.= Every AgeneY - i:epei4 incidents or- aets of physieal -

"i^.,ee of the n ^o„^., ...>1^ , in „l°`;^,.. of this .'^i;^.. , e "';*., any ^4 of domestic;i,m

, up to an-,
""al,,.a;„`.

where the "n4 or 41"^^"4
;" ^ „'^^

+^ ^'^ • "'^^' '^^^"+0`1

, Htffnafl
Resewees > >

or thfeatened aefiv;ty.
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44C 4tl

a^ e^e^e
GAD_ \71^^ t^;.fi
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g tefffiinafieft)-^
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11.12 SEXUAL u n v n Scr,rGi.rT (Moved to Section 1.4)

I .The A "°„",. p -"1,:1';t s .

I.Diseoufteous or- effensive eenduet er- language toward the pubilie, A--V- telvard fellow

> disfupts, of eause diser-edit to the

r°cspe@t and dignity. To this end, the Agency will not cv"rivne PmjTzvrnr^vTs°uicaui

hafassmef4 at the wer4plaee. Sueh een"et by an Ageney employee will not be ,

2.8exual harassment is defined as unselieited and tmweleeme sexual eveftufes, by any
ger- of „lr"'" t, be +1'°,. „ ,•; ft°" , ` °„1",l , physical °„'V "'•

vistial, and may eeeuf whew

1.Submission is made either- eipheifly or implieidy a teFm or eendition of empleyment;

2.S ..b_.s_ __ o_ rejection by an e__,_. _e is used as _ b _ s. s for e_..,_..ne_. ae_. s .o_
affeeting the empleyee; o

3 c„^h conduct has the p^*o..*;^' to affect an
~ n

FHE

3.1n the examples of sexual harassmen4 that ,
ia4er-pfetatien ofeach incident.

A.W-fit4en examples of sexual harassment inelude. or- Obseefle , notes
and

aeeie agatefy , slufs, jokes and epithets whieh hav
sexual eennetations.

~ysic-al examples inElude assault, teReh; n ^Peding or bleeking Movements.

D.Visual examples inelude: gestures or- displays of sextially suggestive objeets 0
, eaAeens of •

will be prepared if „°.,,,°s+" for- sexual f ..".-s " net met.

'same sex if stieh eenduet has the potential to aff-eet an
, and/of efea4e an ,
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and at the lowest pr-aefieable level ef &uper-visiefi- Howevef, it is not the iflteR4 ef the

by Ageney empleyees.
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SECTION 12

CONDUCT, DISCIPLINE, GRIEVANCE, AND APPEAL

12.1 EMPLOYEE CONDUCT GENERALLY AND AGENCY PROPERTY RIGHTS

May 25, 2010

in or-deFiTo render the best possible service to the general public and to reflect credit on the
^ a I ^°--•. L° , the Agency deems high standards of conduct are a°^°m°a essential. As part- -=--- --- ---

of their essential functions, all Agency employees are expected to
^^^au^* for all job classifications are respond politely and in a professional manner to
clients/customers/co-workers and work as-a-cooperatively with one another.

aRs

other than as agreed is °*,.:^*'., p,.^h:i,:*oa

4-A. Inspections.-

The Agency reserves the right to inspect lockers, desks, filing cabinets, Agency vehicles,
electronic data and computer files, and all other Agency_ owned property with or without
notice or t13,-,employees! consent. Such inspections will be -4b°-be-based on reasonable
suspicion that an employee is violating Agency policy.
information knewfto the ^^°^^y. All Agency property, identification badges and keys
to Agency property shall be returned to the Agency upon termination from employment
or at the request of the Agency.

2-. B. ^^Electronic Security-

The Agency uses various forms of electronic communication to conduct business,
including, but not limited to, computers, email, internet, wedd wide , telephones,
cellular phones, fax machines, and ah-on-line services.

All electronic communications, including all software and hardware1 remain the sole
property of the Agency.

Electronic communication/media may not be used in any manner that would violate
Agency policy or applicable law. Employees are

responsible for what appears on his/her screen.

The Executive Director, Tsum^n D°^oufe°sAdministrative Director and General Counsel
mayh°v° the authority to direct Information Management and Technology Services
(IMTS) staff to retrieve any electronic document under any level of security for review
when they deem appropriate to do so. IMTS staff is authorized to monitor the
information contained on the Agency's systems.
and ne^wer-k systems. When the eenfidepAialil-:y of i4afma4ion is , the 4ifefffia
should not be .-1:,.,,l,.o`l
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Electronic mail should be, regarded as privileged and treated in the same manner as first
class U.S. mail.

The following actions are are strictly prohibited by this policy:

A 1. -illegal Unauthorized copying of licensed software;

9-.2. Copying of Agency software for personal use;

C,3. Using an Tlrncgui-illal version of software used on Agency equipment;

D-4. Purchase of hardware or software for non-Agency purposes with Agency
funds4

E-5. Any attempt to bypass or tamper with Agency security measures is str-ied
Pr-ehibited;

F-6. Any unauthorized use of another person's password ~s-~~~ ; and

Fr7. Use of the "U:\share" directory for personnel-related or other confidential
documents.

8. Use of the Agency's email system for personal use is limited and is subject to the
restrictions of the Agency's Technology Usage y & Procedure Instructions
approved by the Executive Director.

3-C. Access to Agency Propert

Use of Agency property or facilities by current employees or third parties outside

pefsennel must be authorized in writing by an Agency Program Manager, Risk Manager,
or official designee, and must conform to Agency administrative guidelines and
policy/procedures instructions.

n ^^o"" to n go.'^.. ..,.^.'o..`.. is 1:.,':*oa +^.

!.Cur-feat Ageney ;

;

3 r,'^„°„i*^„ t° ^ other- per-sons performing approved . ^,a' on n ,.o'..^., p o 4̂,s •. ,

UIQ a3le

s F n~a~_ tT~"ò ^v areas are for- use by „ o"A n'.o„^., employees only „ visitors with the
of the responsible D'.'.'.""' Managef,

4D. Media and Press Contact-
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Inquiries from the news media should be immediately directed to the Public Information
Officer PIO . In the absence of the PIO, such 4h,-calls should be directed to the D ireeter
of Public and T n*°.....a ' Communications or Executive Director's office.

-5 -. E. Housing Choice Voucher Unit (HCV) Ownership

In accordance with HUD regulations, employees of the Agency may not participate in the
HCV Program as landlords, owners; or property managers without written approval of the

Agency.

12.2 CAUSES FOR DISCIPLINARY ACTION

The following causes, among others, may sh4~-be deemed to be just cause for disciplinary
action Lip to and including termination:

4-.A. Fraud in secu ring employment.

2L. B. Incompetence. As used h°M°~^, he term 'Tincompetence" !Lshff14-means zhat-the

employee lacks adequate ability, or knowledge of fitnesso perform the duties that whie
are within the scope of the employee's position.

will shall be applied in a manner- eensistent with appligable 1 . , state, and fedefal
, , and ease law with r-espeet te empleyfnepA of the disabled.

elassifieation shall be eensider-ed te have been feleased fat-hef than to have been
disc-iplined.Sueh feleasedempleyeeshirll hav e the'~~ pr-eGZss rights~ C[ST[

'ain"i„li„°'a o p le.,°° and shall be eensider-ed to have left in geed standing,

3-C. Inefficiency in performance of work whieh-resulting s-in work unaeeeptable
performance ofwhieh is lower uali than that which is typically expected of a simila
employees in a similar position.

4D. Neglect of duty.

-5 -. E. Insubordination, including, but not limited to, any willful disobedience of a lawful
rule, order, or direction.

6-. F. Dishonesty or theft.

~G. Possession, use or ingestion of alcoholic beverages, unprescribed narcotics, or being
under the influence thereof while on duty.

H. Taking, possessing, being under the influence of, or offering for sale any controlled
substance while on duty, unless legally authorized to do Isol. The term "controlled
substance" has shall have same meaning as the same term that the *°m has in the
California Health and Safety Code, Division 10.
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1. Dress that is unsafe or unsuitable for effective job performance as determined by the
Agency. Halter tops and bare midriffs are examples of inappropriate dress. Shorts to the
knee may be acceptable, depending on the position.

~J. Exeessive,RAbuse or misuse of sick leave.

9-.K. Absence without leave, including tardiness.

40-.L. Discourteous or offensive conduct or language toward the public,-op4owafd-fellow
employees or officials.

44-M. Use of Agency employment for personal purposes or gain.

~?N. Using the prestige of an Agency position on behalf of any political candidate or
political party.

4-3-0. Acceptance by an employee of a reward, gift, gratuity, or other form of remuneration
from any source, in addition to the regular compensation, for the performance of Agency
duties.

447P. Supplementary (outside) employment not specifically authorized in writing by the

Appointing Authority.

1LQ. Negligence or intentional misconduct that which causes damage to Agency or other
public property.

4-67R. Misuse, misapprop riation or unauthorized possession of Agency property, vehicles,
equipment, or supplies.

S. Conviction of a criminal offense involving moral turpitude. (The term "conviction" shall
be deemed includes, but is not not be limited to, conviction as a result of a plea of
guilty or nolo contendere, a conviction with or without a jury, and a conviction after a

demurrer in the case mentioned in Section 1010 of the California Penal Code.
Notwithstanding any further proceedings in the case or any appeal or appellate decision, a
conviction will shftl4-be deemed to be complete upon the first date the trial court or jury

finds the employee involved committed the offense.)

4-7-.T. Misrepresentation on a time-card.

U. Any conduct related to employment that whieh impairs, disrupts or causes discredit to the

Agency or Agency service.

V. Violation of policy against discrimination, harassment or sexual harassment.

4-9-.W. Threats, implied or actual, and/or workplace violence.

4-9-.X. Carrying firearms or other weapons in a vehicle or enrpersonal-while on Agency
business or Agency property.
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Z. The causes outlined in this article are not intended to cover every possible situation;
employees may be disciplined for other causes that are not outlined in this article.

12.3 TYPES OF DISCIPLINARY ACTION

The following types of disciplinary action may be used progressively for represented and
€6r-Confidential employees. However, the Agency may elect not to use progressive
discipline in certain circumstancesthere . In those situations, employees may be terminated
immediately. May be e m^+°^^os in <. h ;eh the following progressive discipline
pfeeedufes may not be used and employees may be teffnina4ed witheut the tise of Sue
preeedur-es:

A. Verbal Reprimand

When the Appointing Authority or designee orally communicates to an employee a
deficiency, problem or misconduct that which needs to be corrected. This
communication may be documented in written form after the conversation. €ac-~

C-.B. Written Reprimand-

When the Appointing Authority or designee communicates an admonishment in writing
to an employee regarding a deficiency, problem or misconduct that whieh-needs to be

corrected. A written reprimand will be shall be filed in the employee's official personnel

file.

D-.C. Suspension.-

When the Appointing Authority or designee suspends an employee from work without
pay. The employee will shftll-be advised in writing of the reasons for the suspension and
a cop- y d in the employee's official personnel file.

&D. Withholding In-Grade Salary Increase-

When the Appointing Authority or designee withholds an employee's in-grade salary

increase. The Appointing Authority will sha44-advise the employee in writing on the
salary step increase/merit review =-ease of the reasons for this action and a copy
filed file a copy in the employee's official personnel file.

F-. E. In-Grade Salary Reduction.-

When the Appointing Authority or designee reduces an employee's salary to a lower step
within the salary range. The employee will shall be notified in writing of the reasons for
the in-grade salary reduction and a copy filed in the employee's official personnel file.

G-.F. Demotion-
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When the Appointing Authority or designee removes an employee from a position in one
class and places the employee in a position in another class having a lower salary range.
The employee will she1l-be notified in writing of the reasons for the demotion and a copy
filed in the employee's official personnel file.

H-G. Dismissal-

When the Appointing Authority or designee terminates the employment of a Represented
or Confidential employee holding permanent regular status . The
employee will shft447be notified in writing of the reasons for the dismissal and a copy filed
in the employee's official personnel file.

ea+44Fe

or- efteafme

12.4 GRIEVANCES GENERALLY

4-.A. Represented employees' Ggrievance P-,procedures are outlined in the applicable
Collective Bargaining Agreement. °°°*iv°'^b°•• agreements .

2-. B. A grievance is a claim by an employee who personally has been adversely affected in
employment by the inequitable or unreasonable interpretation or application of these
Rules or an applicable law. A grievance cannot relate to the determination, organization,
level or standards of performance of the services provided by the Agency,-;or issues for
which a specific hearing or appeal procedure is otherwise provided or withheld by these
Rules.

3-.C. Any appeal of disciplinary action by a Confidential employee must shftll-be filed
directly with the Executive Director or designee.

4.D. Any appeal by an employee with the right to appeal a non-disciplinary matter (such as
a^_^perceived violation of policvl, ^„°h°^ m^'*°F, shall be filed.

-5 -. E. Exempt employees have ^'^^'^"h^rve no appeal rights to-appeal rihg ts
aetion.

F. Temporary employees and temporary service employees sha44-have no appeal rights.
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1 12.5 GRIEVANCE PROCEDURE - CONFIDENTIAL CLASSIFICATIONS

4-A. Informal Discussion - Step 1-

May 25, 2010

An employee may first discuss a grievance in an informal manner with the immediate
supervisor within ten (10) working days following the occurrence of events on which the
grievance is based. The immediate supervisor will respond to the g rievance shall-give-an
answer- within five (5) working days of the date of presentation of the grievance.

2-. B. Written Grievance - Step 2.-

1. If the employee is not satisfied with the resolution of the informal grievance set forth
in paragraph A of this Section, or if the employee chooses not to submit the grievance
in an informal manner, the employee may initiate a formal grievance. A formal
grievance must be filed within thirty (30) days following the occurrence of the events

on which the grievance is based. Formal grievance forms are available at the Human
Resources Department.

2. A formal grievance must shall-be initiated by filing with the employee's department
director or designee and w4h-the Human "°so••re°sAdministrative Director a
grievance form detailing setting fth the employee's specific allegations of the

the l0 1„ alleges to ,..° been dzvl~toaemployee, t
cnc icir~vr arvr=drrrrE~i tl~2i~~~6~ccmicg~ tcvzrav~occrracca, all

relevant facts relating to the employee's allegation and the requested remedy. The
grievance form must shftll-be signed and dated by the employee.

if the empleyee is net satisfied with the r-eseltition of the infefmal gr-ievanee set fefth4n
paragraph nof this ca^t;,,,,, or- ;f the opl,,..oo chooses not to submit the ,.

are available at the Human D°s.,"„"° s il°..°"t„'°„t_

a43. Upon receipt of the grievance, the department director or designee will shall
investigate the grievance, and confer with the Program Manager or immediate
supervisor and the employee or a duly authorized representative, if any, within -ten

(10) working days after receipt of the grievance, in an attempt to resolve the
grievance. The department director or designee will &hall-render a decision in writing
to the grievance and provide copies of the decision to the employee or a duly
authorized representative, if any, the Program Manager and the Human Reseur-ees

Administrative Director within ten (10) working days after receipt of the wr-itte
grievance.

-3-C. Appeal to Executive Director - Step 3-

4-}1. If the employee is not satisfied with the Step 2 resolution of the grievance, To
appeal the ;fr.......,l disciplinary ^t:,,„ ,. o1;,.., av^:s;on, the employee may s13a11
present the disciplinary appeal letter or the grievance form, as applicable, to the
Executive Director or designated representative within five (5) working days of
receipt of the informal decision or policy decision.

SHRA Personnel Rules2 9 02 12010 76

86



Revised SHRA Personnel Rules and Classifying Sr. HR Analyst as Exempt
May 25, 2010

The Executive Director or designated representative will shall-review all testimony
and other evidence received and considered in the previous steps of the grievance,

from, tagether- to~ether
with such other evidence as the Executive Director or designee afed-f°pf°^°n*^fiv°
may desire to incorporate. The Executive Director or designee°*°a r°pr°s°^*^*i-v°

may, but is not required to, receive additional oral or written statements from the
employee or the employee's representative prior to consideration of the appeal. The
Executive Director or designee^*°a f°„r°°°^*^+i-v° will shal47consider the appeal and

render a written decision within ten (10) working days after the receipt of the appeal
f ,,.,' the affected employee.

242. After due consideration of all of the evidence received, the Executive Director
or desi 1 eea°^ ^„^+° d r°„~°^°^*^+~~ ° willshall,, (a) affirm the Step I resolution,

, or (b) reverse the Step 1 resolution or decision a

disciplinary of (c) affirm in pa rt and reverse in part the Step 1 resolution.

The Executive Director or designee^+°a r°„ °^°a+^6-,,° may, but is shell-not be
required to, allow the affected employee to question witnesses. The affected
employee will shall-not have the right of cross-examination.

The Executive Director or designeatede representative may request and receive the

advice of counsel on any matter pertaining to this process.

The Executive Director may, under- this c°°fien, delegate authority to hear the appeal
to another person who may or may not be an employee of the Agency. This includes

ordering a hearing officer. When the Executive Director makes has made such a

delegation, the decision of the person to whom the authority has been delegated will
be shall be as if the Executive Director had considered the matter personally.

The decision or action by the Executive Director or designee is final.

12.6 REMEDY

In the case of a grievance ^r ai^^ir'in^-y ^^*~^^ that whieh is successfully appealed in
accordance with these Rules, a remedy will shall-be fashioned that -,h,hieh attempts to be
workable, reasonable and just, and if necessary, prevent a recurrence of the behavior that
whieh caused the grievance or- appeal.
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SECTION 13

RESIGNATION AND LAYOFF

1
13.1 RESIGNATION

May 25, 2010

Any employee may resign from the Agency service by presenting a resignation in writing to
the Appointing Authority. To resign in good standing, an employee should provide ffl-as
give-at least two (2) weeks' notice, unless a shorter period is acceptable to the Appointing
Authority. An employee who resigns in lieu of teavoiEl termination will shall not be
considered to have resigned in good standing. Resignations will shft4-be promptly forwarded
to the uuma„ Resources Administrative Director1 who may conduct exit interviews to review
and evaluate the reasons for the each resignation.

13.2 LAYOFF (Confidential Employees)

4-A. Purpose-

This Section article sets forth the applicable procedures a^tewea-ri^

instanees iwhieh when Confidential unrepresented employees in the Corfia°R*ia'
^'^^sif^a*i^„ are are to be displaced or removed from a position as a result of a layoff
or- reduction in f

The is-procedure below does not shall not apply apply to Eexempt employees.
Exempt employees are

subject to layoff directions from the Executive Director.

Represented employees are subject to layoff provisions in their applicable Collective
Bargaining Agreements.

2-. B. Definitions:

1.Layoff. A layoff shall b° defined as is the separation of at least one (1) employee
due to lack of work, lack of funds, abolishment of a position, or reasons based on in
the efficient operation of the Agency.

42. Seniority.

4--al Agency Service Seniority. Agency service seniority is shfl447be defined as the
effective date of appointment to the employee's current regular, part-time or
limited-term position with the Agency, or as the effective date of appointment to
any regular, part-time or limited-term position(s) with the Agency which
preceded, in continuous service, the appointment to the employee's current
regular, part-time or limited-term position, whichever is greater.

2-. b) Classification Seniority. Classification seniority is shall be defined as the
effective date of probationary appointment to the employee's present job
classification, including any time spent in a higher classification less any time
spent in a lower job classification due to a downgrade. The term "higher
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classification" -slia14-means a job classification in which the maximum rate of pay
is greater than the maximum rate of pay of the employee's present job
classification. For any employee with permanent -re ug lar status who has not

served a probationary period in his/her present job classification, classification
seniority will sha4-be the effective date of reallocation to the employee's present
job classification, or in the case of transition from a limited-term position,

^'^~~ifiea*~eii s°ftio6 *y shall b° the effective date of appointment to the limited-
term position. For downgrading purposes, computation of classification seniority
for a job classification lower than that in which the employee holds permanent

status, the following seniority will sha44-be counted: (1) classification seniority in
any higher classification, an4-(2) previous classification seniority in the job
classification in which the employee is currently working, and (3) present time

spent in the job classification in which the employee is currently working.

-3-. c) Reasons for Termination of Seniority.

H41) Discharge
b42) Resignation

e43) Failure to return to work when recalled from a layoff as set forth in the
recall procedure in Section 13.2G

444) Failure to return to work after expiration of an approved 4ofmal-leave
of absence

e45) Retirement

6 Layoff for a continuous period of two (2) consecutive years from Agency
service

43.Downgrade. A downgrade is shall be defined as an employee's voluntary change in
job classification as a result of a layoff in the employee's current classification from a
job classification in a given regression ladder to another job classification in the same
regression ladder for which the maximum rate of pay is the same or less than the
maximum rate of pay in the current classification.

A downgrade is sh4"e-permitted allowed-only to successive lower classifications
within the employee's current regression ladder, except as provided in Section 13.2
C.5 of these Rules.heree€:

4.Regression Ladder. A regression ladder is cha'defined as a series of
classifications through which an employee may downgrade. The regression ladders
for unrepresented employees of the Agency are set forth in Exhibit "C" attached to
these Rules.

3-C. Procedure.

1. Within each job classification in which a layoff occurs, employees will shall-be laid
off in the following order: Efirst, employees in temporary positions; second,

employees with limited-term status in order of Agency service seniority; third, all
other employees in order of classification seniority. The first employees affected by a
layoff within each of these categories will shall be the employee with the least

applicable seniority.
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2. Any employee with probationary status who is affected by a layoff or displaced by a
downgrading employee will sha44-return to the former job classification where the
employee held pe>manent-re ular status, if any. That Said-employee will shal-l-also
return to the same department and type position which the employee left immediately
prior to the probationary appointment. If a probationary employee does not hold
regular permanent status in another job classification, the employee he/she will be
laid off without any right to recall.

3. Within a job classification, any employee with pefma4ei4-re ular status who is to be
laid off or displaced will shaIl-have the right to downgrade, in descending order, to
job classifications within his/her regression ladder, if any, provided that the employee
meets the qualifications of the lower classification and can displace an employee in
the lower classification as follows:

4-.a) If there are employees with limited-term status, the downgrading employee
will shall first displace such limited-term employee with the least Agency se rv ice
seniority.

2-. b) If there are no employees with limited-term status, the downgrading employee
will shall hen displace the employee with probationary status with the least
classification seniority.

3-•cl If there are no employees with limited-term or probationary status, the
downgrading employee will shall-then displace the employee with pefmaneft

re lar status with the least seniority, provided the downgrading employee has
greater seniority. Classification seniority will sha447be utilized as the applicable
seniority for downgrading purposes except that Agency service seniority will shall

be utilized to downgrade into the lowest/entry classification on the regression
ladder.

A-4. If an employee with pefmanen~-re~r status is unable to downgrade into any
job classification within the appropriate regression ladder, he/she will be shall be laid
off.

B-.5. For any classification not listed in a regression ladder, the employee with
permanent regular status will she44-have the right to downgrade, in the same manner
as provided in Section 13.2 C.31 to the last unrepresented classification in which
pefmanePA-re ular status was held. If such a downgrade is to a classification within a
regression ladder, the employee will shal-l-have the right to downgrade through that
new regression ladder only. If such a downgrade is not possible, the employee will
shall be laid off.

C-. 6. An employee may accept layoff in lieu of the opportunity to downgrade by
notifying the Human Resources Department within three (3) working days of
receiving notice of layoff Where the employee accepts a layoff in lieu of a

downgrade, said employee shall forfeits all recall rights except to a vacancy within
the same classification from which the employee was laid off
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Q-.7. If two (2) or more employees have an7-equal afnetmi of classification seniority,
the senior employee will sha14-be determined on the basis of greater Agency service
seniority. If two (2) or more employees have arrequal amount of Agency service
seniority, the senior employee will shall=be determined on the basis of earliest hire
date with the Agency or by chance draw in the event of a tie.

E-. 8. The application of this procedure is not intended to extend job assignment,
work organization or departmental preference to any employee affected by a layoff.

47D. Notice of Layof£

In the event of layoff, the Agency will shall send by certified mail, return receipt
requested, notice of layoff to each affected employee. Such notice will shall be
postmarked at least fourteen (14) calendar days in advance of the effective date of layoff.
Such layoff notice will sha447be mailed to the employee's address currently on file in the
Human Resources Department and will shall be deemed appropriate notice. An
employee who is on a paid or unpaid leave will shal-l-be affected by the layoff in
accordance with the provisions of this Section in the same manner as all other employees.

, an empleyee whe is on siek leave or- injttfy on duty states en the date ef the
layoff Fiefiee shall net be laid off or- downgraded tmfil the employee r-e^ufns to ;

aHFBe$e

stated on the layoff neti In lieu of the certified mail notice, the Agency may, in its sole
discretion, serve notice upon the employee personally.

E. Salary in Event of Downgrade or Recall.-

1. An employee who downgrades pursuant to this Section will shall be paid in the salary
range step in the new classification closest to the monthly pay rate received
immediately prior to downgrade, providing there is no increase in pay.

2. If appointed in the lower classification at other than the maximum rate of pay, time
served in the class from which the downgrade occurred will shall count toward salary
step advancement.

3. Upon subsequent recall through a regression ladder1 the employee will shall not
receive in the next higher class less than that received in the lower class, provided
however, that upon subsequent placement in the class from which the employee was
downgraded, salary step placement will shfth7be at the salary step previously held. If,
however, said salary step is less than that received in the class to which the employee
was downgraded, salary step placement will sha14-be at the salary step immediately
higher. The anniversary date for future in-grade salary adjustments will shall be the
date of recall to the permanent classification.

4. "Salary" as referred to in this Section is the shall monthly salary range and
respective salary step for the affected classification as set forth in the current salary
schedule.

6-.F. Fringe Benefits.-
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Employees laid off will shaE-be paid vacation and similar benefits per applicable
ordinances and rules. Employees being recalled will sha44-have their sick leave hours at
time of layoff restored.

-7-. G. Recall-

ft41. When a vacancy occurs in a job classification, the laid off or downgraded
employee(s) eligible to return to that job classification will sha44-be recalled in the
inverse order of layoff. Employees with permanent --re ug lar status who were laid off
or downgraded are eligible to return to the job classification in which peffflanent
regular status is held within their regression ladder, or to lower classifications within
the same regression ladder, but will sha447have no recall rights to any job
classification in which probationary status was held at the time of layoff or
downgrade.

b42. Employees will sha447be entitled to recall rights for a pe riod of two (2)
consecutive years from the effective date they were downgraded or laid-off. of !ayef€
or- three (3) ^ u* iv° • s f ^m the date ^r downgrade. A downgraded employee
may be recalled, at the discretion of the Executive Director, after the expiration of the
tlu;eetwo 2-year period. The effective date of layoff will sha44-be the employee's
last day of work except as provided in 13.2D. The effective date of downgrade will
shaU-be the employee's last day of work in the classification from which he/she is
downgraded except as provided in 13.2D. An employee who has downgraded and
has not been recalled to the classification where pet:Fnanent-re ular status is held
within the three (3) two 2 year period will shall gain pefmaneirtre~ular status in the
job classi fication in which the employee is working at the expiration of the two 2
three (3) year period.

03. When a vacancy exists and employees are to be recalled, notice of the
opening(s) will sh4~-be sent to the mailing address as shown on Human Resources
Department records1 unless a more recent address has been furnished in writing by the
laid off/downgraded employee. To expedite recall, more than one (1) employee may
be notified of an opening. This recall notice will shall be sent by certified mail, return
receipt requested, and the employee will sh all-have vvv°n+y one (21)-fourteen (14)
calendar days to repo rt to work from the date of the mailing of the recall notice.

If the employee fails to report to work within twenty °n° ("` fourteen (14Icalendar
days, the employee he/she will lose all recall rights. An employee who has been laid
off will she44-be required to meet the minimum qualifications of the classification to
which he/she is recalled.

8:H. Downgrade to Represented Job Classification.-

An unrepresented employee who is subject to layoff pursuant hereto may elect to
downgrade to a job classification that which is represented by a recognized employee

organization pursuant to a Collective Bargaining Agreement to the extent diat-such down-
grade is permitted, if at all, by the Collective Bargaining Agreement.
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EXHIBIT A

EXEMPT & CONFIDENTIAL POSITIONS

May 25, 2010

The Governing Boards of the Agency hereby find that it is necessary to the efficient operation of the
Agency that the following positions shall be exempt positions and that the occupants shall serve at
the pleasure of the Executive Director. Positions or title changes designated as exempt employees
shall become part of this Exhibit A.

Benefits may differ at the levels of management.

Sup

Exempt Classifications:
1. Agency Clerk
2. Agency Counsel - Range 1
3. Agency Counsel - Range 2
4. Agency Counsel - Range 3

5. Assistant Director - Range 1
6. Assistant Director - Range2
7. Assistant Site Manager

8. Deputy Executive Director
9. Director - Range I
10. Director - Range 2
11. Director - Range 3
12. Executive Director

13. General Counsel
14. Management Analyst - Range 1
15. Management Analyst - Range 2
16. Program Manager - Range 1

17. Program Manager - Range2
18. Project Manager
19. Public Information Officer
20. Senior Human Resources Analyst
21. Site Manager
22. Supervisor

Confidential Classifications
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1. Confidential Administrative Assistant
2. Confidential Clerk
3. Human Resources Analyst
4. Human Resources Assistant
5. Human Resources Specialist
6. Human Resources Technician
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EXHIBIT B

FLEXIBLE STAFFING

Agency classes for which flexible staffing is provided by the class specifications are as follows:

1. Accountant Specialist
Accountant

2. n gor^., r'^„"°4

Range 1
Range 2
Range 3

3. Community Development Specialist
Community Development Analyst

4. Development Services Redevelopment Analyst
Range 1
Range 2
Range 3

5. Housing Finance Analyst

Range 1
Range 2
Range 3

6. Human Resources Technician
Human Resources Specialist

7. i7,.,.,...,.-. Resources Analyst
D«;.,..;.,. a l Human. A °"'.,,,-"°" Analyst

8. Redevelopment Planner

Range 1
Range 2
Range 3
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EXHIBIT C

REGRESSION LADDERS

Confidential Unit

1. Confidential Administrative Assistant
Confidential Clerk

I 2. n,., ., t Human Resources Analyst
Human Resources Analyst
Human Resources Specialist
Human Resources Technician
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RESOLUTION NO. 2010 -

Adopted by the Sacramento City Council

On date of

May 25, 2010

REVISED SACRAMENTO HOUSING AND REDEVELOPMENT AGENCY (SHRA)
PERSONNEL RULES AND CHANGING THE SHRA SENIOR HUMAN RESOURCES

ANALYST CLASSIFICATION FROM UNREPRESENTED TO EXEMPT STATUS.

BACKGROUND

A. The SHRA Personnel Rules were last revised in 2002. Since that time the
Agency has negotiated collective bargaining agreements with both AFSCME and
SHRAEA. These rules incorporate changes that have been implemented in the
labor agreements, Agency policies, and federal and state labor and employment
laws.

B. The proposed changes for SHRA's Personnel Rules are consistent with Agency
policy and labor relations practices and have been reviewed by the City and
County Labor Relations Directors.

C. The change from Unrepresented to Exempt status for the SHRA Senior Human
Resources Analyst classification will better reflect the current level of duties and
responsibilities of the classification and will be more appropriately designated
using the Fair Labor Standards Act's (FLSA) Administrative Exemption.

BASED ON THE FACTS SET FORTH IN THE BACKGROUND, THE CITY COUNCIL
RESOLVES AS FOLLOWS:

Section 1. The attached SHRA Personnel Rules are hereby approved.

Section 2. The change in designation and benefits of the SHRA Senior Human
Resources Analyst classification from Unrepresented to Exempt is hereby approved.

Exhibit A - Revised SHRA Personnel Rules
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Exhibit A

Revised SHRA Personnel Rules will be attached to the final approved resolution.
See Attachement 1 to the staff report for a copy of the Revised SHRA Personnel
Rules.
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RESOLUTION NO. 2010 -

Adopted by the Housing Authority of the City of Sacramento

On date of

REVISED SACRAMENTO HOUSING AND REDEVELOPMENT (SHRA) PERSONNEL
RULES AND CHANGING THE SHRA SENIOR HUMAN RESOURCES ANALYST

CLASSIFICATION FROM UNREPRESENTED TO EXEMPT STATUS.

BACKGROUND

A. The SHRA Personnel Rules were last revised in 2002. Since that time the
Agency has negotiated collective bargaining agreements with both AFSCME and
SHRAEA. These rules incorporate changes that have been implemented in the
labor agreements, Agency policies, and federal and state labor and employment
laws.

B. The proposed changes for SHRA's Personnel Rules are consistent with Agency
policy and labor relations practices and have been reviewed by the City and
County Labor Relations Directors.

C. The change from Unrepresented to Exempt status for the SHRA Senior Human
Resources Analyst classification will better reflect the current level of duties and
responsibilities of the classification and will be more appropriately designated
using the Fair Labor Standards Act's (FLSA) Administrative Exemption.

BASED ON THE FACTS SET FORTH IN THE BACKGROUND, THE HOUSING
AUTHORITY RESOLVES AS FOLLOWS:

Section 1. The attached SHRA Personnel Rules are hereby approved.

Section 2. The change in designation and benefits of the SHRA Senior Human
Resources Analyst classification from Unrepresented to Exempt is hereby approved.

Exhibit A - Revised SHRA Personnel Rules
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Revised SHRA Personnel Rules will be attached to the final approved resolution.
See Attachement 1 to the staff report for a copy of the Revised SHRA Personnel
Rules.
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RESOLUTION NO. 2010 -

Adopted by the Redevelopment Agency of the City of Sacramento

On date of

REVISED SACRAMENTO HOUSING AND REDEVELOPMENT AGENCY (SHRA)
PERSONNEL RULES AND CHANGING THE SHRA SENIOR HUMAN RESOURCES

ANALYST CLASSIFICATION FROM UNREPRESENTED TO EXEMPT STATUS.

BACKGROUND

A. The SHRA Personnel Rules were last revised in 2002. Since that time the
Agency has negotiated collective bargaining agreements with both AFSCME and
SHRAEA. These rules incorporate changes that have been implemented in the
labor agreements, Agency policies, and federal and state labor and employment
laws.

B. The proposed changes for SHRA's Personnel Rules are consistent with Agency
policy and labor relations practices and have been reviewed by the City and
County Labor Relations Directors.

C. The change from Unrepresented to Exempt status for the SHRA Senior Human
Resources Analyst classification will better reflect the current level of duties and
responsibilities of the classification and will be more appropriately designated
using the Fair Labor Standards Act's (FLSA) Administrative Exemption.

BASED ON THE FACTS SET FORTH IN THE BACKGROUND, THE
REDEVELOPMENT AGENCY RESOLVES AS FOLLOWS:

Section 1. The attached SHRA Personnel Rules are hereby approved.

Section 2. The change in designation and benefits of the SHRA Senior Human
Resources Analyst classification from Unrepresented to Exempt is hereby approved.

Exhibit A - Revised SHRA Personnel Rules
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Revised SHRA Personnel Rules will be attached to the final approved resolution.
See Attachement 1 to the staff report for a copy of the Revised SHRA Personnel
Rules.
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