CP-NRE

CITY OF BELLFLOWER
RESOLUTION NO. 15-29

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF BELLFLOWER
ESTABLISHING A COMPENSATION PLAN FOR NON-REPRESENTED
EMPLOYEES IN THE BELLFLOWER MUNICIPAL SERVICE FOR FISCAL
YEARS 2015-2016 AND 2016-2017, SETTING FORTH CERTAIN RULES
AND REGULATIONS AND RESCINDING RESOLUTION NO. 13-33

WHEREAS, Section 36506 of the Government Code requires the City Council to
prescribe the time and method of payment of salaries and wages of officers and
employees of the City.

NOW, THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY
OF BELLFLOWER AS FOLLOWS: ' '

SECTION 1. The following Compensation Plan for Non-Represented Employees is
hereby approved in its entirety and effective on July 1, 2015.

SECTION 2. Resolution No. 13-33 is hereby réscinded in its entirety effective
June 30, 2015.

SECTION 3. The Mayor, or presiding officer, is hereby authorized to affix his/her
signature to this Resolution signifying its adoption and the City Clerk, or her duly appointed
deputy, is directed to attest thereto. '

PASSED, APPROVED, AND ADOPTED BY THE CITY COUNCIL OF THE CITY
OF BELLFLOWER THIS 8" DAY OF JUNE 2015.

ATTEST

Doc 320148



STATE OF CALIFORNIA - )
COUNTY OF LOS ANGELES  )SS
CITY OF BELLFLOWER )

I, Debra D. Bauchop, City Clerk of the City of Bellflower, California, do hereby
certify under penalty of perjury that the foregoing Resolution No. 15-29 was duly
passed, approved, and adopted by the City Council of the City of Bellflower at its
' Regular Meeting of June 8, 2015, by the following vote to wit:

AYES: Council Members — Santa Ines, Schnablegger, Koops, Dunton,
and Mayor Larsen

Dated: June 9, 2015

City of Bellflower, California

(SEAL)



City of Bellflower
Compensation Plan for Non-Represented Employees
Refer Resolution No. 15-29

Where used herein, “Compensation Plan” refers to the Compensation Plan for Non-Represented Employees.

Sections:
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COMPENSATION PLAN FOR NON-REPRESENTED EMPLOYEES
(Refer Resolution No. 15-28)

Applicability.

Management Rights.

Salaries and Compensation.
Benefits.

Transportation.

Retirement.

Vacations.

Holidays

Sick Leave and Other Leaves.
Hours, Overtime and Compensatory Time.
Promotions.

Not Used.

Safety.

Miscellaneous.

Not Used.

 Grievance and Arbitration Procedure.

Substance Abuse Policy.
Not Used.

Not Used.
Anti-Harassment Policy.
Computer Loan Program.
Training.

Nepotism.

Effective Period.

Exhibit A  Basic Salary Plan.

1. Applicability. This Compensation Plan for Non-Represented Employees (CP or Plan) applies to those employees
in the Belllower municipal service who are not represented by the American Federation of State, County, and
Municipal Employees, AFL-CIO, Local 3745 or Local 1511, Council 36, or any other recognized employee organization.

A. Employees Included. For purposes of this CP, non-represented employees include, but are nat restricted to:

@

@

B. Employment at Will. Pursuant to the provisions of Section 36506 of the Government Code, all officers and
employees of the City of Bellflower have held and do hold their office or positioh at the pleasure of the City Council.
Subject to the prior approvai of the City Council, the City Manager shall appoint, promote, demote and remove all
heads of the departments. The City Council does hereby delegate specific authority to the City Manager to
appoint, promote, demote and remove all other subordinate officers and employees of the City, to transfer
employees from one department to another, and to consolidate or combine offices or positions under his/her
jurisdiction; provided, however, that in each instance, they shall within a reasonable period of time, notify the City
Council of hisfher action in that regard. Nothing contained herein shall be deemed to apply to the City Clerk, City
Attorney, or members of an advisory committee or commission of the City of Bellflower.

2. Management Rights. The City reserves, retains, and is vested with, solely and exclusively, all traditional rights of

Executive-Level Management Employees, including:

O
o}
o}
o
o]

City Manager, insofar as provided by the terms of his individual employment contract
City Clerk, insofar as provided by the terms of her individual employment contract

Assistant City Manager
Department Heads
Assistant to the City Manager

Confidential Employees

Part-Time Employees not represented by American Federation ot State, County and Municipal Employees,
AFL-CIO, Local 3745
Temporary Employees

Page 2 of 24
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management that have not been expressly abridged by law to manage the employee. The sole and exclusive rights of
management, as they are not abridged by law shall include, but not be limited to, the following rights:

A.

B.

m g 0

m

L.

M.
N.
0.
P.
Q.
R.
3.

A

To manage the City generally and to determine the issues of policy.

To determine the necessity and organization of any service or activity conducted by the City and expand or
diminish services.

To determine the nature, manner, means and technology, and extent of services to be provided to the public.
Methods of financing.
Types of equipment or technology to be used.

To determine and/or change the facilities, methods, technology, means, and size of the work force by which the
City's operations are to be conducted.

To determine and change the number of locations, relocations, and types of operations, processes and materials
to be used in carrying out all City functions including, but not limited to, the right to contract for or subcontract any
work or operation of the City.

To assign work to and schedule employees in accordance with requirements as determined by the City to establish
and change work schedules and assignments.

To relieve employees from duties for lack of work or similar non-disciplinary reasons.
To establish and modify productivity and performance programs and standards.

To discharge, suspend, demote, or otherwise discipline employees for legitimate, non-discriminatory business
reasons.

To determine job classifications and to reclassify employees.

To hire, transfer, promote, and demote employees for non-disciplinary reasons.

To determine policies, procedures, and standards for selection, training, and promotion of employees.

To establish employee performance standards, and to require compliance herewith.

To maintain order and efficiency in its facilities and operations.

To establish and promulgate and/or modify rules and regulations to maintain order and safety at the City’s facilities.

To take any and all necessary action to carry out the mission of the City in emergencies.

Salaries and Compensation.

Exempt Employees. Exempt employees include all executive, administrative or professional employees who are
classified as exempt employees under the provisions of the Fair Labor Standards Act. Exempt employees are
salaried employees, and are paid a full salary for any week in which they perform work, without regard to the
number of days or hours worked, unless meeting one of the exceptions of the Fair Labor Standards Act. Exempt
employees are not subject to the overtime provisions of the Fair Labor Standards Act.

Non-Exempt Employees. Non-exempt Employees include all other full and part-time employees who do not meet
the test for exempt employees as defined by the Fair Labor Standards Act. In general, these include all hourly
employees, regardless of duties. Non-exempt employees are paid for actual days and hours worked, and are
subject to the overtime provisions of the Fair Labor Standards Act.

Me Too Clause. If any City employees, not covered by this Compensation Plan, receive a cost-of-living increase,
then all full-time employees covered by this Compensation Plan shall receive the same increase effective on the
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same date.

D. Job Classification Changes. Whenever an employee is promoted to a new classification, such employee shail
be promoted to the lowest step in the new salary range thatis no less than five percent (5%), above the old range,
except that when the difference between the old salary range and the new salary range'is less than five percent
(5%), in which case the promotion will be to the nearest higher or equal step. The City will effect changes to job
classifications as shown in the Classifications Study and Classification Specifications Study of March 2015 and as
in Exhibit A.

E. Wage and Salary Plan. There is hereby established a comprehensive wage and salary plan for all non-
represented employees of the City. This comprehensivé wage and salary plan is based on the salary
recommendations of the March 2015 Compensation Study as modified and:agreed to herein, and as shown in
Exhibit A, anid is designed to provide a fair and efficient framework for the administration of wages and salaries and
is based upon the following rules:

1. Each salary range has five (5) main steps - A, B, C, D, and E.

2. Increase from the minimum step to each succeeding step is approximately five (5) percent in each range, and
approximately twenty (20) percent between the minimum and maximum steps.

3. The increase between each number in the successively numbered ranges is approximately one (1) percent.

4. Implementation 6f Compensation Study. Notwithstanding the provisions of section 3.D above:

a.

implementation at Labor Market Median. The 2015 Compensation Study will be implemented at the
median of the comparator cities (e.g., the labor market median).

Position Placement in Salary Table. Each position will be placed in the closest (higher or lower) salary
range based on the top monthly salary data of the benchmark salary for that position. For those positions
found t6 be at or above the labor market median, the positions have been kept at their current range and
the incumbent employees have been kept in their current step and salary. Adjustments to some positions
have been made in order to maintain internal alignment.

Additional One Percent Increase. The salary increases previously agreed to pursuant to Section 6.B.
employees’ payment of the CalPERS member’s contribution, will be made after the position is placed in
the salary table. After placement of positions in the salary table, each position shall be moved to the next
highest salary range.

Nearest Dollar Placement. Notwithstanding the provisions: of Section 3.D above, in implementing the
basic salary plan; each employee will be placed in the designated range at a step equal to or greater than
his or her preexisting salary.

Merit Increase. Any merit increase due coincident with the effective date of this CP will be applied only
after any increases resulting from the aforementioned position placement, 1% increase, and nearest dollar
placement. Merit increase dates will not be changed as a result of this implementation process.

5. Longevity Dates. Longevity dates (i.e., the anniversary of an employee’s hiring, successful completion of
probation, last promotion, etc.) will not be effected by salary adjustments resulting from implementation of the
basic salary plan.

F. Basic Salary Plan. After analysis of the March 2015 Compensation Study, the City in its absolute discretion, has
developed and does hereby establish effective on June 27, 2015 the basic salary plan, attached as exhibit "A"
hereto, for all employees covered by this CP.

1. Cost of Living Adjustment (COLA). No cost of living adjustment will be made during the period of this CP.

2. Probation.

a.

The probationary period for newly hired and newly promoted employees will be twelve (12) months. Such
probationary periods may be extended for six (6) months at the discretion of the City.

Employees failing probation should be terminated, unless probation was due to a promotion in which case,
they should be reinstated to their previously held position.
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3. Steps within Salary Range. The five steps of the salary range will be interpreted and applied as follows:
a. First Step. The first step is the minimum rate and should normally be the hiring rate for the class.

b. Second Step. The second step is an adjustment given atthe end of the employee’s probationary period.
Where no probation is required, the same criteria used for the third step will be used for the second step.

c. Third, Fourth and Fifth Steps. The third, fourth, and fifth steps are incentive adjustments to encourage
an employee to improve his/her work and to recognize seniority and increased skill on the job. Employees
should be made eligible for these adjustments anytime after the completion of one (1) year service at the
preceding step as an incentive program. Each adjustment will be made only if recommended by the
departrnent head and approved by the City Manager. Employees may be annually evaluated after
reachinig the fifth step in their salary range.

G. Werit Increase Date Changes. Whenever an employee is on leave (except for vacation or military duty) for a
period of more than 30 consecutive calendar days, any applicable probationary period, evaluation due date, and
step increase due date will be moved forward one day. for each day off work after the first 30 days. In the event
an employee is on leave for one or more subsequent 30 consecutive calendar day period(s), the aforementioned
probationary periods and due dates will be moved forward one day for each day off work from the start on the
leave.

H. Bilingual Pay. Public contact positions, as approved by the City Manager, shall be compensated for bilingual
capability at an amount ranging from one {1) to five (5) percent.

[. Payday. The compensation due employees of the City shall be on a biweekly basis. Warrants or checks in
payment of compensation shall be made available by the City to employees on the Thursday following the
completion of each biweekly pay period. If a payday falls on a holiday, all warrants or checks in payment of
compensation shall be made available to City employees on the first day before the holiday.

J. Out-of-Class Pay. Employees shall be paid working out-of-class pay from the first hour of the first day of such
work Employees in an out-of-class assignment as of the date of eligibility for the annual sick or vacation leave
payout shall receive such payment at their regular rate of pay. Annual pay-out of accrued sick and vacation leave
to employees who are working or have worked out-of-class for 30 or more days will be paid at the out-of-class rate
prorates for the time actually worked in the higher class.

K. Job Classifications. Having adopted the Classifications Study and Classification Specifications Study (section
3.D above), the City will endeavor to maintain current and future classifications in accordance with these manuals.

L. StepIncreases. Step increases shall be given when due.

M. Official Travel — Professional Conferences. Employees may be authorized official travel to up two professional
conferences per year, one within the state and one out of the state, or two within the state. A maximum of eight (8)
days per year is allowed for this purpose. Any additional time will be charged as vacation and expenses will not be
reimbursed. The City Manager may, in his sole discretion, authorize additional travel deemed in the public interest.

N. Not used.

0. Documentation of Across-the-Board Salary Adjustments. When authorized, annual (July 1) Cost of Living
Adjustments (COLA) and other across-the-board salary adjustments will be documented by a single-line entry on
the status sheet of each employee's personnel file. In addition, a message will be enclosed with or printed on two
successive paychecks after adoption of this CP, saying: "Effective July 1,20__, a _% Cost of Living Adjustment
(COLA) (and a _% additional adjustment) will be added to the salary of each full and part-time employee. If you
have any questions, please contact_____in the Finance Department or in the Human Resources Division.”
or words to that effect.

P. Flexible Staffing.
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implementation. For classifications designated for flexible staffing in the Basic Salary Plan, all relevant City
of Bellflower experience prior to January 1, 2004 will count towards a maximum of one year of whatever
experience is required for promotion to the next level within that classification.

Advancement. For advancemient between flexibly staffed positions, an employee must meet all the
requirements for the higher position as specified in the Classifications Manual and Classification Specifications
Manual, have a minimum of three years of demonstrated satisfactory performance in his/her current position,
and must submit a written request justifying his/her advancement, favorably endorsed by his/her immediate
supervisor and superior chain-of-command up to and including his/her department head. in any case where a
request is rejected, the employee will be counseled in writing as to what actions must be taken to be
advanced. Subsequent requests for advancement may only be made at six-month intervals. The City
Manager may in his/her sole discretion, waive up to one year of the three years of demonstrated satisfactory
performance.

Q. Job Analyses. For pre-employment physicals, disability leave analysis, return to work arrangements and other
purposes, the City, in consultation with AFSCME Locals 3745 and 1511, will evaluate each job classification for
physical demands and environmental conditions; and place it with jobs. of similar demands and conditions in one of
the following Job Analysis Groups: A — Management and Administrative Jobs, B — Maintenance Jobs, C — Field
Jobs (With Driving), and D — Field Jobs (Without Driving). Individual Group. assignments will be identified in the
basic salary plan, attached as exhibit “A” hereto.

4. Benefits.

A. Health Insurance. The City shall continue to pay the full premium and all other costs of health insurance for
employees, spouses or registered domestic partners and eligible dependents through the California Public
Employees’ Retirement System (CalPERS) Health Insurance, or other comparable health insurance as determined
by the City, up to the maximum amount provided in Subsection 4.A.2.

1.

City-Paid Contribution Maximum. The maximum level of payment for health insurance shall be $ 1,257 per
month.

Use of Accrued Vacation for Above City-Paid Contribution Maximum Health Insurance. Employees who
elect a health insurance program with a premium above the City-paid contribution maximum may also elect to
use the cash value of redeemed accrued vacation to pay for any above maximum premium. Such use will be
on a dollar-for-dollar and pre-tax basis. Such election must be made in writing, may cover all or a specified
part of the over maximum premium, and will remaining effect until maodified or revoked by the employee. If
accrued vacation is insufficient to pay for any above maximum premium, the difference will be deducted from
the employee’s net pay. This periodic payout will not be included in the computation of overtime and will not
count towards the 40 hours of vacation use required for the annual payout of excess vacation leave.

Retiree Health Insurance. It is agreed that the health insurance program rates paid by the City for retired
employees and annuitants will be the same as for current employees, except:

a. For employees hired as full-time before June 1, 2004, who subsequently retire from PERS service from
the City of Bellflower, the City shall continue to pay premiums as set forth in Subsection 4.A.2 and all other
costs of health insurance for retirees, spouses or registered domestic partners and eligible dependents
through the California Public Employees’ Retirement System (CalPERS) Health Insurance or other
comparable health insurance in an amount not to exceed the City’s contribution for current full-time
employees.

b. For employees hired on or after June 1, 2004, and for whom the City of Bellflower makes a retirement
contribution, pursuant to its contract with PERS dated February 11, 1965, who subsequently retire from
PERS service from the City of Bellflower:

1. No health insurance benefit will be paid unless the employee, as defined in GC 22754, has a
minimum of 10 years of PERS service credit which must include a minimum of five-years of City
service credit. For this purpose, credit for non-City PERS service is limited to a maximum of five-
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years.

2. The employer's monthly contribution for each retired employee first hired on or after June 1, 2004,
shall not exceed the amount necessary to pay the full cost on his/her enrollment, including the
enroliment of family members, in a health plan or plans up o a maximum of $1,257 plus
Administrative fees and contingency Reserve Fund, effective on the date the required contract
amendment is approved by CalPERS, but not more than 100 percent of the premiumi applicable to
him or het, nor less than the 100 percent of the weighted average of the health benefits plan
premiums for employees or-annuitants enrolled for selfalone plus 90 percent of the weighted average
of the additional premiums required for enroliment of family members in the four health plans that
have the largést number of enfollments.

3. The percentage of employer contributions payable for post retirement health benefits for each retired
employee shall be based on the employee’s completed years of credited service based on
Governimient Code Section 22893, plus administrative fees and Contingency Fund assessment.

4. The vesting schedule for employees hired on or after June 1, 2004 shall be as follows:

Credited Years of Service Percentage of Employer Contribution
10 50
11 55
12 60
13 65
14 70
15 75
16 80
17 85
18 20
19 95
20 100

All fulltime employees who subsequently retire from PERS service from the City of Bellflower, and except as
described above, are otherwise subject to the same restrictions as for full-time employees, and any retiree
who is eligible for Medicare is further restricted to Medicare supptemental health insurance.

4. Consolidated Omnibus Budget Reconciliation Act (COBRA). Employees and/or their dependent
(beneficiaries) are eligible to continue at their own expense their health coverage at a premium of one hundred
two percent (102%) of the applicable group rate if the following conditions apply:

a.

Employees, who are terminated, (except those terminated for gross misconduct), or who have a reduction
of hours (partial or full layoff or an extended leave of absence of more than thirty (30) days), are eligible to
continue their health insurance benefits for eighteen (18) months, thereafter such employees are entitled
to convert at their own expense their group policy to individual policies.

Beneficiaries of employees, who are no longer eligible for group health coverage because of (1) death of
employee, (2) divorce or legal separation from employee, (3) the employee becoming eligible for
Medicare, or (4) a dependent child of an employee being no longer qualified as a dependent, are eligible
to continue their health insurance coverage for thirty-six (36) months; thereafter such beneficiaries are
entitled to convert at their own expense their group policy to individual policies.

Disabled qualified beneficiaries may be charged one hundred fifty percent (150%) of the applicable group
rate, after the initial eighteen (18) month pericd of continuation coverage. The qualified beneficiary's
disability must be determined under either Title il (Old Age, Survivors, and Disability Insurance) or Title
XVI (Supplemental Security Income) of the Social Security Act.

Continuation benefits are no longer available when the earlier of the following occurs:

1. The COBRA coverage period expires.
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2. City ceases providing any group health plan to any employee.

3. The premium is not timely paid by the employee and/or the beneficiary.

4. The qualified employee and/or beneficiary become covered by any other group plan or Medicare.
5. A beneficiary remarries and becomes covered by another health plan.

B. Dental Insurance. The City shall continue to pay the full premium and all other costs of dental insurance for
employees, spouses or registered domestic partners and eligible dependents. The coverage provided shall be
Delta Dental Group Policy No. 00-003119-010001, or its equivalent or better. Employees, at their option, may
choose DeltaCare for themselves and their dependents without cost to the employees or dependents.

C. Vision Insurance. The City shall provide eye care only for those employees who choose the DeltaCare plan.

D. Long Term Disability Insurance. The City shall continue to provide the long-term disability plan to all full-time
employees without cost to those employees.

E. Life Insurance. Each full-time employee shall receive group life insurance equal to the annual salary of the
highest main step of the highest class of the employee’s bargaining unit as of July 1 annually. All eligible
dependents of full-time employees shall receive $5,000 of group life insurance. The City shall pay all premiums.
Employees who terminate from the City for any reason or who are no longer eligible for the City paid coverage
may be entitled to convert this coverage into an individual policy. Applications for conversion must be filed with
the appropriate insurance company within thirty (30) calendar days after termination of employment or eligibility
ceases.

F. Employee Assistance Program. The City shall continue its Employee Assistance Program for all employees.
G. Wellness Program. The City shall provide for a wellness program, but will not require employee participation.

H. Compensation for Opting Out of Medical, Dental andfor Vision Insurance. Employees who have
comparable coverage through an alternative medical, dental and/or vision plan may elect to opt out of medical,
dental and/or vision coverage and receive compensation for medical equivalent to the lesser of $500 or the
average of the highest and lowest premiums paid by the City on July 1, annually, and for dental and/or vision
equivalent to the lesser of $80 or the average of the highest and lowest premiums paid by the City on July 1,
annually, provided that any such employee certifies under penalty of perjury in writing at least once every fiscal
year that he or she, as well as his/her spouse or registered domestic partner and any other dependent, is covered
by another medical and/or dental/vision plan and also provides copies of an appropriate document showing that
the employee, his/her spouse or registered domestic partner and any other dependent are all covered. The
employee is additionally required to give immediate notice to the City of any change in coverage. The City, inits
absolute discretion, will make the determination of comparable coverage.

I. Reinstatement After Opting Out. Employees and their dependents will only be eligible to reinstate medical
dental, and/or vision coverage during open enroliment periods, except that employees who furnish proof that they
have involuntarily lost their comparable medical insurance may apply for immediate reinstatement to take effect
on the first day of the month following this request. Open enroliment periods may be subject to change at the sole
discretion of CalPERS and the dental and vision insurance carriers. The City is not responsible for any such
changes.

State law permits retirees and survivors who were eligible for, but not actually enrolled in, health benefits
coverage under PEMHCA upon retirement to enroll in the program within 60 days of retirement or during any
future annual open-enroliment period.
J. Deferred Compensation. The City will provide a deferred compensation plan to all full and part-time employees.
1. The City will match full-time employee “regular” contributions to deferred compensation up to 3% of combined
base pay and bilingual pay to all full-time employees. The measurement period for the match will be based on
calendar year. The employer’s contribution will be evenly distributed throughout the calendar year.

2. There will be no City match to part-time employee contributions.

3. There will be no City match to any employee’s special confributions.
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K. Not Used.
L. Cafeteria Plan (IRC Section 125). The City will provide a cafeteria plan or flexible benefit plan to all full-time

employees, subject to the following terms and conditions:

1. The City will manage the plan.

2. The administrative costs of the plan will be borne entirely by the City.

3. Employees may elect to withhold not less than $300 or more than $2,500 per year for medical reimbursement.

4. The “year” for the plan will be from January 1st through December 31st. Employees hired during the plan
year may not enroll until the next year.

5. Up to $500 of unused amounts remaining at the end of a plan year in a health FSA may be rolled over to the

following year's plan. The City is not responsible for any loss of funds due to any changes to medical
reimbursement plans as a resuit of changes to federal statutes and/or regulations.

6. Employees must enroll before December 31% of the year proceeding the plan year in which they will draw
benefits.

Educational Reimbursement. Regular full-time employees enrolled in an accredited college, university or other
school and in a course of study related to their employment by the City shall be eligible for reimbursement of basic
registration fees, course fees, parking fees and books to an annual individual maximum of $2,500 per fiscal year.
To receive reimbursement, the course(s) of study must be-approved by the City, such determination fo be in the
sole discretion of the City, and the employee must furnish proof of their successful completion of the course with a
grade equivalent to “B” (or “pass” for those graded on a pass-fail basis). Employees receiving reimbursement who
leave the City's service within 2-years of the date of reimbursement must re-pay the City in full for any
reimbursement received. The City shall appropriate $25,000 per year for this purpose, available to both
represented and non-represented employées, on a first come basis. The City Manager will establish such internal
policies as may be needed to implement this provision.

Severance. Except where superseded by the terms of a personal employment agreement between an individual
employee and the City, régular permanent full-time employees holding the job titles Assistant City Manager,
Director, Deputy City Manager, Public Affairs Manager, or Human Resources and Risk Manager, whose
employment is terminated for the convenience of the City or who resign in lieu of termination for the convenience
of thie City, and who execute a settliement agreement and general release béetween the employee and the City, will
be paid severance equal to the sum of the highest rate of all pay, differentials and accruals due the employee
during the last six (6) months of their employment at the rate of two weeks of severance for each year of full-time
service or portion thereof, to a maximum of 26-weeks. Exceptas required by law, such payment will not be subject
to a PERS contribution. Such payment may, at the sole discretion of the City Manager, be paid by lump sum or by
periodic payments over a period not to exceed 26-weeks.

5. Transportation.

A.

Exclusive Use of City Vehicles. Such employees as the City Council, at their sole discretion may designate, may
be provided a city vehicle for their exclusive use (i.e., take-home). The City reserves the right to, and the City
Manager will, establish safeguards to prevent and correct any abuse of exclusive use vehicles by authorized
employees. Abuse by material personal use may result in the loss of an exclusive use vehicle without other
compensation. Material personal use means use of the vehicle for personal profit or gain. Examples of material
personal use include use in connection with another job, use for travel on personal business outside the general
route to and from home and work, and operation of the vehicle in a grossly unsafe or negligent manner.

Special Allowance in Lieu of Exclusive Use of City Vehicle. Employees previously authorized the exclusive use
of a City vehicle that elected to provide their own vehicle will receive compensation of $450 per month.
Employees who elected this benefit in lieu of a vehicle may not subsequently elect to receive use of a vehicle.

Transportation Allowance. Employees holding the job title Director and such other employees, who are regularly
required to use their personal vehicles in the performance of their official duties, as determined in the sole
discretion of the City, will be compensated at a rate of $250 per month. All employees who receive a
transportation allowance are required to carry liability insurance in the amounts and types as determined in the
sole determination of the City Manager.
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D. Use of Personal Automobiles. City employees not authorized a transportation allowance and who are specially
required to use a personal vehicle in the performance of their official duties shall receive compensation atthe U.S.
Internal Revenue Service standard mileage rate.

E. Mileage Allowance While on Per Diem. Employees using their personal vehicle while traveling on official
business, who receive a transportation allowance, and who are eligible for per diem, shall receive compensation at
the U.S. Internal Revenue Service standard mileage rate.

6. Retirement. The City shall continue to provide California Public Employees’ Retirement System (CalPERS)
retirement to all full-time employees.

A. CalPERS Employer’s Contribution. The City shall pay the CalPERS employer's contribution.

B. Classic CalPERS Member's Contribution. Full time employees who are classified as “classic members” by
CalPERS regulations shall pay the CalPERS member’s contribution as follows:

1. Beginning with the pay period which includes July 1, 2012, each employee will receive a one percent (1%) pay
increase and each employee will assume responsibility for paying two-sevenths (2/7) of the member’s share,
which is two percent (2%) of “PERS-able” salary on a pre-tax basis.

2. Beginning with the pay period which includes July 1 of each year after 2012, each employee will receive aone
percent (1%) pay increase and each employee will assume responsibility for paying an additional one-seventh
(1/7) of the mémber's share, which will be one percent (1%) of “PERS-able” salary on a pre-tax basis;
provided, however, that in any year in which the City determines, in its sole discretion, it does not have the
financial resources to provide the aforermentioned pay increase, no pay iricrease will be made by the City and
no corresponding increase in the employees’ responsibility for the member's share will be made until the City
has the financial resources to do so.

3. This process will continue until each employee is paying the entirety of the member’s share, which is currently
seven percent (7%) of “PERS-able” salary on a pre-tax basis.

4. Beginning with the pay period which includes July 1 of the year following the year in which each employee is
paying the entirety of the member’s current share, each employee will receive a one percent (1%) pay
increase.

5. The City shall report to CalPERS the value of the employer paid member contributions as additional
compensation.

C. New CalPERS Member’s Contributions. Full time employees hired by the City of Bellflower on or after January
1, 2013, who are classified as “new members” by CalPERS regulations, shall pay their employee contribution as
required by CalPERS law, and regulations.

D. CalPERS Elective Provisions.

1. Classic Members. The City shall continue to provide the following CalPERS elective provisions: 1959
Survivor's Benefit Option, Continued Employment Option Past Age 70, One Year Final Compensation, Industrial
Disability Retirement (Section 21151), Improved Non-industrial Disability Allowance (Section 21427}, and Service
Retirement with 2% at Age 55.

2. New Members. The City shall continue to provide the following CalPERS elective provisions: 1959 Survivor's
Benefit Option, Continued Employment Option Past Age 70, Three Year Final Compensation, Industrial Disability
Retirement (Section 21151), Improved Non-industrial Disability Allowance (Section 21427), and Service
Retirement with 2% at Age 62.

E. CalPERS Credit for Military Service. So long as it is allowed by CalPERS, employees with prior honorable
military service may buy additional CalPERS service credit equal to their active duty military service, not to exceed
four years. The purchase may be by lump-sum payment and/or amortized payment not exceeding 96 months.

7. Yacations.
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A.

A full-time employee, after being employed by the City for twelve (12) months, shall be entitled to use accrued
hours of vacation. Vacation leave shall accumulate on the basis of eighty (80) hours for the first year of service,
and eight (8) additional hours for each year after the completion of one (1) year of service to a maximum
accurnulation of two hundred (200) hours per year.

Employees with significant prior municipal government or other qualifying experience may, at the sole discretion of
the City Manager, be authorized a higher rate of accumulation, not to exceed the maximum rate, and may be
authorized to use accrued vacation during the first yéar of employment. Employees hired at entry level positions
will not be considered to have significant qualifying experiénce for vacation accrual and use purposes.
Authorization of a higher rate of vacation accumulation will not be retroactive to any date earlier than the effective
date of this CP.

In the event one or more holidays fall within a vacation leave, such days shall not be charged as vacation leave.

Except as noted below, all employees are limited to a maximum accumulation of 320 hours of vacation.
Employees with over 320 hours will be allowed to cairy thosé hours on the books until the pay period that
coincides with the last pay date in June of each year and then be paid on a one-for-one basis for all accrued
vacation leave in excess of 320 hours. Such payment is to beé made on or before the sécond pay date in July. To
qualify for this payout, the employee miust use a minimum of 40 hours of vacation leave during the 12 months
ending with the pay period that coincides with the last pay date in June; those failing to do so shall forfeit any hours
in excess of 320. Forfeited hours shall be donated to the Mutual Aid Leave Bank unless requested in writing not to
be by the employee.

In the interest of employee health, or to protect the City from accrued financial liability, the City reserves the
absolute right to order an employee to take vacation. An employee ordered to take vacation must comply within
ninety (90) days.

Vacation accruals may be used by the employee with full pay plus all differentials.

An employee who becomes sick, or incurs an injury, while on vacation may request that such day or days be
converted to sick leave and the vacation leave restored. Such a request will not be unreasonably denied.

Vacation requests for employees with twelve (12) or more months of employment with the City shall not be
unreasonably denied.

In any pay period, vacation leave shall only accrue to the employee who either works or is compensated for at
least 26 hours.

Sick Leave Use in Lieu of Vacation. Vacation may be used in lieu of sick leave, but sick leave may not be used
in lieu of vacation.

8. Holidays.

A

Paid Holidays. Full-time employees shall receive the following holidays with full pay and all differentials:

e New Year’s Day ° Veteran's Day

° Martin Luther King, Jr. Day ® Thanksgiving Day

o Presidents’ Day e Day Following Thanksgiving Day
° Memorial Day ° Work Day Prior to Christmas Day
° Independence Day o Christmas Day

o Labor Day ° New Year's Eve Day

Holidays Falling on Saturday or Sunday or Regular Day Off (RDO). Holidays which fall on Saturday shall be
observed on the immediate preceding workday. Holidays which fall on Sunday shall be observed on the immediate
following workday, those that fall on a RDO Monday or other day of the week will be observed on the immediate
following workday.

Holiday Pay. Any full-time non-exempt employee, who works any hours on any holiday, shall be compensated at
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double time regular pay, and all differentials, plus compensatory time equal to a full day off with pay. When any
such employee works on both the observed holiday and the actual holiday, both days will qualify for holiday pay.

D. Fuli Pay on Holidays. [rrespective of the length of an employee's normal workday, employees will receive full pay
on paid holidays.

9. Paid and Unpaid Leaves of Absence. For purposes of this CP, neither paid vacation nor paid holidays are

considered as “leave.” Where used herein, “domestic partner” means a registered domestic partner as provided by
California law.

A. Paid Leaves of Absence.

1. Sick Leave for Full-Time Employees. Full-time employees shall receive from the City eight (8) hours of paid
sick leave for each month of employment to a maximum accumulation of one hundred sixty (160) hours as of
the end of the pay period corresponding to the last payday in November. Each full-time employee shall be
paid on a one-for-one basis for all accrued sick leave in excess of the maximum one hundred sixty (160)
hours. Such payment is to be made on the last payday in November.

a.

In any pay period, sick leave shall only accrue to the employee who either works or is compensated
for at least twenty-six (26) hours.

When an employee retires, resigns, or otherwise terminates employment, he or she will be paid for ali
accrued sick leave on a one-for-one basis. In the event of an employee’s death, such payment will be
made to his or her estate.

Sick leave with pay may be used for sickness, incapacity, quarantine, pregnancy, and doctor visits.

Whenever any person is compelled to be absent from his/her employment with the City due to an injury
arising out of, or in the course of, his/her employment as determined by the Worker's Cornpensation Act,
he or she may elect to apply prorated accrued sick leave, if any, to such absence and to receive
compensation therefore in an amount equal to the difference between the compensation received by
him/her under the Worker's Compensation Act and his/her regular City pay. An employee in such
instance must also elect to use any earned vacation time in a like manner after his/her sick leave is
exhausted.

Sick leave shall not be abused. Abuse shall normally be subject to progressive discipline.

Sick leave, then vacation leave, may be used by an employee to supplement disability payments. The
City shall contact the employee to determine if fhe employee desires this supplement.

There shall be no deduction from sick leave for absence on the date of a work related injury.

Vacation during Sick Leave. When an employee is sick for a period exceeding five (5) days, such
employee may choose to use vacation leave for part of such leave if he or she applies for vacation leave
in the norma! manner.

California Family Sick Leave. Employees entitled to sick leave may use an amount up to that equal to
what would be accrued during six months at the employee’s then current rate of entitlement, to attend to
the illness of a child, parent, spouse or registered domestic partner of the employee.

Vacation Use in Lieu of Sick Leave. Vacation may be used in lieu of sick leave, but sick leave may not
be used in lieu of vacation.

2 Sick Leave for Pari-Time Employees. Effective on July 1, 2015, the City will comply with the provisions of
The Healthy Workplaces, Healthy Families Act of 2014 (AB 1522). The City Manager will establish procedures
to administer this program.

3. Bereavement Leave. Three (3) days paid bereavement leave, not chargeable as leave, shall be granted to
full-time employees in the case of the death of a member of the employee’s family. “Family” means any
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spouse or registered domestic partner, parent, child, brother, sister, grandparent, grandchild, great-
grandparent, great-grandchild or registered domestic partner; related by blood, marriage, adoption, a “step”
relationship, or domestic partnership agreement. Where used herein, “day” means the employee’s scheduled
workday, irrespective of the actual number of hours scheduled.

Jury Duty. Except in the case of a court order to the contrary a full-time employee called for jury duty will
receive his/her regular salary while actually performing jury service, for up to 80-hours in any-12-month period.
When a full time employee is subpoenaed (when he or she or his/her family member is not a party to the
lawsuit) he or she will be compensated in a like manner to jury duty.

a. A part-time employee called for jury duty will receive his/her regular pay for up to a number of hours equal
to those actually worked during the immediate preceding pay period, not to exceed a total of 59-hours per
year.

b. Upon receipt of a summons to jury duty or subpoena to appear, the employee summoned will promptly
notify his/her department head.

c. Employees paid for jury duty, whether for actual jury service or in response to a subpoena, will surrender
any per diem paid them to the City's Finance Department. Employees may retain whatever mileage, if
any, paid them in connection with this service. Employees may request reimbursément for eligible
expenses incurred and not otherwise reimbursed.

d. It shall be the duty of the City employee requesting compensation under this provision to obtain and
present to the City Manager any and all information as requested necessary fo verify times and dates of
such employee’s court related attendance.

Same Day Leave. Each full-time employee shall be able to use three (3) eight (8) or nine (9)hour vacation
leave days each fiscal year for personal réasons on a same-day, call-in basis. Employees using saime day
leave must call in at or the start time of their shift for that day, and record such use on their time card.
Requests may be denied if they should pose a hardship to the employee’s department or City, and are subject
to review by the employee’s supetvisor. Same-day leave shall be deducted in full day increments from
accrued vacation leave or compensatory time as determined by the employee and reported by the employee
on the employee's timecard, and will not accrue from year-to-year if not used.

Paid Time Off for Employee Funerals. While maintaining essential services, the City Manager may, in
his/her sole discretion, authorize reasonable time-off with pay for employees wishing to attend the funeral of a
current employee.

B. Unpaid Leaves of Absence.

1.

Leave of Absence without Pay. The City Manager may, in his/her sole discretion, grant to a regular
employee a leave of absence without pay for a period not to exceed two years. All benefits and accruals will
cease on the first day of leave and resume on orimmediately after the first day of the employee’s return to full
duty. No such leave shall be granted except upon written request of the employee, setting forth the nature of
the leave request, to the City Manager. Unpaid leaves of any length must be requested in writing to the City
Manager. The approval will be in writing with a copy placed in the employee’s personnel file.

Medical Leave of Absence without Pay. When an employee’s Family Medical Leave and all other accrued
leaves have run out, the City Manager may grant a medical leave of absence without pay, of up to one (1) year
for employees with ten (10) years or less of continuous service, up to eighteen (18) months for employees with
more than ten (10) years continuous service, and up to two (2) years for employees with more than twenty (20)
years contintous service. Such requests shall not be unreasonably denied. All benefits and accruals will
cease on the first day of leave and resume on or immediately after the first day of the employee’s return to full
duty. No such leave shall be granted except upon written request of the employee, setting forth the nature of
the leave request, to the City Manager. Any such letter will be accompanied by a letter from the employee’s
physician; the approval will be in writing with a copy placed in the employee’s personnel file.

C. Addendum to Emplover Paid Benefits during Paid and/or Unpaid Leave of Absence. When a full-time
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employee is on an FMLA-qualifying leave, the City shall continue to pay. the full-time benefits described in
paragraph 4 (Benefits) for up to twelve (12) weeks, with the following exceptions:

1.

California Pregnancy Disability Leave (PDL). PDL is an FMLA-qualifying leave that entitles a woman
unable to work due fo a pregnancy-related disability to up to four months of time off work. PDL normally and
initially runs concurrent with the employee’s 12-weeks of FMLA leave. The City shall continue to pay the full-
time benefits during eligible PDL leave.

California Family Rights Act (CFRA) Leave. CFRA provides employees with up to 12-weeks of job
protection. If a female employee has used up all allowed Pregnancy Disability Leave and then elects to
exercise her rights under the CFRA to continue on leave to stay home with her newborn, the City shall
continue to pay full time benefits during eligible CFRA leave.

Work Related Injury. If an employee is out on leave for a Workers’ Compensation eligible injury, the City
shall continue fo pay full benefits for four months after the employee has been declared “Permanent and
Stationary”.

D. Other Leaves.

1.

Parental Leave for School Visits. An employee who is a parent, guardian, or grandparent having custody of
one or more children in kindergarten or grades 1 to 12 inclusive, or attending a licensed child care facility, may
take off up to forty (40) hours, each school year not exceeding eight (8) hours in any calendar month of the
school year, to participate in activities of the schaol of any child. Before taking the time off, the employee must
give reasonable notice to the City of the planned absence. Provided the employee has sick leave, vacation
leave, or compensatory time, the employee shall have the choice of using either paid or unpaid leave for such
visits. The employee, if requested to do so, shall provide documentation from the school as proof that he or
she visited the school on a specific day and at a particular time.

Active Military Leave. All employees who leave active employment for the purpose of military induction,
determination of physical fitness to enter, or performance of training duty in the armed forces, either by
enlistment, draft, or recall, will be granted a leave of absence. Upon return to work the same or comparable
job status, if available, will be provided if application for re-employment is made within ninety (90) calendar
days after date of discharge from active service.

Federal Family and Medical Leave Act (FMLA) Leave. The Federal Family and Medical Leave Act (FMLA)
entitles an eligible employee to a total of 12 workweeks of leave during any 12-month period, permitting leave
for the birth of a child or to care for a newborn of an employee; the placement of a child with an employee in
connection with the adoption or foster care of a child; leave to care for a child, parent, spouse or registered
domestic partner who has a serious health condition; or leave because of a serious work or non-work related
health condition that makes the employee unable to perform the functions of his/her position. For the purpose
of calculating FMLA Leave, the City shall recognize a “rolling” 12-month period, measured forward from the
first date leave is used. Eligible employees are those employed for at least 12 months and have worked at
least 1,250 hours during the 12-month immediately preceding the commencement of the leave. An employee
shall use all accrued sick and vacation leave and compensatory time as part of hisfher FMLA. However, once
that is depleted, the remainder of such leave shall be unpaid.

E. Mutual Aid Leave Bank.

1.

Purpose. The Mutual Aid Leave Bank is established to provide employees a means to donate accrued sick
leave or vacation leave to assist fellow employees during times of catastrophic illness or injury to themselves
or members of their immediate family.

2. Policy. The Mutual Aid Leave Bank will be governed by the following policies:

a. Donations. Donations shall be: 1) voluntary, 2} irrevocable, 3) donated in whole hour increments, 4)
confidential, 5) accepted throughout the year, and 6) subject to taxation in accordance with applicable
State and Federal regulations.

b. Eligibility. Eligibility for the use of donated time shall be in accordance with the following:
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1. The employee shall be a full ime employee.

2. Immediate family members shall be limited to a spouse, registered domestic partner, children, and
parents only. In the event that an employee can demonstrate financial responsibility for another
dependent living in his/her home, they may also be considered immediate family members.

3. The employee, or immediate family member, must be experiencing a diagnosed catastrophic or life
threatening iliness of injury.

4. The employee must have used all of hisfher own sick, vacation and compensatory time.

10.

c. Procedure. To participate in this program, an employee must follow the following procedure:

1.

Noeo

An employee wishing to receive donated time shall make his/her request in writing to the Human
Resources and Risk Manager, accompanied by such documentation as demonstrates the extent of
his/her injury or iliness.

The Hurnan Resources and Risk Manager shall review the request, request additional information if
necessary and make a recommendation to the City Manager and AFSCME local presidents.

If approved by the City Manager, and the Presidents of AFSCME Local 3735 (Maintenance and
Executive Assistarit Bargaining Unit and AFSCME Local 1511 (Mid-Management Bargaining Unit, the
Human Resources and Risk Manager shall notify the employee of the approval and coordinate with
the Finance Department for the completion of the timecards.

If the request is denied, the Human Resources and Risk Manager shall notify the person making the
request in writing for the reason of the denial.

Requests for donations shall be made at least once each year or more often if the need exists.
Donated hours shall be converted into doliars by the Finance Department.

All parties involved with the approval of the request shall maintain strict confidentiality of any and ali
private medical information revealed during the request process.

d. Use. Use of donated time shall conform to the foliowing:

1.

2.

Use shall be coordinated with other applicable benefits (workers compensation, short or long term
disability, State disability, etc.).

The employee receiving donated time shall not receive combined compensation payments greater
than his/her monthly base salary.

The employee receiving donated time is responsible for paying the employee’s share of any
associated Federal or State taxes.

The employee must have been approved by the City Manager as eligible to receive donated time.
The maximum amount of donated time used by any individual shall not exceed 1,040 hours during
his/her course of employment with the City.

If more than one employee is eligible at the same time and the time bank does not have sufficient
hours to provide for the eligible employees, the hours in the bank shall be shared equally until one or
more employees are no longer eligible.

e. Balance on Hand Report. Upon request, the Human Resources and Risk Manager will furnish the dollar
balance on hand in the leave bank.

Hours, Overtime, and Compensatory Time.

Working Hours.

1. 9/80 Work Schedule. Nine (9) hours on four days each week and eight (8) hours on one day in alternate
weeks, exclusive of lunch period, shall constitute a day’s work for all employees working 9/80 work schedule.

2. Other Work Schedules. The City Manager may establish other work schedules as needed when pubiic
necessity or convenience so requires.

Work Week. It shall be the duty of each department head to arrange the work of his department so that each
employee therein shall work not more than five (5) days in each calendar week except that a department head may
require an employee to temporarily perform service in excess of five (5) days per work week when public necessity
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or convenience so requires. In addition, certain employees, in the absolute discretion of the City, may be assigned
varying schedules of up to forty (40) hours per week, such as a three (3) day or four (4) day work week.

1. 9/80 Work Schedule. For employees working a 9/80 work schedule, the official work week of the City shalt be
four (4) days of nine (9) hours each and one (1) day of eight (8) hours each, alternating with a week of four (4)
days of nine (9) hours each.

2. Other Work Schedules. The City Manager may establish other work schedules when public necessity or
convenience so requires.

3. Length of Work Week. For purposes of calculating overtime, each non-exempt employee's pay period will be
divided into twa works weeks of equal length.

C. Compensatory Time.

1. Non-Exempt Employees. When a non-exempt employee works: overtime, such employee may have the
choice of receiving (1) pay at time and one-half or (2) extra time off (‘compensatory time”) at one and one-haif
times the hours worked. The employee's superintendent or supervisor will decide whether to grant
compensatory time requests, always making every reasoriable effort to accommodate the employee’s
preference. Employees with compensatory time earned under the provisions of this section shall use such
compensatory time within the payroll period earned or the next four (4) immediate payroll periods unless
written approval is provided by the City Manager. For purposes of computing compensatory time, hours paid
shall count as hours worked.

2. Exempt Employees. At the sole discretion of the City Manager, those exempt employees whose duties
require regular attendance at meetings of the City Council and/or City commissions and committees, or at
weekend or evening special events (including after-hours callout of Public Works personnel), may be afforded
40-hours of paid administrative leave per year. Paid administrative leave afforded to exempt emiployees is-not
cumulative from year-fo-year, nor is it convertible to any cash benefit. Paid administrative. leave afforded

exempt employees will be requested and granted in the same manner as vacation time.

D. Overtime. Whenever a non-exempt employee shall be required to work overtime (i.e., hours worked in excess of
40-hours per week) at the direction of his/her department head, the employee shall receive compensation for such
overtime work at one and one half (1.5) times his/her regular rate of pay. When an employee is required towork at
the direction of hisfher department head more than sixteen (16) consecutive hours in a twenty-four (24) hour
period, he or she shall be compensated at twice the rate of his/her regular rate of pay for hours in excess of
sixteen (16). When an employee is required to work at the direction of his/her department head more than eighty
(80) hours in one calendar week, he or she shall be compensated at twice the rate of his/her regular rate of pay for
hours in excess of eighty (80).

E. Rotation of Overtime. Overtime shall be rotated in seniority order, provided the employee is capable of
performing the work. Overtime declined (with at least forty-eight (48) hours advance notice) shall count as
overtime worked. (For purposes of this section, the most senior employee who receives the overtime shall be
rotated to the bottom of the list, the next most senior shall be offered the overtime, and then rotated to the bottom
of the list, and so on throughout the seniority order).

F. Meal and Break Periods. Non-exempt employees shall receive a regular unpaid meal period of at least thirty
(30) minutes duration during each six-hour or greater workday, and a paid break of at least fifteen (15) minutes
duration during each four (4) hours of work. Non-exempt employees whose workday exceeds twelve (12) hours
will be afforded a second unpaid meal period.

G. Minimum Hours for Call-Backs, Saturdays, Sundays or Regular Day Off (RDO). A non-exempt employee
called back to work after the completion of his/her shift or on a Saturday or Sunday, or on a regular day off (RDO),
shall be guaranteed three (3) hours of pay or compensatory time whether or not he or she works the full three (3)
hours.

Time Cards. Each employee is responsible for the completeness and accuracy of his/her time cards.
_Promotions. Whenever a vacancy occurs, the City shall post notice throughout the City for five (5) working days

= T

P



City of Beliflower : CP-NRE
Compensation Plan for Non-Represented Employees
Refer Resolution No. 15-29 Page 17 of 24

before the “final filing date” as listed in the employment flyer. The City will make every reasonable effort to promote
from within. Seniority shall be a factor in this decision.

12. Not Used.

13. Safety. The City shall provide safe and healthy working conditions. This shali include, but not be limited fo, the
following:

A. Non-represented employees of the Public Works Division who are regularly assigned to field duties shall be

oo w »

provided with:

1. Orie (1) pair of non-prescription safety glasses or the City will pay for safety coating on one (1) pair of
prescription safety glasses at the employee's option.

2. Proper rain gear.
3. Proper and high quality lighting arid reflection vests when working at night.

Part-time uniformed employees of the Public Works Division and Public Safety Departmernit will be reimbursed for
the cost of conventional-style, work shoes of substantial construction. Reimbursement of up to $195 will be
available annually. The cost of the shoes will be depreciated over 10 pay periods, the balance of the value of the
shoes to be deducted from final pay if the employee is terminated prior to 10" payday. The City Manager will
establish procedures to administer this program.

Non-Prescription Medications. The City shall not give, distribute or otherwise make available “free” non-
prescription medications, including non-prescription pain medications. Employees are strongly encouraged to
seek competent medical advice for any medical problem.

. Miscellaneous.

New Rules. New rules promulgated by the City shall be reasonable and consistently applied.
Polygraph Exams. No employee shall be asked or required by the City to take a polygraph examination.

Not Used.

Resignation. Atleasttwo (2) weeks prior to his/her termination, an employee wishing to terminate employmentin
good standing shall file a written resignation with the City Manager stating the effective date and reasons for
leaving. Failure to give such notice shall mean the employee did not terminate in good standing, unless by reason
of hardship, and upon his/her request, therefore, the City Manager has waived the two (2) week notice
requirement.

Unauthorized Absence and Job Abandonment. Absence of any employee without authorization in excess of
twenty-four (24) working hours or three (3) working days shall constitute job abandonment and may be cause for
immediate termination. It shall be the employee’s responsibility to promptly inform the City as to his/her leave
status.

Uniforms. Uniformed employees are responsible for maintaining a neat and professional appearance. Uniform
itemns provided by the City will not be sold, given away, or returned for other items or cash without prior permission
of the City.

Qutside Employment. The City Manager's approval is required for all outside employment. Pursuant to
Government Code 1126, an employee's outside employment activity or enterprise may be prohibited if it:

1. Involves the use for private gain or advantage of his/her City time, facilities, equipment and supplies, badge,
uniform, prestige, or influence of his/her City office or employment;

2. Involves receipt or acceptance by the employee of any money or other consideration from anyone other than
the City for the performance of any act which the employee, if not performing such act, would be required or
expected to render in the regular course or hours of his/her City employment or as a part of his/her duties as
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H.

15.

16.

an employee;

3. Involves the performance of any act in other than his/her capacity as employee which may later be subject
directly to the control, inspection, review, audit, or enforcement of any other employee of the City; or

4. Involves time demands as would render performance of his/her duties as an employee of the City less
efficient.

Conflict of Interest. Itis the policy of the City that all employees shall maintain the highest standards of conduct
and integrity and shall have no outside interests that may be incompatible or involve a conflict of interest with their
duties, functions, and responsibilities as City employees.

1. Employees shall not accept, directly or indirectly, payments, loans, commissions, services, promisés of future
benefits, gifts, gratuities of other items of value from any organization or individual doing business with the
City, except for meals and soctial invitations of nominal value which are in keeping with good business ethics
and which do not obligate the recipient.

2. No employee at any level of the City may serve as a director, officer, partner, employee, consultant, agent or
representative, or have a financial interest in any organization which does business with or is affiliated with the
City in other thah a nomihal way, unless on the basis of full disclosure and such association has the specific
written approval of the City Manager. In addition, employeés are required to abide by applicable federal, state
and local statutes, regulations, and ordinances concerning conflicts of interests.

Discipline. The City reserves the right to impose whatever discipline it deems, in the sole discretion of the City, to
be appropriate to the particular circumstances of a case. Exceptin the case of serious misconduct, discipline will
normally be progressive, beginning with oral reprimand and proceeding through written reprimand and suspension,
to termination. In cases of serious misconduct, the City may initiate discipline at whatever level it deems
appropriate, up to and including termination.”

Voluntary Contributions to Political Action Commiittees. Upon receipt of an authorization form, the City shall
deduct from employee pay checks, voluntary contributions to “Save Our City Services Fund” of the Action for
Better Cities (ABC) organization of the League of California Cities, or other similar organizations. Such
contributions shall be promptly remitted to the intended recipient. The City will provide authorization forms for this
purpose.

Not Used.

Grievance and Arbitration Procedure.

Any dispute, difference, or controversy related to wages, hours, and working conditions shall be resolved in the
following manner:

Step One: Supervisor level - In discussion between the employee and his/her supervisor.
Step Two: Department Level - In discussion between the employee and his/her Department Head.

Step Three:  Personnel Manager Level - In discussion between the employee and the Personnel Manager.
For this purpose the Personnel Manager shall be the Assistant City Manager.

Step Four: City Manager Level - In discussion between the employee and the City Manager.
Step Five: City Council Level - In discussion between the employee and the City Council.

Grievances shall be initially presented to the City at Step One within a reasonabie time from the occurrence of the
dispute. Grievances that arise at a higher level than Step One may be initiated by the employee at Step Two,
unless the Department Head is a party to the gtievance. In such cases the employee may initiate the grievance at
Step Three.

No grievance shall remain unresolved at any step for longer than five (5) work days; after five (5) work days, the
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D.
E.

17.
for

employee shall have the right to take it to the next step. The City Coungcil and the employee will meet within
twenty-one (21) calendar days of the employee’s submission of the grievance to the City Council.

The employee shall act with reasonable dispatch at each step.
There shall be no retaliation for grievances.

Substance Abuse Policy. Itis the policy of the City to maintain a safe, healthful and productive work environment

all employées. To that end, Management will act to eliminate any substance abuse (alcohol, illegal drugs,

prescription drugs, or any substance that would impair the employee’s ability to safely and effectively perform the
functions of the particular job) that increases the potential for accidents, absenteeism, substandard performance, poor
employee morale or damage the City’s reputation. All employees are to be made aware that violations of the policy
may result in discipline, up to and including termination, subject to the grievance procedure.

A

18.
18.

20.

A.

B.

Policy Regulations

1. While on duty, it may be grounds for disciplinary action up to and including termination, to sell or trade any
drugs or alcohol.

2. It may be grounds for disciplinary action, up to and including termination, if any employee reports to work
intoxicated. or under the infllience of a controlled substance, narcotic, amphetamine, barbiturate, prescribed or
over-the-counter medication in excess of the prescribed dosage, or other non-prescribed hallucinogenic
substance, or becomes intoxicated or under the influence while on duty.

3. When a supervisor has reasonable cause to believe that an employee is under the influence of intoxicating
liquor, controlled substance, narcotic, amphetamine, barbiturate, prescribed or over-the-counter medication in
excess of the prescribed dosage, or other non-prescribed halluciriogenic substance, the supervisor shall have
the authority to order that employee, accompanied by a supervisor, to reportimmediately to a medical facility
and to be examined by a physician and to take an appropriate test for drug or alcohol use. The examination
shall be conducted while the employee is.“on the clock.” The City shall bear the expense of the examination,
and shall provide transportation to and from the medical facility and the employee’s workstation.

4. If the examination shows that the employee is intoxicated or under the influence of alcohol, controlied
substance, narcotic, amphetamine, barbiturate, medication in excess of prescribed dosage, or other non-
prescribed hallucinogenic substance, and has been verified through a second test, and has theréefore violated
the above rules, the employee may be subject to disciplinary action up to and including termination. Within
ninety (90) days of the examination and if requested by the employee, Management shall have the
examination sample retested by a state licensed independent laboratory/testing facility. The employee shall
bear the expense of any independent examination requested. Failure to submit to an examination and testin
accordance with this policy, when so ordered by Management, may be grounds for disciplinary action, up to
and including termination.

Confidentiality. All test results shall be kept confidential and will only be revealed to the employee tested and to
employees of the City who need to utilize the information in order to carry out his/her job responsibilities.

Rehabilitation. Employees who have substance abuse problems will be encouraged to make every effort to
overcome such problems and to utilize the services of the Employee Assistance Program (EAP).

U.S. Government Department of Transportation (DOT) Regulations. The City has developed a drug and
alcohol testing program in accordance with the United States Government Department of Transportation (DOT)
regulations 382.101 through 382.119.

Not Used,.

Not Used.

Anti-Harassment Policy.

Purpose. To define and issue to all employees the City's policy on the prohibition of harassment in the workplace.

Policy. Harassment of an applicant or employee by a supervisor, management employee or co-worker on the
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basis of race, religious creed, color, national origin, ancestry, disability, medical conidition, marital status, military or
veteran's status, sexual orientation, gender identity, sex or age will not be tolerated. Disciplinary action up to and
including termination will be instituted for behavior described in the following definition of harassment.

C. Definition. Harassment on the basis of race, religious creed, color, national origin, ancestry, disability, medical
condition, marital status, military or veteran’s status, sexual orientation, gender identity, sex or age includes, butis
not imited to, the following examples:

1. Verbal Harassment - Epithets, derogatory comments or slurs on the basis of race, religious creed, color,
national origin, ancestry, disability, medical condition, marital status, military or veteran’s status, sexual
orientation, gender identity, sex or age.

2. Physical Harassment - Assault, impeding or blocking movement, or any physical interference with normal
work or movement when directed at an individual on the basis of race, religious creed, color, national origin,
ancestry, disability, medical condition, marital status, military or veteran’s status, sexual orientation, gender
identity, sex or age.

3. Visual Forms of Harassment - Derogatory posters, notices, bulletins, cartoons, or drawings on the basis of
race, re_ligiqus creed, color, national origin, ancestry, disability, medical condition, marital status, military or
veteran’s status, sexual orientation, gender identity, sex or age.

4. Sexual Favors - Unwelcome sexual advances, requests for sexual favors, and other verbal or physical
conduict of a sexual nature that is conditioned upon employment benefit, unreasonably interferes with an
individual's work performance or creates an offensive work environment.

D. Informal Complaint Process. An employee who has been harassed on the job should inform the Human
Resources Manager. To accommiodate the unique nature of harassment complaints, a complaint process is
provided for the primary purpose of resolution of a complaint at the earliest possible date. Elements of this
process are:

1. Complaint Advisors - The Human Resources and Risk Manager, as directed by the City Manager, will be
available to receive harassment complaints.

2. City Manager - The City Manager authorizes investigation of the complaint, reviews factual information
collected to determine whether the alleged conduct constitutes harassment, giving consideration to the record
as a whole and the totality of circumstances, including the nature of the verbal, physical, visual or sexual favor
aspect of the advance contained in the complaint and the context in which the alleged incidents occurred.
Takes and/or authorizes appropriate action.

3. Confidentiality - Effort will be made to protect the privacy of parties involved in a complaint.

E. Formal Grievance Process. Formal grievance procedures of the City are available for resolution of complaints
alleging harassment on the basis of race, religious creed, color, national origin, ancestry, disability, medical
condition, marital status, military or veteran’s status, sexual orientation, gender identity, sex or age if the complaint
is not adjusted to the satisfaction of the employee in the informal process. Any employee must notify the City
Manager, in writing within five (5) working days of the completion of the informal process of his/her desire to have
the formal grievance process initiated.

1. Extension of Time Requirements - Time limits specified in the formal grievance procedures may be
extended if informal complaint procedures for a harassment complaint were initiated within the applicable time
limits for filing a formal complaint. In these instances, if the complaint on the above basis is not adjusted to the
satisfaction of the employee, the time limits for filing a formal grievance should begin as of the date of
notification of action taken by the Department Head. If the employee did not initiate pre-grievance procedures
within the time limits of the applicable normal grievance procedure, the City Manager or his designee may
recommend extension of the filing deadline for a formal complaint. it should be reemphasized that the City
wishes to know of any complaint alleging harassment as soon as possible after it occurs.

2. Waiver of Informal Step - Preliminary informal steps to resolve a grievance may, depending on the
circumstances of the complaint, be waived by the City Manager and the formal grievance initiaied at an
appropriate higher step in the process.

3. Dissemination of Policy - All employees, supervisors and managers shall be sent copies of this Policy and
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this Policy shall be posted in appropriate places.
F. No Retaliation. There shall be no retaliation due to a complaint made in good faith.
PLEASE NOTE

Harassment as defined above violates Title VIl of the Civil Rights Act of 1964, the California
Government Code, and regulatory guidelines of the Equal Employment Opportunity
Commission, and the California Fair Employment and Housing Commission.

Violation of this policy shall generally constitute a legitimate non-discriminatory business
reason and reasonable cause for discipline, up to and including termination.

21. Computer Loan Program. The City has established a loan program to enable regular full-time employees in good
standing and with at least 12-months of service to purchase computers and associated software and peripherals.

A. The maximum amount of the loan will be $3,000, with no interest, for a maximum period of 30 months.
B. No employee will be authorized a second loan prior to the first foan being paid in full.

C. Any unpaid balance is due upon the termination of employment and will be deducted from the final paycheck. Any
remaining unpaid balance is due from the employee’s personal resources.

D. The City Manager will establish such internal policies as may be needed to implement this program.

22. Training. |t is essential that management and employees work together to develop and retain a well-qualified
workforce capable of performing mission-essential functions in a professional, competent, skilled, efficient and safe
manner, and provide employees with reasonable opportunities for advancement within the organization. A
comprehensive training program for all employees is a necessary part of this endeavor.

A. The City will maintain a Training Board for the purpose of meeting and consulting with represented and non-
represented employees in matters related to the training of City employees. Training Board meetings will be held at
least once each quarter or more often as circumstances and the Chair may require. It is understood that “meet
and consult” does not mean “meet and confer” nor does it mean “negotiate.”

B. The Training Board will review City policies and practices as they relate to the training of all employees and
provide advice and recommendations to the City Manager. Recommendations will be advisory in nature and are
not binding on the City Manager or the City.

23. Nepotism. The City shall actively monitor its hiring practices to ensure that relatives of City employees are not
given preferential treatment during the recruitment and selection process. City employees shall not participate in the
hiring, selection, promotion or supervision of anyone who is their relative or a relative of anyone in their superior chain-
of-command. For purposes of this policy:

A. A*“relative” is defined as a blood, by-adoption, or step parent, spouse or registered domestic partner, sibling, child
or in-law, and their children and children in-law.

B. The “chain-of-command” encompasses every employee in the City’s service, from members of the City Council,
the City Manager and City Clerk, and every subordinate full and part-time employee. Members of City
commissions, boards and committees, who are not otherwise an employee of the City, are not part of the chain-of-
command. Volunteers and other unpaid workers are not employees.

C. Part-time employees of the Parks and Recreation Department are exempted from the prohibition on supervision of
relatives, but only insofar as it applies to other part-time employees of that Department. The restriction on
supervision of relatives is fully applicable to alt full-time employees of the Parks and Recreation Department, and
the prohibitions on participation in the hiring, selection, or promotion of relatives is equally applicable to all full and
part-time employees of that Department.

D. Due to their broad responsibilities across departmental lines, the City Council, City Manager, City Clerk, Directors
and Assistant Directors are considered to be a part of every chain-of-command.
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E. Every employee is responsible for promptly bringing to the attention of his/her respective depariment head and the
Human Resources and Risk Manager any relationship with another employee or prospective employee that falls
within the scope of this policy.

F. When any employee, who by election to office, promation, marriage, adoption, or any other process, enters the
chain-of-command of another employee, the City will resolve the potential nepotism conflict normally by
reassigning one of the employees to-equivalent duties outside of that chain of command. When such conflicts
arise involving a Council Member, City Manager, City Clerk, Director or Assistant Director, the City will actin good
faith to remove the employee as far as possible from the superior employee's sphere of influence. The City will not
create conflicts by assigning employees to duties within a relative’s chain-of-command.

G. For business reasons of supervision, safety, security or morale, the City Manager, after consulting with the
Personnel Officer and the Department head, may refuse to place both spouses, both registered domestic partners,
or two relatives in the same department, division or facility if the work involves potential conflicts of interest or other
hazards greater for marries couples, registered domestic partners, or relatives than for other persons.

24. Effective Period. This Compensation Plan shall remain in full force and effect from July 1, 2015 until repealed.
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CITY OF BELLFLOWER
RESOLUTION NO. 15-50

A RESOLUTION OF THE CITY COUNCIL OF THE CITY
OF BELLFLOWER APPROVING AMENDMENT NO. 1 TO
THE COMPENSATION PLAN FOR NON-REPRESENTED
EMPLOYEES (REFER RESOLUTION NO. 15-29)

WHEREAS, the City recently concluded a two-year Memorandum of
Understanding (MOU File No. 15-3) with those certain part-time employees only
represented by AFSCME Local 3745 which provides bereavement leave; and

WHEREAS, the City desires to provide a comparable benefit to non-represented
part-time employees.

NOW, THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY
OF BELLFLOWER, AS FOLLOWS:

SECTION 1. The City hereby amends Section 9.A.3. Bereavement Leave to
read: Three (3) days paid bereavement leave, not chargeable as leave, shall be
granted to full-time employees in the case of the death of a member of the employee’s
family. Two (2) days paid bereavement leave, not chargeable as leave, shall be
granted to part-time employees in the case of the death of a member of the employee’s
family. “Family” means any spouse or registered domestic partner, parent, child,
brother, sister, grandparent, grandchild, great-grandparent, great-grandchild or
registered domestic partner; related by blood, marriage, adoption, a “step” relationship,
or domestic partnership agreement. Where used herein, “day” means the employee’s
scheduled workday, irrespective of the actual number of hours scheduled.

SECTION 2. The Mayor, or presiding officer, is hereby authorized to affix his
signature to this Resolution signifying its adoption by the City Council of the City of
Bellflower, and the City Clerk, or her duly appointed deputy, is directed to attest thereto.

PASSED, APPROVED,’ AND ADOPTED BY ‘THE CITY COUNCIL OF THE
CITY OF BELLFLOWER THIS 10" DAY OF AUGUST 2015.

N

Attest: ' Dan Koops, MayorPro Tem

Debra D. Bauchop, éty Clerk —

Doc 324408



STATE OF CALIFORNIA )
COUNTY OF LOS ANGELES )SS
CITY OF BELLFLOWER )

|, Debra D. Bauchop, City Clerk of the City of Bellflower, California, do hereby
certify under penalty of perjury that the foregoing Resolution No. 15-50 was duly
passed, approved, and adopted by the City Council of the City of Bellflower at its
Regular Meeting of the Bellflower City Council of August 10, 2015, by the following vote
to wit:

AYES: Council Members — Santa Ines, Schnablegger, Dunton,

and Mayor Pro Tem Koops
ABSENT: Council Member — Mayor Larsen

Dated: August 11, 2015

it e Bkl

Debra D. Bauchop, City Clerk
City of Bellflower, California

(SEAL)



