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Memorandum of Understanding Between
City of Duarte
And
SEIU Local 721 — General Employees

This Memorandum of Understanding (“MOU") is made and entered into by and
between the City of Duarte (“City”) and the Service Employees International Union,
Local 721 (“SEIU 7217).

1. Recognition

The City recognizes SEIU 721 as the representative for those employees employed
by the City in the following classifications:

Accountant

Accounting Specialist

Administrative Secretary

Assistant Planner

Bus Driver

Civil Engineering Technician

Clerk/ Typist Receptionist

Code Compliance/ Animal Control Officer
Community Development Technician
Crime Prevention Specialist

Custodian

Field Services Supervisor

Irrigation Control Technician

Human Resources Specialist*

Lead Driver

Public Safety Coordinator

Recreation Coordinator

Senior Code Compliance/ Animal Control Officer
Senior Custodian

Senior Maintenance Technician

Senior Maintenance Technician/Electrician

* Confidential Employee — Pursuant to Government Code Section 3507.3 this
classification is “restricted from representing any employee organization on
matters within the scope of representation.”

00—
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2. Term
The term of this MOU shall be from July 1, 2014 to June 30, 2017.

3. MOU Distribution

The City will provide all current and new employees, covered by this MOU, with a
copy of the MOU.

4. Salaries

Effective July 1, 2014, the base salary range of each classification in the bargaining
unit shall be increased by three percent (3%).

Effective July 1, 2015, the base salary range of each classification in the bargaining
unit shall be increased by two percent (2%).

Effective July 1, 2016, the base salary range of each classification in the bargaining
unit shall be increased by one percent (1%).

The resulting salary range for each classification is set forth in Appendix A.

5. Medical Insurance

a. Employees

Bach full-time and three-quarter-time employee will be provided medical
insurance coverage though the PERS system. Effective July 1, 2013, the City will
contribute toward the cost of any insurance program for employees and
dependents at the following monthly rates:

Full Time 3/4 Time

Employees Employees®
Employee Only $362.68 ' $272.01
Employee + One $725.36 $544.02
Employee + Two or More $942.97 $707.22

Employees hired, or converted, into three-quarter time status on or after July
1, 2008, will be entitled to seventy-five percent (75%) of the City's
contribution to insurance premiums, listed above.

Employees will pay any excess premiums through payroll deduction. The City
will reimburse employees who waive medical insurance coverage an amount
equal to sixty percent (60%) of the cost of the applicable premium.
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Employees who choose a plan where the premiums are lower than the amounis
paid by the City listed in the chart above will not receive the difference between
their chosen plan and the City’s maximum coverage.

b. Retirees

The City will provide medical insurance coverage for retirees and their
dependents through the PERS system. To be eligible, employees must retire
within one hundred and twenty (120) days of their separation from employment
from the City of Duarte. The City’s contribution to insurance premiums for
retirees will be set at the same levels as they are for active employees. Retirees
will pay any excess premiums through deductions in their retirement benefits.
The City will reimburse retirees who waive medical insurance coverage an
amount equal to sixty percent (60%) of the cost of the applicable premium.

c. Changes to Health Care Laws

The parties recognize that certain changes to State or Federal laws, programs,
taxes or regulations including, but not limited to, the Affordable Care Act, may
impact future medical plan offerings. In the event that such reform measures or
resulting changes in the healthcare marketplace alter healthcare coverage
options, costs or other elements of healthcare and materially alter the provisions
of this MOU, either party may request to reopen Article 5 regarding medical
insurance to meet and confer over any changes to the medical insurance.

6. Dental and Vision

a. Dental Insurance

Each full-time and three-quarter-time employee will be provided dental coverage
through the City-sponsored dental plan. Enrollment in the plan is mandatory
and no cash alternative will be provided. Eligibility will begin the tirst day of the
month following hire. The Delta Dental PPO plan allows the covered employee
and their eligible dependents to receive care from any licensed dentist; however,
the highest level of benefits will be received when utilizing a Delta PPO
Provider. The City will provide all employees with information from Delta
Dental regarding the details of the plan, and will provide any information
regarding changes made to the plan.

]
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Effective July 1, 2014, the City will contribute toward the cost of the City
sponsored dental plan for employees and their dependents at the following
monthly rates:

Full Time & Part Time %
Employees
Employee Only $51.47
Employee + One $91.09
Employee + Two or More $145.35

The City will pay for any increases due to renewal rates through the term of this
MOU up to ten percent (10%). In the event that the cost increases by more than
ten percent (10%) over the term of the MOU, the City shall notify the Union and
the parties shall meet and confer regarding the Dental Plan.

b. Vision Insurance

Each full-time and three-quarter-time employee will be provided vision coverage
through the City sponsored vision plan. Enrollment in the plan is mandatory
and no cash alternative will be provided. Eligibility will begin the first day of the
month following hire. The Vision Service Plan (VSP) plan allows the covered
employee and their eligible dependents to receive care from any vision provider;
however, the highest level of benefits will be received when utilizing a VSP
contracted provider.

Effective July 1, 2014, the City will contribute toward the cost of the City
sponsored vision plan for employees and their dependents at the following
monthly rates:

Full Time & Part Time %
Employees
Employee Only $9.98
Employee + One $14.49
Employee + Two or More $26.28

The City will pay for any increases due to renewal rates through the term of this
MOU up to ten percent (10%). In the event that the cost increases by more than
ten percent (10%) over the term of the MOU, the City shall notify the Union and
the parties shall meet and confer regarding the VSP.

7. Sick Leave

All tull-time employees will receive ninety-six (96) hours of sick leave per year.
Three-quarter-time employees will receive seventy-two (72) hours of sick leave
per year.
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a. Accrual

There will be no limit to the amount of sick leave an employee may accrue. The
last day of each pay period, each eligible employee will have 1/26% of his or her
annual sick leave added to his or her earned sick leave balance.

b. Use of Sick Leave

Sick leave may be used only for a bona fide illness or injury of the employee. In
cases where lost work time due to illness or injury exceeds two days, or when the
employee has been frequently ill, the City Manager or designee may require a
written physician’s confirmation of the nature of the illness or injury. Should
work time lost due to illness or injury exceed the employee’s accrued sick leave
balance, then any available vacation, floating holidays, or compensated time off
will be used as compensation.

c. Conversion to Service Credit upon Retirement

Pursuant to the terms of the City’s contract, as amended, with the California
Public Employees’” Retirement System (CalPERS), upon voluntary retirement the
employee may convert one hundred percent (100%) of his/her accrued sick leave
balance, less any amount used under the provisions to retirement service credit.

d. Notification

In cases of illness or injury, the employee will notify their respective department
head or other supervisor designated by the department head at the earliest
possible time as to the nature and possible duration of the injury or illness. It will
be the employee’s responsibility to keep the department head informed on a
daily basis of his/her condition as it relates to absence from employment.

e. Sick Leave Donation Policy

Employees may voluntarily donate sick leave to a donation bank, which is
maintained for the use of qualified employees who have suffered a catastrophic
illness or injury and have exhausted their paid leaves of absence. This program
is set forth in an administrative policy, which is also attached as Attachment B.

8. Vacation

Each employee will receive paid vacation in the amounts listed below.

Length of Service Full-time [Three-quarter time*
Date of hire to 5 years of service 82 hours 61.5 hours

5 years plus one day to 10 years 120 hours 90 hours

10 years plus one day to 11 years 130 hours 97.5 hours
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11 years plus one day to 12 years 140 hours 105 hours
12 years plus one day to 13 years 150 hours 112.5 hours
13 years plus one day to 14 years 160 hours 120 hours
14 years plus one day to 15 years 170 hours 127.5 hours
15 years plus one day or more 180 hours 135 hours

* Exception: Employees hired or converted to three-quarter-time employees

before July 1, 2008, will receive forty (40) hours of vacation leave each year.
They will not be allowed to carry over vacation leave from one fiscal year to
the next.

a. Waiting Period

Employees of the City will not be permitted, until after six (6) months of
continuous employment, to take paid vacation, unless otherwise approved in
writing by the appropriate department head and the City Manager. The
scheduling of vacation time is subject to the prior written approval of the
department head and verification of accrued vacation time by the Personnel
Division. No employee will be permitted to take a vacation in excess of accrued
vacation time unless specifically authorized in writing by the City Manager.

b. Accrual

At the conclusion of each pay period, every full-time or three-quarter-time
employee will have added to his or her vacation balance 1/26th of the annual
vacation hours for which the employee is eligible. Effective June 1, 2007,
employees will not be allowed to accrue vacation leave in an amount greater
than three-hundred and sixty (360) hours.
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9.

10.

¢. Annual Buyback

Employees with five (5) or more years of continuous service with the City will be
allowed to sell accrued vacation leave back to the City at one-hundred percent
(100%) of its full value. The maximum amount of the annual buyback is as
follows:

Length of Service

Date of hire to 5 years of service 0 hours
5 years plus one day to 10 years | 40 hours
10 years plus one day or more 60 hours

Employees will be given the opportunity to sell accrued vacation leave back to
the City annually, on or before July 31st of each fiscal year.

d. Pavoff at Termination

Employees terminating from City employment will be paid in full for all
properly earned vacation.

Bereavement

Each employee will be entitled to bereavement leave in an amount of forty (40)
hours per incident. Bereavement leave will be granted only in those cases involving
the death of a parent (including step-parents), parent-in-law, children (including
step-children), spouse, sibling, grandparent, grandparent-in-law, or registered
domestic partner.

Standby Pay

Employees placed on standby for the week (commencing at noon on Wednesday
and ending at noon on the following Wednesday} shall receive two hundred and
seventy-five dollars ($275.00} per week. An employee will be required to carry a cell
phone while on standby duty. Such time is not considered hours worked under the
Fair Labor Standards Act and will not be compensated in any manner except as set
forth above.

Employees on standby are required to answer a call within five (5) to ten (10)
minutes and are responsible for remaining within a fifty (50) mile radius of the City.

Standby duty assignments are rotated based on current practices. An annual list
shall be established to give employees advance notice of their assignment.

All employees assigned to standby duty are expected to complete their duty week
and will be held responsible for its completion. Exchange of duty week between
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11.

12,

employees is possible with approval of the Field Services Manager. In case of illness
or other circumstance in which an employee cannot finish his/her assigned duty,
the employee on standby duty shall contact the Field Services Manager who has the
responsibility to provide coverage for the standby duty. The pay for each employee
serving standby will be proportionately divided based on the amount of time each
worked during the week.

The procedures in this section are subject to the joint labor-management committee
on standby and call back pay as set forth in Article 39 of this Agreement.

Call Back Pay

Employees, whether on standby or not, who are called back to perform duties
outside of their regular work schedule shall be paid at the rate of one and one-half
(1¥2) times the employee’s regular rate of pay for a minimum of two (2) hours.

If an employee is called back between the hours of midnight and 4:00 A.Mm.,
minimum pay of three (3) hours at the rate of one and one half (1'2) times the
employee’s regular rate shall apply.

If an employee is called back on a non-working day or holiday between the hours of
midnight and 6:00 A M., minimum pay of three (3) hours at the rate of one and one
half (1'%) times the employee’s regular rate shall apply.

Note that this provision is irrespective of paid leave time exclusions as set forth in
Section 15 (Overtime).

The procedures in this section are subject to the joint labor-management comumittee
on standby and call back pay as set forth in Article 39 of this Agreement.

Salary Upon Appointment To A Position In An Acting Capacity

Whenever the needs of the City require an employee to temporarily perform the
duties of a higher classification than that in which the employee is currently
employed for a period of more than twelve (12) consecutive working days, the
employee shall receive the salary rate of the higher class in which he/she is
performing the required duties. In such cases, the employee shall be paid at an
appropriate step of the salary schedule of the higher classification which will ensure
an increase of not less than five percent (5%) greater than the salary of his/her
current position, but in no case shall such salary exceed the top salary step of the
higher classification.

The higher salary rate payable shall commence on the thirteenth working day
tollowing the temporary reassignment to the performance of duties of the higher
classification.
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13.

14.

The requirement for the performance of duties of the higher classification shall be
placed in writing by the Personnel Officer (or his/her designee) following
recommendation by the affected Department Head. No employee shall be required
to perform any of the duties of a higher classification unless that employee is
deemed to possess the minimum qualification of the higher classification by the
Personnel Officer as recommended by the affected Department Head.

The employee assigned to perform the duties of a higher classification shall not
serve for more than ninety (90) working days in a higher classification whenever a
vacancy exists (or it is apparent that a vacancy will be present) without the
announcement by the Personnel Officer of an approved examination as otherwise
provided in the rules and regulations. In no case shall an employee serve more than
six (6) months in a higher classification without successfully passing the
examination.

A person appointed in an acting capacity shall be eligible to receive performance
increases in his/her permanent position during the acting appointment but shall not
be entitled to performance increases in the position which he/she holds in an acting
capacity. If successful in being promoted, the period of time of service in the higher
classification shall be credited for the promoted employee toward the required
period of probation for the higher classification as otherwise required in these rules.

The Personnel Officer shall obtain the employee’s written consent for the temporary
performance of any of the duties of the higher classification beyond a period of
twelve (12) working days, prior to an employee assuming or continuing the duties
and compensation of a higher classification, which consent shall clearly state that it
is understood that a reduction of salary shall be effected to his/her original salary
rate upon the expiration of the need for the performance of the duties of the higher
classification. In no instance shall the salary rate of the higher classification extend
beyond the six (6) months period as hereinabove set forth, unless otherwise
promoted in accordance with thé Personnel Rules and Regulations.

Tuition Reimbursement

Employees are eligible to be reimbursed for seventy-five percent (75%) of the cost of
college accredited academic courses, taken for credit, outside regular working hours,
that are directly related to their job duties, or are required for a degree in their
occupational field in local government. The reimbursement will not exceed two-
thousand eight hundred dollars ($2,800.00) for full-time employees or two-thousand
one hundred dollars ($2,100.00) for three-quarter-time employees, during any fiscal
year. Reimbursement costs include those for registration, parking, and books. Proof
of course completion and a grade of “C” or better are required.

Section 125
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15.

Pursuant to Internal Revenue Service (IRS) Code Section 125, the City has
established a voluntary flexible spending arrangement that is funded by salary
reductions and reimburses employees for qualified expenses, such as dependent
care assistance and medical care reimbursements. The City will continue to maintain
a Section 125 program for all full-time and three-quarter-time employees.

Overtime

a.

Eligibility for Overtime

Exempt and non-exempt classifications will be set by City resolution according to
the requirements of the Fair Labor Standards Act. City employees may be
required to work overtime by their respective department head, subject to City
Manager approval. Only time worked in excess of forty (40) hours in a given
workweek will be considered overtime. Vacation leave, sick leave, holidays, and
other time not actually worked will not be counted towards the forty (40} hours.

Overtime Compensation

Non-exempt employees will be compensated for overtime at one and one-half
(1.5) times their regular rate of pay for all hours worked in excess of forty (40) in
a workweek.

Emergency Call Back

Each employee may be required to come back to work in case of an emergency.
Non-department head level employees will be guaranteed at least two (2) hours
of overtime when called back to work.

Attendance at Meetings

Any employee may be required by their department head or his/her designee to
attend meetings. Employees will be compensated at regular pay rates for
required attendance at meetings, and shall receive overtime if such attendance
requires the employee to work more than forty (40) hours in a workweek.

Use of Overtime Discouraged

The City Manager will take all necessary measures to minimize the use of
overtime. All employees must receive advance approval from their Department
Head or his/her designee to work in excess of forty (40) hours in a workweek.

Compensatory Time Accumulated.

In lieu of overtime pay, employees may, with department head approval, receive
compensatory time off. However, no employee will be permitted to accrue more
than sixty (60) hours of compensatory time off. Once an employee reaches sixty
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(60) hours of compensatory time off, he/she will automatically receive overtime
pay until he/she has reduced his/her hours of compensatory time off.

16. Bilingual Pay

- The City will compensate full-time and three-quarter-time employees one-hundred
dollars ($100.00) per month, if they speak a second language, and are regularly
called upon to use this skill in the performance of City-related business. To be
eligible for the benefit, employees must receive the recommendation of their
respective department head and obtain City Manager approval. Council members,
department heads, and part-time employees will not be eligible for bilingual pay.

17. Holidays
a. Holidays Observed

The City provides regular and probationary employees with the following ten
(10) paid helidays during the calendar year:

HOLIDAY DATE OBSERVED

New Year’s Day January 1 or January 2 if January 1 falls on a Sunday
Martin Luther King Day  third Monday in January
President’s Day third Monday in February
Memorial Day Last Monday in May
Independence Day July 4

Labor Day first Monday in September
Thanksgiving Day fourth Thursday in November
Christmas Eve December 24

Christmas Day December 25

New Year’s Eve December 31

If a holiday falls on an employee’s regularly scheduled day off, the employee will
receive a floating holiday, according to the provisions of Section 17.b, below. In
such a case, the floating holiday will accrue on the date of the holiday.

b. Floating Holidavys

In addition to the scheduled holidays identified above, employees receive one (1)
floating holiday granted on July 15t of each year. The employee may use all
tfloating holiday time at any time before the end of the fiscal year, as long as the
employee has obtained the advance permission of his/her department head for
the scheduling of the holiday.

Unused floating holidays will be automatically cashed out at the end of the fiscal
year.
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18.

19.

20.

In case an employee terminates employment with the City, he or she will be fully
compensated for any accrued, but unused, floating holidays.

¢. Amount of Holiday Pay

Employees shall receive holiday pay, including floating holidays, in an amount
equal to their regular schedule and rate of pay. For example, an employee who
is assigned to a 4/10 schedule shall receive ten (10) hours of holiday pay, and an
employee who is assigned to a 5/8 schedule shall receive eight (8) hours of
holiday pay.

d. Work on Holidays

An employee who is scheduled and required to work on a date that the City has
observed as a holiday shall be compensated at twice (2x) the employee’s regular
salary for all time actually worked on the date the holiday is observed. The
employee shall not be provided with an alternative day off to observe the
holiday or with a floating holiday.

Disability Insurance

The City will provide full-time and three-quarter-time employees with short and
long-term disability insurance coverage, which provides an annual benefit of
66.6667% of earnings. Employees will become eligible for coverage the first of the
month after their date of hire. Benefits will begin after a 30-day elimination period.

Life Insurance

All full-time and three-quarter-time employees will be entitled to group life
insurance coverage equal to their annual salary, rounded to the next higher one-
thousand dollars (51,000.00). For three-quarter-time employees, annual salary will
be based on their normal work schedule.

Retirement

The City offers a defined retirement benefit plan through the California Public
Employees’ Retirement System (CalPERS). An employee may be eligible for one of
three (3) benefit tiers pursuant to the City’s contract with CalPERS. Information
provided here is a summary of the benefits that are fully set forth in the City’s
contract with CalPERS, and in the case of a conflict, either party may request to
reopen Article 20 regarding Retirement to meet and confer over the conflict and/or
changes to the retirement. The applicable benefit tier available to an individual
employee depends on his/her date of hire and/or status as “new member”, which
determines the retirement formula, final compensation calculation and employee
contribution/cost sharing, as follows:
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a. Tier 1: Emplovees Hired Before March 19, 2012

All full-time and three-quarter-time employees hired before March 19, 2012,
including those who have a break in service and then later return to City
employment, shall be provided with the CalPERS 2.5% @ 55 benefit formula.
Final compensation is calculated as the highest average annual pensionable
compensation earned during a period of twelve (12) consecutive months.

The City will make all employer contributions required by CalPERS.

Effective July 1, 2014, the employee will be responsible for paying fifty percent
(50%) of normal cost (currently eight percent (8%)). In the event employee
contribution rates are adjusted by CalPERS during the term of this MOU, the
member contribution will be recalculated based upon the updated required
member contribution rate established by CalPERS to ensure the employee
contributes fifty percent (50%) of normal cost. All employee paid contributions
will be deducted from employees” salaries pre-tax.

b. Tier 2: Employees Hired On or After March 19, 2012

All full-time and three-quarter-time employees hired on or after March 19, 2012,
including those who have a break in service and then later return to City
employment, shall be provided with the PERS 2% @ 60 benefit formula, with
final compensation calculated using the average of three (3) highest years of
pensionable compensation.

The City will make all employer contributions required by CalPERS.

The employee will be responsible for contributing fifty percent (50%) of the
normal costs (currently seven percent (7%)). In the event employee contribution
rates are adjusted by CalPERS during the term of this MOU, the member
contribution will be recalculated based upon the updated required member
contribution rate established by CalPERS to ensure the employee contributes
fifty percent (50%) of normal cost. All employee paid contributions will be
deducted from employee’s salaries pre-tax.

c. Tier 3: Employees Hired On or After January 1, 2013

i.  Full-time and three-quarter-time employees hired on or after January 1,
2013, who, within six (6) months of employment with the City, were either
employed by a public employer that contracted with CalPERS or with
another public retirement system with which CalPERS has reciprocity,
shall be provided with the CalPERS 2% @ 60 benefit formula, with final
compensation calculated using as the average of three (3) highest years of
pensionable compensation.
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The City will make all employer contributions required by CalPERS.

The employee will be responsible for contributing fifty percent (50%) of
the normal costs (currently seven percent (7%)). In the event employee
contribution rates are adjusted by CalPERS during the term of this MOU,
the member contribution will be recalculated based upon the updated
required member contribution rate established by CalPERS to ensure the
employee contributes fifty percent (50%) of normal cost. All employee
paid contributions will be deducted from employees’ salaries pre-tax.

ii.  Any other full-time and three-quarter-time employees hired on or after
January 1, 2013, who do not meet the criteria set forth in Section 20.cj,
above, shall be provided with the CalPERS 2% @ 62 benefit formula, with
final compensation calculated using the average of the highest consecutive
36 months of pensionable compensation.

The City will make all employer contributions required by CalPERS.

The employee will be responsible for contributing fifty percent (50%) of
the normal costs (currently six point five percent (6.5%)). In the event
employee contribution rates are adjusted by CalPERS during the term of
this MOU, the member contribution will be recalculated based upon the
updated required member contribution rate established by CalPERS to
ensure the employee contributes fifty percent (50%) of normal cost. All
employee paid contributions will be deducted from employees” salaries
pre-tax.

d. Disability Retirement

The City may request PERS to refire an employee who becomes physically or
mentally unable to perform the duties of his or her position, or may be subject to
further injury if employment is continued. The City may make every effort to
transfer or reassign the partially disabled employee to another existing position
within the classification plan before a request for disability retirement is made.

e. No Employer Paid Member Contributions (“EPMC”)

The City shall not pay any portion of the member contributions.

21. Work Schedule

General City working hours are Monday through Thursday, 7:30 AM. to 6:00 P.M.
The City Manager, with reasonable notice to the employee, may adjust the working
hours of individual departments, and department heads, with reasonable notice to
the employee, may adjust the working hours of individual employees. Any
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adjustment to a work schedule will be based on the needs of the City, with
consideration given to the preference of the employee.

Should the City exercise its discretion to change the current core hours of operation,
the City shall notify the Union thirty (30) days in advance of the proposed change(s)
and provide the Union with the opportunity to discuss the impact of such change(s)
on the affected employees.

22. Classification Revision

SEIU 721 recognizes that the City has the discretion fo create a new job
classification/description and or modify an existing job classification/description.
The City shall notify the Union and provide the Union with the opportunity to
discuss the content and the job classification/ description.

23. Mileage Reimbursement

Employees required or allowed by their department head to use private automobiles
for City business will be reimbursed based on the Internal Revenue Service standard
mileage rates.

24, Uniforms

The City Manager may require any and all employees to regularly wear uniforms.
Should such a uniform be required, the City will provide it. Full-time and three-
quarter-time employees will receive one hundred and fifty dollars ($150.00) per
fiscal year for uniform maintenance, and two hundred dollars ($200.00) per fiscal
year for safety shoes or other required footwear.

25. Deferred Compensation

The City will make a deferred compensation program available to benefited
employees that complies with the rules and regulations established by the Internal
Revenue Service. Employees will be allowed to participate in the program through
payroll deduction.

26. Computer Loan Program

The City will continue its present employee computer loan program. Generally,
benefited employees may have two active loans, in a total amount not to exceed
three-thousand dollars ($3,000.00), for the purchase of new computer equipment.
Loans will be interest-free and payable over a two-year period. The minimum loan
payment will be 1/52 of the amount borrowed, and will be made through payroll
deduction. The balances of any outstanding loans become due and payable upon
termination, and will be deducted from an employee’s final check. Continuation of
the program is subject to annual budget appropriations by the City Council, and will

W

Duarte — General Unit MOU Page 15




27.

28.

29.

30.

be administered according to policies and procedures established by the City
Manager.

Fitness Center Membership

Full-time and three-quarter-time employees and retirees of the City will be entitled
to free individual membership at the Duarte Fitness Center.

Layoffs

Layoffs will be made first and primarily on the basis of merit job performance and
secondly on the basis of seniority (date of hire). Employees will receive notice of the
layoff at least ten (10) working days prior to the effective date. Names of persons
laid off shall be carried on a reemployment list for twelve (12) months. If the City
restores the laid off position(s) within the twelve (12) months period, it shall first
offer the position(s) to persons on the reemployment list before using any other
selection method. The name of the individual re-appointed to a permanent position
of the same class shall, upon reappointment, be removed from the list. An
individual who declines reemployment shall be dropped from the list.

Severance Pay

When a full-time employee is laid off, and when the service of the employee being
laid off has been deemed satisfactory, that employee will be entitled to receive
severance pay as follows:

Length of Service Amount

Date of hire to 2 years none

2 years plus one day to 5 years 1 month’s salary
5 years plus one day to 10 years 2 month’s salary
10 years plus one day to 15 years 3 month’s salary
15 years plus one day to 20 years 4 month’s salary
20 years plus one day to 25 years 5 month’s salary
25 years plus one day or more 6 month’s salary

Employees terminated from employment due to physical inability to perform their
job, and eligible for workers” compensation benefits, will not be entitled to severance
pay. Any additional years of service purchased by the City towards retirement will
be deducted from severance pay.

Appeals

Disciplinary Action: Any regular employee shall have the right to appeal a
suspension without pay in excess of forty (40) hours, reduction in pay, non-
probationary demotion and/or termination. The appeal process shall not be
applicable to those positions that may be deemed exempt or to probationary
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appointments. The appeal process shall not be applicable to any other forms of
discipline and/or grievances. An employee desiring to appeal the appointing
authority’s decision shall have ten (10) calendar days after receipt of the response to
file an appeal. The employee’s request for appeal must be addressed to the City
Manager and received in the City Manager’s office so that it is date stamped by the
City Manager’s office within the ten (10)-day period.

If within the ten (10)-day appeal period, the employee involved does not file said
appeal, unless good cause for the failure is shown, the action of the appointing
authority shall be considered conclusive and shall take effect as prescribed. If within
the ten (10)-day appeal period, the employee involved files such notice of appeal by
giving written notice of appeal to the City Manager, an appeal hearing shall be
established as follows:

a. The California State Mediation and Conciliation Service shall be requested to
submit a list of seven (7) persons qualified to act as hearing officers to the City
and the employee. Within ten (10) days following receipt of the list of hearing
officers, the parties shall meet to select the hearing officer. The parties shall
alternately strike one (1) name from the list of hearing officers (the right to strike
the first name to be determined by lot) until one (1) name remains, and that
person shall be the hearing officer.

b. Where practicable, the date for a hearing shall not be less than twenty (20)
calendar days, or more than sixty (60) calendar days, from the date of the filing of
the appeal with the City Manager. The parties may stipulate to a longer or
shorter period of time in which to hear the appeal. All interested parties shall be
notified in writing of the date, time, and place of hearing,.

c. All hearings shall be private provided, however, that the hearing officer shall, at
the request of the employee, open the hearing to the public.

d. Subpoenas and subpoenas duces fecum pertaining to a hearing shall be issued at
the request of either party, not less than seven (7) calendar days, prior to the
commencement of such hearing. After the commencement of such hearing,
subpoenas shall be issued only at the discretion of the hearing officer.

e. The hearing need not be conducted in accordance with technical rules relating to
evidence and witnesses. Any relevant evidence shall be admitted, if it is the sort
of evidence on which reasonable persons are accustomed to rely in the conduct
of serious affairs, regardless of the existence of any common law or statutory
rules that might make improper admission of such evidence over objection in
civil actions. Hearsay evidence may be used for the purpose of supplementing or
explaining any direct evidence, but shall not be sufficient in itself to support a
finding unless it would be admissible over objection in civil actions. The rules of
privilege shall be effective to the same extent that they are now or hereafter may
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be recognized in civil actions, and irrelevant and unduly repetitious evidence
shall be excluded. The hearing officer shall not be bound by technical rules of
evidence. The hearing officer shall rule on the admission or exclusion of
evidence.

f. Each party shall have these rights: To be represented by legal counsel or other
person of his/her choice; to call and examine witnesses; to introduce evidence; to
cross-examine opposing witnesses on any matter relevant to the issues even
though that matter was not covered in the direct examination; to impeach any
witness regardless of which party first called him/her to testify; and to rebut the
evidence against him/her. If the employee does not testify in his/her own behalf,
he/she may be called and examined as if under cross-examination. Oral evidence
shall be taken only on oath or affirmation. A court reporter will be engaged to
record the hearing, unless the parties (City, hearing officer, employee/employee
representative) mutually agree that same is not necessary.

g. The hearing shall proceed in the following order, unless the hearing officer, for
special reason, otherwise directs:

1. The party imposing discipline shall be permitted to make an opening
statement;

2. The appealing party shall then be permitted to make an opening statement;

3. The party imposing disciplinary action shall produce the evidence on his/her
part; the City bears the burden of proof and burden of producing evidence;

4. The party appealing from such disciplinary action may then open his/her
defense and offer his/her evidence in support thereof; the employee bears the
burden of proof and the burden of producing evidence for any affirmative
defenses asserted;

5. The parties may then, in order, respectively offer rebutting evidence only,
unless the hearing officer for good reason, permits them to offer evidence
upon their original case; and '

6. Closing arguments shall be permitted and written briefs may be permitted at
the discretion of the hearing officer.

h. The hearing officer shall determine relevancy, weight, and credibility of
testimony and evidence. He/she shall' base his/her findings on the
preponderance of evidence. During the examination of a witness, all other
wilnesses, except the parties, shall be excluded from the hearing unless the
hearing officer, in his/her discretion, for good cause, otherwise directs. No still
photographs, moving pictures, or television pictures shall be taken in the hearing
chamber during a hearing. The hearing officer, prior to or during a hearing, may
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grant a continuance for any reason he/she believes to be important to reaching a
fair and proper decision. The hearing officer shall render his/her judgment as
soon after the conclusion of the hearing as possible and in no event later than 30
days after conducting the hearing. His/her decision shall set forth which
charges, if any, are sustained and the reasons therefore. The opinion shall set
forth findings of fact and conclusions.

i. The hearing officer may recommend sustaining or rejecting any or all of the
charges filed against the employee. He/she may recommend sustaining,
rejecting, or modifying the disciplinary action invoked against the employee.
He/she may not recommend for discipline more stringent than that issued by the
department head.

j- The hearing officer’s opinion and recommendation shall be filed with the City
Manager, with a copy sent to the charged employee, and shall set forth his/her
findings and recommendations. In a termination case, if dismissal is not the
hearing officer's recommendation, the opinion shall set forth the date the
employee is recommended to be reinstated and/or other recommended action.
The reinstatement date, if appropriate, may be any time on or after the date of
disciplinary action.

k. Within thirty (30) days of the receipt of the hearing officer’s findings and
recommendation, and transcript (which is optional only by the mutual consent of
the City and the employee), whichever date is later, the City Manager shall
adopt, amend, modify or reject the recommended findings, conclusions, and/or
opinions of the hearing officer. Prior to making a decision, which modities or
rejects the recommendation of the hearing officer, the City Manager shall order
and read the transcript of the Third Party Advisory Process. Prior to making a
decision, which supports the hearing officer, the City Manager may order and
read the transcript at his/her option. The City Manager shall not conduct a de
novo hearing. The City Manager may, at his/her option, allow limited oral
arguments and/or may request and review written statements from either side.
The decision of the City Manager shall be final and conclusive. Copies of the City
Manager’s decision, including the hearing officer’s recommendation(s) shall be
filed where appropriate, including the employee’s personnel file, unless no
discipline is upheld by the City Manager.

[ Each party shall bear equally the cost of facilities, fees, and expenses of the
hearing officer, including the court reporter and transcripts. Each party shall bear
its own witness and attorney fees. If either party unilaterally cancels or
postpones a scheduled hearing, thereby resulting in a fee charged by the hearing
officer or court reporter, then the party responsible for the cancellation or
postponement shall be solely responsible for payment of that fee. This process
shall not apply to mutual settlements by the parties, which result in an
arbitration fee.
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31.

32.

m. In the case of dismissal prescribed by the City Manager, the time of such
dismissal shall be effective from the first day after such delivery of said decision
or shall relate back to and be effective as of the date the employee was
disciplined pending hearing before and decision by the City Manager, whichever
is applicable. If discipline imposed resulted in loss of pay, and the decision
results in reduction or elimination of loss of pay, the pay loss shall be restored to
the employee based on the number of standard work hours lost computed at
his/her then base hourly rate.

n. The provisions of Section 1094.6 of the Code of Civil Procedure shall be
applicable to proceedings under this Section.

Dues Deduction

During the term of this MOU, the City agrees to deduct from the pay of each
employee who signs an authorized payroll deduction card a monthly sum certified
to him/her by the Secretary of SEIU 721 as the regular monthly dues of SEIU 721.
The City shall not deduct any pay for initiation fees, fines, or other special
assessments. Dues deduction shall be a specified uniform amount for each employee
and any change in the amount of dues deducted shall be by written authorization
from SEIU 721.

The employee’s earnings must be regularly sufficient, after other legal and required
deductions are made, to cover the amount of the dues authorized. When a member
in good standing of SEIU 721 is in a non-pay status for an entire pay period, no dues
withholding shall be made to cover that period from future earnings, nor shall the
member deposit the amount with the City which would have been withheld if the
member had been in a pay status during that period. In the case of an employee who
is in non-pay status during only a part of the pay period, and the salary is not
sufficient to cover the full withholding, no deduction shall be made. All other legal
and required deductions have priority over employee organization dues.

SEIU 721 shall indemnify, defend, hold the City harmless against any claims made,
and against any suit instituted against the City on account of employee organization
dues. In addition, SEIU 721 shall refund to the City any amounts paid to it in error,
upon presentation of supporting evidence.

Political Action Committee

Union members may voluntarily authorize in writing a political action committee
deduction from their salary. Employees wishing to participate shall provide written
authorization on a form furnished by the Union indicating the amount to be
deducted. The parties agree that the employee may revoke any such deduction at
any time. The parties further agree that neither the Union nor the City will bestow
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33.

34.

any special benefit or cause any detriment as a result of an employee’s voluntary
choice to make, decline to make, or revoke a contribution.

Stewards

SEIU 721 may designate up to three (3) persons to act as stewards. The names of the
designated stewards shall be provided in writing to the City on July 1¢t of each year,
or any time there is change in the designated stewards.

A steward shall be entitled to reasonable release time for the purpose of
representing an employee in the grievance or discipline appeal process. Prior to
participating in such business, the steward shall first obtain authorization from
his/her immediate supervisor. The immediate supervisor may deny such request if
it is deemed that such a request would unduly interfere with the efficiency, safety,
or security of City operations. If the request is denied, the immediate supervisor
shall establish an alternate time convenient to the parties when the representative
can be released from his/her work assignment.

Grievance Procedure

a. Definition

A “grievance” is a formal, written allegation by a grievant that he/she has been
adversely affected by an existing violation, misinterpretation or misapplication
of the specific provisions of the Memorandum of Understanding and/or
provisions of the Personnel Rules and Regulations. Other matters for which a
special method of review is provided by law, ordinance, resolution, or by
administrative regulations and procedures of the City, are not within the scope
of this procedure. This procedure is not to be used in lieu of the Disciplinary and
Appeals Procedure set forth in Section 21 of the Personnel Rules & Regulations
or Section 30 (Appeals) of this Memorandum of Understanding.

b. Procedure

(1) Every effort shall be made to resolve a grievance through discussion
between the employee and his/her immediate supervisor. It is the spirit and
intent of this procedure that all grievances are settled quickly and fairly
without subsequent discrimination against employees who may seek to
adjust a grievance. Every effort should be made to find an acceptable
solution at the lowest level of supervision. Within eight (8) workdays after a
grievant knew, or by reasonable diligence should have known, of the
condition upon which a grievance may be based, the grievant shall attempt
to resolve it by an informal conference with the grievant’s immediate
supervisor.
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(4)

If the problem cannot be resolved between the employee and the
supervisor, the employee may, within four (4) workdays from the date of
receiving the answer from his/her supervisor, request an interview with the
division manager, if one exists, in order to discuss the grievance.

If the division manager and employee cannot reach a solution to the
grievance, the employee may, within four (4) workdays from the date of
receiving the answer from the division manager, request, in writing, an
interview with the Department Head.

The division manager and/or Department Head shall render his/her
decision in writing within eight (8) workdays of receiving the appeal. If the
Department Head and employee are unable to arrive at a satisfactory
solution, the employee may, within eight (8) workdays from the date of the
decision by the Department Head, submit a written appeal to the City
Manager.

The City Manager shall review the grievance and respond to the employee
within twenty (20) workdays of receiving the appeal. The City Manager
may request additional time, if necessary. The response shall be in writing
and will be considered an expression of management’s viewpoint, and shall
be the final administrative review.

Mediation. If the grievance is not resolved at Step (5), the employee or the
Union at the request of the employee may within ten (10) workdays
following receipt of City Manager’s response at Step (5), request mediation.

A request for mediation must be in writing and must be submitted to the
City’s Manager or his/her designee. If the parties mutually agree to submit
the dispute to mediation, the Administrative Service Director or his/her
designee shall obtain the services of a mediator from the State Mediation
and Conciliation Service. The fees for mediation shall be shared equally by
Union and the City.

The mediation procedure shall be informal. The primary effort will be to
assist both parties in settling the grievance. If the grievance is resolved
through mediation, the parties agree to reduce the agreement to writing,
signed by all affected parties and accept the results of mediation as binding.

Should employee or Union fail to meet the deadlines as listed in this
procedure, then the grievance shall be deemed withdrawn by the employee
or the Union.

The employee may request the assistance of another person of his/her own
choosing in preparing and presenting his/her appeal at any level of review.
In the event the employee desires the presence of a representative who is an
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employee of the City, he/she shall make such request through the
supervisor and the supervisor shall make the necessary arrangements for
the employee representative to be present.

(9) The employee and/or his/her representative may use a reasonable amount
of work time as determined by the appropriate supervisor or Department
Head in presenting the appeal. However, no employee shall absent
himself/herself without first being excused by his/her supervisor.

10y Emplovees shall be assured freedom from reprisal for using the erievance
ploy P g gt
procedures by both the City and the employee organization.

(11) The settlement terms of a grievance which is processed by an employee
individually or by an informally recognized employee organization shall
not conflict with the express provisions of a Memorandum of
Understanding between the City and the formally recognized employee
organization for such unit, if any.

(12) A group grievance may be filed when one (1) set of circumstances or
occurrences affects more than one (1) employee in the same manner or to
the same extent. The group may file one (1) document, which all members
of the group have read and signed. Members of the group shall be limited
to those who have signed the grievance. The resolution of a group grievance
may not be consistent among all employees in the group grievance due to
differences in the circumstances or occurrences that brought about the
grievance.,

A group grievance affecting all members of an employee organization may be
brought by the employee organization itself. In such case the procedure shall be
commenced directly at the City Manager level within eight (8) workdays after
authorized representatives of the employee organization knew or by reasonable
diligence should have known of the condition giving rise to the grievance and shall
be subject to all applicable time limitations and the provisions set forth above.

35, Union Business

a. City Facilities

City facilities may be used with the prior approval of the City Manager, or his or
her designee, for the purpose of holding meetings if such facilities can be made
available without disrupting the normal operations of the facilities or disrupting
the normal work schedules of the involved employees.
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b. Bulletin Boards

Each work location (City Hall Break Room; Copy Room; Public Safety; and City
Yard) will provide a bulletin board or reasonable space that may be used by the
Union for the posting of notices of official Union business and/or Union related
articles. Posting notices shall be limited to the following:

* Nofices of recreational and social activities;

¢ Notices of Union elections and results of such elections;

¢ Notices of Union appointments; and

¢ Notices of Union meetings, reports, and minutes thereof.

If the Union desires to post any other information or material, the Union shall
first submit it to the City Manager, or his or her designee, for approval. The City
Manager, or his or her designee, shall have the sole discretion to approve or
disapprove of said posting. The Union is responsible for posting and removing
material on its bulletin boards and for maintaining the same in an orderly and
neat fashion.

¢. Employee Information

The City will provide, directly to the SEIU 721 office, a list with the following
information:

Employee name;

Class title;

Department;

Work location;

Residence address; and
Residence telephone number.

Pursuant to Bakersfield City School District (1998) PERB Dec. No. 1262, 22 PERC
29089, adopting 21 PERC 28130, and Government Code Section 3507(a)(8), an
employee may choose not to provide his or her residence address and residence
phone number to the Union. An employee so choosing must provide written
notice to both the City and SEIU 721 of his or her decision not to provide his or
her residence address and residence phone number. Residence addresses and
residence phone numbers, once submitted by the City, shall not be
communicated by the SEIU 721 office to City employees represented by
SEIU 721.

This list shall be updated on a yearly basis.

d. The Chapter’s Board shall meet on a quarterly basis beginning (March, June,
September and December) on the third (3rd) Wednesday from 9:00 AM. to
11:00 A M.
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e. During labor negotiations over a successor MOU, the elected negotiating
committee members shall meet during work hours for the purposes of drafting
proposals and discussing proposals. The Union will advise the City one week
prior to each meeting or as soon as practically possible.

f. Unjon-Related Training

Board members and stewards shall be entitled to up to ten (10) hours of release
time during each fiscal year for the purpose of attending training that is related
to his/her role as a board member or steward, or other union-related trainings.
This release time is not to be used to participate in trainings related to the
employee’s job duties. Release time has no cash value and shall not be cashed out
under any circumstances. If one person is both a board member and a steward,
he/she shall only be entitled to ten total hours of training each fiscal year.

Prior to participating in trainings, the employee shall first obtain authorization
from his/her immediate supervisor. The immediate supervisor may deny such
request if it is deemed that such a request would unduly interfere with the
efficiency, safety, or security of City operations. If the request is denied, the
immediate supervisor shall establish an alternate time convenient to the parties
when the employees can be released from his/her work assignment.

36. Employee Relations Consultation Meetings

The City Manager and Assistant City Manager or her designee will meet, at the
request of the Union, on a quarterly basis (January, April, July and October).
Meeting times will be mutually scheduled. The Union recognizes that the schedule
of the City Manager may necessitate postponement/rescheduling of a meeting. The
Union shall submit a proposed agenda, in writing, one (1) week prior to the meeting,.

37. Personnel Rules and Regulations

The City and Union agree to meet and confer on any proposed changes to the City’s
Personnel Rules and Regulations that are within the scope of bargaining.

38. Agency Shop

a. Agency Shop

It is mutually agreed by the parties that this Unit is an agency shop Unit. It is the
intent of the parties that the agency shop provisions in the Memorandum of
Understanding comply with applicable state law {(Government Code Section
3502.5).
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b. Agency Shop Defined

It is mutually agreed by the parties that the term “agency shop” means that
every employee represented by this Unit shall, as a condition of continued
employment, either join the certified majority representative organization, or pay
the organization a Fair Share Fee equal to Union dues or pay an Agency Shop
Fee; or pay a sum equal to the Agency Shop Fee to a non-religious, and non-labor
charitable fund exempt from taxation under Section 501(c)(3) of the Internal
Revenue Service Code.

¢. Rescission

It is mutually agreed by the parties that the agency shop provisions in this
Memorandum of Understanding may be rescinded by a majority vote of all the
employees represented by this Unit during the time period(s) set forth in the
City’s Employer-Employee Relations Resolution, Resolution No. 02-07.

d. Union Responsibilities — Hudson Notice

The Union agrees to provide notice and maintain constitutionally acceptable
procedures to enable non-member agency shop fee payers to meaningtully
challenge the propriety of the use of agency shop fees as provided for in Chicago
Teachers Union, Local No. 1, AFT, AFL-CIO et al. v. Hudson, 106 S. Ct. 1066
(1986). Such notice and procedures shall be provided to non-member agency
shop fee payers for each year that the agency shop Memorandum of
Understanding is in effect.

e. Implementation

The parties acknowledge that the City has provided all current employees with
an authorization notice advising them that the City has entered into an Agency
Shop Agreement with the Union, and that all employees subject to the
Agreement must either join the Union, pay a service fee to the Union, or execute
a written declaration claiming a religious exemption from this requirement. The
City will provide a similar authorization to all employees hired into positions
represented by the Union. Such notice shall include a form for the employee’s
signature authorizing payroll deduction of Union dues or a service fee, or a
charitable contribution equal to the service fee. Said employees shall have
tourteen (14) calendar days from the date they receive the form to fully execute it
and return it to the Finance Department.

If the form is not completed properly and returned within fourteen (14) calendar
days, the City shall commence and continue a payroll deduction of service fees
from the regular biweekly paychecks of such employee. The etfective date of
Union dues, service fee, or charitable contribution shall begin no later than the
first full pay period after receipt of the authorization form.
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The employee’s earnings must be sufficient after the other legal and required
deductions are made to cover the amount of the dues or fees authorized. When
an employee is in a non-pay status for an entire pay period, no withholding will
be made to cover the pay period from future earnings. In the case of an employee
in a non-pay status only during part of the pay period, whose salary is not
sufficient to cover the full withholding, no deduction shall be made. In this
connection, all other legal and required deductions (including health care and
insurance deductions) have priority over Union dues and service fees.

f. Religious Exemption

Any employee who is a member of a bona fide religion, body, or sect that has
historically held conscientious objections to joining or financially supporting
public employee organizations shall not be required to join or financially support
any public employee organization as a condition of employment. The employee
may be required, in lieu of periodic dues, initiation fees, or agency shop fees, to
pay sums equal to the dues, initiation fees, or agency shop fees to a nonreligious,
non-labor charitable fund exempt from taxation under Section 501(c)(3) of the
Internal Revenue Code, chosen by the employee from a list the following three:

— City of Hope
— Children’s Hospital
— United Way

Charitable contributions shall be by regular payroll deductions only in order to
qualify as a condition of continued exemption from the requirement of financial
support to the Union.

Declarations of or applications for religious exemption and any other supporting
documentation shall be forwarded to the Union within 14 calendar days of
receipt by the City. The Union shall have 14 calendar days after receipt of a
request for religious exemption to challenge any exemption granted by the City.
If challenged, the deduction to the charity of the employee’s choice shall
commence but shall be held in escrow pending resolution of the challenge.

g. Records

The Union shall keep an adequate itemized record of its financial transactions
and shall make available annually, to the City, and to the employees who are
members of the organization, within sixty (60) days after the end of its fiscal year,
a detailed written financial report thereof in the form of a balance sheet and an
operating statement, certified as to accuracy by its president and treasurer or
corresponding principal officer, or by a certified public accountant. An employee
organization required to file financial reports under the Labor-Management
Disclosure Act of 1959 covering employees governed by this provision, or
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40.

required to file financial reports under Government Code Section 3546.5, may
satisfy the financial reporting requirement of this section by providing the City
with a copy of the financial reports.

h. Indemmnification

The Union shall indemnify, defend and hold the City harmless against any
liability arising from any claims, demands, or other action relating to the City’s
compliance with the agency fee obligation, including claims relating to the
Union’s use of monies collected under these provisions. The City reserves the
right to select and direct legal counsel in the case of any challenge to the City’s
compliance with the agency fee obligation, and the Union agrees to pay any
attorney, arbitrator or court fees related thereto.

Joint Labor-Management Committee

The parties agree to form a joint labor-management committee (JLMC) for the
purpose of studying the current practices related to standby and call back
procedures. The committee may also draft any recommended changes to the
provisions of this MOU regarding standby and call back procedures and present
them for approval as a side letter agreement to this MOU. The General Unit and
Management and Professional Unit may designate up to five total representatives
(plus a SEIU 721 representative) to be part of the JLMC, and shall designate one
person to act as Chief Spokesperson. The City may designate up to five total
representatives to be party of the JLMC, and shall designate one person to act as
Chiet Spokesperson. The parties agree that the JLMC shall be formed and shall have
its first meeting by no later than October 1, 2014.

Severability

If any section of this MOU shall be found to be in conflict with any statute or
regulation of the United States or the State of California by a court of competent
jurisdiction, such section shall be deemed null and void and of no further effect.
However, such sections shall be severable from the remainder of this MOU, and all
other provisions hereof shall continue in full force and effect.
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IN WITNESS WHEREOF, the PARTIES have executed this MOU as of the latter date

written below.
THE CITY OF DUARTE
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APPENDIX A

MOU Between City of Duarte and SEIU Local 721

General Employee Salaries

Effective July 1, 2014

Salary Steps
Classifications A B C D E F G

Monthly | Hourly [ Monthly | Hourly | Monthly | Hourly | Monthly | Hourly [ Monthly | Hourly | Monthly | Hourly [ Monthly | Hourly
Accountant $4,931 | $28.44| $5,112 |$29.49| $5,293 |$30.53| $5,475 |$31.58| $5,658 [$32.65( $5,841 |$33.70| $6,024 [ $34.75
Accounting Specialist $4,332 | $25.00| $4.481 |$25.85| $4,629 |$26.71| $4,779 |$27.57| $4,927 |[$28.42( $5,076 |$29.28| $5,224 | $30.13
Administrative Secretary $3,933 [ $22.70| $4,084 |[$23.57| $4,236 |$24.44| $4,387 |[$25.31]| $4,539 |$26.18| $4,688 |$27.05| $4,840 | $27.92
Assistant Planner $4,738 [ $27.33| $4,921 |$28.39( $5,106 |$29.46( $5291 |$30.53( $5,383 |[$31.59| $5,661 |[$32.66| $5,846 [ $33.73
Bus Driver $3,610 |[$20.82| $3,729 |$21.52( $3,848 |$22.20( $3,966 |$22.88( $4,087 |$23.58| $4,206 |$24.27| $4,327 | $24.96
Civil Engineering Technician $4,264 | $24.60| $4,441 |$25.63| $4,621 |$26.66( $4,798 |$27.68( $4,977 |[$28.72| $5,157 |[$29.75| $5,334 | $30.78
Clerk/Typist Receptionist $3,245 [ $18.71| $3,362 |$19.40( $3,479 |$20.07( $3,596 |$20.74( $3,713 |[$21.42] $3,831 |$22.11] $3,953 | $22.80
Code Compliance/Animal Control Officer $4,606 | $26.57| $4,799 |$27.69| $4,990 |[$28.79| $5,183 [$29.90| $5,375 |$31.01| $5,568 |$32.12] $5,759 | $33.22
Community Development Technician $4,488 | $25.89( $4,676 |[$26.97| $4,862 |[$28.05| $5,050 |$29.14( $5,236 |$30.21| $5.424 [$31.29| $5,612 | $32.37
Crime Prevention Specialist $4,773 | $27.54| $4,949 |[$28.55| $5,130 |$29.59| $5,313 |[$30.65( $5,495 |[$31.70( $5,679 |$32.76| $5.861 [ $33.81
Custodian $3,258 | $18.80( $3,382 [$19.51| $3,506 [$20.23| $3,634 |$20.96( $3,757 |$21.68| $3,884 |[$22.41| $4,009 | $23.13
Field Services Supervisor $5,099 |[$29.44| 85356 |$30.90( $5,612 |$32.37( $5,867 |$33.84( $6,122 |[$35.31| $6,378 |$36.80| $6,633 | $38.27
Irrigation Control Technician $3,911 |[$22.56| $4,060 |[$23.42| $4,209 |[$24.28| $4,358 |$25.14| $4,510 |$26.02( $4,660 |$26.89( $4,808 |[$27.74
Human Resources Specialist $4,488 [ $25.89| $4,676 |$26.97| $4,862 |$28.05( $5,050 |$29.14( $5,236 |[$30.21| $5,424 |[$31.29| $5,612 | $32.37
Lead Driver $4,759 |[$27.45| $4,902 |$28.27( $5,049 |$29.13| $5,200 |$30.00( $5,356 |[$30.90| $5,516 |$31.83| $5,682 | $32.78
Public Safety Coordinator $3,849 [ $22.20| $3,994 |[$23.04| $4,140 |[$23.88| $4,286 |[$24.72| $4,432 |$25.57| $4,579 |$26.41| $4,726 | $27.27
Recreation Coordinator $3,848 [ $22.20| $3,994 |[$23.04| $4,140 |[$23.88| $4,286 |[$24.72| $4,432 |$25.57| $4,579 |[$26.41| $4,726 | $27.27
Senior Code Compliance/Animal Control Officer | $5,015 | $28.94( $5,223 |$30.13| $5.431 [$31.33| $5,641 |$32.54| $5,851 |$33.76| $6,060 [$34.97| $6,270 | $36.17
Senior Custodian $3,955 | $22.81| $4,106 |$23.69| $4,260 |$24.58| $4,413 |$25.46| $4,567 |[$26.35( $4,721 |$27.23| $4,876 |$28.13
Senior Maintenance Technician $3.911 | $22.56( $4,060 |[$23.42( $4,209 |$24.28( $4,358 |[$25.14| $4,510 [$26.02| $4,660 |$26.89| $4,808 [ $27.74
Senior Maintenance Technician*Electrician $4,226 | $24.38 | $4,352 |[$25.11| $4,483 [$25.87| $4,617 |[$26.64| $4,757 |$27.44| $4,898 |[$28.26| $5,047 | $29.11
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1.

APPENDIX B

CITY OF DUARTE
SICK LEAVE DONATION POLICY

Purpose: There have been occasions when an employee, due to a catastrophic illness or injury,
has exhausted all forms of paid time off. Such seriously ill or injured employees have been
forced to go without compensation after the exhaustion of their paid time off and the waiting
period for commencement of benefits under short-term disability insurance, typically thirty (30)
days. This Policy is designed o address such circumstances. The purpose of this Policy is to
establish a program and procedures for employees to voluntarily donate a portion of their
accumulated sick leave time for use by fellow employees who meet the criteria for eligibility.
Participation by donors and/or recipients in the Sick Leave Donation Program is enfirely
voluntary.

Creation of Sick Leave Bank: As a result, the City shall create a sick leave bank where donated
sick leave will be held for the future use under the terms of this Policy.

Voluntary Sick Leave Donations: Employees may voluntarily donate sick leave, subject to the
following requirements:

A Employee Status: Any full-time or 3% time employee, who has obtained non-probation
status with the City, is eligible to participate as a donor in this program. Only sick leave
may be donated. Other types of leave may not be donated.

B. Request to Donate: A donating employee will prepare and submit to the Assistant City
Manager a "Request to Donate to Sick Leave Donation Bank” form.

C. Minimum Donations: Employees may only donate from their accumulated sick leave
balance. The donation must be in a minimum of four (4) hours. Donations must be in
whole hour increments; no fracticns of hours may be donated.

D. Minimum Leave Balance: An employee donating sick leave must retain at least one
hundred and sixty (160) hours of accumulated sick leave in their own personal balance of
sick leave. If a donation would require an employee’s accumulated sick leave balance to
drop below one hundred and sixty (160) hours, immediately after the donation, the
employee shall not be eligible to make a donation.

E. Maximum Donation Per Employee: No individual employee may donate more leave than
they accrued during any calendar year.

F. Approval/Denial: The Assistant City Manager shall approve or deny each offered
donation, if any, to the Sick Leave Donation Bank in accordance with the requirements of
this Policy.

G. Transfer to Sick Leave Donation Bank: The Assistant City Manager will transfer approved

donated sick leave into the Sick Leave Donation Bank from the accrued sick leave
balance of the employee making the donation.

H. Donations Irreversible: Donations of sick leave transferred to the Donated Sick Leave
Bank will be dispersed as the need arises. Time is released on a pay period by pay
period basis. All donations are irreversible. Retroactive donations are not permitted.

l. Prohibition on the Sale of Sick Leave: The sale of accrued sick leave to any employee is
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not permitted.

J. Confidentiality of Donations: Under no circumstances shall the City disclose participants
in the program, either employees donating leave or employees requesting use of donated
leave.

K Taxation: Pursuant to IRS Ruling 90-29, sick leave donated under this program shall not
be considered wages for the donating employee and will therefore not be included in the
donating employee’s gross income or subject to withholding.

V. Requesting and Using Donated Leave:

A Eligibility of Employee for Sick Leave Donations: To be eligible fo receive donated sick
leave from the Sick Leave Donation Bank, an employee must meet all the following
conditions:

1. Meet the criteria for use of sick leave in accordance with City Personnel Rules
and/or applicable memorandums of understanding.

2. Have been employed by the City in a full-time or % time position for at least one
year.

3. Be on an approved leave of absence.

4. Submit a confidential statement from a treating physician which indicates:

a) That the employee’s absence is due to one of the following gualifying
reasons:
i The employee has a “serious health condition,” as defined by the
Federal Family and Medical Leave Act and the California Family
Rights Act, that requires the employee's absence from work for
longer than two (2} pay periods, including intermitient absences
that are related to the same "serious health condition”; or
ii. The employee is caring for his or her spouse, registered
domestic partner, or parent (including step-parents), parent-in-
law, child {including step-child), spouse, sibling, grandparent, or
grandparent-in-taw. (“Immediate Family Member”), who has a
"serious health condition” that requires the employee's absence
for longer than two (2) pay periods.
and
b) Estimates the duration of the employee’s absence from work,

5, Have applied for short-term disability or long-term disability insurance, if any, for
Workers' Compensation benefits, if eligible, or for other supplemental benefits.

8, Have exhausted all earned leave balances (including sick, wvacation,
compensatory time, and administrative leave), but have not begun receiving
short-term disability benefits. However, the Assistant City Manager may approve
the request for sick leave donations prior to all balances being exhausted when
the physician's statement and existing leave balances indicate that all such
balances will be exhausted within the next two pay periods.

B. Request for Donated Leave: Eligible employees must submit to the Assistant City
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Manager, a Request for Donated Leave form, accompanied by the statement from their
treating physician described above. The request and accompanying physician’'s
statement must be submitted in a sealed envelope labeled “Confidential — Request for
Donated Leave.” If the requesting employee is unable to make the request on his or her
own bhehalf, the employee's authorized agent may submit a reguest on the employee's
behalf.

Approval of Request: The Assistant City Manager will approve or deny the Request for
Donated Leave.

Payment of L eave: Donated leave shall be paid to the employee on the first pay period
following the approval date, and payments are not retroactive.

Return to Work: Should the requestor return to work prior to the donated leave being
utilized, the remaining leave amount will be re-credited to the Sick Leave Donation Bank.

Use of Donated Leave: While using leave from the Sick Leave Donatioh Bank, the
recipient will be freated as though hefshe was using his/her own sick leave (for example,
at their regular rate of pay, based on their regular work schedule, etc.). Donated sick
[eave payments will be suspended as of the date the employee becomes eligible to begin
receiving wage replacement benefits, including but not limited to short-term disability
benefits, long-term disability benefits, and workers’ compensation benefits.

Taxation: The donated hours used by the recipient are taxable to him/her in accordance
with Internal Revenue Service regulations and are subject to withheldings as required by
law.

No Guarantee: There is no guarantee of the availability of leave donations under this
Policy, and this Policy does not entitle employees to extra leave during a catastrophic
iliness or injury beyond that which meets all qualifications under the terms of this policy.

Sick L.eave Donation Bank: The Sick Leave Donation Bank and program shall be administered

as follows:

A

Administration: The Assistant City Manager will administer the Sick Leave Donation Bank
and coordinate the sick [eave donation program. The Sick Leave Donation Bank may be
abolished at any time, at the discretion of the City, subject to the meet and confer
process on the effects of the abolishment.

Accounting for Donated Leave: Sick leave deonated to the Sick Leave Donation Bank
shall be converted to a cash value based on the donating employee’s hourly rate of pay.
l.eave paid out shall be converted to sick leave hours based on the recipient employee’s
hourly rate of pay.

Taxation: State and Federal income tax on the value of the leave shall be reporied as
income and taxable to the recipient, in accordance with Internal Revenue Service
regulations, and are subject to withholdings as required by law.

Confidentiality: All persons who coordinate the leave donation program shall emphasize
the voluntary nature of the contribution. The collection and distribution of sick leave time
shall be done in a way tc ensure confidentiality for the donors and the recipients. The
names of the donors and recipients shall not be disclosed. The Assistant City Manager
will receive an employee’s request for leave confidential statement from the requestor's
physician in a manner consistent with the Federal Family and Medical Leave Act and the
California Family Rights Act.
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Sick Leave Drive: At any time, or when the Leave Donation Time Bank is depleted, the
Assistant City Manager may hold a leave donation drive for eligible employees to donate
sick leave under this program. Donors and recipients will not be disclosed.

Modification/Termination: The City has sole discretion to modify this Policy as it deems
necessary, subject to the meet and caonfer process on the effects of that decision. This
Policy and Sick Leave Donation Bank may be abolished at any time, at the discretion of
the City. If hours are remaining in the Sick Leave Donation Bank at the time it is
abolished, the City will credit all donors’ leave balances with a pro rata share of the hours
remaining in the Bank in accordance with the number of hours each donor contributed,
during the preceding 12 months.
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Donor's Name {printed):

Donor's Department:

CITY OF DUARTE
REQUEST TO DONATE SICK LEAVE

i wish to donate to the City’'s Sick Leave Bank, a voluntary leave time donation bank.

| understand the following provisions related to my donation:

1.

6.

| certify that | am full-time non-probationary employee in regular status. | am currently
accruing sick leave hours and am not on a leave of absence.

| understand that: The minimum donation is 4 hours. All donations must be in full hour
increments. Leave that has not accrued is not eligible to be donated. Only sick leave
currently accrued is eligible for donation. | cannot borrow future sick leave accruals for
donation.

| understand that once hours are donated, | have given up all rights to the hours. The
hours remain in the bank until used by an eligible employee. Donations are voluntary,
confidential, and irrevocable. If the program is abolished, the City will credit all donors’
leave balances with a pro rata share of the hours remaining in the Bank in accordance
with the number of hours each donor coniributed, during the preceding 12 months.

| understand that | am encouraged to carefully consider the number of hours that | elect
to donate to ensure that | retain a leave balance that meets my personal needs. | further
understand that | am required to retain a balance of at least 160 hours of accrued sick
leave in my available sick [eave bank.

| understand that donaticns are made to the City’s Sick Leave Donation Bank, not
specific employees. | further understand that it is the responsibility of the program
administrators to determine payout based on the program guidelines.

Program decisions are made in accordance with the City’s Sick Leave Donation Policy.

Please donate hours of my accrued sick leave hours to this program.

Donor’s Signature Date

For HR Office Use Only

Allowable Hours 3 Houtly Rate $ Total Dollar Value

I:I Denied [ ] Approved

Approval by Assistant City Manager Date

Submit Form to: Human Resources Office, 1600 Huntington Drive, Duarte, CA 91010

(626) 357-7931 Phone (626) 358-0018 Fax



CITY OF DUARTE
CONFIDENTIAL REQUEST TO RECEIVE DONATED SICK LEAVE

I am requesting to receive additional sick leave pursuant to the City’s Sick Leave Donation
Policy due to a Serious Health Condition: a serious debilitating illness or jury that incapacitates
the employee or his or her family member and meets the qualification of a serious health
condition as defined in the City’s Sick Leave Donation Policy.

Name (printed):

Department:

Have you received Donated Sick Leave this calendar year? No [] Yes [ ] Date:

Number of hours requested: Dates of Leave: From to

Briefly state the reason(s) for additional leave hours (please do not include medical diagnosis):

| understand that:

* I must be aregular status employee who is eligible to accrue and use sick leave.

* I must be on an approved leave of absence.

* | must provide a medical provider’s verification of illness or injury.

* | must exhaust all paid leave credits (sick, vacation, administrative leave, and CTO)
before | am eligible to receive Donated Sick Leave.

* In order to use Donated Sick Leave, | may not be on any other City pay status, receiving
City disability, Worker's Compensation or any other supplemental benefits.

* My participation in the Donated Sick Leave program is subject to provisions outlined in
the City's Sick Leave Policy. '

* Any unused hours will be returned to the Donated Sick Leave Bank.

 Review and approval or denial of my request will include a review to determine if my
request meets the standards set forth in the City’s Sick Leave Donation Policy.

* There is no guarantee that Donated Sick Leave will be available to me.

Signature: Date:

For HR Office Use Only
D Denied |:| Approved Hours Transferred

Assistant City Manager Approval/Authorization Signature:

Signature Date

Submit Form fo: Human Resources Office, 1600 Huntington Drive, Duarte, CA 91010
(626) 357-7931 Phone (626) 358-0018 Fax





