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Article |. ADMINISTRATION

Section 1.01 Introduction

This document sets forth policies and procedures to follow in implementing and administering
this program. The various sections and provisions of the Government Code, Municipal Code,
Personnel Rules and Regulations, and the “Employment Policies” in the City’s Online Policy
Center in effect and applicable to Confidential employees will remain in effect unless modified or
superseded by provisions within this document.

The Confidential Employee Compensation and Benefits Profile is a summary of benefits and
compensation practices adopted by the City Council over the years on an on-going basis.
Provisions within this document apply to all employees appointed to positions in the following
Confidential classifications.

CONFIDENTIAL CLASSIFICATIONS
Accountant Office Assistant — Confidential

Accounting Technician Office Specialist — Confidential
Accounts I_:’ayable Technician Payroll Clerk

Administrative Assistant Payroll Supervisor
Administrative Assistant to the City Council Payroll Technician
Administrative Assistant to the City Manager Records Specialist
Administrative Specialist ) Redevelopment Program Analyst

Benefits Supervisor * Risk Management Assistant
Database Administrator Senior Accountant

Economic Development Specialist Senior Administrative Assistant
Executive Assistant to the City Manager * Senior Information Technology Specialist
Financial Analyst ) Senior Records Specialist )
Human Resources Analyst * Senior Systems Analyst

Human Resources Technician Senior Telecommunications Analyst
Information Technology Specialist Systems Analyst

Information Technoloéy Technician Systems Specialist

Internal Auditor * ) Telecommunications Analyst
Investment Officer * Web Developer

Management Analyst — Confidential Web Technician

* Specialized Confidential (SCN)
Section 1.02  Purpose of Plan

Confidential Employees are defined as City employees who are in positions privy to decisions of
City Management affecting employer-employee relations. Such positions are not represented
by an employee organization in accordance with Section 3507.5 of the Meyers-Milias-Brown
Act.
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Section 1.03  Benefit Level Structure

There are two subgroups of employees within the Confidential Group. These two subgroups
are identified as Specialized Confidential, which includes classifications that are not eligible to
receive overtime compensation, and Confidential, which includes classifications that are eligible
to receive overtime compensation (identified in Section 1.01, Introduction).

Section 1.04 Definitions

A. Employee Unit
The job classifications listed in Section 1.01, Introduction.

. Calendar Year

The period of 12 consecutive months commencing on January 1* and ending on
December 31°.

. Day
A 24-hour day beginning at 12:00 midnight and ending the following 11:59 pm.

. Employee

1. Regular Employee — An employee who is scheduled to work on a full-time basis
and has completed the probationary period.

Probationary Employee — A full-time employee who has not completed the
probationary period.

. Working Day

The working day is defined as the number of hours an employee is regularly
scheduled to work each day. For example, an employee working a 5/8 schedule
would have an eight-hour working day; an employee working a 9/80 schedule would
have eight nine-hour working days and one eight-hour working day every two weeks;
an employee on a 4/10 work schedule would have a ten-hour working day;
employees working a 5/9 schedule will have four nine-hour work days and one four-
hour day.

. Workweek

Seven consecutive days beginning on Sunday and going through Saturday for
employees on the 5/8 or 4/10 workweek; or seven consecutive days beginning with
the fifth hour an employee on the 9/80 workweek is scheduled to work an eight hour
day.

Article Il. EMPLOYMENT PROVISIONS

Section 2.01 Probationary Period

A. Obijective

The probationary period is an integral part of the testing process utilized for closely
observing the employee’s work and his/her adjustment within the organization.
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B. Length

1. An original appointment is defined as an appointment of a new hire, rehire, or
temporary/part-time employee being appointed to a regular position. All original
appointments shall be subject to a probationary period of 12 months.

A promotional appointment is defined as the appointment of a current full-time
employee who is promoted into another full-time position.  Promotional
appointments for employees who have attained regular status in a prior
classification shall be subject to a probationary period of 6 months.
Promotional appointments for employees who have not attained regular status in
a prior classification shall be subject to a probationary period of 12 months. Time
served during a temporary promotion does not count toward the probationary
period in the higher classification.

If a probationary employee is on leave for more than 30 consecutive calendar
days during the probationary period, that employee’s probationary period shall be
extended by the duration of the employee’s consecutive leave. The Department
Head may also extend an employee’s probation by up to a total of six months
upon written notice delivered to the employee prior to the completion of his/her
probationary period.

C. Probationary Release

1. During the probationary period, an employee may be terminated by the
Department Head without cause and without right of appeal. Notification shall be
in writing to the employee and may be given without advance notice.

Except in such situations where the employee is terminated for cause, an
employee who is released while serving a probationary period after promotion
shall be returned to his/her previous classification provided the employee had
regular status in that classification.

Section 2.02 Hours of Work

A. Work Schedules

The City reserves the right to schedule work as required in a manner most
advantageous to the City and consistent with the public interest and the
requirements of municipal employment.

The City may revise work schedules from time to time. All schedule changes must
take effect at the beginning of a pay period.

. Overtime

The City reserves the right to schedule overtime work as required in a manner most
advantageous to the City and consistent with the public interest and the requirement
of municipal employment. The City further reserves the right to determine
appropriate classification for overtime assignment, and those qualified for
assignment, and the ability to utilize employees within appropriate classifications
from departments other than that requiring the overtime.
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C. Meal Time

All employees are subject to the “Meal Time” policy found in Rule XXVI, “Hours of
Work” of the Personnel Rules and Regulations.

. Breaks — Rest Periods

All employees are subject to the “Breaks-Rest Periods” policy found in Rule XXVI,
“Hours of Work” of the Personnel Rules and Regulations.

Section 2.03  Transfers and Job Changes

A. A transfer is the movement of an individual from one department to another while
remaining in the same classification with similar duties and responsibilities. A transfer
within the employee’s department or to another department may be initiated at any
time by the City Manager upon the recommendations of the Department Heads
concerned or to meet the needs of the City. All transfers must be within comparable
classes, and no employee will be transferred to a position for which he or she does
not possess the minimum qualifications. A transfer shall not be used to circumvent
the regulations surrounding promotion, demotion, advancement or reduction. If the
employee being transferred has attained regular status in his or her classification, a
new probationary period shall not be required. If a probationary employee is being
transferred, the employee will be required to complete the probationary period based
on the original end-of-probation date.

A job change is an employee’s voluntary movement into another classification at the
same salary range or within 1%. A downward movement to a salary range within 1%
will not be considered a demotion as defined in the Personnel Rules and Regulations.
A job change may be affected at any time by the City Manager upon request of the
employee and recommendations of the Department Heads concerned or to meet the
needs of City service. An employee changing jobs must possess the minimum
qualifications for the new classification. The probationary period requirement and
return rights for job changes shall be the same as for promotions.

Section 2.04 Layoff Procedures

A. The City Manager may layoff regular and probationary employees at any time for
lack of work or other changes that have taken place. The employee is to be given
two weeks’ notice before such a layoff is to take place.

. A demotion or transfer to another department may be made to prevent a layoff
provided the employee is qualified by education and/or experience and is capable of
performing the duties of the classification.

. In the event of a layoff, those employees with the least service in the classification
affected shall be laid off first and be placed on a “Recall List” and shall be eligible for
recall for one year from the date of placement on the list; if a recall begins, the most
senior employees laid off in the classifications required shall be recalled first. Strict
application of seniority shall prevail unless exceptional circumstances occur. The
order of layoff shall be:

1. Temporary employees in the affected classification shall be removed first.

Page 7




Confidential Group Profile 07/0113

2. Probationary employees in the affected classification shall be removed next.

3. Regular employees in the affected classification shall be removed next.

D. Exceptional circumstances may include the desirability of maintaining a balanced
department or work unit and maintaining employees in the classification, department,
or section who have the ability to perform the work available.

. The employee scheduled to be laid off shall be entitled to displace to a position in a
classification occupied by an incumbent with less overall City seniority (displacement
seniority) provided it is in a position in which he/she formerly held a regular
appointment, and is qualified by education and/or experience, and is capable of
performing the duties of the classification. The employee with the least displacement
seniority shall be displaced by the person scheduled for layoff. The employee
displaced shall be considered as laid off for the same reason as the person who
displaced him/her, and shall in the same manner be eligible to displace to a position
in a classification in which he/she formerly held a regular appointment, is qualified by
education and/or experience, and is capable of performing the duties of the
classification.

. Failure to return to work from layoff within 15 calendar days after notice to return by
certified or registered mail to the employee at his/her last known address on file with
the Human Resources Department or by personal delivery shall constitute the
employee's waiver to return to work and eliminates any future re-employment
responsibilities placed on the City.

Article lIl. CLASSIFICATIONS

Section 3.01 New Classifications

The Human Resources Director shall periodically review new and existing city positions and
recommend their inclusion in this group. Upon approval by the City Manager, such positions
shall be considered as Confidential.

Section 3.02 Higher Classification Work

A. When an employee is assigned by his/her Department Head to temporarily perform
the duties of a position in a higher classification for more than 80 consecutive hours,
the employee shall receive the normal rate of pay for the higher classification. The
higher salary rate payable shall commence on the 81st working hour following the
temporary assignment to the performance of duties of the higher classification. The
higher rate of pay shall be defined as a five percent increase in pay or the minimum
salary rate for the higher classification, whichever is greater.

If the higher classification is in a different bargaining unit than the employee’s
regular classification, the employee would only receive the salary change, not a
change in benefits or unit.

2. At the end of such assignment, the employee performing the temporary
assignment shall be returned to his/her original position and salary rate.
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Section 3.03 Classification Review

A.

C.

An employee may request a classification review of his/her position. Such request
shall be forwarded through the line of supervision to the Human Resources Director.

An employee shall not submit a subsequent request prior to 18 months after
completion of any previous classification review, unless the employee's position has
undergone a considerable change in duties and responsibilities.

The employee shall be notified in writing of the classification review decision.

Section 3.04 Classification Review/Appeal

A.

An employee may appeal the decision of a classification review no later than ten
working days after such results have been provided to the employee. Such an appeal
shall be filed with the Human Resources Department. The appeal shall include a
detailed statement by the employee indicating his/her reasons for disagreement with
the classification review decision.

A designated individual in the Human Resources Department shall hold a meeting
with the employee no later than 14 working days after the appeal is filed. The
designated individual shall not be the same person who conducted the initial
classification review. This individual shall respond in writing to the employee no later
than 21 working days after meeting with the employee.

In the event the matter is not settled at the Human Resources Department level, the
employee may appeal the decision to the City Manager within 10 working days from
Human Resource’s response. The City Manager shall review and respond to the
appeal within 10 working days of such appeal. The City Manager’s response shall be
final.

These procedures shall represent the employee’s singular appeal process and the
City Manager’s response shall not be subject to the arbitration provisions or any other
provision of the grievance procedures in this Profile.

Article IV. COMPENSATION

Section 4.01  Salary

A. The following salary increases shall be implemented for employees covered by this

Profile:

1. Effective January 12, 2014, employees within the unit will receive a 3% increase in
base salary.

Effective July 13, 2014, employees within the unit will receive a 4% increase in
base salary.

Effective July 12, 2015, employees within the unit will receive a 3.5% increase in
base salary.

B. Wages for the various classifications are set forth in Appendix “A.”
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Section 4.02 Pay Plan and Benefits Review

The City will perform a periodic review of benefit and salary levels within the job market to
establish competitive benefits and salary levels. Such levels may be adjusted from time to time,
with the budgetary approval of the City Council. An adjustment to salary ranges does not require
a corresponding adjustment to individual employee pay rates.

Section 4.03 Overtime

A.

These provisions shall apply to Confidential employees. Specialized Confidential
employees are not eligible to receive overtime compensation or compensatory time.

. Overtime shall be paid for over 40 compensated hours in any one workweek or over

the employee’s regularly scheduled hours within the day at the rate of one and one-
half (1%2) times the normal hourly rate. Employees on a 5/9 schedule shall be paid
overtime for over 40 compensated hours in any one workweek or over nine hours in
one day.

. Those employees eligible to receive overtime compensation may receive pay or may

elect to receive compensatory time off at a rate of time and one half. However, if
overtime is worked pursuant to a grant, and the grant requires that the overtime be
compensated as pay, then the employee must receive pay and not compensatory
time.

Section 4.04 Compensatory Time

A.

Compensatory time not taken as time off during the pay period it was earned shall be
accrued for future use as compensated time off.

. Employees may retain a balance of all unused compensatory time not to exceed 240

hours at any given time.

. Upon separation from the City, the employee shall be paid for any unused

compensatory time.

. Employees may also convert accrued compensatory time to salary as provided for in

Section 5.03.

. When an employee has accumulated the maximum allowable hours of compensatory

time, no further compensatory time shall be accumulated, and the employee shall
only be eligible for overtime pay in accordance with this Profile.

Section 4.05 Skills And Certifications

A.

Bilingual Pay

Employees assigned by the Department Head to perform bilingual translation as part
of their regular duties shall be entitled to bilingual differential pay. Employees shall
be compensated for bilingual pay at the rate of $100 per pay period. Such
assignment shall be in written form. Such differential shall apply regardless of the
total time required for such translation. Employees in such positions must be
certified as competent in translation skills by the Human Resources Department to
be eligible for compensation.
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B.

Notary Pay

Specified positions, which are determined to require notary duties, shall receive
additional compensation. Each regular Confidential employee who meets the
eligibility requirements and is designated by the applicable Department Head and
Human Resources Department to receive notary pay shall be compensated at the
rate of $25 per pay period.

Confidential employees receiving notary pay shall maintain their commission from
the California Secretary of State. The City shall pay for the cost of necessary
stamps, journals, supplies, and fees associated with State and/or County
requirements, as applicable.

Section 4.06 Special Assignment — Recording Commission Meetings

Specified positions in the Administrative Assistant classification, which are required to attend
and take and transcribe meeting minutes for the Library Board of Trustees, Recreation and
Parks Commission, Museum of History and Art Board of Trustees, and Planning Commission
meetings after normal working hours, will receive an additional pay equaling 5% of the
employee’s base pay throughout the term of the assignment. The Agency or Department Head
and the Human Resources Director shall approve these assignments.

Section 4.07 On-Call Duty

A.

Employees in the classifications of Senior Information Technology Specialist and
Information Technology Specialist shall be eligible to receive compensation for on-
call duty. Employees who are assigned to be on-call shall receive $20 for Mondays,
Tuesdays, Wednesdays, Thursdays, and Fridays and $25 for Saturdays and
Sundays.

. The Department Head shall determine on-call eligibility for Senior Information

Technology Specialists and Information Technology Specialists based on knowledge
and abilities.

. On-call employees are required to respond to call-outs within a reasonable period of

time, depending on the nature of any particular call-out problem. In order to assure a
reasonable response time, on-call employees are required to either carry a City-
provided communications device (cellular phone or pager) or notify the Police
Department Watch Commander where they can be reached by telephone when not
at their place of residence. An on-call employee may exchange on-call duties with
another employee receiving on-call pay, subject to prior approval of the immediate
supervisors.

Section 4.08 Merit Increases

A.

City Personnel Rules — Salary Adjustments

Merit increases are administered in accordance with the City Personnel Rule Xl, as
repeated below.

Section 1. Application of Rates

Employees occupying a position in the City service shall be paid at the rate
established for their position. All original appointments shall be made at the
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minimum wage for the position, except when in the opinion of the City Manager
circumstances warrant appointment at a higher step.

Section 2. Anniversary Date

Each employee's anniversary date will coincide with his/her appointment to a
new position in a different classification. All employees will retain their current
anniversary dates until appointed to a new classification provided, however, that
no employee shall receive more than one merit increase within any six months
period. Any employee who is within ninety (90) days of achieving a merit raise at
the time of promotion shall be entitled to an increase for the promotion and an
increase for the merit step. All future increases while in that classification shall be
in accordance with Section 3 below. The date of appointment shall be used to
compute vacation, sick leave, and retirement benefits.

The anniversary date of employees who take a leave of absence without pay for
more than sixty (60) continuous calendar days will be extended by the length of
the absence from work over sixty (60) days adjusted to the start of the nearest
pay period.

Section 3. Advancements

The advancement of an employee is not automatic, but the result of increased
service value to the City. Service value shall be determined by recommendation
of the department head, length of service, personal performance record, special
training, and any other evidence that illustrates the desire of the employee to do
a better job.

The five levels of advancement for each full-time and part-time position are
granted according to the conditions outlined in Section 1 and 2 and the preceding
paragraph. The merit increase effective date is the closest payroll period to the
employee’s anniversary date.

Step 1 — Entrance level

Step 2 — After six months service
Step 3 — After one year at Step 2
Step 4 — After one year at Step 3
Step 5 — After one year at step 4

B. Twenty Step Salary Grade Provisions

For those classifications with a total of twenty (20) steps in the salary grade, merit
increases shall be administered in accordance with City Personnel Rule XI above with the
following exceptions:

1. Beginning with Step 1, each step in the salary grade is approximately 1% greater
than the preceding step, merit increases are approximately 5%, the equivalent of
five steps of advancement or until the employee reaches Step 20 of the salary
grade.

Employees appointed at Step 1 shall be eligible to earn merit increases per the
advancement schedule outlined below.
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Step 1 — Entrance Level Step 11
Step 2 Step 12
Step 3 Step 13
Step 4 Step 14
Step 5 — After six months at Step 1 Step 15 — After one year at Step 10
Step 6 Step 16
Step 7 Step 17
Step 8 Step 18
Step 9 Step 19
Step 10 — After one year at Step 5 Step 20 — After one year at Step 15

Employees appointed at Step 2 or greater shall be eligible to earn a merit increase
of five steps of advancement after one year at the preceding step. Advancement
stops once the employee reaches Step 20. As an example:

Step 1 Step 11
Step 2 Step 12
Step 3 — Entrance Level Step 13 — After one year at Step 8
Step 4 Step 14
Step 5 Step 15
Step 6 Step 16
Step 7 Step 17
Step 8 — After one year at Step 3 Step 18
Step 9 Step 19
Step 10 Step 20

Article V. LEAVES — PAID AND UNPAID

Section 5.01 Holidays

A. The following paid holidays shall be recognized for Confidential Employees.

New Year's Day January 1%
Martin Luther King's Birthday 3" Monday in January
Presidents’ Day ) 3" Monday in February
Memorial Day Last Monday in May
Independence Day July 4"
Labor Day 1° Monday in September
Columbus Day 2" Monday in October

Veterans’ Day November 11"

Thanksgiving Day 4"Thursday in November
Day After Th-anksgiving Day Day After 4™ Thursday in November
Christmas Eve December 24"
Christmas Day December 25"
New Year's Eve December 31°

B. At the City Manager’s discretion, City Hall may be closed between and including
Christmas Eve through New Year’s Day. During this time, employees may use
accrued vacation time, compensatory time, or management leave to cover this
period of closure.
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C. Any holiday listed in Section 5.01(A) which falls on a Sunday shall be observed on
the following Monday.

. Any holiday listed in Section 5.01(A) which falls on an employee’s regular day off
shall be compensated either as straight compensatory time or pay at the employee’s
option not to exceed 10 hours per holiday.

. Employees shall receive straight compensatory time or pay equal to their workday,
not to exceed 10 hours per holiday, as follows:

1. Employees on an 8-hour per day work schedule shall receive 8 hours of
compensation.

Employees on a 4/10 work schedule shall receive 10 hours of compensation.

Employees on a 9/80 work schedule shall receive compensation in accordance
with their scheduled work day, as follows:

a. Employees shall receive the number of hours they were scheduled to work
the day the holiday is observed (e.g. 9 or 8 hours).

If the holiday falls on the employee’s regularly scheduled day off or “flex” day
off, the employee shall receive 9 hours of compensation.

Employees on a 5/9 work schedule shall receive compensation in accordance
with their scheduled work day, as follows:

a. Employees shall receive the number of hours they were scheduled to work
the day the holiday is observed (e.g. 9 or 4 hours).

If the holiday falls on the employee’s regularly scheduled of “flex” day off, the
employee shall receive 9 hours of compensation.

. Employees shall not be eligible for holiday pay for any pay period for which the
employee either:

1. has an unapproved leave of absence during the pay period, or
2. is on a leave of absence without pay for the entire pay period.

Section 5.02 Vacation

A. Confidential employees accumulate the following vacation hours in accordance with
City service time. Employees accrue vacation leave evenly over 26 pay periods
each year as follows:
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Vacation Leave
Year of Service Hours Earned
Per Year

1-3 112
4 120
136
11 144
12 152
13 160
14 168
15 176
16+ 192

B. Vacation shall be accrued based on paid hours on a pro-rated basis. For example, if
an employee is paid for 40 hours in an 80-hour pay period, the employee shall earn
one-half of the normal accrual. Paid hours include regular work time, compensatory
time off, holiday, vacation, management, bereavement, sick, personal, jury duty,
military, and administrative leaves. It excludes amounts paid by any disability
benefits, including short-term and long-term disability and workers’ compensation.

Section 5.03 Vacation Conversion

A. The maximum accrual amount for vacation is 500 hours. Once the employee has a
vacation accrual balance of 500 hours, no vacation hours will be accrued until the
balance drops below 500 hours.

. Unit employees may convert a minimum of 8 hours and a maximum of 200 hours of
vacation and/or compensatory time twice each calendar year. The total number of
hours converted per calendar year shall not exceed 200. Such conversion shall be
at the unit employee’s base rate of pay that is in effect at the time of such
conversion. Employees cannot convert balances below 40 vacation hours.

. Conversion requests shall be submitted on City forms to Payroll. The deadlines for
conversion requests are as follows:

Request Due Date Payment
2" Friday in May 1% payday in June
2" Friday in November 1% payday in December

Section 5.04  Sick Leave
A. Confidential employees are only entitled to use sick leave for:
1. Any bona fide illness or injury.
2. Quarantine due to exposure to contagious disease.

3. Any treatment or examination including, but not limited to medical, dental, ocular.
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4. Death in the immediate family.
5. Personal Leave used as defined in Section 5.05.

. Employees may use up to 48 hours of sick leave per calendar year for sickness
within the employee’s immediate family in accordance with California Labor Code
Section 233 (“KinCare”).

1. Immediate family for this provision includes spouse, children (biological, foster,
adopted, stepchild, or legal ward), or parent (biological, foster, adoptive,
stepparent, or legal guardian) for purposes of family sick leave usage as defined
in Labor Code Section 233.

If applicable, leave taken pursuant to this provision will be counted concurrently
with other family leaves.

Employees must inform their supervisor when requesting the leave that the leave
is being taken pursuant to this provision (“KinCare” leave).

This provision may be changed if any changes are made to Labor Code Section
233.

. Confidential employees are not entitled to sick leave for illness or injury while also
engaging in business or activity for monetary gain or other compensation that would
conflict with the illness or injury for which the employee has been granted sick leave.

. Confidential employees accrue sick leave at the rate of 96 hours per calendar year,
accrued evenly over 26 pay periods.

. There shall be no limit on the amount of sick leave that may be accrued by a regular
Confidential employee.

. Sick Leave shall not be taken as vacation or converted to salary at any time.

. When a Confidential employee has been on sick leave, the City reserves the right to
make any investigation of the illness it deems necessary, including requiring a
doctor's certification. On the first day of illness, the employee must notify the
department before the end of the first hour after the shift begins if the employee is to
receive sick leave credit.

. All determinations of sick leave use shall be made by the Department Head
concerned, subject to the approval of the Human Resources Director.

Section 5.05 Personal Leave

A. A Confidential employee may use any accrued vacation and compensatory time, but
no more than three working days of sick leave per calendar year, as paid personal
leave, provided an emergency or other urgent and justifiable cause is presented at
the time the request is made for:

1. Sickness within the employee's immediate family, (immediate family for this
provision is defined as spouse, children, parents, brother, sister, grandfather,
grandmother, mother-in-law, father-in-law, step-father, step-mother and step-
children);
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Bereavement leave for other than members of the employee's immediate family
(immediate family is defined in Section 5.07(A));

Personal court appearances when required to be present, except for jury duty
and court appearances related to City Business.

Any other personal need requiring a leave during working hours when approved
by the Department Head or his or her authorized representative.

B. The employee shall provide no less than two days written notice. Failure to provide
such notice shall result in such leave to be taken without pay. The supervisor shall
waive the two-day notice required provided the employee can demonstrate an urgent
and justifiable reason for not providing the required notice.

. Personal leave shall be charged against any unused sick leave or compensatory
time the employee has accumulated provided there is no conflict with the conditions
outlined above. Additional leave may be authorized by the City Manager from any
leave accrued or without pay.

Section 5.06 Management Leave (Specialized Confidential)

Employees in the Specialized Confidential subgroup accrue 40 hours of management leave at
the first full pay period ending in January. Employees hired or promoted into the Specialized
Confidential subgroup after that date shall receive a prorated amount of such leave. Such leave
may only be utilized as time off during the calendar year. Any remaining hours will not carry
over to the following calendar year. Such leave will not convert to compensation upon
separation from employment. Employees may not use management leave to extend retirement
or separation date.

Section 5.07 Bereavement Leave

A. In the event of a death in the employee's immediate family, the employee shall be
granted three working days paid bereavement leave (or five working days if the
death is outside the State boundaries or in excess of 250 miles from the employee's
home). Immediate family for this provision is defined as spouse, children, parents,
brother, sister, grandfather, grandmother, grandchild, and the employee's mother-in-
law, father-in-law, stepfather, stepmother and stepchild or any person who the
employee has been assigned legal custody, or others required by Family Code
Section 297 or successor legislation. Such bereavement leave shall not be charged
against the employee's sick leave, vacation, management leave, or accrued
compensatory time.

. The employee shall be granted one working day paid personal leave to attend the
funeral of an aunt, uncle, cousin, niece, or nephew.

. Confidential employees may be provided release time by Department Heads to
attend the funeral of deceased City employees without loss of pay.

. The employee may be required to furnish evidence satisfactory to the City of the
family member's death and the employee's relationship to the deceased family
member.
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Section 5.08 Family Medical Leaves

A. Family Medical Leave shall be granted in accordance with the California Family
Rights Act (CFRA) of 1991 and the Family and Medical Leave Act (FMLA) of 1993,
and any modified provisions and interpreted regulations for those respective statutes.

. Maternity, Paternity, and Family Medical Care Leave of up to 12 weeks shall be
granted in accordance with FMLA and CFRA statutes.

. Of the 12-week leave entitlement provided for under the FMLA and CFRA statutes,
employees may utilize up to six weeks of accrued sick leave for leaves of absence
for care of family members that fall under the provisions of the FMLA and CFRA.
This sick leave shall be used prior to the unpaid leave provi