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FROM: Human Resources Department

RECOMMENDED MOTION: That the Board of Supervisors:
1. Approve the adoption of Ordinance 440.1762 (Attachment A),

BACKGROUND:

Summary

Riverside County Salary Ordinance No. 440 (hereinafter, Salary Ordinance), was last amended by Minute
Order 3-13 on September 15, 2015. The Salary Ordinance establishes policy and provides administrative
procedures related to County employment and compensation, and also contains the terms and conditions
of employment for job classes that are temporary or limited-term in nature including unrepresented
seasonal, temporary, and Per Diem employees.
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BACKGROUND:

Summary (continued)

Multiple revisions to the Salary Ordinance are being recommended by Human Resources including, but not
limited to, the following issues (the reasoning for the proposed changes are explained further below):

Clarification of the employment of relatives provision

Clarification of the classification duplication provision

Increase number of days for a companion position under exceptional circumstances
Exemptions from the merit system

Difficult to Recruit (DTR) designation and differential pay

Call back pay

Family definition of sick leave

Time frame for shift differential

All other recommended modifications not identified above are considered "clean up" items, such as the
correction of minor grammatical errors and antiquated language; including deleting or clarifying language to
reflect current practices and updated or newly introduced legislation. These "clean up" items do not result in
substantive changes in policy.

Two versions of the Salary Ordinance are attached for reference: one in track changes mode to highlight the
revisions made to the Salary Ordinance (Attachment B) and a final version with the track changes accepted in
a clean version of the Salary Ordinance (Attachment A).

Clarfication of the Employment of Relatives Provision

The employment of relatives provision proposes to clarify that County Officers or employees shall not be within
the same chain of command or span of control of the defined relationships. The provision also addresses if
such a relationship occurs what options are available to correct the reporting structure should such a
relationship occur.

Clarification of Classification Duplication
Clarifies when/if and the criteria necessary in order to duplicate a classification. Also clarifies the intent of

classification duplication shall not be based solely on salary and/or at-will status.

Increase Number of Days for a Companion Position under Exceptional Circumstances

The language previously allowed a companion position to be requested for a maximum of sixty (60) days under
exceptional circumstances. The proposed modification will provide that under exceptional circumstances an
agency/department head, with the prior approval of the Human Resources Director, may request a companion
position an additional sixty (60) days in advance of a terminating employee (for a total of ninety (90) days).

Exemptions from the Merit System

Per the Salary Ordinance the County of Riverside is designated a local merit system. Pursuant to various
Government Codes, certain classifications may be specifically appointed thereby exempting them from the
merit system. In addition to the Government Codes, at-will classifications identified in Appendix Il of the Salary
Ordinance shall also be exempt from the merit system.

Difficult to Recruit (DTR) Designation and Differential

Proposes modified DTR language for classifications or positions that are designated as DTR after adoption of
the Salary Ordinance. Modify the DTR language from additional steps added to the top of a DTR designated
salary plan and grade to a percentage of pay. The intent of the modified language is that when a position or
classification is designated as DTR by the Human Resources Director, a review of the position(s) or
classification(s) will be conducted to include a review of market benchmarks, turnover rates, exit surveys and
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other factors. This review will determine if the position/classification warrants adjustments based upon parity.
Should an adjustment be recommended it would be presented to the Board of Supervisors for approval. If the
review conducted reveals that no adjustment is warranted the DTR designation shall be removed. The intent of
the DTR provision is to adjust compensation if the market warrants the adjustment.

This language only applies to classification(s) or position(s) that are designated following adoption of the
Salary Ordinance. Any classification or position that was designated under the previous language will follow
the previous provisions.

Call Back Pay
Adds two new provisions to the call back language: (1) if an employee is subsequently called back to work

during the minimum call back period they are not entitled to additional compensation until the employee has
worked the entire minimum call back period; and (2) if an employee responds to “call back” remotely (meaning
they do not have to physically report to a worksite) and are able to complete the necessary work from a remote
location the employee shall be paid for all time actually worked in one-tenth hour increments.

Family Definition of Sick Leave

The sick leave provision was updated to reflect the family definition in accordance with California’s sick leave
law, AB 1522, which became effective July 1, 2015 and to be consistent with Board Policy C-36, Healthy
Families, Healthy Workplaces policy.

Timeframe for Shift Differential

The timeframe for shift differentials is proposed to be modified to begin at 6:00 pm (whereas previously it was
3:00 pm). The purpose of this change is to offer a shift differential to employees who work during inconvenient
timeframes (i.e. 6:00 pm to 7:00 am).

Impact on Residents and Businesses
There is no direct impact on residents or businesses in the County of Riverside.

SUPPLEMENTAL.:
Additional Fiscal Information
The proposed modifications to Ordinance 440 do not result in any immediate financial costs to the County.

ATTACHMENTS:
A Salary Ordinance 440. 1762

B. Salary Ordinance 440. 1762 with changes identified in track changes mode
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Ordinance No. 440
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The Board of Supervisors of the County of Riverside, State of California, ordains as follows:

Section 1. TITLE AND DEFINITIONS

This ordinance shall be known as "The Riverside County Salary Ordinance". For the purpose of this
ordinance, words and phrases are defined as follows:

a)

"Appointed officers" shall mean the persons appointed or employed by the Board of Supervisors or
otherwise as the principal employee of a department or agency in the County government, or of the
Riverside County Flood Control and Water Conservation District or the Riverside County Regional
Park & Open-Space District, which districts for the purposes of this ordinance and resolutions
hereunder shall be deemed the equivalent of departments of the County government, except that
references in this ordinance or said resolutions to the County shall mean such districts when the
context so requires.

"County officers" shall mean the officers designated as such by or pursuant to the law of the State
of California.

“Demotion" shall mean a change of employment without intervening loss of working days from a
position allocated to a given salary plan and grade to a position of a different class allocated to a
lower plan and grade, whether in the same or a different department.

"Employees" shall mean all persons employed by the County of Riverside or the Riverside County
Flood Control and Water Conservation District, or the Riverside County Regional Park & Open-
Space District, other than officers.

“Full time employee" shall mean employees whose positions require the number of hogrs usual or
prescribed for normal permanent County employment. All positions shall be full time unless
otherwise designated or unless the compensation is fixed upon the basis of part time work.

“Holiday" or “paid holiday" shall mean any day on which County offices are not open for business,
in accordance with County ordinance, other than Saturday or Sunday.

“Officers” shall mean all "County officers", and "appointed officers" as herein defineq, except
where the natural construction of this ordinance otherwise indicates: "officer" is the equivalent of
“agency/department head".

"Part time employees" shall mean employees in positions which are designated part time or for
which compensation is fixed upon a basis of part time work.

"Pay period" shall mean fourteen (14) calendar days from Thursday (starting at midnight) throu_gh
and including the second Wednesday thereafter, and refers to the period for computing
compensation due for all normal working shifts ending during that period.

"Permanent employee" shall mean a regular or seasonal employee who has completed the initial
probationary period in a position, not including any incumbent of an At-Will position.

"Physician”, and designations of other positions herein which require a license to practice medicine
or surgery, including specialties, shall mean and be equivalent to the designation of County
Physician as used in State law.
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"Position” shall mean any office or employment to which a group of duties and responsibilities are
assigned or delegated by competent authority, the performance of which requires the full time or
part time employment of one (1) person unless permission is granted for job sharing.

"Probationary employee" shall mean a regular or seasonal employee who has not completed:

1. the required initial probationary period in a paid status in a position following initial
employment; or
2. the required probationary period in a paid status in a position to which he/she has been

promoted, transferred, or demoted following completion of the initial probationary period.

"Promotion” shall mean a change of employment without intervening loss of working days from a
position allocated to a given salary plan and grade to a position of a different class allocated to a
higher grade whether in the same or different agency/department. The appointment of an
employee to a position allocated to a higher salary plan and grade because of professional

registration achieved by the incumbent shall not be deemed a promotion but a change in salary
allocation.

"Reclassification" shall mean the reallocation of an incumbent within a filled position to a different

class by a change of title andclass specification, but does not necessarily involve a change of the
salary plan and/or grade.

"Regular employee" shall mean a holder of a regular position.

"Regular position" shall mean a position established by this ordinance on an ongoing basis, as
distinct from a seasonal or a temporary position.

“Retire”, “retired”, and “retirement” shall mean receiving a pension through the California Public
Employee Retirement System (CalPERS) pursuant to the California Public Employees’ Retirement
Law (California Government Code (Title 2, Division 5)).

“Seasonal employees” shall mean employees whose employment is not continuous but is regularly
recurrent in the same capacity because of particular functions which occur periodically each year;
such employment may be permanent, but of an intermittent nature.

“Temporary employee" shall mean an employee who is not a regular or seasonal employee.
“Transfer" shall mean a change of employment without intervening loss of working days from a
position allocated to a given salary plan and grade to a position of a different class allocated to the
same grade in the same agency/department, or to a position of the same class, or a different class
allocated to the same grade, in a different agency/department.

“Working day" means each day on which an employee performs a normal working shift, and
including holidays as specified herein which fall on days of his or her normalworking shift.

Section 2. EMPLOYMENT AND ORGANIZATION

The various officers are hereby allowed assistants, deputies, and employees, to be appointed or
employed in the manner and to the extent as provided in this ordinance and by law.
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The powers and duties of officers shall be such as are provided by or pursuant to the law of the
State and ordinances of the County of Riverside. Appointive officers shall also have such
additional powers and duties as may lawfully be delegated to them by the Board of Supervisors.

All employees shall have and exercise such powers and perform such duties as may be directed

by the respective officers under whose direction they work, subject to the provisions of this
ordinance.

The conditions of employment specified in this ordinance shall apply to all officers and employees
except as otherwise provided by law or any applicable memorandum of understanding between
the County and a recognized employee organization (herein “MOU”). One or more of such
conditions may be varied as to Resident Physicians and Surgeons at the Riverside University
Health System — Medical Center (RUHS — MC) by resolution of the Board of Supervisors.

In the absence or incapacity of the Sheriff, the Undersheriff will command the department, followed
by the Assistant Sheriff assigned to Patrol and Investigations, followed by the Assistant Sheriff
assigned to Court Services/Corrections, followed by the Assistant Sheriff assigned to
Administration/Support Services.

After an agency/department head has been continuously absent as the result of iliness, injury, or
leave of absence for more than twenty (20) working days, the assistant agency/department head,
or if there is none, the senior employee next in authority, if he/she possesses any required license,
shall automatically assume the designation as acting agency/department head, unless the Board
of Supervisors appoints another person as acting agency/department head. This shall be deemed
a temporary promotion. If the position of agency/department head becomes vacant, orin any case
not covered by the foregoing provision, the Board of Supervisors shall designate the acting
agency/department head, which shall be a temporary promotion.

When the absence ceases or the vacancy is filled, the temporarily promoted employee shall return
to his/her regular position, and his/her regular salary plan and grade and anniversary date shall be
re-determined as if the temporary promotion had not occurred. Any step increases which would
have been due in his/her regular position shall be allowed.

Except as otherwise provided by law every officer shall be a citizen of the United States.

When in the judgment of the Board of Supervisors it becomes necessary or desirable to use the
services of an employee within the same agency/department in a capacity other than that for which
he/she is regularly employed, the Board of Supervisors may by resolution authorize such additional
employment, fix any conditions, and provide for the rate of pay. Such additional employment shall
not be included in computing vacation, sick leave, or similar benefits; or eligibility for step advance.

Employment of Relatives. No officer shall appoint his or her spouse, or the spouse of any officer
superior to himself/herself, in any capacity for compensation and no such spouse shall be eligible
for appointment to or continued employment in the same position of any such person who
succeeded thereto pursuant to any provision of law. Continued employment shall be deemed to
include promotion, demotion, or transfer, if such employee is otherwise qualified.

Except as otherwise provided herein, no person shall be denied the opportunity for employment or
continued employment because such person is related to any person presently employed by the
County of Riverside. In no instance, shall a County officer or employee be within the chain of
command or span of control (i.e. execute supervision over or initiate or participate in decisions
(including but not limited to initial employment, retention, evaluation, promotion, or work
assignments)) specifically pertaining to another County employee who is related within the first

3
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degree of consanguinity whether by blood or marriage or any familial relationship that management
determines may lead to conflict. Familial relationship shall include, but is not limited to, spouse,
father, mother, brother, sister, son, daughter, son-in-law, daughter-in-law, father-in-law, mother-in-
law, brother-in-law, sister-in-law, grandparent, or the equivalent relationships through a lawfully
registered domestic partnership.

Should such relationship occur, the employee(s) may promote, voluntarily demote, or will be
transferred to position(s) which the employee is eligible and selected to fill. The promotion,
transfer, or voluntary demotion must be accomplished within six (6) months.

The Executive Director, Salton Sea Authority and the Executive Secretary for the Salton Sea
Authority shall be appointed by the Board of Directors of the Salton Sea Authority and shall serve
at the pleasure and will of the Board of Directors. Prior to appointment, the County of Riverside
Human Resources Director shall obtain written acknowledgment from the prospective appointee(s)
acknowledging his or her understanding of such at-will status. Any person appointed to either of
these positions may be terminated from service at any time, by the Board of Directors of the Salton
Sea Authority, without notice, cause, or rights of appeal. The Board of Directors of the Salton Sea
Authority shall by employment agreement determine the compensation, benefits, and conditions of
employment for the Executive Director, Salton Sea Authority.

Section 3. CLASSIFICATION PLAN

ADOPTION AND AMENDMENT

1. Class Specifications. Unless otherwise ordered by the Board of Supervisors, the Human
Resources Director may adopt and from time to time amend a classification plan which
shall consist of a separate class specification containing the title, general statement of
duties, typical tasks, and minimum qualifications, for each class of position other than
County officers. Each new or revised class specification shall be approved by the Human
Resources Director.

2. Maintenance of the Plan. The classification plan shall be maintained in a current condition
by the Human Resources Director and the classification plan shall be made available in a
format readily accessible by County agency/departments.

3. Classification Studies. The Human Resources Director shall have the responsibility for
recommending changes in the classification plan to keep the same currently in a condition
to meet the needs of the County and its agency/departments. From time to time the
Human Resources Director may, and upon order of the Board of Supervisors shall, initiate
classification studies of the various positions and class specifications, their relation to the
salary plan, and related matters, and make appropriate recommendations to the Board of
Supetrvisors for amendment of the classification plan, this ordinance and resolutions,
orders and regulations made pursuant thereto. The Human Resources Director shall have
the primary responsibility for preparation of class specifications.

4. Approval of New Classes and Reclassification. The Board of Supervisors shall approve
the establishment of any new classes, on the recommendation of the Human Resources
Director. The Human Resources Director may inactivate from the Class and Salary Listing,
without Board of Supervisors' approval, classes which are no longer allocated to agencies
ordepartments and not in current use. Reclassification to an existing class and exchanges
of positions shall not require Board of Supervisors approval however, shall require the
approval of the Human Resources Director and the County Executive Officer. As an
outcome of a classification study or review, the Human Resources Director, with the
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concurrence of the affected agency/department head, may reclassify positions which
warrant a change to an existing job class, when no additional funding is required. This
action shall be sufficient to authorize promotion or demotion through reclassification of the
incumbents of the positions, on the request of the agency/department head.

b) CONFORMANCE TO PLAN

1.

Requirement for Class Specification. No person shall be employed in or appointed to any

regular or seasonal position until the class specification for such position exists within the
classification plan.

Minimum Qualifications. No person shall be employed in or appointed to any regular or
seasonal position unless said person meets the minimum qualifications set forth in the
class specification except as otherwise provided in this section. No person shall be
employed in or appointed to any temporary position unless said person meets the minimum
qualifications set forth in the class specification, unless the Human Resources Director
shall certify that there is no qualified person available for the temporary position.

Underfilling a Position. An underfill shall mean a classification within the same class
series, generally the journey level classification within a promotional growth series. This
action may be required when filling a position with an individual who currently qualifies for a
lower level in the same class series. When any regular or seasonal position has been
funded in a(n) agency/department, the position may be filled in a job class of the same
class series as if it were a position in the same or lower paid job class.

At a later date, the position may be filled in the ongmally funded job class, provided the
following conditions are met:

a. The employee must meet the established minimum qualifications and is
satisfactorily and substantially performing the duties of the higher class.

b. The originally funded class is the journey level and the underfill is a lower level in
the same class series, in the same representation unit and job classes in the series
are not separately allocated.

C. There is no increase in the number of positions allowed for the classes involved.

C) CLASS AND SALARY LISTING

1.

Design of Listing. The Class and Salary Listing, by this reference made a part hereof,
contains a list, by titles, of all classes of positions in the classification plan, each preceded
by a job code number which is assigned for numerical reference, and followed by the
salary plan and grade or other basis of compensation which applies to the class.

The Human Resources Director may include in the publication of the Class and Salary
Listing other reference information by class, such as the designated union code or salary.

Amendments to the Appendices Impacting the Class and Salary Listing. The following

Appendices: Appendix |, relating to overtime; Appendix Il, At-Will classifications; and
Appendix lll, Executive Vehicle Benefit classifications, may be amended by resolution of the
Board of Supervisors and shall be effective on the first day of the first full pay period following
Board adoption, unless a different date is established by the Board.
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Technical Title Changes and Additions. The Human Resources Director may change the
title of a class of positions as listed in the Class and Salary Listing, without changing the
job code number or salary, when an occupational title change is warranted because of
technical or programmatic developments. These changes shall be effective on the first day
of the first full pay period following approval.

Classification Duplication. The Human Resources Director may administratively duplicate
an existing class (including for a separate program or district position) when necessary to
preserve benefits that have been lawfully afforded to an employee group. The duplicated
classification shall only differ from the existing classification by minimal modification of the
following factors: title, class concept, essential duties, and recruiting guidelines. The
duplicated classification shall be in accordance with the program area of the requesting
department, and assigned a separate job code. Included in the provision of this authority is
the ability of the Waste Management Department to fill a position in either a generic class
or district class when needed to accommodate an employee whose benefits have been
“‘grandfathered” under an earlier district arrangement. The salary of the duplicated class in
the Class and Salary Listing shall be equivalent to the existing class, allowing, however, for
a different salary plan and grade appropriate to the representation unit. Itis not the intent of

this provision to duplicate an existing classification solely based on salary and/or at-will
status.

Whenever an administrative change or inactivation of a class is made by the Human Resources
Director, or by resolution of the Board of Supervisors, the change shall also operate with respectto
the listing of the class in Appendix 1, Il, or lll, in the class specification, in any applicable MOU,
and/or in any applicable Resolution of the Board of Supervisors.

Any or all sections of this ordinance, its appendices, and any personnel related supplements may
be published by the Human Resources Director to include the technical changes authorized by this
subsection, without separate Board of Supervisors’ action.

Section 4. POSITIONS ALLOWED

AUTHORIZED POSITIONS

1.

Position Control. No person shall be appointed to a position in any agency/department
until the position has been allowed. The number of positions allowed to be filled in each
agency/department shall be allocated by job class and employment type (e.g., regular,
seasonal, temporary, or Per Diem) in the approved agency/department budget. The
Human Resources Director shall maintain the official count of positions, which may be
allowed when approved by the Board of Supervisors in the agency/department's final
budget, or by resolution of the Board of Supervisors. A resolution concerning the number

of allowed positions shall be effective on the date of its adoption unless a different date is
set by the resolution.

Change in Allocated Positions. The Human Resources Director may adjust the number of
positions allocated to a(n) agency/department, without Board of Supervisors action, when
no additional funding is required. The request would require a detailed statement of the
reason and need for a new position(s), a justification of the reason for the specific
classifications requested and an affirmative statement signed by the agency/department
head that no additional County appropriations would be required to sustain the requested
position(s) in the current and following fiscal year. Agency/departments requesting a
change in the number of positions during the fiscal year, without a change in funding, may
request the change using the format prescribed by the Human Resources Director.
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Other changes in the number of positions, those requiring additional funding, may be
requested by agency/department heads via Form 11 submitted to the Board of
Supervisors. Such requests shall contain the job code, job title, and agency/department
number of the requested position.

PART TIME AND JOB SHARING

1.

Part-Time Positions. When any full time regular position has been established or allowed
in any agency/department by or pursuant to this ordinance, and in the opinion of the
agency/department head only a part time employee is needed to perform the work, the
position may be filled by a part time employee. A regular part time employee shall be
scheduled to work in each pay period a minimum of one half (1/2) the number of hours
prescribed for full time normal permanent County employment.

Job Sharing. Notwithstanding any provisions of this ordinance to the contrary, the Human
Resources Director may authorize that two part time employees job share one regular
position, provided that each employee is scheduled to work in each pay period one half
(1/2) the number of hours prescribed for full time normal permanent County employment.

COMPANION POSITIONS

1.

Advance Replacement of Terminating Employee. An agency/department head, with prior
approval of the Human Resources Director, may fill a regular position with a replacement
up to thirty (30) calendar days in advance of a terminating employee. Under exceptional
circumstances, the position to be vacated may be filled with a replacement for up to an
additional sixty (60) calendar days with the prior approval of the Human Resources Director
. On approval, there shall be automatically established in the agency/department, an
additional position of the same class which shall be automatically abolished on the
effective date of said termination.

Companion Position During Unpaid Leave. When an employee is authorized a leave of
absence without pay for a period in excess of twenty (20) working days, his/her position
shall not be filled during such absence. On the agency/department head's request, a
temporary companion position of the same class shall be allowed to the
agency/department, only for the duration of the approved leave. If a regular employee is
placed in such temporary position, he/she shall be entitled to the same benefits as if the
position were a regular position. The agency/department head shall promptly inform the
Human Resources Director of the adding of the companion position, and of its deletion
upon the return to work or separation of the absent employee. The format provided by the
Human Resources Director shall be used for this purpose.

Companion Position During Paid Leave. When an employee is absent on authorized paid

leave as above, a companion position may be allowed with the prior approval of the Human
Resources Director.

Section 5. EMPLOYMENT PROCEDURES

The Human Resources administration under this ordinance is designated a local merit system
except as otherwise provided herein. Appointments and promotions shall be made on the basis of
merit and ability. Each officer shall appoint all necessary employees allowed for his or her
agency/department by this ordinance only from among persons certified to him/her by the Human
Resources Director as eligible for the respective positions. The Human Resources Director shall
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determine the methods of evaluating the qualifications of applicants. The methods shall be
practical in nature and may involve any combination of written test; oral test; performance test
rating of education, training and experience; and shall take into consideration a system of
veterans’ preference as may be adopted by the Board of Supervisors by resolution. The veterans’
preference program shall be administered by the Human Resources Director. County Officers and
classifications identified in Appendix Il of this Ordinance are exempt from the merit system, rather
the appropriate County Officer(s) may appoint qualified candidates to these classifications.

Employees may participate in County employment selection processes on County time, so long as
it does not interfere with the discharge of their duties or agency/department operations.

Request for referral of applicants and appointments shall be made in writing on forms prescribed
and furnished by the Human Resources Director. Appointment forms duly executed shall be filed
with the Human Resources Director.

In the event of transfer, promotion, demotion, or reclassification of a regular or seasonal employee

an appointment shall be filed as for a new employee but no termination of the preceding
employment shall be necessary.

When an employee is separated from County employment written termination of employment
signed by the employing officer shall be promptly filed with the Human Resources Director, who
shall notify or file copies thereof with other appropriate offices. Forms for this purpose shall be
provided by the Human Resources Director and shall be completely filled out, giving the date of
termination and the reason therefore. A termination of employment shall automatically terminate a
separate appointment as a deputy.

The Human Resources Director shall arrange for a background check and physical examination;
cause the oath of office or affirmation to be administered as required by the Constitution of

California; and cause other necessary records to be completed, executed, and filed with the
appropriate offices.

The Board of Supervisors shall adopt Medical Standards which shall be applied in determining
the physical qualifications for employment. Every person initially employed or re-employed in a
regular, seasonal, or temporary position within a designated Group | or Il Medical Class under
such standards, shall undergo a physical examination at the County’s expense prior to the
commencement of employment. The Human Resources Director may, when indicated, require that
candidates within a designated Group Il Medical Class undergo medical history, physical
evaluation, and/or a physical examination at the County’s expense prior to the commencement of
employment. On the basis of the record and report, the Human Resources Director shall
determine whether the applicant is physically qualified for the employment, which determination
may be conditional, and the agency/department head shall be notified.

The Human Resources Director shall arrange for the candidate for employment to report to such
physician as the Human Resources Director may designate, with a written request for physical
examination. The physician shall make the examination and promptly submit to the Human
Resources Director a detailed written report thereof, together with his or her determination as to
whether or not the employee is physically qualified for the position in accordance with the
standards adopted by the Board of Supervisors. To the extent permitted by state and/or federal
law the record of such examination may be examined and a copy made by the hiring officer, the
County Health Officer, the District Attorney, the County Counsel, the employee or his or her
representative authorized in writing, and the authorized representative of any insurance carrier of
the County, in any matter in which the County's interest is involved. The record shall be retained
by the Human Resources Director, who may require a complete or partial re-examination as may
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be necessary from time to time or upon a change of work assignment of the employee.

Employees to be employed in security or sensitive positions as designated by the Human
Resources Director and all prospective employees shall undergo a background check prior to
employment. The Human Resources Director shall make the necessary arrangements for
conducting the background check. When the results are received, the Human Resources Director
shall inform the hiring officer of the contents thereof.

The requirements of this ordinance for a background check or physical examination or both may
be waived by the Human Resources Director for any employee in a regular position, the
compensation for which is fixed on an hourly or piecework basis, if the employment is intermittent
or occasional in character and not on a full time basis.

Any employee, upon the request of the Human Resources Director or a delegate, shall undergo a
further physical examination at any time, upon the same conditions as his or her initial
examination. Such subsequent examinations shall not be given routinely but only for reasons

which in the opinion of the Human Resources Director shall justify the expense thereof to the
County.

Any County officer may deputize an employee by separate written appointment as deputy filed with
the Human Resources Director, and any County officer may likewise appoint as many unpaid
deputies as are necessary or convenient for the performance of his or her duties; provided any
employee holding a regular position the title of which describes the position as deputy or assistant
to a County officer shall be a deputy without a separate appointment as such. The constitutional
oaths and appointments as deputies filed with the Human Resources Director shall be deemed
filed with the County Clerk, who shall at all times have access thereto. This provision shall not
apply as to oaths of office for County officers required by law to be filed with the County Clerk.

Records of employees kept by the Human Resources Director are confidential and shall not be
open to public inspection, except as may be required by state or federal law. They may be
examined by County officials having an interest therein as a matter of official duty, and information
therefrom may be released by the Human Resources Director at his or her discretion in
accordance with usual and customary procedures.

Section 6. SALARY PROCEDURES

BASIS OF COMPENSATION

1. Full Compensation. The compensation of each officer and employee as fixed in this
ordinance and otherwise by Board of Supervisors' approval, shall be full compensation for
the services required of him or her by law or by virtue of his or her office or employment.
Except as otherwise specifically provided by law or ordinance, all fees, commissions, and
mileage allowed to or received by any officer, his/her deputy, assistant, or employee from a
third party by virtue of his/her office or position or the performance of any function thereof,
shall be the property of the County and shall be deposited in the County Treasury not later
than the fifth (5") day of the month following its receipt.

2. Non-acceptance of Gratuities. Whether on duty or off duty, no employee or officer shall
accept any gift or favorable treatment which could reasonably be perceived as potentially
influencing any decision or action of the officer or employee in his or her official capacity, or
any decision or action of the County agency/department which he or she represents.

3. Devoting Time to County Business. Every officer and employee holding a full time position
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shall devote his or her full time to County business and shall not engage in private activities
for profit during his or her working hours. This provision shall not apply to hospital based
physicians and surgeons, who shall be permitted to attend to private patients at the

Riverside University Health System — Medical Center in accordance with terms fixed by
the Board of Supervisors.

4, Absence Without Pay. Unauthorized absence from duty shall be without pay and
accounted for as absence without pay (‘AWOP”). An employee who plans to take time off
may be allowed approved AWOP when an appropriate leave balance is not available, but
when an appropriate leave balance is available, may not be allowed approved AWOP,

except in the case of military leave or a furlough program approved by the Board of
Supervisors.

5. Pay and Records Adjustments. The Human Resources Director may cause benefits and
records of service to be corrected and approve payment of claims in the resolution of

grievances and disciplinary matters concerning amounts owed to employees for work
performed.

ATTENDANCE RECORDS AND REPORTS

Each officer shall keep an accurate and current record of the attendance, absences, and status of
employees, including sick leave and vacation accrued and allowed, and related matters. Each
officer shall report on forms provided by the Auditor-Controller following the completion of each pay
period as to the attendance of each employee in his or her agency/department, listing all absences
and such other information as may be required. Such other reports concerning employees shall be
made as the Auditor-Controller and Human Resources Director may require. From such reports,
the Auditor-Controller and Human Resources Director shall maintain a record for each employee,
including vacation and sick leave, accrued and allowed, payroll status, anniversary dates, and

similar data. From such reports and records the compensation due each officer and employee
shall be determined.

PAYMENT

1. The County Auditor-Controller shall distribute the salary warrants no later than the second
Wednesday following the end of a pay period. Terminated employees shall be paid on the
regular payday for the pay period during which they were terminated.’

2. An officer shall not be paid until he/she has submitted the attendance reports required by
or pursuant to this ordinance and such other reports or documents as are required by law.

3. No officer or employee whose employment is terminated shall be entitled to receive the
compensation then due him/her unless and until he/she has paid over or delivered to the
appropriate officer of the County all County funds and property in his or her possession or
control and any other funds or property held by him/her in his or her official capacity and

has properly accounted therefore, or has been lawfully relieved of the obligation to do said
acts.

Section 7. VOLUNTARY FURLOUGH

Subject to any applicable Board of Supervisors’ Policy, a voluntary furlough may be granted to
employees who desire to assist their agency/department in coping with budgetary constraints.

" The County is exempt from Section 201 of the CA Labor Code which requires immediate payment on termination (see § 220).
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An agency/department head whose current or projected funding level for any budget organization
within the agency/department, which in the opinion of the Executive Office, will not sustain the
current agency/department staffing level, may advise employees of the entire agency/department
that they are eligible for voluntary furloughs. A simple announcement and/or posting or printing of
the furlough provisions shall be the limit of such publication by the agency/department, without any
promotional campaign or pressure on employees to participate. In agencies/departments which
are not identified by the Executive Office as constrained in budget to an extent to warrant voluntary

furloughs, the employees of such agency/department are not eligible to be granted a voluntary
furlough.

A voluntary furlough may be granted to regular employees under the conditions specified in this
subsection. Hours taken as voluntary furlough shall be counted separately from any leave of
absence which may be granted, so a furlough does not reduce the number of hours which an
agency/department may grant as a leave of absence, nor does it reduce the number of hours
which may be granted as an official leave of absence. An employee may be granted a furlough of

eight (8) hours up to two hundred forty (240) hours in any one fiscal year period, July through June,
in increments of full shifts.

Furlough hours shall not be paid hours, but the fact that there is a reduction from full time in the
number of hours of paid status in any pay period in which a furlough is taken shall not constitute a
part time status for the purpose of the calculation and entittement of any benefit. A full time
employee on furlough shall continue to receive the full employee benefits over which the County
has control. A furlough shall not be taken during temporary military duty, other than weekend drills.

A furlough may be requested by the employee on a form or in a format prescribed by the Human
Resources Director. The request shall be submitted to the agency/department head through
appropriate channels, and shall require the agency/department head’s approval. The
agency/department head may deny the furlough request when in their judgment the employee
cannot be spared from duty, for operational reasons. Furlough records shall be kept by the

agency/department, and a copy shall be sent to the Human Resources Department — Employee
Benefits and Records.

Section 8. SALARY PLAN AND ADMINISTRATION

SALARY SCHEDULE EXPLANATION

1. The base rate of pay for job classes, unless otherwise specified in this ordinance, shall
consist of a minimum and maximum hourly, monthly, and annual pay rate or a flat rate. Pay
rates may be expressed as biweekly rates in the case of salaried employees.

2. For the compensation for job classes having salary grades, the Class and Salary Listing
contains the hourly, monthly and annual rates of compensation. Each salary plan and
grade in the salary schedule includes the number of steps, which are shown to the right of
the grade number.

NEW EMPLOYEES

Refer to the applicable Memorandum of Understanding or Resolution of the Board of Supervisors
for the rules governing the placement of new employees on the salary grade, including any
advanced step, and/or any “difficulty to recruit” salary adjustments. Refer to Section 10 herein for
the rules applicable to temporary employees.
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CHANGE IN SALARY ALLOCATION

The salary of an incumbent of a position in a class which shall be reallocated to a different salary
plan and grade shall be at the same percentage or number of steps from the minimum pay rate on
the new grade as on the previous grade. The anniversary date shall not change. All changes in
salary allocation shall coincide with the first working day of a pay period.

SPECIAL SALARY ADJUSTMENTS

1.

The Human Resources Director may expressly set a different salary and anniversary date
for the incumbent of any position, than that called for under other provisions of this
ordinance, MOU, or Board resolution. Unless otherwise specified, such action shall
automatically fix a new anniversary date on the first day of a pay period which is one (1)
year in a paid status after the resulting change of salary.

When a higher pay rate has been established to temporarily compensate an employee for
additional responsibilities beyond those normally performed in the position, the Human
Resources Director may, at the agency/department head's request, adjust such pay rate to
compensate for step increases and cost of living adjustments which the employee would
have earned at the normal pay rate, maintaining the differential intended by the original
special adjustment. When the additional responsibilities are concluded, the Human

- Resources Director may return the employee's pay to the normal rate, as though the

temporary increase had not occurred.

The County Executive Officer may order changes to the base rate of pay of employees
paid on the EXE Salary Plan to meet budgetary restraints faced by the County. Any
adjustments shall be accomplished through an across-the-board percentage adjustment, to
each employee’s base rate of pay.

RE-EMPLOYMENT

1.

Re-employment after military service shall conform to the requirements of the Military and
Veterans Code and the Uniformed Services Employment and Reemployment Rights Act,
but in other respects shall be in accordance with this ordinance.

Re-employment of Retired Persons. An employee who is retired under the California Public
Employees Retirement Law and who is receiving retirement benefits shall not be employed
or re-employed in any position for compensation without the prior written approval of the
Human Resources Director. The Human Resources Director may allow the employment or
re-employment following disability retirement, or following service retirement for up to 120
working days or 960 hours in any calendar year, without loss of retirement benefits, as
specified in the California Public Employees Retirement Law. The law generally permits
employment following disability retirement or only during an emergency to prevent
stoppage of public business, or because the restored employee has skills needed in
performing specialized work of limited duration.

Consistent with the requirements of the California Public Employees Retirement Law for
discontinuance of retirement benefits, the retiree may be employed or re-employed.

When a retiree under the California Public Employees Retirement Law is employed or re-

employed, his/her retirement status must be specified in the documentation of appointment
to a permanent or temporary position.
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Section 9. TRAVEL AND EXPENSE

Every officer and employee is hereby allowed his or her actual and necessary traveling expense incurred
in the discharge of his or her official duties, upon proper claim therefore itemized and presented as
required by law. Rates for meals and other usual items may be established by the Board of Supetrvisors in

aid of this provision, and rules and regulations in connection with travel and expense may be adopted by
them.

a) Mileage Reimbursement. Employees who are required to use their personal vehicles for County
business shall be reimbursed at the Internal Revenue Service (IRS) standard mileage rate.
Adjustments to the County rate, if any, shall be made pursuant to the IRS rate effective at the time
mileage is incurred.

1. Subject to different requirement by the Board of Supervisors, claims for reimbursement of
expenses shall be accompanied by a receipt or other voucher.

2. Reimbursement for the use of a privately owned vehicie shall be permitted only when a
County owned vehicle is not available or upon order of the Board of Supervisors, and
subject to rules and regulations established by the Board of Supervisors.

b) County vehicles shall be used only for the purpose of County business and not for personal
business or pleasure of any person whatsoever. No employee shall take a County vehicle outside
the County or keep any vehicle at his or her residence without authorization by the
agency/department head or his/her designee and subject to the Overnight Retention of County
Vehicles Policy (Policy D-10). The Director of Fleet Services shall have the primary authority for the
administrative interpretation of the Travel and Transportation Policies (D Policies). Each officer or
employee having the custody of a County vehicle shall exercise due caution and prudence in the
operation of such vehicle, and shall minimize the risk of damage to such vehicle using available
off-street parking whenever reasonably possible, particularly during the night. Such officer or
employee shall be liable to the County for damages and other expense resulting from and caused
by his or her willful misconduct in the use or operation of such vehicle.

c) When provided in the statute, ordinance, or resolution establishing a standing board, commission,
or committee, or by specific resolution of the Board of Supervisors, the members of such a
standing board, commission, or committee shall be reimbursed for their necessary actual
expenses in attending the meetings thereof within the County, and for such other necessary actual
travel expenses as may be authorized by the Board of Supervisors. Such expenses may include
mileage for use of a private vehicle at rates fixed by resolution of the Board of Supetrvisors. All
such travel and expenses shall be subject to the provisions of this ordinance and to rules and
regulations applicable to County officers and employees.

d) Each member of the Board of Supervisors shall receive his or her actual traveling expenses from
his or her residence to the place of meeting of the Board at the County seat when attending such
meetings and his or her necessary actual expenses in traveling from his or her residence or other
point of origin to attend upon and while engaged in County business and returning therefrom,
including mileage for use of a private vehicle at rates fixed by resolution of said Board.

e) The Human Resources Director may authorize the reimbursement of the actual transportation cost
of an applicant, for any position, who at the request of the Human Resources Director shall travel
to the place of interview in connection with consideration of his or her appointment to such
position, unless such applicant withdraws his or her application after such interview or refuses the
position after it is offered to him or her. This authorization shall not apply to more than three
applicants for any one position at the same time.
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Section 10. TEMPORARY EMPLOYMENT PROVISIONS

These Temporary Employment Provisions do not apply to any employees in the County’s Temporary
Assignment Program (“TAP”). :

Only subsection (e) of Section 10 applies to unrepresented Per Diem employees.

a) APPLICABILITY?
These Temporary Employment Provisions apply to:

Unrepresented job classes that are temporary or limited-term in nature (e.g. Professional Student
Intern and Resident Physician and Surgeon); and unrepresented seasonal, temporary, or
unrepresented Per Diem employees.

b) GENERAL PROVISIONS (Not Applicable to unrepresented Per Diem Employees)

1. Except as otherwise provided by this ordinance, a new employee shall be appointed at the
first step of the appropriate salary plan and grade.

2. Upon prior authorization from the Human Resources Director, the initial salary placement

for newly hired employees may be on any step of the appropriate salary plan and grade for
his/her classification.

3. Difficult to Recruit (DTR)

1. Classifications or Positions Designated as DTR on or after January 5, 2016.
Notwithstanding the provisions of this ordinance, employees shall be compensated
at a rate up to eleven percent (11%) of their earnings to a maximum of eighty (80)
hours actually worked in a pay period for those positions identified in specific
classifications in a specific agency/department designated by the Human
Resources Director as “difficult to recruit” (DTR).

Eligibility for the DTR differential shall be determined by the Human Resources
Director based on a specific position, classification, geographical location, and/or
agency/department basis that a recruitment or retention issue exists and the DTR
designation would assist the County in recruiting and retaining employees in the
specific position, classification, geographical location, and/or agency/department.

Eligibility for the DTR differential shall not be automatic nor shall such a
determination have any bearing on the same or similar classifications (or similarly
situated classifications). Upon such determination and approval, any differential
granted pursuant to these provisions shall be implemented as follows:

a. Upon prior authorization of the Human Resources Director, the initial salary
placement for newly hired employees may be at any step on the salary plan
and grade for his/her classification and shall be compensated a DTR
differential.

2 , .
Refer to Memoranda of Understanding for personnel rules for employees represented by a Registered Employee Organization, to Board of Supervisor
Resolutions for personnel rules for other unrepresented employees, and to the TAP Employee Handbook for personnel rules for TAP employees.
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b. The DTR differential shall only apply to actual hours worked, up to eighty
(80) hours in a pay period.

C. The assignment of the DTR differential shall trigger a review by the Human
Resources Department of the position and classification. The review shall
consist of review of market benchmarks, turnover rates, exit surveys and
other factors that may have created the recruitment/retention issue. In the
event the Human Resources Director determines the circumstances that
created the recruiting or retention problem(s) for any and/or all position(s) in
the specific classification in the specific agency/department no longer exist,
he/she shall declare the provisions described above inoperative for such
specific position(s)/classification(s). At that time, the DTR differential shall
cease. In the event the Human Resources Director determines the
recruitment/retention issue is related to a market parity issue, the Human
Resources Director may recommend to the Board of Supervisors an
adjustment to the salary range of the classification for parity purposes or
propose another solution to resolve the recruitment/retention problem
deemed acceptable within the provisions of this Ordinance. Should a salary
adjustment occur due to a market parity issue, the DTR differential shall no
longer apply.

d. A review of all position(s)/classification(s) designated as DTR shall be
conducted annually.

Classifications or Positions Designated DTR prior to January 5, 2016.
Notwithstanding the provisions of this resolution there shall be up to an additional
four steps (approximately 11%) which shall be reserved for those classifications
designated as “difficult to recruit”.

Advancements to any of these steps shall not be automatic. They shall, instead,
be granted based upon a determination by the Human Resources Director that a
serious recruiting or retention problem exists for a classification(s), or that the
increases granted to subordinate “difficult to recruit” classifications has created
serious compaction problems, and Such designation may be made by geographical
area or restricted within a classification to specific positions in specific
departments. Upon such determination and approval, any increase granted
pursuant to these provisions shall be implemented as follows:

a. Upon prior authorization of the Human Resources Director, the initial salary
placement for newly hired employees may be at any step on the salary plan
and grade for his/her classification up to and including a step on the salary
grades established pursuant to this subsection.

b. In the event the salary granted to a newly hired employee pursuant to this
subsection exceeds that of any permanent, regular full-time or regular part-
time employee who has successfully completed one year or more of service
at the top of the salary plan and grade for that classification(s), such
employee(s) may, upon recommendation of the agency/department head,
be placed on the same salary step as that granted to the new employee.

C. In the event the Human Resources Director determines the circumstances
that created the recruiting or retention problems for any or all classifications
in the specific classification in the specific agency/department no longer
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exist, he/she shall advise the County Executive Officer of his/her findings. If
the County Executive Officer concurs, he/she shall declare the provisions
described above inoperative for such specific classification(s). At that time,
the “difficult to recruit” (DTR) salary plan will return to a standard salary
plan, as directed by the Human Resources Director. Any employee
compensated at a rate above that to which he/she would otherwise have
been entitled upon removal of DTR from the top of the salary grade shall be
frozen and shall not be increased until the regular salary for the specific
classification exceeds the rate established pursuant to the provisions
described above. In the event the Human Resources Director deems it
necessary to remove the DTR from the bottom of the assigned DTR salary
grade, the salary step of the affected employees shall be adjusted
downward according to the number of DTR step(s) removed in order to
preserve their current rate of pay.

Promotion. On promotion, the salary shall be at a rate on the new salary plan and grade
which is approximately two (2) steps higher or immediately greater than two (2) steps
higher, than that paid on the salary grade for the former position where the new grade is
able to accommodate the increase. The effective date of all promotions shall coincide with
the first working day of a pay period.

Transfer. On transfer, the salary shall be the same as that paid previously. The
anniversary date shall not change.

Demotion. On demotion, the salary shall be the same percentage or number of steps from
the minimum pay rate on the new grade as on the previous grade, where the new grade is
able to accommodate the percentage or number of steps. The anniversary date shall not
change. The effective date of all demotions shall coincide with the first working day of a
pay period.

Reclassification. The salary of an incumbent of a position reclassified to a class on the
same salary plan and grade shall not change. The anniversary date shall not change.

The salary of an incumbent of a position reclassified to a class on a higher salary plan and
grade shall be at the rate which is approximately two steps higher, or immediately greater
than two (2) steps higher, than that paid on the grade of the former position, where the new
grade is able to accommodate the increase.

The salary of an incumbent of a position reclassified to a class on a lower salary plan and
grade shall be placed at the same rate of pay, or on a step of the new grade which is
closest to but not higher than the employee's current rate of pay; where the employee's
current rate exceeds the maximum of the new grade, it shall be reduced to the maximum.
The anniversary date shall not change.

The effective date of a reclassification shall coincide with the first working day of a pay
period.

Authority to Specify Salary. An agency/department head may specify a higher step within
the salary plan and grade for an employee who is newly hired or re-employed than the step
that would be called for under other provisions in this ordinance.

Working Hours and Overtime
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FLSA Exempt Employees. Any employee whose position is determined to be
exempt from the FLSA shall not be entitled to compensation for overtime of any
type unless specifically provided herein.

Definitions: For purposes of determining eligibility for overtime only:

(1 A “FLSA work week” shall consist of 168 consecutive hours (i.e. seven (7)
days).

(2) Overtime is defined as time actually worked by an employee in excess of
forty (40) hours in an FLSA workweek. Management reserves the right
under the FLSA to designate the FLSA workweek for each employee.

Authorization for Overtime Work. Performance of overtime work may be authorized
by the agency/department head or his or her designated subordinate.

Reporting and Calculation. Actual hours of overtime work shall be reported on each
attendance report. The Auditor-Controller shall maintain the record of overtime
credit at one and one-half times such actual hours. Actual hours of compensatory
time off shall be reported on each attendance report. If payment is to be made, the
number of hours of overtime credit to be paid for shall be specified.

Compensation for Overtime Work. Employees who are not considered “exempt”
under the provisions of the FLSA shall be paid at a rate of one and one-half times
their FLSA regular hourly rate of pay for all time actually worked in excess of forty
(40) hours during the designated FLSA workweek. Upon termination, accumulated
overtime credit shall be paid for.

Compensatory Time Off. An employee eligible for paid overtime under the
provisions of this section may request, subject to management approval, the
accumulation of up to one hundred twenty (120) hours of compensatory time off, in
lieu of paid overtime. Such overtime is accumulated at the rate of one and one-half
(1-1/2) hours of compensatory time off for each hour actually worked in excess of
forty (40) hours during the designated FLSA work week.

Accumuiated overtime credit may be taken in compensatory time off, at a time or
times agreeable to the agency/department head. This method of reducing
accumulated overtime credit is encouraged. With approval of the County Executive
Officer, banked overtime credit may be paid for.

If any employee is permitted to accumulate overtime credit in excess of one
hundred twenty (120) hours, the agency/department head, within two weeks after
such excess has been paid for, shall file a written report with the County Executive
Officer and a copy with the Auditor-Controller, setting forth the number of hours
paid for as to each employee and explaining the reasons for permitting such
accumulation.

Payoff for Unused Compensatory Time Off Upon Separation from County Service.
Upon separation from County service, an employee shall be compensated at
his/her hourly rate in effect at that time for each hour, or portion thereof, of
accumulated compensatory time off (CTO).
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i. Fringe Benefits not Affected by Overtime. Overtime work shall not be a basis for
increasing vacation or sick leave benefits, nor shall it be a basis of advancing
completion of required period for probation or salary step advance. Where overtime
results from necessary irregular work schedules, it may be included in computing
the minimum time for salary step advance which would otherwise be delayed
beyond the normal period.

Standby. When placed by the agency/department head specifically on standby duty, an
employee otherwise off duty shall be paid one (1) hour's pay for eight (8) hours of such
duty, to the nearest tenth of an hour.

Standby compensation shall cease when the employee reports to work.
Minimum Qvertime on Call-Back. A non-exempt employee called back to a worksite to

meet an emergency on an overtime basis, whether or not in a standby duty status, shall
receive minimum credit for one (1) hours' work.

If an employee should complete the work required, and subsequently be recalled during
the minimum credit period, no additional compensation shall be paid for until the minimum
credit time has been exhausted. Call-back pay does not include time commuting to and
from work.

Remote Call-Back:  If an employee may perform call-back work remotely, without the
employee having to physically report to a worksite, then the employee will be paid in one-
tenth hour increments for all time worked while remotely responding to the call. For
example, if the employee remotely completes the performance of work in twenty five (25)
minutes, the employee will be paid thirty (30) minutes for the remote call-back.

Jury Duty and Court Appearances. A temporary employee shall be entitled to retain jury
fees, since the individual shall not be paid for time not actually worked.

Any employee who shall be called as a witness arising out of and in the course of County
employment, shall not suffer any loss in their base hourly rate of pay, but any witness fees
received shall be paid into the County Treasury, together with any mileage allowed if the
employee uses County transportation.

Any employee absent due to private legal matters shall not be entitled to be paid during
such absence.

Sick Leave

a. Accrual. Every employee shall accrue sick leave on an hourly basis computed at
the rate of .05 hours accrued per hour in a paid status to a maximum of four (4)
hours per pay period.

b. A seasonal employee shall be allowed to take sick leave only when the employee is
in an active payroll status.

C. Sick leave shall accrue at all times when the employee is in a paid status.

d. Accrued sick leave of any person whose employment is permanently terminated
shall automatically be canceled. However, any employee whose employment is
terminated while he/she is on sick leave shall continue to be compensated for the
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duration of his/her iliness to the extent of his or her accrued sick leave, but after
such termination shall derive no other benefits under this ordinance which result
from being in a paid status. Unless the employee shall have retired, payment for
sick leave continuing after termination shall be conditioned upon prior receipt of a
physician's certificate or other adequate written proof of iliness, and in the event of
any doubt as to future duration of the iliness may be paid on biweekly increments
as used. If an employee receives a layoff notice pursuant to this ordinance,
payment for sick leave shall continue conditioned upon receipt of a physician's
certificate or other adequate written proof of illness given to the County prior to
payment, and payment shall not continue beyond the exhaustion of accrued sick
leave.

Sick leave may be used for absence reasonably required by complications of
pregnancy, continuing through delivery and reasonable period of recovery
therefrom, to be determined in accordance with a written report or reports of the
employee's personal physician, specifying the expected date of delivery and the
date that the employee should cease work. In the event the agency/department
head believes there are unusual circumstances, or that the full performance of the
employee's work without undue hazard is such as to require a longer period of
absence, and on the agency/department head's written request to the Human
Resources Director, the determination of the period shall be subject to review and
change by a physician employed or provided by the County, including a medical
examination of the employee if required by such physician. In no event shall an
employee return to work after pregnancy prior to a date to be fixed by her physician
in a signed statement that she is physically able to perform the duties of her
position.

Proof of lliness. When in the judgment of the agency/department head good
reason exists for believing an employee may be abusing sick leave the employee
shall be placed on notice in writing. The employee shall also be placed on a
medical certification program and be allowed paid sick leave by producing a
certificate of a physician, dentist, or other legally authorized person to provide
health care services on the same level as a physician; or other proof satisfactory to
the agency/department head. Such certificate shall include a written statement
signed by a physician, dentist, or other legally authorized person to provide health
care services on the same level as a physician, stating the day(s) of the

illness/injury and that the iliness/injury prevents the employee from being able to
work.

Employees on a medical certification program shall have their sick leave usage
reviewed at least annually. If the review shows substantial improvement, they shall
be removed from the category of having to provide the certificate for each absence.

Every employee shall be able to use accrued vacation, compensatory time, or
holiday time when sick leave has been exhausted due to illness or injury unless
they are on a medical certification program in accordance with the above.

An employee off work or contemplating to be off work due to illness or injury for an
extended period of two (2) weeks or more shall provide a comprehensive health
statement as to length of absence from the employee's health care provider stating
any duties an employee cannot perform and any restrictions or light duty
requirements.
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i Reporting Requirements. In the absence of a more stringent agency/department
policy, an employee reporting off work for such leave usage shall call the
employee's supervisor or designee within one (1) hour before or after the
employee's scheduled shift starting time.

j- Reason for Usage. Use of accrued sick leave shall be allowed for the purpose of
preventative medical, dental care, and care of the family. For this purpose, family is
defined to mean a spouse or Registered Domestic Partner, child, parent (including
biological, adoptive, or foster parent, stepparent, or legal guardian of an employee
or the employee’s spouse or registered domestic partner, or a person who stood in
loco parentis when the employee was a minor), brother, or sister of the employee,
grandparent, grandchild and the equivalent relationships through a lawfully
registered domestic partnership.

k. Payout for Sick Leave. Upon retirement, disability retirement, or death of an
employee, and subject to the provisions of any applicable agreement between the
employing agency and the California Public Employee's’ Retirement Law, unused
accumulated sick leave shall be paid for at the rate of ten (10) percent of the
current salary value thereof for each such person who has had five full years of
service in a payroll status, plus two (2) percent for each additional year to a
maximum of 50 percent, and, in no event, shali the total payment exceed a sum
equal to 960 hours of full pay. Terminal sick leave pay for employees with five (5) or
more years of service shall be paid into a Health Savings Account on behalf of the
employee.

Sick leave compensation resulting from death shall be made to the persons entitled
to it otherwise, in accordance with the Probate Code. Eligibility for a payout under
this section is made at the time of separation from County employmentand notata
later date.

Bereavement Leave. Employees who are entitled to accrue sick leave (under this Article)
may be allowed up to five (5) days of leave, three (3) of which will be paid, and the
additional two (2) days shall be deducted from the employee’s sick leave accruals. Eligible
employees must be in an active payroll status and be compelled to be absent from duty by
reason of the death, or critical illness where death appears imminent, of the employee's
father, father-in-law, mother, mother-in-law, brother, sister, spouse, child, grandparent,
grandchild, step-relationships of the same categories or equivalent relationships through a
lawfully registered domestic partnership. The County has the right to require proper
documentation in support of the requested leave.

Fitness for Duty. An agency/department head, when in his/her judgment good cause
exists, may order an employee off work until such time as the empioyee is able to present
the agency/department head a physician's certificate stating the employee is able to return
to work without impairing the health of the public, the employee's health, or the health of
the other employees in the agency/department.

When the agency/department head orders an employee off work, the employee shall, at
County expense, be referred to a County designated physician or other health care
provider to obtain the required certificate.

In the event an employee has no accrued sick leave balance, the employee will then be
absent from work without pay at the discretion of the agency/department head in
accordance with the provisions of this ordinance. Should the physician or health care

20




16.

17.

18.

Ordinance No. 440
January 2016 as amended
Inciuding Ord. 440.1762

provider determine that the employee is able to return to work during the shifts from which
he/she was ordered off work, the employee shall not be charged with such absence and
any leave banks used to cover the absence shall be restored.

On the Job Injury or lliness. An employee who suffers an injury or iliness which entitles him

or her to benefits under the Workers' Compensation Law, and for which he/she actually
receives or obtains medical treatment, shall be entitled to full compensation for the first
calendar day during which he/she is necessarily absent from duty as the result of such
injury or iliness, without deduction on account of accrued sick leave or other accrued salary
credits. If such absence continues thereafter, he/she shall be paid as salary the difference
between the temporary disability payments due him or her under the Workers'
Compensation Law and his or her regular compensation, to the extent of the value of his or
her accrued sick leave, including, for this purpose, the values, successively, of his/her
accrued compensatory time off for overtime and accrued vacation credit. During a period of
temporary disability and in the proportion that the employee is paid for the difference
between his/her temporary disability payments and his/her regular compensation, he/she
shall continue to accrue sick leave and vacation benefits at the regular rate.

The rightis reserved to make later adjustments as between salary and disability benefits to
conform to the Workers' Compensation Law, or to conform to later development of facts,
including the right to recover any overpayments directly or from future earnings.

Air Pollution Emergency. An employee unable to work on a regularly scheduled work day
due to an air pollution emergency shall be granted a leave of absence without pay for the
period of the emergency unless he/she chooses to use his or her accumulated overtime
credit, sick leave credit, vacation credit or holiday leave credit for the period of time he/she
was off work due to the emergency.

Leave of Absence

a. An agency/department leave of absence or an official leave of absence without
pay may be granted for the following reasons:

(1 lliness or disability when sick leave has been exhausted;
(2) Pregnancy;
) To take a course of study which will increase the employee's usefulness on
return to the County; and/or
(4) Personal reasons acceptable to the authority whose approval is required.

b. Agency/department leave of absence. Agency/department leave of absence up to
480 hours in any one calendar year period may be granted to any employee by the
agency/department head. Such leave shall be reported as leave of absence via the
agency/department's payroll. The agency/department head may require the leave
of absence to be for a specified period of time and appropriate conditions may be
imposed, such as providing sufficient medical documentation or other evidence
substantiating the leave as required by the agency/department head.

C. Official leave of absence. A regular employee may request an official leave of
absence exceeding 480 hours, but not exceeding one (1) year. Official leave of
absence may be granted upon written request by or on behalf of the employee,
specifying the period and the reason, upon the written recommendation of the
agency/department head and with the written approval of the Human Resources
Director. Application must be made on a form supplied by the Human Resources
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Department in advance of the effective date of the leave, unless circumstances
make such advance request impossible. If the Human Resources Director
disapproves the request, it shall be so endorsed and returned to the
agency/department head, who may present it to the Board of Supervisors. The
Board's action shall be final. Any official leave of absence granted shall be for a
specified period and appropriate conditions may be imposed such as the employee
providing sufficient medical documentation or other evidence documenting the
leave as required by the Human Resources Director or a designee.

Such leave may be extended upon further written request containing justification
therefore, such request for extension to be processed in the same manner as the |
original request. In the case of a request for an extension due to illness or disability, |

updated information of the same kind submitted for the original request will be
required.

Nothing herein shall prevent the earlier return to duty by the employee, except the
agency/department head may require two weeks advance notice of the employee's
intention to return.

The Human Resourées Director shall be promptly notified of the return of any
employee from an official leave of absence. The Board of Supervisors shall have
the right to cancel or revoke a leave of absence previously granted.

An employee on leave of absence for iliness or disability reasons will be required to
present a return to work statement from the attending physician releasing the
employee to full duty, prior to being allowed to return to work. Any release to less
than full duty will be allowed only as accommodation as required under the
Americans with Disabilities Act, the California Fair Employment and Housing Act, a

County designed temporary modified duty assignment, and/or the County return to
work program.

An employee contemplating family/medical leave for reasons that are foreseeable
must provide thirty (30) days advance notice. In cases where the approximate
timing of the need for leave is not foreseeable, the employee is required to give
notice of the need for family/medical leave as soon as practicable (generally within
one or two working days of learning of the need for leave).

19. Vacation. Persons employed in the classes of Resident Physician and Surgeon shall be
| entitled to one hundred twenty (120) hours (approximately fifteen (15) days) of vacation per
| year. The vacation may be taken at times agreeable to the agency/department head.
| Unused vacation shall be carried over to the following fiscal year. Upon separation from

County service, a Resident Physician and Surgeon shall be paid for any unused vacation.
All other employees shall not be entitled to paid vacation.

20. Paid Holidays. Only seasonal employees, Resident Physicians and Surgeons, and
employees in the Physician Assistant Fellowship classification, in a current paid status
shall be eligible for paid holidays. Other provisions notwithstanding, if duty is required any
time during the 24-hour holiday period, the resident or fellow will be entitled to
compensatory time off for all hours worked on the holiday. Duty is defined as any presence
at the hospital for professional reasons.?

This provision for holidays comes from the personal employment contract between Resident Physicians and Surgeons and the Physician
Assistant fellows and the hospital.
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A new employee whose first working day is the day after a paid holiday shall notbe
paid for the holiday.

An employee who is terminating his or her employment for reasons other than paid
County retirement, and whose last day as a paid employee is the day before a
holiday, shall not be paid for that holiday.

An employee who is on a leave of absence without pay for either the regularly
scheduled working day before the holiday, or the regularly scheduled working day
after the holiday shall not be paid for that holiday.

Seasonal employees who are regularly scheduled to work on a paid holiday shali
be paid at their regular rate for the time actually worked. In addition, such
employees shall have a choice of:

(1) compensatory time off not to exceed eight (8) hours for such holiday or;

(2) being paid for the holiday at the regular rate of pay not to exceed eight (8)
hours.

An employee with accumulated holiday credit may, and if requested by the
agency/department head shall, within seven (7) days, specify the dates of at least
three (3) working days during the next two (2) succeeding pay periods that the
employee desires to take as holiday compensatory time off. The
agency/department head may authorize compensatory holiday time off for all or any
portion of the dates specified, but shall authorize at least one (1) of the three (3);
provided however, that if in the agency/department head's judgment, such day or
days will create a demonstrable hardship to the agency/department; in that event,
the employee, within seven (7) days after notification by the agency/department
head, shall specify three (3) other working days, at least one (1) of which shall be
granted. Unless otherwise agreed to by the employee, the agency/department
head shall not authorize time off less than eight (8) hours. If an employee, after
being requested by the agency/department head, refuses or neglects to specify the
time he/she desires to take as compensatory holiday time off, as herein provided,

the agency/department head may schedule compensatory holiday time off for the
employee.

A part time employee shall only receive holiday pay for the holiday or portion
thereof which coincides with his or her regularly scheduled working hours.

A tull time employee whose regularly scheduled day off falls on a paid holiday shall
be entitled to equal compensatory time off for such holiday not to exceed eight (8)
hours pay.

Shift Differential

a.

Applicability of Shift Differentials. Only FLSA non-exempt employees shall be
eligible for shift differentials. Shift differentials do not apply to standby duty, release
time, or to leave time, such as vacation, sick leave, or holiday leave. The hourly
rate for each shift differential is payable in tenths of an hour. With
agency/department approval, day shift employees on an individual basis may waive
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shift differentials in order to work earlier or later than their schedule would
otherwise be, for their own convenience.

(1) Evening Shift (swing). Employees who perform work between the hours of
6:00 p.m. and 11:00 p.m., shall be paid an evening differential of $0.60 per
hour for the time actually worked between 6:00 p.m. and 11:00 p.m.

(2) Night Shift. Employees who perform work between the hours of 11:00 p.m.
and 7:00 a.m., shall be paid a night differential of $1.20 per hour for the
time actually worked between 11:00 p.m. and 7:00 a.m.

b. Classes Not Eligible for Shift Differentials. Employees in positions of Resident

Physician and Surgeon and Physician Assistant Fellowship shall not be paid shift
differential(s).

Bilingual Pay. All full time and part time employees who are assigned work on a regular
and continuing basis that requires a second language at least five times per week oronce
per day to effectively meet the service demands of the County’s customers, and who have
qualified for bilingual compensation under this sub-section shall receive additional
compensation as follows:

Level 1: Basic Oral Communication: $40 per pay period ($0.50 per hour)
Employees at this level perform bilingual translation.

Level 2: Task Completion: $60 per pay period ($0.75 per hour)
Employees at this level perform bilingual translation as well as written translation.

Level 3: Written translation, and medical and legal interpretation: $80 per pay period ($1.00
per hour)Employees at this level perform complex verbal and written translation.

Payment of bilingual pay will be pro-rated based on the hours actually worked to the
maximum amount indicated per pay period.

An employee must perform bilingual translation as a requirement of the job. An employee
not receiving bilingual compensation shall not be expected to perform bilingual services.

Testing Administration: The Bilingual Pay Program is administered by Human Resources.
Oral and written examinations will be administered by the Human Resources Assessment
Center as follows:

Level 1: Basic oral/reading test
Level 2: Written
Level 3: Complex Level Written

Designation of positions eligible to receive bilingual pay is the responsibility of the
supervisor with the approval of Human Resources. An agency/department head whose
department has a substantial need for regular and frequent oral or written bilingual skill of
one or more positions may make an application to the Human Resources Director on a
form supplied to him/her to authorize bilingual compensation for such position. All future

recruitments for a position designated as such should include the requirement of bilingual
skills.
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When the skill is no longer needed or the employee is not required to use it or ceases to
possess it, the agency/department head shall terminate the bilingual compensation by
written notice to the Human Resources Director. The Human Resources Director may also
terminate the bilingual compensation if he/she makes a like determination, and shall notify
the department head. In either case, the department head shall notify the employee.

The Human Resources Director may designate an employee in the Human Resources
Department or other County department to perform bilingual skills for other County
departments and districts where there is no one available in the requesting department.

Health Benefits. The monthly Flexible Benefit contribution for Resident Physicians and
Surgeons and employees in the Physician Assistant Fellowship classification shall be
$312.50. In addition, the County shall provide optical insurance, to be paid by the County,
for employees in these classifications.

Retirement Program. Retirement benefits and related matters for employees are governed
by the contracts between the Board of Supervisors and the Board of Administration of the

Public Employees Retirement System, by resolutions of the Board of Supervisors, and by
State retirement laws.

MAINTENANCE

a. Rates for maintenance, including living quarters, meals, or laundry service,
furnished by the County to any employee, shall be fixed by a resolution of the
Board of Supervisors from time to time. Payment therefore shall be made by a
deduction from compensation, or by performance of additional services, as may be
determined by the Board of Supervisors.

b. No charge for meals shall be made where the same are furnished for the
convenience of the County, such as for employees at County institutions who are
required by the nature of their duties to take their meals in connection with such
employment. No person shall receive maintenance at any institution unless on duty
at such institution.

c. Nothing herein shall prohibit the furnishing of meals on a cost basis where
necessary or convenient. It shall be the duty of each officer to make certain that the
provisions of this section are complied with as to all employees,
agency/departments and institutions under his/her control and to keep the Auditor-
Controller properly informed as to any payroll deductions required hereunder.

d. Resident Physicians and Surgeons at RUHS - MC shall be furnished without
charge medical and hospital care for acute illnesses and injuries contracted or
sustained by them during the period of their empioyment. Whether an illness or
injury qualifies under this provision shall be determined by the Assistant County
Executive Officer — Health Systems with the advice of the Chief Medical Officer.

Termination. Except as specifically set out herein, all employees shall serve at the
pleasure of the agency/department head and shall not be entitled to any review or hearing
procedure upon termination by the agency/department head.

SEASONAL EMPLOYEE PROVISIONS

1.

Initial Probationary Period
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Initial Probationary Status. Each seasonal employee shall be in an initial
probationary status from the effective date of his/her initial employment in a
seasonal or regular position in a paid status until the required initial probationary
period, and any extension, is completed without separation from County
employment.

Computation of the initial probationary period in a paid status does not include
overtime, standby, on-call or military leave of absence. A seasonal employee who
has not completed the initial probationary period, serves at the pleasure of the
agency/department head and may be released from employment without cause.
He/she is not entitled to the review procedure provided for in this ordinance.

Length of Initial Probation. The length of the initial probationary period for seasonal
employees is twelve (12) months of actual work. Months towards completion of
initial probation need not be continuous but for a seasonal employee accrued
months towards completion of initial probation shall be lost in the event that there is
a period of more than one (1) year when the employee is in an unpaid status.

Extension of Initial Probation. The initial probationary period of a seasonal
employee may be extended by the employing agency/department head with the
approval of the Human Resources Director. Extensions of an initial probationary
period are discouraged and must be approved by the Human Resources Director
or his or her designee before the end of the existing initial probationary period.

Approval is made on a case-by-case basis and only for rare and extenuating
circumstances.

The twelve (12) month initial probationary period may be extended once to fifteen
(15) months or twice to eighteen (18) months. If an employee changes
classification by promotion, transfer or demotion during initial probation, extensions
may also be made in the class to which he/she promoted, transferred or demoted.

Initial Probationary Period Affected by Change in Class. An employee who has not
completed the initial probationary period and who promotes, demotes or transfers
to another class, will serve a new twelve (12) month probationary period following
such promotion, demotion, or transfer. The twelve (12) months required pursuant to
the provisions of this section shall be in addition to any initial probationary period
hours served by the employee in the position from which he/she voluntarily
promoted, demoted, or transferred.

2. Discipline, Dismissal, and Review

a.

The provisions of this subsection do not apply to:
(1) At-Will seasonal employees;

(2) Seasonal employees who have not completed an initial probationary period
with the County of Riverside;

(3) Regular seasonal employees serving a promotional probationary period
when such disciplinary action does not affect any vested rights.
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The appointing authority may dismiss, demote, suspend, demote and suspend, or
impose any other disciplinary action on a probationary employee during the
probationary period. Unless such action affects the vested rights of a permanent
employee serving a promotional probationary period, no hearing shall be held on
any disciplinary action affecting a probationary employee.

Any of the following acts of an employee who has permanent status shall be good
cause for dismissal, demotion, reduction in compensation, suspension, or any
other action taken for disciplinary reasons:

(1)
)

(6)
(7)

(8)
)
(10)

(11)

Dishonesty;

Incompetence;

Inefficiency or negligence in performance of duties;
Neglect of duty;

Insubordination or willful violation of an employee regulation prescribed by
the Board of Supervisors or the head of the agency/department in which
the employee is employed;

Absence without leave;

Conviction of either a felony, or any offense, misdemeanor or felony,
involving moral turpitude, or any offense in connection with or affecting the
employee's duties other than minor traffic violations. Conviction means a
plea of guilty or nolo contendere or a determination of guilt in a court of
competent jurisdiction;

Discourteous treatment of the public or other employees;
Political activity in violation of federal or state law;
Physical or mental unfitness to perform assigned duties;

Making a material misrepresentation in connection with obtaining or
maintaining employment or position;

Conduct either during or outside of duty hours which adversely affects the
employee's job performance or operation of the agency/department in
which he/she is employed:;

Failure to maintain the license, registration, certificate, professional
qualifications, education, or eligibility required for the employee's
classification when the failure of the employee to maintain such
requirements adversely affects the employee's ability to perform his or her
job or the performance of the agency/department. The agency/department
shall prescribe procedures to insure that employees affected by the
requirements are informed of them;

Substance abuse in violation of the County of Riverside Alcohol and Drug
Abuse Policy;
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(15)  Violation of the County’s Anti-Violence in the Workplace Policy.

The disciplinary and appeal procedure for seasonal employees shall be the same
as in the disciplinary and appeal procedure contained in the most current
Resolution of the County of Riverside and Other Agencies Providing Salaries and
Related Matters for Exempt Management, Management, Confidential, and Other
Unrepresented Employees.

Step Advance

a.

Applicability of Step Increases. The compensation of each seasonal employee
who is paid on a step basis, and whose pay is below the highest step of the grade
allowed for the class shall be considered for increase upon his or her anniversary
date, except as otherwise provided.

Anniversary Dates. The first anniversary date as a result of an original
appointment shall be the first day of the pay period following the completion of 12
months of actual work in a paid status in the position, not including overtime.

Re-employment at a rate other than that of the first step of a grade shall be
considered an original appointment for purpose of fixing the anniversary date.

The first anniversary date as a result of promotion or reclassification, which
involved a salary increase, shall be the first day of the pay period following the
completion of six months of actual work in a paid status in the position, not
including overtime.

The second anniversary date shall be the first day of the pay period following the
completion of an additional 12 months of actual work in a paid status, not including
overtime, and subsequent anniversary dates shall occur at like intervals.

The provisions of this section shall be subject to other specific provisions of this
ordinance concerning change of anniversary dates.

Limit on Unpaid Status. Months in a paid status toward a step increase need not
be continuous, but for a seasonal employee, accrued months in step shall be lost in
the event that there is a period of more than one (1) year when the employee is in
an unpaid status.

Pay Increases by Salary Steps. Every anniversary salary increase, unless
otherwise dictated within a recognized employee organization’s Memorandum of
Understanding (MOU) shall be to the rate of the second next higher step, except
when there are less than two steps remaining, it shall be to the last step of the
salary grade. Such salary increases shall be given unless there is an affirmative
decision of the agency/department head to deny the increase.

Denial of Step Increase. The agency/department head may disallow a step
increase only after the performance evaluation is reviewed and approved by the
Human Resource Director or a designee. If the increase is not granted, the
agency/department head shall state the reasons on the form, which shall be given
to the employee for signature. The agency/department head shall reconsider the
step increase at least quarterly, and may allow it effective on the first day of any
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pay period after the date it could have been granted. The responsibility for
submitting a written allowance of increase, after its denial, shall be with the
agency/department head. The anniversary date shall be postponed until an
increase is allowed.

d) TEMPORARY EMPLOYEE PROVISIONS

1.

Compensation. Temporary employees shall be compensated at the first step of the salary
plan and grade for their job class, unless an advance step is authorized at the time of

appointment. Temporary employees do not receive step advances within the salary grade
based on hours of service.

Function of Temporary Employees

a. Temporary employees will normally be utilized to perform irregular, project, or
overflow work that cannot be performed by regular employees within the
agency/department without additional cost, including overtime costs.

b. Temporary employment shall not be used in lieu of the probationary period in a
regular or seasonal position or as a trial period of employment, but this provision
shall not render a temporary employee ineligible for appointment to a regular or
seasonal position.

c. Agreements entered into between the County and a federal or state funding
authority may contain provisions which will prevail over the rules of this section
affecting temporary County employees.

Length of Employment. No temporary employee shall be permitted to work in the same
capacity in which he/she performs substantially continuous service for more than one
thousand (1000) working hours (approximately six (6) months of full time service) during
any one fiscal year. In the event that a agency/department head has unusual
circumstances to warrant employment of a temporary employee for a longer period, the
agency/department head may request approval on the Board of Supervisors’ agenda, prior
to the employee working more than one thousand (1000) hours in the fiscal year. Any
request to extend the service shall set forth the justification, the hire date of the temporary
employee, and the number of hours requested in the extension. Any additional extension
shall require further Board of Supervisors' approval annually, prior to the employee working
one thousand (1000) hours in that fiscal year.

e) UNREPRESENTED PER DIEM EMPLOYEE PROVISIONS

1.

Notwithstanding any other provisions of this ordinance, except as otherwise provided
herein, only the provisions set forth in this section shall be applicable to persons employed
as unrepresented Per Diem employees.

Definitions

a. "Per Diem Employee" shall mean anyone who occupies a position within a
classification established in the Class and Salary Listing as a Per Diem class and
that is not represented by a collective bargaining unit. All Per Diem employees shall
serve at the pleasure of the agency/department head.

? This restriction applies only to County Temporary Employees and not to regular, seasonal, per diem, or TAP employees.
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"Base Rate of Pay" shall mean the hourly rate of compensation as set forth in the
Class and Salary Listing for a Per Diem classification.

“Holiday" shall be the 24-hour period which commences at 7:00 a.m. of any day on
which County offices are not open for business, in accordance with County
Ordinance, other than Saturday or Sunday.

"Overtime" shall mean any authorized work actually performed in excess of the
established FLSA work week.

"Critical Care Work Areas" shall mean the following units at the hospital: ER, ICU,
CCU, Neuro ICU, Peds ICU, Neonatal ICU, OR, Recovery, Dialysis, Labor and
Delivery, and Anesthesia.

“In Charge" shall mean the assignment by the nursing administration office, and
acceptance by a licensed employee, to have total nursing management
responsibility for a particular inpatient nursing unit, such responsibility to include,
but not necessarily be limited to, patient care, nursing personnel, and the general
environment of the unit.

For acute care assignments, "weekend" shall mean the period commencing at 3:00
p.m. Friday and ending at 7:00 a.m. on Monday. For outpatient clinic or non-acute
care assignments, "weekend” shall mean the period commencing at 5:00 p.m.
Friday and ending at 7:00 a.m. on Monday.

Conformance to Plan

a.

No person shall be employed in or appointed to any Per Diem position until the
classification plan shall contain a position specification for such position.

No person shall be employed in or appointed to any Per Diem position unless said
person meets the minimum qualifications set forth in the position specifications.

Positions Allowed

a.

b.

The basic classification of Per Diem positions is deemed to be established by the
Class and Salary Listing and the number of positions needed for each class shall
be as determined from time to time by resolution of the Board of Supervisors.

No person shall be appointed to a Per Diem position until such position has been
allocated to the hiring agency/department.

Salary Procedures

a.

Basis of Compensation. Per Diem employees may receive compensation at the
hourly rate assigned to the classification in which they are employed.

The Human Resources Director may authorize differential premium pay for Per
Diem job classes at rates not more than those established for regular job classes,
as needed to maintain efficient business operations. Such premium authorization

may be ended by the Human Resources Director as warranted by operations or
funding.
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Reporting and Calculation. Actual hours of work and overtime work shall be
reported for each Per Diem employee on each biweekly attendance report or by
such other method as is established by the County Auditor-Controller.

Payment. The County Auditor-Controller shall distribute salary warrants no later
than the second Wednesday following the end of a pay period.

Overtime. Overtime shall be paid at one and one-half times the FLSA regular hourly rate
for all non-exempt employees. FLSA exempt employees who work on a Per Diem basis
will be entitled to their base rate of pay for each authorized hour worked in excess of the
established FLSA workweek.

Shift Differential. Shift differentials do not apply to vacation, sick leave, holiday pay, call or

standby duty. The hourly rate for each shift differential is payable in tenths of an hour.
Employees who work day shift between the hours of 7:00 a.m. to 6:00 p.m. shall not be
entitled to a shift differential.

a.

Classes not eligible for shift differentials. Employees in the classification(s) listed
below shall not be paid shift differential:

Pharmacist — C — PD

Evening Shift - General. Per Diem employees whose classes are specifically
mentioned below, who perform work between the hours of 6:00 p.m. and 11:00
p.m., shall be paid an evening differential as set out below for the time actually
worked between 6:00 p.m. and 11:00 p.m.
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Rate:

e Electrocardiograph Technician - PD ¢

25¢ per hour

¢+ For employees in this Per Diem
classification working at the Riverside
University Health System — Medical
Center.

¢ Nursing Assistant - PD

35¢ per hour

e Pharmacy Technician |l - PD

60¢ per hour

e House Supervisor - PD

Classification(s) authorized by the
County Executive Officer to receive the
same premium as employees in the
equivalent regular classifications.

C. Night Shift - General. Per Diem employees whose classes are specifically
mentioned below and who perform work between the hours of 11:00 p.m. and 7:00
a.m.,, shall be paid a night differential as set out below for the time actuaily worked

between 11:00 p.m. and 7:00 a.m.

Classifications:

Rate:

e Electrocardiograph Technician - PDe

50¢ per hour

¢ For employees in this Per Diem
classification working at the Riverside
University Health System — Medical
Center.

* Nursing Assistant - PD

75¢ per hour

e Pharmacy Technician Il - PD

$1.20 per hour

e House Supervisor - PD

Classification(s) authorized by the
County Executive Officer to receive the
same premium as employees in the
equivalent regular classifications.

8. Holidays. A Per Diem employee who works on a holiday shall be paid at the rate of one
and one half times the employee's base rate of pay for the hours actually worked.

9. Benefits. No benefits except those expressly provided by statute shall accrue to Per Diem
employees.

10. Termination. All Per Diem employees shall serve at the pleasure of the agency/ department
head and shall not be entitled to any review or hearing procedure upon termination by the

agency/department head.

Section 11. VOLUNTEER WORKERS

Definition. "Volunteer Worker" means a person who performs authorized voluntary service to the
County of Riverside or a department, institution or agency thereof, without pay, for the benefit of
the County and in aid of a recognized County purpose. The term does not include members of
volunteer fire departments or companies. For the purposes of this section, the volunteer worker
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must be currently enrolled pursuant to this ordinance in order to be recognized as a volunteer
worker. A volunteer worker is not an employee.

Volunteer Organizations. Any agency/department of the County government may establish one or
more organizations of volunteer workers in aid of the purposes of the agency/department or may
recognize a private civic organization or delegation thereof as the equivalent. No particular form of
organization shall be required; it may be an unincorporated association, a committee or
subordinate body of an existing organization, a corporation, or merely a series of individuals
sponsored by the agency/department.

Enroliment of Volunteer Workers. In each agency/department having an organization of volunteer
workers, the agency/department, or organization with agency/departmental approval, shall keep
within the agency/department a current and continuing roster upon which volunteer workers are
enrolled. This shall contain at least the name, address and telephone number, the date of
enrollment and the date of termination of the enrollment; if the worker may be expected to drive an
automobile in the performance of the volunteer function (other than between the worker's home
and the workplace) then the roster shall include the number and expiration date of the worker's
operator's license, and the name of company, policy number and expiration date of the worker's

liability insurance. Records as to each volunteer worker shall be retained for three years after such
worker has terminated.

The agency/department, or with its approval, the organization, shall, as a part of the roster or
separately, keep a continuing record of the number of hours worked by each volunteer worker. If
the services of any worker shall be terminated, or if the worker shall cease to perform voluntary
service, entry of the date of termination shall promptly be made on the roster. Unless otherwise
specified the termination of enrollment shall be without prejudice to later re-enrollment. The
services of any volunteer worker may be refused or terminated by the agency/department at will,
and shall be terminated when deemed in the best interest of the agency/departmental function or
of the voluntary services program to do so.

If there is no volunteer organization within the agency/department, individual volqnteer workers
may be enrolled by the agency/department in the manner set forth in this subsection.

Motor Vehicle Usage. While unnecessary use of automobiles is to be discouraged, it is recognized
that in some volunteer activities motor vehicle usage is indispensable. Privately owned vehicles
may be used on express authorization of the agency/department head specifying the purpose.
County vehicle use may be authorized only by the County Executive Officer on recommendation of
the agency/department head including appropriate justification. No volunteer worker shall be
permitted to drive either a private vehicle or a County vehicle for volunteer business until the
worker has presented his or her current operator's license and liability insurance policy with
minimum limits in the amounts required by the State for bodily injury or death and property
damage, and the necessary data therefrom has been placed on the roster.

Reimbursement of Expenses. A volunteer worker who drives a private vehicle duly authorized
shall be entitled to reimbursement at a mileage rate currently fixed by the County. Other necessary
travel expenses shall be reimbursed at actual cost when authorized by the agency/department.
Reimbursement shall be conditional upon claim being promptly made, in no event more than 100
days after the cost was incurred.

County Insurance. Such liability insurance as the County may carry shall be excess insurance

over any other valid and collectible insurance, including that provided by the volunteer worker.
Volunteer workers are not covered by workers compensation insurance or by County self-
insurance for injury or accident arising out of volunteer service.

33



Ordinance No. 440
January 2016 as amended
Including Ord. 440.1762

Q) Reports. Each agency/department, not later than the fifteenth (15™) day of each month, shall make
a written report for the preceding month showing the total number of volunteer workers who
performed services in that month, the total number of hours of such services, the number of new
volunteer workers enrolled during the month and the number whose enrollments were terminated.
The report shall be filed with the County Executive Officer, who may inspect the roster at anytime,
and shall do so at least quarterly to see that the enrollment of inactive workers has been
terminated and that other information on the roster is in current condition.

h) Resolutions. Further rules or regulations in aid of the County's program of voluntary services, or

interpretations or extensions of the provisions of this section may be made by resolution of the
Board of Supervisors.

Section 12. ORDINANCE PUBLICATION

The Human Resources Director shall maintain a current record of all positions allowed for each
agency/department. He/She shall cause to be re-published and circulated to the agency/departments from
time to time the contents of this ordinance together with lists of the positions allowed to the respective
agency/departments, and shall from time to time supply amendments thereto.

The Human Resources Director may include footnotes in the publication of this ordinance for the purpose
of referencing other pertinent sections, attachments, or provisions, or to cite a change in the narrative. The

Human Resources Director may re-number, and arrange in a logical order, parts of this ordinance without
affecting the narrative content.

Section 13. CONFLICTS AND CONSTITUTIONALITY

The provisions of this ordinance are subject to controlling or limiting provisions of the Constitution and

laws of California, and any provisions of this ordinance, which are in conflict there with, shall not be
effective to the extent of such conflict.

If any paragraph, sentence, clause, or phrase of this ordinance for any reason is held to be
unconstitutional or invalid, such shall not affect the remaining portions of this ordinance, and the Board of
Supetrvisors hereby declares it would have passed each paragraph, sentence, clause, and phrase thereof,

irrespective of the fact that any one, or more than one sentence, clause, or phrase thereof be declared
unconstitutional or invalid.
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Section 14. EFFECTIVE DATE

The operative date of this ordinance is July 1, 1957.

BOARD OF SUPERVISORS OF THE COUNTY
OF RIVERSIDE, STATE OF CALIFORNIA -

-

By:

/ [Phair  JOHN J. BENOIT

ATTEST:

KECIA HARPER-IHEM
Clerk of the Board

By;
puty
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STATE OF CALIFORNIA )

) sS
COUNTY OF RIVERSIDE )

| HEREBY CERTIFY that at a regular meeting of the Board of Supervisors of said county
held on January 5, 2016, the foregoing ordinance consisting of 14 Sections was adopted
by the following vote:

AYES: Jeffries, Tavaglione, Washington Benoit and Ashley
NAYS: None
ABSENT: None

DATE: January 5, 2016 KEC|A HARPER-IHEM

Cler! the Board

B

Iltem 3-16



O Positions Added

0O A-30

Departmental Concurrence

{d Change Order

O 4/5 Vote

SUBMITTAL TO THE BOARD OF SUPERVISORS
COUNTY OF RIVERSIDE, STATE OF CALIFORNIA

FROM: Human Resources Department SUBMITTAL DATE:
E December 3, 2015

SUBJECT: INTRODUCTION OF ORDINANCE 440.1762, an Ordinance that amends the current
County of Riverside Salary Ordinance No. 440 [All Districts] {Total Cost - $0]

RECOMMENDED MOTION: That the Board of Supervisors:
1. Approve the introduction of Ordinance 440.1762 (Attachment A) with ‘adoption of the Ordinance
on the following agenda.

BACKGROUND:

Summary

Riverside County Salary Ordinance No. 440 (hereinafter, Salary Ordinance), was last amended by Minute
Order 3-13 on September 15, 2015. The Salary Ordinance establishes policy and provides administrative
procedures related to County employment and compensation, and also contains the terms and conditions
of employment for job classes that are temporary or limited-term in nature including unrepresented
seasonal, temporary, and Per Diem employees.

Michael T. Stock

Asst. County Executive Officer/
Human Resources Director

ear:

COSsT $

&+
&+
&+

Consent [J PolicyN

NET COUNTY COST |$ $ $ $

SOURCE OF FUNDS: Budget Adjustment: No
For Fiscal Year: 2015/16

C.E.O. RECOMMENDATION:
J“Lf ng\jE

ey}

County Executive Office Signature

MINUTES OF THE BOARD OF SUPERVISORS

On motion of Supervisor Benoit, seconded by Supervisor Tavaglione and duly
carried by unanimous vote, IT WAS ORDERED that the above ordinance is approved as
introduced with a waiver of reading.

Ayes: Jeffries, Tavaglione, Washington, Benoit and Ashley

Nays: None Kecia Harper-lhem
Absent: None erk of the Boayd
Date: December 15, 2015

XC: H.R., COB epu

| Prev. Agn. Ref.: 09/15/15;3-13  |District: ALL | Agenda Number: 3 - 4 6



SUBMITTAL TO THE BOARD OF SUPERVISORS, COUNTY OF RIVERSIDE, STATE OF CALIFORNIA
FORM 11: INTRODUCTION OF ORDINANCE 440.1762, an Ordinance that amends the current

County of Riverside Salary Ordinance No. 440 [All Districts] [Total Cost - $0]
DATE: December 3, 2015
PAGE: 2 of 3

BACKGROUND:

Summary (continued)

Multiple revisions to the Salary Ordinance are being recommended by Human Resources including, but not
limited to, the following issues (the reasoning for the proposed changes are explained further below):

Clarification of the employment of relatives provision

Clarification of the classification duplication provision

Increase number of days for a companion position under exceptional circumstances
Exemptions from the merit system

Difficult to Recruit (DTR) designation and differential pay

Call back pay

Family definition of sick leave

Time frame for shift differential

All other recommended modifications not identified above are considered "clean up" items, such as the
correction of minor grammatical errors and antiquated language; including deleting or clarifying language to
reflect current practices and updated or newly introduced legislation. These "clean up" items do not result in
substantive changes in policy.

Two versions of the Salary Ordinance are attached for reference: one in track changes mode to highlight the
revisions made to the Salary Ordinance (Attachment B) and a final version with the track changes accepted in
a clean version of the Salary Ordinance (Attachment A).

Clarfication of the Employment of Relatives Provision

The employment of relatives provision proposes to clarify that County Officers or employees shall not be within
the same chain of command or span of control of the defined relationships. The provision also addresses if
such a relationship occurs what options are available to correct the reporting structure should such a
relationship occur.

Clarification of Classification Duplication - _
Clarifies when/if and the criteria necessary in order to duplicate a classification. Also clarifies the intent of
classification duplication shall not be based solely on salary and/or at-will status.

Increase Number of Days for a Companion Position under Exceptional Circumstances

The language previously allowed a companion position to be requested for a maximum of sixty (60) days under
exceptional circumstances. The proposed modification will provide that under exceptional circumstances an
agency/department head, with the prior approval of the Human Resources Director, may request a companion
position an additional sixty (60) days in advance of a terminating employee (for a total of ninety (90) days).

Exemptions from the Merit System

Per the Salary Ordinance the County of Riverside is designated a local merit system. Pursuant to various
Government Codes, certain classifications may be specifically appointed thereby exempting them from the
merit system. In addition to the Government Codes, at-will classifications identified in Appendix Il of the Salary
Ordinance shall also be exempt from the merit system.

Difficult to Recruit (DTR) Designation and Differential

Proposes modified DTR language for classifications or positions that are designated as DTR after adoption of
the Salary Ordinance. Modify the DTR language from additional steps added to the top of a DTR designated
salary plan and grade to a percentage of pay. The intent of the modified language is that when a position or
classification is designated as DTR by the Human Resources Director, a review of the position(s) or
classification(s) will be conducted to include a review of market benchmarks, turnover rates, exit surveys and




SUBMITTAL TO THE BOARD OF SUPERVISORS, COUNTY OF RIVERSIDE, STATE OF CALIFORNIA
FORM 11: INTRODUCTION OF ORDINANCE 440.1762, an Ordinance that amends the current
County of Riverside Salary Ordinance No. 440 [All Districts] [Total Cost - $0]

DATE: December 3, 2015

PAGE: 3 of 3

other factors. This review will determine if the position/classification warrants adjustments based upon parity.
Should an adjustment be recommended it would be presented to the Board of Supervisors for approval. If the
review conducted reveals that no adjustment is warranted the DTR designation shall be removed. The intent of
the DTR provision is to adjust compensation if the market warrants the adjustment.

This language only applies to classification(s) or position(s) that are designated following adoptior_1 of the
Salary Ordinance. Any classification or position that was designated under the previous language will follow
the previous provisions.

Call Back Pay

Adds two new provisions to the call back language: (1) if an employee is subsequently called back to work
during the minimum call back period they are not entitled to additional compensation until the employee has
worked the entire minimum call back period; and (2) if an employee responds to “call back” remotely (meaning
they do not have to physically report to a worksite) and are able to complete the necessary work from a remote
location the employee shall be paid for all time actually worked in one-tenth hour increments.

Family Definition of Sick Leave

The sick leave provision was updated to reflect the family definition in accordance with California’s sick leave
law, AB 1522, which became effective July 1, 2015 and to be consistent with Board Policy C-36, Healthy
Families, Healthy Workplaces policy.

Timeframe for Shift Differential

The timeframe for shift differentials is proposed to be modified to begin at 6:00 pm (whereas previously it was
3:00 pm). The purpose of this change is to offer a shift differential to employees who work during inconvenient
timeframes (i.e. 6:00 pm to 7:00 am).

Impact on Residents and Businesses
There is no direct impact on residents or businesses in the County of Riverside.

SUPPLEMENTAL:
Additional Fiscal Information
The proposed modifications to Ordinance 440 do not result in any immediate financial costs to the County.

ATTACHMENTS:
A Salary Ordinance 440. 1762

B. Salary Ordinance 440. 1762 with changes identified in track changes mode
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The Board of Supervisors of the County of Riverside, State of Califomnia, ordains as follows:

Section 1. TITLE AND DEFINITIONS

This ordinance shall be known as "The Riverside County Salary Ordinance”. For the purpose of this
ordinance, words and phrases are defined as follows:

a)

b)

. c)

d)

o)

)

h)

)

k)

"Appointed officers” shall mean the persons appointed or employed by the Board of Supervisors or
otherwise as the principal employee of a department or agency in the County government, or of the
Riverside County Fiood Control and Water Conservation District or the Riverside County Regipnal
Park & Open-Space District, which districts for the purposes of this ordinance and resolutions
hereunder shall be deemed the equivalent of departments of the County government, except that

references in this ordinance or said resolutions to the County shall mean such districts when the
context so requires.

"County officers" shall mean the officers designated as such by or pursuant to the law of the State
of California.

“Demotion" shall mean a change of employment without intervening loss of working days from a
position allocated to a given salary plan and grade to a position of a different class allocated to a
lower plan and grade, whether in the same or a different department.

*Employees"” shall mean all persons employed by the County of Riverside or the Riverside County
Flood Control and Water Conservation District, or the Riverside County Regional Park & Open-
Space District, other than officers.

“Full time employee" shall mean employees whose positions require the number of hours usual or
prescribed for normal permanent County employment. All positions shall be full time unless
otherwise designated or unless the compensation is fixed upon the basis of part time work.

“Holiday" or "paid holiday” shall means any day on which County offices are not open for business,
in accordance with County ordinance, other than Saturday or Sunday.

“Officers” shall mean all *County officers", and "appointed officers" as herein defined, except

where the natural construction of this ordinance otherwise indicates: "officer" is the equivalent of
*agency/department head".

"Part time employees" shall mean employees in positions which are designated part time or for
which compensation is fixed upon a basis of part time work.

"Pay period” shall means fourteen (14) calendar days from Thursday (starting at midnight) throqgh
and including the second Wednesday thereafter, and refers to the period for computing
compensation due for all normal working shifts ending during that period.

"Permanent employee® shall means a regular or seasonal employee who has completed the initial
probationary period in a position, not including any incumbent of an At-Will position.

"Physician”, and designations of other positions herein which require a license to practice medicine
or surgery, including specialties, shall mean and be equivalent to the designation of County
Physician as used in State law.




m)

n)

0)

p)
q)

n

s)

1)

u)

v)

a)
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*Position” shall mean any office or employment to which a group of duties and responsibilitigs are
assigned or delegated by competent authority, the performance of which requires_the full time or
part time employment of one (1) person unless permission is granted for job sharing.

"Probationary employee" ghall means a regular or seasonal employee who has not completed:

1. the required initial probationary period in a paid status in a position following initial
employment; or

2. the required probationary period in a paid status in a position to which he/she has bt_aen
promoted, transferred, or demoted following completion of the initial probationary period.

“Promotion” shall mean a change of employment without intervening loss of working days from a
position allocated to a given salary plan and grade to a position of a different class allocated to a
higher grade whether in the same or different agency/department. The appointment of an
employee to a position allocated to a higher salary plan and grade because of professional

registration achieved by the incumbent shall not be deemed a promotion but a change in salary
allocation.

"Reclassification” shall mean the reallocation of an incumbent within a filled position toa different
class by a change of titlte and-pesitier—class specification, but does not necessarily involve a

change of the salary plan and/or grade.
*Regular employee" shall means a holder of a regular position.

“Regular position” shall means a position established by this ordinance on an ongoing basis, as
distinct from a seasonal or a temporary position.

“Retire”, “retired”, and “retirement” shall means receiving a pension through the California Public
Employee Retirement System (CalPERS) pursuant to the California Public Employees’ Retirement
Law (California Government Code (Title 2, Division 5)).

*Seasonal employees" shall mean employees whose employment is not continuou_s butis regularly
recurrent in the same capacity because of particular functions which occur periodically each year;
such employment may be permanent, but of an intermittent nature.

“Temporary employee" shall means an employee who is not a regular or seasonal employee.

"Transfer" shall mean a change of employment without intervening loss of working days from a
position allocated to a given salary plan and grade to a position of a different class allocated to the
same grade in the same agency/department, or to a position of the same class, or a different class
allocated to the same grade, in a different agency/department.

“Working day" means each day on which an employee performs a normal working s'hift, and
including holidays as specified herein which fall on days of his or her normalworking shit.

Section 2. EMPLOYMENT AND ORGANIZATION

The various officers are hereby allowed assistants, deputies, and employees, to be appointed or
employed in the manner and to the extent as provided in this ordinance and by law.




b)

c)

d)

e)

o)
h)
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The powers and duties of officers shall be such as are provided by or pursuant to the law of the
State and ordinances of the County of Riverside. Appointive officers shall also have such
additional powers and duties as may lawfully be delegated to them by the Board of Supervisors.

All employees shall have and exercise such powers and perform such duties as may be directed

by the respective officers under whose direction they work, subject to the provisions of this
ordinance.

The conditions of employment specified in this ordinance shall apply to all officers and employees
except as otherwise provided by law or any applicable memorandum of understanding between
the County and a recognized employee organization (herein “MOU”). One or more of such
conditions may be varied as to Resident Physicians and Surgeons at the Riverside Ceunty

University Health System — Medical C anter (RUHS — MC) by resolution of

Regienal-Medical-Center!
the Board of Supervisors.

In the absence or incapacity of the Sheriff, the Undersheriff will command the department, followed
by the Assistant Sheriff assigned to Patrol and Investigations, followed by the Assistant Sheriff
assigned to Court Services/Corrections, followed by the Assistant Sheriff assigned to
Administration/Support Services.

After an agency/department head has been continuously absent as the result of illness, injury, or
leave of absence for more than twenty (20) working days, the assistant agency/department head,
or if there is none, the senior employee nextin authority, if he/she possesses any required license,
shall automatically assume the designation as acting agency/department head, unless the Board
of Supervisars appoints another person as acting agency/department head. This shall be deemed
atemporary promotion. If the position of agency/department head becomes vacant, or in any case
not covered by the foregoing provision, the Board of Supervisors shall designate the acting
agency/department head, which shall be a temporary promotion.

When the absence ceases or the vacancy is filled, the temporarily promoted employee shall return
to his/her regular position, and his/her regular salary plan and ,rade and anniversary date shall be
re-determined as if the temporary promotion had not occurred. Any step increases which would
have been due in his/her regular position shall be allowed.

Except as byJaw-otherwise provided by law; every officer shall be a citizen of the United States.

When in the judgment of the Board of Supervisors it becomes necessary or desirable to use the
services of an employee within the same agency/departmentin a capacity other than that for which
he/she is regularly employed, the Board of Supervisors may by resolution authorize such additional
employment, fix any conditions, and provide for the rate of pay. Such additional employment shall
not be included in computing vacation, sick leave, or similar benefits; or eligibility for step advance.

Employment of Relatives. No officer shall appoint his or her spouse, or the spouse of any officer
superior to himself/herself, in any capacity for compensation and no such spouse shall be sligible
for appointment to or continued employment in .the same position of any such person who
succeeded thereto pursuant to any provision of law. Continued employment shall be deemed to
include promotion, demotion, or transfer, if such employee is otherwise qualified.

Except as otherwise provided herein, no person shall be denied the opportunity for employment or
continued employment because such person is related to any person presently employed by the
County of Riverside. In no instance, shall a County officer or employee be within the chain of
command or span of control (i.e. execute direct-supervision over or initiate or participate in
decisions (including but not limited to initial employment, retention, evaluation, promotion, or work
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assignments)) specifically pertaining to another County employee who is related within the first
degree of consanguinity whether by bicod or marriage or any familial relationship that management
determines may lead to conflict. Familial relationship “Whetherby-bleed-or mariage™shall mean
include, but is not limited 1o, spouse, father, mother, brother, sister, son, daughter, son-in-law,
daughter-in-law, father-in-law, mother-in-law, brother-in-law, sister-in-law, grandparent, or the
equivalent relationships through a lawfully registered domestic partnership.

Should such relationship occur, the employse(s) may promote, transter—or-voluntarily demotq,g
will be transferred to position(s) which the employee is eligible and selected to fill. The promotion,
transfer, or voluntary demotion must be accomplished by-the-empleyee-within six (6) months.

The Executive Director, Salton Sea Authority and the Executive Secretary for the Salton Sea
Authority shall be appointed by the Board of Directors of the Salton Sea Authority and shall serve
at the pleasure and will of the Board of Directors. Prior to appointment, the County of Riverside
Human Resources Director shall obtain written acknowledgment from the prospective appointee(s)
acknowledging his or her understanding of such at-will status. Any person appointed to either of
these positions may be terminated from service at any time, by the Board of Directors of the Salton
Sea Authority, without notice, cause, or rights of appeal. The Board of Directors of the Salton Sea
Authority shall by employment agreement determine the compensation, benefits, and conditions of
employment for the Executive Director, Salton Sea Authority.

Section 3. CLASSIFICATION PLAN

ADOPTION AND AMENDMENT
1. Class Specifications. Unless otherwise ordered by the Board of Supervisors, the Human

Resources Director may adopt and from time to time amend a classification plan which
shall consist of a separate class specification containing the title, general statement of
duties, typical tasks, and minimum qualifications, for each class of position other than

County officers. Each new or revised class specification shall be approved by the Human
Resources Director.

2, Maintenance ofthe Plan. The classification plan shall be maintainedin a current_condi?ion
by the Human Resources Director and the classification plan shall be made available in a
format readily accessible by County agency/departments.

3. Classification Studies. The Human Resources Director shall have the responsibility for
recommending changes in the classification plan to keep the same currently in a condition
to meet the needs of the County and its agency/departments. From time to time the
Human Resources Director may, and upon order of the Board of Supervisors shall, initiate
classification studies of the various positions and class specifications, their relation to the
salary plan, and related matters, and make appropriate recommendations to the Board of
Supervisors for amendment of the classification plan, this ordinance and resolutions,
orders and regulations made pursuant thereto. The Human Resources Director shall have
the primary responsibility for preparation of class specifications.

4. Approval of New Classes and Reclassification. The Board of Supervisors shall approve
the establishment of any new classes, on the recommendation of the Human Resources
Director. The Human Resources Director may inactivate from the Class and Salary Listing,
without Board of Supervisors' approval, classes which are no longer allocated to agencies
or departments and not in current use. Reclassification to an existing class and exchanges

of positions shall not require Board of Supervisors approval however, shall require the '
approval of the. Human Resources Director and the County Executive Officer. As an .
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outcome of a classification study or review, the Human Resources Director, with the
concurrence of the affected agency/department head, may reclassify positions which
warrant a change to an existing job class, when no additional funding is required. This
action shall be sufficient to authorize promotion or demotion through reclassification of the
incumbents of the positions, on the request of the agency/department head.

b) CONFORMANCE TO PLAN

1.

Requirement for Class Specification. No person shall be employed in or appointed to any
regular or seasonal position until the class specificatic 1 for such position exists within the
classification plan-shall-centain-a-clase-spacifisation-+-cuch-position.

Minimum Qualifications. No person shall be employed in or appointed to any regular or
seasonal position unless said person meets the minimum qualifications set forth in the
class specification except as otherwise provided in this section. No person shall be
employed in or appointed to any temporary position unless said person meets the minimum
qualifications set forth in the class specification, unless the Human Resources Director
shall certify that there is no qualified person available for the temporary position.

Underfilling a Position. Ap underfill shali mean a ci:issification within the same class
series, generally the journey level classification withir a_promotional growth series, This
action may be required when filling a position with an individual who currently qualifies for a
lower level in the same class series. When any regular or seasonal position has been
funded in a{n) agency/department, the position may be filled in a job class of the same
class series as if it were a position in the same or lower paid job class.

At a later date, the position may be filled in the originally funded job class, provided the
following conditions are met:

a. The employee must meet the established minimum qualifications and is
satisfactorily and substantially performing the duties of the higher class.

b. The originally funded class is the journey level and the underfill is a lower level in
the same class series, in the same representation unit and job classes in the series
are not separately allocated.

c. There is no increase in the number of positions allowed for the classes involved.

c) CLASS AND SALARY LISTING

1.

Design of Listing. The Class and Salary Listing, by this reference made a part hereof,
contains a list, by titles, of ali classes of positions in the classification plan, each preceded
by a job code number which is assigned for numerical reference, and followed by the
salary plan and grade or other basis of compensation which applies to the class.

The Human Resources Director may include in the publication of the Class and Salary
Listing other reference information by class, such as the designated union code or salary.

K g A ice pacting th ass and Sala ‘*'_3‘5‘3
The following Appendices; Glass-ard-Salary-Listing: -Appendix |, relating to
Appendix I, At-Will classifications; and Appendix I, Executive Vehicle Bensfit classifications,
may be amended by resolution of the Board of Supervisors and shall be effective on the first
day of the first full pay period following Board adoption, unless a different date is established
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by the Board.

3 Technical Title Changes and Additions. The Human Resources Director may change the
title of a class of positions as listed in the Class and Salary Listing, without changing the
job code number or salary, when an occupational title change is warranted because of
technical or programmatic developments. These changes shall be effective on the first day
of the first full pay period following approval.

34, lassification Duplication. The Human Resources Director may administratively duplicate

an existing class (including for a separate program or district position) when necessary to
preserve benefits that have been lawfully afforded to an employee group. The duplicated
clagsification shall only differ from the existing classification by minimal modification of the
following factors: title, class concept, essential duties, and recruiting guidelines. The
duplicated classification shall be in_accordance withing—te the program area_of the
requesting department, and assigned a separatea-distinguishing job code. Included in the
provision of this authority is the ability of the Waste Management Department to filt a
position in either a generic class or district class when needed to accommodate an
employee whose benefits have been “grandfathered” under an earlier district arrangement.
The salary of the duplicated class in the Class and Salary Listing shall be equivalent to the
existing class, allowing, however, for a different salary plan and grade table-appropriate to
the representation unit._It is not the intent of this provision to duplicate an existing
classification solely based on salary and/or at-will status.

Whenever an administrative change or inactivation of a class ksting-is made by the Human
Resources Director, or when-an-additien-or-change-by resolution of the Board of Supervisors-s

4 i s , the change shall also operate with respect to the listing
of the class in Appendix I, Il, or l1l, in the class specification, in any applicable MOU, and/or in any
applicable Resolution of the Board of Supervisors.

Any or all sections of this ordinance, its appendices, and any personnel related supplements may
be published by the Human Resources Director to include the technical changes authorized by this
subsection, without separate Board of Supervisors’ action.

Section 4. POSITIONS ALLOWED

AUTHORIZED POSITIONS
1. Position Control. No person shall be appointed to a position in any agency/department

until the position has been allowed. The number of positions allowed to be filled in each
agency/department shall be allocated by job class and employment type (e.g., regular,
seasonal, temporary, or Per Diem) in the approved agency/department budget. The
Human Resources Director shall maintain the official count of positions, which may be
allowed when approved by the Board of Supervisors in the agency/department's final
budget, or by resolution of the Board of Supervisors. A resolution concerning the number

of allowed positions.shall be effective on the date of its adoption unless a different date is

set by the resolution.

2, Change in Allocated Positions. The Human Resources Director may adjust the number of
positions allocated to a(n) agency/department, without Board of Supervisors action, when
no additional funding is required. The request would require a detailed statement of the
reason and need for a new position/(s), a justification of the reason for the specific
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classifications requested and an affirmative statement signed by the agency/department
head that no additional County appropriations would be required to sustain the requgsted
position(s) in the current and following fiscal year. Agency/departments requesting a
change in the number of positions during the fiscal year, without a change in funding, may
request the change using the format prescribed by the Human Resources Director.

Other changes in the number of positions, those requiring additional funding, may be
requested by agency/department heads via Form 11 submitted to the Board of
Supervisors. Such requests shall contain the job code, job title, and agency/department
number of the requested position.

PART TIME AND JOB SHARING

1.

Part-Time Positions. When any full time regular position has been established or allowed -
in any agency/department by or pursuant to this ordinance, and in the opinion of the
agency/department head only a part time employee is needed to perform the work, the
position may be filled by a part time employee. A regular part time employee shall be
scheduled to work in each pay period a minimum of one half (1/2) the number of hours
prescribed for full time normal permanent County employment.

Job Sharing. Notwithstanding any provisions of this ordinance to the contrary, the Human
Resources Director may authorize that two part time employees job share one regular
position, provided that each employee is scheduled to work in each pay period one half
(1/2) the number of hours prescribed for full time normal permanent County employment.

COMPANION POSITIONS

1.

Advance Replacement of Terminating Employee. An agency/department head, with prior
approval of the Human Resources Director, may fill a regular position with a replacement
up to thirty (30) calendar days in advance of a terminating employee. Under exceptional
circumstances, the position to be vacated may be filled with a replacement for up to an
additional sixty (60) calendar daysa-spesified-peried w- ior vai of the Human
Resources Director in-exsess-of-the-thify-{20} salenda+ days. On approval, there shall be
automatically established in the agency/department, an additional position of the same
class which shall be automatically abolished on the effective date of said termination.

Companion Position During Unpaid Leave. When an employee is authorized a leave of
absence without pay for a period in excess of twenty ;20) working days, his/her position
shall not be filled during such absence. On the agency/department head's request, a
temporary companion position of the same class shall be allowed to the
agency/department, only for the duration of the approved leave. if a regular employee is
placed in such temporary position, he/she shall be entitled to the same benefits as if the
position were a regular position. The agency/department head shall promptly inform the
Human Resources Director of the adding of the companion position, and of its deletion
upon the return to work or separation of the absent employee. The format provided by the
Human Resources Director shall be used for this purpose.

Companion Position During Paid Leave. When an employee is absent on authorized paid
leave as above, a companion position may be allowed with the prior approval of the Human
Resources Director.

Section 5. EMPLOYMENT PROCEDURES
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The Human Resources administration under this ordinance is designated a local merit system
except as otherwise provided herein. Appointments and promotions shall be made on the basis of
merit and ability. Each officer shall appoint all necessary employees allowed for his or her
agency/department by this ordinance only from among persons certified to him/ her by the Human
Resources Director as eligible for the respective positions. The Human Resources Director shall
determine the methods of evaluating the qualifications of applicants. The methods shall be
practical in nature and may involve any combination of written test; oral test; performance test:
rating of education, training and experience; and shall take into consideration a system of
veterans’ preference as may be adopted by the Board of Supervisors by resolution. The veterans’
preference program shall be administered by the Human Resources Director. County Officers and
classifications identified in Appendix Il of this Ordinance are exempt from the merit system, rather

riate nty Officer(s) ma int ified candidates to these classifications.

Employees may participate in County employment selection processes on County time, so long as
it does not interfere with the discharge of their duties or agency/department operations.

Request for referral of applicants and appointments shall be made in writing on forms prescribed
and fumished by the Human Resources Director. Appointment forms duly executed shall be filed
with the Human Resources Director.

Inthe event of transfer, promotion, demotion, or reclassification of a regular or seasonal employee
an appointment shall be filed as for a new employee but no termination of the preceding
employment shall be necessary.

When an emplovee is separated from County employment-A written termination of employment
signed by the employing officer shall be promptly filed with the Human Resources Director, who
shall notify or file copies thereof with other appropriate offic .

. Forms for this purpose shall be provided by the Human
Resources Director and shall be completely filled out, giving the date of termination and the reason
therefore. A termination of employment shall automatically terminate a separate appointmentas a
deputy.

The Human Resources Director shall arrange for a background check and physical examination;
cause the oath of office or affimation to be administered as required by the Constitution of

California; and cause other necessary records to be completed, executed, and filed with the
appropriate offices.

The Board of Supervisors shall adopt Medical Standards which shall be applied in determining
the physical qualifications for employment. Every person initially employed or re-employed in a
regular, seasonal, or temporary position within a designated Group | or Il Medical Class under
such standards, shall undergo a physical examination at the County’s expense prior to the
commencement of employment. The Human Resources Director may, when indicated, require that
candidates within a designated Group Ill Medical Class undergo medical history, physical
evaluation, and/or a physical examination at the County’s expense prior to the commencement of
empioyment. On the basis of the record and report, the Human Resources Director shall
determine whether the applicant is physically qualified for the employment, which determination
may be conditional, and the agency/department head shall be notified.

The Human Resources Director shall arrange for the candidate for employment to report to such
physician as the Human Resources Director may designate, with a written request for physical
examination. The physician shall make the examination and promptly submit to the Human
Resources Director a detailed written report thereof, together with his or her determination as to
whether or not the employee is physically qualified for the position in accordance with the
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standards adopted by the Board of Supervisors. To the extent permitted by state and/or federal
law the record of such examination may be examined and a copy made by the hiring officer, the
County Health Officer, the District Attorney, the County Counsel, the employee or his or her
representative authorized in writing, and the authorized representative of any insurance carrier of
the County, in any matter in which the County's interest is involved. The record shall be retained
by the Human Resources Director, who may require a complete or partial re-examination as may
be necessary from time to time or upon a change of work assignment of the employee.

Employees to be employed in security or sensitive positions as designated by the Human
Resources Director and all prospective employees shall undergo a background check prior to
employment. The Human Resources Director shall make the necessary arangements for
conducting the background check. When the results are received, the Human Resources Director
shall inform the hiring officer of the contents thereof.

The requirements of this ordinance for a background check or physical examination or both may
be waived by the Human Resources Director for any employee in a regular position, the
compensation for which is fixed on an hourly or piecework basis, if the employment is intermittent
or occasional in character and not on a full time basis.

Any employee, upon the request of the Human Resources Director or a delegate, shall unde;gg a
further physical examination at any time, upon the same conditions as his or her initial
examination. Such subsequent examinations shall not be given routinely but only for reasons

which in the opinion of the Human Resources Director shall justify the expense thereof to the
County.

Any County officer may deputize an employes by separate written appointment as deputy filed wi?h
the Human Resources Director, and any County officer may likewise appoint as many unpaid
deputies as are necessary or convenient for the performance of his or her duties; provided any
employee holding a regular position the title of which describes the position as deputy or assistant
toa County officer shall be a deputy without a separate appointment as such. The constitutional
oaths and appointments as deputies filed with the Human Resources Director shall be deemed
filed with the County Clerk, who shall at all times have access thereto. This provision shall not
apply as to oaths of office for County officers required by law to be filed with the County Clerk.

Records of employees kept by the Human Resources Director are confidential and shall not be
open to public inspection, except as may be required by state or federal law. They may be
examined by County officials having an interest therein as a matter of official duty, and information
therefrom may be released by the Human Resources Director at his or her discretion in
accordance with usual and customary procedures.

Section 6. SALARY PROCEDURES
BASIS OF COMPENSATION

1. Full Compensation. The compensation of each officer and employee as fixed in this
ordinance and otherwise by Board of Supervisors' approval, shall be full compensation for
the services required of him or her by law or by virtue of his or her office or employment.
Except as otherwise specifically provided by law or ordinance, all fees, commissions, and
mileage allowed to or received by any officer, his/her deputy, assistant, or employee from a
third party by virtue of his/her office or position or the performance of any function thereof,
shall be the property ot the County and shall be deposited in the County Treasury not later
than the fifth (5 day of the month following its receipt.
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2. Non-acceptance of Gratuities. Whether on duty or off duty, no employee or officer shall
accept any gift or favorable treatment which could reasonably be perceived as potentially
influencing any decision or action of the officer or employee in his or her official capacity, or
any decision or action of the County agency/department which he or she represents.

3. Devoting Time to County Business. Every officer and employee holding a full time position
shall devote his or her full time to County business and shall not engage in private activities
for profit during his or her working hours. This provision shall not apply to hospital based
physicians and surgeons, who shall be permitted to attend to private patients at the
Riverside Gounty-Regional-Medical-Center University Health System — Medical Center in

accordance with terms fixed by the Board of Supervisors.

4, Absence Without Pay.  Unauthorized absence from duty shall be without pay and
accounted for as absence without pay (‘AWOP"). An employee who plans to take time off
may be allowed approved AWOP when an appropriate leave balance is not available, but
when an appropriate leave balance is available, may not be allowed approved AWOP,

except in the case of military leave or a furlough program approved by the Board of
Supervisors.

5. Pay and Records Adjustments. The Human Resources Director may cause benefit_s and
records of service to be corrected and approve payment of claims in the resclution of

grievances and disciplinary matters concerning amounts owed to employees for work
performed.

ATTENDANCE RECORDS AND REPORTS

Each officer shall keep an accurate and current record of the attendance, absences, and status of
employees, including sick leave and vacation accrued and allowed, and related matters. Each
officer shall report on forms provided by the Auditor-Controlier following the completion of each pay
period as to the attendance of each employee in his or her agency/department, listing all absences
and such other information as may be required. Such other reports conceming employees shall be
made as the Auditor-Controller and Human Resources Director may require. From such reports,
the Auditor-Controller and Human Resources Director shall maintain a record for each employee,
including vacation and sick leave, accrued and allowed, payroli status, anniversary dates, and

similar data. From such reports and records the compensation due each officer and employee
shall be determined.

PAYMENT

1. The County Auditor-Controller shall distribute the salary warrants no later than the second
Wednesday following the end of a pay period. Terminated employees shall be paid on the
regular payday for the pay period during which they were terminated.’

2. An officer shall not be paid until he/she has submitted the attendance reports required by
or pursuant to this ordinance and such other reports or documents as are required by law.

3. No officer or employee whose employment is terminated shall be entitied to receive the
compensation then due him/her unless and until he/she has paid over or delivered to the
appropriate officer of the County all County funds and property in his or her possession or
control and any other funds or property held by him/her in his or her official capacity and
has properly accounted therefore, or has been lawfully relieved of the obligation to do said

! The County is exempt from Section 201 of the CA Labor Code whick requires immediate payment on termination (see § 220).
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acts.

Section 7. VOLUNTARY FURLOUGH

a) Subject to any applicable Board of Supervisors’ Policy, a voluntary furlough may be gran.ted to
employees who desire to assist their agency/department in coping with budgetary constraints.

b) An agency/department head whose current or projected fu nding level for any budget organization
within the agency/department, which in the opinion of the Executive Office, will not sustain the
current agency/department staffing level, may advise employees of the entire agency/department
that they are eligible for voluntary furloughs. A simple announcement and/or posting or printing of
the furlough provisions shall be the limit of such publication by the agency/department, without any
promotional campaign or pressure on employees to participate. In agencies/departments which
are not identified by the Executive Office as constrained in budget to an extent to warrant voluntary

furloughs, the employees of such agency/department are not eligible to be granted a voluntary
furlough.

c) A voluntary furlough may be granted to regular employees under the conditions specified in this
subsection. Hours taken as voluntary furlough shall be counted separately from any leave of
absence which may be granted, so a furlough does not reduce the number of hours which an
agency/department may grant as a leave of absence, nor does it reduce the number of hours
which may be granted as an official leave of absence. An employee may be granted a furlough of

] eight (8) hours up to two hundred forty (240) hours in any one fiscal year period, July through June,
in increments of full shifts.

d) Furiough hours shall not be paid hours, but the fact that there is a reduction from full time in the
number of hours of paid status in any pay period in which a furlough is taken shall not constitute a
part time status for the purpose of the calculation and entitiement of any benefit. A full time
employee on furlough shall continue to receive the full employee benefits over which the County
has control. A furlough shall not be taken during temporary miiitary duty, other than weekend drills.

e) A furlough may be requested by the employee on a form or in a format prescribed by the Human
Resources Director. The request shall be submitted to the agency/department head through
appropriate channels, and shall require the agency/department head’s approval. The
agency/department head may deny the furlough request when in their judgment the employee

1 cannot be spared from duty, for operational reasons. Furlough records shall be kept by the

agency/department, and a copy shall be sent to the Human Resources Department — Employee
Benefits and Records.

Section 8. SALARY PLAN AND ADMINISTRATION
~ a) SALARY SCHEDULE EXPLANATION

| 1. The base rate of pay for job classes, unless otherwise specified in this ordinance, shall
consist of a minimum and maximum hourly, monthly, and annual pay rate or a flat rate. Pay
rates may be expressed as biweekly rates in the case of salaried employees.

2. For the compensation for job classes having salary grades, the Class and Salary Listing
contains the hourly, monthly and annual rates of compensation. Each salary plan and

grade in the salary schedule includes the number of steps, which are shown to the right of
the grade number.

b) NEW EMPLOYEES
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Refer to the applicable Memorandum of Understanding or Resolution of the Board of Supervisors
for the rules governing the placement of new employees on the salary grade, including any
advanced step, and/or any “difficutty to recruit” salary adjustments. Refer to Section 10 herein for
the rules applicable to temporary employees.

CHANGE IN SALARY ALLOCATION

The salary of an incumbent of a position in a class which shall be reallocated to a different salary
plan and grade shall be at the same percentage or number of steps from the minimum pay rate on
the new grade as on the previous grade. The anniversary date shall not change. All changses in
salary allocation shall coincide with the first working day of a pay period.

SPECIAL SALARY ADJUSTMENTS

1. The Human Resources Director may expressly set a different salary and anniversary date
for the incumbent of any position, than that called for under other provisions of this
ordinance, MOU, or Board resolution. Unless otherwise specified, such action shall
automatically fix a new anniversary date on the first day of a pay period which is one (1)
year in a paid status after the resulting change of salary.

2. When a higher pay rate has been established to temporarily compensate an employee for
additional responsibilities beyond those normally performed in the position, the Human
Resources Director may, at the agency/department head's request, adjust such payrate to
compensate for step increases and cost of living adjustments which the employee would
have earned at the normal pay rate, maintaining the differential intended by the original
special adjustment. When the additional responsibilities are concluded, the Human
Resources Director may return the employee's pay to the normal rate, as though the
temporary increase had not occurred.

3 The County Executive Officer may order changes to the base rate of pay of employees
paid on the EXE Salary Plan to meet budgetary restraints faced by the County. Any
adjustments shall be accomplished through an across-the-board percentage adjustment, to

each employee’s base rate of paywages.
RE-EMPLOYMENT

1. Re-employment after military service shall conform to the requirements of the Mi_Iitary and
Veterans Code and the Uniformed Services Employment and Reemployment Rights Act,
but in other respects shall be in accordance with this ordinance.

2. Re-emplovment of Retired Persons. An employee who is retired under the California Public
Employees Retirement Law and who is receiving retirement benefits shall not be employed
or re-employed in any position for compensation without the prior written approval of the
Human Resources Director. The Human Resources Director may allow the employmentor
re-employment following disability retirement, or following service retirement for up to 120
working days or 960 hours in any calendar year, without loss of retirement benefits, as
specified in the California Public Employees Retirement Law. The law generally permits
employment following disability retirement or only during an emergency to prevent
stoppage of public business, or because the restored employee has skills needed in
performing specialized work of limited duration.
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Consistent with the requirements of the California Public Employees Retirement Law for
discontinuance of retirement benefits, the retiree may be employed or re-employed.

When a retiree under the California Public Employees Retirement Law is _emplqud or re-
employed, his/her retirement status must be specified in the documentation of appointment
to a permanent or temporary position.

Section 9. TRAVEL AND EXPENSE

Every officer and employee is hereby allowed his or her actual and necessary traveling expense incurred
in the discharge of his or her official duties, upon proper claim therefore itemized and preseqted as
required by law. Rates for meals and other usual items may be established by the Board of Supervisors in

aid of this provision, and rules and regulations in connection with travel and expense may be adopted by
them.

a) Mileage Reimbursement. Employees who are required to use their personal vehicles for County

business shall be reimbursed at the Internal Revenue Service (IRS) standard mileage rate.

Adjustments to the County rate, if any, shall be made pursuant to the IRS rate effective at the time
mileage is incurred.

1. Subject to different requirement by the Board of Supervisors, claims for reimbursement of
expenses shall be accompanied by a receipt or other voucher.

2. Reimbursement for the use of a privately owned vehicle shall be permitted on_ly when a
County owned vehicle is not available or upon order of the Board of Supervisors, and
subject to rules and regulations established by the Board of Supervisors.

b) County vehicles shall be used only for the purpose of County business and not for personal
business or pleasure of any person whatsoever. No employee shall take a County vehicle outside
the County or keep any vehicle at his or her residence without authorization by the
agency/department head or his/her designee and subject to the Ovemight Retention of County
Vehicles Policy (Policy D-10). The Director of Fleet Services shall have the primary authority for the
administrative interpretation of the Travel and Transportation Policies (D Policies). Each officeror
employee having the custody of a County vehicle shall exercise due caution and prudence in the
operation of such vehicle, and shalf minimize the risk of damage to such vehicle using available
off-street parking whenever reasonably possible, particularly during the night. Such officer or
employee shall be liable to the County for damages and other expense resutting from and caused
by his or her willful misconduct in the use or operation of such vehicle.

c) When provided in the statute, ordinance, or resolution establishing a standing board, commission,
or committee, or by specific resolution of the Board of Supervisors, the members of such a
standing board, commission, or committee shall be reimbursed for their necessary actual
expenses in attending the meetings thereof within the County, and for such other necessary actual
travel expenses as may be authorized by the Board of Supervisors. Such expenses may include
mileage for use of a private vehicle at rates fixed by resolution of the Board of Supervisors. All
such travel and expenses shall be subject to the provisions of this ordinance and to rules and
regulations applicable to County officers and employees.

d) Each member of the Board of Supervisors shall receive his or her actual traveling expenses from
his or her residence to the place of meeting of the Board at the County seat when attending such
meetings and his or her necessary actual expenses in traveling from his or her residence or other
point of origin to attend upon and while engaged in County business and returning therefrom,
including mileage for use of a private vehicle at rates fixed by resolution of said Board.
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The Human Resources Director may authorize the reimbursement of the actual transportation cost
of an applicant, for any position, who at the request of the Human Resources Director shall travel
to the place of interview in connection with consideration of his or her appointment to such
position, unless such applicant withdraws his or her application after such interview or refuses the
position after it is offered to him or her. This authorization shall not apply to more than three
applicants for any one position at the same time.

Section 10. TEMPORARY EMPLOYMENT PROVISIONS

These Temporary Employment Provisions do not apply to any employees in the County’s Temporary

Assignment Program (“TAP”).
I Only subsection (e) of Section 10 applies to unrepresented Per Diem employees.
a)  APPLICABILITY?

| b)

These Temporary Employment Provisions apply to:

Unrepresented job classes that are temporary or limited-term in nature (e.g. Professional Student
Intern and Resident Physician and Surgeon); and unrepresented seasonal, temporary, or
unrepresented Per Diem employees.

GENERAL PROVISIONS (Not Applicabls to unrepresented Per Diem Employees)

1. Except as otherwise provided by this ordinance, a new employee shall be appointed atthe
first step of the appropriate salary plan and grade.

2. Upon prior authorization from the Human Resources Director, the initial salary placement

for newly hired employees may be-at on any pay-rate-within-the-step of the appropriate
salary plan and grade for his/her classification.

3. Difficult to Recruit (DTR)

1. ifications or Positions Designated as DTR on or after January 5 3
Notwithstanding the provisions of this ordinance, employees shall be compensated
at a rate up to eleven percent (11%) ot their earnings to @ maximum of eighty (80)
hours actually worked in a pay period for those positions identified in specific
clagsifications in a specific_agency/department designated by the Human
Resources Director as “difficult to recruit” (DTR).

Eligibility for the DTR ditferential shall be determined by the Human Resources
Director based on g specific position, classification, geographical location, and/or
agency/department basis that a recruitment or retention issue exists and the DTR
designation would assist the County in recruiting and retaining employees in the

la ati eographical locs /department.

ificatio

Eligibility for the DTR differential shalt n e automatic nor shall such a
determination have any bearing on the same or similar classifications (or similarly

i lassification such rmination and approval, any differenti

granted pursuant to these provisions shall be implemented as follows:

2 Refer to M da of Und. ding for p I rules for employees represented by a Registered Employee Organization, to Board of Supervisor
Resolutions for personnel rules for other unrepresented employees, and to the TAP Ei 1ployee Handbook for p { rules for TAP employees.
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a. on prior authorization of the Human ¥+ rces Director, the initial salai

placement for newly hired employees i ay be at any step on the salary plan
and grade for his/her classification ard _shall be compensated a DTR
differential.

b. The DTR differential shall only apply {c actual hours worked. up to eighty
(80) hours in a pay period.

C. The assignment of the DTR differential .hall trigger a review by the Human
Resources Department of the position :nd classification. The review shall
consist of review of market benchmark ;, turnover rates, exit surveys and

L t may have created the recruitment/retention issue. In the
event the Human Resources Director :‘etermines the circumstances that
created the recruiting or retention probl.- m(s) for any and/or all position(s) in
the specific classification in the specific igency/department no longer exist,
he/she shall declare the provisions de«cribed above inoperative for such

specific position(s)/classification(s). At *hat time, the DTR differential shall
cease. In the event the Human Re:sgurces Director determines the

recruitment/retention issue is related tc a market parity issue, the Human
Resources Director may recommend lo the Board of Supervisors an
adjustment to the salary range of the c:assification for parity purposes or
propose another solution to resolve *he recruitmentiretention problem
deemed acceptable within the provisiors of this Ordinance. Should a salary

adjustment occur due to a market parity ‘ssue, the DTR differential shall no
longer apply.
. A review of all position(s)/classificatic1(s) desi DTR shall be

conducted annually.

2. Clasgifications or Positions Designated D7R_prior to January 5, 2016.

Notwithstanding the provisions of this resolution there shall be up to an additional
four steps (approximately 11%) which shall be reserved for those classifications
designated as “difficult to recruit”.

Advancements to any of these steps shall not be automatic. They shall, instead,
be granted based upon a determination by the Human Resources Director that a
serious recruiting or retention problem exists for a classification(s), or that the
increases granted to subordinate “difficult to recruit’ classifications has created
serious compaction problems, and Such designation may be made by geographical
area or. restricted within a classification to specific positions in specific
departments. Upon such determination and approval, any increase granted
pursuant to these provisions shall be implemented as follows:

a. Upon prior authorization of the Human Resources Director, the initiat salary
placement for newly hired employees may be at any step on the salary plan
and grade for his/her classification up to and including a step on the salary
grades established pursuant to this subsection.

b. In the event the salary granted to a newly hired employee pursuant to this
subsection exceeds that of any permanent, regular full-time or regular part-
time employee who has successtully completed one year or more of service
at the top of the salary plan and grade for that classification(s), such
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employee(s) may, upon recommendation of the agency/department head,
be placed on the same salary step as that granted to the new employee.

c. In the event the Human Resources Director determines the circumstances
that created the recruiting or retention problems for any or all classifications
in the specific classification in the specific agency/department no longer
exist, he/she shall advise the County Executive Officer of his/her findings. If
the County Executive Officer concurs, he/she shall declare the provisions
described above inoperative for such specific classification(s). At that time,
the “difficult to recruit” (DTR) salary plan will retumn to a standard salary
plan, as directed by the Human Resources Director. Any employee
compensated at a rate above that to which he/she would otherwise have
been entitled upon removal of DTR from the top of the salary grade shall be
frozen and shall not be increased until the regular salary for the specific
classification exceeds the rate established pursuant to the provisions
described above. In the event the Human Resources Director deems it
necessary to remove the DTR from the bottom of the assigned DTR salary
grade, the salary step of the affected employees shall be adjusted
downward according to the number of DTR step(s) removed in order to
preserve their current rate of pay.

3:4.___Promotion. On promotion, the salary shall be at a rate on the new salary plan and grade

which is approximately two (2) steps higher or immediately greater than two (2) steps
higher, than that paid on the salary grade for the former position where the new grade is
able to accommodate the increase. The effective date of all promotions shall coincide with
the first working day of a pay period.

45.__Transfer. On transfer, the salary shall be the same as that paid previously. The

anniversary date shall not change.

6:6. __Demotion. On demotion, the salary shall be the same percentage or number of steps from

the minimum pay rate on the new grade as on the previous grade, where the new grade is
able to accommodate the percentage or number of steps. The anniversary date shall not

change. The effective date of all demotions shall coincide with the first working day of a
pay period.

67. __Reclassification. The salary of an incumbent of a position reclassified to a class on the

same salary plan and grade shall not change. The anniversary date shall not change.

The salary of an incumbent of a position reclassified to a class on a higher sa_lary plan and
grade shall be at the rate which is approximately two steps higher, orimmediately greater

thantwo (2) steps higher, than that paid on the grade of the former position, where the new
grade is able to accommodate the increase.

The salary of an incumbent of a position reclassified to a class on a lower salary plar_1 an_d
grade shall be placed at the same rate of pay, or on a step of the new grade which is
closest to but not higher than the employee's current rate of pay; where the employee's

current rate exceeds the maximum of the new grade, it shall be reduced to the maximum.
The anniversary date shall not change.

The effective date of a reclassification shall coincide with the first working day of a pay
period.
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#8. _ Authority to Specify Salary. An agency/department head may specify a higher step pay
rate-within the salary plan and grade for an employee who is newly hired or re-employed
than the step that would be called for under other provisions in this ordinance.

8:9. __Working Hours and Overtime

a.

FLSA Exempt Employees. Any employee whose position is determi_ned to be
exempt from the FLSA shall not be entitled to compensation for overtime of any
type unless specifically provided herein.

Definitions: For purposes of determining eligibility for overtime only:

W) A “FLSA work week” shall consist of 168 consecutive hours (i.e. seven (7)
days).

(2) Overtime is defined as time actually worked by an employee in excess of
forty (40) hours in an FLSA workweek. Management reserves the right
under the FLSA to designate the FLSA workweek for each employee.

Authorization for Overtime Work. Performance of overtime work may be authorized
by the agency/department head or his or her designated subordinate.

Reporting and Calculation. Actual hours of overtime work shall be reported on each
aftendance report. The Auditor-Controller shall maintain the record of overtime
credit at one and one-half times such actual hours. Actual hours of compensatory
time off shall be reported on each attendance report. If payment is to be made, the
number of hours of overtime credit to be paid for shall be specified.

Compensation for Qvertime Work. Employees who are not considered “exempt”
under the provisions of the FLSA shall be paid at a rate of one and one-half times
their FLSA regular hourly rate of pay for all time actually worked in excess of forty
(40) hours during the designated FLSA workweek. Upon temination, accumulated
overtime credit shall be paid for.

Compensatory Time Qff. An employee eligible for paid overtime under the
provisions of this section may request, subject to management approval, the
accumulation of up to one hundred twenty {120 hours of compensatory time off, in
lieu of paid overtime. Such overtime is accumulated at the rate of one and one-half
(1-1/2) hours of compensatory time off for each hour actually worked in excess of
forty (40) hours during the designated FLSA work week.

Accumulated overtime credit may be taken in compensatory time off, at a time or
times agreeable to the agency/department head. This method of reducing
accumulated overtime credit is encouraged. With approval of the County Executive
Officer, banked overtime credit may be paid for.
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if any empioyee is permitted to accumulate overtime credit in excess of one
hundred twenty (120) hours, the agency/department head, within two weeks af.ter
such excess has been paid for, shall file a written report with the County Executive
Officer and a copy with the Auditor-Controller, setting forth the number of hours
paid for as to each employee and explaining the reasons for permitting such
accumulation. :

Payoff for Unused Compensatory Time Off Upon Separation from County Service.

Upon separation from County service, an employee shall be compensated at

his/her hourly rate in effect at that time for each hour, or portion thereof, of -

accumulated compensatory time off (CTQ).

Fringe Benefits not Affected by Overtime. Overtime work shall not be a basis for
increasing vacation or sick leave benefits, nor shall it be a basis of advanqing
completion of required period for probation or salary step advance. Where overtime
results from necessary irregular work schedules, it may be included in computing
the minimum time for salary step advance which would otherwise be delayed
beyond the normal period.

8-:10. _Standby. When placed by the agency/department head specifically on standby duty, an
employee otherwise off duty shall be paid one (1) hour's pay for eight (8) hours of such
duty, to the nearest tenth of an hour.

40-11. Minimum Qvertime on Call-Back. A non-exempt employee called back to a worksite to
meet an emergency on an overtime basis, whether or not in a standby duty status, shall
receive minimum credit for one (1) hours’ work.

If an employee shg'uld complete the work reguired. and subseguently be r_ecalleq quring
the minimum credit period. no additional compensation shall be paid for until the minimum
it time t i

be xhau . -back pa es incl i mmutin n
from work. .
Remote Call-Back: If an employee may perform call-back work remotely, wi_thput the
semplovee having 1o physically report to a worksite, then the emplovee will be paid in one-

tenth_hour increments for all time worked while remotely responding to the call. For
example. if the emplcyee remotely completes the performance of work in twenty five (25)
minutes, the employee will be paid thirty (30) minutes for the remote call-back.

H-12, and Court A| nces. A temporary employee shall be entitied to retain jury

fees, since the individual shall may-not be paid as-ar-ermpleyee-for time not actually
worked.

Any employee who shall be called as a witness arising out of and in the course of County

employment, shall not suffer any loss ef-salaryin their base hourly rate of pay, but any
witness fees received shall be paid into the County Treasury, together with any mileage
allowed if the employee uses County transportation.

Any employee absent due to private legal as-a-witnese-in-a-private-matters shall not be
entitled to be paid during such absence.

42:13. Sick Leave .
18
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B

Accryal. Every employee shall accrue sick leave on an hourly basis computed at
the rate of .05 hours accrued per hour in a paid status to a maximum of four (4)
hours per pay period.

A seasonal employee shall be allowed to take sick leave only when the employee is
in an active payroll status.

Sick leave shall accrue at all times when the employee is in a paid status.

Accrued sick leave of any person whose employment is permanently terminated
shall automatically be canceled. However, any employee whose employment is
terminated while he/she is on sick leave shall continue to be compensated for the
duration of his/her iliness to the extent of his or her accrued sick leave, but after
such termination shall derive no other benefits under this ordinance which resuit
from being in a paid status. Unless the employee shall have retired, payment for
sick leave continuing after termination shall be conditioned upon prior receipt of a
physician's certificate or other adequate written proof of iliness, and in the event of
any doubt as to future duration of the illness may be paid on biweekly increments
as used. If an employee receives a layoff notice pursuant to this ordinance,
payment for sick leave shall continue conditioned upon receipt of a physician's
certificate or other adequate written proof of iliness given to the County prior to

payment, and payment shall not continue beyond the exhaustion of accrued sick
leave.

Sick leave may be used for absence reasonably required by complications of
pregnancy, continuing through delivery and reasonable period of recovery
therefrom, to be determined in accordance with a written report or reports of the
employee’s personal physician, specifying the expected date of delivery and the
date that the employee should cease work. In the event the agency/department
head believes there are unusual circumstances, or that the full performance of the
employee’s work without undue hazard is such as to require a longer period of
absence, and on the agency/department head's written request to the Human
Resources Director, the determination of the period shall be subject to review and
change by a physician employed or provided by the County, including a medical
examination of the employee if required by such physician. In no event shall an
employee return to work after pregnancy prior to a date to be fixed by her physician
in a signed statement that she is physically able to perform the duties of her
position.

Proof of lliness. When in the judgment of the agency/department head good
reason exists for believing an employee may be abusing sick leave the employee
shall be placed on notice in writing. The employee shall also be placed on a
medical certification program and be allowed paid sick leave by producing a
certificate of a physician, dentist, or other legally authorized person to provide
health care services on the same level as a physician; or other proof satisactory to
the agency/department head. Such certificate shall include a written statement
signed by a physician, dentist, or other legally authorized person to provide health
care services on the same level as a physician, stating the day(s) of the

illness/injury and that the iliness/injury prevents the employee from being able to
work.

Employees on a medical certification program shall have their sick leave usage
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reviewed at least annually. If the review shows substantial improvement, they shall
be removed from the category of having to provide the certificate for each absence.

g. Every employee shall be able to use accrued vacation, compensatory time, or
holiday time when sick leave has been exhausted due to extendad-illness or injury
unless they are on a medical certification program in accordance with the above.

h. An employee off work or contemplating to be off work due to illness or injury for an
extended period of two (2) weeks or more shall provide a comprehensive health
statement as to length of absence from the employee's health care provider stating

any duties an employee cannot perform and any restrictions or light duty
requirements.

i. Reporting Requirements. In the absence of a more stringent agency/department
policy, an employee reporting off work for such leave usage shall cali the
employee's supervisor or designee within one (1) hour before or after the
employee’s scheduled shift starting time.

i Beason for Usage. Use of accrued sick leave shall be allowed for the purpose of
preventative medical, dental care, and care of the family. For this purpose, family is
defined to mean a spouse or Registered Domestic Partner, child, parent  (including

iological, adoptive, or foster parent, stepparent, or legal rdian of an emplo

| or the employee’s spouse or registered domestic partner, or a person who stood in

| loco parentis when the emplovee was a minor), brother, or sister of the employee,

qrandparent, grandchild and the equivalent relationships through a lawfully . Comment [HRG]: Provision was updatedto
registered domestic partnership. reflect the family definition in accordence with CA’s

sick leave faw, AB 1522,

k. Payout for Sick Leave. Upon retirement, disability retirement, or death of an
employee, and subject to the provisions of any applicable agreement between the
employing agency and the California Public Employee's’ Retirement Law, unused
accumulated sick leave shall be paid for at the rate of ten (10) percent of the
current salary value thereof for each such person who has had five full years of
service in a payroll status, plus two (2) percent for each additional year to a
maximum of 50 percent, and, in no event, shall the total payment exceed a sum

| equal to 960 hours of full pay. Terminal sick leave pay for employees with five (5) or

more years of service shall be paid into a Health Savings Account on behalf of the
employee.

Sick leave compensation resulting from death shall be made to the persons entitled
to it otherwise, in accordance with the Probate Code. Eligibility for a payout under
this section is made at the time of separation from County employment and notata

later date.
43-14. Bereavement Leave. Employees who are entitled to accrue sick leave {under this Article) . - { Comment ,.E:':m a-nf':eagm:am;m
may be are-allowed up to five (5) days of leave, three (3) of which will be paid, and the entitled to sick leave per the.440 are entitled
additional two (2) days shall te-be deducted from the employee’s sick leave_accruals. bereavement leave 23 stated in this section.

Eligible employees must be in an active payroll status and be compelled to be absent from
duty by reason of the death, or critical illness where death appears imminent, of the
employee's father, father-in-law, mother, mother-in-law, brother, sister, spouse, child,
grandparent, grandchild, step-relationships of the same categories or equivalent
relationships through a lawfully registered domestic partnership. The County has the right
to require proper documentation in support of the requested leave.
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44-15, Fitness for Duty. An agency/department head, when in his/her judgment good cause
exists, may order an employee off work until such time as the employee is able to present
the agency/department head a physician's certificate stating the employee is able to return
‘to work without impairing the health of the public, the employee's health, or the health of
the other employees in the agency/department.

When the agency/department head orders an employee off work, the employee shall, at
County expense, be referred 1o a County designated physician or other health care
provider to obtain the required certificate.

In the event an employee has no accrued sick leave balance, the employee will then t{e
absent from work without pay at the discretion of the agency/department head in
accordance with the provisions of this ordinance. Should the physician or health care
provider determine that the employee is able to return to work during the shifts from which
he/she was ordered off work, the employee shalt not be charged with such absence and
any leave banks used to cover the absence shall be restored.

46-16. Onthe Job Injury or lliness. An employee who suffers an injury or iliness which entitles him

or her to benefits under the Workers' Compensation Law, and for which he/she actually
receives or obtains medical treatment, shall be entitled to full compensation for the first
calendar day during which he/she is necessarily absent from duty as the resuit of such
injury oriliness, without deduction on account of accrued sick leave or other accrued salary
credits. If such absence continues thereafter, he/she shall be paid as salary the difference
between the temporary disabilty payments due him or her under the Workers'
Compensation Law and his or her regular compensation, to the extent of the value of his or
her accrued sick leave, including, for this purpose, the values, successively, of his/her
accrued compensatory time off for overtime and accrued vacation credit. During a period of
temporary disability and in the proportion that the employee is paid for the difference
between his/her temporary disability payments and his/her regular compensation, he/she
shall continue to accrue sick leave and vacation benefits at the regular rate.

The right is reserved to make later adjustments as between salary and disability benefits to
conform to the Workers' Compensation Law, or to conform to later development of facts,
including the right to recover any overpayments directly or from future eamings.

+6-17. Air Pollution Emergency. An employee unable to work on a regularly scheduled work day
due to an air pollution emergency shall be granted a leave of absence without pay for the
period of the emergency unless he/she chooses to use his or her accumulated overtime
credit, sick leave credit, vacation credit or holiday leave credit for the period of time he/she
was off work due to the emergency.

4718. Leave of Absence

a.

An agency/department leave of absence or an official leave of absence without
pay may be granted for the following reasons:

(1) lliness or disability when sick leave has been exhausted;

(2) Pregnancy; ‘

3) To take a course of study which will increase the employee's usefulness on
return to the County; and/or )

(4) Personal reasons acceptable to the authority whose approval is required.

Agency/department leave of absence. Agency/department leave of absence up to
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480 hours in any one calendar year period may be granted to any employee by the
agency/department head. Such leave shall be reported as ieave of absence via the
agency/department's payroll. The agency/department head may require the leave
of absence to be for a specitied period of time and appropriate conditions may be
imposed, such as providing sufficient medical documentation or other evidence
substantiating the leave as required by the agency/department head.

Official leave of absence. A regular employee may request an official leave of
absence exceeding 480 hours, but not exceeding one (1) year. Official leave of
absence may be granted upon written request by or on behalf of the employee,
specifying the period and the reason, upon the written recommendation of the
agency/department head and with the written approval of the Human Resources
Director. Application must be made on a form supplied by the Human Resources
Depariment in advance of the effective date of the leave, unless circumstances
make such advance request impossible. If the Human Resources Director
disapproves the request, it shall be so endorsed and returned to the
agency/department head, who may present it to the Board of Supervisors. The
Board's action shall be final. Any official leave of absence granted shall be for a
specified period and appropriate conditions may be imposed such as the employee
providing sufficient medical documentation or other evidence documenting the
leave as required by the Human Resources Director or a designee.

Such leave may be extended upon further written request containing justification
therefore, such request for extension to be processed in the same manner as the
original request. In the case of a request for an extension due to iliness or disability,
updated information of the same kind submitted for the original request will be
required.

Nothing herein shall prevent the earlier return to duty by the employee, except the

agency/department head may require two weeks advance notice of the employee's
intention to return.

The Human Resources Director shall be promptly notified of the returmn of any
employee from an official leave of absence. The Board of Supervisors shall have
the right to cancel or revoke a leave of absence previously granted.

An employee on leave of absence for illness or disability reasons will be required to
present a return to work statement from the attending physician releasing the
employee to full duty, prior to being allowed to return to work. Any release to less
than full duty will be allowed only as accommodation as required under the
Americans with Disabilities Act, the California Fair Employment and Housing Act, a

County designed temporary modified duty assignment, and/or the County retum to
work program.

An employee contemplating family/medical leave for reasons that are foreseeable
must provide thirty (30) days advance notice. in cases where the approximate
timing of the need for leave is not foreseeable, the employee is required to give
notice of the need for family/medical leave as soon as practicable (generally within
one or two working days of leaming of the need for leave).

48:19. Vacation. Persons employed in the classes of Resident Physician and Surgeon shall be

entitied to one hundred twenty (120) hours (approximately fifteen (15) days) of vacation per
year. The vacation may be taken at times agreeable to the agency/department head.
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Unused vacation shall be carried over to the following fiscal year. Upon separation fn_'om
County service, a Resident Physician and Surgeon shall be paid for any unused vacation.
All other employees shall not be entitled to paid vacation.

+8:20. Paid Holidays. Only seasonal employees, Resident Physicians and Surgeons, and
employees in the Physician Assistant Fellowship classification, in a current paid status
shall be eligible for paid holidays. Other provisions notwithstanding, if duty is required any
time during the 24-hour holiday period, the resident or fellow will be entitled to
compensatory time off for all hours worked on the holiday. Duty is defined as any presence
at the hospital for professional reasons.’

Anew employee whose first working day is the day after a paid holiday shall not be
paid for the holiday.

An employee who is terminating his or her employment for reasons other than paid
County retirement, and whose last day as a paid employee is the day before a
holiday, shall not be paid for that holiday.

An employee who is on a leave of absence without pay for either the regularly
scheduled working day before the holiday, or the regularly scheduled working day
after the holiday shall not be paid for that holiday.

Seasonal employees who are regularly scheduled to work on a paid hg[iday shall
be paid at their regular rate for the time actually worked. In addition, such
employees shall have a choice of:

1) compensatory time off not to exceed eight (8) hours for such holiday or;

@) being paid for the holiday at the regular rate of pay not to exceed eight (8)
hours.

An employee with accumulated holiday credit may, and if requested by the
agency/department head shall, within seven (7) days, specify the dates of at least
three (3) working days during the next two (2) succeeding pay periods that the
employee desires to take as holiday compensatory time off. The
agency/department head may authorize compensatory holiday time off for all or any
portion of the dates specified, but shall authorize at least one (1) of the three (3);
provided however, that if in the agency/department head's judgment, such day or
days will create a demonstrable hardship to the agency/department; in that event,
the employee, within seven (7) days after notification by the agency/department
head, shall specify three (3) other working days, at least one (1) of which shall be
granted. Unless otherwise agreed to by the employee, the agency/department
head shall not authorize time off less than eight (8) hours. If an employee, after
being requested by the agency/department head, refuses or neglects to specify the
time he/she desires to take as compensatory holiday time off, as herein provided,
the agency/department head may schedule compensatory holiday time off for the
employee.

A part time employee shall only receive holiday pay for the holiday or portion
thereof which coincides with his or her regularty scheduled working hours.

1 and the hosp

|
f
3 This provision for holidays comes from the personal employment contract between Residens Physicians and Surgeons and the Physician
Assi on
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g. Afull time employee whose regularly scheduled day off falls on a paid holidgy shall
be entitled to equal compensatory time off for such holiday not to exceed eight (8)
hours pay. :
28-:21._Shift Differential

a. Applicability of Shift Differentials. Only FLSA non-exempt employees shall be

. eligible for shift differentials. Shift differentials do not apply to standby duty, release

time, or to leave time, such as vacation, sick leave, or holiday leave. The hourly

rate for each shift differential is payable in tenths of an hour. With

agency/department approval, day shift employees on an individual basis may waive

shift differentials in order to work earier or later than their schedule would
otherwise be, for their own convenience.

(1) Evening Shift (swing). Employees wering-theirrogulardy-seheduled-shift
: - who perform work between the hours of 36:00
p-m. and 11:00 p.m., shall be paid an evening differential of $0.60 per hour

for the time actually worked between 36:00 p.m. and 11:00 p.m.

(20  Night Shift. Employees wetking-theirregutary-scheduled-shift-that-ends
after-11:00-p-m~-and-who perform work between the hours of 11:00 p.m.
and 7:00 a.m., shall be paid a night differential of $1.20 per hour for the
time actually worked between 11:00 p.m. and 7:00 a.m.

b. Classes Not Eligible for Shift Differentials. Employees in positions of Resident
Physician and Surgeon and Physician Assistant Fellowship shall not be paid-a shift
differential(s).

24-22. Bilingual Pay. All full time and part time employees who are assigned work on a regular

and continuing basis that requires a second language at least five times per week or once
per day to effectively meet the service demands of the County’s customers, and who have

qualified for bilingual compensation under this sub-section shall receive additional
compensation as follows: )

Lovel 1: Basic Oral Communication: $40 per pay period ($0.50 per hour)
Employees at this level perform bilingual translation.

Level 2: Task Completion: $60 per pay period ($0.75 per hour)
Employees at this level perform bilingual translation as well as written translation.

Level 3: Written translation, and medical and legal interpretation: $80 per pay period ($1.00
per hour)Employees at this level perform complex verbat and written translation.

Payment of bilingual pay will be pro-rated based on the hours actually worked to the
maximum amount indicated per pay period.

An employee must perform bilingual translation as a requirement of the job. An emplpyee
not receiving bilingual compensation shall not be expected to perform bilingual services.

Testing Administration: The Bilingual Pay Program is administered by Human Resources.
Oral and written examinations will be administered by the Human Resources Assessment
Center as foliows:
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Level 1: Basic oral/reading test
Level 2: Written
Level 3: Complex Level Written

Designation of positions eligible to receive bilingual pay is the responsibility of the
supervisor with the approval of Human Resources. An agency/department head whose
department has a substantial need for regular and frequent oral or written bilingual skill of
one or more positions may make an application to the Human Resources Director on a
form supplied to him/her to authorize bilingual compensation for such position. All future

recruitments for a position designated as such should include the requirement of bilingual
skills.

When the skill is no longer needed or the employee is not required to use it or ceases to
possess it, the agency/department head shall terminate the bilingual compensation by
written notice to the Human Resources Director. The Human Resources Director may also
terminate the bilingual compensation if he/she makes a like determination, and shall notify
the department head. In either case, the department head shall notify the employee.

The Human Resources Director may designate an employee in the Human Resources
Department or other County department to perform bilingual skills for other County
departments and districts where there is no one available in the requesting department.

22:23. Health Benefits. The monthly Fiexible Benefit contribution for Resident Physicians and
Surgeons and employees in the Physician Assistant Fellowship classification shall be
$312.50. In addition, the County shall provide optical insurance, to be paid by the County,
for employees in these classifications.

23:24. Retirement Program. Retirement benefits and related matters for employees are governed
by the contracts between the Board of Supervisors and the Board of Administration of the

Public Employees Retirement System, by resolutions of the Board of Supervisors, and by
State retirement laws.

24-25. MAINTENANCE

a. Rates for maintenance, including living quarters, meals, or laundry service,
furnished by the County to any employee, shall be fixed by a resolution of the
Board of Supervisors from time to time. Payment therefore shall be made by a
deduction from compensation, or by performance of additional services, as may be
determined by the Board of Supervisors.

b. No charge for meals shall be made where the same are furnished for the
convenience of the County, such as for employees at County institutions who are
required by the nature of their duties to take their meals in connection with such

employment. No person shall receive maintenance at any institution unless on duty
at such institution.

c. Nothing herein shall prohibit the furnishing of meals on a cost basis where
necessary or convenient. It shall be the duty of each officer to make certain that the
provisions of this section are complied with as to all employees,
agency/departments and institutions under his/her control and to keep the Auditor-
Controller properly informed as to any payroll deductions required hereunder.
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| d. Resident Physicians and Surgeons at RCEBMG-RUHS - MC shall be furnished
without charge medical and hospital care for acute illnesses and injuries contracted
or sustained by them during the period of their employment. Whether an illness or
‘ injury qualifies under this provision shall be determined by the

Hospital
AdministratorAssistant County Executive Ofticer — Health Systems with the advice
of the Chief of Medical Officer-Staf.

| 26-26. Termination. Except as specifically set out herein, all employees shal[ serve at ghe
pleasure of the agency/department head and shall not be entitled to any review or hearing
procedure upon termination by the agency/department head.

c) SEASONAL EMPLOYEE PROVISIONS

1. Initial Probationary Period

a. Initial Probationary Status. Each seasonal employee shall be in an initial
probationary status from the effective date of his/her initial employment in a
seasonal or regular position in a paid status until the required initial probationary
pericd, and any extension, is completed without separation from County
employment.

Computation of the initial probationary period in a paid status does not include
overtime, standby, on-call or military leave of absence. A seasonal employee who
has not completed the initial probationary period, oratemperary-employeerserves
at the pleasure of the agency/department head and may be released from

employment without cause. He/she is not entitled to the review procedure provided
for in this ordinance.

b. Length of initial Probation. The length of the initial probationary period for seasonal
| employees is fwelve (12) months of actual work. Months towards completion of
initial probation need not be continuous but for a seasonal employee accrued
months towards completion of initial probation shall be lostin the event that there is
| a period of more than one (1) year when the employee is in an unpaid status.

c. Extension of Initial Probation. The initial probationary period of a seasonal
employee may be extended by the employing agency/department head with the
approval of the Human Resources Director. Extensions of an initial probationary
period are discouraged and must be approved by the Human Resources Director
or his or her designee before the end of the existing initial probationary period.

Approval is made on a case-by-case basis and only for rare and extenuating
circumstances.

l The twelve (12) -month initial probationary period may be extended once to fifteen
(15) months or twice to eighteen (18) months. if an employee changes
classification by promotion, transfer or demotion during initial probation, extensions
may also be made in the class to which he/she promoted, transferred or demoted.

d. Initial Probationary Period Affected by Change in Class. An employee who has not
completed the initial probationary period and who veluntarily-promotes, demotes or
transfers to another class, will serve a new twelve {12) month probationary period
following such promotion, demotion, or transfer. The twelve (12) months required
pursuant to the provisions of this section shall be in addition to any initial
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probationary period hours served by the employee in the position from which
he/she voluntarily promoted, demoted, or transferred.

2. Discipline, Dismissal, and Review

a.

The provisions of this subsection do not apply to:

m
@

3

At-Will seasonal employees;

Seasonal employees who have not completed an initial probationary period
with the County of Riverside;

Regular seasonal employees serving a promotional probationary period
when such disciplinary action does not affect any vested rights.

The appointing authority may dismiss, demote, suspend, demote and suspend, or
impose any other disciplinary action on a probationary employee during the
probationary period. Unless such action affects the vested rights of a permanent
employee serving a promotional probationary period, no hearing shall be held on
any disciplinary action affecting a probationary employee.

Any of the following acts of an employee who has permanent status shgll be good
cause for dismissal, demotion, reduction in compensation, suspension, or any
other action taken for disciplinary reasons:

M
@
©)
)
®)

(6)
™

®)
(9
(10)
)

Dishonesty;

Incompetence;

Ihefficiency or negligence in performance of duties;

Neglect of duty;

Insubordination or willful violation of an employee regulation presc_ribed.by
the Board of Supervisors or the head of the agency/department in which
the employee is employed;

Absence without leave;

Conviction of either a felony, or any offense, misdemeanor or felony,
involving moral turpitude, or any offense in connection with or affecting the
employee's duties other than minor traffic violations. Conviction means a
plea of guilty or nolo contendere or a determination of guilt in a court of
competent jurisdiction:

Discourteous treatment of the public or other employees;
Political activity in violation of federal or state law;
Physical or mental unfitness to perform assigned duties;

Making a material misrepresentation in connection with obtaining or
maintaining employment or position;
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(12)  Conduct either during or outside of duty hours which adversely affects th_e
employee's job performance or operation of the agency/department in
which hefshe is employed;

(13) Failure to maintain the license, registration, certificate, professional
qualifications, education, or eligibility required for the employee's
classification when the failure of the employee to maintain such
requirements adversely affects the employee's ability to perform his or her
job or the performance of the agency/department. The agency/department
shall prescribe procedures to insure that employees affected by the
requirements are informed of them;

(14)  Substance abuse in violation of the County of Riverside Alcohol and Drug
Abuse Policy;

(15)  Violation of the County’s Anti-Violence in the Workplace Policy.

The disciplinary and appeal procedure for seasonal employees shall be the same
as in the disciplinary and appeal procedure contained in the most current
Resolution of the County of Riverside and Other Agencies Providing Salaries and

Related Matters for Exempt Management, Management, Confidential, and Other
Unrepresented Employees.

3. Step Advance

Applicability of Step Increases. The compensation of each seasonal employee
who is paid on a step basis, and whose pay is below the highest step of the grade
allowed for the class shall be considered for increase upon his or her anniversary
date, except as otherwise provided.

Anniversary _Dates. The first anniversary date as a result of an original
appointment shall be the first day of the pay period following the completion of 12
months of actual work in a paid status in the position, not including overtime.

SHe-emponment at a rate other than that of the first step of a grade shall be
considered an original appointment for purpose of fixing the anniversary date.

The first anniversary date as a result of promotion or reclassification, which
involved a salary increase, shall be the first day of the pay period following the

completion of six months of actual work in a paid status in the position, not ‘

including overtime.

The second anniversary date shall be the first day of the pay period following t_he
completion of an additional 12 months of actual work in a paid status, notincluding
overtime, and subsequent anniversary dates shall occur at like intervals.

The provisions of this section shall be subject to other specific provisions of this
ordinance conceming change of anniversary dates.

Limit on Unpaid Statys. Months in a paid status toward a step increase need npt
be continuous, but for a seasonal employee, accrued months in step shall be lostin
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the event that there is a period of more than one (1) year when the employee is in
an unpaid status.

d. Pay_ Increases by Salary Steps. Every anniversary salary increase, unless
otherwise dictated within a recognized employee organization’s Memorandum of
Understanding (MOU) shall be to the rate of the second next higher step, except
when there are less than two steps remaining, it shall be to the last step of the
salary grade. Such salary increases shall be given unless there is an affirmative
decision of the agency/department head to deny the increase.

e. Denial of Step Increase. The agency/department head may disallow a step
increase only after the performance evaluation is reviewed and approved by the
Human Resource Director or a designee. If the increase Is not granted, the
agency/department head shall state the reasons on the form, which shall be given
to the employee for signature. The agency/department head shall reconsider the
step increase at least quarterly, and may allow it effective on the first day of any
pay period after the date it could have been granted. The responsibility for
submitting a written allowance of increase, after its denial, shall be with the

agency/department head. The anniversary date shall be postponed until an
increase is allowed.

d) TEMPORARY EMPLOYEE PROVISIONS

1.

Compensation. Temporary employees shall be compensated at the first step of the salary
plan and grade for their job class, unless an advance step is authorized at the time of
appointment. Temporary employees do not receive step advances within the salary grade
based on hours of service.

Function of Temporary Employees

a. Temporary employees will normally be utilized to perform irregular, prpigct, or
overflow work that cannot be performed by regular employees within the
agency/department without additional cost, including overtime costs.

b. Temporary employment shall not be used in lieu of the probationary period in a
regular or seasonal position or as a trial period of employment, but this provision
shall not render a temporary employee ineligible for appointment to a regular or
seasonal position.

c. Agreements entered into between the County and a federal or state funding
authority may contain provisions which will prevail over the rules of this section
affecting temporary County employees.

Length of Employment. No temporary employee shall be permitted to work in the same
capacity in which he/she performs substantially continuous service for more than gne
thousand (1000) working hours (approximately six (6) months of full time service) during
any one fiscal year. In the event that a agency/department head has unusual
circumstances to warrant employment of a temporary employee for a longer period, the
agency/department head may request approval on the Board of Supervisors’ agenda, prior
to the employee working more than gne thousand (1000) hours in the fiscal year. Any
request to extend the service shall set forth the justification, the hire date of the temporary
employee, and the number of hours requested in the extension. Any additional extension
shall require further Board of Supervisors' approval annually, prior to the employee working
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l one thousand (1000) hours in that fiscal year.
| @) UNREPRESENTED PER DIEM EMPLOYEE PROVISIONS
1. Notwithstanding any other provisions of this ordinance, except as otherwise provided

herein, only the provisions set forth in this section shall be applicable to persons employed
| as ynrepresented Per Diem employees.

2. Definitions

a.

"Per Diem Employee” shall mean anyone who occupies a position within a
classification established in the Class and Salary Listing as a Per Diem class and
thatis not represented by a collective bargaining unit. All Per Diem employees shall
serve at the pleasure of the agency/department head.

"Base Rate of Pay" shall mean the hourly rate of compensation as set forth in the
Class and Salary Listing for a Per Diem classification.

"Holiday" shall be the 24-hour period which commences at 7:00 a.m. of anydayon
which County offices are not open for business, in accordance with County
Ordinance, other than Saturday or Sunday.

*Overtime" shall mean any authorized work actually performed in excess of the
established FLSA work week.

*Gritical Care Work Areas" shall mean the following units at the hospital: ER, ICU,
CCU, Neuro ICU, Peds ICU, Neonatal ICU, OR, Recovery, Dialysis, Labor and
Delivery, and Anesthesia.

"In Charge” shall mean the assignment by the nursing administration office, and
acceptance by a licensed employee, to have tfotal nursing management
responsibility for a particular inpatient nursing unit, such responsibility to include,

but not necessarily be limited to, patient care, nursing personnel, and the general
environment of the unit.

For acute care assignments, "weekend” shall mean the period commencing at 3:00
p.m. Friday and ending at 7:00 a.m. on Monday. For outpatient clinic or non-acute
care assignments, "weekend” shall mean the period commencing at 5:00 p.m.
Friday and ending at 7:00 a.m. on Monday.

nce to Pl

No person shall be employed in or appointed to any Per Diem position until the
classification plan shall contain a position specification for such position.

No person shall be employed in or appointed to any Per Diem position unless said
person meets the minimum qualifications set forth in the position specifications.

 This restriction applies only to County Temporary Employees and not to regular, seasonal, per diem, or TAP employees.
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Positions Allowed

a. The basic classification of Per Diem positions is deemed to be established by the
Class and Salary Listing and the number of positions needed for each class shall
be as determined from time to time by resolution of the Board of Supervisors.

b. No person shall be appointed to a Per Diem position until such position has been
allocated to the hiring agency/department.
Salary Procedures

a. . Basis of Compensation. Per Diem empioyees may receive compensation at the
hourly rate assigned to the classitication in which they are employed.

The Human Resources Director may authorize differential premium pay for Per
Diem job classes at rates not more than those established for regular job clgss_es,
as needed to maintain efficient business operations. Such premium authorization

may be ended by the Human Resources Director as warranted by operations or
funding.

b. Reporting and Calculation. Actual hours of work and overtime work shall be
reported for each Per Diem employee on each biweekly attendance report or by
such other method as is established by the County Auditor-Controller.

c. Payment. The County Auditor-Controller shall distribute salary warrants no later
than the second Wednesday following the end of a pay period.

Overtime. Overtime shall be paid at one and one-half times the FLSA regular hourly rate
for all non-exempt employees. FLSA exempt employees who work on a Per Diem basis

will be entitled to their base rate of pay for each authorized hour worked in excess of the
established FLSA workweek.

hift Differential. Shift differentials do not apply to vacation, sick leave, holiday pay, call or
standby duty. The hourly rate for each shift differential is payable in tenths of an hour.

Employees who work day shift between the hours of 7:00 a.m. to 6:00 p.m. shall not be
entitled to a shift differential.

a. Classes not gligible for shift differentials.: Employees in the classification(s) listed

below shall not be paid shift differential:

Pharmacist—- C - PD

b. Evening Shift - General. Per Diem employees whose classes are specifically
mentioned below, who perform work between the hours of 36:00 p.m. and 11:00
p.m., shall be paid an _evening-right differential as set out below for the time
actually worked between 36:00 p.m. and 11:00 p.m.
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Rate:

¢ Electrocardiograph Technician - PD ¢

25¢ per hour

¢ For employees in this Per Diem
classification working at the Riverside
University Health System — Medical
Center.

¢ Nursing Assistant - PD

35¢ per hour

¢ _Pharmacy Technician Il - PD

60¢ per hour

* House Supervisor - PD

Classification(s) authorized by the
County Executive Officer to receive the
same premium as employees in the
equivalent regular classifications.

c. Night Shift - General. Per Diem employees whose classes are specifically
mentioned belovg and yvho perform work between the hours of 11:00 p.m. and 7:00
a.m., shall be paid a night differential as set out below for the time actually worked

between 11:00 p.m. and 7:00 a.m.

Classifications:

Rate:

. Electrocardiograph‘ Technician - PDe

50¢ per hour

+ For employees in this Per Diem
classification working at the Riverside
University Health System — Medical
Center.

¢ Nursing Assistant - PD

75¢ per hour

* Pharmacy Technician Il - PD

$1.20 per hour

* House Supervisor - PD

Classification(s) authorized by the
County Executive Officer to receive the
same premium as employees in the
equivalent regular classifications.

8. Holidays. A Eer Diem employee who works on a holiday shall be paid at the rate of one
and one half times the employee's base rate of pay for the hours actually worked.

9. Benefits. No benefits except those expressly provided by statute shall accrue to Per Diem

employees.

10.  Termination. All Per Diem_ employees shall serve at the pleasure of the agency/ department
head and shall not be entitled to any review or hearing procedure upon termination by the

agency/department head.

Section 11. VOLUNTEER WORKERS

Definition. "YOIupteer Worker" means a person who performs authorized voluntary service to the
County of Rwersgde ora department, institution or agency thereof, without pay, for the benefit of
the County_ and in aid of a recognized County purpose. The term does not include members of
volunteer fire departments or companies. For the purposes of this section, the volunteer worker
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must be currently enrolled pursuant to this ordinance in order to be recognized as a volunteer
worker. A volunteer worker is not an employee.

Volunteer Qrganizations. Any agency/department of the County government may establish one or
more organizalions of volunteer workers in aid of the purposes of the agency/department or may
recognize a private civic organization or delegation thereof as the equivalent. No particular form of
organization shall be required; it may be an unincorporated association, a committee or
subordinate body of an existing organization, a corporation, or merely a series of individuals
sponsored by the agency/department.

Enroliment of Volunteer Workers. In each agency/department having an organization of volunteer
workers, the agency/department, or organization with agency/departmental approval, shall keep
within the agency/department a current and continuing roster upon which volunteer workers are
enrolled. This shall contain at least the name, address and telephone number, the date of
enroliment and the date of termination of the enrollment; if the worker may be expected to drive an
automobile in the performance of the volunteer function (other than between the worker's home

. and the workplace) then the roster shali include the number and expiration date of the worker's

operator's license, and the name of company, policy number and expiration date of the worker's

liability insurance. Records as to each volunteer worker shall be retained for three years after such
worker has terminated.

The agency/department, or with its approval, the organization, shall, as a part of the roster or
separately, keep a continuing record of the number of hours worked by each volunteer worker. If
the services of any worker shall be terminated, or if the worker shall cease to perform voluntary
service, entry of the date of termination shall promptly be made on the roster. Unless otherwise
specified the termination of enroliment shall be without prejudice to later re-enroliment. The
services of any volunteer worker may be refused or terminated by the agency/department at will,
and shall be terminated when deemed in the best interest of the agency/departmental function or
of the voluntary services program to do so.

If there is no volunteer organization within the agency/department, individual volunteer workers
may be enrolled by the agency/department in the manner set ‘orth in this subsection.

Motor Vehicle Usage. While unnecessary use of automobiles is to be discouraged, it is recognized
that in some volunteer activities motor vehicle usage is indispensable. Privately owned vehicles
may be used on express authorization of the agency/department head specifying the purpose.
County vehicle use may be authorized only by the County Executive Officer on recommendation of
the agency/department head including appropriate justification. No volunteer worker shall be
permitted to drive either a private vehicle or a County vehicle for volunteer business until the
worker has presented his or her current operator's license and liability insurance palicy with
minimum limits in the amounts required by the State for bodily injury or death and property
damage, and the necessary data therefrom has been placed on the roster.

Beimbursement of Expenses. A volunteer worker who drives a private vehicle duly authorized
shall be entitled to reimbursement at a mileage rate currently fixed by the County. Other necessary
travel expenses shall be reimbursed at actual cost when authorized by the agency/department.
Reimbursement shall be conditional upon claim being promptly made, in no event more than 100
days after the cost was incurred,

County Insurance. Such liability insurance as the County may carry shall be excess insurance
over any other valid and collectible insurance, including that provided by the volunteer worker.
Volunteer workers are not covered by workers compensation insurance or by County self-
insurance for injury or accident arising out of volunteer service.
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| g) Beports. Each agency/department, not later than the fifteenth {15™) day of each month, shall make
& written report for the preceding month showing the total number of volunteer workers who
performed services in that month, the total number of hours of such services, the number of new
volunteer workers enrolled during the month and the number whose enrollments were terminated.
The report shall be filed with the County Executive Officer, who may inspect the roster at any time,
and shall do so at least quarterly to see that the enroliment of inactive workers has been
terminated and that other information on the roster is in current condition.

h) Besolutions. Further rules or regulations in aid of the County's program of voluntary services, or
interpretations or extensions of the provisions of this section may be made by resolution of the
Board of Supervisors.

Section 12. ORDINANCE PUBLICATION

The Human Resources Director ‘shall maintain a current record of all positions allowed for each
agency/department. He/She shall cause to be re-published and circulated to the agency/departments from
time fo time the contents of this ordinance together with lists of the positions allowed to the respective
agency/departments, and shall from time to time supply amendments thereto.

The Human Resources Director may include footnotes in the publication of this ordinance for the purpose
of referencing other pertinent sections, attachments, or provisions, or to cite a change in the narrative. The

Human Resources Director may re-number, and arrange in a logical order, parts of this ordinance without
affecting the narrative content.

Section 13. NFLICT CONSTITUTIONA

The provisions of this ordinance are subject to controlling or limiting provisions of the Constitution and

laws of California, and any provisions of this ordinance, which are in conflict there with, shall not be
effective to the extent of such conflict.

If any paragraph, sentence, clause, or phrase of this ordinance for any reason is held to be
unconstitutional or invalid, such shall not affect the remaining portions of this ordinance, and the Board of
Supervisors hereby declares it would have passed each paragraph, sentence, clause, and phrase thereof,

irrespsctive of the fact that any one, or more than one sentence, clause, or phrase thereof be declared
unconstitutional or invalid.
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Section 14. EFFECTIVE DATE
The operative date of this ordinance is July 1, 1957.

BOARD OF SUPERVISORS OF THE COUNTY
OF RIVERSIDE, STATE OF CALIFORNIA

By:

Chair

ATTEST:

KECIA HARPER-IHEM
Clerk of the Board

By:
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;rhe Board of Supervisors of the County of Riverside, State of California, ardains as fol-
ows:

Section 1. TITLE AND DEFINITIONS

This ordinance shall be known as *The Rivierside Gounty Salary Ordinance®. For the pur-
pase of this ordinance, words and phrases are defined as follows:

a) "Appoinled officers” shall mean the persons appointed or employed by the Board
of Supenvisors or otherwise as the principal employee of & depantment or agency
in the County government, or of the Riverside County Flood Control and Water
Conservalion District or the Riverside County Regional Park & Open-Space District,
which districts for the purposes of this ordinance and resolutions hereunder shall
be deemed the equivalent ol departmenis of the County governmenl, except that
references in this ordinance or said regolutions to the County shall mean such dis-
{ricts when the contexl so requires.

b) “C:ounrr‘ officers” shall mean the officers designated as such by or pursuant to the
law of the State of California.

c) "Demation” shall mean a change of employment without intervening loss of work-
ing days from a position allocated to a given salary plan and grade 1o a position of
a diflerent class allocated 1o a lower plan and grade, whether in the same or a dif-
ferent department.

d) “Emp!mees" shall mean all persons employed by the County of Riverside or the
Riverside County Flood Control and Water Conservallon District, or the Riverside
County Regional Park & Open-Space District, other than officers.

e) Full time employee" shall mean employees whose positions require the number of

hours usual or prescribed for normal permanent County employinent. All positions

shall be full time unless otherwise designated or unless the compensalion is fixed
uﬁon the basis of pan fime work.

“Holiday* or "paid holiday™ shall mean any day on which County offices are not

gpar& for business, in accordance with County ordinance, other than Saturday or

unday.

g) “Officers* shall mean all *County officers®, and “appointed officers" as herein de-
fined, except where the natural construction of this ordinance otherwise indicates:
“officer” is the equivalent of "agency/department head”.

h)  “Part time employees® shall mean emPoneas in positions which are designated
Fart time or for which compensation s fixed upon a basis of part lime work,

) 'Pay period* shall mean fourteen (14) calendar days from Thursday (starting at mid-
night) through and Including the second Wednesday thereafler, and refers 1o the
f:rtlod I{Iurdoompuling compensation due 1or all normal working shifts ending during

at period.

i) “"Permanent employee" shall mean a regular or seasonal employee who has com-
plefdw"a}f init}ﬂ probationary period i a position, not including any incumbent of
an A-Will position.

k)  “Physician®, and designations of other posilions herein which require a license o

ractice medicine or surgery, including spacialties, shall mean and be equivalent

o the designation of County ﬂ’hyslc!an as used in Stale law.

)  “Position” shall mean any office of employment to which a group of duties and re-
sponsibilities are assigned or delegated by compelent authority, the performance
of which requires the full time or parl time employment of one (1) person unless
permission is granted for job sharing.

m) "Prob‘alllogary employee” shall mean a regular or seasonal employee who has nol
compleled:

1. the required initial probationary period in & paid status in a position following ini-
tial employment; or :

2. the required probationary E’JEﬁOd in a paid status in a position to which he/she
has been promoted, ranslerred, or demoted following completion of the Initial
probationary period.

n)  “Promotion” shall mean a change of employment without intervening loss of work-
ing days from a position allocated 1o a given sala& plan and ﬁr&de 10 a position of
a different class allocated to a higher grade ether in lhe same or different
a?encyfdepartmenl. The appointment of an employee 10 a position allccated to a
higher salary plan and grade because of professional registration achleved by the
incumbent shall not be deemed a promotion but a change in salary allocation.

o) "Reclassification” shall mean the reallocation of an incumbent within a filled posi-
tion 1o a different class by a change of litle and class specification, but does not
necessarily involve a change of the salary plan and/or grade.

“Regular employee" shall mean a holder of a regular position,

q "Flegular position” shall mean a position established by this ordinance on an ongo-
Ing basls, as distinct from a seasonal or a temporary position.

r “Hetire®, *retired", and "retirement® shall mean receiving a pension through the Cal-
ifornia Public Employee Retirement System (CalPERS) pursuant 1o the California
Eut:lic Employees' Retirement Law (California Government Code (Tille 2, Division

s) “"Seasonal employees” shall mean employees whose employment Is not continu-
ous but Is regularly recurrent in the same capacity because of particular functions
which occur periodically each year; such employment may be permanent, but of
an intermittent nature,

f)  “Temporary employee" shall mean an employee who is nol a regular or seasonal

employes. )

u) “Transfer" shall mean a change of employrnent withoul Intervening foss of working
d from a position allocated to a given salary plan and grade fo a position of a
different class allocated to the same grade in the same agency/department, or to a
position of the same class, or a different class allocated 10 the same grade, in a dif-
ferent agency/department. )

v)  "Working day" means each day on which an employee performs a normal working
shift, and including holidays as specified herein which fall on days of his or her nor-
mal working shift.

Section 2. EMPLOYMENT AND ORGANIZATION

a) The various officers are heraby allowed assistants, deputies, and employees, 1o be
appointed or employed in the manner and to the exlent as provided in this ordi-
nance and by law,



b)

c)

e)

f)

h)

The powers and duties of officers shall be such as are pravided by or pursuant to
the law of the State and ordinances of the County of Riverside. Appointive officars
shall also have such additional powers and duties as may lawfully be delegated to
them by the Board of Supervisors.
All employeas shall have and exercise such powers and perform such duties as
may be directed by the respective officers under whose direclion they work, sub-
]It_a'_l.:éto the provisions of this ordinance.
conditions of employment specitied in this ordinance shall apply lo all officers

and employees excep! as otherwise provided by law or any applicable memoran-
dum of understanding between the County and a recognized employee organiza-
tion (hereln *MOU").” One or more of such conditions may be varied as to Resl-
dent Physiclans and Surgeons al the Riverside University Heallh System - Medical
Center E HS - MC) by resolution of the Board of Supervisors.
In the absence or incapacity of the Sherifl, the Undersheritl will command the de-

artment, followed by the Assistanl Sheriff assigned to Patrol and Investigations,
ollowed t;{f the Assistant Sheriff assEned to Court Services/Corrections, lollowed
b}; the Assistanl Sheritl assigned to Administration/Support Services,
Afler an agency/department head has been conlinuously absent as the result of ill-
ness, injury, or leave of absence for more than twenty (20) working days, the assis-
tant agency/department head, or if there is none, the senior employee next in au-
thority. il he/she possesses any required license, shall aulomalically assume the
designation as acting agency/depariment head, unless the Board of Supervisors
appoints another person as acting agency/department head. This shall be deemed
a temporary promotion, |f the position of agency/department head becomes va-
cant, or in an¥ case not covered by the foregoing gm\ﬁsion. the Board of Supervi-
s0rs sha?_.lll &s gnate the acling agency/depariment head, which shall be a tempora-
ny prom g

When the absence ceases or the vacanc?( Is filled, the temporarily promoted em-

ployee shall return to his/her regular position, and hisfher regular salary plan and
racle and anniversary date shall be re-determined as if the lemporary promotion
ad nol occurred.  Any step increases which would have been due in his/her regu-

lar position shall be allowed.

Excapt as otherwise provided by law every officer shall be a citizen of the United

Slales.

When in the judgment of the Board of Supervisors it becomes necessary or desira-
ble to use the services of an employee within the same agenr:ﬁgaggﬂnmam Inaca-
pacily other than that for which hefshe s redgulsrty employed, rd of Supervi-
sors may by resolution authorize such additional employment, fix any condilions
and provide lor the rale of pay. Such addilional employment shall not be Ineluded
in computing vacation, sick leave, or similar benefits; or eligibility for step advance.
Employmeni of Relatives. Mo oficer shall appoim his or her spouse, or the
spouse of any officer superior 10 himsell/hersell, in any capacity for compensation
and no such spouse shall be eﬁﬁlbie for appointment 1o or continued emplo?(manl
in the same position of any such person who succeeded therelo pursuant lo any
provision ol law. Continued employment shall be deemed to include promotion,
demotion, or transter, if such employee is otherwise qualified.

Except as otherwise provided herein, no person shall be denied the opportunity for
employment or continued employment because such person s related lo any per-
son presently emplomd by the County of Riverside. In no instance, shall a County
offizer or employee be within the chain of command or span of contral (l.e. exe-
cute su,:aMslon over or Initiate or participate in decisions (Including but not limied
to Inltial employment, retention, evaluation, promotion, or work assignments)) spe-
chically penalning[nto another County employee who is related within the first de-
gree of consanguinity whether by blood or marriage or any familial relationship that
management determines may lead to conflict. Familial relationship shall include,
but Is not limited to, spouse, father, mother, brother, sister, son, daughter, son-in-
law, daughterin-law, falher-in-law, mother-indaw, brother-in-aw, sister-in-law,
gg_lncpa{]?nt. or the equivalent relationships through a lawlully registered domestic
parinership.

Should such relationship occur, the employee(s) may promole, voluntarily demote,
or will be transferred lo position(s) which the employee is eligible and selected to
fill. (The prmr':'loﬂon, transter, or voluntary demotion must be accomplished within
six (6) months.
The %xeculh!e Director, Salton Sea Authority and the Executive Secretary lor the
Salton Sea Aulhority shall be appointed by the Board of Directors of the Sallon
Sea Authority and shall serve al the pleasure and will of the Board of Directors, Pri-
or to appointment, the County of Riverside Human Resources Director shall obtain
written acknowledgment from the prospective appointee(s) acknowledging his or
her understanding of such at-will status. Any person appointed to either of these
g;sitlona may be terminated from service at any lime, by the Board of Directors of
Salton Sea Authority, without notice, cause, or rights of appeal. The Board of
Directors of the Sallon Sea Authority shall by ‘emy loyment aqrsemem determine
the compensation, benefits, and conditions of employment for the Executive Direc-
tor, Salton Sea Authority,

Section 3, CLASSIFICATION PLAN

a)

b}

ADOPTION AND AMENDMENT

1. Class Specifications. Unless otherwise ordered by the Board of Supervisors,
the Human Resources Direclor may adopl and from time to time amend a clas-
sification plan which shall consist of a separate class specification containing
the fitle, general stalement of duties, typical lasks, and minimum qualificalions,
for each class of fosilion other than County oflicers, Each new or revised class
specification shall be approved by the Human Resources Director.

2. Maintenance of the Plan. The classification plan shall be maintained in a cur-
rent condition by the Human Resources Director and the classification plan
shall be made available in a formal readily accessible by County
agency/departmenls.

3. Classification Studies. The Human Resources Director shall have the responsi-
bility for recommending changes in the classilication plan to keep the same cur-
rently In a condition to meel the needs of the County and its
agency/departments. From time to ime the Human Resources Director may,
and upon order of the Board of Supervisors shall, Initiate classification studies
of the various positions and class specitications, their relation to the salary plan
and related matters, and make appropriate recommendations lo the Board of
Supervisors for amendment of the classification plan, this ordinance and resolu-
tions, orders and regulations made pursuant therelo, The Human Resources Di-
rector shall have the primary responsibility for preparation of class specifica-

tions.
4. Approval of New Classes and Reclassification, The Board of Supervisars shall
approve the establishment of any new classes, on the recommendation of the
uman Resources Director. The Human Resources Director may inactivate
from the Class and Salary Listing, withoul Board of Supervisars' approval,
classes which are no longer allocated to agencies or departments and not in
current use, Reclassification to an existing class and mhan?ss ol positions
shall not require Board of Supervisors approval however, shall require the ap-
proval of the Human Resources Director and the County Executive Officer. As
an outcome of a classification study er review, the Human Rasources Director,
with the concurrence of the atfected agency/department head, may reclassify
sitions which warrant a change to an existing job class, when no additional
unding Is required. This action shall be sufficient 1o authorize promotion or de-
motion through reclassification of the incumbents of the positions, on the re-
st of the a enc'g}dehranment head.

CONFORMANCE TO PLA|
1. Requirement for Class Specification. No person shall be employed in or ap-
pointed to any regular or seasonal position until the class specification for such

osition exists within the classilication plan,

2. Minimum Gualiﬁcat!ons.. 'No person s[\‘f\ll be emplovedllil_'n or lau;u:u:r!mei.i 191 any
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tions set forth In the class specliicalion except as otherwise provided in this sec-
tion. No person shall be employed in or appointed o any temporary position
unless said person meets the minimum qualifications set forth in the class speci-
fication, unless the Human Resources Director shall certify that there is no quali-
lied person available for the temporary position.

. Underfilling a Position. An underfill shall mean a classification within the same

class series, generally the journey level classification within a promational
growth series. This action may be required when filling a position with an Individ-
ual who currently qualifies for a lower level in the same class series. When any
regular or seasonal ‘Posillon has been funded in a(n) aqanr:wdopanmunt. the
sition may be filled in a job class of the same class series as if it were a posi-
ion in the same or lower paid job class.

At a later date, the position may be filled in the criginally funded Job class, pro-

vided the following conditions are met;

a. The employee mus! meel the established minimum qualifications and Is sal-
Isfactorily and substantially perlorming the duties of the higher class.

b. The originally funded class is the journey level and the underfill is a lower
level in the same class serles, in the same representation unit and job
classes in the series are not separalely allocated.

c. There is no increase in the number of positions alowed for the classes in-

volved.
CLASS AND SALARY LISTING

1.

Design of Listing, The Class and Salary Listing, by this reference made a part
herect, contains a list, by titles, of all classes of positions In the classification
plan, each rfrecedad by a job code number which is assigned lor numerical rel-
erence, and followed by the salary plan and grade or other basis of compensa-
tion which applies to the class.

The Human Resources Director may include In the publication of the Class and
Salary Listing other reference information by class, such as the designated un-
ion code or salary.

. Amendments to the Appendices Impacting the Class and Salary Listing. The

following Appendices: Appendix |, relating to overtime; Appendix Il, Al-Will clas-
silications; and Appendix Ill, Executive Vehicle Benelit classilications, may be
amended by resolution of the Board of Supervisors and shall be effective on
the first day of the first full pay period following Board adoption, unless a differ-
ent dale is established by the Board.

. Technical Tile Changes snd Additions. The Human Resources Direclor may

change the litle of a class of posilions as lisled in the Class and Salary Listirl?.
without changing the job code number or salary, when an occupational title
change is warranted because of technical or pmgeammaﬁc developments.
These changea shall be effective on the lirst day of first full pay period fol-

lowling approval.
. Class?’ﬁcaﬂon Duplication. The Human Resources Director may administralive-

ly duplicate an existing class (including for a separale program or district posi-
tion) when necessary to preserve benefils thal have been lawiully afforded to
an emplommup. duplicaled classilication shall only difier from the exist-
ing classification by minimal modification of the following factors: title, class con-
cept, essential dutles, and recruiting guidelines. The duplicated classification
shall be In accordance with the program area of the requesting department,
and assigned a ssparate job code. Included in the provision of this authority Is
the abillity of the Waste Managemen! Department 1o fill a position In either a ge-
neric class or district class when ni to accommodale an employee whose
benefits have been "grandlathered" under an earlier district arrangement. The
salary of the duplicated class in the Class and Salary Listing shall be equivalent
to the eﬂslln?‘g ass, allwir&g. however, for a different salary plan and grade ap-
propriate to the representation unil. It Is not the intent of this provision to dupli-
cate an existing classification solely based on salary andfor at-will status.

Whenever an administrative change or inactivation of a class is made by the Hu-
man Resources Director, or by resolution of the Board of Suf:ervisors. the
chan?e shall also operale with respect 1o the Hsunqg‘al the class in Appendix |,
11, or Til, in the class specification, in any applicable MOU, and/or in any applica-
ble Resolution of the Board of Supervisors.

Any or all sections of this ordinance, Its appendices, and any personnel related
supplements may be published by the Human Resources Director to include
the 1echnical changes authorized by this subsection, without separate Board of
Supervisors' action.

Section 4. POSITIONS ALLOWED
AUTHORIZED POSITIONS

a)

b)

C

PA

Fasilion Control, Mo person shall be appointed to a position In an
agency/departiment until the position has been allowed. The number of posi-
lions allowed 1o be lilled in each agency/department shall be allocated by ‘ob
class and employment type (e.g., regular, seasonal, temporary, or Per Diem) in
the approved agency/depariment budget, The Human Resources Director shall
maintain the official count of positions, which may be allowed when approved
by the Board of Supervisors in the agency/department’s final budget, or by res-
olution of the Board of Supervisors. A resolution concerning the number of al-
lowed positions shall be effective on the date of its adoption unless a differant
date is set by the resclution.

Change In Allecated Positions. The Human Resources Director msgo:djusl the
number of positions allocated 1o a(n) agency/depariment, without rd of Su-
pervisors action, when no additional funding is required. The request would re-
quire a detailed statement of the reason and need for a new position(s), a juslifi-
cation of the reason for the specific classifications requested and an affirmative
statement signed by the ag Wdepartment head thal no additional County ap-
propriations would required to sustain the requested position(s) in the cur-
rent and following liscal year. Algancyfdepanmems requesting a change In the
number of positions during the fiscal year, wilhout & change In [unding, may re-
?uem the change using the format prescribed by the Human Resources Direc-
or.

Other changes in the number of positions, those requiring additional funding,
may be requested by agency/department heads via Form 11 submilted to the
Board of Supervisors. Such requests shall contain the job code, job title, and
ancv,éfdaparlment number of the requested position.
TIME AND JOB SHARING

1. Part-Time Positions. When any full time regular position has been established

. Job

or allowed in any agency/depariment by or pursuant to 1his ordinance, and In
the opinion of the agancr*depanrnem head only a part lime employee is nead-
ed to perform the wark, the position may be filied by a part time employee. A
regular parl lime employee shall be scheduled 1o work In each pay period a
minimum of one hall (1/2) the number ol hours prescribed for full time normal
permanant County employmaent. .

o Shaﬁngﬁ Notwithstanding any provisions of this ordinance to the contrary,
the Human Resources Direclor may authorize lhat two part time em égym job
share one regular ition, provided that each employee Is scheduled to work
in each pay period one halt (1/2) the number of hours prescribed for full tima
normal permanent County emplayment,

COMPANION POSITIONS

1.

Advance Replacement of Terminaling Employee.  An agency/department
head, with prior approval of the Human Resources Director, may fill a regular
paosition witl"sl a replacement up o thirly (30) calendar days in advance of a termi-
nating employee. Under exceptional clrcumstances, the position to be vacated
may be filled with a replacement for up 1o an additional sixty 660) calendar days
with the prior aoproval of the Human Resources Director. On approval, there



shall be automatically established in the agency/department, an additional posi-
tion of the same class which shali be automalically abolished on the effective
date of said termination.

2. Gompanion Position During Unpaid Leave. When an employee Is authorized a
leave of absence withoul pay for a period in excess of twenly (20) working
days, hisfher position shall not be filed during such absence. On the
agency/department head’'s requesl, a 1ernpora:¥ companion position of the
same class shall be allowed lo the agency/depariment, enly lor the duration of
the approved leave. Il a req‘utar employee is placed in such temporary position,
hefshe shall be entitled to the same benelits as if the position were a reqular po-
sition. The agency/department head shall promptly inform the Human Resour-
ces Director of the adding of the companion posilion, and of its deletion upon
the relurn lo work or separation of the absent employee, The format provided
by the Human Resources Director shall be used for this purpose,

8. Companion Position During Paid Leave. When an employee s absenl on au-
thorized paid leave as above, a companion position may be allowad with the pri-
or approval of the Human Resources Director.

Section 5. EMPLOYMENT PROCEDURES

a)

b}

c)

e)

9)

h)

k)

m)

The Human Resources administration under this ordinance is designated a local
merit system except as otherwise provided herein, Appoiniments and promotions
shall be made on the basis ol meril and ability, Each officer shall appoint all neces-
sary employees allowed for his or her agency/departiment by 1his ordinance onlr
from among persons cerlified 1o him/her by the Human Resources Director as eligi-
ble for the respective positions. The Human Resources Director shall determine
the methods of evaluating the qualifications of applicants. The methods shall be
Fract[cal In nature and may involve any combinalion of written test; oral test; per-
ormance test rating of education, training and experience; and shall take into con-
sideration a system of veterans' prelerence as may be adopled by the Board of Su-
Eervisora by resolulion. The velerans’ preference program shall be administered
y the Human Resources Director. County Officers and classifications identified in
Appendix Il of this Ordinance are exempl fram the merit syslem, rather the appro-
%ria!e County Olﬂceris may s%?im qualified candidates to these claasifications,
mployees may participate in County employment selection processes on County
time, so long as it does not interfere with the discharge of their duties or
agency/departiment operalions. _
Request for referral of applicants and appointments shall be made In writing on
forms prescribed and furnished by the Human Resources Director, Appolntment
forms duly executed shall be filed with the Human Resources Director,
In the event of transfer, promotion, demotion, or reclassification of a regular or sea-
sonal employee an appointment shall be filed as for a new employes but no termi-
nation of the preceding employment shall be necessary.
When an smployee i8 saparated from County employment writlen termination of
employment signed by the g !orlnu officer shall be promplly filed with the Hu-
man Resources Director, who s notity or file copies thereofl with other appropri-
ate offices. Forms for this purpose shall be provided by the Human Resources Di-
rector and shall be completely filled out, giving the date of termination and the rea-
son therefore, A termination of employmenti shall automatically terminate a sepa-
rate appointinent as a de?ury.
The Human Resources Director shall arrange for a background check and physical
examination; cause the oath of office or affirmation to be administered as required
by the Constitution of California; and cause other necessary records lo be complet-
ed, executed, and filed with the appropriate offices.
The Board of Supervisors shall adopt Medical Standards which shall be applied In
delermining the physical qualitications for employmenl. Every person Inilially em-
ployed or re-employed in a regular, seasonal, or temporary position within a desig-
nated Group | or || Medical Glass under such standards, shall undergo a Ic;:;h;uiical
examination at the County's expense prior to the commencement of employment.
The Human Resources Direclor may, when indicated, require that candidates with-
in a designaled Group Il Medical Class undergo mec history, physical evalua-
tion, andfor a physical examination at the County's expense prior to the com-
mencement of employment. On the basis of he record and repont, the Human Re-
sources Director shall determine whether the applicant Is physically qualified for
the eny:loymen'l, which determination may be conditional, and the
agency/department head shall be notified.
The Human Resources Director shall arrange for the candidate for emiployment to
report to such physician as the Human Resources Director may designate, with a
written request for physical examination. The phyaiclan shall make the examination
and promptly submit to the Human Rescurces Director a detailed written report
thereo!, together with his or her determination as to whether or not the employee is
hysically qualified for the position in accordance with the standards adopled by
he Board of Supenvisors, To the extent permitted by stale andlor federal law the
record of such examination may be examined and a copy made by the hiring offi-
cer, the County Health Officer, the District Attorney, the nty Gounsel, the em-
ployee or his or her representative autherized In writing, and the authorized repre-
senlative of any insurance carrier of the County, in any maltler in which the Coun-
ty's interest is involved. The record shall be retained by the Human Resources Di-
rector, who may require a complete or partial re-examination as may be necessary
from lime to lime or upon a change of work assiﬁnmenl of the employee.
Employees to be employed in security or sensitive positions as d nated by the
Human Resources Director and all ?ros ctive employees shall undergo a back-
ground check prior te employment. The Human Resources Director shall make the
necessary arrangements for conducting the background check, When the resulls
are recelved, the Human Resources Director shall inform the hiring officer of the
contents thereof. )
The re%tﬂramants of this erdinance for a background check or physical examina-
tion or both may be walved by the Human Rescurces Director for any employee in
a regular position, the compensation for which Is fixed on an hourly or piecework
{:ﬁslst,’él; ?:a employment is inlermittent or oceasional in character and not on a full
e i
Any employee, upen the request of the Human Resources Director or a delegats,
shall undergo a further physical examination al any time, upon the same condi-
tions as his or her initial examination, Such subsequent examinations shall not be
iven routinely but only for reasons which In the opinion of the Human Resources
Birecior shall justify the expense thereof to the County.
Any County officer may deputize an employee by separate written appolniment as
deputy filed with the Human Resources Director, and any County officer may like-
wise appoint as many unpaid deputies as are necessary or convenjent for the per-
formance of his or her dufies; provided any employee holding a regular position
the title of which describes the position as depuly or assistant to a Counly officer
ghall be a depuly without a separate appointmen! as such. The conslilutional
oaths and appointments as deputies filed with the Human Resources Director shall
be deemed liled with the County Clerk, who shall at all limes have access thereto.
This provision shall not apply as 1o oaths of office for County officers required by
law to be filed with the County Clerk.
Records of employees kepl by the Human Resources Director are confidential and
shall not be open o public inspection, except as may be required by state or feder-
al law. They miay be examined by County officials having an interest therein as a
matter of official duty, and informiation therefrom may be released by the Human
Resources Director at his or her discretion in accordance with usual and custom-
ary procedures.

Section 6. SALARY PROCEDURES

a)

BASIS OF COMPENSATION

1. Full Compensation. The compensation of each officer and employee as fixed
in this ordinance and otherwise by Board of Supervisors' approval, shall be full
compensation for the services required of him or her by law or by virlue ol his
or her office or employment. Except as otherwise specifically provided by law
or ordinance, all fees, commissions, and mileage allowed to or received by any
officer, his/her depuly, assistant, or employee from a third party by virtue of



b)

¢

NIS/NEr ONICE OF POSIION Of e Perormance o any IUNCHoN INEreot, snall be me
roperty of the County and shall be deposited in the County Treasury not later
ﬁ'lan the fitth (51h) clay of the month following its :ece;{:t.

2. Non-acceplance of Gratuilies. Whelher on duty or of duly, no employee or offi-
cer shall accept any gift or favorable treatment which could reasonably be per-
celved as potentially influencing any decision or action of the officer or employ-
ee in his or her official capacng, or any decision or action of the County
agency/department which he or she represents.

3. Devoling Time to County Business. Every ollicer and employee holding a full
fime position shall d his or her tull time to County business and shall not
engage In private activities for profit during his or her working hours. This provi-
sion shall not apply to hospital based physicians and surgeons, who shall be
parmitied to attend to privale patients at the Riverside University Health System
- Medical Center in accordance with lerms fixed by the Board of Supervisors,

4. Absence Without Pay. Unauthorized absence from duty shall be without pay
and accounted for as absence without pay &SWOP“}. An employee who plans
to take lime ofl may be allowed approved AWOP when an appropriate leave bal-
ance is nol available, but when an appropriate leave balance is available, may
not be allowed approved AWOP, except in the case of military leave or a lur-
lough proaram approved by the Board of Supervisors,

5. Pay and Hecords Adjusiments. The Human Resources Director may cause
benefits and records of service to be corrected and approve payment of claims
in the resolution of grievances and disciplinary matters concerning amounts ow-
ed to employess for work perormed.

ATTENDANCE RECORDS AND REPORTS
Each officer shall keep an accurate and current record of the attendance, ab-
sences, and status of amplo?-ees. including sick leave and vacalion accrued
and allowed, and related matters. Each oflicer shall repert on forms provided
hi‘; the Auditor-Controller following the completion of each pay Eeriod as 1o the
allendance of each employee in his or her agency/depariment, listing all absen-
ces and such other information as may be required. Such other repoits con-
cerning employees shall be made as the Auditor-Controller and Human Resour-
ces Director may require. From such reports, the Auditor-Controller and Human
Resources Director shall maintaln a record for each employee, including vaca-
tion and sick leave, accrued and allowed, payroll slatus, anniversary dates, and
similar data. From such reports and records the compensation due each officer
and employee shall be delermined.

PAYMENT

1. The County Auditor-Controller shall distribute the salary warrants no later than
the second Wednesday following the end of a pay perlod. Terminated employ-
ees shall be paid on the regular payday for the pay period during which they
were lerminaled,

2. An officer shall nol be pald until hefshe has submitied the atlendance reports re-
quired by or pursuant to this ordinance and such other repors or documents
as are required by law.

3. Mo officer or employee whose employment Is terminated shall be entitied 1o re-
cejve the compensation then dus him/her unless and until he/she has paid over
or delivered to the appropriate officer of the County all Gounly funds and prop-
erty in his or her possession or control and any other funds or property held by
him/her in his or her official capa and has propedy accounted therelore, or
has been lawfully relieved of the obligation to do sald acts,

Section 7. VOLUNTARY FURLOUGH

a)

b)

c)

d)

e

a)

b)

o)

d)

Subject to any applicable Board of Supervisors' Policy, a voluntary furlough may
be granted lo employees who desire lo assist their agency/department in coping
with budgetary constraints.
An agency/deparimant head whose current or projected funding level for any budg-
et organization within the agency/department, which in the opinion of the Executive
Office, will not sustain the current agency/department statfing level, may advise em-
oyees of the entire agency/depariment that they are all?Ib!e for velunta
urloughs. A simple announcement and/or posting or printing of the furlough provi-
slons shall be the limit of such publication by the agency/department, without any
promotional campaign or pressure on employees 1o participate. In
agencles/departments which are not idenlified by the Executive Office as constrain-
ad in budget to an extent 10 warrant voluntary furloughs, the employees of such
agency/depantmenl are not eligible 1o be granted a voluntary furlough.
A voluntary furlough may be granled 1o reqular employees under the conditions
specified in this subsection. Hours taken as voluntary furlough shall be counted
separately from any leave of absence which may be granted, so a furlough does
not reduce the number of hours which an agency/department may grant as a leave
ol absence, nor does Il reduce the number of hours which may be granted as an
official leave of absence, An em lfoyee may be granted a furlough of eight (8)
hours up to two hundred fo r; hours in any one liscal year period, July
through June, in Increments of {ull shifts.
Furtough hours shall not be paid hours, but the fact that there is a reduction from
full time in the number of hours of paid stalus in any pay period (n which a furlough
is taken shall not constitute & part time status for the purpose of the calculation
and entitlerment of any benafil. A full time ergﬂlozge on furlough shall continue to re-
celve the full employee benefits over which the County has control. A furlough
shall not be taken during temporary military duty, other than weekend drills.
A lurlough may be requested by the employee on a form or in a format prescribed
by the Human Resources Director. The request shall be submitted lo the
agency/depariment head through appropriate channels, and shall require the
agency/depariment head's approval. The agency/depariment head may deny the
furlough request when in their judgment the employee cannoct be spared from du-
ty, for operational reasons. Furlough records shall be kept by the
agency/depariment, and a copy shall be senl to the Human Resources Depart-
ment - Employee Banefits and Records.

Section 8. SALARY PLAN AND Algl:dINlSTMTION

SALARY SCHEDULE EXPLANAT

1. The base rale of pay for job classes, unless otherwise speclfied in this ordi-
nance, shall consist of a minimum and maximum hourly, monthly, and annual
pay rate or a flat rate. Pay rates may be expressed as biweekly rates in the case
of salarled employees.

2. For the compensation for job classes having salary grades, the Class and Sal-
ary Listing contains the hourly, monthly and annual rates ol compensalion.
Each salary plan and grade In the salary schedule includes the number of
steps, which are shown to the right of the grade number.

NEW EMPLOYEES :

Refer to the applicable Memorandum of Understanding or Resolution of the Board

of Supervisors for the rules governing the placement ol new employees on the sal-

ary grade, including any advanced slep, and/or any “difficulty to recruit” salary ad-
justments. Reler 1o Section 10 herein for the rules applicable 1o temparary employ-
86S.

CHANGE IN SALARY ALLOCATION

The salary of an incumbent ol a position in a class which shall be reallocaled 1o a

different satary plan and grade shall be at the same percentage or number of steps

from the minimum pay rate on the new grade as on the previcus grade. The anni-
versary date shall not change. All changes in salary allocation shall coincide with
the first wk!n%da of & &ay gariocl‘

SPECIAL SALARY ADJUSTMENTS :

1. The Human Resources Direclor may expressly set a different salary and anniver-
sary date for the incumibent of any posilion, than that called for under other, m-
visions of this ordinance, MOU, or d resolution. Unless otherwise specified,
such action shall automatically fix a new ann‘weoss?{ date on the first day of &
pay period which is one (1) year in a paid status after lhe resulting change of

salary.
2, When a higher pay rate has been eslablished fo temporarily compensate an em-
nlnvas for adrlitinnal resnnneihlitiss havand thase normally nadnrmead in the
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position, the Human Resources Director may, at the ncvfdepanment head's
requeslt, adjust such gaz rate to compensale for step Increases and cost of liv-
ing adjustrments which the employee would have earned at the normal pay rate,
maintaining the diflerential intended by the original special adjustment. (Vhan
the additional responsibilities are concluded, the Human Resources Director
may return the employee’s pay to the normal rate, as though the temporary in-
crease had not occurred.

8. The County Executive Officer may order chan%es to the base rate of pay of em-
Eloyaes paid on the EXE Salary Plan 1o meet budgetary restraints faced by the

ounly. Any adjusiments shall be accomplished ihrough an across-the-board
percentage ad;usimeni. to each employee’s base rate of pay.

RE-EMPLOYMEN

1. Re-employment atter mifitary service shall conform to the requirements of the
Military and Velerans Code and the Unilormed Services Employment and
Reemployment Rights Act, but in other respects shall be in accordance wilh
this ordinance.

2. Re-employment of Retirad Persons. An employee who is retired under the Cali-
fornia Public Employees Retirement Law and who is recelving retirement bene-
fits shall not be employed or re-employed in any posilion for compensation with-
out the prior written approval of the Human Resources Director. The Human Re-
sources Direclor may aliow the employment or re-employment following disabili-
ty retirement, or following service retirement for up to 120 working days or 960
hours In an& calendar year, without loss of refirernent benefits, as specified In
the California Public Employees Retirement Law. The law generally permils em-
ployment following disability retirement or only during an emergency o prevent
slorpage of public business, or because the restored employee has skills need-
ed in performing specialized work of limited duration.

Consistenl with the requirements of the California Public Employees Retirerment
Law forl dfsgontinuanoe of retirement benefits, the reliree may be employed or
re-employed.

When a retiree under the California Public Employees Retiremenl Law is em-
ployed or re-employed, his/her retirement status must be specified in the docu-
mentation of appointment to a parmanant or temporary pesition,

Sectlon 9. TRAVEL AND EXPENSE

a

b)

<)

d

e)

Every officer and employee is hereby allowed his or her actual and necessary trav-

eling expense ncurred in the discharge of his or her officlal duties, upon proper

claim therefore itemized and presented as required by law. Rates for meals and

other usual ems may be established by the Board ol Supervisors in aid of this pro-.

vision, and rules and regulations in connection with travel and expense may be

adopted by them.

Mileage Reimbursement. Employees who are required lo use their personal vehj-

cles for County business shall be reimbursed at the Internal Revenue Service (IRS)

standard mileage rate, l;'Lc‘t:‘lilustrmants to the Coumr rate, If any, shall be made pur-

suant lo the IRS rate effective at the time mileage Is incurred.

1, Subject to different requirement by the Board of Supervigors, claims for relm-
bursement of expenses shall be accompanied by a receipt or other voucher.

2. Reimbursement for the use of a privately owned vehicle shall be permitted only
when a County owned vehicle is not available or upon order of the Board of Su-
pervisors, and subject to rules and regulations established by the Board of Su-

pervisors.
County vehicles shall be used only for the purpose of County business and not for
personal business or pleasure of any person whatsoever. No smplozee shall take
a County vehicle oulside the County or keep any vehicle at his or her residence
without authorization by the agencgggpanmmt head or his/her designee and sub-
ject to the Overnight Retention of nty Vehicles Policy (Policy D-10), The Direc-
tor of Fleet Services shall have the p(ima%au&horily for the administrative interpre-
tation of the Travel and Transponation Pollcies (D Policies), Each officer or employ-
ee having the custody of a Counly vehicle shall exercise due caution and pru-
dence In the operation ol such vehicle, and shall minimize the risk ol damage to
such vehicle using available off-sireet parking whenever reasonably possible, par-
ticularly during the night. Such oflicer or employee shall be liable 1o the County for
damages and other expense resulling from and caused by his or her willlul miscon-
duct In the use or operation of such vahicle.
When provided in the stalute, ordinance, or resclution establishing a standing
board, commission, or committee, or by specific resclution of the Board of Supervi-
sors, the members of such a standing board, commission, or committee shall be
re_lmbunsed for thelr necessary aclual expenses in attending the meetings thereo!
within the County, and for such other nacessary actual travel expenses as may be
authorized by the Board of Supervisors. Such expenses may include mileage for
use of a private vehicle at rates fixed by resolulion of the Board of Supervisors. All
such travel and expenses shall be subject 10 the provisions of this ordinance and
to rules and regulations applicable lo Counly officers and empiozees,
Each member of the Board of Supervisors shall receive his or her actual traveling
expenses from his or her residence to the place of meeting of the Board al the
County seat when attending such meelings and his or her necessary actual ex-
penses in traveling from his or her residence or other point of cﬂﬁ:;n:io altend upon
and while engaged in Counly business and returning therelrom, including mileage
for use of a private vehicle at rales fixed by resolution of said Board.
The Human Resources Director may aulhorize the reimbursement of the actusl
transportation cost of an applicant, for any position, who at the request of the Hu-
man Resources Director shall travel to the place ol intarview in connection with con-
sideration of his or her appoiniment to such position, unless such applicant
withdraws his or her application after such Interview or refuses the position after It
Is offered to him or her. This authorization shall not apply to more than three appli-
cants for any one position at the same time.

Sectlon 10. TEMPORARY EMPLOYMENT PROVISIONS
These Temporary Employment Provisions do not apply to any employees in the Coun-
1y's Temporary Assigninent Program (*TAP).

Only subsection {8) of Section 10 applies to unrepresented Per Diem employees.

a)

b}

APPLICABILITY

These Temporary Employment Provisions apply to:

Unrepresented job classes that are lemporary or limied-term In nature (e.qg. Proles-

sional Siudent Intern and Resident Phg:lolan and Surgeon); and unrepresented

seasonal, lerggom?f. or unrepresented Per Dlem employees,

GENERAL PROVISIONS (Nol Applicable to unrepresented Per Diem Em To‘(eesj

1. Except as otherwise provided by this ordinance, a new employee shall be ap-
ﬂoinlsd at the first step of the appropriate salary plan and grade,

. Upon prior authorization from the Human Resources Director, the Initlal salary
placement for newly hired empn:}reeq ma'rmba an any step of the approprlate
salary plan and grade for his/her classification.

3. Difficult to Recruit (DTR)

(a) Classificalions or Positions Designated as DTR on or alter January 5, 2016.
Notwithstanding the provisions of this ordinance, employees shall be com-
pensated at a rale up 1o eleven percent (11%) of their eamings to a maxi-
mum of eighty (80? hours aclually worked in a pay perlod for those positions
identified in specific classifications in a specific agency/depariment designat-
ed by the Human Resources Direclor as *difficult 1o recruit” (DTR).

Eligibility for the DTR differential shail be determined by the Human Resour-
ces Director based on a specific position, classification, geographical loca-
tion, and/or agencwdaramnenl basis that a recruitment or retention issue
exists and the DTR designation would assist the County in recruiting and re-
1aining employees In the specilic posilion, classificalion, geographical loca-
tion, and/or agency/department.



6. Transler. On transfer, the salary shall be the same as that paid pr

Eligibllity for the DTR differential shall not be automatic nor shall such a de-
{ermination have any bearing on the same or similar classifications {or simi-
larly situsted classifications). n such determination and approval, any dil-
Iierential granted pursuant to these provisions shall be implemented as fol-
ows:

a. Upon prior authorization of the Human Resources Director, the initial sal-
ary placement for newly hired employees may be at any step on the sal-
ary plan and grade for his/her classification and shall be compensated a
DTR differential.

b. The DTR differential shall only apply to actual hours worked, up 1o eighty

%_Bﬂ} hours in a pay period.

he assignment af the DTR differential shall lrigger a review by the Hu-
man Resources Department of the position and classification. The review
shall consist of review of markel benchmarks, lumover rates, exit surveys
and other factors that may have created the recruitment/retention issue.

In the event the Human Resources Director determines the circumstan-

ces thal created the recruiting or retention problem(s) for any andjfor all

positiori(s) in the specific classification in the specific agency/department
ne Iongar exlst, he/she shall declare the provisions described above In-
rative for such specitic position(s)/classification(s). At that time, the

DTR differential shall cease. In the event the Human Hesources Director

determines the recruitment/retention issue is related o a market parity is-

sue, the Human Resources Direclor may recommend to the Board of Su-
pervisors an adjustment to the salary range of Ihe classification tor parity
purposes or propose another solution lo  resolve  the
recruitment/retention problem deemed acceptable within the provisions
of this Ordinance. Should a salary adjustiment occur due 1o a market pari-

Rr issue, the DTR dillerential shall no longer apply.

d. A review of all position[s]!clm‘rﬁealion?s) designated as DTR shall be
conducled annuall

(b) Classifications or Pos‘ﬁlons Designated DTR prior to January 5, 2016. Not-
withstanding the provisions of this resolution there shall be up 1o an addition-
al four steps (aejg)mxhnagely 11%) which shall be reserved for those classifica-
tions designated as “difficult to recruit™.

Advancements 1o any of these steps shall not be automatic, They shall, in-
stead, be granted based upon a determination by the Human Resources Di-
rector thal a serlous recruiting or retention problem exisls for a
classification(s), or thal the increases granted to subordinate "difficult to re-
cruit” classilications has crealed serious compaction problems, and Such
designation may be made by geographical area or restricted within a clazsifi-
cation to speclfic positions in spec% departments. U such datermina-
tion and approval, any increase granted pursuant to @ provisions shall
be Implemented as follows:

a. Upon prior authorization of the Human Resources Director, the initial sal-
ary placement for neMK_hlred employees may be at any slep on 1he sal-

ary plan and grade for his/her classilicalion up to and including a step on
the salary grades established pursuant lo this subsection.
In the event the salary granted to a newly hired employee pursuant to
this subsection exceeds that of any permanent, regular full-time or regu-
lar part-time employee who has successfully completed one year or
more of service al the top of the salary plan and grade for that
classification(s), such employee(s) may, upon recommendation of the
agency/departmant head, be placed on the same salary slep as that
jranted to the new emplt:gea.

c. In the event the Human Resources Director determines the circumstan-
ces that created the recruiting or retention preblems for any or all classifi-
calions in the specific classification in the specific agency/depariment no
lonaer exist, he/she shall advise the County Execulive Officer of his/her
findings. I the County Executive Officer concurs, hefshe shall declare
the provisions described above Inoperative for such specific
classification(s}. Al that time, the "difficull to recruit” (DTR) salary plan
will return 1o & standard salary plan, as directed by the Human Resour-
ces Director. Any employee compensated al a rate above thal 1o which
he/she would othel have been entitted upon removal of DTR from
the top of the salary grade shall be frozen and shall not be increased un-
til the regular salary for the specific classification exceeds the rate estab-
lished pursuant to the provisions described above., [n the event the Hu-
man Resources Director deems il necessary 1o remove the DTR Irom the
battom ol the assigned DTR salary grade, ssla% step of the atlected
employees shall be adjusted downward according o the number of DTR
slep(s) removed in order to preserve thelr current rate of pay,

. Promotion. promotion, the salary shall be at a rate on the new salary plan

and grade which Is approximately Iwo (2) steps higher or immediately greater

than two (2) sleps higher, than that pald oh the salary grade for the lormer posi-

tion where the new grade is able to accommodate the increase. The effective

date of all promolions shall colncide with the first working day of a p\a’?( ptair]f:.u_:Ir,h
eviously. The

2

anniversary dale shall not change.

. Demotion. On demation, the salary shall be the same percentage or number of
steps from the minimum pay rale on the new grade as on the previous grade,
where the new grade is able lo accommodate the percentage or number of
steps. The anniversary date shall nol change. The effeclive date of all
demotions shall coincide with the first working day of a pay period,

. Reclassification. The salary of an incumbent of a position reclassified to a class
321 1hg same salary plan and grade shall nol change. The anniversary date shail

change.

The salary of an incumbent of a position reclassified to a class on a higher sal-
ary plan and grade shall be at the rale which is approximately two steps higher,
or immediately greater than two (2} steps higher, than that paid on the grade of
the former position, where the new grade is able to accommodate the increase.

The salary of an incumbent of a position reclassified to a class on a lower sal-

ary plan and grade shall be placed atl the same rale of pay, or on a step of the

new grade which is closest to but not higher than the employee's current rate

of pay, whete the employee’s current rate exceeds the maximum of the new

g;.nda. it shall be reduced to the maximum, The anniversary date shall not
ange.

The effeclive date of a reclassification shall coincide with the first working day

g'?hpayﬁmgdpiac'r Salary. An agency/depariment head ity a higher
uthority 1o ity Salary. agency/de nt head may specity a hig

step within the salary plan and grade for an employee who is newl{ﬂh red or re-

arm:loyad than the step thal would be called for under other provisions in this

ordinance.

. Working Hours and Overlime .

a. FLSA Exempt Employees. Any employee whose position is determined to

be exempl from the FLSA shall not be entitled to compensation for overtime

of any type unless specifically provided herein,

Definitions: For purposes ol delermining eligibility lor overtime only:

(1) A “FLSA work week” shall consist of 168 consecutive hours (l.e. seven

7) days). ; ;
(2) é)vonlme is defined as time actually worked by an employee in excess of
(40) hours in an FLSA workweek. Management reserves the right un-
der the FLSA 1o designate the FLSA workweek lor each employee.
c. Authorization for Overtime Work. Performance of overtime work may be au-
thorized by the agency/deparliment head or his or her designated subordi-
nate.
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on each attendance report. The Audilor-Conlroller shall maintain the record
of overtime credit at one and one-half times such aclual hours. Actual hours
of compensatory time off shall be reported on each altendance reporl, If
payment is to be made, the number of hours of overtime credil to be paid
for shall be specitied. i

e. Compensation for Overtime Work. Employees who are not considered “ex-
empt® under the provisions of the FLSA shall be paid at a rate of one and
one-half times thelr FLSA reqular hourly rate of pay for all time actually
worked in excess of forly (40) hours during the designated FLSA workweek.
Upon termination, accumulated overtime credit shall be paid for.

f. Compensatory Time Of. An employee eligible for paid overtime under the
provisions of this section may request, subject 1o management approval,
the accumulation of up to one hundred twenly (120) howrs of compensatory
lime off, in lieu of paid overlime. Such overtime Is accumnulated at the rate of
one and one-hall (1-1/2) hours of compensatory time off lor each hour actual-
ly w;‘)rked in excess of forty (40) hours during the designated FLSA work
week.

Accumulated overtime credit may be taken In compensalory time ofl, at a
time or times agreeable lo the agency/department head, This method of re-
ducing accumulated overtime credit is encouraged. With approval of the
County Executive Officer, banked overtime credil inay be paid for.

o i an:r employee Is parmitied to accumulate overtime credit in excess of one
hundred twenty {120) hours, the agency/department head, within two weeks
after such excess has been paid for, shall file a wrilten report with the Coun-
ty Executive Officer and a copy with the Auditor-Controller, setting forth the
number of hours pald for as 1o each employee and explaining the reasons
for pan‘nltlh":f; such accumulation.

h. Payoff for Unused Compensatory Time Off Upon Separation from County
Service. Upon separation from County service, an employee shall be com-
pensated at hisfher hourly rate in effect al that time for each hour, or portion
thereol, of accumulated compensatory lime off (CTO).

l. Fringe Benalits not Affected by Overtime. Overtime work shall not be a basis
for increasing vacation or sick leave benefits, nor shall it be a basis of ad-
varicing completion of required period for probation or salary step advance,
Where overtime resulls from necessary irregular work schedules, it may be
included In compuling the minimum time for salary siep advance which
would otherwise be delayed beyond the normal period.

10, Standby. When placed by atgency,-'depsnmenl head specilically on standby
dulﬁ, an employee otherwise off duty shall be paid one (1) hour's pay for eight
&) hours of such duty, to the nearest tenth of an hour,
tandby compensation shall cease when the employee reperts 10 work,
11, Minimum Overlime on Call-Back. A non-exempl employee called back o a
worksile lo meet an emerg on an overtime basis, whether or not in a stand-
by duty status, shall receive minimum credit for one (1) hours' work,

Ifan aq‘lp!otﬁea should complele the work required, and subsequently be recal-
led during the minimum credil period, no additional compensation shall be paid
for until the minimuim credit time has been exhausted. Call-back pay does not
Include time commuting to and from work.

Remote Call-Back: I an employee may perform call-back work remotely, with-
out lhe employee having to physically repori lo a worksite, then the employee
will be pald in one-tenth hour increments for all time worked while remotaly re-
sponding lo the call. For example, if the emp!o¥m remolely compleles the per-
formance of work in twenty five (25) minutes, the employee will be paid thirty
30) minutes for the rermote call-back.

12, Jury Duty and Court Appearances. A tem employee shall be entilled to
rm{‘r; cjiur\r lees, since the individual shall not be paid for time not actually
worked.,

An&gmployea who shall be called as a witness arisin? out of and In the course
of County employment, shall not suffer any loss in thelr base hourly rate of pay,
but any witness tees received shall be pald into the County Treasury, together
with any mileage allowed if the employee uses Counly transportation,

Any employee absent due to private legal matlers shall not be entilled to be
paid during such absence.
13. Sick Leave
a. Accrual. Every emgroyae shall accrue sick leave on an hourly basis comput-
ed at the rale of .05 hours accrued per hour In a paid status 10 A maximum
of four (4) hours per pay period,
A seasonal e\mpiayea shall be allowed 1o lake sick leave only when the em-
loyee Is in an active payroll status.

b

c. Sick leave shall accrue at all times when the employee Is in a paid status.

d. Accrued sick leave ol any person whose employment Is permanently termi-
nated shall automatically be canceled. However, any employee whose em-
ployment Is terminated while hefshe Is on sick leave shall continue to be
compensated for the duralion of his/her iliness to the extent of his or her ac-
crued sick leave, but after such termination shall derive no other benefits un-
der this ordinance which resull from being in a paid status. Unless the em-
ployee shall have retired, payment for sick leave continuing after termination
shall be conditioned upon prior receipt of a physician's cerliticale or other
adequate writlen prool of lliness, and in the event of any doubt as to future
duration of the liiness ma& ﬁgtf)aid on hlweamil ingrements as used, If an
employes receives a layol ice pursuant to lhis ordinance, payment for
sick leave shall continue conditioned upon receipt of a physician's certifi-
cate or other adequate wrilten proof of illness given to the County prior to
pgnl'gmi. and payment shall not continue beyond the exhaustion of acerued
E ave,

e. Sick leave may be used for absence reasonably required by complications
of pregnancy, conlinuing thruugh delivery and reasonable period of recov-
ery therefrom, to be determined In accordance with a written report or re-
ports ol the employee’s personal physician, specifying the expecled date of
delivery and the date thal the employee should cease work. In the event the
agency/department head believes there are unusual circumslances, or thal
the full performance of the employee's work without undue hazard is such
as 1o require a longer period of absence, and on the agency/department
head's wrilten request 1o the Human Resources Director, the determination
of the period shall be subject o review and chal by a physician em-
ployed or ﬁrovided bg the County, including a m | examination of the
employee Il required by such physician. In no event shall an employee re-
turn to work alter pregnancy prior to a date to be fixed by her physician ina
;s,lgnad statement that she Is physically able 1o perform the duties of her posi-

ion.

1. Proof of liness. When In the judgment of the agency/depatiment head
%nad reason exisls for believing an emlinluyee mayrh%e abusing sick leave
the employee shall be placed on notice in wrlllrég. employee shall also
be placed on a medical cerlification program and be allowed pald sick leave
by producing a certificate of a physician, denlisl, or other legally authorized
person lo provide health care services on the same level as a physician; or
other prool salisfactory to the agency/depariment head. Such cerlilicate
shall include a written slatement signed by a physician, dentist, or other le-
gally autharized person to provide health care services on the same level as
a physician, stating 1he day(s) of the illness/injury and that the illness/injury
prevents the employee from being able to work.

Employees on & medical cerlification program shall have their sick leave us-
age reviewed al leas! annuallg. If the review shows substantial impro 1,
they shall be removed from the category of having 1o provide the cenificate
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for each absence. )

g. Every employee shall be able to use accrued vacalion, compensatory lime,
or holiday time when sick leave has been exhausted due 10 iliness or injury
unless they are on a medical certification program in accordance with the
above.

h. An employee off work or contemplating to be off work due to iliness or injury
tor an extended period of two (2) weeks or more shall provide a comprehen-
sive health statement as to length ol absence from the employee's health
care provider stating any duties an employee cannol perform and any re-
strictions or light duty requirements, .

i. Reporting Requirements, In the absence of a more slingenl
agency/department policy, an employee reporting off work for such leave us-
age shall call the employee’s supervisor or designee within one (1) hour be-
fore or alter the employee’s scheduled shift starling time.

j. Reason for Usage, Use of accrued sick leave shall be allowed for the pur-

pose ol preventalive medical, dental care, and care of the family. For Ihi

purpose, family Is defined to mean a spouse or Registered Domeslic Part-

ner, child, parent (including blological, adoptive, or fostar parent, sleppar-

ent, or legal guardian of an employee or the employce's s{:ouse or regis-

tered domestic partner, or a person who stood in loco parentis when the em-

ployee was a minor), brather, or sister of the employee, grandparent, grand-

child an:|}1 the equivalent relationships through a lawfully registered domestic
artnership.

gayoul for Sick Leave. Upon retirement, disability retirement, or death of an
employee, and subject lo the provisions of any applicable agreement be-
tween the employing agency and the California Public Employee's’ Retire-
ment Law, unused accumulated sick leave shall be paid for at the rate of tep
{10} percent of the current salary value thereof for each such person who
has had five full years of service in a payroll status, plus two (2} percent for
each additional year lo a maximum of 50 percent, and, in no event, shall the
total payment excaed a sum equal 1o 960 hours of full pay. Terminal sick
leave E‘ay for emvrloyees wilh five (5) or more years of service shall be paid
into a Health Savings Account on 1 of the employee.

Sick leave compensation resulting from death shall be made to the parsons
entitled 1o it otharwise, in accordance with the Probate Code. Eligibility for a
payout under this section is made al the time of separalion from Counly em-
ployment and not at a later date,

. Bereavement Leave. Employees who are entitled to accrue sick leave (under

this Article) may be allawed up 10 five (5) ds{,s of leave, three (3) of which will
be paid, and the additional two (2) days shall be deducted from the employee's
sick leave accruals, Eligible employees must be In an active payroll status and
ba compelied to be absent from duty by reason ol the death, or critical lliness
where death apga_ars imminent, of the employee's father, father-in-law, mother,
mother-in-law, brother, sister, s!)ouse. child, grandparent, grandchild, step-
relationships of the same calegories or equivalent relalionships through a lawful-
ly registered domeslic partnarship. The County has the right to require proper
umentation In support of the requested leave.

Fitness for Duty. An agency/department head, when in his/her jJudgment good
cause exists, may order an employee off work until such time as the employee
Is able to present the agency/department head a physician's cerlificate stating
the employee is able to return 1o work without impairing the health of the pub-
lic, the employee's health, or the heallh of the olher employees in the
agency/department.

When the agency/department head orders an employee ofl work, the empl
shali, at County expense, be referred to a Counly designated physician or other
health care provider to obtain the required certificate.

In the event an employee has no accrued sick leave balance, the employee will
lhen be absent from work without ga at the discretion of the
agency/department head In accordance with the provisions of this ordinance.
Should the physician or health care provider determine thal the employee is
able to retum to work during the shifts from which he/she was ordered off work,
the employee shall not be charged with such absence and any leave banks
used lo cover the absence shall be restored.

16. On the Job Injury or liness. An employee who sullers an injury or iliness which

Tz

18.

entitles him or her to benefils under the Workers' Compensation Law, and for
which hefshe actually recelves or obitains medical treatment, shall be entitled to
full compensgation for the lirst calendar day during which he/she Is necessarily
absenl from duty as the result of such injury or iliness, without deduction on ac-
count of accrued sick leave or olher accrued salary credits. If such absence
conlinues thereafler, hefshe shall be paid as salary the difference between the
temporary disability payments due him or her under the Workers' Compensa-
tion Law and his or her reqular compensation, 10 the extent of the value of his
or her accrued sick leave, including, for this purpase, the values, successively,
of hisfher accrued compensatory lime off for overtime and accrued vacation
credit. During a period of temporary disability and in the propartion that the em-
plo‘;ee is paid for the diflerence between hisfher temporary disability pa{ments
and hisfher regular com| ation, he/she shall continue to accrue sick leave
and vacation benafits at the regular rate.

The right Is reserved to make later adjustiments as between salary and disability
benelits to conform to the Workers' Gom?anaallon Law, or 1o conform lo later
development of facts, Including the right 1o recover any overpayments directly
or from future eamings.
Alr Pollution Emergency. An employee unable to work on a regularly sched-
uled work day due to an air poliulion emergency shall be granted a leave of ab-
sence withoul pay for the period of the emergency unless he/she chooses to
use his or her accumulaled overdime credit, sick leave credit, vacation credit or
holiday leave credit for the period of time he/she was off work due 10 the emer-
gency.
Leave of Abserice .
a. An agency/department leave of absence or an official leave of absence with-
out pay may be granted for the following reasons:
1) Wness or disability when sick leave has been exhausted;
Pregnancy; )
'3) To take a course of study which will increase the employee’s usefulness
on return to the County; andfor )
{4) Pa{s&nal reasons acceptable to the authority whose approval is re-
quired,

b. Agency/department leave of absence. Agency/department leave of ab-
sence up to 480 hours In any one calendar year period may be granted to
any employee by the agency/department head, Such leave shall be repon-
ed as Jeave of absence via the agignncwdeparlmsm‘s payroll. The
agency/depariment head may require the leave of absence 1o be lor a speci-
fied period of time and a%rropria!e conditions may be imposed, such as pro-
viding sufficient medical documentation or other evidence substantiating the
leave as required by the agency/department head. i

c. Official leave of absence. A regular employee may request an official leave
of absence exceading 480 hours, bul not exceeding one (1) year. Officlal
leave of absence ma\l be gramat} upon wrilten request bn or on behall of
the employee, specifying the period and the reason, upon the writlen recom-
mendalion of the agency/depariment head and with the written approval of
the Human Resources Direclor. Application must be made on a form sup-
plied by the Human Resources Depaniment in advance of the effective date
of the leave, unless circumstances make such advance request impossible.
I the Human Resources Director disapproves the request, it shall be so en-
dorsed and relumed to lha“agencwdepartmem head, who may presant it 1o
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of absence granted shall be for a specified period and appropriate condi-
tions may be imposed such as the employee providing sufficient medical
documentation or other evidence documeniing the leave as required by the
Human Resources Director or a desl?rree. ol
Such leave may be extended upon lurther wrilten request containing justifi-
cation therefore, such request for extension o be processed in the same
manner as the original request. In the case ol a reques! for an extension due
1o iliness or disability, updated information of the same kind submitted for
the original request will be required.

Nothing herein shall prevent the earlier return to duty by the employee, ex-
cept the agency/depariment head may require two weeks advance notice of
the empioyee's intention to return,

The Human Resources Director shall be promptly notitied ol the return of
any amploree from an cfficial leave of absence. The Board of Supervisors
shall have the right lo cancel or revoke a leave of absence previously grant-
ed.

An employee on leave of absence for illness or disability reasons will be re-
quired to present a return 1o work statement from the atlending physician re-
leasing the employee to full duty, prior to being allowed to return 1o work.
Any release 1o less than full duly will be allaweé only as accommodalion as
required under the Americans with Disabilities Act, the California Fair Em-
ployment and Housing Act, a County designed temporary modified duty as-
signment, and/or the County return to work program.

An employee contemplating family/medical leave lor reasons thal are fore-
seeable must provide thirty (30) days advance notice. In cases where the ap-
proximate liming of the n for leave Is not foreseeable, the employee [s re-
quired to give notice of the need for family/medical leave as soon as practi-
f.abfe} {generally within one or two working days of learning of the need for
eave).

19. Vacalion, Persons employed in the classes of Resident Physician and Surgeon

shall be entitled lo one hundred twenty (120) hours (approximately filteen (15)
days) of vacation per year. The vacation may be taken at times agreeable to the
agency/department head, Unused vacation shall be carried over 1o the follow-
ing fiscal year. Upon se‘pmaﬁon from County sevice, a Resident Physiclan and
Surgeon shall be paid for any unused vacation, All other employees shall not
be entitled to paid vacation.

20.Paid Holidays, Only seascnal employees, Resjdent Physiclans and Surgeons,
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and employees in Physician Assistant Fellowship classification, in a current

Fald stalus shall be eligible for pald holidays. Other provisions notwithstanding,

I duty s required any time during the 24-hour holiday period, the resident or fel-

low will be entitled 1o compensatory time off for all hours worked on the holi-

day. Duty is defined as any presence at the hospital for professional reasons.

a. A new employee whose first working day Is the day after a paid holiday shall
not be paid for the holiday.

b. An employee who is terminaling his or her employment for reasons other
than paid CGounty retirement, whose last day as a paid employee Is the
day belore a holiday, shall not be paid for that holiday.

©. Anemployes who is on a leave of absence without pay for either the regular-
ly scheduled working day before the holiday, or the regularly scheduled
working day after the holiday shall nol be paid for that holiday. -

d. Seasonal employees who are regulary scheduled 1o work on a pald holiday
shall be paid al their regular rale for the time aclually worked. In addition,
such employees shall have a choice of:

1) compensatory time off not 1o exceed eight (8) hours for such hollday or;
2 ﬁi:;lg pald for the holiday at the regular rate of pay not to exceed eight
8) hours.

e. An employee with accumulated holiday credit may, and il requested by the
agency/department head shall, within seven (7) days, specify the dates of at
least three (3) working days during the next two (2) succeeding pay periods
that the employee desires lo lake as holiday compensalory time off. The
aﬁencyfdepaﬁment head may authorize compensa holiday time off for
all or any portion of the dates specified, but shall authorize at least one (1) of
the three (3); provided however, that if in the agency/department head's
judgment, such day or days will create a demonstrable hardship to the
agency/department; in that event, the amgﬁee. within seven (7) days after
notification by the agency/department head, shall specity three (3) other
warking days, at least one ‘1] of which shall be granted. Unless otherwise
agreed o by the employee, the agency/depariment head shall not authorize
lime off less than eighl (8) hours. Il an employee, afler being requested by
the agency/depanment head, refuses or ects 10 specily the time he/she
desires lo take as compensatory holiday time off, as herein provided, the
aﬁancyf?epaﬂment head may schedule compensatory holiday time oft for
the employee.

1. A part lime employee shall only receive haliday pay for the haliday or por-
ﬂon thereol which coincides with his or her regularly scheduled working

ours.

g. A full time employee whose regularly scheduled day off falls on a paid holi-
day shall be enlitied to equal compensatory time off for such holiday not to
ceed eight (8) hours pay.

ax
. Shift Dilferential

a. Applicability of Shift Differentials. Only FLSA non-exempt employees shall
be eligible lor shift diflerentials. Shilt differentials do nol aﬁply 1o standby du-
1y, release time, or lo leave time, such as vacation, sick léave, or holiday
leave, The hourly rate for each shift ditferential is paysble in tenths of an
hour, With agency/department approval, day shilt employees on an Individu-
&l basis may waive shift diflerentials in order to work earlier or later than their
schedule would otherwise be, for their own convenlence.

(1) Evening Shift tswing&.} Employeas who perform work between the hours
of 6:00 p.m, and 11:00 p.m., shall be paid an evening differential of $0.60
r hiour for the time actually worked between 6:00 p.m, and 11:00 p.m.
(2) Night Shift. Employees who perorm work batween the hours of 11:00
f}.m‘ and 7:00 a.m., shall be paid a rgght differential of $1.20 per hour for
he time aclually worked batween 11:00 p.m, and 7:00 am,

b. Classes Not Eligible for Shitt Ditferentials. Employees in positions of Resi-
dent Phnsldan and Surgeon and Physician Assistant Fellowship shall not be
paid shilt differential(s).

22. Bilingual Pay. All full time and pari time employees who are assigned work on a

regular and continuing basis that requires a second language al least five limes
per week or once per day to eflectively meet the service demands of the Coun-
ty's customers, and whe have qualilied for bilingual compensalion under this
sub-section shall receive additional compensation as follows:

Level 1: Basic Oral Communication: $40 per pay period ($0.50 per hour)
Employees at this level perform bilingual translation.

Level 2: Task Completion: $60 per pay period {$0.75 per hour)
Employees at this level perform bilingual translation as well as written transia-
tion.

Level 3: Written translation, and medical and legal interpretation: $80 per pay
period (§1.00 per hour) Employees at this level perform complex verbal and writ-
ten translation.

Paivrnenl of bilingual pay will be pro-rated based on the hours actually worked
1o the maximum amount indicated per pav period.



An employee must perform bilingual transiation as a requirement of the job. An
employee not receiving bilingual compensation shall not be expected to per-
form bilingual services.

Testing Administration: The Bilingual Pay Program Is administered by Human
Resources. Oral and written examinations will be administered by the Human
Resources Assessment Center as follows:

Level 1: Basic oralfreading test
Level 2: Written
Level 8: Complex Level Written

Designation of positions eligible to receive bilingual pay Is the responsibility of
the supervisor with the uﬁproval of Human Resources. An agency/department
head whose dararlmem as a substantial need for regular and frequent oral or
written bilingual =kill ol one or more posilions may make an npﬁg::auon to the
Human Resources Director on a form supplied to him/hier o authorize bilingual
compensation for such position. All future recrultments for a position designat-
ed as such should include the requirement of bilingual skills,

When the skill is no longer needed or the employee is not required to use it or
ceases 1o possess i, the agency/department head shall terminate the bilingual
cornpensation by writlen notice lo the Human Resources Director. The Human
Resources Director may also terminate the bilingual compensation if he/she
makes a like determination, and shall notity the deparment head. In either
case, the department head shall notity the employse.

The Human Resources Direclor mar designale an employse in the Human Re-

sources Department or other Counly depariment to perform bilingual skills for

other County departments and districts where there is no one avallable In the re-
quesling depariment.

23.Health Benefits. The monthlr Flexible Benefit contribution for Resident Physi-
clans and Surgeons and employees In the Physiclan Assistant Fellowship classi-
fication shall be $312,5C. In addition, the nty shall provide oplical insur-
ance, lo be gnid by the County, for employees in these classifications.

24, Retirement Program. Retirement benefits and related malters for employees
are Agovemad by the contracts between the Board of Supervisors and the Board
of Administration of the Public Em&plloyees Retiremenl System, by resolutions of
the Board of Stéperwscm, and by State retirement laws.

25. MAINTENANCI
a. Rales for mainlenance, including living quarters, meals, or laundry service,

furnished by the County 1o any employee, shall be fixed by a resolution of
the Board of Supervisors from time 1o time. Payment therefore shall be
made by a deduction from compensation, or by performance of additional
services, as may be determined by the Board of Supervisors.

b. No charge for meals shall be made where the same are furnished for the
convenience of the County, such as for employees al County institutions
who are required by the nalure of thelir duties 1o take their meals in connec-
tion with such employment. No person shall receive maintenance at any in.
stitution unless on duty at such institution.

c. Nothing herein shall prohibit the furnishing of meals on a cost basis where
necessary or convenient. It shall be the duly of each officer lo make certain
that the provisions of this section are complied with as lo all employees,
agency/departments and instilutions under hisfher control and to keep Ihe
#uﬁilotaCantro!Ier properly informed as 1o any payroll deductions required

ereunder.

d. Resident Physicians and Surgeons at RUHS - MC shall be furnished without
charge medical and hospital care for acute illnesses and injuries contracted
or sustained by them during the period of their employmenl. Whether an ill-
ness or mjur\équalﬂjes under this provision shall be determined by the Assis-
mgtd !calun A xecutive Officer - Health Systems with the advice ol the Chief

cal ar.

26, Termination. Except as specifically set out hereln, all employees shall serve at
the pleasure of the agency/department head and shall not be enlilled to any re-
view or hnan’r:le rocedure upon termination by the agency/department head.

c) SEASONAL EMPLOYEE PROVISIONS

1. Initia) Probatlonary Period

a. Initial Probationary Status. Each seasonal employee shall be in an initial pro-
bationary status from the effective date of his/her Initial employment In a sea-
sonal or regular posilion in a paid status until the required initial probation-
ary perlod, and any exlension, is completed without separation from Counly
employment.

Computation of the Initial probationary period in a paid status does not in-
clude overtime, standby, on-call or mlhm?r leave of absence. A seasonal em-
ployee who has not completed Ihe Initial probationary period, serves al the
pleasure of the aganﬂ/fdepamnem head and may be released from employ-
ment without cause. He/she is not entitled to the review procedure provided
for in this ordinance.

b. Length of Initial Probation. The length of the Initial probationary period for
seasonal employees is twelve (12) months of actual work. Months towards
completion of initial probation need not be continuous but for a seasonal em-
fio?:e accrued months towards completion of initial probation shall be lost
n the event that thera is a period of more than one (1) year when the employ-
ee is in an unpaid status.

c. Extension of Initial Probalion. The initial probationary period of a seasonal
employee may be exlended by the employing agencyfdepartment head
with the approval of the Human Resources Direclor. Extensions ol an initial

robationary period are discouraged and must be approved by the Human

esources Director or his or her designee before the end ol the existing ini-
tial probationary period. Approval is made on a case-by-case basis and only
{or rare and extenuating circumstances.

The twelve (12) month inftial probationary period may be extended once to
fitteen (15)I months o1 twice to eighteen (18} months. I an employee
changes classification by promaotion, transter or demotion durlnghlém | pro-
bation, extensions may also be made in the class to which he/s promaot-
ed, translerred or demoted.

Inltial Probationary Period Affected by Change in Class. An employee who
has not compieted the initial probationary perlod and who promotes, de-
motes or transfers o another class, will serve & new twelve (12) month pro-
bationary period following such promotion, demotion, of lransler. The
twelve 512_4 months required pursuant o the provisions of this section shall
be in addition to any inilial wgmbmianary period hours served by the employ-
ee In the posilion from which hefshe voluntarly promoted, demoled, or
transterred,
2. Distipline, Dismissal, and Review
a. The provisions of this subsection do not apply to:

1) Al-Will seasonal amployees;

2) Seasonal employees who have not completed an initial probalionary pe-

riod with the County of Riverside;
(3) Regular seasonal employees serving a promotional probationary period
when such disclg:ﬂnary action does not affect any vested rights.

b. The appointing ity may dismiss, demote, suspend, demote and sus-
pend, or impose any ofher disciplinary action on a probationary employee
during the probationary period. Unless such action affects the vested rights
of a permanent employee serving a promotional probationary lFerit::r:l. no
hearing shall be held an any disciplinary action aftecting a probationary em-

d



d)

e)

3.

Iy,

©. Any of the lollowing acts of an employee who has permanent status shall be

ood cause for dismissal, demotion, reduction in compensation, suspen-
sion, or any other action taken for disciplinary reasons:

1) Dishonesty;

Incompetence;

3) Inetficiency or negligence In performance of duties;

4) Neglect of duty;

5) Insubordination o willlul violation of an employee regulation prescribed
h{ﬂthe Board of Supervisors or the head of the agency/depariment in
which the employee is employed;

Absence without leave;

Conviction of elther a felony, or any offense, misdemeanor or telony, in-
volving moral turpitude, or any offenise in connection with or affecling the
employee’s duties other than minor traffic violations. Conviction means a
plea of guilty or nolo contendere or a determinalion ot guilt in a court of
compelant jurisdiction;

Discourteous treatment of the public or other employees;

9) Political activity in viclation of federal or slate law;

10)Physical or mental unfitness to perlarm assigned duties;

1{)Making a material misrepresentation in connectlon with obtaining or
maintaining employment or position;

(12)Conduct either during or outside of duty hours which adversely affects
the emﬁiovee‘s ob performance or operation of the agency/depariment
in which hefshe is employed;

(13)Fallure to maintain the license, regisiration, cerlificale, prolessional quali-
fications, education, or eligibility required for the employee's classifica-
tion when the failure of the employee 1o maintain suc uirements ad-
versely affects the employee’s ability to perform his or her job or the per-
formance of the agency/department. The agency/department shall pre-
scribe procedures lo insure that employees affecied by the requiremenis
are informed of them;

(14)Subslance abuse in violalion of the County of Rlverside Alcohol and

DruF Abuse Palicy;

15)Violation of the County's Anli-Violence in the Workplace Policy.

d. The disciplinary and appeal procedure for seasonal employees shall be the
same as in the disciplinary and appeal procedure conta in the most cur-
rent Resolution of the County of Hiverside and Other Agencies Providing Sal-
arles and Relaled Matlers for Exempt Management, Management, Confiden-
tial, and Other Unrepresented Employees,

Step Advance

a. Applicability of Step Increases. The compensation of each seasonal employ-
@e who Is paid on a step basis, and whose pay is below the highest step of
the grade allowed for the class shall be considered for increase upon his or
her anniversary date, excep! as otherwise provided.

b. Anniversary Dales, The first anniversary date as a result of an ofiginal ap-
pointment shall be the lirst day of the pay pericd following the completion of
I? months of actual work in a paid status in the position, not including over-

ime.

Re-employment at a rate other than that of the first slef) of a grade shall be
go:lsidered an original appointment for purpose of flxing the anniversary
ate.

The first anniversary date as a result of promotion or reclassification, which
involved a salary increase, shall be the first day of the pay period following
the completion of six months of actual work in a paid status in the position,
not including overtime.

The second anniversary date shall be the first day of the pay period foliow-

ing the completion of an additional 12 months of actual work in a paid sta-

iliLII(s' Inot inr.;ludmg ovartime, and subsequenl| anniversary dales shall occur at
e intervals.

The provislons of this section shall be subject to other specific provisions of
this ordinance congeming change of annlversary dates.

c. Limit on Unpaid Status. Months in a pald stalus loward a slep increase
need not be continuous, but for a seasonal employee, accrued months in
step shall be losl In the event thal there is a perlod of maore than one (1) year
when the employee Is In an unpald status.

d. Pay Increases by Salary Steps. Every anniversary salary increase, unless
olherwise dictated within a recognized employee organization’s Memoran-
dum ¢l Understanding (MOU) shall be to the rate of the second next higher
slep, excepl when there are less than two steps remalning, it shall be to the
lasl slep of the salary grade. Such salary ingreases shall be given unless
}hefa is an afiirmative decision of the agency/deparimant head to dany the

ncrease.

e. Denial of Step Increase. The agency/depariment head may disallow a step
increase only after the Sedcrmanoe evaluation is reviewed and approved etgr
the Human Resource Director or a designes. Il the Increase Is nol granted,
the agency/department head shall state the reasons on the form, which
shall be given to the employee lor signature. The agency/depariment head
shall reconsider the step increase at least quarterly, and may allow it effec-
tive on the first day of any pay period after the date it could have been grant-
ed. The rasPonalblﬂg for submitting a written allowance of increase, after its
denial, shall be with the agency/department head. The anniversary date
shall be postponed until an increase is allowed.

:‘I'EMPOFIRFW MPL%O\(“EE PROVISIONS
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. Length of Employment

Compensation. Temporary employees shall be compensated at the first ateﬁooi
the salary plan and grade for their job class, unless an advance slep is author-
ized al the time of appointment, Temporary employ do not ive step ad-
vances within the salary grade based on hours of senvice.

. Function of Temporary Employees
L

. Temporary emplo-{lees will normally be utilized 1o perform irregular, project,
or overflow work that cannot be performed by reqular employees within the
agency/depariment without additional cost, including overlime costs. )

b. Temporary employment shall nol be used in lieu of the probalionary period
in a regular or seasonal position or as a trial period of employment, bul this
provision shall not render a terporary employee ineligible for appointment
1o a regular or seasonal position.

c. Agreements entered into between the County and a federal or state funding
authority may contain provislons which will prevall over the rules of this sec-
tion affecti ternpcrarlx County employees.

. No temporary employee shall be permitted to work in
the same capacity In which he;st'&D%cpaﬂorm substantially continuous service
for more than one thousand (1000) working hours l,’apioroxlrnalaly six (6}
months of full time service) during any one fiscal year. In the event that a
a?ancwdepanmem head has unusual ¢ 1ces 1o wa employmant of
atemporary employee for a longer period, the agency/depariment head may re-
quest approval on the Board of Supervisors’ agenda, prior lo the employee
working more than one thousand (1000) hours in the fiscal year. Any requeslt 1o
axtend the service shall set forth the justification, the hire date of the temporary
employee, and lhe number of hours requested in the extension. Any itlonal
extension shall require further Board of Supervisors' approval annually, prior lo
the emp!omae wurk!ngbona thousancl E(iooorﬁours- in that fiscal year.
REPRESENTED PER DIEM EMPLOYEE PROVISIONS
Notwithatanding any other provisions of this ordinance, except as otherwise pro-
vided herein, only the provisions set forlh in this section shall be applicable to
persons employed as unrepresented Per Diem employees.

Definitions

a "Par Dlam Fownlnvee* shall maan anuana wha neriinler a nasitinn within a
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classification established In the Class and Salary Listﬁ'ng as g Per Diem class

and that is not represented by a collective bargaining unil. All Per Diem em-

P!ovaea shall serve al the pleasure of the agency/department head.

'Base Rate of Pay" shall mean the hourly rate of compensation as set forth

in the Class and Salary Listing for a Per Diem classification,

c. "Holiday" shall be the 24-hour period which commences al 7:00 a.m. of an
day on which County offices are not open for business, in accordance witl
County Ordinance, other than Saturday or Sunday.

d. "Overtime® shall mean any authorized work actually performed in excess of
the eslablished FLSA work wesk.

e, "Critical Care Work Areas" shall mean the tollowing units al the hospital: ER,
ICU, CCU, Neuro ICU, Peds ICU, Neonatal ICU, OR, Recovery, Dialysis, La-
bor and Delivery, and Anesthesia.

f. "In Charge" shall mean the assignment by the nursing administration office,
and acceptance by a licensed employee, to have total nursing management
responsibility for a particular inpatient nursing unil, such responsibilily 1o in-
clude, but not necessarily be limited to, patlent care, nursing personnel, and
the general anvironment of the unit.

g. For acule care assignments, "weekend"” shall mean the period commencing

at 3:00 p.m. Friday and ending at 7:00 a.m, on Monday. For culpatient clinic

or non-acute care assignments, "weekend" shall mean the pericd commenc-

Ing at §:00 p.m, Friday and ending at 7:00 a.m, on Monday.

. Conformance to Plan

a. No person shall be employed In or appointec to any Per Diem position until
the classilication plan shall contain a position specification far such position.

b. Mo person shall be employed in or appointed to any Per Diem position un-
less said person meets the minimum qualifications set forth in the position
specifications.

. Positlons Allowed

a. Thae basic classification of Per Diem positions is deemed 10 be established
by the Class and Salary Ltstin? and the number of positions needed for
each class shell be as determined from time lo time by resclution of the
Board of Supervisors.

b. No person shall be appointed to a Per Diem position untif such position has
been allocated to the hiring agency/department.

. Salary Procedures
a.

Basis of Compensation, Per Diem employees may recelve compensation at
the hourly rate assigned 1o the classilication in which they are employed.

The Human Resources Direclor may authorize differential premium pay for
Per Diem job classes al rates not more than those established lor regular
job classes, as needed to maintain efficlent business operations. Such pre-
mium authorization may be ended by the Humen Resources Director as war-
ranted by operations or funding.
b. Reporting and Calculation. Aclual hours of work and overtime work shall be
reported for each Per Diem employee on each biweekly aitendance report
of by such other method as is established by the County Auditor-Controiler.
Payment. The Goun%&uditw—Commllez shall distribute salary warranls no
later than the second Wednesday following the end of a pay period.
Overtime. Overtime shall be paid at one and one-half limes the FLSA regular
hourly rate for all non-exempt employees. FLSA exempt employees who work
on a Per Diem basis will be enlitled to their base rale of pay for each author-
Ized hour worked In excess of the established FLSA workweek.

[+

. Shift Ditterential, Shift differentials do not apply to vacation, sick leave, holiday

pay, call or standby duty. The hourly rate for each shilt dilterential s payable in
tenths of an hour. Employees who work day shifll between the hours of 7.00
a.m. lo 6:00 p.m. shall not be enlitled to a shift differential,
a. Classes not eligible for shift differentials. Employees in the classification(s)
listed below shall not be paid shifl differential:
Pharmacist - C - PD
b. Evening Shift - General. Per Diem employees whose classes are specifically
mentioned below, who perform work between the hours of 6:00 p.m. and
11:00 p.m., shall be paid an evening ditferential as set out below for the time
actually worked between 6:00 p.m. and 11:00 p.m.

Classifications: Rate:
® Electrocardiograph Technician - PD ¢ 25¢ per hour

4 For employess in this Per Diam
classification working at the River-
side University Health System -

Medical Center,
® Nursing Assistant - PD 35¢ per hour
© Pharmacy Technician Il - PD 60¢ per hour
® House Supervisor - PD Classilication(s) authorized by the

County Executive Officer 1o re-
celve the same premium as em-
ployees in the equivalent regular
classifications.

c. Night Shilt - General. Per Diem employees whose classes are specifically
menlioned below and who perorm work between the hours of 11:00 p.m.
and 7:00 a.m., shall be paid a night differential as set out below for the time
aclually worked between 11:00 p.m, and 7:00 a.m,

Classifications: Rate:
# Electrocardiograph Technician - PD4 50¢ per hour

¢ For employees in this Per Diem
classification working at the River-
side University Healih System -

Medical Center.
® Nursing Assistant - PD 75¢ per hour
® Pharmacy Technician Il - PD $1.20 #ec hour :
¢ House Supervisor - PD Class malion(sh authorized by the

County Esxecutive Officer to re-
celve the same premium as em-
ployees in the equlvalent regular
classifications.

. Holidays. A Per Diem employee who works on a holiday shall be paid at the

rate of one and one hall times the employee’s base rate or pay lor the hours ac-
tually worked.

. Benelits. No benelits except those expressly provided by statute shall accrue to

Per Diem smployees.

Termination, All Per Diem employees shall serve at the pleasure of the agency/
department head and shall not be entitled to arg; review or hearing procedure
upon termination by the agency/department head,

Sectlon 11. VOLUNTEER WORKERS

Definition. *Velunteer Worker" means a person who performs authotized voiuntafr
service to the County of Riverside or a department, institution or agency thereol,
without pay, for the benefit of the County and in aid of a recognized County pur-
pose. The term does nol Include members of volunteer fire departments or compa-
nies. For the purposes of this section, the volunteer worker must be currently enrol-
led pursuant to this ordinance in order 1o be recognized as a volunteer worker. A
volurteer worker Is not an employee.

a)



b)  Volunteer Organizations. An?' ency/department ol the Gounty ?ovemrnmt may
establish one or more organizations of volunteer workers in aid of the purposes of
the agency/department or may recognize a privale civic organization or delegation
thereof as the equivalent. No particular form of organization shall be required; it
may be an unincorporated association, a commities or subordinate body of an ex-
iating organization, a corporation, or merely a series of individuals sponsored by
the agency/depariment.

c) Enroliment of Volunteer Workers, In each agency/departmerit having an organiza-
fion of volunteer workers, the agency/deparimenl, or organizalion with
agency/depatmental approval, shall keep within the agency/depariment a current
and continuing roster upon which volunteer workers are enrolled, This shall con-
1ain at least the name, address and telephone number, the date of enrcllment and
the date of termination of the enroliment; If the worker may be expecled 10 drive an
automobile in the performance of the volunteer funclion (other than between the
worker's home and the workplace) then the roster shall include the number and ex-
piration dale of the worker's operator's license, and the name of company, Dnlicg
number and expiration date of the worker's liability insurance. Records as 10 eacl
volunteer warker shall be retained for three years after such worker has terminated.,

The agency/depariment, or with its approval, the organization, shall, as a parl of
the rosler or separalely, keep a conlinuing record of lhe number of hours worked
by each volunteer warker. It the services of any worker shall be terminated, or if the
worker shall cease 1o petlorm veluntary semvice, entry of the date of termination
shall Promplly be made on the roster. Unless otherwise specified the termination of
enroliment shall be without prejudice 1o later re-enroliment. The services ol any vol-
unteer worker may be refused or terminated by the ncy/depariment at will, and
shall be terminated when deemed in the bes! interesl of the agency/departmental
function or of the voluntary services program to do so.

If there is no volunteer organization within the agency/department, individual volun-
teer workers may be enrolled by the agency/depariment in the manner sel lorth in
this subsection.

d)  Motor Vehicle Usage. While unnecessary use of aulomoblies s to be discouraged,
It Is recognized that in some volunleer activities molor vehicle usage Is indispensa-
ble. Privately owned vehicles may be used on express authorization of the
agency/department head specifying the purpose, County vehicle use may be au-
thorized only by the County Executive Officer on recommendation of the
agency/department head Including appropriate justification, No volunteer worker

all be permitted 1o drive either a private vehicle or a County vehicle for volunteer
business until the worker has presented his or her current operator’s license and li-
abllity Insurance policy with minimum limits in the amounts required by the State
for bodily injury or death and properly damage, and the necessary data therefrom
has baeen placed on the roster. _

e) Relmbursement of Expenses, A volunteer worker who drives a private vehicle duly
authorized shall be entitled to reimbursement at a mileage rate currently fixed by
the County. Other necessary travel expenses shall be reimbursed at aclual cost
when authorized by the agency/department. Relmbursement shall be conditional
upon claim being promplly made, In no event more than 100 days after the cost
was incurred.

f)  County Insurance. Such liability Insurance as the County may carry shall be ex-
cess Insurance over any other valid and collectible insurance, including that provid-
ed by the valunteer worker. Volunteer workers are nol covered by workers compen-
sation insurance or by Counly self-insurance for injury or accident arising out of vol-
unteer service.

g) Reports. Each agency/depariment, not iater than the fifteenth (15th) day of each
month, shall make a written report for the preceding menth showing the total num-
ber of volunteer wetkers who performed services in meonth, the total number of
hours of such sarvices, the number ol new volunteer workers enrolied during the
month and the number whose enroliments were terminated. The report shall be
filed with the County Executive Officer, who may inspect the roster at any lime, and
shall do so at least quarterly to see that the enraliment of inactive workers has
been terminated and that other information on the roster is in current condition.

h)  Resolulions. Further rules or regulations in ald of the County's program of volunta-
1y services, or Interpretations or extensions of the provisions of this section may be
made by resolulion of the Board of Supervisors.

Section 12. ORDINANCE PUBLICATION

The Human Resources Direclor shall maintain a current record of all positions allowed
for each agency/department. He/She shall cause to be re-published and circulated lo
the agency/depariments from time to time Ihe conlents of this ordinance |.tmemt;r with
lists of the positions allowed to the respective agency/depariments, and shall from lime
to fime supply amendments thereto.

The Human Resources Director may Include footnotes in the publication of this ordi-
nance for the purpose of referencing other pertinent sections, attachments, or provi-
sions, or to cile a change in the narrative. The Human Resources Director may re-
m.{mber, atndtamanne In & loglcal order, parts of this ordinance without atfecting the nar-
rative content.

Section 13. CONFLICTS AND CONSTITUTIONALITY

The provisions of this ordinance are subject to controlling or limiting provisions of the
Constitution and laws of California, and any provisions of this ordinance, which are in
conflict there with, shall not be effective 1o the extent of such conflict.

It any paragrﬁrh. sentence, clause, or phrase of this ordinance for any reason is held to
be unconstitutional or Invalid, such shall not affect the remaining portions of this ordi-
nance, and the Board of Supervisors hereby daclares It would have passed each para-
graph, sentence, clause, and phrase lheredf, irrespective of the facl that any one, or
Fcliom than one sentence, clause, or phrase thereof be declared unconstitutional or inva-
Id.

Section 14. EFFECTIVE DATE
The operative date of this ordinance is July 1, 1957,

John J. Benoit, Chairman of the Board

| HEREBY CERTIFY that at a regular meeting of the Board of Supervisors of said County,
held on January 5, 20186 the foregoing Ordinarice consisting of fourteen (14) sections
was adopted by said Board by the following vole:

AYES: Jefiries, Tavaglione, Washington, Benoit and Ashley
NAYS: None
ABSENT:None

Kecia Harper-lhem, Clerk of the Board
By: Cecilg Gil, Board Assistant 1/15



- From;, 01/13/2016 17:10 #716 P.001/016

1

Prinied at. 3:04 pm : . _‘ ' 1825 Chi sui
"on Wednesday, Jan 13, 2016 THE PRESS-ENTERPRISE e

. . ; (951) 684-1200

Ads: 0010127021 Classified Advertising i (800) 514.7253

Order Taker Mtinajero Proof (951) 368-9018 Fax

Ad Copy:
BOARD Of SUPERVISORS OF THE COUNTY OF RIVERSIOE, STATE OF CALIFORNIA
ORDINANCE NO. 440.1762

Account Information

Phone #: ' 951-955-1066

. : AN ORDINANCE OF THE COUNTY DF RIVERSIDE.
Name: BOARD OF SUPERVISORS i AMENDING ORDINANCE NO. 440, RELATING 10 SALARIES
Address: | COUNTY OF RIVERSIDE ! Oidinance No. 440 Narrative
P.O. BOX 1147 i

o January §, 2016
e TABLE OF CONTENTS
Section 1.  TITLE AND DEFINITIONS

A 2
Sectlon 2. EMPLOYMENT AND ORGANIZATION 4
Sectlon 3. CLASSIFICATION PLAN .';

: [}

| RIVERSIDE, CA 92502

L O e e ————— ey g+ e

Account #: | 1100141323 Sectlon 4. POSITIONS ALLOWED

Client: ! I Sectlon 5. EMPLOYMENT PROCEDURES == =
iRy UBONRARYEERUSGE b
. HH ' ! ection 7. e e e e ————
Placed By: | Cecilia Gil F Section 8. SALARY PLAN AND ADMINISTRATION 42
) ! Section §. TRAVEL AND EXPENSE 13
Fax #: | Section 10. TEMPORARY EMPLOYMENT PROVISIONS 14
- - o - 4 Sectlon 11. VOLUNTEER WORKERS _ il 30
: i 2 Y : Section 12. ORDINANCE PUBLICATION = 31
e e e Section 13. CONFLICTS AND CONSTITUTIONALITY 31
B TP — ! Section 14. EFFECTIVE DATE 32
Ad Information . ;I'he Baoard of Supervisors of the County of Riverside, State of Californla, ordains as tol-
e - a A e owSs;
. 1
]
Placement: | Public Notice FR ' Sectlon 1. TITLE AND DEFINITIONS

This ordinance shail be known as "The Riverside County Salary Ordinance*. For the pur-
pose of this ardinance, words and phrases are defined as follows:

Publication: | PE Riverside, PE.com

' : 8) “Appointed cilicers” shall mean the persons appoinied or employed by the Board
} | ol Supenvisors or otherwise as the principal employee ol a deparimenl or sgency
i H in the County govarnmenl, of of the Riverside County Flaod Control and Watet
| ' | Conservation District or the Riverside County Regional Park & Open-Space District,
| R which districls for the purposas of this crdinance and resolutions hersunder shall
} } be deemed the equivalent of depariments of the County government, except thal
| references in this ordinance of sald resolutions to the County shall mean such dis-
tricts when the conlex! so tequires,
| b)  "Gounty officers” shall mean the officers designated as such by or pursuant to the
| law of the Stale of Calitornia.
| c)  “Damotion” shall mean a change of employment withou! intervening loss of work-
AT AT T e e I T e T e 1 Ing days from a position allocaled to a given salary plan and grade 10 a position of
a diferent class allocated 1o a lower plan and grade, whether in the same or a dil-

ol
Start Date: i ! Rivets

) o ’ - ferent department,.
d; "Employees” shall mean all persons employed by the County ol Riverside or the
01/15/2018 ) sk ntsl?éi C?untrPFromog 3ontr%1 and ‘S{afe‘él o#‘smvalh ﬁcnﬂniglr'rlcl. of the Riverside
‘ L eglonal Pa pen-Space District, other than officers.

Stop Date: | 01/15/2016 €)  Full tima employese™ shall mean employees whose postlions require the number of
. - N . : hours usual or prescribad for normal permanent County employment. All posttions
Insertions: ! 1 print / 1 online ] shall be fuil time unless otherwise designated or unless the compensation is fixed

i o Uﬁm‘l the basis of parl time work.
"Hollday* or "pald holiday® shall mean any day on which County offlces are nol

i | 1
e DI ) gpeg lor business. In accordance with County ardinance, other than Saturday ot
unday.
| e e TR g “Officers* shall mean all *County officers®, and "appointed officers® as herein de-
Rate code: { County Ad LgI-PE i . fined, uxce?l where the natural construction of this ordinance otherwise indicates:
1 “officer” Is the equivalent of “agency/department head-.

k) "Part time employees® shaell mean employees In positons which are designated

part ime or lor which compensalion Is lixed upon a basis of pan time waork.

“Pay pericd* shall mean founteen (14) calendar days from Thursday (starting at mid-

night) through and including the second Wednesday theresafier, and refers to the

Phe:lod f%rdcompming compensation due for all normal working shifts ending during

at period.

1] “Permanent gnlpk)yue" shall mean a regular or seasonal employee who has com-
plei\etdwﬂjlnle Irut?ga probationary petiod In a position, nol Including any incumbent of

an - WY n.

k} "Physl::lane?annd designations of other positions herein which require a license 10

pracilce madicine or surgery, Including speciatties, shall mean and be equivalert

1o the designation of County Physician as used in State law,

“Position® shall mean any coffice or employment to which & group of dutles and re-

sponsibiliies are assigned or delegated by competent authority, the perormence

of which requires the full Ume or pan time emplymaent of one (1) person unless

permission is granted for job sharing.

m) 'Problnl‘bgaw employee* shall mean a reguler or seasonal employee who has not

completed:

1. the required Inlt‘i‘al probationary period in a pald status In a position tollowing ini-

;or

Ad type: [ C Legal

]
Size: | 3 X 1672 Li 1
Bill Size: | 5016.00 :

Amount Due: | §7273.20 '. ; gt
L i al edmpiay

2. the required probationary period in a slHUs in a position to which he/she
! has been pro%oled. transiemed, or dlfrﬁfl.ed following compietion of the Initial
e e probationary period.
n)  “Promotion® shall mean a change of employmant without inlervening loss of work-
Ing days from a position allocated to & given snlarmn and grade to a position of
a different class allocated to a higher grade wi er In the same or differem
ney/departiment. The ointment of an employee o a position allocated 1o a
highet salary plan and grade because ol professional registration achleved by the
incurmbent shall not be deemed a promolion bul a change In salary aliocation.
o)  “Reclassification® shall mean the reallocation of an Incumbent within a filled posi-
tion 1o & different class by a change of Utle and class specificalion, but does not

neoes?arilr_ !m{oh'e-.a Wﬁth?‘ gﬂaw r’.-lan ant};‘cr gr hge.
p)_ “Regular einp [ er of A regular position.
giEln “Repdat oo

i ﬁgﬂqt hall mean a posilion established by this ordinance on an ongo-

%-lb aﬂ 0|/O~r b
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N "Relire®, "relired”, and "relirement” shall mean tecelving a pension through the Gal-
fHornia Public Employee Retirement System (CalPERS) pursuant to the California
Public Employees’ Hetiremen! Law (Calilornia Government Code (Title 2, Division
5

s) "Seasonal employees” shall mean employees whose employment Is not continu-
ous bul Is regularly recunent in the same capacily because of panicular tunctions
which occur periodically each year; such emplayinent may be permanent, but of
an intermittent nalure.

1) "Tan['upcrary employee" shall mean an employee who Is not a regular or seasonal
employee.

u)  "Transter” shall mean a char;ge ol amployment without Intervening loss of working
dﬁrs from a positien allocated to a given salary plan and grade 1o a position of B
difterent clags allocated to the same grade in the same agency/depanment, orio a
position of the same class, or a different class allocaled to the same grade, in a dil-
ferent agency/department.

v)  “Workin dnT" means each day on which an employee Feﬁorms a normal working
shilt, and Including holidays as specified hereln which fall o days of hls or her nor-
mal working shift,

Section 2. EMPLOYMENT AND ORGANIZATION

a)  The various officers ate hereby allowed assistants, depulles, und employess, 1o be
appointed or employed In the manner and 1o the exienl as provided In this ordi-
nance and by law.

b)  The powers and dulles of officers shall be such as are provided by er pursuant to
the law of the Stale and ordinances of the County of Riverside. Appointive officers
shall alsc have such additionsl powers and dulies as may lawlully ga delegated 1o
them by the Board of Supervisors.

¢) Al employees shall have and exercise such powers and perform such duties as
may be directed by the respactive officers under whose direction thay work, sub-
ect to the sions of this ordinance.

o) he conditions of employment specified in this ordinance shall apply to all officers
and smployess excepl as otherwise provided by law or any applicable msmoran-
dum of undersianding between the County and a recognized employes organiza-
tlon (herein 'MOU'&. One or more of such cenditions may be varied as 1o Resl-
dam iclans and Surgeans at the Riverskse Unive eslth System - Medlcal
Center (RUHS - MC) by resolution of the Boerd of Supervisors.

&) In the absence of incapacity of the Sher#fl, the Undershariti will comrand the de-
meﬂl' followed by the istant Sheriff assigned to Patral and Investigations,

ollowed by the Assistan! Sherill assignaed to Coun Services/Corrections, followed
hma Asaistnn'l Sherifl essigned to Administration/Support Services,

)] A an agency/department head has been continuously absent as the result of (lI-
ness, Injury, or leave of absence for more than twanty (20) working days, the assis-
tant agency/department head, or If there Is none, the seniar emplayee next In au-
thority, il he/she possesses any required license, shall automalically assume 1he
designation as acting agency/deparimant head, untess the Board of Supenvisors
appaints another person as acting aﬁgncy.-’depnnmam head. This shall be deemed
a lernpocary promotion, i the position of agency/department hoad becomes va-
cant, or in eny case nol covared by the foregeing provision, the Board of Supervi-
sors aha&. designate the acling agency/department gead which shall be a tempora-
ry promotion,

When the absence ceases or the vacancy Is filled, the temporarily promoted em-
ployee shall retum to hisfher ular pasition, and his/her regular salary plan and
rade and anniversary date shall be re-determined as If the temporary promotion
not cecurred. step Increases which would have been due in higfher regu-

lar position shall be aflowed.,

q) g:epr as otherwise provided by law every officer shall be a citizen of the United

1es.

h)y  Wnen in the judgment of the Board ol Supervisors it becomes necessary or deska-
bl to use the services of an emgebyae within the same agnncyfdegg:menl inaca-
pacity other than that for which be/she fe requlardy employad, the rd of Supervl-
sors may by resolution authorlze such addtional employmant, fix condltions.
and provide for the tate of pay, Such edditional ermployment shall nof be Included
In compu vacation, sick leave, or similar benefits; or sliglbllity for step advanca.

I} Employment ol Relalives. No officer shall appoint his or her spouse. or the
spouse of any officer superior o himsellfhersell, in eny capacity for compensation
and no such spouse ahall be afgible for appeintment 1o of continuad employmant
In the same fmnnlon of any such person suctcesded therato pursuant {o any
provision of law. Continued employment shall be deemed to indude pramation,
demmation, of franster, If such employees Is otherwise qualitied.

Except as otherwise provided heraln, no person shall be denled the opportunity for
employment or continued emplocg:rnant because such peron is relate to any per.
son presenlly employsd by the County of Riverside. In no instance, shall a Gounty
ofticer ot employee be within the chain of command or ug‘an ol conlrol {l.e. exe-
cute s:fef\‘isaon over of initiate or participate in decisions (including but not limited
1a initial employment, relention, evaluation, promoticn, or work assignments)) spe.
cifically pertaining to another County employse who is related whhin the first de-
gree of oonsmdqu ity whether by blood or marriage or any familial relationship that
management determines may lead 1o conflict. Familial relationship shall Include,
but Is not limhed 1o, spouse, tather, mother, brother, sister, son, daughter, san-in-
law, daughierdin-iaw, fathor-in-law, mother-in-law, brotherin-law, sisterindaw,
gmndpahrjem. or the equivalent relationships through a lawfully regisiered domestic
parinarship.

Should such relationship occur, the employee(s) may promote, voluntarlly dermote,

or will be transterred (o position(s) which the employee is elialble and selected to

ml. (‘I‘he promoticn, transfer, or volurary demaotion must be accomplished within
x (8} months.

)  The Executive Director, Salton Sea Authorty and the Execulive Secretary for the
Salton Sea Authortty shall be inted by the Board of Direclors of the Salion
Sea Authority and shall serve ot the pleaaure and will of the Board of Direclors. Pri-
or 1o appointrnant, the County of Riverside Human Resources Ditector shall obtain
written nnknowle&gmaﬂl from the prospeciive appointee(s) acknowledging his or
her understanding of such at-will status, Any peraon appointed fo either of these

ons may be terminaled from service sl any ime, by the Board of Directors of

he Salton Sea Authorlty, without notice, cause, or rights of appeal. The Board of

Diectors of the Salton Sea Authority | by uﬂﬂnyment a%l%emm datermine

the compensation, benefils, and condlitions of emplayment for Executive Direc-
tor, Saltlon Sea Authority.

Section 3. CLASSIFICATION PLAN
a) ADOPTION AND AMENDMENT
1. Class Specificalions. Unless otharwise ordered by the Board of Supervisors,
tho Human Resources Director may adopt and from time to time nmend a clas-
sification plan which shall consisl of a separale class specification containing
the title, peneral statement of duties, typical tasks, and minimum qualllications,
for each class ol position other than County officers, Each new or revised dass
specification shall be approved b\f tha Human Rasources Direclor.
2, Mpeintenance of the Plan. The classification plan shall be malntalned In a cur-
rent condiion by the Human Resources Director and the classification plan
shall be made svalloble In a formal reedily accessible by County
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apency/oepsarnments.

3, Classification Studies. The Human Resources Director shall have the responsi-
bility Tor recommending changes In the classilicalion plan to keep the same cur-
renfly in & condilion to meet the needs of the Counly and Its
agency/depanments.  From Hime o tme the Human Resources Direclor may,
and upon order of the Board ol Supervisors shall, initinle classilication studies
ol the various positions and class speciiications, their relation 1o the salary plan,
and related matlers, and make appropriale recommendalions lo the Board of
Supenvisors lor amendment of the classification plan, this erdinance and resolu-
tions, orders and regulations mads pursuant thereto. The Human Resources (-
rla_l:lar shall have the primary responsibility for preparalion of class specifica-
tigns.

4. Approval of New CJ, and H i ion. The Board of Supervisors shall
approve the establishment of any new cl on the reco wdation of the

uman Resources Director. The Human Resources Director may Inactivate
from the Class and Salary Listing, without Board of Supervisors' approval,
classes which are no longer allocated to agencies or departments and nol in
current use. Reclassification to an existing class and ucl‘ls.n?es ol positions
shall not require Board of Supervisors approval however, shall require the ap-
proval of the Human Resources Director and the County Execulive Officer. As
an cutcome of a classilication study o1 review, the Human Resources Ditector.
with the concurrence of the affecled agency/department haad, may reclassily
gﬂosniong which warrant a change to an exisling job ciass, when no addilional

nding is required. This action shall be sufficient 1o authoilze promation or de-
molion through reclassilication of the incumbents of the positions, on the re-

uest of the ag'?nugfdﬂsartmam head,

b) CONFORMANGCE TO PLA i

1. Requirement for Class Spectiication, No person shall be employed In of ap-
pointed to any regular or seasonal posilion until the class speciiication for such

osillon exists within the classification plan,

2. Minimum Qualifications. Ne person shall be employed in or appointed to any
regular or seasonal position unless said porson meets the minimum gualifica-
tions set forth in the class specificalion except as otherwise provided in this sec-
tion. No person shall be employed In or appoinied to any temporary posilion
unless said person meets the minimum qualihcalions set lorth in the class spaci.
fication, unless the Hurnan Resources Direclor shall centity that there is no qunli-
fied person available for the temporary posilion.

3. Underfilling & Position, An underfill shall mean a classification within the same
class series, g_enarallz, the journey level classificalion within a promotional
prowth serles, This action may be required when filling a position with an ndivid-
uel who currently qualifies for a lower level in the same class seres. When any
regular or seascnal trasiﬂpn has been funded in a(n) agency/d ent, the

osition may be filled in a job class of the same class serles as I i were a posi-
jan in the same or lower pald job class.

At a later date, the position may be filled In the originally funded job class, pro-

vided the following conditions are met:

a. The employee must meel the established minimum qualitications and is sat-
Isfactorily and substantially performing the duties of the higher class,

b. The originally funded class Is the journey lewal and the underfill is a lower
level In the samae class serles, In the same representation unil and job
classes In the series are nol separately allocatad.

¢. There is no increase in the pumber ol positions allowed lor the classes in-

vaolved.
c) CLASS AND SALARY LISTING
1. Design of Usting. The Class and Salary Listing, by this reference rmade a pan
herecl, contains a lis, by tifles, ol all ciasses o) posilions In the classification
plan, each é!raceded by a job code number which is assigned fot numarical ref.
arence, and lollowed by the salary plan and agrade or other basis of compensa-
tion which applies o the class.

Tne Human Resources Director may inciude n the publication of the Class and
Salary Listing other reference information by class. such as the designated un-
ion code or salary.

2. Amerdmenis to the Appendices Impacting the Class and Salary Lhu%. The
following Appendices: Appendix |, relaling 1o overime; Appendix Il At-Wili clas-
sifications, and Appendix Ill, Executive Vehicle Benefil classtlications, may be
amended by resolution of the Board of Supervisors and shall be eflective on
the first day of 1he first full gay period following Board adoplion, unless a difer-
enl date is eslablished by the Board.

3. Tachnical Tkle Changes and Additions. The Human Resources Director may
change the tille of a class of posilions as listed In the Class and Salary Llallﬁ
without changing the job code number or salary, when an occupational t
change is warranled because of technical or programmalic developments,
lTm:_ua mmg\::l shall be effeclive on the firsi day of first full pay pericd 1ol
owing approval.

4. Classification Duplicatien, The Human Resources Director may administratlve-
ly duplicate un existing class (inciuding for & separate program of district posi-
tion) when necessary lo preserve benefits that have been lawtully allorded to
an arnpbrea ugtotm, duplicated classification shall only ditfer trom the exist-
Ing clessification by minimal modification of the following factors: itie, class con-
cepl, essantial dulies, and recruiting guidelines, The duplicaled classilication
shall be in accordance with the program area of the requesting department,
and assigned a separute job code. Included in the provision of this atnhority Is
the ablifty of the Waste Man ent ariment 1o fill & position In elther a ge-
neric class or district class n nesg 1o accommaodate an employee whase
benefits have been “grandiathered" under an earlier disbict arrangement. The
salary of the dgflicatad class In the Class and Salary Listing shall be equivalent
to the existing class, aliowing, howsver, for a ditferent salary plan and grade ap -
propriate to representation unit, It is nol the intenl of this provisicn to dupli-
cate an existing classification solely based on salary and/or at-will status,

Whenever an administrative change or Inactivation of a class Is made by the Hu-
men Resources Direclor, or by resolulion of the Board ol Su sors, the
chanﬁu shall alse operate with raspect o the listing of the class In Appendix I,
Il or [ll, In the class fication, in any epplicable MOU, and/or in any applica-
ble Resolution of the rd of Supervisors.

Any or all sectlons of this otdinance, Its nppendices, and angpersonnel related
supplements may be published by the Human Resources Director ta incl
the technical changes authorized by this subsection, without separate Board of
Supervisors' actlon,

Section 4. POSITIONS ALLOWED
8) AUTHORIZED POSITIONS
1. Position Contral, No person shall be appolnted o a position In any
agency/department until the position hes been allowed, The numbet ol posi-
tions allowed lo be filed in each sgency/dep shall be allocated by job
class and employrment type {e.g.. regular, seasonal, temporary, or Per Dlem) In
the approved s:ﬁ:enwfdepaﬂrnem budgel. The Hurnan Resources Director shall
maintain the official count of positions, which may be allowed when roved
b{nmo Board of Supervisors In the agency/department’s final budget, or by res-
olution of the Board of Supervisors. A resolution conceming the number ol al-
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b)

c}

lowed positions shall be effective on the date of lls adoption unless a diflerent
date Is sel by the resolution.

2, Change In Allocated Positions. The Human Resources Direcior rma;ad usl the

number of positions allocated to a(n) agency/depanment, without Board of Su-
pervisors actlon, when no additlonal funding is required. The requast would ra-
quire a detalled statement of the reason and need for a new position(s). a justili-
calion of the reason far the specilic classilications requested and an affirmalive
stalement signed bgthe agency/depanment head thal no additional County ap-
propriations would be required 1o sustain the requested posilion(s) in the cur-
rent and following liscal year. Agency/deparimenis requesting a change in the
number of positions during the fiscal year, without a change In tunding, may re-
quest the change using the formal prescribed by the Human Aesources D‘f' -
o,

Other changes in the number of positions, those requiting additional funding,
may be requested by agency/depanment heads via Farm 11 submitted to the
Board of Supervisors. Such rechuesis shall contain the job code, job title, and
agency/depariment number of the requested positlon.

PART TIME AND JOB SHARING

1. Part-Time Positions. When any full ime regular position has been establishad
or allowed in any agency/department by or pursuant 1o this ordinance, and In
the oplnion of the agency/department head onﬁy & gan time employee is need-
ed to parform the work, the position may be filled by 8 part lime employee. A
requlur part time employee shall be scheduled to work in each pay peried a
minimum of one hall (1/2) the numbrer of hours prescribad for full time normal
permanent County employmenl.

2. Job Sharing, Notwilhstanding any provisions of this ordinance 1o the contrary,
tha Human Resources Direclor may authoriza that two pan time employees [ob
share one ragular posilion, Prmﬂded that each employee s scheduled to work
in each pay period one hall (1/2) the number of hours presciibed for full ime
normal parmanant Gounty employment.

COMPANION POSITIONS

1. Advance Replacement of Terminaling Employee An agency/deparment
head, with prior approval of the Human Resources Director, may fill a regular
postion with a replacement up 1o thirty {30) calendar days in advance of a term!-
nating employee. Under exceptional clrcumstances, the lien to be vacated
may be filled with a replacernent for up 1o an additianal sixty (60) calendar days
with the prior approval of the Human Resources Director. On approval, there
shall be automatically eslablished in the agency/departmem, an addtional posi-
tiori ol the same class which shall be autornalically abolished on the effective
date of said termination,

2. Companion Position During Unpald Leave. When an employee Is authorized &
leave of absence withoul pay for a petiod in excasa of twenty (20) working
days, his/her position shall nol be filled during such absence. On the
agency/depanment head's reques!, a témporary companion position of the
same class shall be allowed 10 the agency/deparimanl, only lor the duration of
the approvad leave. If a regular employee Is placed in such temporary position,
hefshe shall be entitied to the same bonefits as Il the posiion were a regular po-
sition, The agency/depantment head shall promptly inform the Human Resour-
ces Director of the adding of the companion position, and of its deletion upon
the retum to work of separation of the absent employea. The lormat provided
by the Human Resources Direclor shall be used for this purpose,

3. Companlon Position Duting Pald Leave. When an employee is absent on au-
thotized pald laave a3 above, R companion pesilion may be allowed with the pri-
or spproval of the Human Resources Direclor.

Sectlon 3. EMPLOYMENT PROCEDURES

a)

b)
c)
d)

e}

a)

h)

The Human Resources administration under this ordinance is designated a jocal
meril syslem excepl as otherwise pravidad hereln. Appolntments and promotions
shall be made on the basls of meril and ablliy. Each afficer shall appoint all neces-
sary employees allowed for his or her agency/depariment by this ordinance only
from amang persons cadified 1o him/her by tha Human Resources Director as elig-
ble for the tespective positions. The Human Resources Director shall delemine
the methods of evalualing the c‘\‘u:liﬁcaﬁons of applicants. The methods shall be
ractical in nature and may invo an?' combination of written test: oral test; per-
armance test rating of education, fralning and expedence; and shall take into con-
sideration a systern of veterans' preference as may be adopted hr the Board of Su-
garvlsom by resolution. The veleans' preferenca program shall be administered
y the Human Resources Director. County Officers and classiications Identified In
Appendix |l of this Ordinance are exempt from the merit system, rather the appro-
Eﬂate County Officer s] may apg:dni qualified cendidates 1o these classifications.
mployees may perticipate in Gounty empmyman! salaction processas on County
time, =0 long as N does not interfere with the discharge of thelr dutles or
agency/depariment operalions.
Request for referral of applicants and sppeintmants shall be made in writing on
forms prescribed and furnished by the Human Resources Director.  Appointment
forme duly executed shall be filed with the Human Resources Director.
In the svent of transfer, promation, demoation, or reclassilication of & lar or sea-
sonal employge an appointment shall be filed as for a new employee bt no termi-
natlon of the pracading emplo nt shall be necessary.
When an employse is separaled from County employment written 1ermination of
employment signed by the e ng officer shall be promptly filed with the Hu-
man Resourcas Director, who 8 nolily or file coples thereol whh othar appropti-
ate offices, Forms for this purpose shall be provided by the Human Resources Di-
rector end shall be complately filled out, giving the date of termination and the rea-
son theretore. A terminalion of empioyment shall antomnatically terminate a sepa-
rale appointment as a deputy.
The Human Resources Director shall tmanrﬂa for & background check and physical
examination; cause the cath of office or affirmalion to be adminisiered as required
by the Caonstitution of California; and cause other necessary racords 10 be complet-
ed, executed, and filed with the appropriate offices.
The Board of Supervisors shall adopt Medical Standards which shall be applled in
detarmining the physical qualilicetions for amployment. Every person Initially em-
ployed or re-employed In a regular, seasonal, or temperary position within a desig-
nated Group | o Il Medical Class under such standards, shall urcfergo a physical
examination ol the Colmulzr'n expense prior to the commencemen! of employmant.
The Human Resources Director may, when indicated, require that caMlJ;Ies with-
In a deslgnated Group lll Medical Class underge medical history, physical evalua-
tion, andfor a physical examination at tha County's expense prior to lhe com-
mencement of emplormant. On the basis of the record and repait, the Human Re.
sources Director shall determine whether the applicant Is physically qualified for
the moglovmnt. which determingtion may be conditional, and the
?_g:ncyf partmenl head shall be notified.

Human Resources Director shall arrange for the candidate for employment to
report 1o such physiclan as the Human Resources Direclor may designate, with a
wrltlen request for physical examination. The physleian shall make the examination
and promptly submit o the Human Resources Ditectar a detalled written report
thareo!, together with his or her determination as to whethet or not the employes is
rhysimlly qualified for the position In accordance with the standards adopted by

he Board of Suparvisors. To the exitem permitted by state and/or {federal law the
record of such examination may be examined and a copy made by the hiring offi-
cer, the County Health Officer, the Districl Attorney. the a:»unnr Counsel, the em.
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ployee or his or her representative authorized in wiiting, snd the authorized repte-
sentative of any Insurance carrier ol the County, in any malter in which the Coun-
fy's interest is involved. The record shall be retained by the Human Resources Di-
reclor, who may require a complete or partial re-examination s may be necessary
from time to time or upon a change of work assignment of the emplayee.

)] Employees to be emglwed In security of sonsilive posilions as designated by Ihe
Human Resources Director and all rosﬁrachve employees shall undergo & back.
ground check prior 1o sm;.\laymvnt, he Human Resources Direclor shall make the
necessary arvangemenlts for conducting the background check, When the resulls
are received, the Human Resources Direclor shall Inform the hiring oliicar of the
contents thereol,

I} The requiraments of this ordinance for & background check o physical examina-
tion or both may be walved by the Human Resources Director for any em?;cme In
a regular position, the compensation for which is fixed on an houry of plecework
nk;sisﬁ ] }he amployment is Intermittent or occasional in characler and nol an & full
time basis.

k) Any employee, upon the request of the Human Resources Director or a delegate,
shall undergo a further physical examination at any time, upon the same condl-
tions as his or her inftial examination. Such subsequent examinations shall nat be

iven routinely but only for reasons which in the opinion of the Human Resources
irector shn.l'l}stlfy thet expense thereol 10 the County.

) Any County olficer rnuf deputize an emplayee by separate written appointment as
depuly liled wilh the Human Resources Direclor, and any County officer may like-
wise appoint as many unpaid depulies as are necessary of convenient for the per-
formance of his or her dulies; provided any employee holding e regulnr postion
lhe tille of which describes Ihe position as depuly or assisian! to a ounty officer
shall be a deputy withoul a separale appoiniment as such. The conshitttional
odlhs and appointmeants as deputles filed with the Human Resources Director shall
be deemed filed with the County Clerk, who shall al all imes have access thereto.
This provision shall nat upply ss ta oaths of office far County officers required by
Taw 10 bee liled with the Counlty Clerk, 3

m}  Records of employees kepl by the Human Resources Director are confidential and
shall not be open 1o public Inspection, except as mar be required by state or feder-
al law. They may be examined by Counly officials having an Interast thereln as a
matier of official duty, and Informalion therefrom may be releasad by the Human
Resources Director at his or her discretion in accordance with. usual and cuslam-
ary procedures,

Section 8. SALARY PROCEDURES
a) BASIS OF COMPENSATION i

1. Full Compensation. The compensation of each officet and employee as fixed
in this ordinance and othetwise by Board ol Supervisors’ approval, shall be full
compensalion for the services required of him or her by law or by virue of his
or har office or employment. Excapl as otherwise specilically provided by law
or ordinance, all fees, commissions, and milkeage allowed to or received by any
officer, hisfhetr deputy, assistant, or employee from a third party by virtue of
hismer offlice o itlon or the parformance of any tunction thereol, shall be the
property of the County and shell be deposited In the County Treasury not later
than the fitth (5th) day of the menth follawing fts 1 'éu.

2. Non-acceptance of Gratuities. Whather on duty or off duly, no employee or offi-
cer shall accept any Pm or favorable treatment which could reasonably be.?m-
celved as potentially influencing any declslon or aclion of the officer or employ-
ee in his or her official capacily, or any decision or oction of the County
agency/department which he or she represents.

3, Devoling Time to County Business. Every officer and employee holding a full
time position shall devote his or her full ime to County business and shall not
enpage in privale activities for profit during his o her warking hours. This provi.
sion shall nol apply to hospial based physicians and surgeons, who shall be
permitted to attend 1o privale patients al the Riverside University Health System
- Medical Center In recordance with terms fixed by the Board of Supervisors,

4. Absence Without Pay. Unauthorlzod absence from duty shall be without pay
and accounted for as absance whhout pay (*AWOP®), An employee who plans
to lake time off may be allowed approved AWOP when an appropriate leave bal-
ance is nol avallable, but when an appropriate leave balance is available, may
not be allowed opproved AWOP, except in the case of millary leave o a fur-
lough pmﬁ::m approved by the Board of Supervisors. :

5. Pay and ords Adjustments. The Humnan Resources Ditector may cause
benefits and records of service to be corrected and approve payment of claims
in the resolution of grievances and disciplinary matiers concarning amounts ow-
ed (o amgi ees [or work performed,

b) ATTENDANCE RECORDS AND REPORTS
Each officer shall keep an accurale and current record of the atendance, ab-
sences, and stalus ol employees, including sick leave and vacallon accrued
and allowed, and relaled motters, Each officer shall report on forms provided
by the Auditor-Controller tollowing the completion of each pay period s (o the

ndance of vach employee in his or her agencyfdepartment, listing sll absen-

‘ces and such other Information as may be required, Such other repons con-
cerning employees shall bo made as the Auditor-Controlier and Human Resour-
ces Direclor may require. From such reporis, the Auditor-Controller and Human
Resources Director shall maintain a record for each employee, including vaca-
tion and sick leave, accrued and eliowed, pa{mll awtus, anniversary dates, and
similar data. From such rafsorl.s and records the compensation due each officer
and employes shall be deterrnined,

¢} PAYMENT

1. The Counly Auditar-Conlrclier shall distribute the salary warrants no later than
the second Wednesday following the end of & pay period. Terminated employ.
es8s shall be paid on the regular payduy for the pay period during which thay
waore terminated.

2. An officer shall not be paid until he/she has submitted the attendance repars re-
quired by or pursuant 1o Whis ordinance and such other repors or documents
as arg required by law.

3. No officer or employee whose employment is lerminated shall ba entitled to re-
celve the compensaltion then due him/her unless and Unlil he/she has paid over
or dalivered 10 the appropriate officer of the County all County funds and prop-
erty in his or her passession o conlral and any other funds or property held by
him/her In his or her officlal capacity and has properly accounted thetefore, of
has been lawlully relieved of the obligation to do sald acts.

Sectlon 7. VOLUNTARY FURLOUGH

a) Subject to any applicable Board of Supervisors' Policy, a voluntary Turiough may
be granted o employees who desire 10 assis| their agency/depaniment In coping
with budgetary constraints.

b)  Anagency/depanment head whose current or projected funding leve! for any budg-
et organization within the agency/department, which In the opinion of the Executive
Office, will not sustain the current sgency/depariment stalfing level, may advise em-
gJIOfyes-s ol the entre agency/depariment that they are eligible lor volunta

floughs. A simple announcement and/or posting of printing of the furlo prav
sions shall be the limit ol such publicalion by the agency/depariment, witfiout any
promational campalgn  or  pressure  on employees to  particlpate.  in
agendsefdigamnmts which are not identitied by the Exacutive Office as constrain-
ed in budgel 1o an exten! to warrant volurtary furloughs, the employees of such
agency/department are not eligible lo be granted & voluntary furlough.

el A veluntarv hirdeonh mev he aranbeed In reailar amnloveas inder the conditione
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specifiod In this subsection. Hours taken as voluntary furlough shall ba counted

separalely from any leave of absence which may be granted, so a furlough does
not reducae the number of hours which an agency/depanment mar,granl as a leave
of absence, nor does I reduce the number of hours which may be granted as an

official leave of absence. An employee may be granted a furlough of eight (B)

houts up to two hundred fa !240 hours In any one liscal year petiod, July

through June, in increments of Tull shifts.

d)  Furlough hours shall nol be pald hours, but the fact that there Is a reduction hom
full time in the number of hours of paid slatus in any pay petiod In which a lutlough
is taken shall nol constilule & parl time sislus for the purpose of the calculation
and entilement of any benefit. A full time urnﬂiozes on furlaugh shall continue 1o te-
ceive the full employee benefits over which the County has control. A furlough
shall not be taken during temporary military duty, otber than weekend drills.

e) A furlough may ba requestad by the employee on a lorm or in & format prescribed

by the Human Resources Direclor. The requesl shall be submitted to ihe

agencyfdepartmant head through ar;propnale channels, and shall require the
agency/depariment head's :fprovm. he agency/depariment head may deny the
furfough request when in their ]ud?ment the employee cannot be spared from du-
ty. for operational reasons. Furlough records shall be kept by the
agency/department, and a coay shall be sent 1o the Human feaourcas Jop
ment - Employes Benefits and Racords.

=

art-

Sectlon 8. SALARY PLAN AND ADMINISTRATION
a) SALARY SCHEDULE EXPLANATION
1. The base rate of pay for job classes, unless otherwlse specitied in this ordi-
nance, shall consist of a minimum and maximum houtly, monthly, and annusl
pay rale of a {iat rate. Pay rales may be expressed as biweekly rales in the case
of saloried employees. =~
2. For the compansation lor job cf h 9 salary grades, the Class and Sal
ary LUsting contains the huurlly. monthly and annual rates of compensation,
Each salary plan and grade In the sslary schedule includes the number of
steps, which are shown to the right of the grade number.
b) NEW EMPLOYEES
Refer to the applicable Memorandum of Understanding or Hesolution of the Board
ol Supervisors for the rules governing the placement of new employees on the sal-
ary grade, ingluding any advanced siep. and/or any “difficulty 1o recruit® salary ad.
justments. Reter to Section 10 herein for the rules applicable 1o temporary employ-
ees.

c) CHANGE IN SALARY ALLOCATION
The aalary of an incumbent of & postion in a class which shall be realiocated to a
difterent salary plan and grade shall be at the same percentage or number of steps
from the minimum pay rate on the new grade as on the pravious grade, The anni.
varsary dale shall not change. All changes in salary nliocation shall coincide with
the first working day of a ;av g&dw,
d) SPECIAL SA JUSTMENTS
1. The Human Resources Director ruy expressly sat a diferant salary and anniver-
sary date for the incumbent of any ition, than that called for under other IF .
vislons of this ordinance, MOU, or rd resolution. Unless otherwise specilied,
such action shall autornatically lix a new annlvmarzednte on the first day ol a
pa‘v period which is one (1) year in a pald slalus after the resulting change of

salary.
2. Wharg a higher rale has bean established o temporarily compensate an em-
ployae for lonal_responsibliities beyond those normally perfermed In the
position, the Human Resources Director may, al the agency/depariment head's
request, adjust such ﬁn& rate o compensate for step increases and cost of liv-
ing adjustments which the emplngae would have earned at the normal pay rate,
maintsining the ditferertial intended by the original special edjustment. When
the additional responsiblities are concluded, the Human Resources Direclor
may return the employee’s pay to the normal rate, as though the temporary in-
crease had not cccured,
3. The County Executive Officer mn;iorder changes to the base rate of pay of em-
gtwess paid on the EXE Salary Plan to meet budgetary restraints faced by the
ounty. Any adjustments shall be m:compllshed lhm:?h an across-the-board
parcentam adjusiment, to aach employee’s base rate of pay,
&) RE-EMPLOYMEN

1. Re-employmant atter military sarvice shall conform to the requiternents of the:

Milltary and Velerans Code and the Unllormed Servicaes Employment and
1Hh?mmr.cv’llea';‘lfmfl'r'ﬂ Rights Act, but in other respects shall be In accordance with
s ordinance.

2. Re-employment of Relired Persons. An employes who is relired under the Call-
fornia Public Employees Relirement Law and who is receiving retkement bene-
fits shall not be employed of re-employed in any posiion for compensation with-
out the prior written approval of the Human Resources Director. The Human Re-
sources Director may allow the employment or re-empb;gmnt following disabili-
ty retimmment, or following service retiremant for up o 120 working days or 860
haura in any calendar year, without lass of retirement benefils, as specitied in
the Calilemia Public Employees Retirement Law. The law generslly permits em-
playment following disabllity retirement or only during an emergency 10 pravent
stoppage of public business, or because the restored employee has’skills need-
ed in performing spedalized work of limited duration.

Consistent with the requirements of the California Public Employees Retirement
Law fcg‘ d:edmununnne of retiremant benefits, the retires may be employed or
re-employed.

When a retiree under the Caillomia Public Employees Retiremen! Law is em-
ployed or re-employed, his/her retirement slatus must be cified in the docu-
mentation of appointment fo a permanant or tamporary posilion.

Section 8. TRAVEL AND EXPENSE
Every officer and employee is hereby allowed his or har eotual and necessary trav-
aling expense incurred in the discharge of his or her official dutles, upon H?Iqw'
clamm therelore temized and presentad as required by law. Rates for meals and
other usual Hems may be established by the Board of Supervisors In ald of this pro-
vislon, and rules and reguiations In connection with fravel and expense may be
) &‘h""‘“";’a’é’ﬁ%’g}}?s& 1. Employees wh uired 1 thelr personal
8 eage ment. who are required 1o use thelr p vehi-
cles for County business shall be reimbursed al the Internal Revenue Service (IRS)
standard mi rate. Adluslmnt: 1o the County rate, if any, shall be made pur-
suant to the IAS rate e at tha tima mileage is incurred.
1. Subject to different requirement by the Board of Supervisars, clalms for reim-
bursament of expenses shall be aniad by & recelpt or other voucher.
2. Reimbursement for the use of a privately owned vehicle shall be permitted only
when a County owned vehicle is nol avaliable or upon order of the Board of Su-
panvisors, and subject to rules and regulations established by the Board of Su-

pervisors.
b)  County vehicles shall be used only for the purpose of County business and not for
pemsonsdl business or pleasure ol any person whalsouver, No employes shall take
a County vehicke outside the County or keep any vehlcle at his or her residence
without authorizatlon by the sganc!fﬁaparlrnem head or his/her designee and sub-
ject to the Overnight Retention of nty Vehicles Policy (Policy D-10). The Direc-

tar A Blant Candans mhall kan tha adeaas: siitbhadbg far tha asdolabetesibo lninrmmen
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tation of the Travel and Transponation Policies (D Policies), Each ofiicer or empToy-
#e having tho cuslody of 8 Gounly vehicle shall exercise due caulion and pru-
dence in the operation of such vehiicle, and shall minimize the risk of damags 10
such vehicle using available off-sireel parking whenever reasonably sible, par-
ticularly during the night. Buch oflicer o1 employee shall be lable o the County for
damages and olher expense resulling lrom and caused by his or her willlul miscon-
duct in the use or operation of such vehicla,

c)  When provided in the statule, ordinance, or resolution eslablishing a standing
board, commission, of comrmiltee, or by specific resolulion of the Board of Supervi-
sors, the membars of such a standing board, commission, or commiltea shall be
reimbursed for their necessary actual expenses in attending the meoelings thoreol
within the County, end for such olher nacessary aclunl travel expenses as may be
aulhorized by the Board of Supervisors. Such expensos may Include milsage for
use of a private vehicle at rales tixed by resolution of the Board of Supervisors, All
such travel and expenses shall be subject to the provisions of this ordinance and
to rules and regulations applicable to Counly officets and employees,

d)  Each member ol the Board of Supevisors shall receive his or het actual taveling
expenses Irom his or her residence to the place of meeting of the Board al the
County seat when allending such meetings end his or her necessary actual ex-
penses In traveling from his or her residance or othier point of origin te attend upon
and while engaged In County business and returning therefrom, including mileage
lor use ol a privete vehicle sl rales fixed by resolulion of said Boéard.

@) The Human Resources Direclor may authorize the reimbursement of the actual
lransﬂomtlun cost of an applican, for any position, who at the request of ihe Hu-
men Resources Director shall ravel to the place of interview in connection with con-
sideration ol his or her sppointment tlo such position, unless such applicant
withdraws his or her epplication efter such interview or refuses the position after
is oftered to him or her. This authorization shall nol apply 1o more than three appli-
cants for any ona posllion at Ihe same Ume,

Section 10. TEMPORARY EMPLOYMENT PROVISIONS
These Temporary Employment Provisions do not apply to any employees in the Coun-
ty's Temporary Assignment Pragram (*TAP"),

Only subsection (e) of Section 10 applies lo unrepresented Per Diem employees.
a) APPLICABILITY

These Temporary Employment Provisions apply to:

Unreprasanted job classes that are lemporary of limiled-term In nature (¢.g. Profos

sional Student Intern and Resldent Physiclan and Surgeon): end unrepresented

seasonal, temporary, of unrepresented Per Diem employees.
b) GENERAL PROVISIONS (Not Applicable 1o unrepresented Per Diem Emplorees]

1. Except as otherwise provided by this ordinance, a new employee shall be ap-
pointed at the tirst step of the approprigte salary plan and grade.

2. Upon prlor authorlzation from the Human Resources Director, the Inftial salary
placement for newly hired emplo: may be on any step of the applopriate
salary plan and grade (or his/her classHication,

3. Difficult to Recrull {OTR)

(8) Classifications or Pasitions Designated as DTR on or after ..Ianua?- 5, 2016,
Notwilhstanding the provislons of this ardinance, employees shall be com.
pensated al a rate up to eleven percent fﬁ%} ol their earnings 1o a maxi-
mum of eighty (80) haurs actunlly worked in & pay period for those positions
identdied In specific classifications In a specific agency/departmont designat-

ed by the Human Resources Ditector as *ditficult 1o recruit (DTR;.

Eligibliity for the DTH diferential shall be delermined by the Human Resour-
cos Director based on a specific position, classiication, geographical loca-
tion, and/ar agancy/depanment basis thal a reciuibnent or ralenlion issue
exists and the DTR designation would assist the County In mcru!tin? and re-
taining employees in the specific position, classification, geographical loca-
tion, and/or agency/depariment,

Eligibility for the DTR ditterential shall not be automalic nor shall such a de-
terminabion have any bearing on the same or similar classifications (or simi-
larly situated clnssﬂicaliunslbunem such determination and approval, any dil-
}'arenlla\l granted pursuant ese provisions shall be Implemented as lol.
ows!

&. Upon prior authorization af the Human Resources Director, the Initial sal-
ary placement far nawl'{ﬂhlrad omp;?&mas may ba al any sleép on the sal-
ur%r r{:.lqn and grade for his/her classificalion and shall be compensated a

b. The DT e il shall onl h ked

: erential shall only apply to actual hours worked, up to eighty
{_sc} hours In a pay perlod,

he assignment of the DTR dilferential shall trigger a review by the Hu-

man Aescurces Depariment of the position and classification. The review
shall consist of review of markel benchmarks, turnover rates, oxt surveys
and other factors thal may have created the recrulinentretention issus.
In the event the Human Resources Director d ines the clre
ces that created the recrulling or retention problem(s) lor any andjor all
position{s) In the specllic classification In the specitic agency/department
na bnrger exisl, he/she shall daclare the provisions described sbove in-
operative lor such spedfic pouhrm(s}fc&assmcmlan(sk At that time, the
DTR differential shall cease. In the event the Human Rescurces Direclor
determines the reciuitment/retention Issue s related 10 a market parity [s-
sue, the Human Resources Director may recommend to the Board of Su-
pervisors an adjustment to the salary range of the classification for parity
purpases = or propose another  solution to  resolve  the
recculiment/relention problem d lable whhin the provisions
of this Ordinance. Should a salary adjustment occur due 1o a market pari-
ky issug, the DTR differential shall no longer apply,

d. A review of all posiion(s)/classification(s) designated as DTR shall be

conducted annually,

(b) Classifications or Postlions Designated DTR prior 1o January 5, 2016, Not-
withstanding the provisions of Ihis resclution there shall be up to an addilion-
al four steps (Wmimawry 11%) which shall be reserved for those classifica-
tions designated as “difficull to recruit®,

Advancements Lo any of Ihese sleps shall nol be automatic, They shall, in-
stead. be granted based upon a determination by the Human Resources Di-
reclor thal a serious recrulling or relention problem  exists for a
classification(s), or that the increases granted to subardipate “difficult 1o re-
cruit” classifications has sefious cormpaction ﬁ:obiemﬁ and Such
designation may be made b geographical srea of restricled within a classifi-
cation to specific posttions In specific departments. U such determina-
tion and approval, amﬁansa granted pursuant fo these provisions shall
ba implemented as | H
Upon prier authorization of the Human Resources Director, the initial sal-
ary placement for newly hired employses may be al any step on the sal-
ory pian and grade for his/hor classification up 1o and Including a step on
the grades established pursuant to this subsection.
b. In the event the salary granled to a newly hired employee pursuant te
1his sub%g_cllan exceeds that c:l any wmaqe‘rzl. reouh?r _I'I-!irna or regu-

EA ey mmmmlmisme il
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5. Transler. On transtfer, the salary shall be the same as that paid

o i e lﬂl‘lyl\l’n Wi WS AlaD bumbluil, \-UIlell’.‘lEu e Al A
more of sevice al the lop of the salary plan and grade for that
classification(s), such employee(s) may, upon recommendation of tha
ngency/depariment head, be placed on the same salary slep as thal
i;;lamod to the new ernpmlzee‘
n the event the Human Resources Direclor datermines the circumstan:
ces thal created Ihe recruiling or relention problems for any or all classili-
calions in the specific classification in the spacific agency/depariment no
longer exist, hefshe shall advise the County Executive Officer of his/her
findings, 1If the County Execulive Otficer cancurs, hefshe shall declare
? islens  described above Inoperative  lor  such  specific
classificalion(s). At that time, the "difficull 1o recrult* (DTR) salary plan
will return to a standard salary plan, as directed by the Human Resour
ces Director. Any employee compensated at a rate above that to which
he/she would otherwise have been entiied upon removal of DTR from
1he top of the salary grade shall be frozen and shall not be increesad un-
1il ihe regular salary for the specific classilication exceeds the rale estab-
lished pursuant to the provisions described above. In the event the Hu-
men Resources Director deems it necessary to remove the DTR frem the
bottom of the assigned DTR salary grade, the salary slep of the affected
empl s shall be adjusted downward according 1o 1he number of DTR
slap{s} remaved in order 1o preserve their currenl rate of pay.

. Promotion. On promotion, the salary shall be al a rate on the new salary plan

and grade which is approximately two (2) steps higher or immedistely greater
than two (2) steps higher, than that paid on the salary grade for the lormer posi-
tion where the new grade Is able 10 agccommodate the increase. The oflective
dale of all promations shall colncide with the first working day of a py petiod,

praviously. The
annlversary date shall nol change.

6. Daemotion. On demolicn, the salary shall be the same percantage ot number ol

10.

11,
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steps from the minimum pay rate on the new grade as on the previous grade,
whare ths new ?vrede Is &ble 1o accommaodate the percenla% or number ol
steps. The anniversary dale shaell not change. The effective date of all
demotions shall coinclde with the first working day of a pay period.
Redlassification. The salary of an incumbent of 8 position reclassifled to a cdlass
on thﬁasame salary plan and grade shall nol change. The anniversary date shall
nol change.

The salary ol an incumbant of a position reclassitied 1o a class on a higher sal-
ary plan and grade shall be at the rate which s approximately two steps higher,
or immediately greater than two (2) steps higher, than that pald on the grade of
the former posiion, where the new grade is able to accommodate the increase.

The salary ol an incumbent of a position reclassified 1o a class on a lower sal-
ary plan and grade shall be rlaced al lhe same rate ol pay, or on a step of the
new grade which is closest to bul not higher than the employae's current rate
ol pay, where the em ee's cutrent rate exceeds the maximum of the new
glr;ade. it shall be r to the maximum. The annlversary dale shall not
change.

The effective date of a reclassiication shall coincide with the first warking day

ol & pay period,
i1 Aum::‘rdf& to Specily Salary. An agency/department head may specrﬂx,a higher

step in the salary plan and grade for an employee whao is newly hired or re-
a_nmoyad than the step that would be called for under other pravisions in this
ordinance,

. Working Hours and Overtime

a. FLSA Exempt Employees. Any employee whose posilion Is delermined lo
be exempt from the FLSA shall nat be entitled 1o compensation for overlime
of any type unless specilically provided herein,

b. Definltlons: For purposes of determining eliglblity for overtime only;

(1) A “FLSA work week*® shall consist of 168 consecutive hours {i.e. seven

7) days).

2 !)vunime Is deflined as time aclually worked by an employee In excess of
forty (40} hours in an FLSA workweek, Management reserves the right un-
der the FLEA lo designate the FLSA workweek for each employee.

€. Authorization for Overtime Work. Performance of overtime work may be au.
thotized by the agency/departrmant head or his or her designated subordi-

nale.

d. Reporling and Caleulafion, Aclual hours ol overtime work shall be reported
on each attendance report. The Auditor-Controller shall maintain the record
of overlime credit at one and one-hall times such actual hours. Actusl hours
of compensalory lime off shall be reported on each attendance report. I
Fe\rmem ig to be made, the number ef hours of avertime credit lo be pald
or shell ba specified.

a. Compensation for Overtime Work. Employess who are not considered "ex-
empt* under the provisions of the FLSA shall be 'psld at a rate of one and
one-hall times theic FLSA regular hourly rate of pay for all ime actually
worked In excess of forty (40) hours during the designated FLSA workwoeek,
Upon termination, accumulalod overtime credi shall be pald for.

I. Compensatory Time Off. An employee eligible for pald overtime undor the
provisions of this section may request, subject to managemen! approval,
the accumulation of up to one hundred twenty (120) houre ol cempensatory
time off, In llsu of ovartime. Such overtime Is accumulated at the rate of
one and one-half (1.1/2) hours of compensatory lime off for each hour actual.
ly vg’t(amed In excess of forty (40) hours during the designated FLSA work
week.

Accumulaled overtime credit may be taken in compensatory time off, at a
time or times Balennble to the agency/department head, This method of re-
ducing accumulaied overtime credit s encoursged. With approval of the
Counfy Executive Officer, banked overtime credit may be pald for.

o I an; employee |5 parmitied to accumulale overtime eredit In excess of one
hu twenty (120) hours. the agency/depantment head, within two weeks
after such excess hes been paid for, shall a wiitten report with the Coun-
ty Exaculive Officar and a copy with the Auditor-Conlralier, setiing forth the
number ol hours paid for as 1o each employee and explaining the reasons
for pmmltlirl? such accumulation,

h. Payolt for Unused Compensatory Time OH Upon Separation from County
Service, Upon separation from County service, an employes shall be com-
pensaled al his/her hourly ate In effect at that time for each hour, or portion

h {, of accumulated cc satory ime off (CTO).

l. Fringe Benefits not Alfected by Ove . Overlime work shall not be a basis

lor Increasing vacation or sick leeve henefits, nor shall it be a bask ol ad-

vancing completion of required period lor probation or salary step advance.
& overtime resulls from necessary Inegular work schedules, It may be
Included in com nﬁﬂg‘: minimum Yme tor salary slep advance which

would otherwise be del d beyond the normal period.
Standby. When placed by ency/depariment head specifically on standby
dutn. an employee otherwise off duty shall be paid one (1) hour's pay for eight
g!] ours of such duty, lo the nearest tenth of an hour.
tandby compensalion shall cease whan the employes reporis to work.
Mintmum Overtime on Call-8ack. A non-exempt employee called back to a

wolq
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WOrKSITe 10 mael 8N EMErgency on an bvernme pasis, Wneiner of hot In a stana-
by duly slatus, shall receive minimurm credit for one (1) hours’ work.

It an employee should complele the work requited, and subsequently be recal-
led uuun'g.ll e minimum credil period, no additional compensation shall be paid
for until the minimurn cradit lime has been exhausted. Call-back pay does not
include time commuting to and from work,

Remole Call-Back: If an employee may pertorm cali-back work remolely, with-
out the employee having to physically tepon 1o a worksiie, then the employee
will be paid in one-tenth hour increments for all time worked while remotely re-
spending to the call. For example. If the ernploree temotely completes the per-
formance of work in twenly five (25) minutes, the employee will be pald thiny
530) minutes for the remote call-back.

ury Duty and Court Appearances. A 1emrcrary employee shall be entitled to
mlali‘n éuw fees, since the [ndividual shall not be paid for time not aciuslly
workad,

Any empioyee who shall be called as a wilness arising out of and in the coulse
of County amplormem‘ shall not suffer any loss in heir base hourly rate of pay,
but any witness fees received shall be pald into the County Treasury, legether
with any mileage allowed if the employee uses County transportalion.

Any employee absant due to private legal matters shail not be entitled 1o be
paid during such absence.
13. Sick Leave
a. Acerupl. Every employeo shall accrue siek leave on an hourly busis comput-
cd ot the rate of 05 hours accrued per hour in a paid siatus to & maximum
of four (4) hows per pay period.
b. A seasonal employes shall be allowod to take sick isave only when the sm-
gl e |s In an active payroll status,
c. Sick leave shall accrue a1 all times when the employee Is in & paid status
d. Accrued sick leave of any person whose employment Is permanently 1ermi-
nated shall automatically be canceled. However, any employee whose em-
ployment is terminated while he/she is on sick leave shall continue to be
compensaled for the duration of his/er fiiness to the extent of his or her ac-
crued sick leave, but stter such termination shall derive no other benefils un-
der this ordinance which result from being in & pald status. Unless the em-
ployee shall have retired, paymenl for sick leave conlinuing alter termination
shail be conditioned upon prior receipt of a physician's certificate or other
adequate wiillen proof ol iliness, and in the event of any doubt as to future
duration of the iliness rna; be paid on bm»aekia}inm:menls as used. If an
employee receives a layoll notice pursuant to this ordinance, payment for
sick leave shull continue conditioned upon recsipt of & physiclan's cerlifi-
cale or olher adaquate writlen proof of liness given to the Qountr prior to
p;mem. and paymeni shall nol continue beyond the exhaustion ol accrued
s ave.

e. Sick leave may be used for absence reasanably required by complications
ol pregnanay, continuing through dalivery and teasonable period of recov-
ery therafrom, to be delemined in accordance with @ written repon of re-
pons of the emplayee’s personal physiclan, speciying the expecied date of
delivary and the dale that the employea should cease work. In the evenl the
agency/depariment head bellaves there are unusual clreumsiances, o thal
the full porformance of the employee's work without undue hazard s such
as lo require a longer period of absence, and on the agencgfaepuﬁmgnt
head's wrillen request 1o the Human Resources Director, the delormination
of the pericd shall be subject to review and e by a physiclan em-
ployed or ﬁrwided by the County, including & medical examination of the
employee if required by such physician. In no event shall an employee re-
tuen to work after pregnancy prior to a date to be (ixed by her physiclan in o
sjig:nca statement that she is physically abile 1o perform the duties of her posi.
tion.

f. Proci of lliness. When In the judgment of the agency/department head
c'ood reason exists for believing an employee ma);_hbe abusing sick [eave
the employes shall be placed on notice in mﬂ.in;g. & employee shall also
be placed on a medical certification program an allowed pald sick leave
by preducing & certificate of a physician, dentist, or other legally authotized
parson lo provide health care services on the same level as a physician; of
other proo! satisfactory 10 the agency/department head. Such certificate
shall include a writlen statement sﬁned by & physician, dentist, or other le-
gally authorized person to pravide health care services on the same level as
a physician, stating the day(s) of the iliness/injury and that the ilness/injury
prevents the employee from being able to work,

Employses on a madical centification program shall have their sick leave us-
age reviewed at least annually. Il the review shows substantial Improvemnent,
they shall be remaved fram the calegory of having lo provide the centificate
{or wach absence.

g. Every amployae shal be able 1o uUse accrued vacation, compensatory time,
or holiday time when sick keave has been exhausted due 1o liness or injury
uglc;evss they are on a medical certification program In accordance with the
A {8

h. An employes oft work or contemplating 1o ba off wark due to liness or Injury
for an exténded perlod of two (2} weeks ar more shall ﬁrmiae a comptehen-
sive hesith statement as to length of absence from the employee’s heatth
care provider stating any duties an employee cannot perdonm and any re-
strictions or light duty requirements.

i. Reporling Requirements. In the absence of a more siringent
agencﬂgapadmanl policy, an employoe reporting off work lor such leave us-
age shall call the employee’s supervisor or des @ within one (1) hour be-
fore or after the employee’s scheduled shilt starling time.

). Reason for Usage. Use of acciued sick leave shall be allowed for the pur-
posa of preventative medical, dental care, and cate of the tamily, For th
purposs, family is delined lo mean a spouse or Registered Damestic Part-
ner, child, parent (Inciuding biologlcal, adoptive, or foster parent, steppar-
ant, or legal guarcian ol an employee or the employee's s e of regls-
tered domastic pariner, or @ person who stood In loco parentis when the em-
ployee was a minar), brother, of sister of the employee, grandparenl, grand-
ch:d :ami_il Itha equivalen relationships through a lawfully registercd domeslic

arinership.

k. Payout TmpSi:k Leave. Upon retirement, disabllity retirernent, ol death of an
employee, and subjact 10 the provisions of any applicable agreament be-
tween the employing agency and he Gallomla Public Employee's’ Retire-
ment Law, unused accumulated sick leave shall be paid for at the rate of ten
{10} 'Eamenl ol the curtent salary value thersc! lor each such person who
has had five fuli years of service g!psagmu status, plus two (2) percent for
each addillonal year lo a maximum percent, and, In no event, shall the
fotal payment exceed a sum equal 1o 960 hours of full pay. Temminal slck
leave pay for employees wilh five (5) or more years of senice shall be paid
into a ﬁl-aaa‘lh ngs Account on behall of the employee.

Sick leave compensation resulling from death shall be made to the persons
entitied 1o it ctherwise, in ecoardance with the Probate Cade. Eligiblilty for a
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payoul under this section is made al the lime o separation from Uounty em-

ploymert and nol &t a later date.
Bereavement Leave, Employees who are entitled 1o accrue aick leave (under
this Article) may be allowed up 1o five (5] days of leave, three (3) ol which will
be paid, and the additlonal two (2) days shall be deducled from the employes’s
sick leave accruals. Eligible employees must be in an aclive payroll status and
be Gorrtl‘&aiiad to be absent from duty by reason of the death, or critical iliness
where dealh appears Imminent, of the employee's father, father-lndaw, mothar,
maother-in-law, brothar, sisler, spouse, child, grandparent, grandehild, step-
refationships of the same calegories or equivalent relatlonships through a lawlul
ly registerad doemestic partnership. The County has the right to require proper

ocumantation In support of the requestad leave,

. Fitness for Duty. An agency/depariment head, when in hisfher judgment good

cause exists, may ordet an employee ol work until such lime es the employee
Is able to presemt the agency/depariment head a physician’s certilicale stating
the employes Is able (o return (o wark withoul impaliing the health of the pub.
lie, the amployee’s health, or the heallh of plhor employees in he
agency/departiment.

When the agency/department head ordets_an employes off work, the employee
shall, at County expense, be raterred to a County designated physician or other
health care provider o obtain the required certificate.

In the avent an employee has no accrued sick leave balance, the employoe will
then be absent from work without ga'f al the discetion of |he
aﬂencg;dupanment head in accordance with the provisions of this erdinance,
Should the physiclan or healih care provider determine that the employee |s
able to relun 1o work during the shilts from which he/she was ordered off work,
the employee shall not ba charged with such absence and any leave banks
used to cover the absence shall be restored,

. On the Job Irjury or Hiness. An employes who suffers an injury or lliness which

entitles him or her to benefits under tha Workers' Compensation Law, and for
which he/she aclually receives or obtalns medical reatment, shall be entited to
full compensation for the first calendar day during which he/she s necessarily
absent from duty as the result of such injury or lliness, without deduction on ac-
count of eccrued sick leave or other accrued salary credils, If such absence
continues thereahier, he/she shall be paid as solary the diflarence betwaen the
temporary disability payments due him or her under the Workers' Compensa-
tion Law and his of her re(i:_ljlar compensation, 10 the extent of the valus of his
ot her accrued sick leave, Including, for this puipose, the values, successively,
of hisfher accrued compensatory time off for overtime and accrued vacation
eradit. During a period of tamporary disability ard In the proportion thet 1he em-
pleyes Is pald for the dillerenca betwesn his/har lempotary disabllity payments
and hia/her regular ::umﬁensslicn, he/she shall continue to accrue sick leave
and vacation benefils at the regular rate.

The righl Is reserved 1o make laler adjustments as between salary and disabllity
beanellls to conform 1o the Workers' Compensation Law, or to conlorm to later
development of lacts, including the right to recover any overpaymenis directly
of from future eamnings

. Alr Pallution Ernar%unc'y. An employee unable fo work on a regularly sehed-

uled work day due to an air pallution emergency shall be granted a leave of ab.
sence without pay for |hadperlod of the emergency unless he/she chooses o
use his or her accumulated overtime credil, sick leave credil, vacation credil or
holiday leave credit tor the perod of tme hefshe was off work due to the emer-
gency.
Leave of Absence
a. An agency/depanmant leave of absence or an officlal leave of absence with-

oul [:ay may %ramad tor the foliowing reasons:

2 liiness or disabllity when skck leave has been exhausted;

Pregnancy;

3) To take a course of study which will increase the employee's usefuiness
on retumn to the County; andfor
(4) Persndml reasons acceplable 1o the authority whose approval is re-
quired.

b. Agency/depariment leave ol absence. Agency/deperiment leave ol ab-
sence up ta 480 hours In any one calendar year penod may be granled to
any employee by lhe agency/depanment head. Such leave shall be repon-
ed as leave of absepce vin the u?emiﬂenaﬂmem's payroll. The
agency/depariment head may require the leave of absence 1o be for a speci-
fied period of time and sppropriate conditions may be Imposed, such as pro-
viding sufficient medical documentation or other evidence substanliating the
leave as required by the agency/department head.

c. Oficlal lzave of absence. A regular amployse may request an official leave

ol absence exceeding 480 hours, but no! exceeding one (1) year, Official
leave of absence may ba granted upon written request by or on behait of
tha amployesa, specifying the period and the reason, u {he writien recom-
mendation of the agency/department head and with the wriften approval of
the Human Resources Director. Application must be made on a form sup-
plied by the Human Resouices Dapartment In advance of the effective date
ol the leave, unless circurnstances make such advance teqrt'.!est Impossible,
It the Human Resourtes Direclor disapproves the request, it shall be so en-
dorsad and retumed 1o the agency/dep 1t head, who may present it to
the Board of Supetvisors. Tha Board's action shall be final. Any official lsave
of absence granted shall be for a specifled period and appropriate condi-
tions may be Imposed such as the employee providing sulficient medical
documentation or other evidence documenling the leave &s required by the
Human Rescurces Director or a designee,
Such leave may be exiended upon lfurther wrilten request containing Justifi-
cation \heratore, such raquest for extension 1o be processed in the seme
manner as the ofiginal request. In the case of a request for an extension due
to lliness or disabllity, updated information of the same kind submitted for
the original request will be required.

Nothing herein shall prevent the earlier retum to duty by the employee, ex-
cepl the agency/department head may require two weeks advance notice of
the employes's Intemlon 1o return,

The Human Resources Director shall be promm!{ notified of the return of
any empl from an official leave of absence. The Board of Supervisors
shall have the right to cancel or revoke a leave ol absence previously grant-
ed.

An employee on leave of absence lor lliness or disabliy reasons will be re-
quired to present a return 1o work stalement frorn the attending physiclen re-
Ioasirz the emg!:gee to full duty, rrior to being allowed to retum o work.
Any release 1o than full duty wilt be allowed only as accommeodation as
required under the Americans with Disabillties Act, the Calilomia Falt Em-
ployment and Housing Act, a County designad temparary modifiad duty as-
signmert, and/or the County return 1o work program.

An employse conlemplating family/medical leave for reasons that are fore-

(WoJ4



From: 01/13/2016 17:16 #716 P.011/016

seaablo must provide thirty [30) days advance nolice, In cases where the ap-

proximate liming of the need for leave Is not foresesable, the employes is re-

quired to give notice of the need for family/medical leave as soon as practi-

;:ame (generally within one or two working days of leaming of the need ot
vel

19. Vacation, Persons employed In the classes ol Resident Physician and Surgean
shall be entilled to one hundred twenty (120) hours (approximalely fifteen (15)
days) ol vacation per year. The vacation may be taken al limes agreeabls to ihe
agency/depariment head. Unused vacalion shall be carried over 1o the lollow-
ing fiscal year, Upon Eerarullon from County service, a Resident Physiclan and
Surgeon shall be paid for any unused vacation, All other employees shall not
be entitled to paid vacation,
.Paid Holidays. Clﬂlg seasonal employees, Resident Physiclans and Surgeons,
and employeas in the Physician Assistant Fellowship classHication, In a current
id sigtus shall be eligible lor paid holidays, Othet provisions notwithslanding,

1 duty Is required any time during the 24-hout holiday period, the resldent or fel-

low will be enlitled lo compensalory time off far all hours worked on the holi-

day, Duly is defined as any presence at the hospital for professional reasons,

a. Anew employee whose first working day is the day atier a paid hollday shall
not be paid for the holiday. )

b. An employee whe is terminating his or het emplayment for reasons other
than paid County retitement, and whose |ss! day a3 a paid employee is the
day before a holiday, shall not be paid for that holiday.

c. An employee who is on a leave of abisence without pay for either the regular-
ly schaduled working day belore the holiday, or the regularly scheduled
working day after the holiday shall not be pakd for that holiday,

d. Seasonal employees who are regularly scheduled to work on a paid holiday
shall be paid ot their regular rate tor the time actually worked. In addition,
such employees shall have a choice of:

1) campensatory time off not lo exceed eight (8) hours for such holiday or;
2) ?&?19 paid for the holiday at the regular rate of pay not to exceed elght
ours.

e. An employre with sccumulated holiday credit may, and if requested by the
agency/depariment head shall, within seven (7) days, specify the dates of al
least three (3) working days during the next two (2),'suc:eeding pay peripds
thal the employee desires lo take as hollday compensat time olf. The
agancy/departmen! head may authorize compensalory holidey time off for
all or any porlion of the dales specified, but shall puthorize sl least one (1) of
the three (3}, provided however, that il In the agency/depantment head's
judgment, sucn day o days will create a8 demonstrable hardship to the
agency/deparimant; in that event, the employee, within seven (7) days aftar
riolification by the agency/depariment head, shall specify thres (2 ather
working days, al least one (1) of which shall be granted, Unless otherwise
agroed (o by the employee, the agency/department head shall nol authorlze
time off less than eight (B) hours. If an employee, safter being requested by
the agency/depanment head, refuses or neglecis to specily the ime he/she
deslres to Lake as compensalory hollday time off, as herein provided, the
agoncy/depariment head may schedule compensatory holiday time off for

e employee.

. A pan time employee shall only recelve holiday paly for the holiday or por-
T_lx':‘:m thereof which coincides wilh his or her regularly scheduled working

ours,

2

o

g. A fuli ime emplo;ee whose regulasly schaduled day off 1alls on & paid holi-
day shall be enlitled 1o equal compensatory time off for such haodi y nat to
excoed el?:l (8) hours pay.

21, Shilt Ditferantial

a. Applicabliity of hift Differentlals. Only FLBA non-exempl employees shall
be ellgible for shift differentials. Shilt difterentials do not apply 1 standby du-
ly, refease time, o (o leave Ume, such as vacalion, sick leavs, or holiday
leave. The houry rate for each shifi dilferentinl is payable In tenths of an
hour. With agency/daepartmant ap?rova!. day shift employees on an Individu-
al basls may walve shift differenuals In arder to work earfier or later than their
schedule would otherwise be, for their own convenicnee.

(1} Evening Shift (swing). Employees who perform work between the hours
of 6:00 p.m. and 11:00 p.m., shall be paid an evening diffetential of $0.60
1 hour for the time fly worked beb 6.00 p.m. and 11:00 pm,
{2) Night Shiit. Employees who perform work between the hours of 1100
g_;;n. and 7:00 a.m., shall be pald a night differential of $1.20 per hour for
time actually worked between 11:00 p.m. and 7:00 a.m.

b. Classes Nol Eligible for Shift Differentlals. Employees In positions of Resi-
dent Physician and Surgeon and Physician Assistant Fellowship shall not ba
paid shilt difterential(s).

22.Blrln?ua$ Pay. All full lime and part ime employees who are assigned work an a
regular and continuing basis thal requires a second language &t five limes
per week or once per day 10 effeclively meel the service demands of the Coun-
ty's cuslomers, and who have qualffisd for bilingual compensation under this
subr-section shall receive addifional compensation as follows:

Level 1: Basic Oral Communicalion: $40 per pay period ($0.50 per hour)
Employees at this level perlorm bllingual translation.

Level 2. Task Complelion: $60 per pay period ($0.75 per hour)
lI1Elomployclea; al this kvel perform bllingual translation as well as written transla-
n.

Levet 3: Written transiation, and medical and legal Interpretation: $80 per pay
pericd (si.hua per hour) Employees at this level perlorm complex verbal and writ-
ten translation.

Fayment of bilingual pay will be pro-raled based on the hours actually worked
to the maximum amount Indicaled per pay period.

employee nol recejving bllingual compensalion shall not be expecled 1o per-
form bliingual services,

Testing Administration: The Bilingual Pay Program Is administered by Human
Rasources. Orsl and writtan examinations will be administered by the Human
Resources Assessment Center as lollows:

Level 1: Basic oralfreading test
Level 2: Written
Level 3: Complex Level Writlen

An employee mus! perform bilingual translation as a requirement of the job. An
eivi

Designation ol positions eligible to receive bilingual pay Is the responsiblity of
the superviaor with the approval of Human Resources. An ngency/department
head whose antment has a substantial need for regular and frequent oral or
wrhtten bilingual skill ol one or more positions ﬂlﬂﬁ make an application to the
Human Resources Director an a form supplied fo him/her 1o authorize bilingual
compensalion for such position. All future recrultments for a poskion designal-
ed as such should Include the requirement of bllingual skills,
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When the skill is no longer needed or the em%lwen is nol 1equired to use it or
ceases 10 possess |, the agency/departinent head shall 1erminste the bilingual
compensation by written nolice to ihe Human Resources Diraclar, The Hunian
Resources Direclor may alse terminate the bllingual compunsation il he/she
mokes a llke detorminalion, and shall nolily the department head. In either
case, the department head shall notify the employee.

The Human Resources Director may designate an employee In the Human Re-

sources Depaniment or other Gounly departiment 10 perfonm bilingual skills 1ot

other Counly deparimaents and districls where there is no one availabie in the re-
quesling deparnmenlt. )

23.Health Benefits, The monthly Fiexible Benelit contribution for Resident Physi-
clans and Surgeons and employees in the Pliysician Assistant Fellowship classi-
fication shall be $312,50. In eddition, the County shall provide optical insus-
ance, 1o be paid by the County, for emplayees in these classilications.

24 Retirement Program. Retirement benefils and related matters for employees
ara governed by the conlracts batween the Board of Supervisors and tho Board
of Agdministration of the Public En@toyses_ Retirement System, by resofutions of
the Board of Supenvisors, and by Siate retirement laws.

25. MAINTENANCE
a. Rales for malntenance, including living quarters, meals, or laundry service,

furnished by the County 1o any amployee, shall be fixed by & resolulion of
the Board of Supervisors from time lo lime. Payment therefore shall be
made by a deduction from mmgamalion. or by perforrnancs of additional
services, as may bo determined by the Board of Supervisars.

b Mo charge for meals shall be made where the same are furnished for the
convenience of the Gounty, such as for emnlo¥a’es at Counlr institutions
who are required br’ the nature of their duties to take theit meals in connec-
tion with such employment. No person shall receive maimenance at any in.
stilution unless on duly at such institution.

c. Mothing harein shall thlbl‘l the fumnishing of meals on a cost basls where
necassary of convenient, it shall be the duty of each officer to make certain
that the pravisions of this section are complied with as 1o all employees,
agency/depanments and institutions under his/her control and to keep the
pudﬂm&Camrouer properly infarmed as 10 any payroll deductions required

ereunder.

d. Resident Phycsicfana and Surgeons al AUHS - MC shall be fumished without
charge medical and hospital care for acute liinesses and Injurles contracted
or sustained by them during the period of their employment. Whether an ill-
ness or injury qualifies under this provision ahall be delermined by the Assis-
tant cou&w Executive Officer - Health Syslems with the advice ol the Ghiaf
Medical Officer.

26, Termination, Excepl as specifically set out herein, all employees shall serve at
the pleasure of the egency/depariment head and shall not be enlitied 1o any re-
view or hearing procedure ugon tarmination by the agency/depariment head,

c) SEASONAL EMPL E PROVISIONS

1. Initial Probationary Period

a. Initial Probationery Stalus. Each seasonal employee shall be in an initial pro-
bationary slatus from the effective date of hismhar intiat ernployment in a sea-
sonal ot regular position in a pald status untll the required initial probation.
ary ;;eriod, n?nd any extension, is completed without separation from County
employment.

Computation of the [nitiel ploba.ﬂona? perlod in B pald status does not in.
clude ovartime, sltandby, on-call or miklary leave of absence. A seasonal em-
ployee who has nol completed the inltial probationary patrlod, serves al the
pleasura of the agency/depariment head and may be released from employ-
ment without cause. He/she is nol enlitled to the review procedure provided
for in this ordinance,

b. Length of Iniial Probalion. The length of the inltlal probationary pariod fot
seasonal em 12,!695 I8 twelve (12) months of actual work, Monihs lowards
completion of inftlal probation need nol be continuous but for a seasanal em-
r?ofy‘es accrued months towards completion of initial probation shall be lost
n the event that there s a peried of more than one (1) year when the employ-
eais in an unfmd status.

c. Extension of Inlttal Probation. The Inltial probationary perlod of o seasonal
employee may be extended by the empl?;ing agency/depanmen head
with the approval of the Human Resources Direcior. Extensions of an initial
E:obnliumrg potiod are discouraged and must be approved by the Human

esources Director or his or her designee belore 1he end of the existing Ini-
tial probationary pericd. Approval is mado on a case-by-case basis and only
lor rare and extenunting circumstances.

The twelve (12) month Infilal probationary pericd may be extended once 1o
fitean (15) months or twice to elghteen (18) months. It an employee
changes classilication by promotion, transfer or demotion during Initial pro-
bation, extenslons may also be made in the dass to which he/she promaot-
od, transtarred or demoted.

Initiel Probationary Period Affectad by Change In Class. An amployse who
has not completed the indial probationery period and who rmmoles. -
motes o ransfers 1o another class, will serve a new twelve (12) month pro-
batinnary period following such promotion, demotian, or tmansler, The
twelve (12) months required pursuant to the provisions of this section shall
ba In addition to any initial wﬂabminmry period houra served by the employ-
o0 in the position from ch hefshe voluntarly promoted, demotad. or

ransferred.
2. Diacipline, Dismissal, and Review
a. The provisions of this subsaction do not apply 1o
At-Will seasonal employ{aes.
Seasonal employess who have not complaled an Initial probationary pe-
riod with the ty ide;

a

0

tod vkt A Df!Hiwm de; .

ular seasonal employees serving a promotional probationa aricd
@ whgn such disciplinary aycllon does nol affect eny \.ros?ad rights. P

b. The appeinting a rity may dismiss, demote, suspend, demaie and sus-
pend, ar impose any other disciplinnry action on & probationary employee
during the probationary perlod. Unless such action aflects the vested rights
of 8 permanent amgloyeo sening a promotional prabationary perlod, no
hearing shall be heid on any disciplinary action attecting a probationary em-

loyae.
c. R:; of the following acts of an employee who has permanent stalus shall be
cause for dismissal, demotion, reduction in compensation, suspen-
slon, or any other action teken for disclplinary reasons:
1) Dishonesty;

2) Ine lence,;
3 neﬂlngncy or negligence In performance of duties;
4) Neglact of duty;

5) Insubordination or willlul violation of an employes regulation prescribad
bﬁthe of Supenisars or the head of the agency/department (n
which the empioyee Is employed;

6) Absence without leave;

Conviction of either a felony, or any offense. misdemeanor or felony, in-
wolilnn maral rnthida A ane sllancs In cannactinn with ar afactinA iha
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employes's dutles other than minor tratlic violstions, Convicllan means &
plea of guilly or nolo contendere o a detenmination of guill in & courl ol
competent jurisdiction;

8) Discouneous treatment of the public or other employees;

8) Political activity in violation of federal or state law,

1 )Fhﬁsical or mental unfitness to perform assigned duties;

(11)Making a material nmisrepresentation in connection with oblaining ot
mainlaining employment o position;

(12)Conduct aither during or outside ol duty hours which adversely aflecls
he employee’s Job perormance or operation of the agency/depanmen

in which hefshe s employed;
(13)Fallure to maintain the license, registration, certificale, professional quall-
fications, educalion, or eligibility required for the emﬁluyee’a classifica.
tien when the fallure of the employee to maintain such requirements ad-
versely affects the employea’s abillity 1o poerform his or her job or the per-
formance of the agency/depanment, The agency/department shall pre-
scribe procedures 16 insure that employees aff d by the regui i
are informed of them;
(14)Substance abuse in violation of the County ol Riverside Alcohol and
DrUF Abuse Policy; s
%?)Wa ation of the County's Anli-Violence in the Workplace Policy.
6 disciplinary end appeal procedure for seasonal employess shall be the
same as in the disciplinary and appeal procedure contained in the most cur-
rent Resolution of the County of Riverside and Other Agencies Providing Sal-
aries and Related Matters for Exempt Management, Managemem, Confiden-
tial, and Other Unrepresented Employees.,
3. Slap Advance
a, Applicabliity of Step Increases. The compensation of each seasonal employ-
@e who Is paid on a step basis, and whose pay Is below the highest slep of
the grade allowed lor the class shall be considered lar increase upon his ar
her anniversary date, excepl as otherwise provided.

b. Annlversary Dates. The fitst anniversary date as a result of an mi;iinal ap-
pointment shall be 1he first day of the pay period following the completion of
12 months of actual work in a paid status in the pesilion, not including over-
time.

Re-employment at a rate other than thai of the first step of a grade shall be
considered an original appointment tor purpose of fixing \he anniversary
date.

Tha first anniversary date s a resull of promotion or reclassllication, which
involved a salary increase, shall be the first day of the pay pericd tollowing
the completion of six monihs of actual wark in s paid stalus in the position,
nol including overtime.

The sacond anniversary date shall be the firs! day of the pai pericd follow-
Ing the completion of an additlonal 12 months of actual work In a pald sta-
flii‘s, lnm Im::lklcling overtime, and subsequent anniversary dates shall ocour at
ike intervals.

The provisions of this section shall be subject 1o other specific provisions of
this ordinance concerning cha of anniversary dates.

c. Umit on Unpaid Status.” Months In a pald status loward a step lncrease
need not be continuous, bul for a seasonal employee, accrued months in
step shall be (0st In the event thal there is a period of more than one (1) year
when the employee Is in an unpaid stalus.

d. Pay Increases by Sal Steps. Ewvery anniversary salary Increase, unless
otherwise dictated within a recognized employee organization's Memoran-
dum of Understanding (MOU) shiall be to the rate of the second next higher
stap, excep! when thére are less than two steps remaining, it shall be to the
last step of the salary grade. Such salary increases shall be given unless
;hara Is an affirmative dacision of the agency/deparimant head 1o deny the
ncrease.,

@. Denial of Step Increase. The agencyldepartrnent head may disallow a step
incroasa only after the perdormancs evaluation s reviewed and approved by
the Human Hescurce Direclor or a designee, If the increase Is nol granted,
the agency/depanment head shall state the reasons on the form, which
shall be given 1o the employee for signature, The agency/depariment head
shall r r the step increase ot least quarterly, and may allow It eftec-
tive on the first day of any pay perlod after the date it could have been grant-
ed. The responsibility for submitting a written allowanca of increase, after its
denial, shall be with the agency/department head. The anniversary date
shall be postponed until an increase is allowed,

d) TEMPORARY EMPLDYEE PROVISIONS

1. Camy on. Temparary employeas shall be compensated al the first step of
the salary plan and grade for their Job class, unless an advance step is author-
ized at the lime of appointment. Temporary employees do not receive step ad-
vances within the salary grada based on hours of service.

2, Function of Temporary Employees
a. Temporary emplot{faas will normally be uillized lo perlorm Iregular, project,

or overiow work thal cannol be performed by requiar employees within the
agency/depanment without additional cost, induding overtime 5

b. Temporary employment shall not be used in lleu ol the probalionary period
In & reguiar or seasonal position or as a trial period of employment, but this
provision shall not render a temporary emplayee ineligible for appointrnert
1o a ragular or seascnal position,

¢. Agreemems enlered into betwoen the County and a federal or state funding
authority may contaln provisicns which will prevail over the rules of this sec-
tion affecting temporary County empioyees,

3. Length of Employmant. No temporary employee shall be pemitied 10 work in
the same capacity in which hafshe perorms substantially continuous service
for more than one thousand (1000} work hours (aprwxlmaloly sk (8)
months of full time sewvice) during any one fiscal year. In the event that a
al_}un:y}dspamnl head has unusual circumstances 1o warrant employment of
alemporary employee for a longer sPerit:;d the agency/depantment head may re.
quest approval on the Board of uparu&om' agenda, prior to the employee
working more Ihan one thousand (1000) hours in the fiscal year. Any request 1o
extend the service shall set forth the justification, the hire date of the termporary
amplon;s. arid the number of hours requested In the extension. Any itlonul
extension shall require further Board of Supervisors' approval annually, prior 1o
the amplonee w'ork!n%om thousand E;woo hours in thal fiscal year.

e} UNREPRESENTED PER DIEM EMPLOYEE PAOVISIONS

1. Nolwithstanding mmtn&r provisions of this ordinance, excep! as olherwise pro-
vided hereln, only provisions set forth In this section shall be applicable to
gae?uns employed as unrep ed Per Dinm omployees.

2, s
a. “Per Diem Employee* shall mean anyone who occuples a position within &

classification established in the Class and Salary Listing as a Per Diem class
and that Is nol represented by a collective Bargalning unlt. All Per Diem em-
Elwaei shall serve at the pleasure of the agency/depantment head.

b. “Base Rate of Pay" shall mean the hourly rate of compensation as sol forth

in the Class and Salary Listing for a Per Diemn classification,

w MHnalidan® mhnll e the 34 ke masled adsbal sammanens ol 70 8 sl s
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day on which County offices ale nol open for business, in accardance with
County Ordinarce, olthar than Saturday or Sunday.

d. "Overtime* shall mean any authorized work actually performed in excess of
the establishad FLSA work weeh.

e, "Ctltical Care Work Areas” shall mean the following units at the hos?itnl ER,
ICU, GCU, Neuro ICU, Peds ICU. Neonatal ICU, OR, Recovery, Dialysis, La-
bor and Delivery, and Anesthesia.

f. "In Charge” shall mean the assignmenl by (he nursing administration ofice,
and acceplance by a licansad em?l &€, 10 have total nursing management
responsibility for a particular inpatient nursing unit. such rasponsibiiity 10 in-
clude, but not necessarlly be limited 1o, patient care, nursing personnel, and
the general amvirenmont of the unlt,

g. For acute care assignments, "weekend* shall mean the period commencing
al 3:00 p.m. Friday and ending at 7.00 a.m, on Monday. For outpatient clinic
or non-acute care assignments, "weekand” shall mean the period commenc:
Ing al 5:00 p.m. Friday and ending at 7:00 a.m. on Monday.

3. Conlormance ta Plan

a. No paersan shall be amﬁlao?md In or appointed 1o nn% Per Diem position unii
the classification plan shall contaln a posilion specification for such position,

b. Na person shall be employed In o1 appointed to any Per Diem poslion un-
less sald person meets the minimum qualifications set forth In the position
specifications.

4. Posilions Allowed N

a. The basic classification of Per Diem posilions Is deemed 1o be established
by the Class and Salary Listing and the number of positions nesded for
each class shall be as deterrnined from time 1o time by resalution of the
Baard ot Supervisors.

b. No person shall be appointed 1o a Per Dierm position until such posilion has
been allocated 1o the hiring agency/deparment.

6. Salary Procedures

a. Basls of Compensation. Per Diem employees may recelve compensalion at
the hourly rate assigned to the classilication In which they are employed.

The Human Resources Director may suthorize differential premium pay for
Par Diem Job classes ot rales not more than those established for reguiar
job classes, as necded lo maintain efficient business operations. Such pre-
mium authorization may be ended by the Human Resources Directar as war-
rantad by operations or funding.
b. Reporling and Calculafion. Actual hours of work and overtime work shall be
reported for each Per Diem employee on each blweokly aftendance re
or by such other methad as is established by the County Auditor-Cantroller,
¢. Payment. The County Audiior-Controllar shall distribule salary wamrants no
later than the second Wednesday following the end of a pay pericd .

6. Overtime. Overtime shall be paid at one one-half times the FLSA reqular
hour!%eram for all non-exempt nrn.pra{m. FLSA axempt employees who work
on a Per Diem basks will be enlitied to thelr base rate of pay 1or each author-
1zed hour worked in excess of the established FLSA wor! i

7. Shint Diferential. Shin differentials do not apply to vacation, slck leave, holiday

pay, call or standby duly. The hourly rale for each shifl differential Is payable in

tenths of an hour. Employess who work day shilt hetween the hours of 7:00

a.m. to 6:00 p.m. shall not be entitied 1o & shift difterential,

a. Claases not eligible for shifi difterentials. Employees in the classificatlon(s)
listed below shall nol beo paid shift differential:

Pharmacisi - G - PD :

b. Evening Shift - Genaral. Per Diem employees whose classes are specifically
mentioned below, who perform work between the hours of 6:00 p.m. and
11:00 p.ro., shall be paid an evening ditferential as set aut below fof the time
aclually worked betwaen 6:00 p.m. and 11:00 p.m,

Classifications: Rate:
s Eleclrocardiograph Technician - PD 4 25¢ per hour

+ For emrlnyaes in this Per Diem

classification working at the River-
side University Health System -
Medical Center.

® Nursing Assistant - PD 35¢ per hour

® Pharmacy Techniclan il - PD 60¢ per haur

® Hpuse Supervisor - PD Class!ﬁm!bn(s; authorized by the
County Executive Officer 10 re.

ceive the same premium as am-
ployees In the equivalem regular
classifications,

¢. Night Shit - General, Par Diem employees whose classes are apecifically
mentioned below and who perform work between the hours of 11:00 p.m
and 7:00 a.m., shall be pald a night differential as set out below for the time
actually worked between 11:00 p.m. and 7:00 a.m.

Classifications: Rate:
® Elecirocardiograph Technician - PD¢ 50¢ per hour

* For emgloyee.s in this Per Diem

classification working at the River-
side University Heafth System -
Medical Center,

e Nursing Assistant - PD 75¢ per hour

& Pharmacy Technician |l - PD §1.20 per hour

& House Supenvisor - PD Classification(s) authorized by the

County Execulive Officer 1o re-
celvei 'Imi eahn;n premtullum as aE-
ploysas in U ulvalerit regular
classiications. = 9

8. Holidays. A Per Diem amployse who works on a holiday shall be paid at the
rate of one and one half imes the employee's base rale of pay for the hours ac-
tually worked,

9. Benefits. No banalits except those expressly provided by statute shall acctue to
Per Dierm employaes.

10. Terminatian. All Per Diem employees shall serve at tha pleasure of the agency/
deparimant head and shall not be entitled 1o any review ar hearng procedure
upon termination by the agency/depantment head.

Soction 11. VOLUNTEER WORKERS

a)  Defintion. *Volunteer Worker” means a person who perfarms authorized volunta
service 1o the County of Riverside or & department, inslitution of agency thereal,
without pay, for the benefit of the County and In ald of a recognized County pur-
posa. The term doas nol include membars of volunteer fire departments or compa-
nies. Far the purposes of this section, the volunteer worker must be currently enral-
Jed pursuant to ihis ordinance In order to be recognized as & volunieer worker. A
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b)  Volunteer Organizations. Anr ngency/department of the County governmant may
establish one o more organizalions of volunteer workers in aid of the purposes of
the agency/department o may recognlze a private civic arganization or dalegalion
therect as the equivalent, No particulal form of organization shsll be required; it
may be an unincorporated association, a committee or subordinale body of an ox-
Isting erganizalion, a corporation, or merely a series ol individuals spansored by
the agency/departiment.

c}  Enrolimeni of Voluntear Workers. In each agency/depariment having an ofganiza-
tion of volunteer warkers, the agency/depanmenl, of organization  with
agency/departmitnlal approval, shall keep within the egency/deparment a currant
and conlinuing roster upon which voluntesr workers are enrolled, This shall con-
tain at least the name, address and telephone number, the dale of enroliment and
the date ol lermination of the enroliment; if the worker may be expected 1o drive an
automobile in !hgcrarrormance of the volunteer function’ (other than between the
worker's home and the workplace) then the roster shall include the number and ex-
piration date of the werker's operalor's license, and the name of company, polic
number and expiration date of the worker's Bability insurance. Records as o eacz
voluntesr worker shall be retained for 1hree years after such worker has lerminaled,

The agency/depaniment, or with its approval, the organization, shall, as a pad of
the rosler or separately, keep a mn_!lnulrtg'; racord of the number of hours worked
by each volunteer worker, If the services o any worker shall be lerminated, or it the
worker shall cease 1o perform voluntary service, entry of the date of lermination
shall promptly beinada on the roster. Uhless clhawise specitisd he termination of
enroliment shall be without prejudice to fater re-enroliment. The services of any vol-
uniger worker may be refused or lerminaled by the uqﬂncﬁdepanmnl al will, and
shall be tarminated when deemed in the bestinterest of the agency/deparmental
funclion or of the voluntary services program \o do so.

It there is no volunteer organization within the agency/depariment, individual volun-
teer workers may be enrclled by the agency/dapariment in the manner set toh in
this subsaction.

d)  Motor Vehicle Usage. While unnecessary use of automobiles is lo be discouraged,
It s recognized thal In some volunteer activities motor vehicle usage is Indispensa’
bla. Pr ly owned vehicles may be used on express authorzalion of the
agency/departiment head specifying the purpese. Counly vehicle use may be au-
thotized only by the County EXecutive Officer on recommendation of the
agency/deparunent hegad including appropriate justification. No valunteer worker
shall be permitted to drive either a private vehkle or a County vehicle for volureer

business unill the worket has presented his or her current operator's license and [l
ability insurance pelicy with minimum fimits in the amounts required by the State
for bodily injury or death and propeny damage, and the necessary data therefrom
has been placed on the roster,

e) Reimbursement ol Expenses. A volunteer worker who drives a ptivate vehicie duly
authorized shall be enlilled to relmbursement al @ mileagp rate currenlly fixed by
the Counly. Othet necessary travel expenses shall be reimbursed al aclual cost
when authorized by the agency/department. Reimbursement shall be condltional
upan clain;d being promplly made, In no event more than 100 days after the cost
was incurred,

f)  County Insurance. Such llabllity Insurance as the County may carry shall be ox-
cuss insurance over aniolhgr valid and collectible insurance, including that provid-
ed by the volumear worker. Volunteer workers are not covered by workers compen-
33:121 Insu:lgnce or by County sell-insurance tor injury or accident arising ot of vol-
unlear service,

9) Reports. Each agency/depaniment, nol later than the fifleenth (15th) day of each
manth, shall make a writtan report for the preceding month showing the 1otal num-
ber of valunteer workers who performed services in Lhal month, the 1otal number of
houis of such services, the number of new volunteer warkers enrolied during the
month and the number whoss enroliments were lerminated. The report shall be
filed with the County Executive Officer, who may Inspect the rester al any Ume, and
shall do so st least quarterly to see that the enroliment of inastive workers has
been lerminated and that other Information on the toster is in current condition,

h)  Resolullons. Further rules or regulations in aid of the County's program ol volunla-
1y services, or Interpretations or extensions of the provisions of this section may ba
made by resolution of the Board of Supervisors

Section 12. ORDINANCE PUBLICATION

The Human Resources Directer shall malntain a curmrent record of all positions allowed
for cach agency/departiment. He/She shall cause to be re-published and circulaled 1o
the anency.’da?arlmenl.s from time to time the contents of this ordinance lg‘?emar with
lists of the positions allowed 1o the respeclive agency/depaniments, and shall frorn time
1o time supply amandments thereto.,

The Human Resources Ditector may include footnotes in the publication of this ordi-
nance fot the purpose of relerencing other pertinent sections, attachments, or provi-
slons, or 1o cile a change In the narrative. The Humaen Rescurces Direclor may re-
numter, atngt arrange In a logical order, pants of this ordinance without affecting the rar-
rative content.

Section 13. CONFLICTS AND CONGTITUTIONALITY

The provisions of this ordinance are subject lo controliing of limiting provisions of the
Constitution and laws of Califomia, and any provisions of this ordinance, which are in
confiict there with, shall not be effective o the extent of such conflict,

I any paragraph, sentence, clause, or phrase of this ordinance lor any reason is held to
be uncansiiutional or invalid, such shall not affect the remaining podions of this ordi-
nance, and the Board of Supervi hereby declh It would have passed each para-
graph, sentence, clause, and plvase thereol, Inesﬁcuvn of the fact that any one, or
{nom than one sentence, clausa, or phrase thereof be declared unconstitutions! of Inva-

Section 14. EFFECTIVE DATE
The operative date of this ordinance ks July 1, 1957.

John J. Beneit, Chairman of the Board
| HEREBY CERTIFY that at a regular meeting of the Board of Supervisors of said County,
hald on January 8, 20186 the foregoing Crdinance consisting of fauriaen (14) sections
was adopted by said Board by the (oliowing vate:

AYES: Jeflries, Tavaglione, Washington, Benolt and Ashlay
NAYS: None
ABSENT:None

Kecia Marpar-1hem, Clerk of the Board
By. Gecilia Gil, Board Assistant ins
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Riverside County Board of Supervisors
Request to Speak

Submit request to Clerk of 3oard (right of podium),

Speakers are entitled to th:ee (3) minutes, subject”
to Board Rules listed on th:e reverse side of this

SPEAKER’S NAME:

Address;
(only if follow-up mail responsg requested)

Phone #:
Date: j /é

PLEASE STATE YOUR POSITION BELOW:

Position on “Regulay” (no /appealed) Agenda Item:

Oppose ______ Neutral

Untl s S fu pagerr A2

Note: If you are here for <n agenda item that is filed
for “"Appeal”, plgase state s-:parately your posntlon on B
the appeal belpw (’,/wmc

— _ Support Oppose Neutral

I give my 3 minutes to:




B D RUL

R A B n “Agenda” :

-You may request to be heard on a published agenda item. Requests to be
heard must be submitted to the Clerk of the Board before the scheduled
meeting time.

S r r re “"NOT” on th
Agenda:
Notwithstanding any other provisions of these rules, member of the public shall
have the right to address the Board during the mid-morning “Oral
Communications” segment of the published agenda. Said purpose for address
must pertain to issues which are under the direct jurisdiction of the Board of
Supervisors. YOUR TIME WILL BE LIMITED TO THREE (3) MINUTES.

W int Pr rin M jal:

Speakers who intend to conduct a formalized Power Point presentation or provide
printed material must notify the Clerk of the Board’s Office by 12 noon on the
Monday preceding the Tuesday Board meeting, insuring that the Clerk’s Office has
sufficient copies of all printed materials and at Ieast one (1) copy of the Power
Point CD. Copies of printed material given to the Clerk (by Monday noon deadline)
will be provided to each Supervisor. If you have the need to use the overhead
“E!mo” projector at the Board meeting, please insure your material is clear and
with proper contrast, notifying the Clerk well ahead of the meeting, of your intent
to use the Elmo.

Individual Speaker Limits:

Individual speakers are limited to a maximum of three (3) minutes.
Please step up to the podium when the Chairman calls your name and begin
speaking immediately. Pull the microphone to your mouth so that the Board,
audience, and audio recording system hear you clearly. Once you start speaking,
the “"green” podium light will light. The “yellow” light will come on when you have
one (1) minute remaining. When you have 30 seconds remaining, the “yellow”
light will begin flash, indicating you must quickly wrap up your comments. Your
time is up when the “red” light flashes. The Chairman adheres to a strict three
(3) minutes per speaker. Note: If you intend to give your time to a

"Group/Organized Presentation”, please state so clearly at the very
bottom of the reverse side of this form.

Organiz re ions:
Group/organized presentations with more than one (1) speaker will be limited to
nine (9) minutes at the Chairman’s discretion. The organizer of the presentation
will automatically receive the first three (3) minutes, with the remaining six (6)
minutes relinquished by other speakers, as requested by them on a completed
“Request to Speak” form, and clearly indicated at the front bottom of the form.

- I H a

The Chairman will determine what order the speakers will address the Board, and
will call on ail speakers in pairs. The first speaker should immediately step to the
podium and begin addressing the Board. The second speaker should take up a
position in one of the chamber aisles in order to quickly step up to the podium
after the preceding speaker. This is to afford an efficient and timely Board
meeting, giving all attendees the opportunity to make their case. Speakers are
prohibited from making personal attacks, and/or using coarse, crude, profane or
vulgar language while speaking to the Board members, staff, the general public
and/or meeting participants. Such behavior, at the discretion of the Board
Chairman may result in removal from the Board Chambers by Sheriff Deputies.




