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RESOLUTION NO. 25-9448 
 
A RESOLUTION OF THE CITY OF SANTA CLARA, CALIFORNIA, 
TO ADOPT THE AMENDED PERSONNEL AND SALARY 
RESOLUTION, WHICH ESTABLISHES POLICIES AND 
PROCEDURES WITH REFERENCE TO THE CLASSIFCATION 
AND COMPENSATION OF POSITIONS, THE STANDARDIZATION 
OF ATTENDANCE AND LEAVE REGULATIONS, AND RELATED 
MATTERS WITHIN THE SANTA CLARA CITY SERVICE 

 
WHEREAS, in April 1977, the City of Santa Clara, California ("City") adopted Resolution No. 

3830, entitled "Personnel and Salary Resolution"; 

WHEREAS, on May 10, 1983, the City adopted Resolution No. 4652, amending the Personnel 

and Salary Resolution; 

WHEREAS, on October 11, 1983, the City adopted Resolution No. 4707, amending the Section 

29 of the Personnel and Salary Resolution regarding Insurance Benefits; 

WHEREAS, on January 7, 1986, the City adopted Resolution No. 5033, amending Section 20 of 

the Personnel and Salary Resolution regarding Holidays; 

WHEREAS, on March 22, 1994, the City adopted Resolution No. 5883, amending Section 31 of 

the Personnel and Salary Resolution to allow the City Manager to grant medical and personal 

leaves; 

WHEREAS, on July 14, 2009, the City adopted Resolution No. 09-7650, to reflect current 

policies and procedures regarding the classification and compensation of positions, the 

standardization of attendance and leave regulations, and other matters;  

WHEREAS, on March 6, 2018, the City adopted Resolution 18-8498 amending the Personnel 

and Salary Resolution to eliminate the control point salary structure, establish a salary range for 

Unclassified Employees, and authorize the City Manager to hire Classified and Unclassified 

employees above the entry level salary; and 

WHEREAS, the City Council hereby adopts further amendments to the Personnel and Salary 

Resolution to modify Section 22h (use of accrued sick leave during periods of industrial injury or 

illness) and Section 24 (military leave policy). 



NOW THEREFORE, BE IT RESOLVED BY THE CITY OF SANTA CLARA AS FOLLOWS: 

1. That the City hereby adopts the amended City of Santa Clara Personnel and Salary 

Resolution in its entirety as set forth in the attached Exhibit A. 

2. Effective date. This resolution shall become effective immediately. 

I HEREBY CERTIFY THE FOREGOING TO BE A TRUE COPY OF A RESOLUTION PASSED 

AND ADOPTED BY THE CITY OF SANTA CLARA, CALIFORNIA, AT A REGULAR MEETING 

THEREOF HELD ON THE 1QTH DAY OF JUNE, 2025, BY THE FOLLOWING VOTE: 

AYES: COUNCILORS: 

NOES: COUNCILORS: 

ABSENT: COUNCILORS: 

ABSTAINED: COUNCILORS: 

Attachments incorporated by reference: 
1. Personnel and Salary Resolution 

Resolution/Amended Personnel & Salary Resolution 

Chahal, Cox, Gonzalez, Hardy, Jain, and Park, and 
Mayor Gillmor 

None 

None 

None 

ATTEST:...J.L~~tztc.~ ~ ~ 'f=t=.-r::::.::::_ __ 
NORA PIMENTEL, M 
ASSISTANT CITY CLERK 
CITY OF SANTA CLARA 
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Section 1. Short Title 

This Resolution shall be known as the "Personnel and Salary Resolution" and is a 

reenactment of Resolutions 636, 3144, 3830, and 4652. 

Section 2. Scope of Application 

The provisions of this Resolution shall apply to all City employees. However, where the 

context of any section or part thereof shows that it is applicable to the Classified Service alone, 

then such section or part thereof shall not apply to the Unclassified Service and vice-versa. Should 

this Resolution conflict with any of the provisions of a current Memorandum of Understanding 

between the City and any of the recognized bargaining units, the provisions of the Memorandum 

of Understanding shall apply. 

Section 3. Definition of Terms 

The words and terms defined in this section shall have the following meanings in this 

Resolution and in any other Resolution classifying and fixing the salaries and compensation or 

authorizing the employment of personnel in any department or office in the City of Santa Clara. 

(a) "Allocation" - the assignment of a single position to its proper classification in 

accordance with the nature and scope of duties performed and the authority and 

responsibilities exercised. 

(b) "Anniversary Date" - the first day worked on a regular basis with the City of Santa 

Clara (e.g., hire date). 

(c) "Appointing Authority" - the City Manager shall appoint and remove, subject to the 

Civil Service Provisions of the Charter, all officers and employees of the City, 

except as otherwise provided by the Charter or this Resolution, and except as 

he/she may authorize the head of a department or office to appoint and remove 

subordinates in such department or office. 

(d) "Classification (Class)" - a group of positions having duties, responsibilities, and 

authority sufficiently similar to permit a) grouping under a common title and b) the 

equitable application of common standards of selection, transfer, promotion, and 

compensation. 
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(e) "Classified Service" - all positions in the City service with the exception of those 

specifically exempt from the Civil Service Rules and Regulations, per Article XI, 

Section 1101 of the City Charter. 

(f) "Compensation" - the salary, wage, allowances and all other forms of valuable 

consideration, earned by or paid to any employee by reason of service in any 

position, but does not include any allowances authorized and incurred as incident 

to employment. 

(g) "Consumer Price Index" - as defined by the United States Department of Labor, 

Bureau of Labor Statistics, and applied to the San Francisco- Oakland-San Jose 

Bay Area for urban wage earners and clerical workers. 

(h) "Continuous Service" - employment with the City without break or interruption. The 

provisions of Section 11(f) of this Resolution shall apply in computing continuous 

service for the purpose of this Resolution. 

(i) "Demotion" - a change in status of an employee from a position in one classification 

to a position of a lower classification with a lower maximum pay. 

U) "Department Head" and "Division Head" - the manager of a Department or Division 

respectively, including Elective Officers as defined in the Administrative Code 

(Chapter 2 of "The Code of the City of Santa Clara, California"). 

(k) "Employee", "Regular Employee" or "Incumbent" - a person legally occupying a 

position in the City service. 

(1) "Full-Time Employees" - those employees whose position requires the total 

number of hours prescribed for normal employment in the classification or 

position. All positions shall be full-time unless otherwise designated or 

unless the compensation is fixed upon the basis of part-time work. 

(2) "Part-Time Employees" - those employees in positions which are 

designated part-time or for which compensation is fixed on the basis of 

part-time work. 

(I) "Leave of Absence" - permission to be absent from duty without pay for a specified 

period and for a specified purpose, with the right to return before or at the expiration 

of the period. 



5 
 

(m) "Position" - a job in a particular classification with a regularly assigned combination 

of specific duties and responsibilities. 

(n) "Promotion" - advancement from a position in one classification to a position in a 

higher classification with a higher maximum pay. 

(o) "Reclassification" or "Reallocation" - a reassignment or change in the allocation of 

an individual position to a more appropriate classification, whether new or existing, 

on the basis of material changes in the duties and responsibilities of the position. 

(p) "Salary'' - base salary as indicated in the current Salary Range/Schedule for 

Unclassified Employees and Pay Rate Schedule for Classified Employees, 

excluding any other pay incidental to employment. 

(q) "Step Increase Date" -the date an employee is eligible to move to the next salary 

step in the salary range. This date may be the same as the employee's Anniversary 

Date or it may be adjusted based on a leave of absence, a promotion or a transfer. 

(r) "Sworn Personnel": 

(1) "Sworn Uniformed Fire Personnel" - personnel of the Fire Department with 

powers and responsibilities to be directly engaged in fire prevention or 

suppression work, but excluding volunteer members of the Fire 

Department. 

(2) "Sworn Uniformed Police Personnel" - personnel of the Police Department 

having full police powers and responsibilities to enforce all laws including 

the California Penal Code, but excluding Police Reserves. 

(s) "Title" or "Classification Title" - the designation given to or name applied to a 

classification, each position allocated to a classification, and the legally appointed 

incumbent of a position allocated to a classification. The meaning of a title is set 

forth in its corresponding classification specification. 

(t) ''Total Compensation" - all of the salary and fringe benefits related to the cost to 

the City to employ an individual and may include salary, retirement and Social 

Security, holidays, sick leave, vacation, insurance premiums, uniform allowance, 

or any other special fringe benefit unique to a particular bargaining group. 

Allocation of total compensation monies by the bargaining group shall be limited 
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to only those areas already defined in the Memorandum of Understanding, such 

as, but not limited to, salary, insurance premiums, and uniform allowance. 

(u) "Transfer" - a change in the assignment of an employee from one position to 

another in the same classification or a comparable classification. 

(v) "Unclassified Service" - all positions in the City service specifically exempt from 

the Civil Service Rules and Regulations per Article XI, Section 1101 of the City 

Charter. 

(w) "Unit" - that group of employees found to be an "appropriate unit," as determined 

pursuant to Employer-Employee Relations Resolution No. 2979, representing 

those employees who elect such representation. 

(x) "Working Title" - a title other than the official classification title that is used 

informally in the course of work activities to distinguish amongst positions within 

the same classification. 

Section 4. The Classification Plan 

(a) The City Council, upon recommendation of the City Manager, shall create and 

adjust classifications of positions in the City Service. This Classification Plan shall 

consist of classifications defined by class specifications, including a descriptive 

title, a description of typical duties and responsibilities, and a statement of 

minimum qualifications for all positions within each classification. 

(b) The City Council, upon recommendation of the City Manager, may create new 

classifications or divide, combine, or abolish existing classifications and may 

reassign a classification from one salary range to another. 

(c) At the direction of the City Manager, all positions in the City Service created or 

established by the City Council shall be allocated by the Director of Human 

Resources to their proper classifications in the Classification Plan. Allocations shall 

be determined in accordance with the duties, responsibilities, and authority of each 

position and shall be based on the principle that all positions shall be included in 

the same classification if: 

(1) Sufficiently similar with respect to duties, responsibilities, and authority to 

permit grouping under a common title; 
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(2) Comparable minimum education, experience, knowledge, skill, and ability 

requirements are demanded of incumbents; 

(3) Common standards of selection, transfer, and promotion may be equitably 

applied; and 

(4) The same salary range may be applied with equity. 

(d) The classification title of a position shall be used in all official personnel and budget 

records and transactions of the City of Santa Clara. No provisions of this 

Resolution, however, shall be deemed to prevent the use of a working title that 

differs from the official classification title of any position provided that the working 

title is designated by the head of the department in which the position exists. 

(e) Whenever in the judgment of the City Manager it is necessary for the expeditious 

transaction of the business of the City for a department to employ a person on a 

temporary basis in a type of position for which there is no classification provided in 

the Classification Plan, then the City Manager may authorize such employment. In 

such case the City Manager shall fix the amount of compensation, and may 

determine the minimum qualifications for such additional employees, and shall limit 

in advance the period of time the position may be allowed. 

Section 5. Amendment and Maintenance of Classification Plan 

Whenever one or more new positions are under consideration for possible establishment, 

or whenever, because of any revision in organization or methods, a significant change of the 

duties or responsibilities of any existing position is to be made which may require the reallocation 

of such position, or whenever a new classification is created to which any position may more 

appropriately be allocated, or whenever, because of the abolishment or combination of any 

existing positions or classifications, an amendment to the Classification Plan is required, one or 

a combination of the procedures stipulated in (a) and (b) shall be observed. 

(a) The Department Head shall report the significant facts relating to such possible 

changes in writing to the City Manager in the manner prescribed. 

(b) The City Manager, upon written request of any employee or upon his/her own 

initiative, may initiate an inquiry of the classification of any position. 
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Upon either of the above initiations, the City Manager may direct the 

Director of Human Resources to study the assigned duties and responsibilities of 

any such position and the qualifications required for filling the same, and of the 

relationships of such positions to other classifications of positions in the 

Classification Plan. 

On the basis of such study, the Director of Human Resources shall then 

recommend to the City Manager that no change be made in the allocation of the 

position, or that the position be allocated to a more appropriate classification in the 

existing Classification Plan or that a new classification be established to which the 

position would be allocated, whichever is the appropriate action. 

The City Manager will recommend to the City Council any changes in the 

allocation of individual positions, or any changes in existing classifications and 

classification specifications, which the City Manager deems appropriate. The City 

Council may then take action to modify the Classification Plan in accordance with 

the provisions of Section 1103 of the City Charter. 

Section 6. Classification Specifications 

(a) The Director of Human Resources shall maintain a written specification for each 

classification, which, when approved and adopted by the City Council, shall 

constitute the official specifications of classifications in the City service. Such 

classification specifications shall be based on an analysis of the duties and 

responsibilities of positions in the City service. Each classification specification 

shall set forth the title of the classification, a description of the responsibilities and 

typical duties, and a statement of minimum qualifications for performance of the 

work. 

(b) The official copy of each classification specification shall indicate the date of 

adoption or latest revision or amendment and will be kept on file in the Human 

Resources Department. The official copy of each classification specification shall 

be open to inspection by employees and the general public. The official copy of 

any specification is available electronically or may be obtained in hard copy from 

the Human Resources Department for a specified charge. 
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(c) Said classification specifications, when adopted, are hereby incorporated herein 

and made a part of this Resolution by reference. Any modification or amendment 

thereto may be adopted by a majority vote of the City Council. 

(d) Classification specifications for positions in the Classified Service must first be 

approved and adopted by the City of Santa Clara Civil Service Commission before 

they may be approved and adopted by the City Council. 

Section 7. Interpretation of Classification Specifications 

(a) Classification specifications are illustrative documents intended to summarize the 

key characteristics of each classification. Typical duties and responsibilities listed 

are provided as examples of work that may be performed by incumbents of 

positions assigned to the classification and are not limiting or restrictive. Each 

classification should be viewed as a whole and in relation to other classifications 

in the Classification Plan; consideration should be given to typical duties; 

responsibilities; authority; required knowledge, skills, and abilities; as well as the 

minimum qualifications for employment. 

(b) Qualifications commonly required of all incumbents of and applicants for all 

positions in the City Service shall be deemed to be requirements whether or not 

they are not specifically mentioned in individual classification specifications; these 

include, but are not limited to, United States (U.S.) Citizenship or proof of 

permission to reside and work in the United States if not a U.S. citizen, the ability 

to perform the essential functions of the job in accordance with the Americans with 

Disabilities Act (ADA) and California's Fair Employment and Housing Act (FEHA), 

honesty, sobriety, and industry. Specific minimum qualifications for each 

classification in the Classified Service are established under the Civil Service 

Rules and Regulations and approved by City Council; minimum qualifications for 

classifications in the Unclassified service are approved by City Council. 

Section 8. Qualifications of Employees 

Incumbents of all classifications in the City service must possess the minimum 

qualifications prescribed for their classification, including education and/or experience. Applicants 

to positions in the Classified Service shall be subject to the recruitment and examination 

procedures described in the Civil Service Rules and Regulations. 
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Section 9. Compensation Plan 

(a) Classified Employees: The following subsection shall apply to regular Classified 

employees. 

(1) The current Salary Schedules are on file in the Human Resources 

Department, and are incorporated by reference. 

(2) The Salary Schedules constitute the Compensation Plan applicable to all 

classifications. Step and Range increases are built into the current Salary 

Schedules as follows: Approximately 5% increase between each Step 1 

through 5, approximately 2 1/2% from Step 5 to 6 and from Step 6 to 7, and 

approximately 2 1/2% difference between each Salary Range. Steps 6 and 

7 of said schedules are applicable only as "longevity pay" as set forth in 

Section 10. All salaries prescribed are monthly rates. For those positions 

where it is more appropriate to pay on an hourly basis, the hourly rate of 

pay equivalent to the proper monthly salary step shall be paid as indicated 

in the various Salary Schedules. 

(3) The compensation of Classified employees of the City shall be as set forth 

in the current Salary Schedules. 

(4) The Salary Schedules referred to in this Resolution may from time to time 

be revised and amended by the City Council. 

(b) Unclassified Employees: This section applies to all Unclassified positions. 

The Salary Range for Unclassified positions shall be established by the 

City Council upon recommendation of the City Manager. A Salary Range/Schedule 

shall be maintained in the Human Resources Department. 

Section 10. Application of Compensation Plan for Classified Positions 

The Salary Schedules for classified positions, with such amendments as may be adopted 

by the City Council from time to time, shall have the force and effect and shall be interpreted and 

applied as follows, except as set forth in Section 12: 

(a) The salaries or rates of compensation prescribed are fixed on the basis of full-time 

positions, unless otherwise designated. 
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(b) The rates of pay prescribed shall be deemed to include pay in every form, except 

for necessary expenses authorized and incurred incident to employment, or except 

as herein provided. 

(c) Employees shall be considered eligible for increase in salary according to the 

following general plan upon approval of the Department Head. 

(1) The numbers 1, 2, 3, 4, and 5, respectively, denote the various steps in the 

salary range. 

(2) Step "1" shall be paid upon initial employment for a period of at least twelve 

(12) months. 

(3) Employees shall become eligible for increase to Step "2" upon satisfactory 

completion of twelve (12) months of service in Step "1." 

(4) Employees shall become eligible for increase to Step "3" upon satisfactory 

completion of twelve (12) months of service in Step "2." 

(5) Employees shall become eligible for increase to Step "4" upon satisfactory 

completion of twelve (12) months of service in Step "3." 

(6) Employees shall become eligible for increase to Step "5" upon satisfactory 

completion of twelve (12) months of service in Step "4." 

(7) Employees may become eligible for an accelerated increase in salary 

within Steps "1" and "5" for outstanding performance upon 

recommendation of the Department Head and with the approval of the City 

Manager. In all such cases the Department Head shall submit written 

justification to the City Manager. 

(8) Notwithstanding any other provision contained herein, any classified 

employee who has been employed for the City of Santa Clara for a total of 

ten (10) years, and has been employed at Step "5" of the salary range for 

his/her present classification for at least one (1) year, upon approval of the 

Department Head, shall receive a pay adjustment to Step "6" based on the 

current Salary Schedule. Any classified employee who has been employed 

for the City of Santa Clara for a total of fifteen (15) years, and has been 

employed at Step "6" of the salary range for his/her present classification 
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for at least one (1) year, upon approval of the Department Head, shall 

receive a pay adjustment to Step "7" based on the above mentioned Salary 

Schedule. 

(d) If the Department Head does not approve the scheduled increase, the employee 

shall be notified ten (10) days prior to his/her Anniversary Date or Step Increase 

Date. In the event a step increase is denied on an employee's Anniversary Date, 

but a step increase is granted at a subsequent date prior to the next regularly 

scheduled Step Increase Date, no change shall be made in the employee's 

Anniversary Date. 

(e) If an employee is denied a step increase, he/she may make a written appeal to the 

City Manager through his/her Department Head within fifteen (15) days of the 

postmark of his/her letter of notice of denial. The City Manager shall grant the 

employee an interview within 45 days. 

(f) The pay of any employee may be reduced to a lower step within the established 

pay range upon recommendation of the Department Head and with the approval 

of the City Manager, in cases where the quality and manner of work performance 

do not justify the pay being received. However, employees in the Classified Service 

having a permanent appointment shall be subject to the procedures set forth in the 

applicable Civil Service Rules and Regulations. 

Section 11. Calculation of Anniversary Dates 

(a) Anniversary Date of Employment 

For purposes of compensation, the Anniversary Date for Classified and 

Unclassified employees will be the first day worked on a regular basis with the City 

of Santa Clara. All salary changes shall be effective as of the commencement of a 

bi-weekly payroll period. Employees who have an Anniversary Date that falls within 

the first week of the pay period and have been approved for a step increase will 

be adjusted on the first day of the pay period during which the Anniversary Date 

falls. Employees who have an Anniversary Date that falls within the second week 

of the pay period and have been approved for a step increase will be adjusted on 

the first day of the pay period immediately following the Anniversary Date. It is the 

intent of this provision that in no event shall a regular employee be paid under 

more than one rate of compensation during any payroll period. 
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(b) Annual Step Increases 

If a classified employee remains in the same classification in which he/she 

received original appointment, he/she may receive the annual salary step increase 

on his/her Anniversary Date, subject to provisions of Sections 9 and 10 above. 

(c) Transfer Within Same Classification or Within Another Classification With Same 

Salary Range 

Should a classified employee be transferred to another classification having the 

same salary schedule and salary range as the classification in which he/she has 

acquired permanent Civil Service status, the same provisions as above shall apply. 

(d) Promotional Appointment 

Should a classified employee be appointed to another classification to which a 

higher salary range applies, the Step Increase Date will coincide with the 

employee's Anniversary Date, subject to the provisions of Sections 9 and 10. 

(e) Leaves of Absence 

For compensation purposes, a personal leave of absence or any period of time an 

employee is off without pay (other than for reasons of illness covered by medical 

leave granted under Section 30 herein, industrial injury or illness or military 

service), which exceeds thirty-one (31) consecutive calendar days will constitute 

an interruption in continuous employment. In such instances the length of the leave 

of absence shall delay the Step Increase Date accordingly. A leave of absence or 

any period of time an employee is off without pay which does not exceed thirty-

one (31) consecutive calendar days shall be considered as continuous 

employment toward the accumulation of time for the next appropriate step 

increase. 

(f) During any leave provided for by the Family Care and Medical Leave Act (FMLA) 

and/or the California Family Rights Act (CFRA), the employee shall retain 

employee status with the employer, and the leave shall not constitute a break in 

service, for purposes of longevity, seniority under any Memorandum of 

Understanding, or any employee benefit plan. An employee returning from leave 

shall return with no less seniority than the employee had when the leave 

commenced for any employment related purpose. 
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Section 12. Hiring Above the Entry Level Salary 

The entry level salary is defined as Step 1 for Classified Employees and the bottom of the 

salary range for Unclassified Employees. When a candidate recommended for hire to a classified 

position in City service is found to possess extraordinary qualifications through former training 

and/or experience, or when the City is unable to recruit qualified candidates at the first step of the 

appropriate salary range, the City Manager, on recommendation of the Department Head, may 

approve the hiring of a candidate above Step 1, up to and including Step 5. For unclassified 

employees, the City Manager has authority to hire and grant merit increases at any point within 

the salary range for the job classification. 

Section 13. Applicable Pay Rates Following a Change of Status 

(a) Pay Rates Following Promotion: 

(1) A classified employee promoted to a classification with a higher salary 

range shall be compensated at Step 1 of the classification to which he/she 

has been promoted, provided that Step 1 is at least approximately five (5) 

percent above the salary before promotion. 

If Step 1 is not at least approximately five (5) percent above the salary 

before promotion, the promotional salary shall be adjusted to at least 

approximately five (5) percent above the former salary unless prohibited by 

ineligibility to go to Step 6 or Step 7 (longevity steps). If the promotion 

places the employee on a different Salary Schedule, he/she will then be 

placed in the salary step that is closest to the salary the employee would 

have received had the employee received a five (5) percent increase in 

his/her former Salary Schedule and salary range. The Step Increase Date 

will coincide with the employee's Anniversary Date. 

(2) In the event that a classified employee is promoted on his/her Anniversary 

Date, he/she shall first receive any within-range increase to which he/she 

is entitled in the lower classification, and then the promotional salary 

adjustment provided in paragraph (1) above. The Step Increase Date will 

coincide with the employee's Anniversary Date. 

(3) If the promotion places the employee in Step 5 of their Salary Schedule 

and salary range, the Step Increase Date will coincide with the date of the 
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promotion. Once the employee attains a salary at Step 6 or Step 7 (top 

longevity salary steps), the Step Increase Date will be changed to coincide 

with the employee's Anniversary Date. See Section 10 (c)(8) above. 

(b) Pay Rates Following Demotion: 

(1) If a classified employee is demoted to a classification with a lower salary 

range, the employee shall be assigned to a salary step in the lower range, 

as follows: 

If a disciplinary demotion: The employee will be assigned to a salary step 

in the lower classification's salary range that earns less money than the 

employee was earning before the demotion. No change shall be made in 

the Anniversary Date or the Step Increase Date. 

If a non-disciplinary demotion: The employee will be assigned to the salary 

step in the lower classification's salary range that the employee would have 

reached if the employee had never promoted to the higher classification. 

No change shall be made in the Anniversary Date or the Step Increase 

Date. 

(2) Unclassified Employees: In the event of a demotion of an Unclassified 

Employee, the adjusted salary shall be as approved by the City Manager. 

(c) Pay Rates Following Transfer: 

When a classified employee transfers from one position to another in the same 

classification or to another classification to which the same Salary Schedule and 

salary range is applicable, the employee shall remain at the same salary step and 

shall retain his/her Anniversary Date and Step Increase Date. 

Section 14. Applicable Pay Rates Following Salary Range Increases and Decreases 

(a) If a salary range for a given classification increases, the incumbents of the 

classifications affected shall have their existing pay adjusted to the same step in 

the new salary range (Step 2 to Step 2, Step 3 to Step 3, etc.). 

(b) Except in the case of an overall Salary Schedule adjustment, if a salary range is 

decreased, incumbents shall retain their same dollar amount of pay within the 

lower salary range. If the employee's present rate exceeds the maximum step of 
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the lower salary range, the employee shall continue to receive the same dollar 

amount, which shall be designated a "Y" rate and indicated by a capital "Y" 

following the salary each time it appears on personnel records or transactions. 

Said "Y" rate shall be cancelled when the Salary Schedule and salary range reach 

the employee's original pay rate or upon vacancy of the position. 

(c) If a salary range change becomes effective on an employee's Anniversary Date, 

he/she shall first receive any within-range adjustment to which he/she is entitled 

and then receive his/her corresponding step adjustment. 

(d) If a salary range change becomes effective on the date an employee is promoted 

to a higher classification, he/she shall first receive any corresponding step 

adjustment to which he/she is entitled in the lower classification, and then the next 

higher step promotional adjustment as provided in Section 13(a) above. 

Section 15. Salary on Reclassification of Positions 

(a) If a position is reclassified to a classification having the same maximum salary, the 

salary and the Anniversary Date of the incumbent shall not change. 

(b) If a position is reclassified to a classification which has a higher salary range, the 

salary shall be adjusted in accordance with Section 14(a) above. 

(c) If a position is reclassified to a classification with a lower salary range, the 

incumbent's salary shall not change, as provided in Section 14(b) above. 

Section 16. Initial Adjustments to Compensation Plan 

Subject to the provisions of this Resolution, the salary ranges referenced by this 

Resolution shall be applicable to all positions allocated to classifications listed in the Classification 

Plan, a copy of which is on file in the Human Resources Department. 

Each employee shall be paid the salary or compensation in accordance with the salary range 

prescribed for the classification to which his/her position is allocated. 

Section 17. Hours of Work 

  All City employment is based on a forty hour work week with the following exception: 

Shift personnel in the Fire Department work twenty-eight (28), twenty-four (24) hour 

scheduled duty shifts in a six (6) pay-period cycle. 
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Section 18. Overtime 

THIS SECTION IS SUBJECT TO APPLICABLE FEDERAL AND/OR STATE 

LEGISLATION AND/OR CITY RESOLUTION. 

(a) It is the policy of the City of Santa Clara to avoid overtime work whenever possible. 

The City recognizes however, the obligation to provide services to the community 

and, on occasion, may require employees to extend work shifts or to be called 

back to work due to emergencies, personnel shortages, or required workloads. 

Employees contacted for overtime work have an obligation to affirmatively respond 

to this need unless incapacitated or due to extenuating circumstances beyond the 

control of the employee and reasonably acceptable to the City. Failure on the 

employees part to affirmatively respond to such requests and/or to acceptably 

document such extenuating circumstances or incapacitation will be in violation of 

the City's rules and regulations and may be subject to formal disciplinary action. 

(b) The Department Head or designee shall authorize overtime. 

(c) Compensatory time off shall be taken as determined by the Department Head and 

shall be at the employee's convenience where practical. If the employee does not 

take the time off, the employee shall be paid at the employee's regular rate of pay. 

(d) All classified employees will be paid overtime or be eligible for compensatory time 

off in accordance with existing policy. 

The employee may not accrue more compensatory leave hours than permitted by 

the current MOU or Department policy. 

(e) Unclassified employees are not entitled to overtime compensation. The monthly 

salary shall be considered full compensation for all hours worked. 

Section 19. Holidays 

(a) With the exceptions stated below, employment holidays are: 

New Year's Day 
Martin Luther King Jr. Day 
President's Day 
Spring Holiday 
Memorial Day 
Independence Day 
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Labor Day 
Admission Day 
Columbus Day 
Veterans' Day 
Thanksgiving Day 
Friday following Thanksgiving Day 
Christmas Day 

and every day appointed by the City Council as a holiday. On days appointed by 

the City Council as "special" or "limited" holidays, City offices shall remain open 

and shall function in their normal and usual manner. 

(b) A special or limited holiday is a holiday applying only to one or more job 

classifications, and not generally observed Statewide by all employers. Holidays 

listed in Section 19(a) are not special or limited holidays. 

(c) If a holiday falls on Sunday, the holiday will be observed on Monday. If a holiday 

falls on Saturday, the holiday will be observed on the preceding Friday. Except for 

sworn Police and Fire Department personnel working shifts, regular employees will 

receive eight (8) hours of compensatory time off if the "observed" holiday falls on 

their scheduled day off. 

(d) For employees of the Recreation Division of the Parks and Recreation Department: 

If an employee works 40 hours in a workweek that includes a holiday, the employee 

will be paid double time and a half for the hours worked on the holiday. If the 

employee works 32 hours or less in a week that includes a holiday, the employee 

will be paid double time for the hours worked on the holiday. 

Section 20. Vacations 

(a) Regular employees shall accrue vacation leave on a bi-weekly basis, provided that 

the employee is in a paid status for at least two-thirds (2/3) of the hours of the pay 

period (53.4 hours or 74.67 hours for 24-hour employees), at the rate set forth by 

the current Memorandum of Understanding. 

(b) Maximum vacation accrual will be set forth in the current Memoranda of 

Understanding. 

(c) Vacation time off shall be subject to approval of the Department Head. Vacation 

eligibility will be as set forth in the current Memorandum of Understanding subject 

to any limitations contained therein. 
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(d) Vacation time off for Department Heads shall be subject to the approval of the City 

Manager. 

(e) In accordance with the current Memorandum of Understanding, regular employees 

who separate from City service with accrued vacation time shall be paid for unused 

vacation on the effective date of separation. Employees may use vacation time on 

his/her last day(s) of City service to continue in a paid status without being present. 

(f) In case of the death of an employee, payment for accrual vacation shall be made 

to the estate of the employee, or in accordance with State law. 

Section 21. Vacation/Sick Leave Conversion 

(a) For all employees except 24-hour Employees 

Employees in this category have the option, subject to approval, of converting sick 

leave to vacation leave on a two-to-one basis. The maximum allowable exchange 

will be 96 hours of sick time for 48 hours of vacation leave per calendar year. 

Minimum exchange will be 8 hours sick leave for 4 hours of vacation. 

(b) For all 24-hour Employees 

All provisions are the same as in the preceding section except the conversion ratio 

will be three-to-one; the maximum allowable exchange will be 216 hours of sick 

leave for 72 hours of vacation leave; minimum exchange will be 12 hours of sick 

leave for 4 hours of vacation leave. 

(c) General Rules for Vacation/Sick Leave Conversion 

The vacation/sick leave conversion program set forth in this resolution is intended 

to provide a means for the individual employee to convert sick leave to vacation 

leave on the ratio set forth in this section. Such conversion, either to convert sick 

leave to vacation leave or vice versa shall be subject to the following conditions: 

(1) All requests to convert sick leave to vacation leave shall be submitted in 

writing to the Department Head in advance of intended vacation utilization. 

(2) The granting of such conversion and subsequent use will be at the 

discretion of the Department Head. 
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(3) If the employee has not been permitted the use of the converted vacation 

leave within twelve (12) months, and has submitted at least one written 

request for utilization, the employee will have the option to re-convert the 

vacation leave to sick leave in reverse ratio* to the original conversion. This 

conversion will be allowed only for previously converted sick leave to 

vacation and will not be permitted for regularly accrued vacation leave. 

(4) If an employee, after converting sick leave to vacation leave, exhausts all 

of his/her remaining sick leave, he/she may make a written request to the 

Department Head to re-convert vacation leave to sick leave on a reverse 

ratio* basis. A written physician's statement attesting to the illness/injury is 

required and requests are subject to Department Head approval. 

(5) Sick leave converted to vacation is not available for use during the same 

pay period as the conversion. 

(6) This section only applies to employees whose Memorandum of 

Understanding allows for the temporary overaccrual of vacation. If an 

employee has converted sick leave to vacation and will exceed his/her 

vacation maximum accrual at the end of the calendar year, he/she will have 

the option to re-convert vacation leave back to sick leave on a reverse ratio* 

basis. Such re-conversion shall be limited to previously converted sick 

leave to vacation and may not exceed the amount necessary to reduce the 

accrued vacation to the maximum allowable. Regularly accrued vacation 

leave, including vacation leave accrued in excess of the maximum 

allowable, will not be eligible for this re-conversion to sick leave. 

*NOTE: As used in this section, "reverse ratio" is intended to mean that the ratio of sick leave to 

vacation leave will revert to the original ratio at the time of the initial conversion. 

Section 22. Sick Leave 

(a) Sick leave shall be accrued at the rate 96 hours per calendar year (3.7 hours per 

bi-weekly pay period). For purposes of determining eligibility for sick leave accrual, 

employees must be on a paid status for at least 36 hours, excluding overtime, sick 

leave, family sick, family death, or personal leave, during the bi-weekly pay period. 

(Paid vacation, compensatory time off (CTO), holidays, and emergency paid leave, 
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in addition to actual time worked, count toward the minimum hours required for 

accrual.) 

(b) Fire Department employees on a twenty-four (24) hour shift shall accrue 288 hours 

sick leave per calendar year (11.07 hours per bi-weekly pay period). For purposes 

of determining eligibility for sick leave accrual, Fire Department employees working 

on a shift basis must be in a paid status at least 50 hours during the bi-weekly pay 

period, excluding overtime, sick leave, family sick leave, family death leave, or 

personal leave. (Paid vacation, compensatory time off (CTO), holidays, and 

emergency paid leave, in addition to actual time worked, count toward minimum 

hours required for accrual.) However, Fire Department personnel not employed on 

a 24-hour shift basis shall accrue sick leave as set forth in the Section 22(a). 

(c) Sick leave accrued in a pay period may not be used during the same pay period. 

(d) Accrued sick leave may be used for leave consistent with leave under the Family 

Medical Leave Act (FMLA), the California Family Rights Act (CFRA), Government 

Code Section 12945(b)(1) or death of a member of the employee's immediate 

family (immediate family as defined by FMLA or CFRA). 

(e) In the event of a death of a member of an employee's immediate family, the 

employee may use accrued sick leave as family death leave with approval of the 

City Manager (see Section 23: Bereavement Leave). 

(f) Not more than 48 hours of the employee's accrued sick leave (or six (6) shifts for 

24-hour Fire employees) may be used as family sick leave within a calendar year 

for the care or attendance of members of his/her immediate family. "Immediate 

family" is defined as: spouse, parent, step- parent, child, step-child, sibling, 

grandparent, grandchild, aunt or uncle, niece or nephew, first cousin, parent by 

marriage, son or daughter-in-law, sibling by marriage, foster parent, domestic 

partner, anyone residing with employee, and anyone dependent on employee for 

care. The City Manager or designee may approve the use of additional sick leave. 

(g) Upon a doctor's certification that the employee is disabled because of pregnancy, 

or childbirth, or related medical condition, the employee may utilize accrued sick 

leave. 

(h) Accrued sick leave may be applied during industrial injury or illness leave. 
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(i) The City Manager or the employee's Department Head may require the employee 

to provide a physician's certificate, or otherwise, confirming that the employee was 

sick during any period of sick leave. If an employee uses 40 hours or more of sick 

at one time, the employee shall provide to the Department Head a doctor's note 

certifying that the employee is physically able to perform the essential functions of 

the employee's position upon the employee's return to work. 

(j) A medical leave of absence for one calendar year without pay may be granted by 

the City Manager. If the employee is unable to return to work at the end of one year 

of leave of absence without pay, his/her service shall be terminated or retired. 

(k) A medical leave of absence granted by the Family and Medical Leave Act of 1993 

(FMLA) or the California Family Rights Act (CFRA) will run concurrently with any 

paid leave. 

(I) Sick leave will have an unlimited accrual for use. However, payment of sick leave 

at retirement will be limited to a maximum of 1,500 hours (or 3,000 hours for 24-

hour Fire employees). For employees who have accumulated more than 1,500 

hours (or 3,000 hours for 24-hour Fire employees), the employee shall not be 

permitted to receive payment at retirement for more than the hours they had on 

the books as of January 1, 2004, plus 1,500 hours (or 3,000 hours for 24-hour Fire 

employees). 

(m) Employees leaving City service, except when on military leave, shall forfeit all sick 

leave benefits except as noted below. Sick leave may be used during a period of 

vacation prior to separation only with medical certification. 

(n) Employees whose service with the City aggregates fifteen (15) years or more shall 

be entitled, upon retirement, to payment for sick leave then accumulated for 

continuous service upon the following basis: 

(1) Sick leave hours earned at the rate of ninety-six (96) hours per year shall 

be converted to their dollar equivalent based on the regular rate of pay last 

held by the employee, and those with 25 years or more service shall be 

entitled to be paid 75% of said accumulated sick leave; 

(2) those with 20 years or more service shall be paid 50% of said accumulated 

sick leave; and 
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(3) those with 15 years or more service shall be paid 25% of said accumulated 

sick leave. 

(o) Sick leave hours earned by Fire Department public safety employees on a twenty-

four (24) hour shift basis, shall first be divided in half and the balance converted to 

their dollar equivalent based on the reduced twenty- four (24) hour average hourly 

rate of pay last held by the employee, and then paid on the same schedule as that 

set forth above. 

(p) In the event of death of an employee, all accrued sick leave shall be paid to the 

employee's estate at full value. 

(q) No City employee shall be entitled to paid sick leave under any of the following 

circumstances: 

(1) Disability arising from any sickness or injury purposely self-inflicted or 

caused by the employee's willful misconduct, including, but not limited to, 

intoxication and misuse of narcotics or drugs. (Employees may use sick 

leave for alcohol or drug addiction rehabilitation consistent with the existing 

Civil Service Rules and Regulations.) 

(2) Sickness or disability sustained while on an unpaid leave of absence. 

(3) Disability or illness arising from compensated employment other than with 

the City of Santa Clara. 

(r) Sick leave shall not be used in lieu of, or in addition to, vacation except as stated 

herein. 

(s) Separation of an employee's continuous employment or service, except by reason 

of layoff for lack of work or funds, shall abrogate all sick leave accrued to the time 

of such separation, regardless of whether or not such person subsequently 

reenters the City service, except as otherwise required by law. 

(t) "Observed" holidays occurring during sick leave shall not be counted as a day of 

sick leave. 

(u) Upon written determination from a qualified workers' compensation or City 

physician that the employee is declared permanently incapacitated for further duty 
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due to injury or illness, the City will apply for a disability retirement immediately, in 

accordance with the retirement administrative procedures. 

Section 23. Bereavement Leave 

(a) The City will provide employees with a paid bereavement leave benefit to attend 

to the customary obligations arising from the death of a member of the employee's 

immediate family, as defined in this section. 

(1) Employees are eligible to receive up to forty (40) hours (or three (3) shifts 

for 24-hour Fire employees) of bereavement leave in the event of the death 

of a parent, child, or sibling of the employee, employee's spouse, or 

employee's domestic partner (including, in each case, step, adoptive and 

in-law), spouse or domestic partner. 

(2) Employees are eligible to receive up to three (3) work days, regardless of 

shift assigned, (or two (2) shifts for 24-hour Fire employees) of 

bereavement leave in the event of the death of a grandparent, grandchild, 

aunt or uncle of the employee, employee's spouse, or employee's domestic 

partner (including, in each case, step, adoptive and in-law). 

(3) Employees are eligible to receive up to one (1) work day, regardless of shift 

assigned, (or one (1) shift for 24-hour Fire employees) of bereavement 

leave in the event of the death of a great-grandchild, great-grandparent, 

niece, nephew, or first cousin of the employee, employee's spouse, or 

employee's domestic partner (including, in each case, step, adoptive, and 

in-law). 

(b) The bereavement leave benefit is based on each death occurrence and is not 

charged through the total compensation model (Salary Adjustment Form). 

 (c) Up to forty (40) hours (or five (5) shifts for 24-hour Fire employees) of additional 

bereavement leave may be charged as family death leave to an employee's sick 

leave balance with City Manager approval. 

(d) At the request of the City, the employee will provide verification.  
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Section 24. Military Leave 

(a) The purpose of this program, is to reduce the financial burden of a significant 

reduction in pay and benefits to those employees who historically would receive 

only their military pay while responding to our nation’s or state’s call for service. 

(b) Military leave with pay shall be granted in accordance with the applicable sections 

of the Military and Veterans Code of the State of California and federal law. Military 

Leave (Initial Military Leave or Extended Military Leave) is for active duty training 

and deployments only. 

(c) Initial Military Leave: 

(1) The employee will receive full City pay for Initial Military Leave for active 

duty training and deployments for up to thirty (30) calendar days per fiscal 

year (July 1 to June 30). Non-active duty training is not eligible for paid 

military leave. Employees may use their own leave accruals for non-active 

duty training, with the exception of sick leave. City pay will not be reduced 

by any earnings received by the employee from the military. 

(2) Employees on continuous active duty training or deployments that exceed 

one fiscal year (in other words, where the deployment encompasses two 

continuous fiscal years or some portion thereof) shall be ineligible for Initial 

Military Leave until after the employee has returned to work for some period 

of time. Employees will receive extended military leave for the active duty 

training or deployment that spans more than one fiscal year, pursuant to 

the terms set forth below.  

(d) Extended Military Leave: 

(1) Any Military Leave for active duty training and deployments exceeding 30 

calendar days will be paid at a reduced rate (“Extended Military Leave”), 

subject to approval by the City Manager or their designee. Non-active duty 

training is not eligible for Extended Military Leave. 

(2) An employee is eligible for Extended Military Leave for up to twenty-six (26) 

pay periods. Any Extended Military Leave exceeding twenty-six (26) pay 

periods requires prior approval by the City Manager or their designee. An 

employee is ineligible for Extended Military Leave until 12 months has 
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passed since their return to work following previous Extended Military 

Leave. 

(3) Extended Military Leave, when added to any earnings received by the 

employee from the military, shall not exceed the employee’s base pay and 

any premium pay(s) the employee was receiving from the City when the 

employee went on Military Leave. For purposes of calculating Extended 

Military Leave, meal allowances and housing allowances received by the 

employee from the military shall not be included as earnings received by 

the employee from the military. 

(4) Employees on Extended Military Leave are required to provide copies of 

their military pay stubs (or other equivalent documentation) to the City’s 

Human Resources Department on a monthly basis. Any delay by the 

employee in providing the required information will delay the payment 

reconciliation described in Section 24(d)(5) below. 

(5) Payment Reconciliation. Subject to Section 24(d)(4) above: 

i. During Extended Military Leave, an employee shall initially receive 

a biweekly pay of approximately forty-five percent (45%) of the 

employee’s base pay and any premium pay(s) the employee was 

receiving from the City when the employee went on Military Leave. 

Forty-five percent (45%) represents the estimated difference 

between the employee’s pay with the City and any earnings 

received by the employee from the military (excluding any meal 

allowances and housing allowances received by the employee from 

the military).  

ii. After receiving three (3) months of the required information as set 

forth in Section 24(d)(4) above, the City’s Finance Department will 

commence the process to provide the employee approximately one 

hundred percent (100%) of the employee’s base pay and any 

premium pay(s) the employee was receiving from the City when the 

employee went on Military Leave, minus any payment previously 

received by the employee pursuant to Section 24(d)(5)(i) above and 

any earnings received by the employee from the military (excluding 
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any meal allowances and housing allowances received by the 

employee from the military). 

iii. After the first reconciliation process is complete, reconciliation data 

will be used to adjust the biweekly pay so that the total pay received 

from the City and the military (excluding any meal allowances and 

housing allowances received by the employee from the military) will 

be approximately seventy-five percent (75%) of the employee’s 

base pay and any premium pay(s) the employee was receiving from 

the City when the employee went on Military Leave. 

1. Seventy-five percent (75%) allows for the employee to 

receive more pay while they are on Extended Military Leave 

than what they would have otherwise received and/or 

mitigates any potential over payments that an employee 

would be required to return to the City.  

iv. Upon the end of Extended Military Leave and the employee’s return 

to work to the City, the employee is required to provide their final 

military pay stubs (or other equivalent documentation) to the City’s 

Human Resources Department. Upon receipt of the required 

information, the City’s Finance Department will commence the 

process to provide the employee approximately one hundred 

percent (100%) of the employee’s base pay and any premium 

pay(s) the employee was receiving from the City when the 

employee went on Military Leave, subject to Section 24(d)(3) 

above. 

v. The employee shall be required to return any amounts provided by 

the City in Extended Military Leave if it is determined that the City 

provided the employee more than one hundred percent (100%) of 

what the employee would have received had they been working for 

the City. 
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Section 25. Jury Duty 

No deductions shall be made from the pay of a regular employee for the hours that jury 

duty intrudes upon the assigned work shift providing that he/she submits any jury fees collected 

to the City. Employees may keep mileage fees received as reimbursement for the use of a private 

vehicle. An employee accepted for jury duty shall immediately notify his/her Department Head. 

Section 26. Court Appearance as a Witness 

No deductions shall be made from the salary of an employee who has been subpoenaed 

as a witness as a result of having observed an event or occurrence while on City duty providing 

he/she submits the witness fee. The same procedures are to apply as in the above paragraph. 

Section 27. Uniform Allowance 

A standard uniform regulation shall apply to designated Police and Fire Department 

uniformed personnel. Eligibility and annual amounts to be paid by the City will be based upon 

criteria as set forth in current Memorandum of Understanding. Payments for uniform allowance 

will be made bi-weekly. 

Newly hired personnel will not receive uniform allowance during the initial twelve (12) 

continuous months of employment in the classification eligible for uniform allowance. Upon 

satisfactory completion of 12 months of employment, payment in the amount equal to full uniform 

allowance (where applicable) will be paid for the initial 12 months of employment inclusive of any 

partial amount which would have been incurred in a previous year (on a pro-rated basis). 

The City shall also provide for the repair of, or replacement based on the remaining useful 

life of the uniform article damaged while actively engaged in the line of hazardous duty in the 

Police and Fire service. All safety equipment supplied by the City damaged while actively engaged 

in the line of hazardous duty shall be replaced at no cost to the employee. 

Section 28. Insurance Benefits 

Types of insurance: 

1. Health, Dental, Short and Long Term Disability, and Life Insurance:  

The City may arrange for and make available to City of Santa Clara employees the 

following group insurance benefits: Health, Dental, Short and Long Term Disability, 

Life Insurance, Voluntary Employees Beneficiary Association (VEBA), Employee 

Assistance Program and Flexible Spending Plan. The City has the obligation to 
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change, alter, modify or the right to discontinue such plans when mandated by the 

provider. Current contracts for these insurance benefits shall be on file in the City 

Clerk's Office. 

2. Health Allocation: Employee Bargaining Groups shall, on a once a year basis, 

commencing with the beginning of the calendar year, designate a fixed maximum 

monthly sum to be paid by the City for all represented employees toward applicable 

insurance premiums. 

To be eligible for the health allocation, a represented full-time employee 

must be on a paid status for at least 80 hours (112 hours for 24- hour employees) 

in the month prior to the month of coverage. Part-time employees will have access 

to full health and dental benefits, but the total health allocation will be pro-rated to 

hours worked. 

If the premiums for the individual employee exceed the amount allocated, 

the balance is paid by a salary deduction from the paycheck of the individual 

employee or under special circumstances, paid directly by the employee. 

If the premiums are less than the monthly amount allocated, the difference 

will be refunded twelve (12) times a year. 

3. Insurance Premium Payments During Periods of Work-related Injuries: For an 

employee who is temporarily disabled due to an accepted workers' compensation 

claim and has not earned the health allocation, the City will continue to pay the 

required premiums up to the amount of the health allocation until the employee is 

able to return to full duty or is declared permanent and stationary. However, should 

the injury be determined by the City's Workers' Compensation Third Party 

Administrator and/or the Workers' Compensation Appeals Board to not be service 

connected, the employee shall repay the City in full the premiums paid on his/her 

behalf. 

Section 29. Retirement Benefits 

Pursuant to Section 1200 of the City's Charter, the California Public Employees' 

Retirement System is the Retirement System of the employees of the City. As a condition of 

employment, employees of the City automatically become members of the Public Employees' 
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Retirement System. The current contract between the City of Santa Clara and the Public 

Employees Retirement System is on file in the City Clerk's Office. 

The Retirement System is divided into two Retirement Formulas, for Public Safety 

Employees and Miscellaneous Employees, as follows: 

(1) Public Safety Employees - 3.0% at age 50 Retirement Program ("Classic"); 2.7% 

at age 57 ("New"). 

(2) Miscellaneous Employees - 2.7% at age 55 Retirement Program ("Classic"); 2.0% 

at age 62 ("New"). 

Section 30. Leave of Absence Without Pay 

A leave of absence without pay may be granted as follows: 

(a) The City Manager may grant a leave without pay not to exceed one (1) calendar 

year. 

(b) Maternity Leave. 

The term "maternity leave" refers to a leave of absence without pay 

because of pregnancy, childbirth, or related medical conditions. Pursuant to the 

Federal Pregnancy Discrimination Act (Pub. L. 95-555, 92 Stat. 2076 (1978) 42 

U.S.C. 2000e), the rules and regulations issued pursuant thereto by the Equal 

Employment Opportunity Commission and Section 12945 of the California 

Government Code, the City Manager may grant a leave without pay not to exceed 

four (4) months for disability caused by pregnancy, childbirth, or related medical 

conditions. The City Manager may extend the leave up to eight (8) additional 

months. 

The employee will give reasonable written notice of the need for maternity 

leave and her estimated duration of the leave. 

Accrued vacation time (pursuant to Section 20) and accrued sick leave 

(pursuant to Section 22) may be used by the employee during the maternity leave. 

(c) Family Leave. 

Pursuant to the federal "Family and Medical Leave Act of 1993" (FMLA) 

and the California Family Rights Act (CFRA), the City Manager may grant a leave 
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without pay for up to twelve (12) workweeks in a rolling twelve (12) month period 

for the care of an employee's spouse, child, or parent who has a serious health 

condition or the employee's own serious health condition that makes the employee 

unable to perform the functions of his/her position. The City Manager may 

authorize additional unpaid leave to increase the total leave without pay to one (1) 

calendar year. 

When the employee has requested a Medical Leave of Absence without 

Pay or Maternity Leave of Absence and Family Medical Leave simultaneously, 

FMLA leave shall run concurrently with such leaves. 

Section 31. Right of Employee to Retain Position 

When a leave of absence with or without pay is granted, it is with the definite 

understanding that the employee will be restored to the position vacated by him/her at the 

expiration of his/her leave. 

Section 32. Temporary Changes in Work Schedules 

(a) General Rule - Temporary changes in work schedules shall be made whenever 

required. However, such changes shall be considered emergencies and 

emergency overtime rules shall apply whenever: 

(1) less than fourteen (14) hours advance notice is given to eight (8) hour, nine 

(9) hour, ten (10) hour, or twelve (12) hour shift employees; or 

(2) less than forty-two (42) hours advance notice is given to Fire Department 

employees working a twenty-four (24) hour shift. 

(b) During the City's Annual Cleanup Campaign, the City may temporarily change the 

regular hours of work, on regular work days, of employees, upon 14 hours advance 

notice. Change in assignment for employees must be limited to shifts commencing 

up to one hour either prior to their regular shifts or up to one hour after the 

commencement of their regular shifts at straight time salary. Employees so 

assigned will work a nine (9) hour work day excluding unpaid time for meals. Any 

hours in excess of a regular (e.g., 9/80) schedule will be paid at the prevailing 

overtime rate. 
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Section 33. 

This Resolution supersedes Resolutions Nos. 636, 3144, 3830, 4652, 7650 and amendments 

thereto. 




