PERSONNEL POLICIES AND PROCEDURES MANUAL
INDEX

SECTION 100 — EMPLOYMENT
Recruitment, Selection and Placement
Employment of Relatives
Employment Status
Pre-Employment Physical Examination
Fingerprinting
Identification Cards
Employment Oath
Employee Orientation
Probationary Period
Employee Transfer
Internal Promotion
Employee Termination
Reinstatement
*Appeal to City Council
Personal Requisitions
Employee Layoffs

SECTION 200 — PERSONNEL AND PAYROLL ACTIVITY
Payroll
Personnel and Payroll Activities
Time Reporting
Non-Exempt Overtime
*Management Positions
Stand-By Compensation
Merit Salary System
Performance Evaluation
Call Back Compensation
Employee Salary Increase Procedures

SECTION 300 — EMPLOYEE BENEFITS
Continuation of Benefits
Credit Union
Educational Incentive Program
Employee Physical Examination
Group Life Insurance
Holidays
Industrial Injury Supplemental Wage Benefit
Jury Duty
Pregnancy Disability Leave (PDL)
Group Medical, Surgical & Hospitalization Insurance
Paid Military Leave
Leave of Absence
Rest Periods/Meal Periods
Retirement System
Sick Leave
Uniform Allowance



SECTION 300 — (continued)
Vacation Eligibility
Deferred Compensation Plan
Group Dental Insurance
Family and Medical Leave (FMLA) and California Family Rights Act (CFRA)

SECTION 400 — CONTINUING POLICY
Attendance
Bulletin Board
City Sponsored Membership
Employee Discipline
Employee Grievance Procedure
Employee Travel Expenses
Misconduct Charges
Off-Duty Activities
Off-Duty Employees
Replacement or Repair of Employee Personal Property
Service Awards
*Solicitations and Contributions
Tuition Reimbursement
Voting
Parking
Key Request
Personal Automobile Travel
*Destruction of Certain Personnel Records
*Use of City Vehicles
*Suggestion Program
*Political Activities of Public Employees
*No Smoking in City Owned/Leased Buildings
Drug Free Workplace
Modified Duty/Return to Work Program
Cellular Telephone Use
Federal Transit Administration Drug and Alcohol Testing Programs
Employee Dress and Personal Appearance
Harassment

SECTION 500 — EMPLOYEE RELATIONS
Hazardous Material Incident Notification — Contact List
*Labor Relations
*Impasse
*Dues Check off
*Management Rights
*Meet and Confer Procedures
*Peaceful Performance of City Services
*Release of Information



