rr REPORT TO COUNCIL,
REDEVELOPMENT AGENCY
SUCCESSOR AGENCY AND

HOUSING AUTHORITY

City of Sacramento
915 | Street, Sacramento, CA 95814-2671
www.CityofSacramento.org

Consent

October 21, 2014

Honorable Mayor and Members of the City Council

Honorable Chair and Members of the Housing Authority Board

Honorable Chair and Members of the Redevelopment Agency Successor
Agency Board

Title: Approval of Revised Sacramento Housing and Redevelopment Agency
(SHRA) Personnel Rules

Location/Council District: Citywide

Recommendation: 1) Adopt a City Resolution approving the revised Sacramento
Housing and Redevelopment Agency (SHRA) Personnel Rules; 2) a Housing
Authority Resolution approving the revised Sacramento Housing and Redevelopment
Agency (SHRA) Personnel Rules; and 3) a Redevelopment Agency Successor
Agency Resolution acknowledging that the Sacramento Housing and Redevelopment
Agency (SHRA) is authorized to approve the revised Personnel Rules.

Contact: La Shelle Dozier, Executive Director, 916-440-1319, James Shields, Director
of Administration, 916-440-1319

Presenters: Not Applicable
Department: Sacramento Housing and Redevelopment Agency

Description/Analysis

Issue: This report recommends that the City Council and Housing Authority of
the City of Sacramento authorize SHRA to approve minor changes to the SHRA
Personnel Rules. The proposed amendment will be effective October 21, 2014
and is provided as Exhibit A. This amendment includes clean-up and clarification
language to the previously adopted Personnel Rules. Because the
Redevelopment Agency Successor Agency is the successor to the dissolved
Redevelopment Agency as a member of the SHRA, but with restricted authority
under the Dissolution Law, RASA is acknowledging this action.



October 21, 2014
Compensation and Benefit Recommendations for Unrepresented SHRA Employees

Policy Considerations: The recommended actions in this report are consistent
with SHRA policy and labor relations practices.

Environmental Considerations:

California Environmental Quality Act (CEQA): The proposed actions
consist of governmental fiscal activities which do not involve a
commitment to any specific project, and as such, does not constitute a
“oroject” under the California Environmental Quality Act (CEQA)
Guidelines Section 15378 (b)(4).

National Environmental Policy Act (NEPA): The proposed
administrative and management activity is an exempt activity under the
National Environmental Policy Act (NEPA), 24 CFR (a)(3).

Rationale for Recommendation: SHRA’s Personnel Rules were last revised in
2013. These rules incorporate changes due to updated SHRA policies, and
federal and state labor and employment laws.

Financial Considerations: Not applicable

M/WBE and Section 3 Considerations: The items discussed in this report have no
Minority and Women'’s Business Enterprise (M/WBE) impact; therefore MAWBE
considerations do not apply.
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October 21, 2014
Revised SHRA Personnel Rules

RESOLUTION NO. 2014 -

Adopted by the Sacramento City Council

on date of

APPROVAL OF REVISED SACRAMENTO HOUSING AND REDEVELOPMENT
AGENCY (SHRA) PERSONNEL RULES

BACKGROUND

A. The proposed actions consist of governmental fiscal activities which do not involve
a commitment to any specific project, and as such, does not constitute a “project”
under the California Environmental Quality Act (CEQA) Guidelines Section 15378
(b)(4). There is no federal involvement associated with this action; therefore, the
National Environmental Policy Act (NEPA) does not apply.

B. The proposed revision to the SHRA Personnel Rules consists of clean-up and
clarification language to the previously adopted Personnel Rules.

BASED ON THE FACTS SET FORTH IN THE BACKGROUND,THE CITY COUNCIL
RESOLVES AS FOLLOWS:

Section 1. All evidence presented having been duly considered, the findings,
including environmental findings regarding this action as stated
above are approved.

Section 2.  The revised SHRA Personnel Rules effective October 21, 2014, provided as
Exhibit A, are approved.

Table of Contents
Exhibit A — Revised SHRA Personnel Rules
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1.1

1.2

1.3

SECTION 1

GENERAL PROVISIONS

INTRODUCTION

These Rules set forth the practices and procedures that are to be followed by employees of
the Housing Authority of the City of Sacramento, the Redevelopment Agency of the City of
Sacramento, the Housing Authority of the County of Sacramento, the Redevelopment
Agency of the County of Sacramento, and the Sacramento Housing and Redevelopment
Agency ("Agency") in the administration of its personnel program.

PURPOSE AND OBJECTIVES

These Personnel Rules apply to all aspects of the Agency’s personnel administration and are
administered by the Administrative Director. In addition, these provisions also cover current,
duly adopted Collective Bargaining Agreements and Resolutions of the Governing Boards
that address terms and conditions of employment not covered by these Rules. These Rules
have been adopted in order for the Agency to achieve the following objectives:

A. Provide, implement, and maintain a system of personnel administration, including
appointment of employees, appeal and dismissal procedures. Agency employment will be
made on the basis of merit and fitness. Employees with exempt status serve at the
pleasure of the Executive Director and may be terminated with or without cause.

B. Establish and maintain a position classification plan in which all Agency positions are
arranged into classes based upon their duties, authorities and responsibilities.

C. Provide for a compensation plan that includes for each class a minimum and maximum
rate and such intermediate rates as are considered necessary and equitable.

D. Provide just and equitable incentives and conditions of employment to promote
efficiency, economy and public responsiveness in the operation of the Agency.

E. Provide that the tenure of employees covered by these Rules is be subject to satisfactory
professional work behavior, and satisfactory work performance, necessity for the
satisfactory completion of the work, and the availability of funds.

F. These rules cannot cover every situation known or unknown, however they are intended
to provide a culture of mutual respect for the employees and a professional work
environment.

EQUAL EMPLOYMENT OPPORTUNITY

The Agency is an equal opportunity employer. We enthusiastically accept our responsibility
to make employment decisions without regard to race, religious creed, color, age, sex, sexual
orientation, gender identity, genetic information, national origin, religion, marital status,
medical condition, disability, military service, pregnancy, childbirth and related medical
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1.5

conditions, or any other classification protected by federal, state, and local laws and
ordinances.

Under the leadership of the Administrative Director, our management is dedicated to
ensuring the fulfillment of this policy with respect to hiring, placement, promotion, transfer,
demotion, layoff, termination, recruitment, advertising, pay, and other forms of
compensation, training, and general treatment during employment.

No one will be subject to, and the Agency prohibits, any form of discipline or retaliation for
reporting perceived violations of this policy, pursuing any such complaint, or cooperating in
any way in the investigation of such complaints.

WORKPLACE HARASSMENT PREVENTION

The Sacramento Housing and Redevelopment Agency (SHRA or Agency) prohibits any form
of harassment or any other inappropriate conduct toward any of our employees, independent
contractors, customers, partners, vendors, suppliers, or other third party’s based on an
individual’s “protected characteristic.” Protected characteristics include an individual’s race,
religion, color, sex, sexual orientation, gender identity, national origin, ancestry, citizenship
status, age, uniform-service member status, marital status, pregnancy, medical condition or
disability, and any other characteristic protected by federal, state, or local law or ordinance.

A. The Agency prohibits:

1. Discourteous or offensive conduct or language toward the public, fellow employees
or officials.

2. Any conduct related to employment which impairs, disrupts, or causes discredit to the
Agency or Agency service.

These rules are intended to promote a policy that allow and promote employees to be
treated with respect and dignity. To this end, the Agency will not condone or tolerate any
form of harassment at the workplace. An Agency employee charged with any of the
above misconduct will be subject to disciplinary action up to and including termination.

PERSONNEL MEMORANDA

Because these Rules are not exhaustive, the need may arise from time-to-time for additional
clarification, explanation or extension of these Rules. The Executive Director is authorized to
issue personnel memoranda to clarify, explain or extend these Rules as circumstances
warrant.

A, Such memoranda will be effective from the date of their issuance until they are
revoked by the Executive Director or the Governing Board by the adoption or amendment of
further Rules or memoranda.

B. Such memoranda will serve as precedents to guide the implementation of these Rules
in a consistent and fair manner.

13



C.

These Rules and any personnel memoranda will be maintained by Human Resources

in their most current form and implemented by the Administrative Director after giving due
consideration to the following:

—_—

7 8

8.

. Employer/Employee Relations Policy
. Conflict of Interest Code

. Out of Town Travel Policy

Agency Safety Policy and other similar policies

. Insurance requirements

All federal, state, and local laws and regulations
Collective Bargaining Agreements

Recruitment Plan

1.6  CONFLICT BETWEEN PERSONNEL RULES AND COLLECTIVE BARGAINING
AGREEMENTS

In the event of conflict between the Personnel Rules and Collective Bargaining Agreements,
the Collective Bargaining Agreements prevail.

1.7  ABBREVIATED REFERENCES

Throughout these Rules, the following abbreviated references are utilized solely to maintain
clarity of expression and style.

A. “Governing Board” refers to any and all governing bodies of the constituent agencies and

authorities, as they may from time-to-time be constituted.
“Agency” refers to the following entities:

1. Sacramento Housing and Redevelopment Agency

2. Housing Authority of the City of Sacramento

3. Housing Authority of the County of Sacramento

4, Redevelopment Agency of the City of Sacramento

5. Redevelopment Agency of the County of Sacramento

1.8  SAVING CLAUSE
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1.9

If any parts of these Rules are found to be illegal, such illegality will not in any way
invalidate any other parts of these Rules.

COMPENSATION ERRORS

A. The purpose of this section is to ensure the orderly administration of the Agency payroll
by providing for 1) a fixed period of time within which the Agency or an employee may
recover compensation, benefits, or credits for payroll errors, and 2) a procedure for
correcting payroll errors.

B. With regard to payroll errors, reimbursement to the Agency by the employee or to the
employee by the Agency will be determined by current labor law limits.

C. Where the Human Resources Manager determines a payroll error , the Administrative
Director or designee will take the following action:

1.

2.

Provide written notice to the employee.

With regard to future payrolls, immediately correct the error to avoid overpayment
and over crediting or underpayment and under crediting to the employee.

Ensure any compensation due to an employee from the Agency is made in one lump
sum as soon as practical, but no later than the second payroll following detection of
the error,

If the employee owes the Agency, ensure the amount owed is repaid in increments of
at least $50 per pay period for a period not to exceed twenty-four months or subject to
a repayment schedule as agreed to by the employee and the Agency.

Ensure any adjustments for integrating state disability or workers’ compensation
payments with accrued sick leave are made on a one-time lump sum basis, unless
otherwise approved by the Administrative Director. It is the employee's obligation to
submit copies of state disability or workers’ compensation payments to Human
Resources immediately upon receipt of each payment.

EMPLOYEE CONTACT AND OTHER INFORMATION

Every employee has a continuing obligation to provide the Human Resources Department
with his/her current address, phone number, emergency contacts, and changes in dependent
coverage/beneficiary.
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SECTION 2

DEFINITIONS

The terms below as used in these Rules are defined as follows:

2.1

2.2

23

24

2.5

2.6

ADMINISTRATIVE DIRECTOR

The individual assigned the responsibility of administering the Agency’s personnel program
and other related duties as may be required by the Executive Director.

ADMINISTRATIVE LEAVE - PAID

Paid leave with benefits. Administrative leave may be granted or required by the Executive
Director or designee; generally reserved for circumstances involving on-going investigations,
or the safety or health of employees. (See Section 2.56 for unpaid admin leave)

ADMINISTRATIVE LEAVE - UNPAID

Where an employee has made him/herself unavailable for work the employee will be placed
on unpaid leave.

AGENCY-DESIGNATED GROUP INSURANCE CONTRIBUTION

The total monthly amount the Agency contributes towards medical, dental and life insurance
and dependent care reimbursement for benefited employees.

ALLOCATION

The assignment of an individual position to its proper class in accordance with the duties
performed and the authority and responsibility exercised.

ANNIVERSARY DATES

A. Salary Anniversary

The day after successful completion of a probationary period (including an extension of a
probationary period) or fifty-two (52) weeks after reallocation under the flexible staffing
concept. The salary anniversary date may change as a result of a Leave of Absence.

General Clerical and Service, and Operations and Maintenance employees’ probationary
period is twenty-six (26) weeks.

Administrative and Technical employees’ probationary period is fifty-two (52) weeks.

Confidential employees’ probationary period is twenty-six (26) weeks.
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2.7

2.8

2.9

2.10

211

2.12

2.13

B. Agency Service Seniority

Date of appointment of an employee to regular or part-time employment. Time worked
as a Temporary or Temporary Service employee is not included in the determination of
Agency Service Seniority.

C. Classification Seniority

The date an employee begins probation in a specific job classification or is
reallocated/reclassified in that classification.

APPEAL

A formal request in written form by an employee to higher authority for redress or
adjudication of a management decision in accordance with Section 12 of these Rules.

APPLICANT

A person who, under these Rules, has made formal application for employment.
APPOINTING AUTHORITY

The Appointing Authority in all instances, except for the Executive Director's position, is the
Executive Director, The Executive Director may delegate this authority in writing to another
employee of the Agency. Any such delegation will be in effect from date of the issuance of
the delegation until such time as it is revoked or exercised directly by the Executive Director.

The Appointing Authority for the Executive Director position is the Governing Boards of the
Agency.

APPOINTMENT

The offer to a person and the acceptance of a position in accordance with these Rules.
CANDIDATE

A person whose application or transfer request for employment has been accepted.
CERTIFICATION

The submission of names of eligible candidates from an appropriate list to the Appointing
Authority by the Administrative Director.

CLASS OR CLASSIFICATION
All positions sufficiently similar in duties, responsibilities, working conditions, and

requirements, to permit grouping under a common title with equitable application of common
standards of selection, transfer, promotion, and salary.
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2.14

2.15

2.16

2.17

2.18

2.19

2.20

2.21

CLASS SPECIFICATION

A statement or guideline of the essential functions, responsibilities and qualification
requirements of positions included in a particular class.

CLASSIFICATION PLAN

The arrangement of positions in classes, together with the titles and specifications describing
each class.

CLASSIFIED SERVICE

All limited-term and part-time positions, and those regular positions that typically require the
successful completion of a probationary period to achieve regular status.

COBRA

Consolidated Omnibus Budget Reconciliation Act (COBRA) allows terminated employees to
extend participation in Agency group medical and dental plans (at the insured’s own cost) for
18 months if they are terminated for any reason other than “gross misconduct.” Eligible
beneficiary(ies)/dependents can extend their participation (at the insured’s own cost) in the
plan for up to 36 months if, 1. the employee dies, 2. there is a divorce or legal separation, or
3. a dependent child ceases to be a dependent due to marriage, attainment of age 23, or
change in custody.

COST OF LIVING ALLOWANCE (COLA)
A percentage increase of salary, generally based on the Consumer Price Index (CPI).
CONFLICT OF INTEREST

Conflict between an employee’s interests and the Agency's interests. Employees in specific
job classifications designated by the Agency may be required to complete Conflict of
Interest, Gift Policy, and Disclosure Statements in which they declare any interests that may
be in conflict with Agency policies or action. Conflict of Interest forms are filed with the
Agency Clerk and are public information.

COMPENSATORY TIME OFF (CTO)

Authorized paid time off accrued by working more than eight (8) hours per day in a regular
schedule or over eighty (80) hours per pay period in a flex work schedule. Exempt
employees are not eligible for CTO.

DEMOTION

The movement of an employee from a position in one class to a position in another class
having a lower salary range, either voluntarily or initiated by the Appointing Authority.
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222

223

224

225

2.26

2.27

2.28

2.29

ELIGIBLE

A person who has passed all components of the examination process and is certified as a
candidate for certification for employment. A certified eligible candidate has no guarantee of
employment.

ELIGIBLE LIST

A list of candidates who have passed all the components of the examination process and have
been certified as eligible for hiring.

EXAMINATION
The process of testing to determine either basic qualification or rank order of merit.
EXECUTIVE DIRECTOR

The chief executive officer of the Agency who serves at the pleasure of the Governing
Bodies.

EXEMPT EMPLOYEES

They serve at the pleasure of the Executive Director., Accordingly, they are not subject to a
probationary period, just cause if not required for discipline, and there are no appeal rights.
Nothing in these Rules will be construed to be an express or implied covenant or contract or
to create a property right or tenure for any person appointed to Agency positions that are
exempt from the classified service. Exempt employees include the following:

A. The Executive Director and Deputy Executive Director.

B. All executive, management and supervisory personnel in positions listed in Exhibit "A"
who serve at the pleasure of the Executive Director.

C. All temporary employees; and

D. Volunteer personnel and personnel appointed to serve without pay.

EXEMPT MANAGEMENT

The Executive Director and the occupants of those managerial positions listed in Exhibit "A."
EXEMPT SERVICE

All positions to which exempt employees are appointed.

FLEXIBLE STAFFING
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2.30

2.31

232

233

2.34

2.35

A procedure by which certain positions may be reallocated to the next higher level with the
supervisor's or committee’s recommendation when permitted by provisions in the class
specifications or approved procedures.

FLEXIBLE SCHEDULE

Hours of work other than 8:00 a.m. to 5:00 p.m., but totaling eighty (80) hours per pay
period.

FLEX WORKWEEK

A. 9/8/80: A total of eighty (80) hours worked in nine (9) days over a two (2)-week pay
period. Usually, the employee works eight nine-hour (8/9) days and one eight-hour (8)
day during the two (2) weeks, with one (1) workday off when compared to the traditional
work schedule.

B. 4/10: A total of eighty (80) hours worked in four (4) ten (10) -hour days a week over a
two (2)-week pay period. Usually, the employee works eight (8) ten (10) hour days
during the two (2) weeks, with one (1) workday off every week.

C. Other: Other flex workweeks may be established with the approval of the Executive
Director or designee.

GREEN CIRCLED

An employee may be green circled for various reasons, a green circled employee receives
pay at a rate that exceeds the maximum salary step of their classification; green circled
employees will be eligible for COLAs

GRIEVANCE

A grievance is any dispute between the (A) the parties, (B) the Agency and an employee or
employees, or (C) between or among employees, with respect to the meaning, interpretation,
application or enforcement of the collective bargaining agreement(s).

HEALTH INSURANCE CONTRIBUTION

The maximum monthly amount the Agency contributes towards health insurance only
(applies to both active employees and retirees). Does not include dental or life insurance or
dependent care reimbursement.

Employees who retire under the Public Employees’ Retirement System (PERS) law are
eligible for a retiree health insurance contribution benefit allocation from the Agency. Such

allocation is determined by the Agency and may be changed at any time subject to
Government Code Section 22892.

LAYOFF
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2.36

237

2.38

235

2.40

241

A separation of at least one (1) employee due to lack of work, lack of funds, abolishment of a
position, or other reasons required to ensure the efficient operation of the Agency.

LEAD PAY

When the appointing authority designates a regular employee, in writing, as a lead worker,
that employee shall receive five percent (5%) increase in base salary for each hour worked;
for the first six (6) months, thereafter an additional five (5) percent. Employees designated
as a lead worker shall be for a specific project of limited duration.

LEAVE OF ABSENCE

Permission to be absent from duty with or without pay for a specified period and for a
specified purpose, with the right to return to the same classification before or at the
expiration of the period. Leave of absence shall be requested in writing to the Human
Resources Manager and shall state specifically the reason(s) for the leave, the date when the
leave is to begin and the probable date of return.

OUTSIDE/SUPPLEMENTAL EMPLOYMENT

Employees requesting permission to accept employment outside the Agency are required to
submit an Application for Permission for Outside Employment form as outlined in the
Agency’s Policy/Procedure Instructions manual. Any employee whose request for
supplementary employment is denied by the Appointing Authority or designee will have the
right to appeal to the General Counsel, whose decision will be final.

PERSONNEL ACTION

Any action taken with reference to appointment, compensation, promotion, transfer, layofT,
dismissal, or any other action affecting work status.

PERSONNEL FILE OR PERSONNEL RECORDS

Those confidential records maintained and controlled by the Administrative Director
regarding employees.

POSITION

A combination of the duties regularly assigned to be performed by one person. These are the
types of positions in the Agency:

A. Regular

A position in the classified service or the exempt service in which an employee may be
expected to be continuously employed on a full-time basis.
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