TERMS OF EMPLOYMENT
FOR THE

CONFIDENTIAL AND EXEMPT CLASSIFICATIONS OF:

Administrative Secretary (Confidential)
Executive Secretary to the City Manager/Deputy City Clerk
Secretary to the City Attorney
Senior Administrative Secretary

EFFECTIVE JANUARY 1, 2008 through DECEMBER 31 , 2010
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SECTION | - GENERAL PROVISIONS

The provisions of the Terms of Employment are effective January 1, 2008 to December 31,
2010. It shall recommence automatically on January 1, 2011 and on the first day of
January of each succeeding year, unless either City or Employees provides written notice
to the other party requesting to modify or amend the Terms of Employment. In such case
the terms, conditions, and provisions shall continue and remain in full force and effect until
such time as any modifications or amendments are approved by the City Council. In the
event that the City is unable to provide salary increases due to budget constraints, the City
reserves the right to impose new modifications on salary increases.

SECTION Il - MANAGEMENT RIGHTS AND RESPONSIBILITIES

The City has and retains the rights and functions of management, including but not limited
to: the right to determine the methods, means and personnel by which its operations are to
be conducted; to determine the mission of each of its constituent departments, boards and
commissions; to set standards of service to be offered to the public considering employee
safety and workload; to classify positions; to add or delete positions or classes; to
establish standards for employment, promotion and transfer of employees; to establish
and enforce dress and grooming standards; to direct its employees; to take disciplinary
action for cause; to schedule employees; and to relieve its employees from duty because
of lack of work or other legitimate reasons. Any and all of these actions must be within the
legal limits of this agreement, and State and Federal laws.

SECTION Illl - HOURS OF WORK

Work Day - employees shall work the equivalent to an 81.25 hour-schedule per pay period
over the course of a 12-month period. Actual work schedule maybe adjusted to the benefit
of public service and contingent upon City Manager approval.

There shall be a sixty (60) minute lunch break and a fifteen (15) minute work break shall be
allowed each morning and each afternoon at a time mutually agreeable to the employee
and the supervisor, provided that when needs of the department so require, such
employees may be required to forego such breaks when ordered to do so by their
supervisor.

Employees shall be entitled to receive overtime pay or compensatory time off for hours
worked in excess of the established workday. Prior approval from the supervisor must be
obtained before any overtime work is performed. Employees who are eligible to receive
overtime may elect to receive compensatory time off in lieu of cash overtime payments.

1) Compensatory time off must be provided at time and one-half for each hour worked.




2) Compensatory time off is voluntary. An employee may elect to not take
compensatory time off. The employee shall be allowed to use compensatory time
off upon reasonable request and if it does not unduly disrupt the operations of the
department. It must be recognized that approval of time off requests will be subject
to departmental staffing requirements and operational priorities.

3) Authorization of compensatory time off requests shall not be unduly withheld and
the employee shall be promptly notified of any management decision.

4) Employees may accumulate up to 240 hours of comp time. The 240-hour limitation
is a maximum, all other hours must be paid in cash at the rate earned by the
employee at the time the employee receives payment. Approved requests for
compensatory time account payments shall be submitted with the regular payroll
time sheet.

5) Upon termination, all accumulated compensatory time off must be paid to an
employee at his/her current rate or his/her rate for the past three years, whichever is
higher. The last three years of employment is defined as the three-year period
immediately prior to termination, so that if an employee has a break in service, the
period of employment after the break will be treated as a new employment.

SECTION IV - SALARIES

General Increases A salary increase every July 1% for the term of the Terms and
Conditions of Employment in accordance with increases in the Consumer Price Index (CPI-
W) for the San Francisco Bay Area as of April of each year. Such employee salary
increases shall not be less than four (4) percent nor more than six (6) percent.

Salary Range Differentiation A salary range for the positions of Senior Administrative
Secretary, Executive Secretary to the City Manager/Deputy City Clerk, and Secretary to the
City Attorney, is hereby established at, and shall remain at least five (5%) above the hourly
rate of the highest compensated Police Senior Administrative Secretary position. The
salary range for individuals hired to these listed positions after January 1, 2008, shall be
maintained without the 5% salary range differentiation.

SECTION V - HEALTH BENEFITS

Medical The City participates in the P.E.R.S. Health Benefit Plans. The maximum City
contribution per month, for medical insurance shall be as follows:

Employee only $105.00
Employee + one  $220.00
Full Family $285.00




Optional Benefit Account The City agrees to pay up to 100% of the Kaiser plan medical
premiums at the appropriate level of coverage. If the employee chooses a more expensive
plan, the City agrees to pay up to 90% of the medical premium of the employee’s selected
plan, at the appropriate level of coverage less the maximum City contribution to P.E.R.S.
Health Benefit Plans. In addition to the monthly contributions to P.E.R.S., the City shall
maintain an optional benefits account for these purposes. The employee may use all or
part of the monthly optional benefit amount to pay for medical plan premiums at the
appropriate level of coverage. Example:

90% of City’s Monthly
Level of Coverage Monthly Contribution to | Monthly Optional

Premium for P.E.R.S. Benefit Amount
Blue Shield

Family-Blue Shield

HMO ($1,121.04

month) $1,008.94 $285 $ 836.04

Employee’s share is

10% (3121 .10)

The Optional Benefit amounts shall be adjusted should premiums increase while the Terms
of Employment is in effect.

If an employee chooses to participate in a medical plan with premiums lower than the total
maximum City contribution to P.E.R.S. and the optional benefit account contributions, the
remaining balance shall not be reimbursed to the employee.

Employees receiving medical coverage from another source, may elect to contribute fifty
percent (50%) of the Kaiser premium (based upon level of coverage e.g. 3-party or 2-party)
into an existing Deferred Compensation Plan or the employee may receive the said fifty
percent (50%) in cash. To elect this option, the employee shall demonstrate that he or she
is adequately covered by another source (e.g. spouse or parent). Second coverage shall
be approved by the Personnel Director. If an employee loses secondary coverage due to
unforeseen circumstances, s/he shall be covered by the City health plan as soon as
possible, subject to Carrier approval.

Dental Plan The City participates in the Delta Dental Plan. The dental plan coverage
provides a 50/50 orthodontia plan for children only, with a $3,000 maximum.

Dual Dental Coverage The City agrees to contribute fifty percent (50%) of the amount
authorized for basic dental benefits into an existing Deferred Income Plan or the employee
may elect to receive the said fifty (50) percent in cash. To elect this option, the employee
shall demonstrate that he or she is adequately covered by another source (e.g. spouse or
parent). Second coverage shall be approved by the Personnel Director. If an employee
loses secondary coverage due to unforseen circumstances, s/he shall be covered by the
City dental plan as soon as possible, subject to Carrier approval.

The Dual Dental Coverage does not apply to employees hired on or after January 1, 2008.




Employee Assistance Program The City agrees to provide an Employee Assistance
program for employee and eligible dependent(s).

Vision/Co-Pay Rebate Program The City agrees to contribute the amounts listed below
for each employee, each year, toward the Cafeteria Plan, during the term of the Terms and
Conditions of Employment. The purpose of this benefit is to allow employees to request
reimbursement for receipted physician, hospital, prescription co-payments, deductibles,
dental, and vision expenses.

$425.00 for 1/1/08 through 12/31/08
$450.00 for 1/1/09 through 12/31/09
$450.00 for 1/1/10 through 12/31/10

New employees shall receive prorated vision care contribution based on hire date

as follows:
Hire Date

Breakdown for
113731 400 each Year will
4/1 - 6/30 300 be adjusted

based on
7/1 - 9/30 200 amounts listed
above

10/1 — 12/31 100

In accordance with IRS regulations, such amounts shall be contributed on a calendar year
basis and the City agrees that any amount not utilized for a specific calendar year by the
employee for these purposes be re-deposited into the Cafeteria Plan account the following
calendar year. Any unused amounts during the term of the agreement will not be re-
deposited to the employee’s account after December 31, 2010.

SECTION VI - LIFE INSURANCE

All Classifications listed herein, shall be entitled to City-paid premiums on a sixty thousand
dollar Life Insurance Policy.

SECTION VII - DISABILITY INSURANCE

The City shall pay the premium for a long term disability insurance policy, covering two
thirds of monthly salary, after a thirty day deductible, for all classifications listed herein.

SECTION VIl - LONGEVITY PAY

All full-time employees who attain fifteen (15) years service with the City of San Pablo shall
receive an additional three percent (3%) of base salary, as a longevity incentive.




SECTION IX - BI-LINGUAL INCENTIVE

Employees who are bi-lingual and who regularly use their skills, and are recognized as
such by their respective supervisors, shall receive an additional five (5%) percent of base
salary upon application and approval of the Personnel Director.

SECTION X - VACATION LEAVE

1) Accrual
The classifications listed herein shall receive Vacation Leave as follows:

Years of Service Number of Vacation Hours per Year

T 75.00
2 75.00
3 75.00
4 112.50
5 112.50
6 e, 112.50
7o, 112.50
8 e, 112.50
9 112.50
10 e, 112.50
11 e, 150.00
12 e, 150.00
13 e, 150.00
14 i, 150.00
15 150.00
16 e, 157.50
17 e, 165.00
18 172.50
19 180.00
20 ., 187.50
21 e, 195.00
22 e, 202.50
23 e, 210.00
24 e, 217.50
25 i, 225.00

While vacation time accrues from the first full calendar month of full-time
employment for all classifications shall be required to have served the equivalent of
six (6) months of continuous service in the City in order to be eligible for annual
vacation leave; provided, however, that if a regular employee terminates his/her
employment with the City before completion of six months of service, the employee
or his/her estate will receive pay for earned vacation leave.




Use of Vacation

The times during the calendar year at which an employee may take vacation leave
shall be determined by the Department Head, with due regard for the wishes of the
employee and particular regard to the needs of the service. Employees will be
permitted to carry over up to a maximum of 2 years vacation days. Thereafter,
employees who reach the maximum 2 years vacation accrual and maintain said 2-
year accrual shall no longer accrue vacation until accrual is below the maximum
balance of 2 years. Vacation accruals and balances are reflected on an employee’s
paycheck providing an opportunity to properly schedule vacation(s) and allow further
vacation accrual. Should the City deny a requested vacation leave and such denial
will result in the employee reaching the maximum 2 years accrual, the City will cash
out the denied amount of vacation.

In the event one or more Municipal holidays fall within an annual vacation leave,
such holidays shall not be charged as vacation leave, and the vacation shall be
extended accordingly.

Employees who terminate employment shall be paid in a lump sum for all accrued
vacation leave earned prior to the effective date of termination. No such payment
shall be made for vacation accumulated contrary to the provisions contained herein.

Employees desiring vacation leave must request such leave at least one (1)
calendar week in advance of the time desired, except that Department Heads may
grant such leave on shorter notice at their option and if the employee requests it.

An employee who becomes ill or injured during his/her vacation may request that
the time be deducted from his/her earned Sick Leave and the vacation be
rescheduled at a later date, or be extended.

Payment in Lieu of Unused Vacation - All classifications may elect to "cash out"
vacation leave to a maximum of 37.5 hours by notifying the Finance Division in
writing no later than November 15th of each year and payment shall be made in
conjunction with the November 30th payroll.

SECTION XI - SICK LEAVE

1)

Accrual For all classifications, Sick Leave with pay shall be accrued at the rate of
7.5 hours per calendar month of service. Sick Leave shall not be regarded as a
privilege which an employee may use at his/her discretion but shall be allowed only
in the case of necessity and actual sickness or disability. Unused Sick Leave shall
be accumulated at the rate of 90 hours per year, without limit.

An employee whose classification is listed herein, may use up to 22.50 hours of sick
leave per fiscal year for mental health reasons.




Usage The classifications listed herein shall be allowed Sick Leave pay on the
following basis:

(a) If an employee is required to be absent from duty when he/she is unable to work
due to illness or injury, Sick Leave payments for such absence shall commence on
the first day of the absence provided, however, that employee has earned Sick
Leave;

(b) An employee who is receiving payments under the Workers' Compensation Act
of California shall receive the difference between the Disability payments under the
Workers' Compensation Act and full salary during the first ninety (90) days or any
portion thereof, and such payment shall not be deducted from accrued Sick Leave;

(c) The right to benefits under the Sick Leave plan shall continue only during the
period that the employee is employed by the City. This plan will not give any
employee the right to be retained in the service of the City or any right to claim of
sickness disability benefits after separation from the services of the City. When an
employee receives compensation under the Workers' Compensation Act of
California, such compensation shall be considered part of the salary to be paid to an
employee under the provisions of this section. The amount paid by the City shall be
the difference between the amount received from the Workers' Compensation
Carrier and the employee's regular rate of pay;

(d) Any employee absent, or expecting to be absent, because of sickness or other
physical disability, personal or family, shall notify his/her supervisor prior to the
beginning of the work day or as soon thereafter as possible, but in any event during
the first day of such absence;

(e) A supervisor may notify the employee in writing, asking for a physician’s
statement as to the nature of the iliness and its anticipated duration. In the case of
absence due to a contagious disease, the employee will be required to present a
medical release before he/she may return to work. In such cases, notification of this
requirement shall be given in writing whenever possible.

(f) Atthe written request of the appointing authority, an employee may be required
to submit to an examination by the City's Medical Examiner and, if the results of the
examination indicate that the employee is unable to perform his/her duties or in the
course of said duties exposes others to infection, the employee shall be placed on
sick leave without privilege of reinstatement until adequate medical evidence is
submitted that the employee is competent to perform the duties, or will not expose
others to infection.

Any employee so examined shall have the right to submit the reports of a competent
medical authority of his/her selection and at his/her expense, in addition to the
report submitted by the City's Medical Examiner. In the event of a conflict of opinion
and/or recommendations of the two (2) examiners, a third examiner shall be
selected by the first two examiners and a final decision shall be made by the
Personnel Board, based on the three (3) reports.




(g) Upon depletion of accumulated Sick Leave an employee will be deemed to be
on medical leave of absence without any pay, for a period not to exceed sixty (60)
calendar days. If the employee is unable to return to work at the end of this period,
he/she must request further medical leave, which will be subject to the approval of
the City Manager. If further leave is granted, the employee must notify the City of
his/her intent to return to work, every thirty (30) days. If further leave is not
requested, or granted after a request, the employee's service with the City shall be
considered to be terminated.

(h) No Sick Leave shall be allowed for time off for an injury incurred while working
for another employer.

(i) Time off for iliness shall be charged to sick leave and not to vacation and
compensatory time off unless and until all available sick leave has been exhausted.

SECTION XIl - BEREAVEMENT LEAVE

Upon death of an immediate family member (spouse or registered domestic partner and
children/stepchildren including parents, brothers, sisters, grandparents, mother/father in-
law, brother/sister in-law, and grandchildren); bereavement leave with pay for a period not
to exceed four (4) working days, or five (5) if travel in excess of four hundred (400) miles is
required, shall be granted. The employee shall inform the City of the name and relationship
of the person who died.

SECTION XIll - CAFETERIA PLAN

It is the City provides a Cafeteria Plan. This procedure will allow employees to voluntarily
reduce their taxable income in favor of deposits to the plan. Expenses related to eligible
dependent care (disabled elderly family members, childcare, etc.) would then be available
to the employee, upon submittal of a request to the plan administrator, as a tax-free
reimbursement.

SECTION XIV - FAMILY CARE LEAVE/PREGNANCY LEAVE

City shall provide Family Care Leave and Pregnancy Leave in compliance with and in
accordance with the Federal Family and Medical Leave Act of 1993 (FMLA) and the
California Family Rights Act of 1993 (CFRA).

SECTION XV - JURY DUTY

Should employees holding the positions listed herein be required to report for Jury Duty,
leave shall be granted for such purpose, upon presentation of Jury notice to the
department head. Said employee shall receive full pay for the time served on a Jury,
provided the employee remits to the City all fees as soon as received by the employee for
such duties. Compensation for mileage or subsistence allowances shall not be considered
as fees and shall be retained by the employee.




