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RESOLUTION NO. 3264

A RESOLUTION OF THE LOCAL AGENCY FORMATION COMMISSION
FOR SAN BERNARDINO COUNTY, STATE OF CALIFORNIA,
AMENDING SECTION Il (HUMAN RESOURCES) OF ITS
POLICY AND PROCEDURE MANUAL

On Wednesday, April 18, 2018, on motion of Commissioner , duly
seconded by Commissioner , and carried, the Local Agency Formation
Commission adopts the following resolution:

SECTION 1. The Local Agency Formation Commission for San Bernardino County,
State of California (hereafter shown as “LAFCQO”), hereby finds and determines that it wishes to
amend Section Il — Human Resources of its Policy and Procedure Manual. The amendments
include changes that affect the Commission’s finances as well as non-substantial changes.

SECTION 2. The Local Agency Formation Commission for San Bernardino County
therefore determines, resolves and orders that:

1. Section Il = Human Resources of the Policy and Procedure Manual is hereby
amended.
2. The amended Section Il — Human Resources of the Policy and Procedure

Manual attached to this resolution as Exhibit “A” and incorporated herein by
reference, is adopted and approved.

SECTION 3. The Executive Officer of LAFCO is ordered to certify the passage of this
resolution and to cause a copy of the amended Policy and Procedure Manual to be posted on
the LAFCO Website, and a certified copy of this resolution to be forwarded to the County
Administrative Office, County Auditor-Controller/Treasurer/Tax Collector, and County Human
Resources Department for implementation.

THIS ACTION APPROVED AND ADOPTED BY THE LOCAL AGENCY FORMATION
COMMISSION FOR SAN BERNARDINO COUNTY BY THE FOLLOWING VOTE:

AYES: COMMISSIONERS:

NOES: COMMISSIONERS:



RESOLUTION NO. 3264

ABSENT: COMMISSIONERS:

STATE OF CALIFORNIA )
)ss.
COUNTY OF SAN BERNARDINO )

I, KATHLEEN ROLLINGS-McDONALD, Executive Officer of the Local Agency
Formation Commission for San Bernardino County, California, do hereby certify this
record to be a full, true, and correct copy of the action taken by said Commission, by
vote of the members present, as the same appears in the Official Minutes of said
Commission at its meeting of April 18, 2018.

DATED:

KATHLEEN ROLLINGS-McDONALD
Executive Officer
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SECTION il
HUMAN RESOURCES

Internal Operating Guidelines consolidated into Human Resources Policies and
Procedures — June 16, 2011

Human Resources Policies and Procedures and Benefit Plan incorporated into
Policy and Procedure Manual as separate sections — Sept er 28, 2011

Benefit Plan section consolidated into Human Resour licies and Procedures

section as Chapter V — August 19, 2015
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CHAPTER 1: WORKING ENVIRONMENT

1.

EMPLOYEE ACKNOWLEDGEMENT FORM (Amended June 16, 2011)

Consistent with applicable laws, the following policies represent the Human
Resources Policies and Procedures established by the San Bernardino Local
Agency Formation Commission (hereinafter “SB LAFCQO”). These policies
and procedures shall in no manner be interpreted as a guaranteed or implied
contract between the SB LAFCO and any employee or group of employees.

All employees shall acknowledge receipt of the Human Resources Policies
and Procedures by signing the form titled “Employee Receipt of San
Bernardino LAFCO Human Resources Policies and'Procedures” with
placement of the signed form in the employee’s personnel file.

AT- WILL-EMPLOYMENT (Amendeddune 16,2011)

The employment relationship between San Bernardino LAFCO and its
employees is for an unspecifigéhterm and may, be terminated by the
employee, or SB LAFCO Executive Officer orthe Commission of SB LAFCO
at any time, with or without cause or advaneed notice. The LAFCO
Commission is the appeinting autherity for the LAFCO Executive Officer. The
LAFCO Executive @fficeris the appointing authority for all other LAFCO
employees. Als@; SB LAEFCO reserves the right to transfer, demote, suspend
and administer‘discipling withser,without cause or advance notice.

None of thelpelicies;procedures or contents of this manual is intended to
createdany contraetual‘@bligations which in any way conflict with the SB
LARCO'’s policy oflAt-WilFEmployment. The at-will relationship can only be
modified, by a written agreement signed by the employee and the Executive
Officer or the Commission of SB LAFCO.

EQUAL EMPLOYMENT OPPORTUNITY (Amended June 16, 2011)

SB LAFCO is strongly committed to providing equal opportunity to all
employees and applicants for employment. SB LAFCO does not discriminate
on the basis of race, color, religion, national origin, ancestry, citizenship, sex,
age, medical condition, sexual orientation, genetic characteristics, gender
identity, marital status, pregnancy, physical or mental disability, caregiver
responsibilities, veteran or other protected status, or on the basis of any
perception that an applicant or employee has any of these characteristics or
on the basis that an applicant or employee is associated with someone who
has or is perceived to have these characteristics. SB LAFCO strictly prohibits
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the harassment of any individual on any basis listed above (see the Policy
Against Harassment for further clarification).

This policy applies to all employment practices, including recruitment,
advertising, job application procedures, hiring, firing, advancement,
compensation, training, benefits, transfers, social and recreational programs,
and any other terms, conditions and privileges of employment.

An employee who believes that he or she has been subjected to any form of
unlawful discrimination should make a complaint, preferably written, to the
Executive Officer. Complaints should be specific and'should include the
names of individuals involved and the names of anay'witnesses. SB LAFCO
will immediately undertake an effective, thorough and objective investigation
and attempt to resolve the situation. If SB LAECO determines that unlawful
discrimination has occurred, effective reme@ial action wilbbe taken to deter
any future discrimination.

Employees will not be retaliated againstfor lringing a complaint in good faith
under the Equal Employment Opportunity:Commitment Policy or the Policy
Against Harassment, or for h@nestly assistingiin investigating such a
complaint, even if the investigation‘produces insufficient evidence that there
has been a violation, or if the chargesfcannopbe proven. However,
disciplinary action maysbe taken'\if\false or frivolous accusations are made in
bad faith.

DISABILITY ACCOMMODATION

SB LAECO is‘committed,. to complying fully with state and federal disability
discrimination lawsy Aspreviously stated, no program or activity administered
by thexemployer shall exclude from participation, deny benefits to or subject to
discrimination any sndividual based on an employee’s actual or perceived
disability'anbased on an employee’s association with someone who has an
actual or perceived disability.

SB LAFCO is further committed to providing reasonable accommodation to
the known physical or mental limitations of an otherwise qualified applicant or
employee. If you believe you are a qualified individual with a disability and
that you need a reasonable accommodation in order to perform the essential
functions of your job, please notify the Executive Officer. The
accommodation process is interactive and allows the applicant or employee
to identify possible accommodations. However, SB LAFCO has the right to
choose among effective accommodations.

POLICY AGAINST HARASSMENT
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SB LAFCO prohibits and will not tolerate unlawful harassment. This
policy applies to all persons involved with SB LAFCO including
employees, applicants, customers or persons providing services
pursuant to a contract. This policy prohibits sexual harassment and
harassment based on an individual’s inclusion in a protected class,
such as race, color, religion, national origin, ancestry, sex, age,
medical condition, sexual orientation, gender characteristics, gender
identity, marital status, caregiver responsibilities, citizenship,
pregnancy, physical and mental disabilities, veteran or any other
consideration made unlawful by federal, state or local laws, including
persons perceived to have any of these charagteristics. SB LAFCO
will also take all responsible steps to preveat or eliminate unlawful
harassment by non-employees, includingfeustomers, clients, and
suppliers, who have workplace contactiwith SB LAFCO’s employees.
(Amended June 16, 2011)

DEFINITION

Unlawful harassment is generally éonduct that: does not relate to the
business of SB LAFCQ; has the purpase or effect of interfering with an
individual’s ability to work, orthat.creates»a hostile, intimidating or
abusing work environment; and is‘direeted at an individual because of
the individual’sqdnelusion i a‘protected class.

Conduct grohibited by this pelicy includes, but is not limited to the
followings

(17 “Verbal'conduct such as epithets, derogatory jokes or comments,
slursior unwanted sexual advances, invitations or comments;

(2) Visual conduct such as derogatory and/or sexually-oriented
postérs, photography, cartoons, drawing or gestures;

3) Physical conduct such as assault, unwanted touching, blocking,
normal movement or interfering with work because of sex, race
or any other protected basis;

(4)  Threats, demands to submit to sexual requests as a condition of
continued employment, or to avoid some other loss and offers of
employment benefits in return for sexual favors.

REPORTING AND COMPLAINT PROCEDURE

An employee who believes that he or she has been subjected to any
form of prohibited harassment should make a complaint, preferably
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written, to his or her supervisor, the Executive Officer or the Chair of
the Commission. If the employee is uncomfortable approaching either
his or her supervisor, the Executive Officer or the Chair of the
Commission, any other member of management is available to hear
their concerns. Managers must report all harassment complaints.
Complaints should be specific and should include the names of
individuals involved and the names of any witnesses.

SB LAFCO will immediately undertake an effective, thorough and
objective investigation and attempt to resolve the situation. SB LAFCO
will maintain confidentiality to the extent possible during the
investigation, however, disclosures of certaifi information to members
of management or as required by law may beynecessary. If SB
LAFCO determines that unlawful discriminationhas occurred, effective
remedial action will be taken commeénsurate withithe severity of the
offense up to and including termination. Appropriate action will also be
taken to deter any future haragSment.

D. NON-RETALIATION

Employees will not be retaliatethagainstfor bringing a complaint in
good faith under the Equal Employment Opportunity Policy or the
Policy Against Harassmenty©Or for honestly assisting in investigating
such a complaint, even if the investigation produces insufficient
evidencegdhat there has beena violation, or if the charges cannot be
proven. ‘However, disCiplinary action may be taken if false or frivolous
accusations.aré ' made in bad faith.

WORKPLACE ANTI-VIOLENCE POLICY (Amended June 16, 2011)

SB LAEEO is commiitted to providing a workplace that is free from acts of
violence'@nthreats of violence. In keeping with this commitment, SB LAFCO
has established‘a strict policy that prohibits any employee from threatening or
committing any act of violence in the workplace, while on duty, while on SB
LAFCO-related business, or while operating any vehicle or equipment owned
or leased by SB LAFCO. This policy applies to all employees.

In order to achieve our goal of providing a workplace that is secure and free
from violence, SB LAFCO must enlist each employee’s support. Compliance
with this policy and SB LAFCO’s commitment to a zero-tolerance policy with
respect to workplace violence is every employee’s responsibility. A violation
of the policy’s terms, by engaging in or contributing to violent behavior or by
threatening others with violence may lead to disciplinary action, up to and
including immediate termination.
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If an employee becomes aware of an imminent act of violence or threat of
violence, the employee is to immediately call 911 and then notify the
Executive Officer or any member of management. Employees should also
immediately inform the Executive Officer about any workplace security
hazards. If the Executive Officer is not readily available, employees should
immediately inform any member of Management so that appropriate action
can be taken.

There will be no retaliation against employees for bringing a complaint in
good faith under the Workplace Anti-Violence Policy or for honestly assisting
in investigating such a complaint, even if the investigation produces
insufficient evidence that there has been a violatian, ©Or if the charges cannot
be proven. However, disciplinary action may beftaken if false or frivolous
accusations are made in bad faith.

DRUG AND ALCOHOL POLICY

Because all employees deserve to work'in afsafe, efficient and productive
environment, all employees must work free from the effects of drugs, alcohol
or other controlled substances.

Drugs refer to any drug, including prescribedymedication, which is not legally
obtained. Using preseribed drugsifor other than prescribed purposes is also
not acceptable.

SB LAFCO strictlyyprohibits‘usingpbeing under the influence of, possessing,
distributing, sellingior'buying drugs or alcohol on SB LAFCO property or time,
includingbreakier meahperiods. The possession or use of drug
paraphernalia is‘also prehibited on SB LAFCO property or time, including
break or meal periods.

Each empleyee isfaccountable for the performance of his or her job duties
and personaleonduct at all times. Employees should be aware that if a
problem with their job performance exists, SB LAFCO will address those
issues with the employee, regardless of any substance problem that the
employee may have.

SB LAFCO considers failure to comply with these guidelines to be a serious
matter. It may result in disciplinary action, up to and including immediate
termination.

RELOCATION

The appointing authority may approve reimbursement of moving expenses
incurred by new employees upon proof/receipts provided. Such
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reimbursement is restricted to airfare, auto mileage, meals, overnight stay,
and airport transit.

Policy:

A.

The SB LAFCO Executive Officer may approve moving expenses up to
but not exceeding five thousand dollars ($5,000) for any employee new
to SB LAFCO employment for moving expenses authorized, incurred
and documented as a result of accepting the position and remaining for
twelve (12) months subsequent to hire.

The SB LAFCO Executive Officer may appr@ve moving expenses up to
but not exceeding five thousand dollars ($5,000) for any employee new
to SB LAFCO employment. The Chairman of'the Commission may
approve such moving expenses fordhe SB LAFCO,Executive Officer.
Reimbursement of moving expenses in excess of five,thousand dollars
($5,000) must be approved bygthe Commission.

For employees not covered by A'and B above, the following provision
applies.

To assist with the recruitmentanthappointment of qualified individuals
to hard-to-recruit positionsiclassifications, upon request of the
appointing authority, the Executive Officer or designee may authorize
reimbursement of a hew employee’s relocation-related expenses
incurredds a result of accepting employment with SB LAFCO, as
follows:

Miles'Relocated Maximum
Reimbursement
500-1000 Miles $1,000.00
1001-2000 Miles $2,000.00
More‘than 2000 Miles $2,500.00

Such reimbursement may be provided to employees upon initial
employment with SB LAFCO, provided that the employee (1) is
appointed to a regular position; (2) submits original receipts
documenting expenses incurred; and (3) agrees to remain employed in
the regular position for at least twelve months.

If the employee voluntarily resigns employment prior to completion of
12 months service, the employee shall be required to reimburse SB
LAFCO for any payment made under this subsection. If the employee
fails to reimburse SB LAFCO, the amount shall be recovered via
payroll recovery from the employee’s final pay.
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CHAPTER 2: EMPLOYMENT

1. EMPLOYMENT CATEGORIES AND CLASSIFICATIONS

A. EMPLOYMENT CATEGORIES

(1)

(2)

These categories do not guarantee employment for any
specified period of time. Accordingly, the right to terminate the
employment relationship at will at any time is retained by both
the employee and SB LAFCO.

a.

Exempt - Exempt employees are classified as being
exempt from the provisions of theistate and federal wage
and hour laws and aregeompensated,for performing
defined functions and assignments, notfor hours worked.
Irregular hours cafn be expected in these positions.

Non-Exempt - Non-exempt employees are classified as
being nop=exempt from the provisions of the state and
federal wage“and,hour laws,and are compensated for
hours worked and aréspaid overtime wages in
accordance with'state and federal regulations.

An employee’s EXEMPT or NON-EXEMPT classification
may/begehanged only upon written notification by SB
LAFCO management.

In“addition to the above categories, each employee will belong
to one,otheremployment category:

a.

Regular Full Time - Employees who are notin a
temporary status and who are regularly scheduled to
work 40 hours per week are Regular Full-Time
Employees and are generally eligible for SB LAFCO’s
benefit package, subject to the terms, conditions, and
limitations of each benefit program.

Part-Time - Employees who are not assigned to a
temporary status and who are regularly scheduled to
work less than 40 hours per week are Regular Part-Time
Employees. While they do receive all legally mandated
benefits on an hourly prorated basis (such as Social
Security and workers' compensation insurance), they
may not be eligible for all of SB LAFCQO’s additional
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benefit programs. (Eligibility for additional optional
benefits such as medical, life, etc., is based on the
current agreements with the insurance carriers. These
are reviewed annually for hours eligibility.) For additional
information please refer to benefit specifics.

Temporary - Employees hired as interim replacements, to
temporarily supplement the work force, or to assist in the
completion of a specific project are considered
temporary. The duration of the temporary position will be
based on the requirements of theproject or assignment
and may be full or part-time. Employment beyond any
initially stated period does gotin,any way imply a change
in employment status. Témporaryaemployees retain that
status unless and until‘notified of a‘change in writing,
signed by the Execudtive Officer. Temporary employees
are ineligible for SB LAFC@'s benefit programs except
legally mandated henefits.

Dual Appointments - Thexappointment of two (2) full time
employeesito theilsame budgeted regular position may be
authorized'by thefAppaointing Authority to facilitate
traiming, to make assignments to a position which is
vacantidue to extended authorized leave of absence or in
an emergency,

Job Share - When appropriate for business conditions,
SB,LAFCO will make reasonable accommodations for
empleyees who desire to share their position with other
gualified employees or eligible person subject to the
approval of the Executive Officer. These requests must
be in writing. Jobs may be shared on an hourly or daily
basis. Benefits provided by SB LAFCO shall be prorated
to the extent practicable.

EMPLOYMENT CLASSIFICATIONS

Classification is a management tool to ensure the accurate reflection of
tasks and duties involved in each position.

Whenever positions are subject to any change as a result of
classification review and are allocated within the Exempt Group, any
action shall be on the recommendation of the Appointing Authority.
Any request to review a classification action shall be submitted to the
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Appointing Authority who shall have the final and binding authority in
the review process determination.

Upgrade -- An upgrade is the reclassification of a position from one
classification to another classification having a higher base salary
range.

Downgrade -- A downgrade is the reclassification of a position from
one classification to another classification having a lower base salary
range. When a position is downgraded, the Appointing Authority may
authorize continuation of the same salary rategpayment to the
incumbent employee that the employee recéived prior to the
downgrading of the position by placing thé employee on an "X" step,
provided that the employee shall receive no future salary rate
increases until the salary rate of thegposition held exceeds the "X" step.

2. COMPENSATION

A. It is the intention of SB LAFCO topravide compensation to its
employees based on idéntified responsibilities, skill levels,
performance of responsibilitiespeducational accomplishments and
current comparable wages forthe“region.

Annual compensation reviews will be conducted to assess the
employees’ performance of the responsibilities as outlined in their job
descriptions, Thedpercéntage and/or dollar amount to be allocated for
merit increases will be determined in the annual budget process with
the’Commissiomby recommendation of the Executive Officer. Special
compensatien adjustments may be made if necessary.

Bi-annual review of the compensation structures will be conducted and
ir‘appropriate, adjustments made to accommodate any necessary
changessto the established salary range.
Issues regarding compensation should be addressed to the immediate
supervisor, Executive Officer or appointed Human Resources
Representative.

B. SALARY RANGES (Adopted June 16, 2011; Amended May 16, 2012;
Amended October 22, 2014; Amended April 15, 2015; Amended January
27, 2016; Amended July 20, 2016; April 18, 2018):
The following shall be the salary ranges for LAFCO positions.

Effective July 22, 2017, the following shall be the salary ranges for LAFCO
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positions (2.0% increase):

Position Hourly Range

Executive Officer $78.10 to $118.79
Assistant Executive Officer $38.21 to $52.61
Project Manager $29.88 to $41.45
LAFCO Analyst — GIS/Database | $25.83 to $35.49
Manager

Clerk to the Commission/Office $22.29 to $30.64
Manager

Administrative Assistant $18485 to $25.20

Effective July 21, 2018, the following shall'be the salary ranges for LAFCO
positions (3.0% increase):

Position Hourly Range
Executive Officer $81.52 to $111.20
Assistant Executive Officer $41.31 to 56.15
Project Manager $32.73 t0 44.34
LAFCO Analyst — GIS/Database | $27.82 to $37.77
Manager
Cletk to the Gommission/Office $24.92 to $33.52
Manager
Administrative Assistant $20.86 to $27.91

Effective July 20, 2019, the following shall be the salary ranges for LAFCO
positions (3/0% increase):

Position Hourly Range

Executive Officer $83.97 to $114.54
Assistant Executive Officer $42.55 to $57.83
Project Manager $33.71 to $45.67
LAFCO Analyst — GIS/Database | $28.65 to $38.90
Manager

Clerk to the Commission/Office $25.67 to $34.53
Manager

Administrative Assistant $21.49 to $28.75

Effective July 18, 2020, the following shall be the salary ranges for LAFCO
positions (3.0% increase)*:

11 EXHIBIT A



EXHIBIT A
San Bernardino LAFCO Policy and Procedure Manual

Section 11l — Human Resources Policies and Procedures
Position Hourly Range

Executive Officer $86.49 to $117.98

Assistant Executive Officer $43.83 to $59.56

Project Manager $34.72 to $47.04

LAFCO Analyst — GIS/Database | $29.51 to $40.07

Manager

Clerk to the Commission/Office $26.44 to $35.57

Manager

Administrative Assistant $22.13 to $29.61

*If assessed values are less than a two per€ent increase in the
2018/2019 fiscal year from the 2017/2018fiscal year, then the County
may, upon approval of the Board of Supervisorsadefer this three
percent increase until no later thandanuary 1, 2022

Each salary range shall have 44 steps.4lhe spread between steps
shall be approximately two and one-half percent (2.5%). The salary
schedule shows the hourly rate for'@ach step in the salary range.

SPECIAL ASSIGNMENT,COMPENSATION (Amended August 19,
2015)

Increases in pay may be granted to recognize the temporary
assignment of additional respensibilities that are significant in nature
and beyondithesiormal'scope of the position. No award shall be made
in any situation related to a vacation, short-term illness or other relief
which'is Six (6)'weeks or less. The duration of such assignments are
not intended\to exceed one (1) calendar year except in unusual
circumstances approved by both the Executive Officer and the
Commission or designee. Employees will normally not be in a
probationary status. The employee shall be required to meet
standards for satisfactory performance.

Compensation shall be awarded in pay period increments, and shall be
in the form of a specified percentage of the employee’s base pay. The
Appointing Authority will determine the amount in increments of one-
half percent (1/2%) from a minimum of two and one-half percent (2-
1/2%) up to a maximum of seven and one-half percent (7-1/2%). The
additional compensation will be computed at the specified percentage
of the current base pay of the employee for each pay period. Such
increases in pay shall not affect an employee’s step advancement in
the base range pursuant to the Salary Rates and Step Advancements
section.
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Requests for Special Assignment Compensation may be initiated by
the Appointing Authority or an employee via the Appointing Authority.
The Appointing Authority and the employee bear mutual responsibility
for initiating the compensation request in a timely manner and adhering
to the compensation provisions defined in this provision. It is important
to obtain Appointing Authority review of the request in advance of the
date the employee begins the assignment, since there is no guarantee
the request will be approved. Special Assignment Compensation is to
be effective only with the Commission’s written approval, assignment
of the greater level of duties, and signed acceptance by the employee.

This provision shall not be utilized to circumvent or provide additional
compensation over and above that whichfmay,be provided in
“Classification” and “Assignment to Va¢ant Higher Position.”

These aforementioned provisions are’mutually exclusive concepts and
as such there shall be no dual ogmultiple requestshased on the same
facts.

BILINGUAL COMPENSATION

Upon the approval of the,Commission or designee, employees
required to perform bilingual translation involving the use of English
and a second language (inelbding American Sign Language) as a
condition of@mployment, shall be eligible for bilingual compensation in
the amount of forty=five dollars ($45.00) per pay period. Such
compensation shallapplyasregardless of the total time required per day
for such translation. Such employees must be certified as competent
ingranslation skills by the Appointing Authority to be eligible for
compensatien.

ONE-TIME INCENTIVE PAY (Adopted April 15, 2015)

Q) lncentive. SB LAFCO agrees to pay eligible employees a one-
time incentive up to $1,750, to be paid in one payment.

(2) Eligibility. In order to be eligible for the one-time incentive:
a. An employee must be employed on April 18, 2015; and,
b. Be in paid status in pay period 10 of 2015. Employees
not in paid status in pay period 10 of 2015 shall receive
the one-time incentive upon return to paid status.

Employees who do not return to paid status shall not be
eligible for the one-time incentive.
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C. An eligible employee who is part-time or job-sharing shall
be eligible for a prorated one-time incentive based on
regularly scheduled hours.

d. An employee who has separated from SB LAFCO
employment for any reason prior to pay period 10 or
2015 shall not be eligible to receive the one-time
incentive.

Payment. SB LAFCO agrees to pay eligible employees a one-
time incentive up to $1,750, to be paidifione payment, subject
to withholdings. The one-time incentive shall be payable in pay
period 10 of 2015.

Special Provisions. Prior t@ the payment of theyone-time
incentive, eligible emplayees may'make an election, in writing,
to opt-out of receiving the incentive and defer the payment until
a later date provided, however, such payment shall not be
eligible to be paidilater than oneyear from pay period 10 of
2015. Employeeswhoeopt-out and’do not make a designation to
receive the payment bydviarchnt9, 2016 shall have the one-time
incentivegautomatically paid out in pay period 8 of 2016.
Empleyees'who have,opted-out and separate from SB LAFCO
employment, and have,not yet received the one-time incentive,
shallhavedthe'incentive automatically paid out upon separation.

15YEAR,LONGEVITY PAY (Adopted January 27, 2016)

Effective December 10, 2016, LAFCO employees shall be eligible for
longevity pay above the base rate of pay, as indicated below, based on

totalFheurs of completed continuous service with LAFCO. Longevity

pay shall be excluded when determining the appropriate rate of pay for
a promotion or demotion. For purposes of longevity pay only, a year of
completed LAFCO service is defined as 2,080 service hours with
LAFCO.

Total Completed Service Compensation

31,200 Continuous Service Hours (15 years) | 2.0%

PAY POLICIES

A. PAYMENT OF WAGES
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All employees are paid bi-weekly (every two weeks). There are 26 pay
periods each year with paydays being every other Thursday. In the
event that the normal payday falls on a SB LAFCO holiday, the pay date
will be the first day immediately prior to the normal pay date.

Employees are required to make arrangements for the direct deposit of
all paychecks into the financial institution of their choice via electronic
fund transfer.

CORRECTIONS TO PAYROLL

Errors arising from the payroll processing will'be worked out with the
payroll contact and the employee. The employee’s supervisor will be
involved only if that supervisor was inv@lved Inthe error. Payment due
to a correction will be processed inaccordance With state law.

OVERTIME PAY (Amended June)l642011)

When operating requiréments or otherneeds cannot be met during
regular working hours, employees mayhe required to work overtime.
All overtime work must receivefthe'Executive Officer’s prior
authorization. .@wertime assignments will be distributed as equitably as
practical to all'employees qualified to perform the required work.

Overtimecempensationuisypaid to all non-exempt employees in
accordancewith current federal and state wage and hour
aecommedations. Overtime pay is based on actual hours worked.
Time off onisick leave, vacation leave, or any leave of absence will not
pe considered hours worked for purposes of overtime calculations.

WORK HOURS (Amended June 16, 2011)

Work sehedules for employees may vary within the organization.
Supervisors will advise employees of their individual work schedules.
Staffing needs and operational demands may necessitate variations in
starting and ending times, as well as variations in the total hours that
may be scheduled each day and week.

Effective July 18, 2011, the LAFCO office shall operate on a nine-
day/80-hour work period with the office closed every other Friday. A
schedule of days that the office is closed shall be posted on the SB
LAFCO website.

TIME-KEEPING
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Accurately recording time worked is the responsibility of every non-
exempt employee. Federal and state laws require SB LAFCO to keep
an accurate record of time worked in order to calculate employee pay
and benefits. Time worked is all the time actually spent on the job
performing assigned duties.

Non-exempt employees should accurately record the time they begin
and end their work, as well as the beginning and ending time of each
meal period. They should also record the beginning and ending time
of any split shift or departure from work for perSonal reasons.
Employees should record work hours only forthemselves. An
employee who submits erroneous or tardy timesheets will be subject to
discipline, up to and including termination.

Altering, falsifying, or tampering with time records may result in
termination.

If corrections or modifications are'made to the time record, both the
employee and the supervisor must verify the accuracy of the changes
by initialing the time record:

4. PERFORMANCE MANAGEMENT,

A.

PERFORMANCE REVIEW(Amended June 16, 2011)

A review andidiscussion of each employee's performance is conducted
annually,to enable the employee and the supervisor to discuss the
employee’syperfarmance relative to his/her goals and objectives in
addition to those of SB LAFCO. Supervisors and employees are also
strongly encouraged to discuss job performance and goals on an
informal, day-to-day basis. A formal performance evaluation is
condueted to provide both supervisors and employees the opportunity
to discuss job tasks, identify and correct weaknesses, encourage and
recognize strengths, and discuss positive, purposeful approaches for
meeting goals.

The performance of all employees is generally evaluated according to
a one-year cycle, on or around the employee’s anniversary date.
However, the frequency of performance evaluations may vary
depending upon length of service, job position, past performance,
changes in job duties or recurring performance problems but never
more than one year apart.

The terms for performance include:
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1= Needs improvement
2= Proficient

3= Strong

4= Exceptional

While merit-based pay adjustments are awarded by SB LAFCO in an
effort to recognize truly superior employee performance, positive
performance evaluations do not always guarantee increases in salary
or promotions. Salary increases and promotions are solely within the
discretion of the agency and depend on manygfactors in addition to
performance. Please refer to the Compensation Policy #2 for further
information. After receiving their review &mployees will be asked to
sign the evaluation report acknowledging that'ithas been presented
and discussed between the employee’ and supervisor. The employee’s
signature does not represent an agreement with the performance
review but rather an acknowledgement g@breceipt of the report and
discussion.

SB LAFCO'’s provisiongofiperformanceievaluations does not alter the
at-will employment relatienship:

ELIGIBILITY EQR,STEP ADVANCEMENT (Amended June 16, 2011,
January 27 42016;"August 1%, 2016; April 18, 2018)

New employees shall beshired at step 1 of the established base salary
range, excepb@s otherwise provided in this section. Variable entrance
steps‘may be‘established if justified by recruitment needs through Step
7 with thetapprovahof the Executive Officer and through the top step
with the approval of the Commission or designee.

Within the base salary range, all step advancements will be made at
the beginning of the pay period in which the employee completes the
required number of service hours. However, when an employee
reaches the required number of service hours with 80 hours in each
pay period, the step advance will be made at the beginning of the next
pay period. Approval for advancement shall be based upon
completion of required service hours in the classification, satisfactory
work performance, and Appointing Authority recommendation.

Completed service hours shall be defined as regularly scheduled hours
in a paid status, up to 80 hours per pay period. Overtime hours,
disability payments, medical emergency leave, and time without pay
shall not count toward step advancements. Unless otherwise
approved by the Commission, step advancements within a base salary
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range shall be based upon a one step increment, approximately two
and one-half percent. The employee shall be eligible for the first step
advancement after completion of 1,040 hours and subsequent step
advancements after completion of additional increments of 2,080
hours.

Effective July 21, 2018, employees shall be eligible for step
advancement after completion of increments of 1,040 hours until the
top step of the range is reached. Employees who, as of July 21, 2018,
have at least 1,040 hours from their most recent step advancement
shall be immediately eligible to advance to thefhext step, if applicable,
on July 21, 2018. After receiving that step advancement, such
employees shall be eligible for step advancement after completion of
increments of 1,040 hours until the topfstep ofithe range is reached.

Employees who, as of July 21, 2048, have less thanyl,040 hours from
their most recent step advancement shalhbe eligible to receive their
next step advancement, if applicable,ddpon completion of 1,040 hours
from their most recent step advanceément. For example, an employee
who received her step advancementeifective February 3, 2018 would
be eligible to move to the nextistep on‘anabout August 4, 2018
provided the employee had completed, sufficient service hours.
Thereafter, such.employeesshall be eligible for step advancement
after completion of increments of 1,040 hours until the top step of the
range is reached.

PROBAILIONARY PERIOD (Amended June 16, 2011)

Exempt: Thesprobationary period for exempt employees shall be 26
pay periods.

Non-Exempt: The probationary period for non-exempt employees shall
be 13'pay periods.

Upon successful completion of the probationary period, regular
employees will receive an annual review with their supervisor to
discuss their performance relative to the established goals and
objectives. The evaluation includes the measurement of both conduct
and production standards. Disciplinary actions, in keeping with legal
requirements in the form of suspensions, demotions, salary reductions
and dismissal from SB LAFCO employment will be administered in
accordance with the Human Resources Policies and Procedures. An
Exempt employee with regular status may appeal an order of
suspension, demotion, salary step reduction or dismissal from SB
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LAFCO employment to the Commission and request a hearing via a
written request within five (5) work days of receipt of the order.

D. DEMOTIONS

A demotion is the appointment of an employee from an incumbent
position to a position in a different classification for which the maximum
rate of pay is lower. An employee demoted for disciplinary reasons
shall be placed on the step within the base salary range of the class to
which demoted as provided in the Order of Demotion. The Commission
shall designate the classification and salary indghe event demotion is
authorized.

An employee demoted for non-disciplinary reasens shall be retained at
the same salary rate, provided the salary rate does,not exceed step 14
in accordance with the provisionsfof the Downgrade section, with the
approval of the Appointing Authority andfthe Commission.

E. PROMOTIONS

A promotion is the appaintmentef an employee from one classification
to a classification having a higherbase salary range. A promoted
employee shallgreeeive at least the entrance rate of the new range or a
two (2) stepgSalaryiincrease, whichever is greater, provided that no
employeefis thereby advanced in step nor advanced above step 14 of
the higher base salaryrange: At the discretion of the Appointing
Authority an.employee may be placed at any step within the higher
hase salary range. Promotions shall be effective only at the beginning
of a pay petiod. “All promotions are subject to the review and approval
of the Commission.

PERSONNEL RECORDS

Employees have the right to inspect certain documents in their personnel file,
as provided by law, in the presence of a SB LAFCO representative at a
mutually convenient time. Only documents previously signed by the
employee are allowed to be copied. Employees may add written versions of
any disputed item to their file.

SB LAFCO will attempt to restrict disclosure of your personnel file to
authorized individuals within the organization. Any request for information
from the file must be made to the Executive Officer or specific designee. Only
the Executive Officer or specific designee is authorized to release information
regarding current or former employees. Disclosure of personnel information
to outside sources will be limited. However, SB LAFCO will cooperate with
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requests from authorized law enforcement or local, state or federal agencies
conducting official investigations.

PROBLEM RESOLUTION PROCEDURE

SB LAFCO is committed to encouraging an open and frank atmosphere in
which any problem, complaint, suggestion, or question receives a timely
response from supervisors and management.

SB LAFCO strives to ensure fair and honest treatment of all employees.
Supervisors, managers, and employees are expecte@dto treat each other with
mutual respect. All employees are encouraged ta'effer positive and
constructive criticism.

If there is a disagreement concerning established rules of eonduct, policies, or
practices, employees may express theif concern through the’problem
resolution procedure. No one will befpenalized, formally or informally, for
voicing a complaint with SB LAFCO in a reasonable, business-like manner, or
for using the problem resolution procedure,

If a situation occurs where an employeeibelieves that a condition of
employment or a decision affecting them is‘unjust or inequitable, they are
encouraged to makeguse of the fallowing steps:

A. Employeé presents problemite immediate supervisor after incident
occurs. [Fsupervisorisiunavailable or employee believes it would be
inappropriate ta contact that person, employee may present problem to
the Executive Officer or any other member of management.

B. Supervisor responds to problem during discussion or after consulting
with appropriate management, when necessary. Supervisor
doeuments discussion.

C. Employee presents problem to the Executive Officer in writing if
problem is unresolved.

D. The Executive Officer reviews and considers problem. The Executive
Officer informs employee of decision and forwards copy of written
response to the employee's file. The Executive Officer has full authority
to make any adjustment deemed appropriate to resolve the problem.

E. If the problem is of a nature that extends beyond or involves the

Executive Officer, the employee may consult the Chair of the
Commission to follow the resolution procedures.
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Not every problem can be resolved to everyone's total satisfaction, but only
through understanding and discussion of mutual problems can employees
and management develop confidence in each other. This confidence is
important to the operation of an efficient and harmonious work environment.

TERMINATION

Termination of employment is an inevitable part of personnel activity within
any organization. Because employment with SB LAFCO is based on mutual
consent, both the employee and SB LAFCO have thefright to terminate
employment at-will, with or without cause at any time.

A.

VOLUNTARY RESIGNATION

An employee who voluntarily resigns his/her employment is asked to
prepare a written letter of resigmation infakming SB LAFCO of the
intended resignation date. An‘employee is also considered to have
voluntarily terminated employment by failing to report to work for three
consecutive scheduled workdays witheut notice, or without prior
approval by their supervisor:

DISCHARGE

The violatiofi'of the policies and guidelines of SB LAFCO may result in
disciplinafy action dp to andincluding termination. Although SB
LAFCO may. usefprogressive discipline including, but not limited to
verbal and written warnings, suspension, probationary periods and
termination of'employment, the system is not formalized. SB LAFCO
reserves the right te utilize any form of disciplinary action, up to and
including immediate termination, at any stage it deems appropriate,
depending on the circumstances. Although progressive discipline may
be used the at-will relationship is still intact between the employee and
SBLAFCO.

EXIT INTERVIEW

SB LAFCO will generally schedule exit interviews at the time of
employment termination. The exit interview will provide an opportunity
to discuss such issues as employee benefits, conversion privileges,
and repayment of outstanding debts to SB LAFCO and return of
property owned by SB LAFCO in accordance with applicable state
laws. Suggestions, complaints and questions are encouraged.

Employees will receive their final pay in accordance with applicable

state law. Some benefits may be continued at the employee’s
expense if the employee so chooses. The employee will be notified in
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writing of the benefits that may be continued, and of the terms,
conditions and limitations of such continuance.

8. REEMPLOYMENT

A.

A regular employee who has terminated from SB LAFCO employment,
and who is subsequently rehired in the same classification in a regular
position within one year (i.e., beginning the first day of work by the
365th calendar day), may receive restoration of salary step, vacation
accrual rate, sick leave balance (unless the employee has received
payment for unused sick leave in accordanceuith the Leave
Provisions section and the Retirement Plandontribution rate provided
the employee complies with any requirepients,established by the
Retirement Board), subject to the appr@val and eonditions established
by SB LAFCO. Such employees bg@in accruingvacation and sick
leave and may utilize the same immediately. The employee shall be
required to serve a new probationary pefied, unless waived by the
Executive Officer or designee. The employee shall be provided a new
date of hire for purposes of SB LAECO seniority.

A regular employee whoshastermminated from SB LAFCO employment
and who is subsequently rehiredto-@regular position in the same job
family within opegyear, (i.€.,40€ginning the first day of work by the 365th
calendar day), may receive restoration of vacation accrual rate, sick
leave, and retirement contrilution rate in the same manner as
described aboved Suchremployees begin immediately accruing
vacation and'sick leave and may utilize the same immediately. The
employee, shall be required to serve a new probationary period, unless
waived by the Exeeutive Officer or designee. The employee shall be
provided a new date of hire for purposes of SB LAFCO seniority.

A'regular employee who has terminated SB LAFCO employment, and
who'isisubsequently rehired to a regular position in another job family
within a'ninety (90) calendar day period, must begin the first day of
work within ninety (90) calendar days, may receive restoration of salary
step (in the instance of rehire in the same classification at the same
pay range as the position originally held), vacation accrual rate, sick
leave and retirement contribution rate in the same manner as
described above. The employee shall be required to serve a new
probationary period, unless waived by the Executive Officer or
designee.

A regular employee who has been laid off from SB LAFCO

employment and is subsequently rehired to a regular position within
one (1) year shall receive restoration of vacation accrual rate and sick
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leave in the same manner as described above. Restoration of
retirement contribution rate shall be in accordance with applicable state
law and in compliance with any requirements established by the San
Bernardino Retirement Board. For purposes of this section, a regular
employee shall mean an employee in a regular position who held
regular status in any classification during the previous period of SB
LAFCO employment.
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CHAPTER 3: TIME OFF

1. SICK LEAVE

A.

GENERAL

SB LAFCO provides paid sick leave benefits to all regular full-time and
regular part-time employees for periods of temporary absence due to
illnesses or injuries. Part-time employees accrue paid sick leave on a
pro-rated basis.

DEFINITIONS (Amended April 18, 2018)

(1)

(2)

3)

(4)

Sick Leave - Sick Leave with pay’is an msurance or protection
provided by SB LAFCO to be granted in cireumstances of
adversity to promote the health of the individual employee. It is
not an earned right to time off fram’work. Sick leave is defined
to mean the authorized alsenc¢e from duty of an employee
because of physical or mentalillness, injury, pregnancy,
confirmed expoSuréiie a seriousicontagious disease, for a
medical, optical,'@x dentabappointment, or other purpose
authorized herein!

Immediate Family - Immediate family is defined as parent, child,
oigSpouse or domesti¢ partner as defined by California Family
Code, Seetion297.

Extended Eamily - Extended family is defined as grandchild,
grandparent)sibling, parent/sibling-in-law, aunt, uncle, niece,
nephew, foster child, ward of the court, or any step relations as
defingd herein.

A'FAMILY MEMBER, as defined by Labor Code § 245.5, is a
parent, child, spouse, registered domestic partner, grandparent,
grandchild, or sibling. PARENT means a biological, foster, or
adoptive parent, a step parent, legal guardian, or a person who
stood in loco parentis when the employee was a minor child of
the employee or the employee’s spouse or registered domestic
partner. CHILD means a biological, foster, or adopted child, a
stepchild, a legal ward, a child of a domestic partner, or a child
to whom the employee stands in loco parentis. DOMESTIC
PARTNER is defined by Family Code § 297
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PRIOR SERVICE TIME (Adopted May 20, 2009)

Regular employees hired by SB LAFCO who have been employed by
a public or private jurisdiction and wish to have credit for their prior sick
leave recognized by SB LAFCO shall do all of the following:

(1) Provide documentation of the number of sick leave hours from
the prior public or private jurisdiction paid in cash to the
employee upon their termination; and,

(2)  Submit payment of the total amount pai@at termination for sick
leave to SB LAFCO.

SB LAFCO will then recognize those h@urs as'sick leave subject to the
provisions of the Human ResourcesfPolicies and'Procedures.

ACCUMULATION OF SICK LEAVE (Aménded June 16, 2011)

Regular employees shall accrue sick leave for each payroll period
completed, prorated onl the basis of 3.69 hours per pay period, except
as provided in Leave Aceruals While on'Disability Leave section.
Earned sick leave shall be available for use the first day following the
payroll period imswhich it IS e@rned. Employees in regular positions
paid less than 80 Rours per pay period shall receive sick leave
accumulation on ajpro-rated basis. There is no limit on sick leave
accumulatien.

Temporary employees do not earn sick leave.
INVESTIGATION

It'shall be the responsibility of each appointing authority (as defined in
Section.2 of Chapter 1) to investigate each request for sick leave and
to allow'sick leave with pay where the application is determined to be
proper and fitting.

NOTICE OF SICKNESS

Employees are required to notify their appointing authority within one-
half hour after the start of the workday on their first day of absence. It
is the responsibility of the employee to keep the supervisor informed as
to continued absence beyond the first day. In the event that the
employee receives a doctor’s off-work order and provides notice to the
supervisor, the employee is not required to contact the supervisor
daily. The employee shall provide a doctor’s certificate or other
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adequate proof in all cases of absence due to illness when requested
by SB LAFCO. Violation of this policy will result in denial of sick leave
with pay and shall be construed as grounds for disciplinary action up to
and including termination.

USES OF SICK LEAVE (Amended June 16, 2011)

(1)  Sick leave may be applied to the following circumstances:

a.

An absence necessitated by an employee’s personal
illness, injury or disability due togregnancy, childbirth or
adoption.

A maximum of three days earned sick leave may be used
per occurrence for ber@avement dueito the death of
persons in the immediate or extended family, as defined
herein, or any relative whoffesides with the employee.

A maximum of 40 hours earned sick leave may be used
per occugrénee for arrivahof an adoptive child at the
employee’s homen,An employee (father) may utilize on
an annual basis no mareythan 40 hours of accumulated
sieksleave percalendar year for the birth of his child.

Medical, dental,\or optical appointments when absence
during'working hours for this purpose is authorized by SB
KAFCO.

Absence due to exposure to a contagious disease when
guarantine is imposed by health authorities or when it is
determined by a physician designated by SB LAFCO that
the presence of the employee on duty would endanger
the health of others.

Absence from duty because the employee’s presence is
needed to attend to the serious illness of a member of his
or her immediate family. Employees may use up to one-
half of their yearly sick leave for the purpose of attending
to a family member who is ill. All conditions and
restrictions placed on an employee’s use of sick leave
apply also to sick leave used for care of a child, parent or
spouse. Upon approval of the appointing authority, the
employee may use part of this annual allowance for
attendance upon members of the employee’s extended
family residing in the employee’s household who require
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the attention of the employee.

g. llinesses while on paid vacation will be charged to sick
leave rather than vacation only under the following
conditions:

I. The iliness or injury of the employee was of a
nature that would preclude the effective use of
vacation and would prevent the employee from
performing his or her normal duties.

il. The employee must notify his or her supervisor
within 4 calendar days@fithe beginning of the
illness or prior to the end @hhis or her vacation
leave, whichever’is sooner, toxequest that his or
her illness ana'vacation be charged to sick leave.

iii. The agency.shalldbe under no obligation to extend
the vacation beyond the original scheduled
vacatien ending‘date.

Absence from duty\because ofipersonal emergencies not to
exceed_20pworking heurs during the fiscal year.

Andabsence/due to the\air pollution alert, which prevents the
employeedravelingsto. his or her work location.

Sick leave,shall not be applied to an absence that occurs on a SB
LAFCO holiday.

In any use of sick leave, an employee’s account shall be
charged to the nearest quarter hour for a non-exempt employee,
while exempt employees will be charged only for full-day
absences.

An employee may be required to furnish a certificate issued by a
licensed physician or registered nurse or other satisfactory
evidence of iliness, injury, medical condition or medical or dental
office calls when the agency has notified the employee in
advance of such a requirement or when the employee has been
under the care of a physician.

PAYOUT OF SICK LEAVE (Amended July 18, 2007; Amended June
16, 2011)
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SB LAFCO employees who hold regular positions at SB LAFCO and
who have contributed to the San Bernardino County Employees'
Retirement Association (SBCERA) retirement system for more than
five (5) years and have not withdrawn the contributions from the
system(s), and who separate from SB LAFCO service for reasons
other than death or disability retirement shall receive compensation in
accordance with the provisions of the Retirement Medical Trust Fund
(see Section 108E of the SB LAFCO Benefits Plan).

Employees with less than 5 (five) years of continuous service from the
date of hire in a regular position are not eligibléfor payment of unused
sick leave balances upon death.

For employees with 5 (five) years offeontinuous sexvice from date of
hire in a regular position, upon death, the estate of'adeceased
employee will be paid for unuséd sick leave balances according to the
following formula:

Sick Leave Balangce,as of Cash Payment % of Hours of
Separation Date Sick Leave Balance

480 Hours or less 30%

481 to 600IHours 35%

601 ta' 720 Hours 40%

72410 840 Hours 45%

84110,1000"Hours 50%

Employees who receive a disability retirement due to permanent
incapacity t@ work shall be entitled to 100% cash payment of any
unused sick'leave balances, up to a maximum of 1000 hours,
computeddt the then current base hourly rate, if they elect early
retirement in lieu of exhausting such accrued sick leave balances.

In no event, shall any employee, except those receiving a disability
retirement, receive compensation under this section in excess of 500
hours of pay computed at the then current base hourly rate of said
employee.

While employed by SB LAFCO, employees who have contributed to a
public sector retirement for over 5 (five) years and have not withdrawn
the contribution from the system may exchange accrued sick leave
hours in excess of 200 hours for vacation time on the following basis.

Sick Leave Balance at Sick Leave to Vacation Leave
Time of Conversion Conversion Ratio
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201 to 599 Hours 3 sick hours to 1 hour of vacation
600 to 799 Hours 2.5 sick hours to 1 hour of vacation
800 or more Hours 2 sick hours to 1 hour of vacation

Any such exchange must be made in 10 hour increments of accrued
sick leave under the procedures established by the Executive Officer
or designee. Employees may elect this exchange once per calendar
year.

2. VACATION

A.

GENERAL (Amended June 16, 2011)

SB LAFCO provides paid vacationdenefits to all'regular full-time and
regular part-time employees for the recreation and well being of the
employees. Part-time employées accrué paid vacation on a pro-rated
basis. Employees will accrue vaecation according to continuous years of
service. If an employee has exhausted sick leave, vacation leave may
be used for sick leave purpeses upon@special request of the
employee and with the approvabetf.the appointing authority.

PRIOR SERVIGESTIME (Adopted May 20, 2009)

Regular @mployees hired by.SB LAFCO who have been employed by
a public or privaté jurisdiction and wish to have credit for their prior
vacation leave recognized by SB LAFCO shall do the following:

(1) Provide documentation of the number of vacation leave hours
from'the prior public or private jurisdiction paid in cash to the
emplgyee upon their termination.

(2) . Submit payment of the total amount paid at termination for
vacation leave to SB LAFCO.

SB LAFCO will then recognize those hours as vacation leave.
ACCUMULATION (Amended June 16, 2011)

Employees in regular positions scheduled to work eighty (80) hours per
pay period shall accrue, on pro-rata basis, vacation leave for
completed pay periods. The vacation allowance shall be available for
use on the first day following the pay period in which it is earned,
provided an employee has worked six pay-periods from the
employee’s benefit date. Employees in regular positions paid less than
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80 hours per pay period shall receive vacation accumulation on a pro-
rated basis.

Length of Service from Service Annual Vacation
Date Allowance

After 1,600 and through 8320 80 Hours

service hours

Over 8,320 and through 18,720 120 Hours
service hours

Over 18,720 service hours 160 Hours

There shall be no limitation on vacation /éaveaccruals until calendar
year 2011. Effective pay period 1 of 2011, thetmaximum vacation
leave accrual balance that may be€arried over to.afuture calendar
year shall be 480 hours. However, the maximum vacation leave
accrual balance that may be carried over into a future calendar year for
an employee with a balance of moredhan 480 hours at the end of
calendar year 2010 shall be such employee’s vacation leave balance
at the end of pay period 26yef calendaryear 2010. Thereafter, the
employee’'s maximum vacation aecrual balance for those employees
with a balance greater than 480 hoursrat the end of calendar year 2010
shall be adjustedrannually at'the end of each calendar year, and shall
never be ingreased. | Any vagation leave accrual balance in excess of
the emplayee’s maximum leave accrual balance at the end of the
calendaryear shall"be'cashed out and paid in accordance with this
section.

Vacation sheuld heytaken annually with the approval of the appointing
authority at'such time as it will not impair the work schedule or
efficiency of/SB LAFCO but with consideration given to the wellbeing of
the employee. The minimum charge against accumulated vacation
leave shall be 15 minutes. Vacation leave shall be compensated at the
employee’s base rate of pay, except as otherwise provided. When a
fixed holiday falls within a vacation period, the holiday time shall not be
charged against an employee’s earned vacation benefits.

An employee whose employment terminates will be paid for accrued,
unused vacation hours. Retiring employees may elect to

use vacation leave to enhance retirement benefits or be compensated
in a lump sum payment for accrued vacation leave.

In cases where an employee terminates employment with SB LAFCO,
and has been permitted to take vacation time prior to actual accrual,
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the final paycheck will reflect a deduction relative to the amount of un-
accrued time off taken.

CONVERSION OF VACATION LEAVE TO CASH (Amended June 16,
2011; Amended April 18, 2018)

(1)

(2)

Elective Conversion

Eligible employees may be approved by the appointing authority
to sell back vacation time at the then hourly base rate of the
employee. Eligible employees may exefeise this option under
procedures established by the Executive Officer or designee. In
lieu of cash, the employee may deSignate that part or all of the
value of vacation leave be contributed 1@ LAFCO’s section

401 (k) Defined Contribution Plan or section457(b) Deferred
Compensation Plan.

In order to sell back vacatien time prior to termination or
retirement, an employee may exercise the following options:

a. Option 1,Buture Aecruals'= An employee must make an
irrevocable election during the month of December
specifying thequmber of hours to be sold back from the
next'calendar year’'s vacation time accrual. Such election
mustbe made, in increments of not less than 10 hours
and'may netexceed 160 hours. All designated hours
rémaining at the end of pay period 25 will automatically
berconverted into cash in the last pay period of the
calendar year.

b. Option 2, Existing Accruals - Existing accruals may be
cashed out in whole hour increments with a minimum
cash-out of 10 hours and will be subject to a 10%
penalty.

Upon approval of the appointing authority, eligible
employees are permitted to sell back vacation time at the
then hourly base rate of the employee, in increments of
not less than 10 hours and may not exceed 160 hours.

Automatic Conversion
Commencing with calendar year 2011, at the end of the last pay

period of the calendar year, an employee shall automatically
have any vacation leave accruals in excess of the employee's
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maximum vacation leave accrual balance converted to

cash. Such automatic vacation leave cash out shall be paid in
pay period 1 of the next calendar year. At termination of
employment, all existing vacation leave accruals shall be
converted to cash and paid to the employee.

VACATION PRIOR SERVICE CREDIT(Adopted October 22, 2014)

New employees hired into SB LAFCO in regular positions who have been
employed by a public jurisdiction or private sector in a comparable position
or a position which has prepared such employées for an assignment may
receive credit for such previous experiencedn the former agency(s) in
determining their vacation accrual rate. Suchdetermination as to the
comparability of previous experience afd amount of credit to be granted
rests solely with the appointing authority. Requests,for prior service credit
should be made at the time of hirx€ or as soon as passible thereafter but in
no event later than one year from the employee’s hire date.

3. HOLIDAY

A.

GENERAL (Amended June 16, 2011)

Holiday time off.with pay willdoe granted to all regular full-time and
regular part-time employees, immediately upon their start date, for the
days designated by SB LARCO. Employees in regular positions are
also entitled to atotabefeight hours of floating holiday time annually
provided thatithe employee is not on unpaid leave for the entire pay
period'and isactively on the payroll for the pay period where the floating
holiday time,is to:accrue. Eight hours floating holiday time shall be
accrued during the'first pay period prior to the third Monday in January.

Reeognized holidays that fall on a Saturday will be observed on the
preceding Friday except that when the preceding Friday is also a fixed
holiday, the preceding Thursday will be observed as the fixed holiday.
Those that that fall on a Sunday will be observed on the following
Monday except that when the following Monday is also a fixed holiday,
the following Tuesday will be observed as the fixed holiday. SB
LAFCO reserves the right to change or substitute holidays. Employees
will be given notice of any such changes.

Regular full-time and regular part-time employees are eligible for
holiday pay immediately upon their start date. Holiday pay will be
calculated based on an employee’s straight-time pay rate (as of the
date of the holiday) times the number of hours the employee would
otherwise have worked on that day.
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If a recognized holiday falls during an employee’s paid absence (such
as vacation or sick leave), holiday pay will be provided instead of the
vacation or sick time off benefit that would otherwise have applied.

In the rare circumstances that a non-exempt employee must work on a
recognized holiday, he/she will receive holiday pay plus wages at
his/her straight time rate for the hours worked on the holiday. If an
exempt employee must work on a recognized holiday, they may
reschedule their observance of the holiday to a different (normally
worked) date that is mutually acceptable to both the appointing
authority and employee.

All employees in regular positions are entitiéd to the following holidays:

January 1 November 11

Third Monday in January Thanksgiving Day
Third Monday in February Day-after Thanksgiving
Last Monday in May December 24

July 4 December 25

First Monday in September December 31

Second Monday in,October

Floating holidays accrued shall beyavailable for use on the first day
following the pay period imwhi€h they.are accrued, with the approval of
the appointing@authority. Appointing authorities have the right to
schedule employees’ time off for accrued holidays to meet the needs
of the service but with consideration given to the well-being of the
employee. Employeesin régular positions budgeted less than 80 hours
per pay periad or job-shared positions shall receive floating holiday
accruals on a pro-rata basis.

T here shall e no limitation on holiday leave accruals until calendar
year 2011. Effective pay period 1 of 2011, the maximum holiday leave
acerual balance that may be carried over to a future calendar year
shall'bef12 hours. However, the maximum holiday leave accrual
balance that may be carried over into a future calendar year for an
employee with a balance of more than 112 hours at the end of
calendar year 2010 shall be such employee’s holiday leave balance at
the end of pay period 26 of calendar year 2010. Thereafter, the
employee’s maximum holiday accrual balance for those employees
with a balance greater than 112 hours at the end of calendar year 2010
shall be adjusted annually at the end of each calendar year, and shall
never be increased. Any holiday leave accrual balance in excess of
the employee’s maximum holiday leave accrual balance at the end of
the calendar year shall be cashed out and paid in accordance with this
section.
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When a fixed holiday falls within a vacation period, the holiday time
shall not be charged against all employee’s earned vacation benefits.

Whenever an employee is required to work on a fixed holiday or the
fixed holiday falls on an employee’s regularly scheduled day off, the
employee shall accrue, on an hour-for-hour basis, up to a total of eight
hours floating holiday time.

When a fixed holiday falls on a Saturday, the previous Friday will be
observed as the fixed holiday except that when the preceding Friday is
also a fixed holiday, the preceding Thursday will be observed as the
fixed holiday. When a fixed holiday falls on@a Sunday, the following
Monday will be observed as the fixed halidayrexcept that when the
following Monday is also a fixed holiday, the fellewing Tuesday will be
observed as the fixed holiday.

CONVERSION OF HOLIDAY £EAVE T@CASH (Amended April 18,
2018)

(1) Elective Conversion

An employee may sell back*haliday time at the base hourly rate
of the empleyee as héreinafter provided, upon approval of the
appointing authority. Eligible employees may exercise this
option under procedures established by the Executive Officer. In
lieuef cash, the'employee may designate that part or all of the
value of‘holiday time to be

contributed to LAFCO section 401(k) Defined Contribution Plan
or'section'ds7(b) Deferred Compensation Plan.

In order to sell back holiday time prior to termination or
retitement, an employee may exercise the following options:

a. Option 1. Future Accruals. An employee must make an
irrevocable election during the month of December,
specifying the number of hours to be sold back from the
next calendar year’s holiday time accrual. Such election
must be made in increments of not less than eight hours
and may not exceed the annual amount to be accrued for
the next calendar year. All designated hours remaining
at the end of pay period 25 will automatically be
converted into cash in the last pay period of the calendar
year.
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b. Option 2. Existing Accruals. Existing accruals may be
cashed out in whole hour increments with a minimum
cash out of eight hours and will be subject to a ten
percent penalty.

(2)  Automatic Conversion

Commencing with calendar year 2011, at the end of the
calendar year, an employee shall automatically have any
holiday leave accruals in excess of the employee’s maximum
holiday leave accrual balance convertedito cash. Such
automatic holiday leave cash out shall’'be paid in Pay Period 1
of the next calendar year.

Upon retirement or terminatieh; employees shall be
compensated for any unuséd accrued holidaytime at the then
current base rate.

4. OTHER TIME OFF

A.

BEREAVEMENT LEAVE (Ameénded June 16, 2011)

Employees in regular positiehs may use up to two days paid leave, not
charged to the employee's\personal leave balances, per occurrence for
bereavement due to the death of the employee's parent, child, spouse
or domestie, partner,fasidefined by California Family Code Section 297.
One additional‘day shall be granted if the employee travels over 1,000
milesfrom his/her residence to the bereavement service(s). This
additionaliday shallnot be charged to the employee's personal leave
palances. The appointing authority may request verification of distance
traveled. Bereavement leave will normally be granted unless there are
unusual business needs or staffing requirements. Bereavement pay is
calculated based on the base pay rate at the time of absence and will
not include any special forms of compensation such as incentives,
commissions, bonuses, overtime, or shift differentials. Regular part-
time employees will receive paid bereavement leave on a prorated
basis.

Due to the death of persons in the immediate or extended family as
defined in Section 1 of Chapter 3, employees may also, with their
appointing authority’s approval, use sick leave as set forth in Section
301 or any available vacation for additional time off as necessary.

Special consideration will also be given to any other person whose
association with the employee is similar to any of the above

35 EXHIBIT A



EXHIBIT A
San Bernardino LAFCO Policy and Procedure Manual
Section Il — Human Resources Policies and Procedures

relationships.
VOTING

Generally, employees are able to find time to vote either before or after
their regular work schedule. If, however, full-time employees are
unable to vote in an election during their non-working hours, SB
LAFCO will grant up to 2 hours of paid time off to vote.

Employees requiring time off to vote should make their requests at
least two working days prior to the election day» Advance notice is
required so that the necessary time off candde scheduled at the
beginning or end of the work shift, whicheverprovides the least
disruption to the normal work schedulel "Emplayees must submit a
voter's receipt on the first working day following the,election to qualify
for paid time off.

JURY DUTY AND OTHER COURI-RELATED LEAVES (Amended
June 16, 2011)

SB LAFCO encourages emplayees to fulfill their civic responsibilities
by serving jury duty or appearing t.court as a witness when required.
SB LAFCO prowvides paiditime off for jury duty service provided that the
employee waives fees for service, other than mileage. Paid leave for
jury duty is available for all regular full-time and part-time employees
for the duration of the juryduty. Part-time employees will be paid on a
pro-rated basis.

Employees mustishow the jury duty summons to their supervisor as
soon as possible so that the supervisor may make arrangements to
accommodate their absence. Employees are expected to report for
waork, whenéver the court schedule permits. SB LAFCO will continue to
provide health insurance benefits for the full term of the jury duty
absence. Vacation, sick leave, and holiday benefits will continue to
accrue during jury duty leave.

Employees in regular positions shall be entitled to a leave of absence
from work when subpoenaed to testify as a witness, such subpoena
being properly issued by a court, agency or commission legally
empowered to subpoena witnesses. This benefit shall not apply in any
case in which the subpoenaed employee is a party to the action, or the
subpoena has arisen out of the employee's scope of employment.
Witness leave shall not be charged against any accumulated leave
balances and shall be compensated at the employee's base hourly
rate. This benefit will be paid only if the employee has demanded
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witness fees at the time of service of the subpoena, and such fees are
turned over to SB LAFCO.

ADMINISTRATIVE LEAVE (Amended June 16, 2011)
ADMINISTRATIVE LEAVE (Amended June 16, 2011; April 18, 2018)

Effective pay period 1 of each year, an employee in a regular position
who is in paid status will be provided with 80 hours of Administrative
Leave time for the employee’s use. An eligible employee in a regular
position who is part-time or job sharing shall béeligible for a prorated
number of administrative leave hours based'on regularly scheduled
hours. Employees hired after the beginning‘of,pay period 1 shall
receive a prorated number of hours. Such proration shall be based
upon the remaining number of pay geriods in the'€alendar year nearest
the employee’s appointment. Employees not in paid Status in pay
period 1 shall receive, upon return to paithstatus, a prorated number of
Administrative Leave hours based,ondhe number of pay periods
remaining in the calendar year.

Effective July 21, 2018} such-@administrative leave may be cashed out
at the employee’s then currenidbase rate of pay in increments of one
(1) hour, upon.the,approvalofthe appointing authority, during the
calendar yedr.” Any Administrative Leave accrual balances in effect at
the end ofthe last pay period\paid in the calendar year will
automatically bespaid atthe,employee’s then current base rate of pay.
Employees‘may designate that cash outs of Administrative Leave as
permitted,hereinybe allocated to SB LAFCO’s 401(k) Plan or Section
457(b) Deferred*Compensation Plan. Upon termination of
employment, unused Administrative Leave will be paid at the current
rate of pay.

PEREECT ATTENDANCE LEAVE (Amended April 18, 2018)

Employees in regular, full-time positions in SB LAFCO Groups B and C
who do not utilize any sick leave, any leave (e.g. vacation) in lieu of
sick leave, or benefits in lieu of sick leave (e.g. workers’ compensation,
Short-Term Disability partial/full integration, etc.) in a payroll calendar
year (i.e., pay period 1 through pay period 26 or 27, when applicable,
of the same year), and who do not record any sick leave without pay or
absent without pay, medical emergency leave, or military leave as
provided by law during that year, shall accrue sixteen (16) hours of
perfect attendance leave, for use in the next calendar year. Failure to
utilize perfect attendance leave within the calendar year shall result in

37 EXHIBIT A



EXHIBIT A
San Bernardino LAFCO Policy and Procedure Manual
Section Il — Human Resources Policies and Procedures

forfeiture of the same. Perfect attendance leave may not be cashed
out.

EXAMINATION LEAVE

Employees in regular positions at the time of application shall be
entitled to a reasonable amount of time off with pay for the purpose of
attending all examination processes required for selection to a public
sector position within San Bernardino County. Employees are
responsible for notifying and obtaining approval from their supervisor
prior to taking such leave. Examination time oaffishall not be charged
against any accumulated leave balances an@d'shall be compensated at
the employee’s base hourly rate. Employeesion probationary status,
including those who have previously héld regular, status in another
classification, are not entitled to examination time off with pay.

BLOOD DONATIONS

Employees in regular positions wh@ donate blood without receiving
compensation for suchédenation may-have up to 2 hours off with pay
with prior approval from the“supetvisor for each blood donation. This
benefit shall not be charged to@ny-‘aceumulated leave; provided,
however, if thecemployee'isdnable to work, any time in excess of two
hours may bé charged to accumulated sick leave or be taken as leave
without pay. Employees must provide evidence of the blood donation
to the Executive OfficerarAppointing Authority to receive this benefit.

Employees in‘regular positions who are aphaeresis donors may have
up to 4 hours off'with pay with prior approval of the immediate
supervisor for each such donation, provided no compensation is
received for)such donation. This benefit shall not be charged to any
accumulated leave; provided, however, if the employee is unable to
workiany/ time in excess of four hours, such time may be charged to
accumulated sick leave or be taken as leave without pay. Evidence of
each aphaeresis donation must be presented to the Executive Officer
or Appointing Authority to receive this benefit.

LEAVE ACCRUALS WHILE ON DISABILITY LEAVE

Employees receiving the benefits of Workers’ Compensation or short-
term disability leave receive partial replacement of their income
through these benefits. Employees on these types of disability leave
may choose to fully integrate, partially integrate, or not integrate
personal leave time with these disability payments.
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The maximum amount the employee receives from integrating leave
time with disability payments shall not exceed 100% of the employee’s
base salary. Paid personal leave time coded on the employee’s time
and labor report will be limited to the amount of leave necessary to
integrate benefits to the level designated by the employee. When the
exact amount is not known, a good faith estimate may be made and
the amount will be adjusted later as necessary. If any overpayments
are made, the employee will be required to repay that amount. An
employee who knowingly receives payment in excess of his or her
regular base salary is required to report it to his or her departmental
payroll clerk.

Employees who are fully integrating accrded leave time with disability
benefits and have at least 41 hours of @any type of leave time accrued
as of the prior pay period shall be eligible to receive, full accruals of
vacation and sick leave. Employees who are not fullysintegrating or
employees who have less thaa'41 hoursfef any type of leave time
accrued shall earn pro-rated vaeationdand sick leave accruals based
upon paid leave time coded on the'time and labor report only.

Employees who are fullyintegrating paid leave time with disability
benefit(s) will be eligible'for fixeéd haliday pay, provided they are on the
payroll for the entire pay period, have no unapproved leave for the pay
period and have enough leave accrued to equal at least one-half of the
employee’s normal scheduled hours. Employees who are partially
integratingier notfintégrating paid leave time with disability benefits will
be paid forhelidays in accordance with the holiday leave provisions.

POLITICALLEAVE

Any employee who is declared a candidate for public office shall have
the right to@leave of absence without pay for a reasonable period to
campaign for the election. Such leave is subject to the conditions
governing special leaves of absence.

DOMESTIC VIOLENCE & SEXUAL ASSAULT VICTIM LEAVE

Employees who are victims of domestic violence or sexual assault may
take unpaid time-off to appear in court to attempt to obtain relief or to
ensure the health, safety or welfare of the employee or a child. This
may include efforts to obtain a temporary restraining order, a
restraining order, or other injunctive relief from a court. If desired,
employees may use any accrued vacation time for this leave.
Reasonable notice must be given to your supervisor before appearing
in court. Employees who are victims of domestic violence may also
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take unpaid time-off to seek medical attention, obtain services from a
domestic violence program, obtain psychological counseling, or
participate in safety planning. If desired, employees may use any
accrued time off for this leave.

VOLUNTEER EMERGENCY LEAVE AND TRAINING

If employees volunteer their time as a firefighter, reserve peace officer,
or emergency rescue personnel, they may be entitled to take unpaid
leave to perform emergency duty. Employees may take unpaid leave
of up to 14 days per calendar year for the purp@se of engaging in fire
or law enforcement training. Time spent ondthis leave counts for
purposes of determining “length of servicé,” However employees will
not accrue vacation or receive holiday{ay during this leave.

ALCOHOL AND DRUG REHAB KEAVE

SB LAFCO will reasonably accommodate employees who wish to
voluntarily enter and participate in‘an.alcohol or drug rehabilitation
program provided thatd¢heyaccommodation does not impose an undue
hardship on SB LAFCO.\ SB'LAECO does not provide paid time off for
participation in an alcohal or drug rehabilitation program. Employees
may use any aeerued vacation time or their time spent for rehabilitation
leave will befunpaid.

This polieysin nogvay reéstriets SB LAFCO'’s right to impose discipline,
including actiens up to and including termination of employment, for
vielatiomef SB'IRAFCO’s drug and alcohol policy.

COMPULSORY LEAVE

If;imythe opinion of the appointing authority, employees are unable to
perfarmthe duties of their position for physical or psychological
reasons, they may be removed from duty without pay or may use
accrued paid leave for which they are eligible. In addition, such
employees may be required to submit to an examination by either a
physician or other competent authority designated by the appointing
authority or designee or by their own physician or practitioner, as
appropriate. If the examination report of the competent authority (e.g.,
physician, appropriate practitioner) shows the employee to be in an
unfit condition to perform the duties required of the position, the
appointing authority shall have the right to compel such employee to
take sufficient leave of absence with or without pay, to transfer to
another position without reduction in compensation, and/or follow a
prescribed treatment regimen until medically qualified to return to
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unrestricted duty. An employee who has been removed from duty for
physical or psychological reasons by the appointing authority, and was
required to submit to an examination, may not return to duty until such
time as medical clearance has been obtained.

SUSPENDED PUPIL/CHILD LEAVE

California law requires employers to provide time off for parents
required to visit a child’s school where the child has served a period of
suspension from school. To be eligible for time off to attend a child’s
school, the employee must be the parent of a€hild in kindergarten or in
grades 1 through 12 and must present to his/her supervisor the
school’s letter, which requests the employee’s appearance at the
school, at least two days before the requesteditime off. Employees
may use accrued vacation or adminiStrative leave to attend a child’s
school under these circumstances.” If not, suspended,pupil/ child leave
will be unpaid.

TIME OFF FOR PARENTS

Employees, who are parents‘efiene or more children in kindergarten,
or in grades 1 through 12, may/take time off of up to 40 hours per
school year to_attend authorized school activities which involve one or
more of the.mployee’s school age children. To be eligible for parental
time off, the'employee must@btain from the school, written verification
that he or she attendederparticipated in the school activity. Parental
time off may hot'exceed 8 hours in any calendar month.

Employeesmay use any accrued vacation or administrative leave
while they attend their child’s school activities. If not, employees’
parental time off will be unpaid. For scheduling purposes, employees
must notifydtheir supervisors at least 1 week before the date of the
schoghactivity, so that their work duties may be covered.

S. MILITARY LEAVE (Amended June 16, 2011)

A.

DEFINITION

Military leave is defined as the performance of duty on a voluntary or
involuntary basis in a uniformed service under competent authority and
includes active duty, active duty for training, initial active duty for
training (weekend drills), full-time National Guard duty, and a period for
which an employee is absent for the purpose of an examination to
determine the fitness of the person to perform any such duty.
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NOTICE AND ORDERS

All employees shall provide advance notice of military service unless
military necessity prevents the giving of notice or the giving of notice is
impossible or unreasonable. Where available, a copy of military orders
must accompany the request for leave.

TEMPORARY DUTY

Any employee who is a member of the reserve corps of the Armed
Forces, National Guard, or Naval Militia shall ls& entitled to temporary
military leave of absence for the purpose of@ctive military training
provided that the period of ordered duty doesynot exceed 180 calendar
days, including time involved in going t@'and returning from such duty.
While on paid status, an employee @ temporary military leave shall
receive the same vacation, holiday, and sick leave,"@nd step advances
that would have been enjoyeddiad the efployee not been absent,
providing such employee has been employed by SB LAFCO for at
least one year immediately prior to'the date such leave begins. In
determining the one yeamemployment requirement, all time spent in
recognized military serviee, active or temporary, shall be counted. An
exception to the above is that an tncempleted probationary period
must be completed upon retarn to the job. Any employee meeting the
above one year employment requirement shall be entitled to receive
his or hegegular salary or compensation, pursuant to Sub-Section E.

ACTIVE DUTY

Employeeswho resign from positions to serve in the Armed Forces for
more than 180 days, shall have a right to return to former classification
upon serving written notice to the appointing authority, no later than 90
days, after eompletion of such service. Returning employees are
subject,to a physical/psychological examination.

Should such employee’s former classification have been abolished,
then the employee shall be entitled to a classification of comparable
functions, duties, and compensation if such classification exists, or to a
comparable vacant position for which the employee is qualified.

The right to return to former classification shall include the right to be
restored to such civil service status as the employee would have if the
employee had not so resigned; and no other person shall acquire civil
service status in the same position so as to deprive such employee of
this right to restoration.
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Eligible employees are also entitled to the reemployment and benefit
rights as further described in the Uniformed Services and Employment
and Reemployment Rights Act, 38 U. S. C. 88 4301-4333. Specifically,
a returning employee will receive restoration of original hire and benefit
date, salary step, vacation accrual rate, sick leave balance (unless the
employee has received payment for unused sick leave in accordance
with provisions contained herein), the retirement plan contribution rate,
and retirement system contributions (provided the employee complies
with any requirements established by the Retirement Board). However,
such employee will not have accrued vacation, sick leave, or other
benefit while absent from SB LAFCO employmient, except as provided
in the temporary duty provision.

COMPENSATION

This provision does not include an employee’s attendance at weekend
reserve meetings or drills. Employees must use their own time to
attend such meetings. Should thexmeeétings unavoidably conflict with
an employee’s regular working hours, the employee is required to use
vacation or holiday leayepleave withoutpay, or make up the time.
Employees who are called infora medical examination to determine
physical fitness for military, duty mustialso use vacation leave, leave
without pay, oramake up thedime. Employees cannot be required to
use their acerued leave. Any.employee meeting the requirements in
sections € and D shall be entitled to receive their regular salary or
compensation for'thefirsty30 calendar days of any such leave. Pay for
such purposes‘shall not exceed 30 days in any one fiscal year and
shall'lbeipaid only for the employee’s regularly scheduled workdays
that fall within the 30 calendar days.

Employees who are called to active duty as a result of the activation of
military reservists and are eligible to receive the 30 calendar day
military,leave compensation shall receive the difference between their
regulari'SB LAFCO salary and their military salary starting on the 31st
calendar day of military leave. The difference in salary shall continue
for any additional period as outlined in the County Exempt
Compensation Ordinance. During this period, SB LAFCO will continue
to provide the employee all the benefits and leave accruals as were
provided prior to such active duty. Retirement system contributions and
service credit will be granted if the employee had enough pay to cover
the entire retirement system contribution. If the employee does not
receive enough pay to cover the retirement system contribution, no
contribution or credit will be given. Employees should note that the
Accidental Death and Dismemberment (AD&D) plan contains a war
exclusion.
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Employees who are eligible for military leave compensation will be
placed on a leave of absence with right to return to their positions.

F. SPOUSE, CHILD OR PARENT EXIGENCY LEAVE

Eligible employees with a spouse, son, daughter, or parent on active
duty or call to active duty status in the National Guard or Reserves in
support of a contingency operation may use their 12-week leave
entitlement to address certain qualifying exigencies. Qualifying
exigencies may include attending certain military events, arranging for
alternative childcare, addressing certain financial and legal
arrangements, attending certain counseling'sessions, and attending
post-deployment reintegration briefings.

FMLA also includes a special leaye entitlement that permits eligible
employees to take up to 26 weéks of leave to care for a covered
servicemember during a single 12-menth period. A covered
servicemember is a current member of the Armed Forces, including a
member of the National Guard or Reserves, who has a serious injury
or illness incurred in the line“efiduty on‘active duty that may render the
servicemember medically unfitdo perferm his or her duties for which
the servicemember is undergoing medical treatment, recuperation, or
therapy; or is In outpatient 'Status; or is on the temporary disability
retired listt

WORKERS’ COMPENSATION LEAVE

If an employee sustains@work-related injury, he or she will be eligible for a
medical leave of absence for the period of disability in accordance with all
applicable laws covering occupational injuries.

Where an employee’s work-related injury qualifies as a serious health
condition, anyWorkers’ Compensation Leave taken will be considered part of
his or her entitlement, if any, to leave under the Family and Medical Rights
Act (FMLA) and the California Family Rights Act (CFRA). Employees on
Workers’ Compensation Leave are required to keep their supervisor updated
as to their work status. Employees must provide a doctor’s release before
returning to work.

FAMILY AND MEDICAL LEAVE

A. ELIGIBILITY (Amended June 16, 2011)
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An unpaid leave of absence for family or medical care will be granted
for up to 12 weeks in a 12-month period. This includes family
members of all active-duty military personnel. To be eligible for family
care or medical leave, the employee must have at least one year of
service with SB LAFCO and at least 1,250 hours of service during the
12-month period prior to the leave. The employee must notify SB
LAFCO immediately of any decision not to return to work at the end of
the leave.

Part-time employees who meet the requirements will calculate

family/medical leave on a prorated basis accas@ing to the number of
hours they are normally scheduled to work.

You may be eligible for an unpaid famil§/' medical leave in the event of:

* The birth of a child
* The placement of a child'for adoption or foster care

* Caring for veterans undergoingfmedical treatment, recuperation,
or therapy for a serious injury or iliness that occurred in the past
five years.

* The need to carefor-alparent, spouse, or child with a serious
health condition

* If you areunable t@ perform your essential job duties due to a

seriou$ health condition.

SB LAFCO, may requiregproper medical certification if leave is
requested iR egnnection with the employee’s own serious health
condition, or the,serious health condition of a family member; and in
certain cases SB RAFCO can require second and third opinions.

If,the need for leave is foreseeable, the employee requesting leave
must give reasonable advance notice (at least 30 days) of the need for
theleaved In cases where the need for leave is not foreseeable, the
employee must request the leave as soon as he or she learns of the
need for leave. Employees using the family care or medical leave
must use accrued vacation or sick time benefits during the period of
leave.

If your need for leave is due to your own serious health condition or
due to the need to care for a child, spouse or parent who has a serious
health condition, you must provide a health care provider’'s statement
verifying the need for such leave and its beginning and expected
ending dates. For leave for your own serious health condition, SB
LAFCO may require you to obtain a second or third medical opinion. If
a second or third medical opinion is requested, the cost of the
examination will be paid by SB LAFCO.

45 EXHIBIT A



EXHIBIT A
San Bernardino LAFCO Policy and Procedure Manual
Section Il — Human Resources Policies and Procedures

If your leave exceeds 30 days, or you ask for an extension of your
leave, you may be required to provide additional medical certification of
your inability to return to work.

If the leave is for the care of a child after birth, adoption or foster care
placement, you must complete the leave within 1 year of birth,
adoption or foster care placement.

Family/ Medical leave may be taken intermittently or on a reduced
schedule if it is medically necessary to care for,a spouse, parent or
child with a serious health condition for your.@wn serious health
condition. Leave for the birth or adoption_ of a child or placement of a
child in foster care may be taken in amaunts‘@pproved by SB LAFCO.
You may be temporarily transferred te an alternative position with
equivalent pay and benefits whichdetter accommadates a reduced or
intermittent schedule. Intermittentleave,reduced schedules and
leaves which are foreseeable must beseheduled in a manner which
will minimize disruption to operations.

LENGTH OF LEAVE

Leave will be counted as part©f entitlement to family and medical
leave under the?Family anddedical Leave Act (FMLA) and the
California Eamily Rights Act (CFRA). The maximum leave available is
12 weeksfof FMLA/or CFRA leave during any 12-month period
(exceptionfor preégnancyadisability- see policy). For the purpose of
calculating thef12-week maximum, any other qualifying disability leave,
ogcupatienal disability leave or family leave taken during the 12-month
period will be included. Prior pregnancy disability leave will not be
included in‘eemputing the 12-week maximum under the CFRA. The
122-month period will be tracked as a rolling 12-month period measured
backward from the first day of leave.

A leave to care for the child after birth, adoption or foster care
placement may be limited to less than 12 weeks if your spouse is
employed by SB LAFCO and is also taking family leave. If you are
eligible and your leave is approved, you may not be employed with any
employer, other than SB LAFCO during your leave of absence.
Outside employment during your leave will result in immediate
termination.

IMPACT ON BENEFITS
During any period that the employee takes leave, SB LAFCO will

maintain and pay for the employee’s medical coverage under a group
health plan, on the same terms that apply when the employee is
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actively employed. The employee taking leave must make
arrangements to pay the employee share of dependent premiums
while on leave. The use of leave will not result in the loss of any
employment benefit that accrued prior to the beginning of the
employee’s leave. However, accrual of additional benefits, such as
vacation and sick time benefits will cease during leave.

Upon return from leave, employees must submit a physician’s release.
Employees will generally be reinstated to the same or equivalent
position unless otherwise permitted by law.

SB LAFCO will comply with the state and fe | Family Care and
Medical Leave statutes.
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8. PREGNANCY DISABILITY LEAVE

A.

GENERAL

Pregnancy disability leaves of absence without pay are available to
eligible employees who are temporarily unable to work due to a
disability related to pregnancy, childbirth, or related medical conditions.
Employees are normally granted unpaid leave for the period of the
disability up to a maximum of 4 months within any 12-month period.
Employees may substitute any accrued paid leave time for unpaid
leave as part of the pregnancy disability leaye period.

In addition to the 4 months pregnancy disabilitysleave, an employee
may also be eligible for up to 12 additional weeks of unpaid California
Family Rights Act (CFRA) Leaveavithin a 12-monthiperiod. If an
employee qualifies for CFRA Léave in addition to Pregnancy Disability
Leave, the total time she may take offdis 4 months for Pregnancy
Disability Leave and 12 weeks forithe CFRA Leave.

TO REQUEST A LEAVE

A health care previder's statément must be submitted verifying the
need for pregnancy disability leave and its beginning and expected
ending dates. Any/changes in this information should be promptly
reported't0,SB LAFCO:

Employees requesting pregnancy disability leave should contact the
local branch, of their State Disability office to obtain the appropriate
disability forms.

IMPACT ON BENEFITS

Where @an employee’s pregnancy disability leave runs concurrently with
leave taken pursuant to the Family Medical Leave Act (FMLA), SB
LAFCO will continue to provide health insurance benefits for up to 12
weeks of approved pregnancy disability leave.

If an employee chooses to combine pregnancy disability leave with
family/medical leave, the maximum amount of time SB LAFCO will pay
health insurance premiums is still 12 weeks in a 12-month period.
Beyond the 12 weeks, the employee may choose continuation of
health insurance coverage through COBRA.

Benefit accruals, vacation and sick leave, or holiday benefits, will be
suspended during the leave and will resume upon return to active
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employment.

For pregnancy leaves of 30 calendar days or less, salary and
performance reviews will continue as usual. A salary action which
would have ordinarily taken place during the time of the leave will
become effective upon return to work. For pregnancy disability leaves
of over 30 days, salary and performance reviews will be extended
equal to the length of the leave.

RETURN FROM LEAVE

So that an employee's return to work can be groperly scheduled, an
employee on pregnancy disability leave is sequested to provide SB
LAFCO with at least two weeks advancefnotice of the date she intends
to return to work. When a pregnancy disability leave ends, the
employee will be reinstated to the same position‘unless either the job
ceased to exist because of legitimate business reasons or each means
of preserving the job would substantiallyndermine the ability to
operate SB LAFCO safely and efficiently. If the same position is not
available, the employee may be offered a comparable position in terms
of such issues as pay,deeation, job eontent, and promotional
opportunities. An offerof a‘comparable position is contingent on such
a position being availabley and.on'SB,LAFCO’s determination that
placing the employee in thatposition will not undermine SB LAFCO'’s
ability to operatefitsibusiness safely and efficiently. An employee
returning fr@m pregnancy disability leave has no greater right to
reinstatement to the same or eomparable position or to other benefits
or conditions, of @€mployment than an employee who has been
continuously:employed in another position that is being eliminated.

If an emplayee failsyto report to work promptly at the end of the
pregnancy disability leave, SB LAFCO will assume that the employee
has resigned.

ADDITIONAL ACCOMMODATIONS
SB LAFCO will provide reasonable accommodation to an employee for
conditions related to pregnancy, childbirth, or related medical

conditions, if she so requests, with the advice of her health care
provider.
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CHAPTER 4: ELECTRONIC COMMUNICATION, SAFETY,

AND EQUIPMENT

1. COMPUTER AND E-MAIL USAGE (Amended June 16, 2011)

A.

GENERAL

Computers, computer files, the e-mail system, and software furnished
to employees are SB LAFCO property intended for business use.
Employees are not entitled to privacy in regard,to computer files or e-
mail messages. Employees should not use & password, access a file,
or retrieve any stored communication witheut authorization. SB LAFCO
may audit and/or access computer files@nd e-mail messages as
needed. SB LAFCO owned computers, with the exception of
laptops/tablets designated for remete use, shall netlke removed from
the premises.

E-MAIL

SB LAFCO utilizes the'existing,.e-mail'systems of the County of San
Bernardino. The County of San Bernardino e-mail systems are
valuable resources for communication of information that is necessary
to conduct SBILAFEO business. Employees and other authorized
users are encouraged to make use of this tool to carry out their
responsibilities and duties in\@ professional and courteous manner,
which is in‘the best interest of SB LAFCO.

Kkimited,"@ecasional or incidental use of the e-mail systems for personal
purposes may be‘acceptable, if done in a professional and appropriate
manner, notused on SB LAFCO work time, not violating prohibited
activities contained in this policy and not interfering with the conduct of
SBLAFCO business or the performance of the employee’s duties. All
messages will be treated as business messages, therefore, employees
should not use the email system for messages they wish to keep
private.

In order to ensure the proper use of SB LAFCO resources, SB LAFCO
reserves the right without advance notice to users of the e-mail
systems to monitor, access, copy or delete any messages stored on
any of its e-mail systems. NO USER OF ANY COUNTY E-MAIL
SYSTEM SHOULD HAVE AN EXPECTATION OF PRIVACY IN ITS
USE.

Employees are expected to respect the privacy of messages sent to
others using the County’s e-mail systems. Therefore, no employee,
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except those authorized to do so, shall access, view, retrieve, listen to,
record, tamper with, copy, change, print or delete another employee’s
information or communications without that employee’s permission.

Some of the messages sent, received, or stored on the SB LAFCO e-
mail system will constitute confidential, privileged communications
between SB LAFCO and its inside or outside attorneys. Upon receipt
of a message either from or to counsel, do not forward its contents to
others without counsel’s authorization.

SB LAFCO e-mail shall not be used to announ€e, advertise, or
otherwise promulgate any event, cause, organization, or activity that is
not an official SB LAFCO function or praograms, Any use of the e-mail
system to promulgate a legitimate eveat'must'be approved by the SB
LAFCO Executive Officer.

PROHIBITED EMAIL ACTIVIHES

It shall be a violation of this policyt0 use e-mail to violate any existing
law, regulation, SB LAFCO,policy, department or personnel rule. Other
prohibited uses of the County’sie-mail systems include, but are not
limited to:

(1) Activitydthat could subject SB LAFCO to civil or criminal liability.

(2) Representing oneself;as a spokesperson and/or making
commitmeénts on behalf of SB LAFCO without authorization.

(3) Usageiintended for personal or commercial financial gain (e.g.,
advertising), or participating in any gambling, gaming or wagering
activities,

(4) “Any‘use of e-mail for the purpose of distributing materials,
premoting causes or beliefs, or soliciting membership in, support
for or donations to any organization, group or entity including, but
not limited to, those of a commercial, political, charitable or
ideological nature unless officially sanctioned by SB LAFCO.

(5) Utilization of e-mail to distribute offensive, abusive, threatening,
pornographic, and sexually explicit or hate messages or images.

(6) Use of e-mail to commit illegal, fraudulent or malicious activities.

(7) Originating or intentionally propagating computer viruses and/or
chain letters or petitions.
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(8) Disclosing confidential and/ or personal information without
appropriate authorization or sharing SB LAFCO e-mail accounts
or passwords to access those accounts with others.

(9) Personal usage that results in any charges or other costs to SB
LAFCO.

(10) Subscribing to external mailing lists, notification services, or other
e-mail services that are not reasonable related to the performance
of assigned job duties.

(11) Using animation, specialized graphi€s‘oncolored backgrounds in
e-mails.

SOFTWARE

SB LAFCO purchases and licenses thie use of various computer
software for business purposes and does not own the copyright to this
software or its related doeumentation. Wnless authorized by the
software developer, SB LAFCOsdoes nathave the right to reproduce
such software for use on moredhan one computer. No software owned
by an employeegshall be installed on a SB LAFCO owned computer
without permission from the licensing authority.

Employeesymay only usesseftware on local area networks or on
multiple machifes according to the software license agreement. SB
LAFCO prohibits,the illegal duplication of software and its related
documentation.

RESPONSIBILITIES

The"'SBILAFCO Executive Officer is responsible for ensuring that all
policy requirements are fulfilled. County ISD will not respond to
requests for e-mail access without written approval from the SB
LAFCO Executive Officer or LAFCO Legal Counsel. Employees
should notify their appointing authority or the Executive Officer upon
learning of violations of this policy.

DISCIPLINE

Violations of this policy may be considered as a basis for disciplinary
action, up to and including termination.
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ELECTRONIC COMMUNICATIONS POLICY (Adopted March 21, 2018)

Background and Purpose

The Commission as the legislative body of the Local Agency Formation
Commission for San Bernardino County ("LAFCO") hereby adopts the
following policy regarding the conduct of LAFCO business via electronic
communications by commissioners and employees. Specifically, this policy is
adopted in light of the City of San Jose case, which held that a city
employee's communications related to the conduct of public business do not
cease to be public records under sent or received using a personal account or
personal device.

Existing and emerging electronic communications technologies have become
an integral part of the ability of Commissieh officials and'staff members to
efficiently and effectively conduct Commission husiness. Sueh technology
has the potential to enhance commuficationsawith the public and provide a
higher level of service to the citizens ofthe£ommission. However, with such
technology in the work environment, the Commission must ensure it
continues to meet its legal obligations with respect to transparency in the
conduct of the people's business, including in the area of public records
disclosure and retention requirements. To that end, the following policy and
procedures will be followed.

Definitions
For purposes of this paliey, the following definitions apply:

"LAECO" means'the LocabAgency Formation Commission for San
Bernardine County.

"LAFCO afficial" f#or this policy shall mean any commissioner, employee of
LAFCO, or personfassigned an LAFCO electronic messaging account.

"LAFCO business" shall be construed broadly to mean information relating to
the conduct of the public 's business or communications concerning matters
within the subject matter of LAFCOQO's jurisdiction, including, but not limited to,
pending or potential LAFCO projects, past or prospective LAFCO agenda items,
or LAFCO budgets or expenditures involving LAFCO funds. Resolution of the
guestion will involve an examination of several factors, including: (a) the content
itself; (b) the context in, or purpose for which, it was written; (c) the audience to
whom it was directed; (d) the purpose of the communication; and (e) whether the
writing was prepared by an LAFCO official acting or purporting to act within the
scope of his or her employment.
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"Electronic communications" includes any and all electronic transmission, and
every other means of recording upon any tangible thing in any form of
communication or representation, including letters, words, pictures, sounds, or
symbols, or combinations thereof, and any record thereby created, regardless of
the manner in which the record has been stored. Without limiting the nature of
the foregoing, "electronic communications” include e-mails, texts, voicemails, and
also include communications on or within commercial applications (apps) such as
Facebook Messenger, Twitter, WhatsApp, etc.

"Electronic messaging account” means any account that creates, sends,
receives or stores electronic communications.

Policy

1. All LAFCO officials shall be assigned adLAFCO electronic messaging
account.

2. LAFCO accounts shall be used to econduct LAFCO business. LAFCO
officials shall not use personal accounts for the creation, transmission or
storage of electronic communications regarding LAFCO business.

3. All LAFCO officials shall, within 30‘days fellowing the adoption of this
policy, search all private, nongevernmental electronic messaging accounts
to which they have useraccess and locate any electronic communications
that might constitute a/*public record", because it involved "LAFCO
business”, as set forth @aboves,All such communications shall be
forwarded to the KAFCO official's LAFCO-provided account. To the extent
the LAFCOofficial believes that any part of such communications contain
personal matter not'related to the conduct of the public's business, the
LAFCO official'shall provide a declaration, as set forth in paragraphs 10
and 11, below.

4. The LARCOfaccount, along with the attendant access to LAFCO's account
server, are’solely for LAFCO and LAFCO official's use to conduct LAFCO
business and shall not be used for personal business or political activities.
Incidental use of LAFCO electronic messaging accounts for personal use
by LAFCO officials is permissible, though not encouraged.

5. If an LAFCO official receives an electronic message regarding LAFCO
business on his/her non-LAFCO electronic messaging account, or
circumstances require such person to conduct LAFCO business on a non-
LAFCO account, the LAFCO official shall either: (a) copy ("cc") any
communication from a LAFCO official's personal electronic messaging
account to his/her LAFCO electronic messaging account; or (b) forward
the associated electronic communication to his/her LAFCO account no
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later than 10 days after the original creation or transmission of the
electronic communication.

6. LAFCO officials shall endeavor to ask persons sending electronic
communications regarding LAFCO business to a personal account to
instead utilize the LAFCO official's account, and likewise shall endeavor to
ask a person sending an electronic communication regarding non-LAFCO
business to use the LAFCO official's personal or non-LAFCO electronic
messaging account.

7. The LAFCO official shall retain all emails related @@va proposal for six
months following issuance of the certificate of gdmpletion, certificate of
termination, or withdrawal notification by the@pplicant.

8. LAFCO officials understand they have s0 expectationef privacy in the
content of any electronic communication sent or received,on an LAFCO
account or communication utilizing LAFCO&Servers. LAFCO provided
electronic devices, including devicesiorwhich LAFCO pays a stipend or
reimburses the LAFCO official, are subject to LAFCO review and
disclosure of electronic communicationstegarding LAFCO business.
LAFCO officials understandithat'electronic‘ecommunications regarding
LAFCO business that are createdgsent, received or stored on an
electronic messagingyaccount,unay be subject to the Public Records Act,
even if createdgsent, received, or stored on a personal account or
personal device.

9. In the event a Public Records Act request is received by LAFCO seeking
electronic. cemmunieations of LAFCO officials, the LAFCO Clerk shall
premptly transmit the request to the applicable LAFCO official(s) whose
electronic communications are sought. The LAFCO Clerk shall
communicate the scope of the information requested to the applicable
LAFCO)officialy and an estimate of the time within which the LAFCO Clerk
intends toyprovide any responsive electronic communications to the
requesting-party.

10.1t shall be the duty of each LAFCO official receiving such a request from
the LAFCO Clerk to promptly conduct a good faith and diligent search of
his/her personal electronic messaging accounts and devices for
responsive electronic communications. The LAFCO official shall then
promptly transmit any responsive electronic communications to the
LAFCO Clerk. Such transmission shall be provided in sufficient time to
enable the LAFCO Clerk to adequately review and provide the disclosable
electronic communications to the requesting party.
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In the event a LAFCO official does not possess, or cannot with reasonable
diligence recover, responsive electronic communications from the LAFCO
official's electronic messaging account, the LAFCO official shall so notify
the LAFCO Clerk, by way of a written declaration, signed under penalty of
perjury. In addition, an LAFCO official who withholds any electronic
communication identified as potentially responsive must submit a
declaration under penalty of perjury with facts sufficient to show the
information is "personal business" and not "public business" under the
Public Records Act. The form of the declaration is attached hereto as
Attachment A.

It shall be the duty of the LAFCO Clerk, in consultation with LAFCO's
Legal Counsel, to determine whether a particulanelectronic
communication, or any portion of that electronic c@mmunication, is exempt
from disclosure. To that end, the responding LAFCQO official shall provide
the LAFCO Clerk with all responsivegelectronic communieations, and, if in
doubt, shall err on the side of caution and sheuld "over produce”. If an
electronic communication involved*@eth public business and a personal
communication, the responding LAFCO official may redact the personal
communication portion of gheselectronic €@mmunication prior to
transmitting the electronic ceammunieation tQ the LAFCO Clerk. The
responding LAFCO official Shall provide facts sufficient to show that the
information is "persenal business” and not "public business" by
declaration. Inghe event a question arises as to whether or not a
particular communication, or any\portion of it, is a public record or purely a
personal communication; theyAFCO official should consult with the
LAFCO Clerk or the Legal Counsel. The responding LAFCO official shall
be requiredito sign a declaration, in a form acceptable to the Legal
Counsel, attesting under penalty of perjury, that a good faith and diligent
search was conducted and that any electronic communication, or portion
thereof, not provided in response to the Public Records Act request is not
LAFCO)busingss.

13.AB 1234 (ethics) training should include a discussion of the impacts of the

City of San Jose case and this policy. Such training should include
information on how to distinguish between public records and personal
records. LAFCO officials who receive AB 1234 training from other
providers should actively solicit training from the alternative provider on
the impacts of the City of San Jose case.

14.LAFCO officials understand that electronic communications regarding

LAFCO business are subject to LAFCO's Records Retention Policy
(Section Il, Chapter 1, Policy 7), even if those electronic communications
are or were created, sent, received or stored on an LAFCO official's
personal electronic messaging account. Itis a felony offense to destroy,
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alter or falsify a "public record”. As such, unless the LAFCO official has
cc'd/transmitted electronic communications in accordance with Paragraph
5 above, that LAFCO official must retain all electronic communications
regarding LAFCO business, in accordance with LAFCO's adopted records
retention policy, regardless of whether such electronic communication is
originally sent or received on a personal electronic messaging account.

15.Failure of an LAFCO official to abide by this policy, following its adoption,
may result in one or more of the following:

e Disciplinary action, up to and including termination (for employees);

e Removal from office (for commissioners);

e Censure (for commissioners);

e Revocation of electronic device privileges (including revocation of
stipend or reimbursement);

e Judicial enforcement against the'LAFCO official directly, by the
requesting party; and

16. This policy does not waive any exemption to disclosure that may apply
under the California Publi¢ Reeerds Act.

17.Upon leave of service from LAFCO, the"Email administrator will request
that County ISD gcloseéithe LAFCO official’'s Email account and copy the
contents from the Email account onto an electronic medium (CD, DVD,
USB flash drive) and 10 be retaied in accordance with the Commission’s
Record Retentien Rolicy.
ATTACHMENT A
DECLARATION

(attached on following page)
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SAFETY

Every employee is responsible for safety. To achieve our goal of providing a
completely safe workplace, everyone must be safety conscious. Employees
should report any unsafe or hazardous condition directly to their supervisor
immediately.

In case of an accident involving a personal injury, regardless of how serious,
employees should notify a supervisor or the Executive Officer immediately.
Failure to report accidents can result in a violation of legal requirements, and
can lead to difficulties in processing insurance and bénefit claims.

If an employee is injured on the job, he or she will'be entitled to benefits
under the state workers’ compensation law inémost cases. SB LAFCO carries
workers’ compensation insurance and will@ssist employees to obtain all
benefits to which they are legally entitled.

DESK INSPECTION POLICY

Although desks, lockers, cabinetsiand shelvesiare made available for the
convenience of employees while at warkpemployees should remember that
all desks, lockers, cabinets and'shelves remain the sole property of SB
LAFCO. Moreover SB LAECO reserves the right to open and inspect desks,
lockers, cabinets,@nd shelves, as\well as any contents, effects, or articles in
desks, cabinetsf and shelves. Such an inspection can occur at any time, with
or without advang¢e,notice oreansent. An inspection may be conducted
before, during, or after working hours by a supervisor, manager, or security
personneldesignatedby, SB LAFCO.

Prohibited materials, including weapons, explosives, alcohol and non-
prescribed drugs or medications, may not be placed in a desk, locker, cabinet
or shelf. ‘Employées may keep “lawful over-the-counter or legally prescribed
drugs” in theiridesks, lockers or cabinets. Employees, who, if requested, fail
to cooperate in any inspection, will be subject to disciplinary action, up to and
including termination. SB LAFCO is not responsible for any articles that are
placed or left in a desk, locker, cabinet, or shelf that are lost, damaged, stolen
or destroyed.
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CHAPTER 5: BENEFITS PLAN

(Benefit Plan Consolidated with Section 11l - Human Resources Policies and
Procedures on August 19, 2015)

1. INTRODUCTION

A.

ADMINISTRATION OF BENEFITS

San Bernardino LAFCO has contracted with the County of San
Bernardino to administer the benefits for SB IAAFCO employees
equivalent to those provided to County “Exeémpt” employees. When
guestions arise, employees will first contact'the SB LAFCO payroll
person. If additional information is required, employees will contact the
Human Resources Employee Bengfits and Services, Division Chief or
designee.

BENEFIT PLAN GROUPS

For the purpose of this Benefits Plan,"@mployees shall be divided into
the following groups: (Amended'©ctober 22, 2014)

(2) Group At Executive Officer
(2) Group B. All SB LAFCO Employees not in Groups A or C

(3) Group C. Administrative Assistant
(hired after September 17, 2014)

2. MEDICAL AND DENTAL SUBSIDIES (Amended August 17, 2005; August

20, 20085June 1642011; August 19, 2015, January 27, 2016; April 18, 2018)

A.

SB LAFCO has established a Medical Premium Subsidy (MPS) to
offset the cost of medical and dental plan premiums charged to eligible
employees. The MPS shall be applied first to medical plan premiums
and then to dental plan premiums. The applicable MPS amount shall
be paid directly to the providers of the County-sponsored medical and
dental plan in which the eligible employee has enrolled. In no case,
shall the MPS exceed the total cost of the medical and dental
insurance premium for the coverage selected.
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The following are the MPS amounts:

Scheduled for | Scheduled for

40 to 60 hours | 61 to 80 hours
Employee Only | $115.00 $230.00
Employee +1 $176.12 $352.23
Employee +2 $241.32 $482.64

Effective 7/21/18 the following MPS amounts shall apply:

Scheduled for | Schedudled for

40 to 60 hours | 61 t@ 80 hours
Employee Only | $117.25 $234.50
Employee +1 $180.60 $361.19
Employee +2 $247.67 $495.34

Effective 7/20/19 the following MPS ameuntséhall apply:

Seheduled for“'Scheduled for

40 t0'60hours | 6Ihto 80 hours
Employee Only | $121.67 $243.33
Employee +1 $189.52 $379.03
Employeé +2 $264.97 $529.94

A dental Premium Subsidy (DPS) has been be established for all
employees whoware enrolled in both County-sponsored medical and

dental coverage whose premium costs for medical and dental exceeds
the MedicallPRremium Subsidy. The amount of DPS shall be up to nine
dellars fortySix cents ($9.46), but not to exceed the combined total of
the'employee’s out-of-pocket expenses. For example, an employee
who'seleCts “employee only” coverage for medical and dental with a
combined per pay period premium cost of $234.00 will receive a DPS
in the amount of $4.00 per pay period.

ELIGIBILITY FOR MPS AND DPS WHILE ON LEAVE (Adopted
August 19, 2015; Amended April 18, 2018)

Q) FMLA/CFRA - Employees who are on approved leave, pursuant
to FMLA/CFRA law and whose paid hours in a pay period are
less than the required number of hours designated by the
applicable benefit provision will continue to be enrolled in a
County-sponsored medical plan and receive MPS and DPS in
accordance with applicable law.
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(2) Pregnancy Disability Leave (PDL) — An employee on an
approved pregnancy disability leave is eligible for continuation
of MPS and DPS in accordance with PDL, Government Code
section 12945.

(3) Workers’ Compensation — Employees who are on an approved
leave based on an approved workers’ compensation claim shall
continue to receive the MPS and DPS for up to a total of twenty
(20) pay periods while off work due to that work injury as long as
the employee pays his/her portion of théypremiums on time. If
any subsequent workers’ compensation claims occur during the
initial twenty (20) pay periods, thegemaining MPS eligibility from
the original claim shall run concd@rrent with. any additional
approved workers’ compensdtion claims that occur during the
initial claim. For example,4f the employee istéeeiving the MPS
and DPS for twenty (20Q) pay periods for an injury and after ten
(10) pay periods anotherwerkers’ compensation claim is
approved and the employee is eligible to receive the MPS and
DPS for an additional twenty (20) pay periods, ten (10) pay
periods will run concurrent,with therinitial claim, for a total of 30
pay periods. Empleyees whao are still on workers’ compensation
after thegexpirationofthe initial twenty (20) pay periods shall
continue toreceive MPS and DPS provided the employee is
fully tntegrating apprapriate paid leave time.

(4)  Short hérm Disability — Employees who are fully integrating paid
leave time with Short-Term Disability (STD) insurance provided
bythe County or State Disability Insurance (SDI) shall continue
to receive the MPS and DPS.

5) PerEpisode of lliness or Injury - Employees who are on an
approved medical leave of absence and whose paid hours in a
pay period are less than the required number of hours will
continue to receive the benefits of this subsection for up to six
pay periods per episode of illness or injury.

MEDICAL AND DENTAL INSURANCE (Amended August 17, 2005; June 16,
2011; August 19, 2015)

Except as otherwise provided, all eligible employees scheduled to work 40
hours or more per pay period in a regular position must enroll in a medical
and dental plan offered by SB LAFCO through the County. Employees who
fail to elect medical and dental plan coverage will be automatically enrolled in
the medical and dental plan with the lowest biweekly minimum premium rates
available in the geographical location of the employee’s primary residence.
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Medical and dental plan coverage will become effective on the first day of the
pay period following the first pay period in which the employee is scheduled to
work forty (40) hours or more and received pay for at least one-half plus one
hour of scheduled hours.

To continue enrollment in County-sponsored medical and dental plan
coverage, a SB LAFCO employee must remain in a regular position
scheduled to work for a minimum of 40 hours per pay period and have
received pay for at least one-half plus one hour of scheduled hours or be on
approved leave for which continuation of medical and dental coverage is
expressly provided for, or be eligible for and have timély paid the premium for
COBRA continuation coverage.

Enrollment elections must remain in effect foréthe remainder of the Plan Year
unless an employee experiences an IRS gdalifying event:

Eligible employees may elect to enrall dependehts upon initial eligibility for
medical and dental insurance. Thereafter, newly eligible dependents may be
enrolled within sixty (60) days of obtaining dependent status, such as birth,
adoption, marriage, or registration,of domestie,partnership.

Notification of a mid-year qualifying eventimust be submitted to the SB
County Human Resourees Employée Benefits and Services Division Chief or
designee in accordance with procedures adopted by the County. Employees
are responsible for notifying the Caounty within sixty (60) days of dependent’s
change in eligibility. for the County,plans.

Dependent(s) must bexemoved mid-Plan year when a dependent(s)
becomies ineligiblexfor cauerage under the insurance plan eligibility rules, for
example, divorce, ‘Qver-aged dependent, or termination of domestic
partnership.

Premiums fancoverage will be automatically deducted from the employee’s
pay warrant. Failure to pay premiums will result in loss of coverage for the
employee and/or the dependents. If the employee does not have sufficient
earnings to cover the deduction for premiums, the employee must make
alternative payment arrangements that are acceptable to the County
Employee Benefits and Services Division.

Employees eligible for medical plan coverage who are also enrolled in
comparable group medical plan sponsored by another employer or are
covered by a spouse, domestic partner, or parent who is also employed with
the County may elect to discontinue enrollment in the County-sponsored
medical plan (opt-out or waive). Employees scheduled to work 61 to 80 hours
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per pay period who elect to opt-out or waive the County-sponsored medical
plan coverage will be provided bi-weekly amounts as follows:

A. Employees who elected to opt-out of County-sponsored health plan
coverage prior to July 9, 2005 and continue to opt-out will receive the
following bi-weekly amounts:

Scheduled for 40 to 60 hours | Scheduled for 61 to 80 hours
$80.77 $161.54

B. Employees who elected to waive health plan goverage to a spouse or
domestic partner currently employed by thefCounty prior to July 9,
2005 will receive the following bi-weeklyamounts:

Scheduled for 40 to 60 hours '| Scheduledfor 61 to 80 hours
$115.00 $230.00

C. New opt-outs or waives (i.e., new employees and current employees
who opted-out or waived-éffective July'9, 2005 and any time thereafter)
will receive the following bi-weekly,amounts:

Scheduled for 40 to 60 hours | Scheduled for 61 to 80 hours
$20.00 $40.00

To receive these‘amounts, the'employee must be paid for a minimum of one-
half plus one, of their scheduled hours. For instance, an employee scheduled
to workd80 hourssmust be paid for a minimum of 41 hours during a pay period
to regéive the opt-0ut or'waive amounts.

Employees eligible' for County-sponsored dental plan coverage who are also
enrolled in @ comparable group dental plan sponsored by another employer or
are coveredby a spouse, domestic partner, or parent who is also employed
with the County may elect to discontinue enroliment in their County-
sponsored dental plan.

The rules and procedures for electing to opt-out or waive the County-
sponsored medical and dental plan coverage are established and
administered by the SB County Human Resources Employee Benefits
Department and Services Division.

Employees may elect to opt-out or waive the County-sponsored medical
and/or dental plan coverage(s) within 60 calendar days of the effective date of
gaining other employer group coverage. Proof of initial gain of other group
coverage is required at the time that opt-out or waive is elected.
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Employees may elect to opt-out or waive the County-sponsored medical
and/or dental plan coverage during an annual open enrollment period. All
employees who are newly opting-out or waiving during an open enrollment
period must provide verification of other employer group coverage.

Except as required at the initial opt-out/waive election, employees are not
required to provide verification of continued coverage unless requested by the
plan administrator.

Employees who voluntarily or involuntarily lose other@mployer group health
plan coverage must enroll in a County-sponsorednedical and/or dental plan
within 60 calendar days. Enrolliment in the County=Sponsored plan will be
provided in accordance with the requirementsiof theapplicable plan.

There must be no break in the employeg’s medical and/ordental plan
coverage between the termination date of the ather employer group coverage
and enrollment in a County-sponsored‘medical and/or dental plan. Terms
and conditions of the applicable plan will'determine the required retroactive
enrollment period and premiumsyrequired tolimplement coverage. Failure to
notify the County of loss of group coverage within 60 calendar days will
require the employee to pay inSurance premiums retroactively on an after-tax
basis.

LIFE INSURANCE

A. TERM LIFEIINSURANCE (Amended June 16, 2011; August 19, 2015)

SB LAFCQwiill paythe premium for a term life insurance policy, the
amount of which is’based on the eligible employee’s scheduled hours.
Employees scheduled from 40 to 60 hours per pay period shall receive
$255000 ingcoverage. An employee scheduled from 61 to 80 hours
shallireceive $50,000 in coverage. Life insurance will become effective
on thefirst day of the pay period following the employee’s first pay
period in which the employee is paid for one half plus one of their
scheduled hours. For example, an employee scheduled for 80 hours
must be paid for a minimum of 41 hours. For pay periods in which the
employee does not meet the paid hours requirement, the employee
shall have the option of continuing life insurance coverage at the
employee’s expense.

B. VARIABLE UNIVERSAL LIFE INSURANCE (Amended May 16, 2007;
June 16, 2011; August 19, 2015)
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Eligible SB LAFCO employees may purchase, through payroll
deductions, variable group universal life insurance subject to carrier
requirements and approval. The benefit levels for such insurance shall
be equivalent to no more than three (3) times the employee’s annual
base earnings. Employees who purchase variable group universal life
insurance shall be provided a SB LAFCO contribution towards the bi-
weekly premium based on the following:

Benefit Group A
(Executive Officer) = 50% of the premium of the one-time
annual base salary or 100% of the premium equal to 50 percent
of the one time annual base salary.

Benefit Groups B and C
(All other SB LAFCO employées) = 25% of the premium of the
one-time annual base salafty.

VOLUNTARY LIFE INSURANCEXAmended August 19, 2015)

In accordance with thefprecedures established by the County Human
Resources Employee Benefitstand Serviees Division, eligible
employees may purchase, thraugh‘payroll deductions, term life
insurance subjeetyto carriersequirements.

New employees shall become initially eligible to participate in these
programs on thedirstdayef,the pay period following the pay period in
which the employee works and receives pay for one-half plus one of
theirregularly'seheduled hours. Participation will continue as long as
premiums.are paidhtimely. If the employee does not have sufficient
earnings to'cover the deduction for premiums, the employee must
make alternative payment arrangements that are acceptable to the
Employee Benefits and Services Division.

ACCIDENTAL DEATH AND DISMEMBERMENT INSURANCE
(Amended August 19, 2015)

Eligible employees may purchase amounts of Accidental Death and
Dismemberment Insurance coverage for themselves and dependents
through payroll deduction. New employees shall become initially
eligible to participate in these programs on the first day of the pay
period following the first pay period in which the employee works and
receives pay for one-half plus one of their regularly scheduled hours.
Participation will continue as long as premiums are paid timely. If the
employee does not have sufficient earnings to cover the deduction for
premiums, the employee must make alternative payment
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arrangements that are acceptable to the County Human Resources,
Employee Benefits and Services Division. The benefits will be provided
subject to carrier requirements, and will be administered by the County
Employee Benefits and Services Division.

E. LONG-TERM DISABILITY INSURANCE (Amended August 19, 2015)

SB LAFCO will provide employees with long-term disability insurance
through the county subject to carrier requirements and approval. The
benefit levels or such insurance shall be those approved by the
County’s Director of Human Resources. Integration of leave balances
(e.g., sick, vacation, etc.), either partially orfully, are not allowed in
conjunction with long-term disability bengfits.

F. SHORT-TERM DISABILITY INSURANCE (Amended June 16, 2011;
August 19, 2015; April 18, 2018)

SB LAFCO will provide an emplayer paid Short-Term Disability
Insurance Plan through the County.far employees. This benefit shall
apply to employees in¢egular positionsywho are regularly scheduled to
work 40 or more hours'per payiperiod. “The Short-Term Disability
Insurance Plan benefit coverage shallpe governed by the Plan
Document thatdras been approved and adopted by the Board of
Supervisorsdor Exempt Group employees and is subject to carrier
requirements and approval.| Ehe short-term disability insurance plan
benefit coverageshallinelude a provision for a seven (7) consecutive
calendar daywaiting period from the first day of disability before
henefitsibegin. Benefits shall be fifty-five percent (55%) of base salary
up to a weekly maximum established a formula that incorporates the
State of Califernia for the State Disability Insurance fund maximum.
Benefit payments terminate when the employee is no longer disabled
oriupon termination of employment from SB LAFCO, or after receiving
180 days of benefits at which time the employee would be eligible for
long-term disability benefits if still medically disabled.

G. VISION CARE INSURANCE (Amended August 19, 2015)

SB LAFCO will pay the premiums for vision care insurance for
employees who are in paid status and their dependents, subject to
carrier requirements the same as provided to County exempt
employees.

5. SECTION 125 PREMIUM CONVERSION PLAN (Amended August 19, 2015)

66 EXHIBIT A



EXHIBIT A
San Bernardino LAFCO Policy and Procedure Manual
Section Il — Human Resources Policies and Procedures

Eligible employees shall be provided with a Section 125 Premium Conversion
Plan. The purpose of the Plan is to provide employees a choice between
paying premiums with either pre-tax salary reductions or after-tax payroll
deductions for medical insurance, dental insurance, vision insurance,
voluntary life (to the IRS specified limit) and accidental death and
dismemberment insurance premiums currently maintained for Exempt
employees or any other program(s). The amount of the pre-tax salary
reduction or after-tax payroll deduction must be equal to the required
insurance premium.

Medical and dental coverage elections shall not reduce earnable
compensation for purposes of calculating benefits@r contributions for the San
Bernardino County Employees’ Retirement Ass@ciation. To be eligible for this
benefit, an employee must be eligible to parti€ipate in medical, dental, vision,
AD&D, and/or life insurance and have a prémium deduetien for these benefit
plans.

Election of pre-tax and after-tax payrolldeductions shall be made within sixty
(60) days of the initial eligibility period in‘a manner and on such forms
designated by the San Bernardine, County Human Resources Employee
Benefits Department and Services Division Chief, or designee. Failure to
timely submit appropriate paperwork avill result in after-tax deductions for all
eligible premiums for theyremainder of the Plan Year.

Once a salary reduction has begun, in no event will changes in elections be
permitted during the Plan Yearnexeept to the extent permitted under Internal
Revenue Service rulings and regulations and consistent with the County’s
Plan Doetimenits The'employee must submit request for a change due to a
mid-yegar qualifying,eventwithin sixty (60) days of the qualifying event.

FLEXIBLE SPENDING ACCOUNT (Amended August 17, 2005; May 16,
2007; June, 16, 2041; May 20, 2015; August 17, 2016)

The County has established a medical expense reimbursement plan, Flexible
Spending Account (FSA), for employees in regular positions. The Exempt
FSA is established in accordance with the provisions of Internal Revenue
Code (IRC) Section 125. The Human Resources Employee Benefits
Department will serve as the Plan’s Administrator and will administer the
Exempt FSA in accordance with the County’s exempt medical expense
reimbursement plan document. SB LAFCO contracts with SB County to
provide this benefit to its employees.

Eligible employees may contribute to the FSA, on a pre-tax basis, up to the
IRC maximum per biweekly pay period. SB LAFCO will contribute up to
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($40.00) per bi-weekly pay period, matching employee contributions dollar for
dollar (effective July 23, 2016).

Upon enrolling in the Plan, employees may not change their designated bi-
weekly contribution amount or discontinue making contributions for the
remainder of the plan year except as permitted by the IRC. Any unused
amounts remaining in an employee’s account at the end of the plan year shall
be forfeited except as permitted by the IRC and the County’s exempt medical
expense reimbursement plan document.

DEPENDENT CARE ASSISTANCE (Amended August 20, 2008; June 16,
2011)

The purpose of this Section 125 Dependent Gare Assistance Plan (DCAP) is
to permit eligible employees to make an eleétion to pay.fer certain dependent
care expenses with salary reductions from compensation‘centributed to the
Plan before federal income or social sécurity taxes are paidto the Internal
Revenue Service (“Salary Reduction™n,accerdance with Sections 125 and
129 of the Internal Revenue Code of 1986(IRC) and regulations issued
pursuant thereto. DCAP shallgee construed te. comply with said Code
Sections and to meet the requitements, of any-other applicable provisions of
law.

SB LAFCO patrticipates i the DCAP that is administered by the County’s
Human Resources Department, Division Chief, Employee Benefits and
Services Divisiomin accordanee, with the dependent care assistance plan
document and applicable law.

To begligible for this benefit, an employee must be in a regular position.

Enrollment in the Plan is required every Plan Year and is limited to the annual
open enrollment period or no later than sixty (60) calendar days following the
date of becoming eligible due to a mid-year change in status event. Failure to
submit participation agreement within the time frame shall result in an election
to not participate in the Plan.

An employee must elect to contribute to DCAP through salary reduction on
forms approved by the County Human Resources Division Chief, Employee
Benefits & Services Division. An employee election to participate shall be
irrevocable for the remainder of the plan year. Once a salary reduction has
begun, in no event will changes in elections be permitted during the Plan Year
except to the extent permitted under Internal Revenue Service rulings and
regulations and with the County’s Plan Document.
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Pursuant to IRC 8125, any amounts remaining in the employee’s account at

the end of a Plan year must be forfeited except as permitted by the IRC and
the Plan Document.

8. SALARY SAVINGS PLANS

A. 401K PLAN (Amended August 17, 2005; May 16, 2007; August 20,
2008; June 16, 2011)

Biweekly contributions of SB LAFCO employees to the County’s 401(k)
Defined Contribution Plan will be matched bya'SB LAFCO contribution
on the basis of two times the employee’s cantribution. The biweekly
contributions of employees in Groups A and B,of up to four percent of
biweekly base salary will be matched by'a SB'LAFCO contribution of
two times the employee’s contribution; not to exceed eight percent of
an employee’s biweekly base salary. The biweekly‘ceontributions of
employees in Group C to the @ounty’s 401 (k) Defined Contribution
Plan of up to three percent of biweekly base salary will be matched by
a SB LAFCO contribution of two times the employee’s contribution.
The SB LAFCO contributien shall not'i@xceed six percent of an
employee’s biweekly base salary:

B. 457 DEFERRERD)EOMPENSATION PLAN (Amended June 16, 2011)

(1) Bi-weekly contributions, of SB LAFCO Group A employees to the
County’'s Section4s5+7 Deferred Compensation Plan up to one
percent(1%) of an employee’s bi-weekly base salary will be
matched by a SB LAFCO contribution on the basis of one (1)
times,the employee’s contribution. The SB LAFCO contribution
shallinot exceed one percent of the employee’s biweekly salary.
The contribution shall be deposited in the County’s 401(a) Plan.

(2) Bi‘weekly contributions of SB LAFCO Group B and C
employees to the County’s Section 457 Deferred Compensation
Plan up to one percent (1%) of an employee’s bi-weekly base
salary will be matched by a SB LAFCO contribution of one-half
(1/2) times the employee’s contribution. The SB LAFCO
contribution shall not exceed one-half percent (1/2%) of the
employee’s bi-weekly salary. The contribution shall be
deposited in the County’s 401(a) Plan.

9. RETIREMENT

A. SB LAFCO CONTRIBUTIONS (Amended August 17, 2005; May 16,
2007; June 16, 2011, April 17, 2013; April 18, 2018)
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LAFCO shall pay all required employer contributions to the San
Bernardino County Employee’s Retirement Association (SBCERA).
Effective June 18, 2011, the SB LAFCO seven percent (7%) pick up of
a portion of the employee’s required contribution to SBCERA shall be
discontinued, and the supplemental amounts provided in the
paragraph below shall be the only employee contribution pick up.
Effective July 21, 2018, the supplemental amounts provided below
shall be discontinued, and the amounts shall be included in base
salary prior to the three percent across the board salary increase also
scheduled for July 21, 2018, as reflected in the salary schedules and
tables as set forth in this Section.

Employees who are Tier 1 members shall receive the following
supplemental amounts biweekly to eapplied under this section:
Group A employee, $236.41 perbi-weekly pay periad; Group B
employees, $152.17 per bi-weéekly pay period; Group C employees,
$94.67 per bi-weekly pay period. \Effe€tive July 21, 2018, these
supplemental amounts shall be diseoentinued.

If hired prior to January 2, 2013ythe employee must choose to have
the contributions designated as all'employer or all employee
contributions fomretirement\purposes. If the employee designates the
pick up as employericontriutions, then for each dollar applied, the
employeg’s retirement obligation shall be satisfied in the amount of the
actuarial'value ofthat doliar,to the Retirement Association as
determined‘bythe Board of Retirement; and the employee may not
withdrawthis eontribution from the Retirement Association.

If the employee desSignates the pick up as employee contributions, then
for each dollar applied, the employee’s retirement obligation shall be
satisfied indghe amount of one dollar, and upon separation without
retirement, an employee may withdraw this contribution from the
Retirement Association. Upon retirement or separation, all
contributions applied under this Section will be considered for tax
purposes as employer-paid contributions.

If the employee does not file a designation, the contribution shall be
made as employee contributions. For employees hired on or after
January 1, 2013, all contributions will be designated as employee
contributions to comply with the California Employees’ Pension
Reform Act of 2013 (Government Code 88 7522 et seq.). Upon
separation without retirement, the employee may withdraw these
contributions from SBCERA.
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Any dollars that are remaining after all retirement system obligations
are fully satisfied shall be paid to the employee in cash.

Pursuant to the California Public Employees’ Pension Reform Act of
2013 (AB 340), SB LAFCO establishes a two-tier system for retirement
contribution as follows:

Tier 1 employees are employees with an SBCERA membership date
prior to January 1, 2013.

Tier 2 employees are employees with an SBCERA membership date
on or after January 1, 2013.

SBCERA membership date is determined based,on the following:

o Date of hire as a regular of €eligible contract (when applicable)
employee, or

o Date of transfer from a non-qualifying position (for example:
extra-help, temporary, or part-time) to a regular position that
requires membership N SBCERA, or

. Date ofntry. into membership with another public retirement
system with\which the,employee established reciprocity.
Therefore, if the employee enters SBCERA membership under
Tier 2, but establiShes reciprocity with another public retirement
systemWwhere the employee was a member prior to January 1,
2013, thexemployee will be reclassified as a Tier 1 employee.

REMAINING EMPLOYEE CONTRIBUTIONS (Amended April 18,
2018)

All employee retirement system contribution obligations shall be
“picked up” for tax purposes only pursuant to this Section. SB LAFCO
shall implement the pickup of such retirement system contribution
under Internal Revenue Code Section 414(H) (2).

SB LAFCO shall make member contributions under this section on
behalf of the employee, which shall be in lieu of the employee's
contributions, and such contributions shall be treated as employer
contributions for purposes of reporting and wage withholding under the
Internal Revenue Code and the Revenue and Taxation Code. The
amounts picked up under this section shall be recouped through
offsets against the salary of each employee for whom SB LAFCO picks
up member contributions. These offsets are akin to a reduction in
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salary and shall be made solely for purposes of income tax reporting
and withholding. The member contributions picked up by SB LAFCO
under this section shall be treated as compensation paid to SB LAFCO
employees for all other purposes. SB LAFCO paid employer
contributions to the SBCERA under this section shall be paid from the
same source of funds as used in paying the salaries of the affected
employees. No employee shall have the option to receive the
Retirement System contribution amounts directly instead of having
them paid to SBCERA.

Until retirement or separation, all contributionsépicked up under this
section will be considered for tax purposesas employer-paid
contributions.

Upon retirement or separation, all contributions pieked up under this
section will be considered for taxgpurposes as emplayer-paid
contributions. Contributions under this s€éction shall be applied (as all
employer or all employee contributionS with the same value and
restrictions) for Retirement System purposes in the same manner as
the contributions under'the,SB LAFCO)\Contributions provision above.

SPECIAL PROVISIONS| (Amended June 16, 2011; April 18, 2018)

Except as provided below, employees who have 30 years of service
credit shall not begpaid.in cash seven percent (7%) of earnable
compensation. smployees with at least 25 years of service as set forth
in Gewvernment Code Section 31625.3 as of June 18, 2011, and who
gither already have or thereafter attain 30 years of service credit as set
forth in Government Code Section 31625.3 shall have one opportunity
during the employee’s employment to receive cash payments of seven
percent (7%) of earnable compensation for up to twenty-six (26)
consecutive pay periods.

Employees who are over age 60 at time of hire, and who are in a
regular position, and who choose not to be a member of the
Retirement Association, shall be enrolled in the County’s 401(k) Salary
Savings Plan. SB LAFCO shall contribute the applicable percent of the
employee's biweekly salary as defined in this Section to the Plan, and
the employee shall contribute a minimum of three percent of biweekly
salary to the plan, not to exceed the annual limits of the Plan as
defined in the Internal Revenue Code.

SURVIVOR BENEFITS (Amended April 18, 2018)

72 EXHIBIT A



EXHIBIT A
San Bernardino LAFCO Policy and Procedure Manual
Section Il — Human Resources Policies and Procedures

Survivor Benefits are payable to employed general retirement
members with at least 18 months continuous retirement membership
pursuant to Government Code Section 31855.12.. An equal, non-
refundable employer and employee bi-weekly contribution will be paid
to SBCERA as provided in the annual actuarial study.

RETIREMENT MEDICAL TRUST FUND (Amended July 18, 2007,
Amended August 20, 2008; August 19, 2015)

A Retirement Medical Trust Fund has been established for SB LAFCO
employees with five (5) or more years of partigipation in the San
Bernardino County Employees’ RetirementdAssociation (SBCERA).
The Trust Fund is a Voluntary Employees Benefit Association (VEBA)
and will comply with all of the provisions'of Section 501(c) (9) of the
Internal Revenue Code.

The Retirement Medical Trustdund willdoe administered by the
Employee Benefits and Services Rivision as the plan administrator in
accordance with the plan document and applicable law.

Sick Leave Conversion Eligibility,- SB CAFCO employees with five (5)
or more years of participation in' SBCERA are eligible to participate in
the Trust. Thegpukchase of.additional retirement credit or other
retirement sérvice eredit and/or participation in other public sector
retirement systems may be ‘counted towards the service requirement
provided‘that thedemployee,hras not withdrawn their contributions from
the system(shand the employee is also a participant in SBCERA.
Employees whowish to receive credit for participation in other public
retirement systems,must provide the Plan Administrator written
evidence of\participation and that contributions made to the system(s)
have not been withdrawn.

Sick'Leave Conversion Formula - At separation from SB LAFCO
servicefor reasons other than death, all eligible employees will be
required to contribute the cash value of their unused sick leave
balances to the Trust, at the rate of seventy-five percent (75%) of the
cash value of the employee’s unused sick leave hours, up to a
maximum of fourteen hundred (1,400) hours.

SB LAFCO Contributions - SB LAFCO will contribute to the Retirement
Medical Trust Fund as follows:

Years of Service Percentage of Base Salary*
5-9 Years 1.00%
10-15 Years 1.75%
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| 16 or more years | 2.75% |

*For purposes of the RMT contribution, base salary is as defined in the
RMT plan document.

HEALTHY LIFESTYLES PROGRAM (Amended August 17, 2005; August 20,

2008; August 19, 2015)

SB LAFCO contracts with SB County to provide to its employees the “Healthy
Lifestyles” program. Under this program SB LAFCO employees are eligible
for reimbursement for health club membership up t 24 on an annual basis.
SB LAFCO employees wishing to participate in this program must submit a
Healthy Lifestyles application as approved for B County.
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SB LAFCO employees are also eligible for an annual physical examination
through Arrowhead Regional Medical Center.

PORTABLE COMMUNICATION DEVICE ALLOWANCE (Adopted April 20,
2005; Amended July 18, 2007; August 19, 2015)

The SB LAFCO Executive Officer, when in paid status, shall receive a bi-
weekly portable communication device allowance in the amount of ninety-two
dollars and thirty-one cents ($92.31). The Executive Officer shall purchase a
portable communication device capable of sending and receiving cellular
telephone calls, and if approved by the appointing authority, capable of
sending and receiving e-mails to and from the County of San Bernardino
(County) e-mail system. SB LAFCO shall pay for any. license and set up
expense for the device if any, and the employ@e shall pay for the equipment
and monthly voice and data plans.

AUTOMOBILE ALLOWANCE (Amended August 20, 2008; August 19, 2015)

The SB LAFCO Executive Officer, when'in paid status, shall receive a bi-
weekly automobile allowancegdmthe amountof,five hundred sixty-one dollars
and fifty-four cents ($561.54) with naimileage reimbursement. Should the
Executive Officer become eligihle or ineligible for this benefit in the middle of
a pay period they will_reeeive a proerated sum of automobile allowance. The
Executive Officer shall be required to have a vehicle available at all times for
use on SB LAFCO business. Thistallowance shall be considered complete
reimbursementfor, the acquiSitien;insurance, maintenance, repair, upkeep,
fuel, and all other'eosts for the required vehicle.

TUITION REIMBURSEMENT AND MEMBERSHIP DUES

SB LAFEO encourages and supports efforts by its employees to improve their
skills and educatefthemselves for advancement. SB LAFCO believes that
assisting the employee in the pursuit of an educational agenda or to
otherwise expand their work-related knowledge base will benefit both the
employee and SB LAFCO.

All regular Full-Time employees of SB LAFCO, who have been employed for
at least 90 days prior to enrollment, are eligible to receive educational
assistance.

Upon pre-approval by the employee’s supervisor and Executive Officer, the
following reimbursement policies have been outlined to cover tuition,
course/seminar or degree related expenses, and membership dues in
professional organizations:
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Maximum SB LAFCO reimbursement is $1,000 per fiscal year
for membership dues and/or all course expenses plus the cost
of books.

Courses and memberships in professional organizations must
be related to the work of the employee’s position or occupation
and courses must be taken at accredited institutions.

Pre-approval of classes (or course of study) is required by the
appointing authority. Employees must apply for tuition
reimbursement, prior to enrolling in thef€lass, by completing the
“Educational Assistance Request Fafm” and submitting it to the
appointing authority for approval,

To be eligible for tuition reimbursement, employees must be
employed by SB LAFCO throughout the duration of the course.
If the reimbursement is@pprovedand paid to the employee, and
the employee leaves SB LAECO prior to completing two years
of LAFCO service after completing the job-related education or
coursework, thel employee will'reimburse SB LAFCO according
to the following sehedule:

Job-relatétheducation/ Reimbursement
course completion date

Within 9 months 100%
After'@ months, but before 18 months 50%
After 18'months, but before 24 months 25%
After 24 maonths 0%

The percentage of reimbursement is based on the grade earned
for each college seminar, certification, associate, bachelors,
masters or doctoral degree course:

o] Grade A 100%
o] Grade B 100%
o] Grade C* 50%
o] Pass/Credit 50%

Masters and doctoral degree courses completed with a letter
grade of “C” or below are not eligible for any reimbursement.

Reimbursable expenses include tuition, required textbooks, lab
fees, library fees, and required registration and parking fees.
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. Upon completion of the course, official grades and receipts must
be submitted to the Executive Officer for reimbursement. Taxes
are withheld on educational reimbursements when required by

law.
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