BOARD OF SUPERVISORS, COUNTY OF SIERRA, STATE OF CALIFORNIA

IN THE MATTER OF )
) ORDINANCE NO. 771
)

PERSONNEL CODE

THE BOARD OF SUPERVISORS OF THE COUNTY OF SIERRA ORDAINS as
follows:

ordinance Section One: Part 3, Chapters 3.04 through 3.68 of the
Sierra County Code is hereby amended in its entirety to read as

follows:

PART 3 - PERSONNEL

Chapters and Sections:

CHAPTER 3.04 ORGANIZATION
3.04.010 Classified and Non-Classified Employees
3.04.020 Board of Supervisors as Appointing Authority
3.04.030 Department Managers as Appointing Authorities
3.04.040 Discrimination Prohibited
3.04.050 Job Duties
3.04.060 Layoffs
3.04.070 Application of Personnel Policies and Procedures
CHAPTER 3.05 UNION RIGHTS
3.05.010 Meetings
3.05.020 Communications
e 3.05.030 Employee Labor Relations Training
3.05.060 Discrimination

CHAPTER 3.06

EMPLOYEE RIGHTS

3.06.010 Personnel File
CHAPTER 3.07 MANAGEMENT RIGHTS
3.07.010 Generally
3.07.020 Enumerated Management Rights
3.07.030 Decisions

CHAPTER 3.08 DEFINITIONS
3.08.030 Appointing Authority
3.08.035 Base Station
3.08.037 Benefits
3.08.040 Classified Employee
3.08.045 Comprehensive Employment Training Act (CETA)
Employees
3.08.050 Continuous Service
3.08.060 Department Manager
3.08.070 Employee
3.08.080 Immediate Family
3.08.100 Non-Classified Employees
3.08.120 Personnel Action
3.08.130 Personnel Action Form
- 3.08.140 Personnel Records
- 3.08.150 Reqular Business Days
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CHAPTER 3.09

3.09.010
3.09.020
3.09.030

CHAPTER 3.12

3.12.010
3.12.013
3.12.015
3.12.020
3.12.030
3.12.040
3.12.050
3.12.060
3.12.070
3.12.080
3.12.090
3.12.100

CHAPTER 3.16

3.16.010
3.16.020
3.16.030
3.16.045
3.16.050
3.16.060
3.16.070
3.16.080
3.16.090
3.16.100
3.16.120
3.16.130

CHAPTER 3.18

3.18.010

CHAPTER 3.20

3.20.010
3.20.015
3.20.020
3.20.030
3.20.040
3.20.050
3.20.060
3.20.070

CHAPTER 3.22

3.22.010
3.22.020
3.22.030
3.22.040
3.22.050
3.22.060
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OCCUPATIONAL HEALTH
Medical Examinations
Drug Free Work Place
Smoke Free Work Place

GENERAL PROVISIONS
Eighty (80) Hour Pay Period

ORDINANCE NO. 771
Page 2

Salary & Benefits - Reduced Work Hours

Travel Time

Base Station Assignment

Work Under Emergency Conditions
Pay Periods

Salaries Payable Biweekly

Initiation of Personnel Action Form

Personnel Action - Review

Distribution of Personnel Action Form
Maintenance of Personnel Records

Fiscal Records

HIRING PROCEDURES
Minimum Procedures Established

Emergency and Extra Help Hiring

Eligible Lists

Publication and Posting of Job Openings

Publication Format

standard Job Application Form
Oral Interview

Written Review

Review by Board

Job Descriptions Adopted

Appointment Based on Qualifications

Physical Examination

RECRUITMENT AND TRAINING STANDARDS

Recruitment and Training - Sec.

OVERTIME

Definition

Schedule Selection
Procedure

Authority

Policy of Time Management

Accrual
Payment

Payment Upon Termination

- STAND BY COMPENSATION

Policy

stand By Defined
Employee Rights
Designation of "stand By"
Compensation

stand By Compensation

6040 CA Penal Code
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3.22.070
3.22.080
3.22.090

CHAPTER 3.24
3.24.020
3.24.030
3.24.040

CHAPTER 3.28
3.28.010
3.28.012
3.28.015
3.28.020

CHAPTER 3.32
3.32.010
3.32.015
3.32.020

CHAPTER 3.36
3.36.010
3.36.020
3.36.030

CHAPTER 3.38
3.38.010
3.38.020
3.38.030

CHAPTER 3.40
3.40.010
3.40.020

CHAPTER 3.42
3.42.010
3.42.020
3.42.030

CHAPTER 3.44
3.44.010
3.44.020
3.44.030
3.44.040
3.44.050
3.44.060
3.44.070

CHAPTER 3.45
3.45.010
3.45.020
3.45.030
3.45.040
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Management Stand By Option
Fiscal Limitation
Effective Date

MERIT INCREASES
Eligibility
Written Review
Effective Date

LONGEVITY PAY
Five Percent Increase
Longevity Pay
Continuous Service
Effective Date for Longevity Pay

PROBATION

Terms of Probation

Probation

Discharge of Probationary Employee

PROMOTION
Eligibility for Promotion
Salary Upon Promotion
Effective Date

RECLASSIFICATIONS

Reclassification

salary Placement Upon Reclassification
Effective Date of Reclassification

TRANSFER
Cclassified to Non-Classified Transfer

Base Station Transfer

PROHIBITED ACTIVITIES
General Policy
Prohibitions
Disciplinary Action

DISCIPLINARY POLICY AND PROCEDURAL RIGHTS
Disciplinary Action by Department Managers

causes for Disciplinary Action
Methods of Disciplinary Action
Written Reprimand

suspension, Demotion, Dismissal
Administrative Leave
confidentiality

GRIEVANCE PROCEDURE
Purpose

Definition of Grievance
Who May Use
communications in Writing
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3.45.050
3.45.060
3.45.070
3.45.080

CHAPTER 3.46
3.46.010
3.46.020
3.46.030
3.46.040
3.46.050
3.46.060

CHAPTER 3.47
3.47.010
3.47.020
3.47.030

CHAPTER 3.48
3.48.010
3.48.020
3.48.030
3.48.040

CHAPTER 3.52
3.52.010
3.52.020
3.52.030
3.52.035
3.52.040
3.52.050
3.52.060
3.52.080

CHAPTER 3.56
3.56.010
3.56.020
3.56.030
3.56.040
3.56.050
3.56.060
3.56.070
3.56.080

CHAPTER 3.60
3.60.010
3.60.020
3.60.025
3.60.028

3.60.030
3.60.040
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Designation of Grievance Levels
Decision

Use of County Time

Procedure

LAY-OFF

Reason for Lay-Off

order of Lay-Offs

Seniority Defined

Notice of Lay-off

Demotion and Displacement in Lieu of Lay-off
Reemployment Rights

RESIGNATION
Effective Date of Resignation
Use of Approved Form

ORDINANCE NO.

Failure to Submit Written Resignation

HOLIDAYS

Eligibility
Official County Holidays

Observance of Holiday Occurring on Weekend

Christmas Eve Holiday

VACATION

Eligibility

Rate of Accrual

Maximum Vacation Accrual
vacation Accrual

Length of Service Required

Time of Vacation Set by Department Managers
compensation in Lieu of Vacation
Accrued Vacation Upon Termination With County

SICK LEAVE
Eligibility
Rate of Accrual

Accrual

Length of Service Required
S8ick Leave Uses

Letter from Medical Officer
Disability

S8ick Leave Incentive Plan

LEAVE OF ABSENCE
Military Leave of Absence

771
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Judicial Leave of Absence - Regular Full-Time

Employees

Judicial Leave of Absence - Regular Part-Time

Employees

Maternity Leave

Leave of Absence Without Pay

Eligibility for Leave of Absence Without Pay
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3.60.050 Approval Required for Leave of Absence Without Pay
3.60.060 Employment Terms During Leave of Absence without Pay

CHAPTER 3.64 MISCELLANEOUS BENEFITS

3.64.010 Uniform Allowance

3.64.020 Educational Incentive

3.64.030 Public Employees Retirement System

3.64.040 Extended S8ick Leave - Insurance Premiums

3.64.050 Shift Differential Pay - Deputy Sheriffs Unit and
Dispatcher/Jailer Job Classification

3.64.055 8Shift Differential Pay - Road and Miscellaneous/
Clerical Units except for Dispatcher/Jailer Job
Classification

3.64.060 Participation in Health Plans

3.64.062 Three Tier Cclassified Employee Retirement Plan

3.64.064 Part-time Employees

3.64.066 Life Insurance

CHAPTER 3.68 MISCELLANEOUS

3.68.020 Salary Table
3.68.030 Job Classification Table

PART 3 - PERSONNEL
CHAPTER 3.04 ORGANIZATION

3.04.010 Classified and Non-Classified Employees

The intent of this part is to establish uniform employment
procedures, policies, and benefits for the different types of
employees of the County. All County employees are either
classified or non-classified. The majority of employees are
classified as defined in Section 3.08.040 by a five-step salary
range. A minority of employees (members of the Board of
Supervisors and all elective and appointive Department Managers)
are non-classified as defined in Section 3.08.100 and perform all
services required of their positions for a fixed salary.

3.04.020 Board of Supervisors as Appointing Authority

The Board of Supervisors is the Appointing Authority for elective
Department Managers when vacancies occur (except for superior and
justice court judge) and for appointive Department Managers (except
for chief probation officer).

3.04.030 Department Managers as Appointing Authorities

Department Managers are the appointing authorities for all
employees in their departments.
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Discrimination Prohibited

3.04.040

No applicant or employee shall be discriminated against because of
race, religious creed, color, national origin, ancestry, sex, age
or physical handicap except where physical condition is a bona fide
occupational gqualification.

3.04.050 Job Duties

A Department Manager may assign any employee to perform job duties
reasonably related to but not specifically contained in the minimum
qualifications and job descriptions or duties for County employment
for that employee's position.

3.04.060 Layoffs

Nothing in this part shall be construed to prohibit employee
layoffs due to lack of work, lack of budgeted funds, or abolition

of positions.

3,04.070 Application of Personnel Peolicies and Procedures

The personnel policies and procedures set forth in this part are to
have general applicability to all County employees, except as set
forth in this section. Notwithstanding the general applicability
of this part, terms and conditions of County employment separately
o agreed to by the Board of Supervisors and affected employee
- organizations (Deputy Sheriff's Association Unit, Road Department
Unit and Miscellaneous/Clerical Unit) within the County and set
forth in a formal agreement or memorandum of understanding ("MOU"),
shall apply to all employees represented by that employee
organization to the extent that the terms and conditions of
employment separately agreed to, conflict with the County Code.

Employee salaries, benefits and other terms of employment not
specifically provided for by separate agreement or MOU shall be
treated as follows:

(1) Non-Classified Employees - ExXcept as otherwise provided by
statute, the terms and conditions of employment for non-
classified employees shall be determined by resolution or MOU
of the Board of Supervisors.

(2) Self-Representation - Classified County employees that are
self-represented pursuant to Government Code Section 3503 will
be deemed to have agreed to the terms and conditions of
employment set forth in the agreement or MOU applicable to the
recognized employee organization that would otherwise
represent the employee, unless timely notice is given by the
employee to the County Personnel Officer of the employee's
intent to meet and confer pursuant to Government Code Sections

, 3500, et seq., and different terms and conditions of
— employment result therefrom.
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