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DISCLAIMER

The employee handbook is designed to provide a general overview of meny of the policies, rules,
laws, and benefits applicable to the City of Upland’s employees. The handbook may be provided
to all employees, although the policies, rules, laws, and benefits described in this handbook do
not necessarily apply to all employees. Some policies, rules, laws, or benefits apply only to
certain groups of employees. To determine which policies, rules, laws, and benefits apply to you,
it is important that you know which represented or unrepresented unit your position is in. If you
are unsure about your unit, please check with your supervisor or collective bargaining agreement
and/or Human Resources Department.

This handbook is not designed to provide an answer for each question or a solution for each
circumstance that may arise. The policies, rules, laws, and/or benefits described in this handbook
may be amended, supplemented, modified, or eliminated with or without prior notice. If you
need more details about a particular topic, your handbook provides both general and specific
sources through which you may obtain further information. You are encouraged to consult these
sources or ask your supervisor for additional information regarding any aspect of your
employment. Of course, you are always welcome to call the Human Resources Department at
(909) 931-4177 for assistance with your personnel questions.

There are several websites referenced in this handbook. In addition, if you are using an online
version of this handbook, there are links to those websites. This is to advise you that all
information and documents on the Human Resources web pages are provided for the
convenience of interested persons. We have tried to ensure that the information on our website is
accurate. However, the Human Resources Depariment does not guarantee the accuracy,
completeness, timeliness, or correct sequencing of the information and shall not be responsible
for any errors or omissions, or for the use of results obtained from the use of this information. In
addition, if there is a conflict between the information provided on our website and any
applicable laws or rules, the latter will supersede.

Although we have visited each site referenced or linked, neither the Human Resources
Department nor anyone affiliated with the department is in any way responsible for the content
or accuracy of information contained in other website that are referenced or linked, either in this
handbook or from the Human Resources website.

We must make it clear that this handbook is presented as a matter of general information only
and is not an express or implied contract of employment or warranty of any benefit.
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RULET
DEFINITION OF TERMS

The following terms, whenever used in these rules, shall be construed as follows:

Section 1.

Section 2.

Section 3.

Section 4.

Section 5.

Section §.

Section 7.

Section 8.

Seceion 9.

Section 10.

Section 11.

Section 12.

Section 13.

Section 14.

Administrative Leave: A paid non-disciplinary leave whereby the City initiates an adminisirative investigation.
The employee shall not come to work or perform any functions as a City emnployee, but must be available to
respond to duty if called. If the emplayee will not be at home a telephone nuinber must be provided, in advance to
the Department head or another designee, where the employee can be contacted during regular work hours. The
employee will be ordered to not discuss the matter with the public, press, or any person other than the employee’s
representative.

Advancement: A salary increase within the limits of the pay range established for a class.

Allocation: The assignment of a single position 1o its proper class, m accordance with the duties performed, and
the authority and responsibilitics exercised.

Board: The Board of Review established in pursuance of the ordinance creating a personnel system for the City.

Class: All positions sufficiently similar in duties, authority, responsibility, and working conditions to permit
grouping under a conunon title and the application with equity of common standards of selection, transfer,
promotion, and salary.

Merit System Ordinapce; Ordinance No. 346 which creates a personnel system for the City,

Classified Service: All full or part ime permanent employees of the City of Upland which are included or which
may bereafter be included under the personnel system by ordinance of the City Council except elected officials,
Council appointees, the City Manger, appointive officers serving without compensation, and all temporary,
provisional, seasonal, transitional, emergency and volunteer employees.

Demotion: A change in employment status from one position to another having a lower maximum rate of pay, or
a change in duties which are allocable to a class having a lower maximum rate of pay.

Eligible: A person who may legally be appointed to a vacant position in the classified service as provided by the
Merit System Ordinance and these tules.

Eligibility List: A list of qualified candidates who have been certified as successfully completing all examination
processes.

Examinations:

(a) Formal Examination: The reasonable and impartial method of systematically and fairly evaluating an
applicants fimess for performing position requirements. A formal examination may also be a test
conducted at a specified time and place at which applicants are required to appear for competitive
examination under the supervision of an examiner.

(b) Record Review: An appraisal of training, experience, work hisiory, or any other means for evaluating
relative qualifications of applicants without the necessity for their personal appearance at a specified place
for an examination although they may be required to appear for an interview.,

Permanent Emplovee: An employee who has successfully completed their probationary period in a given
classification with the City.

Promotion: The advancement of an employee from one position to another which is allocated to a class with a
higher maximum rate of pay.

Promotional List: An eligihility list resulting from a promotional examination.



Deﬁl.llﬁun of Terms continned

Section 13.

Section 16,

Section 17.

Section 18.

Section 19.

Section 1.

Section 2.

Section 3.

Section 1.

Section 2,

Section 3.

Reclassification: The realiocation or reassignment of an existing position in one class to a different class as a
result of significant change in the duties, responsibilities and/or qualification requirements of the position.

Reduction: A temporary or permanent salary decrease within the limits of the pay range established for a class.

Re-employment: The reappointment, without examination, of a regular employee within two years of having
resigned in good standing to a position in the same or comparable class.

Rejection: The separation of an employee from service during their probationary period.

Suspension: A disciplinary action whereby an employee is placed on an involuntary leave of absence with or
without pay.

RULE I1
GENERAL PROVISIONS

Application of Rules; These rules establish the personnel system for the City of Upland and shall apply to ali
employees of the City except for the City Manager, employees designated as volunteer, temporary, provisional or
seasonal. These employees or employee groups hold their positions at the will of the City Council or, a8 in the
case of the last groups of positions, City Manager and are not obligated by or entitled to henefits provided hy
these rules. These rules do not create any contract of empicyment, express or implied, or any rights in the nature
of a coniract.

Violation of Rules: Violation of the provisions of these rules, shall be grounds for discharge, rejection, or
suspension.

Amendment and Revision of Rules: Recommendations for amendment and revision of these rules may be made
either by the City Manager or the Personnel Director. Prior to consideration, any amendment or revision shall be
publicly posted at such places as the City Council shall prescribe, for at least ten consecutive days together with
notice and date of hearings by the Council. At the time of consideration, any interested person may appear to be
heard. Amendments and revisions shall become effective upon adoption by the City Council.

RULE ITI
BOARD OF REVIEW

Meetings; Meetings shall be held on the call of the Personnel Director, the chairperson, or any two members of
the Board.

Quorum: Two members of the Board shall constitute a quorum for the transaction of business and no
recommendation may be taken by the Board uniess it is concurred in and adopted by the affirmative votes
of at least two members of the Board.

Public Hearings: All hearings required to he held by the Board of Review shall be public. However, in the
conduct of investigations the Board may, in its discretion, hold private hearings limited to the members of the
Board, the Personnel Director, the employee requesting the hearing, the officer or officers from whose action the
appeal was taken, the representative of any such persons and such witnesses or other persons as the Board may
require to be present, whenever in the Board’s opinion such private hearing is necessary to secure all the facts in

the case.



Section 1.

Section 2.

Section 1.

Section 2.

Section 3.

RULE IV
CLASSIFICATION

Classification: All positions in the classified service shall be part of a classification plan established and
maintained by the Personnel Director. Tt shall provide for a grouping of jobs by commonality of duties,
responsibilities, and fanctions.

Amendment of Classification: The plan may be amended by the City Council upon recommendation of the
Personnel Director,

RULE YV
APPLICATIONS AND APPLICANTS

Recruitment Announcements: Public notice of open selection processes, and internal  posting and distribution
for promotional selection shall be posted at least fifteen days in advance of the last date for filing applications
(Exception tor closed promotional recruitments which shall be posied a minimum of eight working days).
Recruitment announcements shall be displayed on the Personnel counter with copies sent to all departments.
Announcements of all open selection processes shall be given such other publicity as the Personnel Director may
deem warranted in the interest of atiracting adequate numbers of qualified applicants.

The recruitment announcement must contain:

(a) The title and probable rates of pay of the position to be filled;

) Minimum qualifications required;

() The nature of the work to be performed;

{d) Method of securing application forms and final dates on which applications will be accepted;

(e) The time and place of examination may be included;

(5 Whether or not a medical and/or psychological examination, including a drug screen, will be required,
post-offer of employment.

The notice may contain such additional information as seems desirahle at the discretion of the Personnel Director.

Applications: Applications for employment shall be suhmitted on forms provided by the Personnel Director for
that purpase. Such forms shall require information covering training, experiencc, references and other pertinent
infonnation. The Personnel Director shall permit a letter, resume, certificates or other indication of interest to be
accepted, pending receipt of a properly completed application, received no later than the established deadline. All
applications must he completed in full and signed by the person applying. The time for filing applications may be
extended or reopened as needed by the Personnel Director,

Acceptance of Applications: The application of any person for appointment to a vacancy in the competitive
service shall he considered if the application is filed in the manner specified in these rules and upon the form
furnished by the Personnel Director, if the application clearly shows that the applicant meets the requirements for
admission to the selection process as specified in the official announcement, and if the application has not been
rejected by the Personnel Director in accordance with the provisions of these rules. Based on a review of the
application materials the City will invite only the most qualified applicants to participate in successive parts of the
selection process. Possession of these qualifications does not ensure that an applicant will be interviewed.
Applications will be reviewed in comparison with all other applications received.



Appiicn tions and Applicants continued

Section 4. Disqualification of Applicants; The Personnel Director or designee shall reject any application which indicates
on its face that the applicant lacks any of the requirements, certifications, or qualifications for the position,

After an application has been accepted, the Personnel Director or designee may reject the application, or decline to
examine any applicant, or withhold a person from the eligibility list for certification for any of the below reasons.
After examination a successful candidate shall be digqualified and their name removed from the eligibility list if the
applicant:

(a) Has made false statements of any material fact, or omissions, practiced, or attempted to practice any
deception or on the application, declarations or in securing eligibility or appointment,

) Request by the applicant to have the application withdrawn froin copsideration;

(€] Is physically or mentally unable to perform the essential functions of the position, with or without
reasonable accommeodation;

(d) Failure to meet the special requirements or stipulations set out in the recruitment announcement as being
conditions of employment;

(e) Failure to be present upon appropriate notification for fingerprinting, psychological, psychiatric or
medical testing or examination as required;

{f) Unsuitability of an applicant’s work record as indicated upon a review of qualifications;
{®) Refusal to execute an oath as may be prescribed by law;
(h) Is a current user of illegal drugs;

@) Has been convicted of a crime, either a misdemeanor or felony, that relates to the position duties that the
applicant would perform;

)] Directly or indirectly obtained information regarding examminations;

(k) Has had his or her privilege to operate a motor vehicle in the State of California suspended or revoked, if
driving is job related;

4} For any material cause, which in the judgment of the Personnel Director or designee would render the
applicant unfit for the position, including a prior resignation from the City, termination from the City, or
a significant disciplinary action,

Section 5. Rejected Applications: Whenever an application is rejected, notice of such rejection shall be mailed to the
applicant by the Personnel Director or designee. Defective applications may be returned to the applicant with
notice to amend the same, providing the time limit for receiving applications has not expired.

If the application is rejected, the applicant can appeal the rejection to the Personnel Director within four working
days of notice. The Personnel Director shall review the appeal and affirm the rejection or reinstate the applicant into
the selection process. The Personnel Director’s decision is final.



Section 1.

Section 2.

Section 3.

RULE VI
EXAMINATIONS

Subjects and Methed of Examination: Examinations may be formal or a record review, may consist of written or
oral tests or any combination thereof, but shall consist of one or more of the following parts:

(a) Special Subject: This part shall constitute that portion of the examination which deals with the duties of a
position, and may be an oral test, a written short answer test, a written free answer test or a combination
of any of these, but must be designed to test the ability of an individual to perform said duties.

(b) Educational: this part may consist of penmanship, spelling, compesition, ¢ivics, city information, or any
or all of these, as well as other subjects to fest the basic training which would logically form the ground-
work for performing the duties of the position.

(c) Training and Experience: Training shall consist of a statement of schooling and studies. Experience
shall consist of a statement of all past activities that would tend to fit candidates for the positions they seek
and may include a statement of the name of fonmer employers, nature of work and references. A record
hased on references, investigation, character of past empleyment, and general standing in the community,
may be included as a part of this subject,

(d) Oral Interview: Personality and appearance may be counted as a factor in an examination, or the
applicant may be questioned on the duties of the position, training and experience, nature of work
performed, and other reasonable questions to determine their fitness for the position.

{e) Other Testing: A physical, psychological, polygraph (for Police Dept. employees only), or drug test may
be required when stated in the notice inviting the filing of applications.

Conduct of Examinatien: The City Manager or designee shall determine the manner and methods and by whom
examinations shall be given. The City Manager may contract with any competent agency or individual for the
performance by such agency or individual of the responsibility for giving or scoring examinations, or he may
designate a City official or employee to conduct the same. The Personnel Director shall arrange for the use of
public buildings and equipment for the conduct of examinations and shall render such assistance as shall be
required,

Procedure Where Formal Examinationg Are Not te be Held: 1n the event that the City Manager does not deem

the giving of formal examinations necessary or advisable in the filling of a position for which there is no eligibility
list, the formal examioation may be omitted and the eligibility list prepared fromn a record review as heretofore
defined. The work of grading the applications, interviewing the applicants and thereafter preparing an eligibility list
may be done by the City Manager or delegated to a person whose ability and experience, in the opinion of the City
Manager, qualifies that individual to do such work.

Qualilying Grade and Rating Examinations: In all examinations the minimum grade or standing for which
eligibility may be earned should be based upon all factors in the examination, including educational requirements,

experience, and other qualifying elements as shown in the application of the candidate or other verified
information.

Failure in one part of the examination may be grounds for declaring the applicant as failing in the entire
exatnination or as disqualified for subsequent parts of an examination. A candidate’s final score in a given
examination shall be the average of the scores in each competitive part of the examination.

L



Examinations continued

Section 4.

Section 5.

Section 1.

Section 2,

Section 3.

Notification of Results: Each applicant taking the examination shall be given the results thereof if requested and,
if successful, of his final earned rating and of his relative position on the employment list. Any applicant shall
have the right to review his/her own test results, upon appointment during the regular business hours in

the Personnel Office. All parts of the selection process shall be made aveilable to the candidate upon Tequest,
unless the review of such testing materials is expressly prohibited by the contracting agency. The actual rating
sheets of individual raters will not be shown but an accurate composite description of each sheet shall be provided
if requested. An error in grading or rating, if called to the attention of the Personnel Director within one month
after posting the eligibility lists resultng from the examination, shall be corrected. Correction shall not, however,
invalidate certification or appoitment previously made. Examination papers of applicants are not subject to
inspection by the public or by other applicants.

Promotional Examinations: As the needs of the service may require, promotional examinations may be
conducted and may consist of evaluation of prior service, accomplishments in special training courses, or other
tests. All candidates for promotion must be employees in the classified service and must possess the minimum
qualifications as set forth in the specifications of the class to which promotion is sought.

RULFE VII
ELIGIBILITY LISTS

Eligibility Lists: As soon as possible after the conclusion of an examination, the Personne] Director or designee
shall prepare and keep available an eligibility list consisting of the names of open or prometional candidates passing
the examination, afranged in order of final ratings received from the highest score down to the lowest passing score.
The final rating shall be determined by the total of the scores received by each applicant for each partl of the
examination, based upon relative value assigned to each part of the examination hefore the examination was given.

Whenever identical ratings are received, names shall be arranged in order of application date, and if the same, then
arranged alphabetically,

Duration of Eligibility Lists: Eligibility and promotional lists shall become effective upon the approval of the City
Manager and upon certification that the list was legally prepared and represents the relative ratings of the names
appearing thereupon. Eligibility and promotional lists shall remain in effect one year, but in no event shall an
eligibility or promotional list remain in effect more than two years, unless the Personnel Director abolishes the hst,
the list is exhausted or extended. The Personnel Director may aholish or extend the list at any time prior to the
expiration of the list if it is determined that it is in the best interest of the City to do so.

Removel of Names from Lists: The name of any person appearing on an eligibility list shall be removed by the
Personnel Director or designee if the eligible requests in writing that their name be removed or fails to respond to a
notification in writing or by phone of an opening from the Personnel Director or designee. The names of persons on
promotional eligibility lists who resign from the service shall antomatically be dropped from such list.



Section 1.

Section 2,

Section 3.

Section 4.

Section 5.

Section 6.

RULE VIII
METHOD OF FILLING YACANCIES

Tvpes of Appointment: All vacancies in the competitive service shall be filled by re-employment, transfer,
demotion, or from eligibles certified by the Personnel Director from an appropriate eligibility or promotional list, if
available. In the absence of persons eligible for appointment in these ways, temporary appointments may be
permitted in accordance with the Merit System Ordinance and these rules.

Notice to Personnel Director: Whenever a vacancy in the classified service is to be filled, the department head
shall submit an appropriate written request, under procedures established by the Personnel Director. The Personnel
Director shall advise department head as to the availability of employees for re-employment, transfer, or demotion,
and of eligibles on eligibilily or promotional lists for the class.

Certification of Eligibles; Upon receipt of a request for a list of eligibles, the Personnel Director or designee shall
confer with the department head to determine whether it is desired to fill the vacancy by re-employment, transfer, or
demotion, or whether certification from a promotional list is preferred. If appointment is to be made from an
eligibility or promotional list, the names of persons willing to accept appointment shall be certified in the order in
which they appear on the list. The number of names certified shall exceed by two the number of vacancies to be
filled. If insufficient names are available to meet this requirement, then the persons so certified shall be eligible for
temporary appointment until additional eligibles can be certified after examination, bul such eligibles may be
appointed permanently at the discretion of the City Manager.

Appeintment: After interview and investigation, the Personnel Director may approve an offer of appointment to
the selected candidate subject to passing the required medical examination, If the applicant accepts the appointment
and presents himself for duty within such period of time prescribed, he shall be deemed appointed; otherwise the
applicant sbhali be deemed to have declined the appointment.

Temporary Appointments: In the absence of eligibles from which regular appointments may be made, a person
meeting the minimum qualifications for the vacant position may be temporarily appointed by the City Manager
pending the establishment of an eligibility list in the manner provided by these rules. The Personnel Director shall
determine and certify that such a person meet the minimum qualifications before the appointment may be
effective. Time spent under temporary appointment shall not be credited to the probationary period and no credit
shall be allowed in the giving of any examination or the establishment of any eligibility or promotional list for
service rendered.

Hourly or Per Diem Appointments: Employees paid on an hourly basis and all other casual or occasional
employees are considered as not within the scope of the Merit System and may be appointed by the

Personnel Director as the occasion demands. These employees need not be selected from a certified list and time
spent under such appomtment shall not be credited to a probationary period and no credit shall be allowed in the
giving of any examination or the establishment of any eligibility or promotional list for service rendered under
such appointment.



Section 1.

Section 2.

Section 3.

Section 4.

RULE IX
PROBATIONARY PERIOD

Regular Appointment Following Probationary Period: All original and promotional appointments for

Management and Safety personnel with the exception of Police Officer, shall be tentative and subject to a
probationary period of twelve months. For General employees all original appointments shall be tentative and
subject to a probationary period of not less than twelve months. Effective May 2, 1995, all promotional
appointments for classifications in the General Unit are tentative and have a probationary period of not less than
six (6) months, with the exception of a promotion to a position in a different classification series, then such
probationary period shall be twelve months. Effective December 1, 1982, the probationary period for Police
Officer shall be 15 months beginning at the time an employee is swom in. At the Chief’s discretion lateral transfer
applicants and other applicants who have completed Basic academy and have some police related experience may
be hired at a 12 month probationary period, otherwise the 15 month probationary period would apply. The
probationary period for promotional appointments from Police Officer shall be twelve months. Periods of time on
paid leave exceeding five (5) days (consecutive or not) shall automatically extend the probationary period by the
number of days the employee is on leave. If the probationary period is interrupted by military leave for a period
which extends beyond half of the probationary period, then the employee shail serve a new probationary period.

If the service of the probationary employee has been satisfactory, the department head shall retumn ta the Personnel
Director the Performance Appraisal Form which will state that the employee is recommended for Permanent
Appointment, If a memo or the Performance Appraisal Form is received stating that the employee is recommended
for Probationary Termination, the employee will be deemed unsatisfactory and employment will be rejected at or
before the expiration of the probationary period.

Objective of Probationary Period: The probationary period shall be regarded as an intrinsic part of the
examination process and shall be utilized for closely observing the employee’s work, for securing the most effective

adjustment of a new empioyee to their position, and for eliminating any probationary employee whose work
performance, adaptation or personal condnct fails to meet required standards. The department head shall report, at
specified periods of time, on a Performance Appraisal Form an appraisal of the employee’s work performance and
conduct. The employee shall be advised of such written work performance and conduct appraisal.

Rejection of Probationer; During the probationary period an employee may be rejected at any time without cause
and without the right of appeal. Notification of rejection in writing shall be sent to the probationer and a copy filed

with the Personnel Director.

Rejection Following Promotion: Employees rejected during the probationary period following a promotional
appointment, or at the conclusion of the probationary period, shall be reinstated to the position from which they
were promoted, provided the employee previously held permanent status in said classification, unless charges are
filed and they are discharged in the manner provided in the Merit System Ordinance and these rules for positions
in the classified service. Periods of time on paid leave exceeding five (5) days {consecutive or not) shall
automatically extend the probationary period by the number of days the employec is on leave. If the
probationary period is interrupted by military leave for a period which extends beyond half of the probationary
period, then the employee shall serve a new probationary period. The employee is not entitled to notice or a
hearing if rejected during probation.



Section 1.

RULE X
ATTENDANCE AND LEAVES

Vacatipns: Vacation leave with pay shall be accumulated by each person in the employment of the City, within
the classified system, at the rates below indicated:

(a) Police Captains, Police Chief and Fire Departinent Officers on a 40 Hour Work Week

After successful completion of the probationary period employee’s are eligible for 96 hours per year;
during the 3rd - 5th year, accrual shall be at the rate of 120 hours per year; during the 6th - 16th year,
accrual shall be at the rate of 152 hours per vear. Subsequent to the 16th year of employment, an
additional 8 hours of vacation shall accrue each year to a maximum of 176 hours vacation accrual per
year.

(b) Police Safety and Police Management (effective 1/1/97)

After successtul completion of the probationary period employee’s are eligible for 96 hours per year;
during the 3rd - 5th year, accrual shall be at the rate of 120 hours per year; during the 6th - 10th year,
accrual shall be at the rate of 152 hours per year; during the 11th - 13th year, accrual shall be at the rate
of 160 hours per year; during the 14th - 16th year, accrual shall be at the rate of 168 hours per year.
Subsequent to the 16th year of employment, an additional § hours of vacation shall accrue each year to a
maximum of 176 hours vacation accrual per year,

© Fire Fighting Personnel Assipned to Shift Work (effective 7/1/92)

After successful completion of the probationary period employee’s are eligible for 5 1/2 shifts per year;
during the 3rd - 5th year, accrual shall be at the rate of 6 1/2 shifts per year; during the 6th - 10th year,
accrual shall be at the rate of 8 1/2 shifts per year; during the 11th - 16th year, accrual shall be at the rate
of 9 shifts per year; during the 17th year, accrual shall be at the rate of 9 1/2 shifts per year; during the
18th - 19th year, accrual shall he at the mate of 10 1/2 shifis per year; from the 20th year of employment
on, vacation shall he at 11 shifts per year.

(d) Executive, Mid-Management and General Emplovees

After successful completion of the probationary period employee’s are eligihle for 80 hours per year;
during the 3rd - 5th year, vacation accrual shall he at the rate of 96 hours per year; during the 6th - 10th
year, accrual shall be at the rate of 128 hours per year; during the 11th - 16th year, accrual shall be at the
rate of 136 hours per year. Subsequent io the 16th year of employment, an additional 8 hours of vacation
shall accrue each year to a maximum of 176 hours vacation accrual per year.

Amended in November, 2000, Executive employees may be paid cash in lieu of unused vacation for up to 80 hours
- 40 hours of vacation and 40 hours of sick leave if they have used at least 40 hours of vacation in a calendar year.
Said payment will be made in December. Requesis for same must be made to the Personnel Director in writing by
December 1st of each vear,

Effective January 1, 2001, Mid-Management and Fire Management employees may be paid cash in lieu of
unused vacation for up to 40 hours of vacation if they have used at least 40 hours of vacation in a calendar year,
Said payment will be made in December. Requests for same must be made to Human Resources in writing by
December 1™ of each year.

No vacation shall be granted during the original probationary period with the exception of Police Officers, but if
permanent appointment i8 received, vacation credit shall he allowed for Hine served in a probationary status. To
allow optimum scheduling of vacations, Police Officers shall be allowed 1o take vacations within the probationary
period. However, if a Police Officer should terminate prior to the end of the probationary period, he/she shall
reimburse the City for any vacation taken during that time.



Atteildance and Leaves continued

Section 2.

Under special circumstances employees, other than Police Officers, may be allowed to lake vacation within the
probationary period subject to advance approval, in writing, of the department head and Personnel Director. If an
employee who was allowed to take vacation should terminate prior to the end of the probationary period, he/she
shall reimburse the City for any vacation taken during that time.

Vacation accumulation shall cease when an employee has an unused balance of accrual equal to three years
entitlement. Accumulation over that limit may be permitted only by specific City Manager approval.

Holidays occurring while an employee is on vacation will not count against accrued vacation.

Vacation schedules are to be arranged with the employee’s supervisor with due regard for the wishes of the
employee and particular regard for the needs of the service.

Sick Leave: (amended 3/93) Each person in the employment of the City within the classified service

earns sick leave at the rate of eight hours per month (eleven hours per month of service for Fire Safety
personnel on a 56 hour work week). No sick leave may be granted during the first thirty days of employment
within the classified service. Sick leave shall not be considered as a privilege which an employee may use at his
or her discretion, but shall be allowed only in case of necessity and actual sickness or disability in compliance
with the procedure clarified in the Administrative Procedures Manual,

(a) Executive. Mid-Management, Police Manspement. Fire Management, General, Fire Safetv, and Police
Safety Personnel: Accumulation at the rate of eight hours for each qualifying month of service {eleven
hours for each qualifying month of service for Fire Safety personnel on a 56 hour work week) shall never
exceed a total of one thousand (1000} hours, and is hereby limited to that number. Ongce an employee has
accumulated one thousand {1000} hours and the employee uses sick leave, he shall then once again accrue
full working hours until his accrual balance shall be one thousand (1000) hours.

The following groups of employee’s may retain their accrual over 1000 hours for sick leave use only as
follows:

Executive and General as of Tuly 1, 1976

Police Management and Fire Management as of December 1, 1982
Fire Safety as of March 31, 1989

Police Safety as of March 4, 1993

(b) Immediately prior to retirement, Executive, Mid-Management, Police Management, Fire Management,
General, Fire Safety and Police Safety personnel may convert one-half of unused sick leave to personal
leave with pay. This leave shall be taken in the final days of employment. No vacation or sick leave shall
accrue during such personal leave. Scheduled City holidays falling within the personal leave period will
be paid without reducing the total numher of eligible days. Floating holidays may be taken as first days of
leave. The maximum personal leave to be taken is 500 hours, therefore, four hour accruals (hours
maintained over 1000 hours as of the above dates) may only be used to bring a retiree to the maximum
level.

All rights or henefits hereunder shall terminate wholly upon the actual termination of employment by resignation
or retirement.

In the event that an employee of the City suffers an accident within the scope of the duties of the employee, he is
lawfully entitled to compensation under the industrial accident law of the State of Califormia. He shall be entitled
to receive sick or accident leave henefits during the initial waiting period until worker’s compensation is awarded
him, which period is normally no more than three days.

The appropriate provisions of the California State Labor Code shall apply in the case of Police and Fire Safety
employees injured in the line of duty.
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Attendance and Leaves continued

Section 3.

Section 4.

Secton 5.

Section 6.

Section 7.

Section 8.

Section 9.

The control and enforcement of these provisions is placed in the City Manager and the City Manager is hereby
authorized and directed to pay such benefits when the person applying therefor is entitled thereto. The City
Manager may in such instance require proof of the fact of sickness, its nawre and duration, and may i any case
require the certificate of the attending physician. In administering these provisions, the City Manager shall have
the full scope and authority; and within the fair intendment of these policies, upon proof first being submitted to
himn, the decision of the City Manager shall be absolute and final, without recourse in the applicant.

It is further hereby expressiy provided that no firm rights are established hereunder in favor of any such officer or
employee, and no contractual rights whatsoever, and that these provisions may be mnodified or lessened, or may be
rescinded wholly, at any future time.

Military Leave: Military leave shall be granted to emnployees within the classified service for such period as they
may he required to serve in the armed forces of the United States as a result of selective service requirements or
who are recalled to active duty in the military. Employees who enlist in the atmed forces of the United States
during titne of war or national emergency shall be granted military leave for the period of that obligated service.
All employees granted military leave under this provision shall return to their position with the City of Upland m a
timely fashion upon conclusion of their required military service and any employee who fails to so return following
his release from active duty or discharge from the military service shall be deemed to have waived his right to
return to his former position. (refer to Administrative Procedures Manual)

Leave of Absence: The City Manager may grant an employee leave of absence without pay for not to exceed six
months. No leave of absence withont pay shall be granted except upon written request of the employec. Whenever
granted, such leave shall be in writing and signed by the City Manager and a copy filed with the Personnel
Director. Upon expiration of a regularly approved leave without pay, the employee shall be reinstated in the
position held at the time leave was pranted. Failure on the part of an employee on leave to report promptly at its
expiration, or within reasonable time after notice of return to duty, shall be cause for discharge.

Family Care Leave: To the extent not already provided for under current leave policies and provisions, the City
will provide family and medical care leave for eligible employees as required by State and Federal law (sce
Administrative Procedures regarding various Jeaves).

Maternity Leave: A pregnant employee shall be entitled to a leave of absence without pay for up to four (4)
months so long as the employee’s attending physician certifies that she is physically unable to work due to
pregnancy or pregnancy-Telated condition (refer to Administrative Procedures Manual).

Hours of Work: (amended 8/93) In general, City employees will work an 80 hour bi~weekly schedule, with the
exception of Firefighters on a 56 hours work week. Employees for whom necessity requires a different schedule
than that generally applied shall work according to regulations prepared by the Personnel Director and approved by
the City Manager.

Attendance: Employees shall be in attendance at their work in accordance with the rules regarding hours of work,
holidays and leaves. All departments shall keep daily attendance records of employees which shall be reported to
Finance in the form and on the dates specified.

Holidavs: (amended 5/95) Police Captains shall receive 104 hours of paid holidays each year. On or before
December 31st, the City shall calendar 72 hours of holidays which shall constitute the official City holidays with
the remaining 32 hours subject to selection by the employee and approval of his/her supervisor. Mid-
Management personnel shall receive 105 hours of paid holidays each year and Executive and Fire Management
personnel shall receive 104 hours. On or before December 31st, the City shalk calendar 73 hours of holidays for
Mid-Management, and 72 hours for Executive and Fire Management perscnnel which shall constitute the official
City holidays with the remaining 32 hours subject to selection by the employee and approval of his/her supervisor.
General employees shall receive 128 hours of paid holidays each year. On or before Decembher 31st, the City shall
calendar 88 hours of holidays which shall constitute the official City holidays with the remaining 40 hours subject
to selection by the employee and approval of the department head and/or designee.
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Section 1.

Section 2.

Section 3.

Section 1.

Section 2.

Section 3.

Section 4.

RULE X1
SALARY ADJUSTMENTS

Anniversary Date: Each regular employee shall have a salary anniversary date of the first day of the month or
the first of the following month if appointment, employment or re-employment is after the third day of the month.

Application of Rates: Employees of the City of Upland shall be paid a salary or wage within the range established
for that position’s class under the classification plan. Unless otherwise directed by the City Manager or designee the
minimum rate for the class shall apply to employees upon original appointment to the position. Officers and
employees reinstated or reemployed after lay-off shall receive a rate within the range established for the class agreed
upon by the City Manager and the employes concerned. Ifan employee transfers into a position the employee’s
salary rate will remain the same. If an employee receives a promotion or an upward reclassification the employee
shall be entitled to the closest step within the new salary range that would provide a minimum of 5% mcrease.

Advancement: No salary advancement shall be made so as to exceed the maximum rate establighed in the
classification plan for the class to which the advanced employee’s position is allocated. Advancements shall not be
automatic (other than from A to B step) but shall depend upon increased value of an employee to the City as
exemplified by recommendations of his supervising official, length of service, performance record, special training
undertaken, or other pertinent evidence.

RULE XTI
CHANGES IN EMPLOYMENT STATUS

Transfer: After notice to the Personnel Director, an employee may he transferred at any time from one position to
another position in the same or comparable class. If the transfer involves a change from the jurisdiction of one
supervising official to another, both must consent thereto unless the City Manager orders the transfer for purposes

of economy or efficiency.

Transfers shall not be used to effectuate a promotion, demotion, advancement, or reduction, each of which may be
accomplighed only as provided in these rules. No person shall be transferred to a position for which he does not

possess the minimum qualifications.

Prometion: Insefar as practicable and consistent with the best interests of the service, all vacancies in the
classified service, shall be filled by promotion from within the classified service, after a promotional examination
has been given and a promotional list establighed.

If, in the opinion of the City Manager, a vacancy in the higher position could be filled better by an open,
competitive examination instead of a closed, promotional examination, then the City Manager may instruct the
Personnel Director to call for applications for the vacancy and arrange for an open, competitive examination and
for the preparation and certification of a promotional list.

Demotion: The City Manager may demote an employee whose ability to perform his required duties falls below
standard or for disciplinary purposes. Upon request of the employee, and with consent of the prospective
supervising official, demotion may be made to a vacant position for which he does not possess the minimum
qualifications. Written notice of the demotion shall be given the employee before or within three days after the
effective date of the demotion, and a copy filed with the Personnel Director.

Reclassification: If a reclassification is granted changes may result in: a change of class title and class
specification for a position by either moving the position to anather existing class in the Classification Plan or to
a new class specifically created for the position; or placement of the position in a salary range with a maximum
salary rate that mnay be higher (upward reclassification), lower (dowmward reclassification), or the same level as
previously held (lateral reclassification),
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Section 1.

Section 2.

RULE XTII
SEPARATION FROM THE SERVICE

Suspension: Suspension shall be a temporary separation from City service for disciplinary purposes. The City
Manager or department head may suspend a subordinate employee from his position at any time for the good of the
service, for a disciplinary purpose, or for other just cause. Suspensions shall be reported immediately to the
Personne] Director by the City Manager or departmnent head.

The reduction of the employee’s pay rate within the pay range established for the employee’s class may be used
for disciplinary reasons. Before the effective date of said reduction, the employee shall be advised of the action
and the reasons therefor.

Discharpe: An employee in the competitive service may be discbarged at any time by the City Manager, but if the
probationary period has been completed, then such discharge must be for a stated cause. Any employee who bas
been discharged shall be entitled to receive a written statement of the reasons for such acton as provided in the
Merit System Ordinance and these rules and in compliance with Skelley.

The lollowing Lay-Off procedure applies to Executive, Mid-Management, Fire Management, Police Manapement, Police
Salety personnel, and General personnel.

Section 3.

Lay-off:
(a) Intent of Procedure

Public interest may require elimination, curtailment, or reorganization of a public service activity which,
in turm, may require the layoff of one or more employees. The lay-off procedure is intended to minimize
the impact of staff reduction on City services and ensure that employees are treated fairly in the processing
f layoffs.

() Procedure

When a position within a class is abolished, the following procedure shall be followed:

i. The names of all non-permnanent employees occupying positions in said class shall be listed in
alphabetical order. The City Manager or his designee shall select from this list one employee to
be laid off for each position to be aholished.

2. If the positions to be abolished exceed the number of employees available for layoff after
application of “1” above, a “Subject to LayofT List” shall be prepared. The list shall be composed
of all permanent employees in the class from which a position(s) is to be abolished. The names
of the employees shall be listed in alphabetical order with notations as to length of service in the
said class and any higher or equal classes.
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Se;.lara tion From the Service continued

3. In selecting persons to be laid off, the City Manager shall consider performance and length of
service. When the performance of employees is equivalent, employees having the least amount of
service shall be laid off first. Deviation from this procedure is permitted when an employee
possesses special skills and knowledge necessary to the efficient operation of City services. In
this event, the City Manager may retain said employee over employees having more seniority
provided that none of those having more seniority possess the requisite skills and knowledge.

4, Any probationary employee laid off under these provisions who held permanent status in a lower
class may request demotion to a position in said lower class or an equivalent class. If the
employee makes such request, lists of employees as prescribed in paragraphs “1* and “2” shall be
prepared; and the employee shall have his name placed among the other names on the “Subject to
Layoff List.”” Thereafter, the City Manager or his designee shall choose an employee to be laid
off according to the provisions of Paragraphs “17 and “3™.

5 Any permanent employee laid off under the provisions of paragraph “3” may request demotion to
a position in any lower class in a similar type work provided he/she possesses the qualifications
required for placement in the class. If the employee makes such request, the same provisions as
stipulated in paragraph “4* with respect to the preparation of the lists and selection of an
employee to be laid off shall apply.

6. In the case of further layofTs necessitated by the displacement of employees, the same provisions
as above cutlined shall apply.

7. The City Manager shall determine the equivalency of classes for the purpose of preparing the
lists prescribed above, and his decision shall be final,

The following Lay-OIl procedure applies to Fire Safety personmel.

Section 3. Luay-off Procedure

1.

No permanent UFFA bargaining unit employee shall be laid off from any position while non-permanent
employees are retained in any UFFA bargaining unit position. Non-permanent employees shall not have
re-employment rights, but shall be maintained on an eligibility list.

Any permanent UFFA bargaining unit employee who on their most recent annual performance appraisal
has received an overall performance rating of “unsatisfactory™ shall be laid off prior to any employee who
has received an overall performance rating of “below expectations” or above.

Seniority with the Upland Fire Department is the basis upon which an employee shall be laid off afler the
application of Sections 1 and 2 above. Seniority shall be based upon the amount of continuous paid
service as a “safety” Firefighter, Fire Engineer or Fire Captain classification and shall include actual
service and all paid leaves. Overtime shall not be credited nor shall time spent on approved leave without
pay excepting for military leaves. In the event of a tie of accumulated time, the employees will draw lots
to determine preference. Time spent as a Reserve Firefighter shall not be credited for seniority purposes
nor shall time spent in any non-bargaining unit position of the City. Time spent on approved non-paid
leave shall not constitnte a break in service.
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Separation From the Service continued

5.

Employees in all represented classes shall be ranked by senjority credit. The individual(s) with the least
senjority shall be laid off before those with greater semiority as defined in paragraph 3. Layoffs under this
provision shall be regardless of rank. After the correct number of necessary layoffs has been
accomplished, rank classificagons shall be adjusted as follows:

(a) In the case of demotions, all members in each job classification shall be pooled in a group for
their given class.

(b A seniority list will be compiled. for each classification, using each individual’s promotion date
in their given class.

(c} The person(s) with the most recent promotion date will be bumped down to the next lower
classification.

(d) If a person(s) is/are bumped to the next classification down, creating an excess of personnel in

the lower classification, the person(s) in that lower classification (including the person|s] that
were just bumped to it) will be pooled for purposes of compiling a seniority list, as in “b” above.

(e) The person(s) with the most recent promotion date will be bumped down to the next lower
classification.
) When a person{s) is bumped to a lower classification and then pooled for seniority for another

possible bump, the promotion date that shall be used will be that date that the given person was
promated to the classification that he/she is to be bumped to.

(g) If an employee being bumped to a lower classification has never held that class, then the date of
promotion in the higher class shall be used for that employee.

An employee that has been bumped from a given classification shall be placed on the salary step nearest to

but not higher than the position being held prior io bumping, but in no event higher than “E” step of the
position heing bumped into.

Re-Emplovment Rights

1.

Permanent employees laid off are eligible for re-employment for a period of 36 months provided they are
found by a physician to be pbysically able to resuine their duties. Re-employed employees shall be subject
to a six month probationary period. No new personnel shall be hired for represented classes until the re-
employment list has been exhausted.

An employee’s name may be removed from the re-employment list for the classification from which they
have been laid off if they fail to respond 1o a written notice of employment within 14 calendar days of
notification or be unable to accept the re-employment position within 30 calendar days of the notice
thereof. Employees who have been reinstated on re-employment lists shall be eligible to compete in
promotional examinations for which they qualify.

Laid off employees do not accumulate seniority while on re-employment lists. If a person is re-employed
by the City within 36 months after the date of previous termination, his/her sick leave accumulation shall
be reinstated. Service credit for vacation allowance and service credit for longevity pay shall be
reinstated.
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Sep;ll'!l tion From the Service continued

Section 4, Resignation: An employee may resign from City service by presenting the resignation in writing to the department
head. The resignation shall be effective immediately upon receipt of same by the department head. However, to
resign in good standing, an employee shall give the department head at least two (2) calendar weeks notice, unless,
because of extenuating circumnstances, the department head agrees to permit a shorter period of notice. Resignations
shall be promptly forwarded to the Personnel Director. Tbe resignation of an employee who fails to give notice
shall be reported by the department head immediately and may be cause for denying future employment by the City.
Once a resignation has been accepted by the appointing authority, it cannot be withdrawn.

Section 5. Re-Employment: With the approval of the City Manager an employee who has resigned with a good record may
be re-employed within two years to his former position, if vacant, or to a vacant position in the same or comparable
class, provided the following circumstances bave becn met: 1) The former employee must meet the medical
requirements of the position by taking a medical examination or other required pre-employment testing by a City
designated physician as required by the City; 2) Work performance and performance appraisals at the time of
separation must have been satisfactory; 3) Nothing occurred during the break in employment that will reflect
adversely on the City or will impair the individual’s ability to perform hig/her duties effectively. A re-employed
employee shall begin a new anniversary, begin vacation accruals at the lawest level, receive no credit for the prior
sick leave balance, and the employee shall begin a new probationary period.

Section 6. Job Abandonment: An employee is deemed to have resigned if the employee is absent for four (4) consecutive
work days without prior authorization and without notification during that period of the absence. On the second
working day of the unauthorized absence, the supervisor shall send a telegram or overnight letter to the
employec’s last known address informing the employee that if the employee fails to Teport to work within two (2)
work days, or receive authorization for such absence, the employee will be deemed to have resigned. Employees
separated from employment for job abandonment will be reinstated or such charge removed from the employee’s
record upon presentation of justification for absence such as severe accident, severe illness, false arrest, or
mental or physical impairment.

RULE XIV
GRIEVANCES
The following Grievance procedure applies to Executive, Mid-Management. Police Management, Fire Management, and Fire
Salety personnel. ;
Section 1, Policy: The most effective accomplishment of the work of the City requires prompt consideration and equitable

adjustment of employee grievances. It is the desire of the City to adjust grievances informally, and both
supervisory and employees are expected to make every effort to resolve problems as they arise. However, it is
recognized that there will be grievances which will be resolved only after a formal appeal and review.

Section 2. Definition: A grievance is a wrong, real or fancied, considered by an employee as grounds for complaint, except
in the case of a Personnei action arising out of position classification, pay, demotion, suspension and dismissal.

Section 3. Representation: An employee who desires to do so may obtain representation to assist bim in presentation of his
grievance. Said representation may be provided by that entity formally recognized by the municipal employee
relations officer as representing that employee for purposes of meeting and conferring in good faith on wages,
hours and working conditions, or may be such other person as the einployee wishes to engage for the purpose,
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Gricvances continued

Section 4.

Procedure: An employee and his representative, if desired, shall first present his grievance to his immediate
supervisor who shall make careful inquiry into the facts and circumstances of the complaint. The supervisor shall
attemnpt to resalve the problem promptly and fairly.

An employee who is dissatisfied with the decision of his supervisor may submit his grievance in writing to his
department head. The department head shall make a separate investigation into the problem. The employee may
elect to have his representative present at all times that he is involved in this investigation. The department head
shall inform the employee in writing of his decision and reasons therefore within fifteen calendar days afier receipt
of the employee’s grievance,

If the employee is dissatisfied with the department head’s decision he inay obtain a review by the City Manager.
He shall submit a detailed written request for review, indicating therein the specific points of previous
investigations wherein he takes issue, within fifteen calendar days following the receipt of the decision of the
department head. The City Manager shall cause such review and investigation to be conducted as he deems
necessary. The employee may elect to have his representative present at all times that he is involved in this
procedure. The City Manager shall within fifteen calendar days after the conclusion of the review, inform the
employee in writing of his findings and decision.

If the employee is dissatisfied with the City Manager’s decision he inay appeal that decision to the Board of Review
in accordance with the provisions of Rule XV.

The lollowing Grievance procedure applies to General personnel,

Definition

A claim by an employee that the City has viclated, misinterpreted, or misapplied a responsibility to the employee as provided for in
the Memorandum of Understanding, Merit System Rules and Regulations, or other laws, ordinances, and resolutions concerning or
affecting wages, hours, or other terms and conditions of employment,

The grievance procedure may N¥OT be used for matters involving;:

(a)
(b)
(c)
(d)

(e}

(f)

(&
(h)

compensation plans (The City will notify the Umon when changes are being considered.)

classification blans (The City will notify the Union when changes are being considered.)

disciplinary actions not including written warnings and reprimands

performance appraisal (Employees reeeiving an overall rating below “Meets Expectation™ may request to meet
with the Personnel Director, department head, and their employee representative to discuss the appraisal

and seek an appropriate remedy.)

recruitment activities

any other matters which are prohibited in the Merit System Rules and Regulations and are more appropriately
resolved through the meet and confer process

reserved management rights of the City

interpretation of the intent of a MOU provision which would be resolved through the meet and confer process
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Grievances continued (General personnel procedure)

General Provisions

1. No retribution or prejudice shall be suffered by employees making use of the grievance procedures.

2. Grievances may only be initiated by the employee concemned and may not be pursued without the affected employee’s
consent.

3. Ifa prievance involves a group of employees or if 2 number of employees file separate grievances on the same exact matter,

the grievances may be handled as a single grievance at the City’s discretion.

4, Failure at any step of this procedure to appeal a decision on a grievance within the specified time limit and in the manner
outlined below shall be deemed to have terminated the grievance process.

5. Failure at any step of this procedure to provide a response to a grievance within the specified time limit shall be deemed a
denial and may be appealed as provided herein,

6. The time limits specified at any step in this procedure may be extended by mutual written agreement.

7. As used in this procedure, the term immediate supervisor sball mean the lowest level of supervisor.

8. Once a grievance has been processed and finally denied, repeated filing of grievances on the same exact issue will not be
permitted.

9. The grievant may designate a representative at any step in the grievance procedure. No person hearing a grievance is

required to recognize more than one (1) representative for any grievance.

10. (amended 5/95) An employee may choose to represent himself/herself or may be represented by someone other than a
Union representative whben utilizing the grievance procedure. In such event, the Union shall be notified in writing that the
individual has elected not to be represented by the Union in seeking resolution of a grievable matter. The City shall, in
writing, notify the Union of the nature of the grievance, the decision and remedy sought, provided, however, the names of
employee witnesses shall not be disclosed.

Grievance Procedure

A, Informal Step:
Grievances shall be resolved informally to the extent possible. The employee and representative, if any, shall discuss the

grievance with the immediate supervisor no later than ten (10) working days after the employee knew or reasonably should
have known of the event giving rise to the potential grievance. In this discussion, the employee should, in good faith, try to
express the problem clearly and suggest a solution(s). Within ten (10) working days of the informal meeting, the supervisor
shall provide a verbal response to the employee. A summary of the complaint and the proposed resolution should be
forwarded to the Personnel Department for their information.

B. Step 1.
If the supervisor does not respond within the time limits, or the grievance has not been resolved, the employee may appeal

to the department head by submitting a written grievance. Such written grievance must be made within ten (10) working
days of notification to the employee that the grievance is denied or a resolution bas not been reached at the informal step.

The department head shall meet with the grievant and representative, if any, within ten (10) working days of receipt of the
written grievance and shall deliver an answer, in writing, to the grievant within ten (10) working days after the meeting.
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Grievances continued (General personnel procedure)

C. Step 2.
If the grievance is not resolved, the grievant may file a written appeal fo the Administrative Services Director within ten
(10) working days from date of delivery of the written response provided in Step | of the procedure.

The Administrative Services Director shall meet with the grievant and representative, if any, within ten {10) working days
of receipt of the written appeal and shall deliver an answer, in writing, to the grievant within ten (10} working days after the
meeting,

D. Step 3. {(amended 5/95)
1f the grievance is not resolved, the grievant may file a written appeal to the City Manager within ten (10) working days
from date of delivery of the written response provided in Step 2 of the procedure.

The City Manager shall meet with the grievant and representative, if any, within ten (10) worldng days of receipt of the
written appeal and shall deliver an answer, in writing, to the grievant within ten (10) working days after the meeting.

E. Step 4. (amended 5/95)
If the grievance is not resolved, the grievant shall have the right to appeal to the Board of Review. The request for hearing
shall be filed with the Personnel Department within ten {10) working days from date of delivery of the written response
provided in Step 3 of the procedure. It shall be the duty of the Personnel Director to inform each of the Board members and
the City Manager or other persons complained against of the filing of the appeal.

The following Grievance progedure applies to Police Safety personnel — (effective 9/11/2000

PREAMBLE: The parties agree that the following Grievance Procedure shall be in effect from November 8, 2000 until November 8,
2002, Parties also agree that the provisions of this Grievance Procedure shall not remain m effect subsequent to November 8, 2002
unless they negotiate a new procedure(s) prior to that date.

Al GENERAIL PROVISIONS
Section 1. DISCUSSION OF REQUEST OR COMPLAINT

It is the intent of this procedure that grievances be settled at the lowest possible administrative level. Any employee who believes that
he or she has a reasonable request or complaint shall discuss the request or complaint with their immediate supervisor in an atfemnpt to
settle the matter.

Section 2. GRIEVANCE DEFINITION

A “grievance” is the subject of a writlen request or complaint, which has not been settled as a result of the discussion required by
Seetion 1, initiated by an employee, arising out of a specific fact situation or transaction that results in an alleged inequity or damage
to the employee, the solution of whieh is wholly or partially within the province of the city to rectify and will involve the
interpretation or application of existing ordinances, rules, regulations, policies or the Memorandum of Understanding concerning
wages, hours, and other terms and eonditions of employment. Grievances shall be submitted in writing on forms supplied by the
Human Resources Department. A grievance does NOT include:

= Matiers reviewable under some other city administrative procedure agreed upon by the parties;

. Rexquests or complamts the solutions of which would require the exercise of legislative power, such as the adoption
or amendment of an ordinance, rule, regulation, or policy established by the City Council,

" Requests or complaints involving the termination of a probationary, seasonal, or temporary employee, or
disciplinary action against a regular employee reviewable pursuani to the discipline appeal provisions of this
Memorandum of Understanding and/or the Peace Officers Bill of Rights, and

= Requests or complaimts mitiated by an employee involving departmental performance evaluations if the evaluation
raling overall is satisfactory or better.
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Griévances continued (Police personnel procedure)

Section 3. FREEDOM FROM REPRISAL

No employee shall be subject to coercion or disciplinary action for discussing & request or complaint with their immediate supervisor
for hisher good faith filing of a grievance petition.

Section 4. EMPLOYEE REPRESENTATION

An employee is entitled to representation in the preparation and presentation of a grievance at any step in the grievance procedure.
Reasonable access to work areas by representatives of qualified employee organizations shall be granted. The grievant and cne
representative are entitled to be released from work for a reasonable period of time in order to present the grievance. No person
hearing a grievance petition need recognize more than one representative for a grievant unless, in the opinion of the person hearing the
petition, the complexity of the grievance requires more than one representative in order to fully and adequately present the matter.

B. GENERAL RULES
Section 5. GRIEVANCE PETITION FORM

All grievances shall be submitted to the Human Resources Department on the form prescribed by the Human Resources Manager, No
grievance petition shall be accepted for processing until the form is complete.

Section 6. CONSOLIDATION
Grievance petitions involving the same or similar issues, filed by employees in the same representation unit, may be consolidated for

presentation at the discretion of the person hearing the petitions.
Section 7. RESOLUTION

Any grievance petition resolved at any siep of the grievance procedure shall be final and binding on the city and the grievant,
Section 8. WITHDRAWAL

Any grievance pefition may be withdrawn by the grievant at any time, without prejudice.
Section 9. TIME LIMITS
Grievance petitions shall be processed from one step to the next within the time limit prescribed in each of the steps. Any grievance

petition for whicb a disposition is not made at any step within the time limit prescribed, or any extension which may be agreed to, may
he referred to the next step in the grievance procedure, with the next time limit to run from the date when time for disposition expired.

Any grievance

petition not carried to the next step by the grievant within the prescribed time limits, or such extension which may be agreed to, shall
not be processed at the next level without the city’s consent,

Section 10. RESUBMISSION

Upon consent of the person hearing the grievance petition and the grievant, a petition may be resubmitted to a lower step in the
grievance procedure for reconsideration,

Section 11. EXTENSION OF TIME

The time limits within which action must be taken or a decision made as specified in this procedure may be extended by written
consent of the grievant and the person before whom disposition of the petition is pending.

C. PROCEDURE
Section 12, PROCEDURE
The following precedure shall be followed by an employee submitting a grievance petition:

A Discussion with supervisor. Prior to filing a written grievance petition the employee shall first take the matter up
with the immediate supervisor unless the immediate supervisor is the focus of the grievance, in which case the employee shall discuss
the matter with the next level supervisor in the employee’s chain of command. The supervisor shall give a prompt respense where it is

possible to do s0.
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Grievances continued (Police personnel procedure)

B. Step 1. The employee shall have thirty (30) calendar days after the occurrence of the circumstances giving rise to
the grievance or fifteen (15) calendar days after the discussion with the supervisor described in Paragraph A, whichever is later, above
to submit the grievance petition to the Human Resources Department. The Human Resources Department shall forward the petition to
the Chief of Police. Within fifteen (15) calendar days after submission of the petition, the Chief of Police or a designee shall meet
with the grievant and the employee’s representative, if any. No later than fifteen (15) calendar days thereafter the Chief of Police ora
designee shall render a written decision If no decision is rendered within (15) calendar days, the grievance is deemed denied at Step 1
and the employee may take the grievance to Step 2.

C. Step 2. Failing to resolve the grievance at Step 1, the grievant shall submit a written request for review to the Human
Resources Manager within fifleen (15) calendar days following the date the Chief of Police or a designee renders a decision. The
Human Resources Manager shall meet with the prievant and the grievant’s representative, if any, within fifteen (15) calendar days of
the submission of the request for review. No later than fifteen (15) calendar days thereafter, the Human Resources Manager shall
render a written decision.

D. Step 3. Failing to resolve the grievance at Step 2, the grievant shall submit a written request for a hearing with the
City Manager within fifieen (15) calendar days following the date the Human Resources Manager renders a decision. The City
Manager shall notify the grievant and the Human Resources Manager of his/her availability for the grievance appeal hearing. The
hearing will take place within 60 days of the request to submil the grievance to the City Manager on a mutually convenient date for the
grievant, the City’s representative, and the City Manager. The parties may agree to extend the time {within 60 days) to hear the
grievance.

The grievant shall have the right to present documentary and oral evidence at the grievance hearing. In addition, any City employee
who is called as a witness by the grievant shall be directed to attend the hearing by the City Manager. The grievant’s representative
must inform the City Manager of his’her request to make City employee(s) available for the hearing at least ten (10) calendar days
before the hearing for the City Manager to be able to direct the employee(s) to be present at the hearing. Employees who attend the
hearing at the request of the grievant (under the direction of the City Manager) shall be paid their regular hourly rate of pay for
attendance at the hearing,

Question of grievability shall be brought to the City Manager by the City’s representative prior to taking any evidence regarding the
merits of the grievance. The City Manager may either decide the issue of grievability first before proceeding with the hearing or may
proceed with the hearing and rule on the issue of grievability as part of his'her decision.

The grievant’s hearing will be recorded by audio cassette recorder or some other means.

The burden of proof in the grievance appeal hearing before the City Manager is with the employee grievant. The grievant must put on
his/her case first prior to the City’s case. After the parties rest their case the City Manager shall take closing arguments either orally or
in writing. The decision on whether the closing arguments shall be in writing or oral shall be up to the City Manager.

Within fifteen (15) calendar days after the hearing is completed or if closing argument is in writing, afier written closing argument is
received by the City Manager, the City Manager will issne his/her written decision to the grievant and representative of the City. The
City Manager’s decision is final. However, either party shall have the right to file a court action pursuant to Code of Civil Procedure
1094.5. The City Manager’s decision shall specifically set forth the losing parties mght to file an action pursuant to Section 1094.5
and the time line in which such action must be filed.

ALTERNATIVE PROCEDURE FOR SUBMITTAL OF GRIEVANCE TO THE CITY MANAGER

A grievant who wishes to submit his/her grievance to the City Manager may do so without requesting a hearing. In place of a hearing
as previously set forth, the grievant may submit his/her grievance to the City Manager in writing for his/her consideration. If the
grievant wishes to submit his grievance to the City Manager in writing, the grievant must simultaneously submit a copy of his‘her
grievance to the Human Resources Manager 50 that the City’s representative can respond in writing to the City Manager. The City’s
representative shall have fifteen (15) calendar days from receipt of the submittal by the grievant to the City Manager to respond to that
submittal. Within fifreen (15) calendar days of receipt of the City’s representative written response to the grievance the City Manager
shall issue his/her written decision.
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GRIEVANCE PETITION FORM

Please complete the following and send form to the Human Resources Manager,

The following is a statement of my grievance, which I hereby request be reviewed in accordance with the City of Upland Grievance
Procedure for the Upland Police QOfficers Association.

Name:

Position:

Immediate Supervisor:

The reason for my grievance is as follows:

1 discussed this grievance with my immediate supervisor on:

My supervisor’s response was as follows:

1 believe this response was incorrect for the following reasons:

1 believe the appropriate resolution of my grievance would be:

Witnesses who can confirm my statements are:

Date: Signature:
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RULE XV
DISCIPLINARY APPEAL PROCEDURE
(Police Safety personnel — effective 9/11/2000)

SECTION1. GENERAL

A, Any notice required to be given by this procedure shall he in writing and shall be deemed served when personally
delivered to the person to whom it is dirccted or when deposited in the United States mail, registered or cerlified postage prepaid, and
addressed to the designated recipient at his/her last known address.

B. As used in this procedure, “disciplinary action™ means dismissal, demotion, reduction in compensation, suspension,
written reprimand or any other action which constituies “punitive action™ as that term is defined in Government Code Section 3304 of
the Peace Officers Procedural Bill of Rights Act.

C. Unless otherwise specified, as used in this procedure, “Department Head” means the Chief of Police.

D. “Department”, for purposes of this procedure, shall be defined as the Upland Police Department, unless otherwise
specified.

E. The parties may for good cause extend the time for performance of any act required or permitted by this procedure

upon written request prior to expiration of the time fixed.
SECTION2. NOTICE OF DISCIPLINARY ACTION

A For permanent employees written notice of intent to take disciplinary action shall be served on the affected
employee at least six (6) working days prior to the effective date of the action and shall include:

I. A description of the action{s) proposed to be taken and the expected effective date(s);

2. A clear and concise statement of the specific grounds and particular facts upon which the disciplinary action is
based;

3. A statement that a copy of the materials upon which the action is hased is attached or available for delivery upon
request; and

4. A statement informing the employee of the right to respond verbally or in writing, or both, to the Police Chief
prior to the effective date of the disciplinary action(s) unless the Chief has firsthand knowledge of the acts or
omissions contained in the notice to discipline.

B. After considering the response or if the time to respond has elapsed without the employee responding, and assuming
that all or part of the Police Chief s decision will include sustaining disciplinary action, writlen notice that the disciplinary action will
be implemented shall be served on the employee on or before the effective date of the action and shall include:

1. A statement informing the employee of the disciplinary action(s) taken, the effective date(s) of the action(s), and
that the action is being taken for the acts specified in the letter of intent; and

2. A statement informing the employee of the right to appeal within 10 working days of the date the letter is served
on the employee, including a copy of this disciplinary appeal procedure.

C. If no response to the notice of intent to discipline is made, the notice of discipline will be served immediately
following the dates on which to respond.

SECTION 3. APPEALS
Any employee may appeal any disciplinary action taken against the employee. The appeal shall be in writing and filed with the

Human Resources Manager within ten (10) working days after the date of notification of action apainst which the appeal is made. An
appeal shall:

A, Be accompanied by a copy of or inake reference to the final notice of disciplinary action served on the employee;
B. Contain a request for the appeal; and
C. A brief statement of the relief requested.

SECTION 4. WAIVER

If an employee fails to appeal the disciplinary action within the time specified, or after appealing withdraws the appeal, the right to
Teview is waived.
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Disciplinary Appeal Procedure continued

SECTION 5. HEARING PROCEDURE

The parties agree to Advisory Arbitration for the purposes of disciplinary appeal for two years upon execution of the contract. Either
party may request 1o reopen negotiations regarding any aspect of the disciplinary appeal procedure, including, but not limited to, the
hearing procedure, for the period subsequent to two years from the effective date (i.e. September 11, 2002) of the agreement
implementing the disciplinary appeal procedure. For the period prior to September 11, 2002, nether party may demand to bargain
over any aspect of the disciplinary appeal procedure.

A. Appeals filed in cases of disciplinary action shall be heard by an arbitrator who will render an advisory decision,
That decision will be advisory only to the Upland City Council.

B. The parties shall contact the State Mediation and Conciliation Service for a list of arbitrators experienced in police
disciplinary cases. The parties shall attempt to agree upon an arbitrator for mutual appointment. If the parties cannot jointly agree on
an arbitrator, each shall altematively strike one name from the State Mediation and Conciliation Service list, bepginning with the City,
untit only one name remains. The remaining individual on the strike list shall serve as the advisory arbitrator. If a particular arbilrator
is unable to schedule a hearing within 90 days from the date contacted by the parties, a new list of arbitrators shall be secured from
State Mediation and Conciliation Service, unless the parties mutually agree to a later hearing date or select another arbitrator with
earlier available hearing date.

C. The hearing shall be set by the Human Resources Manager at an early date. The employee and the Department
Head shall be given not less that thirty (30) calendar days notice of the hearing by the Human Resources Manager. The Human
Resources Manager or the employee’s representative may postpone or ¢ancel a hearing one time on reasonahle notice to the parties
and their respective representatives. Any further postponement or cancellation must be approved by the arbitrator. The City and
Association shall share equally in the Arbitrator’s fees and costs.

D. The employee and the Department may be represented by counsel or other representative.

E. If a subpoena is requested by either the City or an employee who has appealed his/her disciplinary action to be
issued by the Arbitrator to compel the attendance of another City employee, it shall be the duty of the party secking the subpoena to
notify the Arbitrator of the request that a subpoena be issued. The employee upon who the subpoena is being served must be served at
least five (5) working days before the hearing,

F. All appeal hearings involving a dismissal or demotion of an employee shall be reported hy a certified shorthand
reporter. All other appeals need not he reported but either the employee or the Department Head may, at their own expense, provide a
reporter for the hearing or tape record a hearing where no reporter is present.

G. Each party shall make arrangements for and pay the expenses, if any, of witnesses that are called by such party,
except that any city employee called as a witness by either side shall be released from work without loss of compensation or other
benefits to attend the disciplinary hearing. City employees called in on their day off will be guaranteed a minimum of two hours.

H. Within 30 days following the submission of the appeal, the Arbitrator shall submit written findings of fact,
conclusions of law, and the decision to the Human Resources Manager.

FINAL DECISION ON ADVISORY ARBITRATION

Within thirty (30} calendar days of receipt by the Human Resources Manager of the decision of the Arbitrator on any disciplinary
matter as described herein, the City Council of the City of Upland shall render a final decision regarding the discipline. The City
Council may accept, reject or modify the disciplinary recommendation(s) of the Advisory arbitrator.

The decision of the City Council is subject to judicial review under Section 1094.5 of the California Code of Civil Procedure,
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Disciplinary Appeal procedure continued

SECTION 6. EVIDENCE AND PROCEDURES APPLICABLE TO ALL HEARINGS

A Hearings need not be conducted according to technical rules of evidence. Any relevant evidence shall be admitted it
if is the sort of evidence on which responsible persons are accustomed to rely in the conduct of serious affairs.

B. Hearsay evidence shall be admitted and may be used for the purposes of supplementing or explaining any direct
evidence, but shall not be sufficient in itself to support any fact, unless it is the type of hearsay admissible over objection in a civil
action.

C. Irrelevant and unduly repetitious evidence shall be excluded.

D. The rules of privilege shall apply to the same extent that they are recognized in civil actions. In addition,
communications between the union representative and the employee whe is the subject of a personnel action shall be confidential and
not subject to disclosure in a personnel hearing.

E. Onal evidence shall be taken only on oath or affirmation.
F. Employees not testifying in their behalf may be called and examined as on cross-examination.
G. The employee and the City shall have these rights:

1. To call and examine witnesses;

2. To introduce exhibits;

3. To cross-examine opposing wiinesses on any matter relevant to the issue, even though the matter was not covered
in the direct examination;

4. To impeach any witness regardless of which party first called the witness to testify; and

5. To rebut any adverse evidence.

H. The hearing shall be a closed and private proceeding unless closure of the hearing is waived by the employee,
RULE XVI
APPEALS AND HEARING
Section 1, Complaints: Any employee in the classified service shall have the right to appeal Lo the Board of Review relative

to any situation affecting his employment status or conditions of employment, except in instatces where the right
of appeal is prohibited by the Merit System Ordinance or these rules. The employee may request a hearing of his
complaint, and such complaint shall be filed in writing with the Personne] Director. It shall be the duty of the
Personne! Director to inform each of the Board members and the City Manager or other persons complained
against of the filing of the complaint.

Section 2. Investigations and Hearings: Upon the making of any complaint, the Board of Review shall make such
investigation as it may deem necessary in cases where the employee is entitled to a hearing as a matter of right,
such as in instances of demotion, reduction or discharge, and in other cases whenever the Board shall deem it
advisable to hold a hearing, such hearing shail be held within twenty days after the request for the hearing was
made. In all hearings the applicable provisions of the Merit System Ordinance shall apply.
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Appeals and Hearing continued

Sectlom 1.

Secton 2.

Section 3.

Section 1.

Whenever a hearing on any complaint is to be held, the Personnel Director shall notify the person requesting the
hearing and the City Manager or other officer from whose action the appeal is being taken, of the time and place of
the hearing. Unless incapacitated, the person making the complaint shall appear personally before the

Board of Review at the hearing.

Upon conclusion of any investigation or hearing, the Board of Review shall cause its findings and
recommendations to be prepared in writing and shall certify the same. Such findings shall be countersigned and
filed as a permanent record by the Personnel Director. The Personnel Director shall deliver a certified copy of such
findings and recommendations to the City Council or other officer or employee affected by such findings and
recommendations, or from whose action the appeal was taken. The City Council shall affirm, reverse or modify
the decision appealed from and said decision shall be final,

Any member of the Board of Review may submit a minority or supplemental report which shall be filed as a
permanent record by the Personnel Director.

RULE XVII
REPORTS AND RECORDS

Roster Cards: The Personnel Director shall maintain a service or roster card for each employee in the service of
the City showing the name, title of position held, the department to which assigned, salary, changes in employment
status, and such other information as may be ¢onsidered pertinent.

Change-of-Status-Report: Every appointment, transfer, promotion, change of salary rate, and any other
temporary or permanent change in status of employees shail be reported to the Personnel Director in such manner
as may be prescribed by these rules and regulations,

Destruction of Records: Roster or payroll cards shall be kept permanently. All other records relating to
persormel, including correspondence, applications, examinations and reports may be destroyed after five years.

RULE XVIII
CHANGES AND AMENDMENTS

Changes in Rules: These rules and regulations may be changed or amended by the City Council at any regular
meeting or adjourned regular meeting, but no change or amendment shall be made in any of these rules and
regulations, except in extreme emergency, without posting a notice showing said contemplated change or
amendment on the bulletin board in the City Hall of Upland at least ten days prior to said change or amendment.
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