COLUSA COUNTY
HUMAN RESOURCES DEPARTMENT

Dar Rhodes 250 5™ Street
Human Resources Director Colusa, CA 95932
(530) 458-0420

(530) 458-0425 fax

TO:  CCEA President Ann Nordyke
CCEA Attorney Tim Talbot

CC:  CAO Budget Analyst Kaline Moore
Principal HR Analyst Yareli Mora

FROM: HR Director Dar Rho
DATE: January 17, 2024

RE: CORRECTION OF TYPOGRAPHICAL ERRORS — CCEA Professional Unit MOU Cafeteria
Plan Carryover; CCEA All Units MOU Out of Class Pay provision in Appendix B

There were typographical errors in the 2023-2025 CCEA MOUs. In discussions with County Counsel, we
will be resolving these clerical errors by way of this memo with noted corrections and re-executions of
relevant MOU documents.

Per County Counsel: To clarify, when looking at errors in documents approved by the Board of
Supervisors we look by analogy at Government Code Section 25131. Although this section applies
specifically to ordinances, we believe that the general principal contained within that typographical or
clerical errors do not have to be taken back to the beginning of the process can be applied to other
official documents approved by the Board. In this case, looking at the text of the documents and taking
them in context it is ciear that these corrections are typos that do not have a significant change to the
terms of the documents.

Therefore, County Counsel believes that we can prepare amended MOU’s and have them re-signed
without the need to go back to the Board in a public meeting.

The following MOU provisions will be corrected and re-executed:

CCEA Professional Unit — Article Vili Health and Welfare, Section C Cafeteria Plan, Subsection 1-d
CCEA Professional MOU has language that states upon expiration of the MOU the contribution will
remain at the 2023 rate until renegotiated. This was merely a typographical error. The intent was
to have carryover rates tied to the year in which the contract expires; both CCEA Miscellaneous and
CCEA Confidential have the correct year for any rate carryover (2025), so there are no changes to
those MOUs. The Professional MOU must be updated with the 2025 correction.



CCEA All Units {Professional, Confidential, and Miscellaneous) — APPENDIX B Class Specifications -
New and Revised, Section d Out of Class Assignments

Appendix B includes an unintended provision that conflicts with CCEA provisions for Out of Class
Assignments (Article V Salaries, Section H Out of Class Assignments). The unintended provision in
Appendix B states that Out of Class assignments occur when a vacancy exists and a recruitment is
active, whereas the MOU (Article V, Section G [Confidential & Miscellaneous Units] and Section H
[Professional] Unit) contains no vacancy or recruitment qualifier for Out of Class Assignments. All
CCEA MOUs must be corrected to remove the no vacancy or recruitment qualifier in Appendix B for
Out of Class Assignments.

HR and County Counsel agree that this memo and re-execution of the corrected MOUs will remedy
these clerical errors. Therefore, the typographical errors in the CCEA Professional Unit MOU (Article VIII
Health and Welfare, Section C Cafeteria Plan, Subsection 1-d) and in all CCEA MOUs including
Professional, Confidential, and Miscellaneous Units (APPENDIX B Class Specifications ~ New and Revised,
Section d Out of Class Assignments), as noted above, have been corrected and are attached for your
review.

Please retain a copy of this memo for clarification purposes and you will receive an inner-office
communication from the Clerk of the Board’s Office to formally re-execute these MOUs. Once the
MOUs are fully executed, we will distribute final copies to all parties.
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PREAMBLE

This Memorandum of Understanding (“MOU” or “Agreement”) is entered into by and between the
County of Colusa (“County”) and the Colusa County Employees Association (‘CCEA” or “Association”)
and sets forth the wages, benefits, hours of work, and other terms and conditions of employment for
County employees assigned to the Miscellaneous Bargaining Unit.

ARTICLE |
RECOGNITION

Pursuant to Government Code Section 3500, et seq and applicable provisions of the Colusa County
Personnel Rules, the County recognizes the CCEA as the exclusive representative for all County
employees assigned to the Miscellaneous Bargaining Unit.

ARTICLE Nl
CCEA RIGHTS

A. CCEA Rights

1. CCEA shall have all rights and privileges provided by the United States Constitution, the California
State Constitution, Federal law, California State law, and the Colusa County Personnel Rules.

B. Dues Deduction

1. The County shall deduct CCEA membership dues and any other agreed-upon payroll deductions to
the extent permitted by law from the monthly pay of each bargaining unit employee in accordance
with the procedures set forth herein.

a. Dues paying bargaining unit employees who have affirmatively consented to or authorized dues
deductions shall be entitled to have dues deducted upon signing and filing with CCEA an
authorization form provided by Association. CCEA will notify the County of the employee’s name
and the amount of dues to be withheld. The dues deduction form currently in use may continue
to be utilized by CCEA.

b. The County agrees to direct each bargaining unit employee to CCEA in response to any
questions or concerns about dues or any other mutually agreed payroll deduction.

c. CCEA is responsible for providing the County with timely information about changes to
employee dues and any other lawful CCEA-related payroll deductions.

d. Dues withheld by the County shall be transmitted monthly to the CCEA officer designated in
writing by the Association as the person authorized to receive the funds at the address specified.

e. A bargaming unit employee's earnings must be regularly sufficient after other legal and required
deductions are made to cover the amount of the authorized CCEA dues deductions. If a
bargaining unit employee is in a non-pay status during only part of the pay period and the salary
is not sufficient to cover the full withholding, no deduction shall be made.

Revision Date: ddr 01/08/2024 Last Printed 1/22/2024



f. CCEA shall refund to the County any amounts paid to it in error upon presentation of supporting
evidence. The County will deduct and remit to CCEA any amounts which were not deducted in
accordance with the procedures prescribed herein.

2. The County shall make payroll deductions in reliance on CCEA's certification that the Association
has and will maintain an authorization signed by each employee who affirmatively consents to pay
CCEA membership dues. Similarly, the County shall only cancel or modify membership dues or
any other mutually agreed payroll deduction for any bargaining unit employee in reliance on
information provided by CCEA to the extent permitted by law.

3. The County shall not request that CCEA provide a copy of any bargaining unit employee’s
authorization unless a dispute arises about the existence or terms of the authorization.

4. CCEA shall indemnify, defend, protect and hold harmless the County and its elected and appointed
officials, officers, employees, officers and agents from and against any and all claims, liabilities,
losses, damages, fines, penalties, claims, demands, suits, actions, causes of action, judgments,
costs and expenses arising from the application of this section, including, but not limited to, any
claims made by bargaining unit employees for the return of membership dues deducted by the
County in reliance on CCEA's certification, and any claims made by any bargaining unit employees
for any deduction cancellation or modification the County made in reliance on the information
provided by CCEA.

C. Public Employee Communication

1. This provision applies to all new employees hired into CCEA bargaining unit positions and is
intended to comply with the provisions of Government Code, sections 3555 et seq.

a. The County will provide CCEA with not less than ten (10) calendar days’ advance written notice
of the time, date and location of all new employee orientation meetings, unless an urgent and
unforeseeable need for a new employee orientation meeting precludes the County from
providing CCEA with ten (10) calendar days’ advance notice. The advance notice will include
the number of CCEA bargaining unit employees attending the orientation meetings. Notice will
be made by way of email to the CCEA President or another contact person designated by CCEA.

b. Upon request, CCEA will be given up to ten (10) minutes as part of the new employee orientation
meetings to present information to bargaining unit employees generally relating to CCEA's role
as representative, CCEA membership information, the rights and obligations created by the
MOU and County personnel rules, and to answer questions. One (1) CCEA representative may
present information to the new employees. Management representative shall excuse
themselves and not be present during CCEA’s portion of the new employee orientation
meetings.

¢ The CCEA representative who present information at the new employee orientation meetings
may do so while on duty without the loss of compensation, provided CCEA advises the Human
Resources Director of the names of the employees who will be presenting information on behalf
of CCEA at the new employee orientation meetings.

d. The County shall not disclose the dateftime/place of the new employee orientation to anyone

other than the new employees and their departments, CCEA, and any vendors who are
contracted to provide a service at the new employee orientation.
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equivalent compensatory time off (CTO) with a guaranteed minimum of two (2) hours, e gpt on
holidays, the rate of 1.5 times their regular hourly pay rate shall be paid in addition to the holiday.

Crisis Sitter shifts are available for the following BHS classification: therapists, mental health
specialists, case managers, family specialists and peer specialists. Driver shifts are available for all
permanent status BHS employees with a valid CA driver's license. No employee may accept shifts
that will cause the employee to work a 7-day work week.

J. Migrant Center’s Caretaker Assighments

Employees in the classification of Migrant Center Caretaker I/ll are required as a condition of
employment to live onsite in County provided housing as their permanent year-round residence in
order to perform the duties of their position. Therefore, the Parties agree as follows:

The County, solely for its convenience, shall provide housing to emplovees within the Department
of Agriculture, Migrant Center, assigned to the position of Caretaker | The value of such housing
shall have no impact on the employee's compensation and shall be excluded from gross income
consistent with IRS regulation section 1.119-I(b).

Specifics regarding housing are:

1) The County will provide rent-free housing with power, gas, garbage and water included.

2) Management will perform annual inspections on the interior and exterior of houses.

3) Caretakers must follow the same rules as the residents including, no pets, no public drinking,
and no vending.

4) Caretakers agree to vacate the house within 30 days of the last day of employment with the
County.

5) No permanent changes (remodeling) can be made to the house

6) All repairs must be reported and approved by management.

7) No permanent structures may be built on the exterior of the house or in the yard.

8) Each Caretaker residence will have two (2) reserved parking spots nearest to their house.

9) Caretakers are not allowed to rent out rooms in their houses.

K. Compensation for Chaperones Working 24-Hour Schedule

This provision is to address compensation for employees serving as chaperones and working a 24-
hour schedule. During each 24-hour workday, employees will be allowed a six (6) hour sleep period
commencing at 11:30 PM and ending at 5:30 AM the following morning (“sleep time window”). If
the employee receives at least five (5) consecutive hours of uninterrupted sleep during the sleep
time window (defined as not performing the duties of a chaperone or performing other work-related
business required by the County), the six (6) hour sleep time shall be excluded from hours worked
during the 24-hour work day and the employee will be compensated for 18 hours of work.

If, however, the employee is required to perform the duties of a chaperone or other work-related
business during the sleep time window period, all time spent performing such work shall be
considered additional hours worked. In the event the employee cannot get at least five (5) hours of
uninterrupted sleep during the sleep time window period, the entire six (6) hour sleep time shall be
regarded as hours worked.

10
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4)
S)

Vacation must be scheduled in advance, subject to pre-approval by the employee’s supervisor;

Appointing authorities are charged with actively managing the vacation usage of their employees,
to ensure vacation is used in accordance with this section;

6) Vacation shall accrue on an hourly basis, based on an employee’s anniversary date. An employee
may accumulate a maximum of 1.5 times their annual accrual. An employee who accumulates
vacation in excess of the maximum allowable hours will stop accruing vacation until their
accumulated vacation hours fall below the maximum aflowed.

7) Vacation shall accrue and may be accumulated at the following rates:

Annual Monthly Accrual | Monthly Accrual | Maximum Maximum
Time in Service { Vacation 37.5-hour week | 40-hour week Accumulation Accumulation
37.5-hour week | 40-hour week
0 through 3 yrs 0-10days | 6 25 hours 6.666 hours 112.50 hours 120.00 hours
4 through 7 yrs. | 15 days 9.375 hours 10.000 hours 168.75 hours 180.00 hours
8 through 11 yrs. | 20 days 12.500 hours 13.333 hours 225 00 hours 240 00 hours
12+ yrs. 25 days 15.625 hours 16.666 hours 281.25 hours 300.00 hours

8) Vacation hours accumulated by an employee before January 1, 2009, will be carried forward in a
separate employee vacation account, which may be referenced as the “pre-2009 vacation
account,” subject to the following:

a) Effective January 1, 2014, the value of each vacation hour included in an employee’s pre-2009
vacation account will be calculated at the employee’s current hourly rate of pay and will be
frozen at that amount.

b) If, subsequent to January 1, 2014, an employee takes vacation-time off using vacation hours
credited to the pre-2009 vacation account, they will be granted vacation time off on an hour-
for-hour basis, without regard for their current rate of pay.

9) Legal holidays occurring during vacation leave will not be charged as vacation leave but as a
holiday;

10) Part-time employees shall accrue and may accumulate vacation leave on a pro-rata basis equal to
their prorated service time and their prorated hours worked:;

11) Upon termination, the employee or their estate will be paid the monetary value of the earned
unused vacation in the employee’s vacation account.

12) Starting from the first complete pay period after October 1, 2023, all employees will be able to
include their previous public service experience for calculating vacation accrual. Verifiable
experience is counted in complete years (equivalent to twelve [12] months). Each employee shall
be credited for the purpose of accrual, with years of service at other public agencies on a year for
year basis. The maximum vacation allowance will correspondingly align with the updated years
of service for vacation.

B. Sick Leave

1. Employees covered by this Agreement are entitled to accrue, accumulate and use Sick Leave with

pay as provided in section 1.108.2(b)et seq. of the Colusa County Personnel Rules except as
follows:

12
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a. Effective January 1, 2017, each County employee who separates from County service ll be
compensated for unused sick leave based on the formula specified in section 1.108 2(b),
subsection 6 et seq. except that:

i. Employees who separate from County service for any reason with unused sick leave that
was accrued and accumulated before December 31, 2009 may choose to receive the entire
amount owed in cash pursuant to §1.108.2(b)(6) et seq. or may choose to have the entire
amount owed deposited into a county offered IRC 457 Plan subject to the limitations of
such Plan.

b. Effective January 1, 2017, employees who retire from County service with unused sick leave
that was accrued and accumulated after December 31, 2009 will be compensated based on
the formula and conditions which follow:

i. An employee who retires with at least 15 years of Colusa County service and a minimum
combined (old bank plus new bank) sick leave balance of 200 hours at the time of
retirement will receive an amount equal to twenty-five percent (25%) of his/her current base
hourly salary for all qualified hours.

ii. An employee who retires with at least 20 years of Colusa County service and a minimum
combined (old bank plus new bank) sick leave balance of 250 hours at the time of
retirement will receive an amount equal to fifty percent (50%) of his/her current base hourly
salary for all qualified hours.

iii. An employee who retires with at least 25 years of Colusa County service and a minimum
combined (old bank plus new bank) sick leave balance of 300 hours at the time of
retirement will receive an amount equal to seventy-five percent (75%) of his/her current
base hourly salary for all qualified hours.

iv. An employee who retires with at least 30 years of Colusa County service and a minimum
combined (old bank plus new bank) sick leave balance of 350 hours at the time of
retirement will receive an amount equal to one hundred percent (100%) of his/her current
base hourly salary for all qualified hours.

v. Employees who are compensated for unused sick leave pursuant to paragraphs b-i through
b-iv above may have any amount owed deposited into a County offered IRC 457 Deferred
Compensation Plan subject to the limitations of such plan and/or to have any amount owed
deposited into the County-sponsored Health Reimbursement Arrangement subject to the
limitations of the HRA plan document.

1. For the purposes of this benefit only, County employees who are elected to a County
office will be compensated as though they had “retired” effective the date they assume
the County elected office

C. Bereavement Leave

1. Bereavement leave will be granted in the case of death in the immediate family of the employee or
spouse pursuant to Colusa County Personnel Rules 1.108.2(d).

D. Jury Duty or Court Witness

1. Employees who are required to serve on jury duty shall receive full pay, but shall remit to the County
any compensation, except reimbursement for parking, meals, mileage or lodging which may be
received for such service.

13
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Plan or may be taken as a cash payment that will be applied to the employee’s monthly
paycheck. Amounts taken as cash will be treated as taxable income.

a. Employees hired prior to January 1, 2013 and who qualify for the above-described In-
lieu benefit shall receive $715 per month

b Employees hired after December 31, 2012 and who qualify for the above-described In-
lieu benefit shall receive $333 per month as of January 1, 2024 and $400 per month as
of January 1, 2025.

E. Part Time Employees

1 Part time employees regularly scheduled to work twenty (20) or more, but fewer that thirty (30)
hours a week will be eligible for the health, dental, vision and Cafeteria Plan benefits appropriate
to their hire-date equal to the pro rata relationship between the hours regularly scheduled to
work and full time. Benefits for employees who are regularly scheduled to work thirty (30) hours
or more per week will not be prorated.

a. Part time employees regularly scheduled to work twenty (20) hours or more but fewer
than thirty (30) hours each week are not required to accept county-sponsored health
benefits and are not eligible for cash-in-lieu benefits.

b. Part time employees regularly scheduled to work thirty (30) hours or more each week
are subject to the provisions of Section A 3 above and may be eligible for cash-in-lieu
benefits if they satisfy the requirements of Section A.3a.

F. Vision Care and Employee Assistance Plans

1. Vision insurance shall be provided in accordance with the Vision Plan and shall include at a
minimum an annual examination and the replacement of lenses and frames every twelve (12)
months. The County will contribute one-hundred percent (100%) of the monthly premium for
employee-only coverage. Employees may enroll eligible family members at the employee’s
expense and subject to the rules of the insurance provider

2 The County shall provide to each represented employee an Employee Assistance Plan that
includes up to six (6) visits during each calendar year with a designated Health Care Provider.
Such Employee Assistance shall be strictly confidential, and the employee need only show proof
of employment with Colusa County to receive this benefit.

G. Health Reimbursement Arrangement

1. The County will make an IRS qualified Health Reimbursement Arrangement (HRA) available for
eligible represented employees who retire from the County and enroll in the County-Sponsored
Health Plan. Subject to the conditions described below, the County will make monthly
contributions into the HRA on behalf of each eligible retiree.

a. For employees hired before January 1, 2013 and who retired prior to the execution of
this MOU, the County will continue to contribute $128.26 per month to the retiree’s
HRA. This retiree HRA contribution is separate from and in addition to the PEMHCA
Minimum Employer Contribution (MEC).
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2.

1.

¢ Employee pays an 8% member contribution

2. Tier 2 — Retirement benefits for miscellaneous “new” members hired on or after
January 1, 2013 are as follows:

o 2% @ age 62 retirement formula
s Three-year average final compensation period
¢ Employee pays 50% of the normal cost as determined by CalPERS

b. To the extent allowable by CalPERS, the County will continue to provide the following
optional retirement enhancements:

o Military Service Credit as Public Service for Miscellaneous and Safety employees
pursuant to Government Code Section 21024,

o Pre-Retirement Option 2W Death Benefit pursuant to Government Code Section
21548.

c. Member's contribution toward retirement costs are paid subject to the provisions of
section 414(h)(2) of the Internal Revenue Code.

Should the statutory minimum employee member contribution rates for the above retirement
plans be increased through State legislative or CalPERS administrative action during the term
of this Agreement, either party may request to reopen this section to negotiate possible changes
to the employee contribution rates specified in this MOU. Unless required by law, the employee
contribution rates specified above will not change during the term of this MOU without mutual
agreement of the parties.

Internal Revenue Code Section 457 Deferred Compensation Plans

The County will continue to make IRC section 457 deferred compensation plans (IRC 457
Plans) available to represented employees, subject to the terms and conditions of plan
sponsors which, in some cases, may require minimum employee contributions. Employee
participation in such plans is voluntary.

Except for the matching contributions provided below, the County shall not make contributions
on behalf of represented employees. The County will match employee contributions to a
county-offered IRC 457 Plan and, effective October 1, 2023, contribute increased amounts as
follows:

a. For employees with up to seven (7) years of county service, $30.00 per month. To qualify
for matching contributions, employees must contribute an amount equal to or greater than
the plan minimum contribution.

b. For employees with seven (7) to fifteen (15) years of county service up to $40.00 per month.
To qualify for matching contributions, employees must contribute an amount equal to or
greater than the plan minimum contribution.

c. For employees with more than fifteen (15) years of county service up to $50.00 per month.

To qualify for matching contributions, employees must contribute an amount equal to or
greater than the plan minimum contribution.
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3. Specific information regarding each of the available IRC 457 Plans may be obtained from the
Human Resources Department.

ARTICLE X
MISCELLANEOUS

A Personal Protective Equipment.

1. Employees may be required to wear personal protective equipment, including but not limited to
prescription safety eyeglasses, which will be provided by the County at no cost to employees If
a Department Head determines that employees are required to wear safety footwear, the County
will, on an annual basis, reimburse the employee for the cost of such footwear in annual
reimbursements up to $200 for each 12-month period from July 1 to June 30; subject to the
County' s claims procedures, with no benefit carry-over, and employees on any type of long-
term leave of absence will be ineligible for reimbursement until they return to full duty status.

B. Required Licenses.

1. Employees are responsible for meeting the requirements and for paying any fees involved in
obtaining necessary licenses, certificates, permits, and registrations. However, where such
licenses, certificates, permits, and registrations are required in order for the employee to
maintain his/her current position, reimbursement may be sought from his/her employer upon
proof of successful completion of tests or other requirements. Department heads are
responsible for informing their employees that their duties require them to obtain such licenses,
etc., and for seeing that their employees obtain the licenses. Department heads should make
available relevant information regarding applications, fees, and qualifications for licenses
required by positions within their department.

C. Layoffs.

1. Layoffs in Merit and non-general fund Departments shall be contained within those Departments
with no right for laid off employees to bump outside the Departments.

D. Accelerated Salary Steps

1. Employees may be suitable for accelerated steps (equivalent to a 5% to 15% increase) when,
in the discretion of the Department Head, their service to the County of Colusa is highly
meritorious, and based on eligibility for advanced steps criteria. (Appendix A)

E. Class Specifications — New and Revised

1. When a new classification is added to an existing organizational structure, the change in Salary
Step and/or Range will allow the impacted employee to have additional ladders of success within
their new salary schedule and/or Range. Any non-promoting employee Salary Step and/or
Range movement, resulting from ensuring the correct class compaction, will be equal to, or as
close to, but not less than, that employee’s current grade. Further, the Director of Human
Resources through County Administration can make class changes after meet and confer.
Classification changes with a budgetary impact must be approved by the Board of Supervisors.
Classification actions of the Director of Human Resources, which have no fiscal impact, will
become final when approved by the County Administrative Officer. (Appendix B)
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F. Telework Eligibility

1. Telework may be added to the work schedule options for those eligible job classifications and
eligible employees. Eligible classifications will be allowed up to a maximum of two (2) days per
week scheduled telework. (Appendix C)

ARTICLE XI
SAVINGS

if any provision of this Agreement should be held invalid by operation of iaw or by tribunal of competent
jurisdiction, or if compliance with or enforcement of such provision shall be restrained by such tribunal,
the remainder of the Agreement shall remain in full force and effect.

ARTICLE XII
PERSONNEL RULES

Upon implementation of this Agreement, any terms and conditions of employment not specifically
discussed herein shall be governed by the provisions of the Colusa County Personnel Rules.

ARTICLE Xili
FULL UNDERSTANDING

This Agreement constitutes the full understanding of the parties with respect to the matters set forth
herein. The parties further agree that any amendment to this Agreement during the term of the
Agreement must be reduced to writing and may be done only by mutuat consent of the parties.

ARTICLE XIV
TERM

This Agreement shall remain in full force and effect from October 1, 2023, through and inciuding
September 30, 2025 provided that the County and/or the CCEA shall have the right to reopen
negotiations during the month of March in each year of this Agreement regarding Colusa County
Personnel Rules issues.

Dated:
tion Count

rresiaent

ATTEST: Wendy-G. Tyler, Clerk to the

DAaned ~Af Ciimanmstanca

Linier inegouator itor
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APPENDIX A
ACCELERATED SALARY STEPS

DEFINITION

Accelerated promotional steps are defined as moving a regular, non-probationary employee to a higher
salary step before serving for any prescribed minimum number of years after the last promaotion or
appointment; thereby allowing the flexibility to move an employee to a salary step more than one step up
the salary range.

PURPOSE
This rule preserves Department Head flexibility to allow for meritorious salary increases or early
promotions, while making it easier to make consistent recommendations for advancement in such cases.

ACCELERATED STEPS CRITERIA

Advancement by way of accelerated step increases involves an overall career review and is reserved only
for the most highly distinguished employees in the County organization. An employee may be suitable for
accelerated steps when, in the discretion of the Department Head, their service to the County of Colusa is
highly meritorious.

Advanced steps are reserved for those employees whose strong work ethic:

1. exceeds performance expectations;

2. has achieved a consistently high rate of productivity, level of skill, and in-depth knowledge of the job;
3. demonstrates dependability, responsibility, high initiative, and ability to work independently; and
4.

who may have attained wide recognition reflective of its significant impact to their Department or to
the County of Colusa organization;

5. with all of the above outlined in a department head justification submitted to the CAO for review and
final approval.

Except in rare and compelling cases, advancement will not occur after less than one year at the current
salary step. Moreover, mere length of service and continued good performance is not justification for further
salary advancement. There must be demonstration of additional merit and distinction beyond the
performance on which the current step was based.

Further, a merit increase in salary steps for a person already serving at an above-scale (11 or higher) salary
level, must be justified by strong and compelling new evidence of merit and distinction, as continued good
service is not an adequate justification.

The salary increase for a person eligible for accelerated steps is a minimum of §% (which may be achieved
in one or two steps depending on location in the salary schedule) and a maximum of 15% (which may be

achieved in 3 to six steps, depending on location in the salary schedule); contingent upon the strict above
criteria, in addition to Departmental budget capability.
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Eligibility

Telework is not a right of any employee or position. Eligibility for teleworking is based on both the position and
the Employee and is subject to department approval based on the following guidelines:

a. Position Eligibility
An Employee's position may be suitable for teleworking when the job duties:

i.
ii.
iii.
iv.

V.

vi.
vii.

Are independent in nature.

Are primarily knowledge based. )

Lend themselves to measurable deliverables.

Do not require frequent in-person interaction at the regular worksite with supervisors,
colleagues, clients, or the pubilic.

Do not require the employee’s immediate physical presence at the regular worksite to
address unscheduled events unless alternative arrangements for coverage are possible
or can report to their worksite in a reasonable amount of time as determined by their
depariment head.

Immediate physical presence is not routinely essential to on-site workflow.

May be performed remotely without affecting a department's operational needs.

b. Employee Eligibility
An employee may be suitable for remote work when in the discretion of the Department Head,
the employee has:

iv.
V.
vi.
vii.
viil.
ix.
X.

Met performance expectations

Demonstrated dependability and responsibility

Demonstrated the ability to effectively communicate with supervisors, coworkers, and
clients

Demonstrated initiative and strong work ethic

Demonstrated the ability to work independently

Achieved a consistently high rate of productivity

Demonstrated a high level of skill and knowledge of the job

Demonstrated the ability to prioritize work effectively

Good organizational and time management skills

Possession of equipment, software, or supplies needed to perform job duties while
remotely working.

c. Employees who are not upholding County obligations, such as meeting performance or conduct
expectations, are not eligible for the Telework Program.

Agreement Options

a. Teleworking agreements can be on a regular and recurring, or an occasional basis or temporary

basis.

Regular and recurring means an employee works away from their primary work location
on an established day or days, up to two (2) days per week maximum, and on a
recurring schedule.

b. Employees who telework on a regular and recurring basis must be available to work at their
primary work location on teleworking days if needed and provided reasonable advance notice.
Conversely, occasional requests by Employees to change their regularly scheduled teleworking
days should be accommodated by the department head or designee if possible. Employees must
obtain prior authorization to change a regularly scheduled teleworking day.

Revision Date. ddr 01/08/2024
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iv Travel Expenses associated with commuting to their primary work location. ['], [4]
v.  Costs associated with use of a personal cell phone or landline
vi.  Out of pockets expenses for supplies that are regularly available at their County office

location. Employees can access these supplies at their primary work location for use at
their alternative work location.

Security of Confidential Information

a. All files, records, papers, or other matenals created while teleworking are County property
Teleworking Employees and their department head or designee shall identify any confidential,
private, or personal information and records to be accessed and ensure appropriate safeguards
are used to protect them. A department may require Employees to work in private locations when
handling confidential or sensitive material Departments may prohibit Employees from printing
confidential information in teleworking locations to avoid breaches of confidentiality.

b Employees may not disclose confidential or private files, records, materials, or information, and
may not allow access to County networks or databases to anyone who is not authorized to have
access.

Remote Access Policy

a. Teleworking Employees must comply with all County of Colusa Information Technology (IT) and
departmental appropriate use and security policies as they normally would in the performance of
their duties at their primary work focation.

b. County of Colusa IT will verify compliance through various methods, including but not imited to,
business tools reports, internal and external audits, and inspections, and will provide feedback
to Human Resources and the appropriate department staff.

I'5US.C. § 5702 Per diem; employees traveling on official business has been interpreted to say that in circumstances
where the official worksite is reassigned to the telework location, trips to the main worksite are “official business” and
the employee 1s entitled to travel reimbursement. https www telework.gov guid. legusl telework-guidance official-worksite

2 An agency must determine and designate the official worksite for an employee covered by a telework agreement on a
case-by-case basis using the following criteria

The official worksite for an employee covered by a telework agreement is the location of the regular worksite for
the employee's position (i e, the place where the employee would normally work absent a telework agreement), as
long as the employee 1s scheduled to report physically at least twice each biweekly pay period on a regular and
recurring basis to that regular worksite

In the case of a telework employee whose work location varies on a recurring basis, the employee need not report
at least rwice each biweekly pay period to the regular worksite established by the agency as long as the employee is
performing work within the same geographic area (established for the purpose of a given pay entitlement) as the
employee’s regular worksite For example, if a telework employee with a varying work location works at least twice
each biweekly pay period on a regular and recurring basis in the same locality pay area in which the established
official worksite is located, the employee need not report at least twice each biweekly pay period to that official
worksite to maintain entitlement to the locality payment for that area

The aofficial worksite for an employee covered by a telework agreement who 1s not scheduled to report at least
twice each biweekly pay period on a regular and recurring basis to the regular worksite 1s the location of the
telework site (1.e., home, telework center, or other alternative worksite), except in certain temporary situations, as

explained under "Temporary Telework Arrangements". htps //www opm govipolicy~data-oversight/pay-leave/pay-
admimistration/fact-sheets/official-worksite-for-location-based-pay-purposes/
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SECTION V - PROCEDURE

A. Application Procedure

a.

Employee discusses their desire to telework verbally or in writing to their department head or
designee.

Department head or designee and Employee communicate regarding the appropriateness of
Employees request.

if Employee is determined appropriate for teleworking based upon Section IV, Part A of this
policy, the Employee will complete the Telework Agreement and Schedule form and the Telework
Worksite Safety Checklist and Certification and submit both forms to their department head or
designee.

Department head or designee will review the Telework Agreement and Schedule form and the
Telework Worksite Safety Checklist and Certification and address any questions or concerns
with the Employee and/or Human Resources.

Department head or designee will indicate approval or denial on both forms. If the application is
denied, the department head or designee will provide a written explanation for the denial on the
Telework Agreement and Schedule Form and/or the Telework Worksite Safety Checklist and
Certification form. Employees who disagree with a denied application may request a meeting
with the department head or designee and the Human Resources Director or designee to discuss
and mediate the decision.

Upon approval, the Employee and department head or designee will coordinate with appropriate
County staff to procure any necessary County equipment as outlined in the Telework Agreement
and Schedule Form.

County departments and Human Resources are required to maintain copies of executed
Telework Agreement and Schedule and Telework Worksite Safety Checklist and Certifications
forms.

Periodic and Ongoing Supervision

a.

Supervisors will check-in with the teleworking employee at a minimum of thirty (30) days after
beginning a teleworking schedule. Periodic check-ins should be documented to ensure ongoing
supervision and performance evaluation is occurring.

i. If the job performance of the teleworking Employee is satisfactory and operational needs
are being met, the teleworking Employee may continue to telework with no interruption.

ii. If the job performance of the teleworking Employee is unsatisfactory, the teleworking
Employee may be removed from their teleworking schedule. An Employee removed from
their teleworking schedule will be provided a written explanation for the reason of this
action on the Termination of Telework Agreement form. Removal from a teleworking
schedule does not exclude the employee from applying for the Telework Program in the
future but could be a contributing factor to a denial of a future application.

Supervisors must continue to complete the performance appraisal process outlined the County
of Colusa Personnel Rules.

Employees may be required by their department head or designee to provide ongoing updates
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