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AGENDA

Regular Meeting of the Canyon Lake City Council
Wednesday, September 4, 2019

Closed Session 5:00 P.M. - City Hall Administration Office — 31526 Railroad Canyon Road, Suite 5
Open Session 6:30 P.M. - City Hall Council Chamber - 31516 Railroad Canyon Road

CLOSED SESSION - 5:00 P.M.

CLOSED SESSION CALLED TO ORDER
ROLL CALL Councilmember Bonner, Councilmember Castillo, Councilmember Smith, Mayor Pro

Tem Ehrenkranz

PUBLIC COMMENT LIMIT 3 MINUTES

Any person wishing to address the City Council on any matter within the jurisdiction of the City, whether or not it appears on this
agenda, is asked to complete a “Speaker Request Form” available on the back counter. The completed form is to be submitted
to the City Clerk prior to an individual being heard by the City Council. The City Council has adopted a time limitation of three
(3) minutes per person. If you are commenting on the agenda item, your comments will be heard at the time that particular item
is scheduled on the agenda. Please note that if you are addressing the City Council on items NOT on the agenda, the Brown
Act does not allow discussion of such items. Therefore, the City Council may only do the following: refer the matter to staff, ask
for additional information or request a report back, or give a very limited factual response.

A. CLOSED SESSION PURSUANT TO GOVT. CODE SECTION 54957 — Public Employment; Public
Employee Evaluation - City Manager

B. CONFERENCE WITH LEGAL COUNSEL - ANTICIPATED LITIGATION - Significant exposure to litigation
pursuant to paragraph (2) of subdivision (d) of Section 54956.9 - 1 case

CLOSED SESSION REPORT



http://www.cityofcanyonlake.org/

OPEN SESSION - 6:30 P.M.

OPEN SESSION CALLED TO ORDER
INVOCATION John Giardinelli - Canyon Lake Community Church Council Member
FLAG SALUTE

ROLL CALL  Councilmember Bonner, Councilmember Castillo, Councilmember Smith, Mayor Pro
Tem Ehrenkranz
CITY COUNCIL REORGANIZATION

e Selection of Mayor
e Selection of Mayor Pro Tem

COMMITTEE ASSIGNMENTS

(1) Committee Assignments — Review and Revise 2019 Agency and Committee Assignments

APPROVAL OF CITY COUNCIL AGENDA

CEREMONIAL MATTERS Presentations, Awards, Proclamations

e Chamber of Commerce Announcement

PUBLIC COMMENT Limit 3 Minutes

Any person wishing to address the City Council on any matter within the jurisdiction of the City, whether or not it appears on this
agenda, is asked to complete a “Speaker Request Form” available on the back counter. The completed form is to be submitted to
the City Clerk prior to an individual being heard by the City Council. The City Council has adopted a time limitation of three (3)
minutes per person. If you are commenting on the agenda item, your comments will be heard at the time that particular item is
scheduled on the agenda. Please note that if you are addressing the City Council on items NOT on the agenda, the Brown Act
does not allow discussion of such items. Therefore, the City Council may only do the following: refer the matter to staff, ask for
additional information or request a report back, or give a very limited factual response.

CONSENT CALENDAR

All items listed on the Consent Calendar are considered to be routine matters, status reports or documents covering previous City
Council action. The items listed on the Consent Calendar may be enacted in one motion. With the concurrence of the City
Council, a Council Member may request that an item be removed for further discussion. Staff recommends approval of all items.

(2) Waive Full Reading, Read all Ordinances by Title Only

(3) Resolution — Adoption of Resolution No. 2019-31, Approving Claims and Demands of the City
(4) Minutes — Approval of City Council Minutes

e August7,2019



(5) Resolution — Approval of Resolution No. 2019-32, Amending the City's Memorandum of
Understanding for Health Benefits Program from Special District Risk Management Authority
(SDRMA)

PULLED CONSENT CALENDAR ITEMS:

BUSINESS ITEMS

(6) City Council Vacancy

e Adopt Urgency Ordinance No. 184 adding Section 2.01.140 to the Canyon Lake Municipal
Code regarding filling Councilmember Vacancies

e Adopt Resolution No. 2019-33, Establishing a Policy to Fill City Council Vacancies

(7) Resolution — Approval of Resolution No. 2019-34, Adopting a Records Retention Schedule,
Authorizing Destruction of Certain City Records and Rescinding prior Resolution No. 2014-17

(8) Ordinance - Introduction and First Reading of Ordinance No. 185, an Ordinance of the City Council
of the City of Canyon Lake Amending Canyon Lake Municipal Chapter 2.40 Regarding Holidays

Observed by the City
9) Contract — Authorization of Contract with Bill Blankenship for Economic Development Consulting
Services
CITY MANAGER COMMENTS

COMMITTEE AND COUNCIL REPORTS/COMMENTS:

e Council Member Bonner

e Council Member Castillo

e Council Member Smith

e Mayor Pro Tem Ehrenkranz

ANNOUNCEMENTS

The next regular meeting will be Wednesday, October 2, 2019 at 5:30 for Closed Session & 6:30 p.m. for
Open Session

ADJOURNMENT

VISION STATEMENT

The vision of the City of Canyon Lake is to be a City that provides a quality of life that makes Canyon Lake the
premier place to live in Southern California.



ATTENTION RESIDENTS:

Supporting documents, including staff reports, are available for review at City Hall in the City Clerk’s Office or on the
City’'s website at www.cityofcanyonlake.org once the agenda has been publicly posted. Any written materials
relating to an item on this agenda submitted to the City Council after distribution of the agenda packet are available
for public inspection in the City Clerk’s Office during normal business hours. In addition, such writings or documents
will be made available for public review at the respective public meeting. It is the intention of the City of Canyon
Lake to comply with the Americans with Disabilities Act (ADA) in all respects. If, as an attendee or participant at this
meeting, you will need special assistance beyond what is normally provided, the City of Canyon Lake will attempt to
accommodate you in every reasonable manner. Please contact Ana V. Sauseda, Deputy City Clerk, at least 48
hours prior to the meeting to inform us of your particular needs and to determine if accommodation is feasible.
Please advise us at that time if you will need accommodations to attend or participate in meetings on a regular basis.

September 4, 2019 City Council Meeting

STATE OF CALIFORNIA }
COUNTY OF RIVERSIDE } SS. AFFIDAVIT OF POSTING
CITY OF CANYON LAKE }

I, Ana V. Sauseda, being duly sworn, depose and say that | am the duly appointed and qualified Deputy City Clerk of
the City of Canyon Lake and that on August 29, 2019 before the hour of 5:00 p.m., | caused the above notice to be
posted as required by Resolution 2015-36 of the City Council of the City of Canyon Lake.

AnaV. Sauseda
Deputy City Clerk
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ITEM 4

MINUTES
REGULAR MEETING OF THE
CANYON LAKE CITY COUNCIL
Wednesday, August 7, 2019
Closed Session — 5:30 p.m.
Open Session - 6:30 p.m.

City Council Chamber
31516 Railroad Canyon Road
Canyon Lake, CA 92587

Closed Session — 5:30 p.m.

CALL TO ORDER

Mayor Greene called the meeting to order at 5:30 p.m.

CITY COUNCIL ROLL CALL

Present: Councilmember Castillo, Mayor Pro Tem Ehrenkranz, Councilmember Smith, and
Mayor Greene

Absent: Councilmember Bonner

PUBLIC COMMENTS

There were no public comments.

CLOSED SESSION

The City Council entered Closed Session at 5:31 p.m.
A. CONFERENCE WITH LEGAL COUNSEL - ANTICIPATED LITIGATION -
Significant exposure to litigation pursuant to paragraph (2) of subdivision (d) of Section
54956.9 - 1 case

OPEN SESSION — 6:30 p.m.

CALL OPEN SESSION TO ORDER

Mayor Greene called the meeting to order at 6:33 p.m.

INVOCATION

Invocation was led by Pastor Dave Dick
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FLAG SALUTE

Flag Salute was led by Darcy Burke

CITY COUNCIL ROLL CALL

Present: Councilmember Castillo, Mayor Pro Tem Ehrenkranz, Councilmember Smith, and
Mayor Greene

Absent: Councilmember Bonner

APPROVAL OF THE CITY COUNCIL AGENDA

Motion and second by Mayor Pro Tem Ehrenkranz/Councilmember Smith to approve the
agenda.

Motion carried 4-0-1, with Councilmember Castilloob Mayor Pro Tem Ehrenkranz,
Councilmember Smith and Mayor Greene voting aye and Councilmember Bonner absent.

CEREMONIAL MATTERS

Presentations, Awards, Proclamations, Announcements

e Chamber of Commerce Announcement
Jim Randle gave an update on events that occurred since the last Council meeting and upcoming
Chamber events.

e Introduction of New Employees
City Manager Mann introduced the following new employees:

®,

¢ Meghan Nazareno
% Officer Fred Lopez

% Erin Enriquez

PUBLIC COMMENT

The following members of the public spoke:
e Darcy Burke

CONSENT CALENDAR

(1)  Waive Full Reading, Read all Ordinances by Title Only

(2)  Adoption of Resolution No. 2019-23 and 2019-24 - Approving Claims and Demands of
the City
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(3)  Approval of City Council Meeting Minutes

e May 08, 2019 - Special Meeting
e May 15,2019 - Special Meeting
e June 05, 2019 - Regular Meeting
e June 05, 2019 - Special Meeting
e June 17,2019 - Special Meeting
e July 03, 2019 - Regular Meeting

(4)  Second Reading of Ordinance No. 183 — An Ordinance of the City Council of the City of
Canyon Lake Amending Article XXI of the City of Canyon Lake Zoning Ordinance and
Amending Title 9 to add Chapter 9.27 regarding emergency shelters as well as Chapter
9.28 regarding mandatory uses in all residential zones

Motion and second by Councilmembers Smith/Castillo to approve the Consent Calendar.

Motion carried 4-0-1, with Councilmember Castilloob Mayor Pro Tem Ehrenkranz,
Councilmember Smith and Mayor Greene voting aye and Councilmember Bonner absent.

PULLED CONSENT CALENDAR ITEMS

SCHEDULE OF FUTURE EVENTS

Mayor Greene announced that future events would be posted on the City’s website as well as the
Friday Flyer.

BUSINESS ITEMS

(5) League of California Cities - Designation of Voting Delegate and Alternates for League
of California Cities Annual Conference - October 16th through 18th, 2019, in Long Beach,
CA
City Manager Mann introduced the item.

The Council expressed their interest in serving as the delegate and/or alternate for the annual
conference.

Motion and second by Councilmember Castillo/Mayor Pro Tem Ehrenkranz to designate
Councilmember Smith as the delegate and Mayor Pro Tem Ehrenkranz as the alternate.

Motion carried 4-0-1, with Councilmember Castillo,b Mayor Pro Tem Ehrenkranz,
Councilmember Smith and Mayor Greene voting aye and Councilmember Bonner absent.
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(6) CDBG - Discussion and Authorization on Reallocating Remaining Fiscal Year 16/17 &
17/18 Community Development Block Grant Funds

Mike Borja, Administrative Services Manager, presented the item.
Council discussed different options.

The following members of the public spoke regarding Item 6:
e Nancy Horton

Motion and second by Mayor Greene/ Councilmember Smith to allocate 20% of the funds
towards ADA projects and hold the remaining funds to allow Helping Hands time to

apply.

Motion carried 4-0-1, with Councilmember Castillo,b Mayor Pro Tem Ehrenkranz,
Councilmember Smith and Mayor Greene voting aye and Councilmember Bonner absent.

(7)  Railroad Canyon Road Projects Overview - Power Point presentation to provide updates
on the projects affecting Railroad Canyon Road

Administrative Services Manager Borja gave a Power Point presentation to provide an update on
the projects affecting Railroad Canyon Road.

The following members of the public spoke regarding Item 7:
e Jack Wamsley

(8) Resolution - Adoption of Resolution No. 2019-25, Amending the Pass-Through
Convenience Fees for Credit Card Payments at City Hall and Eliminating the Charge Limit

City Manager Mann introduced the item.

Motion and second by Mayor Pro Tem Ehrenkranz/ Councilmember Smith to approve
Resolution No. 2019-25.

Motion carried 4-0-1, with Councilmember Castillo, Mayor Pro Tem Ehrenkranz,
Councilmember Smith and Mayor Greene voting aye and Councilmember Bonner absent.

(9)  Resolution - Adoption of Resolution 2019-26, Declaring a City-Owned Vessel and Trailer
to be Surplus, and Authorizing the City Manager to Execute a Sale Agreement with the

Canyon Lake Property Owners Association

City Manager Mann introduced the item.
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Attorney Graham stated that the City Council can find this the public benefit to declare it surplus
and dispose of it in this manner. The resolution does require that the City Manager negotiate a
sale price that provides maximum benefit to the City.

Motion and second by Councilmembers Castillo/Smith to approve Resolution No. 2019-26.

Motion carried 4-0-1, with Councilmember Castillo, Mayor Pro Tem Ehrenkranz,
Councilmember Smith and Mayor Greene voting aye and Councilmember Bonner absent.

(10) Resolution - Adoption of Resolution No. 2019-27 and Resolution No. 2019-28,
Authorizing the City Manager to Submit Letters of Interest to the United States
Department of the Interior Bureau of Land Management (BLM) Indicating the City’s
Desire to Acquire Two Parcels Currently Managed by the BLM

City Manager Mann introduced the item.

Mayor Greene spoke in favor of this item.

The following members of the public spoke regarding Item 10:
e Jack Wamsley

Motion and second by Councilmembers Castillo/Mayor Pro Tem Ehrenkranz to approve
Resolution No. 2019-27 and Resolution No. 2019-28.

Motion carried 4-0-1, with Councilmember Castillo,b Mayor Pro Tem Ehrenkranz,
Councilmember Smith and Mayor Greene voting aye and Councilmember Bonner absent.

PUBLIC HEARINGS

(11) Resolution - Adoption of Resolution No. 2019-29, Approving Annual Rate Adjustment
and Confirmation of Collection of Residential Solid Waste Charges on the Tax Rolls

e Public Hearing Opened
The Public Hearing was opened at 7:36 p.m.

e Staff Presentation
City Manager Mann presented the item.

e Questions to Staff by City Council
There were no comments

e Testimony by Proponents
Jack Wamsley, resident, commented on the item.
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e Testimony by Opponents
There were no comments.

e Response by Proponents
There were no comments.

e Public Hearing Closed
The Public Hearing was closed at 7:40 p.m.

¢ Discussion by City Council
Mayor Pro Tem Ehrenkranz spoke in favor of this item.

e Tabulation of Written Protests by City Clerk

Deputy City Clerk Sauseda stated that notices were mailed to the residents at least 45
days prior to the public hearing. As of the close of the public hearing, the City had not
received any written protests.

e Action by City Council
Motion and second by Councilmembers Smith/Castillo to Approve Resolution No. 2019-29.

Motion carried 4-0-1, with Councilmember Castillo,b Mayor Pro Tem Ehrenkranz,
Councilmember Smith and Mayor Greene voting aye and Councilmember Bonner absent.

(12) Resolution - Adoption of Resolution No. 2019-30 — Approving Variance No. 19-33 (Pitts
Backyard Pool) located at 30211 Cove View Drive, Canyon Lake, CA 92587

Mayor Pro Tem Ehrenkranz recused himself and stepped away from the dais at 7:43 p.m.
City Attorney Graham addressed Mayor Greene and stated that after review, he determined that
the Mayor did not have a financial interest and simply knowing the applicant did not require the

Mayor to recuse himself.

e Public Hearing Opened
The Public Hearing was opened at 7:43 p.m.

e Staff Presentation
Jim Morrissey, City Planner, presented the item.

Morrissey clarified that the Variance number is 19-35 and not 19-33 as published on
the agenda. The notices mailed to the residents and the Resolution all reference

Variance No. 19-35 which is correct.

City Manager Mann discussed the need for the City to do its own zoning and the
different interpretation of the word “dwelling.” Discussion ensued.
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¢ Questions to Staff by City Council
There were no comments

e Testimony by Proponents
There were no comments.

e Testimony by Opponents
There were no comments.

e Response by Proponents
There were no comments.

e Public Hearing Closed
The Public Hearing was closed at 7:59 p.m.

e Discussion by City Council
Mayor Greene clarified the Variance No. is in fact 19-35.

e Action by City Council
Motion and second by Councilmembers Smith/Castillo to Approve Resolution No. 2019-30.

Motion carried 4-0-2, with Councilmembers Castillo, Smith and Mayor Greene voting aye,
Councilmember Bonner absent and Mayor Pro Tem Ehrenkranz abstaining.

Councilmember Smith questioned the current issues regarding shoreline development.
City Planner Morrissey gave a detailed explanation and discussion ensued.

CITY MANAGER COMMENTS

City Manager Mann stated that the move to the administration office is complete. He mentioned
the recent staffing changes and stated that the City has contracted with Tri Lakes for Engineering
Services. The Finance & Planning Committee met on August 6™ and reviewed the City Attorney’s
contract which staff'is very pleased with. He discussed the progress of updating the City’s Records
Retention Schedule. He stated that the upgrades to the phones and computers has been complete.
He discussed going out to bid in the near future for IT services and for migration to the cloud. He
discussed having more City resources in the BLM land. He gave an update on the budget for
Building & Safety services. He stated that the issues with iWorQ had been resolved. He gave an
update on the Memorial park and stated that the bricks had recently been cleaned. He discussed
the updates to the Stormwater SSO protocol. He stated that the process for updating the inventory
of City Assets had begun. He discussed the City’s police contract. He discussed the staffing change
for Fire services. He briefly discussed the Fire Code Enforcement program. He stated that the City
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had been working to facilitate a meeting between AMR and the POA. Lastly, he mentioned the
tentative date for the upcoming Special Joint Meeting with the POA was Monday, September 23™.

COMMITTEE AND COUNCIL REPORTS/COMMENTS

¢ COUNCILMEMBER CASTILLO
Councilmember Castillo discussed upcoming meetings for LESIWA and TMDL Taskforce and
she offered assistance if needed on the Veterans Day Committee.

e MAYOR PRO TEM EHRENKRANZ

Mayor Pro Tem Ehrenkranz discussed attending SCAG, WRCOG, and Vector and gave an update
on each one. He attended the meet and greet with the City Manager. He discussed the WRCOG
General Assembly.

e COUNCILMEMBER SMITH
Councilmember Smith discussed attending the RTA meeting. He attended the RCTC on behalf of
Councilman Bonner. He thanked the Sheriff’s department for their great coverage at the 4™ of July
event. He thanked staff and the City Attorney for all their hard work. Lastly, he announced the
arrival of his new baby girl Raegan.

e MAYOR GREENE
Mayor Greene discussed the upcoming RCA Executive meeting and the Mayor’s breakfast. He
thanked everyone for the prayers for his wife and his family.

ADJOURNMENT

Mayor Greene adjourned the meeting at 8:37 p.m.

Respectfully submitted,

Ana V. Sauseda,
Deputy City Clerk
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ITEM 6

City of Canyon Lake

City Council
Staff Report
TO: Honorable Mayor and Members of the City Council
FROM: Chris Mann, City Manager
BY: Ana V. Sauseda, Deputy City Clerk
DATE: September 4, 2019

SUBJECT: Adoption of Urgency Ordinance No. 184, an Urgency Ordinance of the City
Council of the City of Canyon Lake Adding Section 2.01.140 to the Canyon Lake Municipal
Code Regarding Filling City Council Vacancies; Adoption of Ordinance No. 185, an
Ordinance of the City Council of the City of Canyon Lake Adding Section 2.01.140 to the
Canyon Lake Municipal Code Regarding Filling City Councilmember Vacancies; Adoption
of Resolution No. 2019-33, Establishing a Policy to Fill City Council Vacancies

T T A e N e T e e e L e e S e e e e s S S U e A i)

Recommendation

It is recommended that the City Council adopt Urgency Ordinance No. 184, adding Section
2.01.140 to the Canyon Lake Municipal Code regarding filling City Councilmember vacancies,
adopt Ordinance No. 185, adding Section 2.01.140 to the Canyon Lake Municipal Code regarding
filling City Councilmember vacancies, and adopt Resolution No. 2019-33, establishing a policy to
fill those vacancies.

Alternatively, the City Council may direct staff to prepare a resolution calling for a special election
to be held at the next regularly established election date of March 3, 2020. The deadline for
adopting such a resolution would be Friday, December 6, 2019. -

Background

On Monday, August 19, 2019, Mayor Larry Greene submitted a letter of resignation from his
position as Mayor and as a Member of the City Council. The letter of resignation was submitted
to the City Manager and Deputy City Clerk and took effect on Tuesday, August 20, 2019.

Under the relevant provisions of Government Code Section 36512, the City Council shall, within
sixty (60) days from the commencement of the vacancy, either fill the vacancy by appointment or
call a special election to fill the vacancy for the remainder of the unexpired term. If the City Council
takes no action by October 19, 2019, a special election to fill the vacancy would automatically be
triggered.
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OPTION 1: APPOINTMENT

The City Council has complete discretion to make an appointment, limited only by the requirement
that the person appointed be at least 18 years of age and a registered voter in the City of Canyon
Lake. Staff recommends the Adoption of Urgency Ordinance No. 184 approving the appointment
process and establishing a policy in which future vacancies would be filled.

OPTION 2: SPECIAL ELECTION

In the event the City Council decides to fill the vacancy through a special election, the City Council
would need to adopt a resolution calling for the special election. The special election must then be
scheduled on the next regularly established election date that is not less than 114 days from the
date the resolution calling the election was adopted. California Elections Code Section 1000
defines established election dates as follows:

(a) The second Tuesday of April in each even-numbered year.

(b) The first Tuesday after the first Monday in March of each odd-numbered year.
(c) The first Tuesday after the first Monday in November of each year.

(d) The first Tuesday after the first Monday in March in each even-numbered year.
(e) This section shall become operative January 1, 2019.

Should the Council choose to hold a special election to fill the vacancy, the next regularly
established election date is March 3, 2020. Therefore, the deadline to adopt a resolution calling
for the special election is Friday, December 6, 2019. The cost of consolidating this special
election would be approximately $21,000 - $31,000.

Fiscal Impact

Option 1 — No Fiscal Impact is anticipated
Option 2 — Fiscal Impact would be approximately $21,000 - $31,000

Attachments

1. Urgency Ordinance No. 184
2. Ordinance No. 185
3. Resolution No. 2019-33
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ORDINANCE NO. 184

AN URGENCY ORDINANCE OF THE CITY COUNCIL OF THE CITY OF CANYON
LAKE ADDING SECTION 2.01.140 TO THE CANYON LAKE MUNICIPAL CODE
REGARDING FILLING CITY COUNCILMEMBER VACANCIES

WHEREAS, the City Council must adopt this ordinance on an urgency basis because action on
an appointment, if it is to be taken, must be taken within sixty (60) days of the occurrence of a
vacancy. As a vacancy already exists, if the City Council were to adopt this ordinance on a non-
urgency basis, the ordinance would not be effective until after the deadline for action by the City
Council has passed.

NOW, THEREFORE, THE CITY COUNCIL OF THE CITY OF CANYON LAKE,
CALIFORNIA DOES ORDAIN AS FOLLOWS:

Section 1. Section 2.01.140 shall be added to the Canyon Lake Municipal Code to read as
follows:

“Section 2.01.140 Vacancies.

Consistent with state law, the preference of the City Council of the City of Canyon Lake is to fill
any vacancy that may occur on the City Council by appointment rather than incur the costs of
calling a special election. Therefore, to ensure that the City Council has adequate time to receive
and consider applications for appointment, the following actions shall be taken in the event a
vacancy occurs on the City Council:

(a) The City Manager shall immediately notify the remaining members of the City
Council of any vacancy that occurs.

(b) The City Clerk shall publish a Notice of City Council Vacancy in a newspaper of
local jurisdiction stating that the City Council of the City of Canyon Lake is
seeking applications for appointment to fill a vacancy on the City Council. The
notice shall state the length of the term to be filled, the deadline by which
applications must be received, and the date by which an appointment must be
made. The deadline for receiving applications shall be no later than thirty (30)
days after the vacancy occurs.

(c) The application may request the applicant provide such information as the City
Council may desire, and amend from time to time, but shall include the age of the
applicant, the address of the applicant’s primary residence for the previous thirty
(30) days, whether applicant is a registered voter, and a certification from the
applicant that all information contained in the application is true and correct.

(d) The Mayor may appoint an ad hoc committee to review the applications. The
committee shall have seven (7) days from the deadline to receive applications to
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recommend the most qualified applicants to the City Council by submitting the
recommendations to the City Manager.

(e) The Mayor shall call a special meeting of the City Council for consideration of
appointing an applicant to fill the vacancy where the City Council may consider
the recommendation of the ad hoc committee, if any, as well as any other
applicant the City Council determines qualified. If an applicant is appointed by
majority vote of the City Council, the applicant shall immediately take the oath of
office.

H The City Council may by resolution establish other processes for the appointment
to vacant office that are not inconsistent with this ordinance.”

Section 2. Effective Date

This Urgency Ordinance shall be effective immediately upon its adoption.

PASSED APPROVED AND ADOPTED this 4th day of September, 2019.

Jordan Ehrenkranz, Mayor Pro Tem

ATTEST: APPROVED AS TO FORM:

Ana Sauseda, Deputy City Clerk Steven Graham, City Attorney
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ORDINANCE NO. 185

AN ORDINANCE OF THE CITY COUNCIL OF THE CITY OF CANYON LAKE
ADDING SECTION 2.01.140 TO THE CANYON LAKE MUNICIPAL CODE
REGARDING FILLING CITY COUNCILMEMBER VACANCIES

The City Council of the City of Canyon Lake, California does ordain as follows:

Section 1. Section 2.01.140 shall be added to the Canyon Lake Municipal Code to read as
follows:

“Section 2.01.140 Vacancies.

Consistent with state law, the preference of the City Council of the City of Canyon Lake is to fill
any vacancy that may occur on the City Council by appointment rather than incur the costs of
calling a special election. Therefore, to ensure that the City Council has adequate time to receive
and consider applications for appointment, the following actions shall be taken in the event a
vacancy occurs on the City Council:

(a) The City Manager shall immediately notify the remaining members of the City
Council of any vacancy that occurs.

(b) The City Clerk shall publish a Notice of City Council Vacancy in a newspaper of
local jurisdiction stating that the City Council of the City of Canyon Lake is
seeking applications for appointment to fill a vacancy on the City Council. The
notice shall state the length of the term to be filled, the deadline by which
applications must be received, and the date by which an appointment must be
made. The deadline for receiving applications shall be no later than thirty (30)
days after the vacancy occurs.

(c) The application may request the applicant provide such information as the City
Council may desire, and amend from time to time, but shall include the age of the
applicant, the address of the applicant’s primary residence for the previous thirty
(30) days, whether applicant is a registered voter, and a certification from the
applicant that all information contained in the application is true and correct.

(d) The Mayor may appoint an ad hoc committee to review the applications. The
committee shall have seven (7) days from the deadline to receive applications to
recommend the most qualified applicants to the City Council by submitting the
recommendations to the City Manager.

(e) The Mayor shall call a special meeting of the City Council for consideration of
appointing an applicant to fill the vacancy where the City Council may consider
the recommendation of the ad hoc committee, if any, as well as any other
applicant the City Council determines qualified. Once an applicant is appointed
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by majority vote of the City Council, the applicant shall immediately take the oath
of office.

() The City Council may by resolution establish other processes for the appointment
to vacant office that are not inconsistent with this ordinance.

Section 2. Effective Date

This Ordinance shall be effective thirty (30) days from the date of its adoption

PASSED APPROVED AND ADOPTED this day of ,2019.

Jordan Ehrenkranz, Mayor Pro Tem

ATTEST: APPROVED AS TO FORM:

Ana Sauseda, Deputy City Clerk Steven Graham, City Attorney
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RESOLUTION 2019-33

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF CANYON LAKE
ESTABLISHING A POLICY TO FILL CITY COUNCIL VACANCIES

WHEREAS, under Government Code section 36512, in the event of a vacancy on the City
Council, the City Council must make the appointment within 60 days; and

WHEREAS, the regular meetings of the City Council occur once per month, necessitating the
establishment of these procedures so that the City Council has adequate time to receive and
consider applications; and

WHEREAS, it is necessary to establish a policy which outlines the specific procedures for filling
the vacancy to ensure efficiency and consistency.

NOW, THEREFORE, THE CITY COUNCIL OF THE CITY OF CANYON LAKE
RESOLVES AND ORDERS AS FOLLOWS:

SECTION 1. Consistent with section 2.01.140 (f) of the Canyon Lake Municipal Code the City
Council hereby adopts a Policy for filling City Council Vacancies which is attached hereto as
Exhibit “A” and incorporated herein by this reference.

SECTION 2. This Resolution shall take effect immediately.

PASSED, APPROVED, AND ADOPTED this 4" day of September 2019.

Jordan Ehrenkranz, Mayor Pro Tem

ATTEST:

Ana V. Sauseda, Deputy City Clerk

09-04-2019 City Council Agenda Page 97



09-04-2019 City Council Agenda Page 9 8



EXHIBIT “A”
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CITY COUNCIL VACANCY POLICY

In the event that a vacancy on the City Council should occur, the following policy dictates the
procedure in which the vacancy shall be filled.

The State Elections Code governs the process, and the options available. Government Code
Section 36512 dictates a timeline and the methods in which the City Council may choose to fill a
City Council vacancy. Specifically, Section 36512 (b) states:

“If a vacancy occurs in an elective office provided for in this chapter, the council shall, within
60 days from the commencement of the vacancy, either fill the vacancy by appointment or call a
special election date not less than 114 days from the call of the special election. A person
appointed or elected to fill a vacancy holds office for the unexpired term of the former
incumbent.”

While there is no legal requirement that the City Council use any particular method to fill the
vacancy, it is required that interviews of applicants as well as the appointment be done at a
public meeting.

In accordance with Canyon Lake Municipal Code Section 2.01.140 (), the following outlines the
specific procedures for filling the vacancy:

Step 1

The City Clerk’s Office determines the 60" day as governed by GC 36512.

Step 2

A notice inviting applicants shall be sent to the newspaper and posted on the City’s website,
Facebook page, or other social media deemed to be appropriate. The application period shall be
open for a time frame of not less than two (2) weeks.

All applicants will be required to schedule an appointment with the City Clerk’s Office to pick
up and return the application packet.

CL 12-01
T/POLICIES(SOP)/Council Vacancy Policy
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Step 3

The Mayor (or Mayor Pro Tem in the absence of the Mayor) appoints an Ad Hoc Committee to
review and recommend the most qualified applicants to the entire City Council. The list of
qualified applicants is to be submitted to the City Manager.

Step 4

A Special Meeting is called to hold interviews of the selected applicants. At the conclusion of
said interviews, the Council is to vote to fill the vacancy. A majority vote is required for a
candidate to be selected.

[f a majority decision is not reached, each Councilmember will then be asked to indicate their top
choice on a piece of paper which will be handed to the Deputy City Clerk. After all papers have

been collected, the Deputy City Clerk will announce the results publicly. Only applicants whose
names were chosen by at least one (1) councilmember will proceed in the process.

Step 5

Second round of questions if deemed necessary by the City Council.

Step 6

City Council to vote and repeat voting until the majority has selected a candidate.

Step 7

Immediately following a successful majority vote, the selected candidate shall be sworn in and
seated on the City Council.

CL 12-01
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CITY OF CANYON LAKE
RECORDS RETENTION SCHEDULE

PLEASE CONTACT THE CITY CLERK'S OFFICE
TO REQUEST A COPY
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ITEM 8

City of Canyon Lake

City Council
Staff Report
TO: Honorable Mayor and Members of the City Council
FROM: Chris Mann, City Manager
BY: Ana V. Sauseda, Deputy City Clerk
DATE: September 4, 2019
SUBJECT: Introduction and First Reading of Ordinance No. 186, an

Ordinance of the City Council of the City of Canyon Lake
Amending Canyon Lake Municipal Code Chapter 2.40
Regarding Holidays Observed by the City

Recommendation

Staff recommends the Introduction and First Reading of Ordinance No. 186, an Ordinance
of the City Council of the City of Canyon Lake Amending Canyon Lake Municipal Code
Chapter 2.40 Regarding Holidays Observed by the City.

Background

The City of Canyon Lake approved the adoption of Ordinance No. 51 on March 15, 1995,
regarding Holidays observed. Upon review of the City’s Municipal Code and the most
recent version of the Personnel Policies and Procedures, staff determined that a review of
said holidays had not been done since the original adoption of the Ordinance.

Staff recommends updating the Holiday Calendar to more closely mirror holidays observed
by the County, and to better reflect past City practices.

Budget (or Fiscal) Impact

No anticipated impact to the General Fund.
Attachments

1. Ordinance No. 186
2. Personnel Policies and Procedures
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ORDINANCE NO. 186

AN ORDINANCE OF THE CITY COUNCIL OF THE CITY OF CANYON LAKE
AMENDING CANYON LAKE MUNICIPAL CHAPTER 2.40 REGARDING HOLIDAYS
OBSERVED BY THE CITY

The City Council of the City of Canyon Lake, California does ordain as follows:
Section 1. Canyon Lake Municipal Code Chapter 2.40 shall be amended to read as follows:
CHAPTER 2.40: HOLIDAYS OBSERVED BY THE CITY
Section

2.40.010 City Hall Hours.

2.40.020 City Holidays.

2.40.030 Observation of City Holidays.
2.40.010 City Hall Hours.

(a) City Hall offices shall remain open Monday through Thursday from 8:00 a.m. to 5:00
p.m. except for legal holidays or closures as specified in this Chapter.

(b) Nothing in this Chapter shall affect the hours of those offices which must remain open for
the continuation of essential public services such as police and fire protection.

2.40.020 City Holidays.
(a) The following days shall be legal holidays for the City:
(1) January 1st, known as “New Year’s Day.”
(2) The third Monday in January, known as “Dr. Martin Luther King, Jr. Day.”
(3) The third Monday in February, known as “President’s Day.”
(4) The last Monday in May, known as “Memorial Day.”
(5) July 4th, known as “Independence Day.”
(6) The first Monday in September, known as “Labor Day.”
(7) The second Monday in October, known as “Columbus Day.”
(8) November 11th, known as “Veterans Day.”

(9) The third Thursday in November, known as “Thanksgiving.”
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(10)  December 25th, known as “Christmas Day.”

(b) City Hall will also observe a Fall Closure by closing the City Hall offices on the
Wednesday preceding the Thanksgiving holiday and a Winter Closure by closing the
City Hall offices on the Monday through Thursday workdays from December 24"
through December 31%.
2.40.030 Observation of City Holidays.

The City Clerk shall on or before December 1% post a list of observed holiday dates for the
following calendar year. Holidays falling on Sunday shall be observed on the following Monday.
Holidays falling on a Friday or Saturday will be observed on the preceding Thursday.

Section 2. Effective Date

This Ordinance shall be effective thirty (30) days from the date of its adoption.

PASSED APPROVED AND ADOPTED this day of , 2019.

Jordan Ehrenkranz, Mayor Pro Tem

ATTEST: APPROVED AS TO FORM:

Ana Sauseda, Deputy City Clerk Steven Graham, City Attorney
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Personnel Policies and

Procedures

Original Approval: November 5, 2014
Modified: September 4,2019
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INTRODUCTION

Per the Canyon Lake Municipal Code the City Manager, or designee, serves as the Appointing
Authority and has the final authority to appoint a person to a position of employment. This policy
is to set forth the manner in which the City Manager, or designee, will carry out the duty of
appointing, managing, and disciplining employees.

CITY AUTHORITY

The City of Canyon Lake is incorporated as a California General Law city, and its powers are
those expressly granted by the California State Legislature and the California Constitution.
Theretore, the policies set out here may be changed or superseded by Constitutional amendment,
an act of the California State Legislature, state regulatory authority applicable to general law cities
or, where applicable, by federal law or regulation.

PURPOSE

These Personnel Policies and Procedures shall serve as a course of instruction to all units and
agencies of the City of Canyon Lake and City Employees. Possible replace with PERMA wording

This policy supersedes all previous personnel manuals and procedures. Any issues regarding the
City personnel process not covered in this policy, or not otherwise covered by applicable law or
regulation, may be addressed by the City Council or City Manager by the adoption of
administrative policy documents or interpretations, and applied on an individual basis.

DISTRIBUTION

This policy shall be distributed to all current city employees, to new employees upon hiring, as
well as to City officers. Upon distribution, all employees and officers must acknowledge receipt
and review of this policy document.

EQUAL EMPLOYMENT OPPORTUNITY

The City of Canyon Lake affords equal employment opportunity for all qualified employees and
applicants as to all terms of employment, including compensation, hiring, training, promotion,
transfer, discipline, and termination. The City of Canyon Lake prohibits discrimination against
employees or applicants for employment on the basis of race, religious creed, color, national
origin, ancestry, physical disability, mental disability, medical condition, genetic information,
marital status, sex, gender, gender identity, gender expression, age, sexual orientation, military or
veteran status, or any other basis protected by law. Employees, volunteers, or applicants who
believe they have experienced any form of employment discrimination or abusive conduct are
encouraged to report the conduct immediately using the complaint procedures provided in these

Version: 2019 5

09-04-2019 City Council Agenda Page 1 23



Personnel Policies and Procedures, or by contacting the U.S. Equal Employment Opportunity
Commission or the California Department of Fair Employment and Housing.

IMPLEMENTATION

The City Manager is the Appointing Authority under this policy and shall exercise functional
authority over the City personnel process for the purpose of implementing and enforcing these
policies and procedures on a citywide basis.

REVISIONS

This policy provides enforceable City policies. As necessary, changes will be made to the policy
based upon resolution from the City Council, changes in State or Federal Law, or to improve
efficiencies. The Administrative Services Manager or designee shall be responsible for accurately
maintaining and updating this policy. The City reserves the right to appropriately change, amend,
revise or delete the provisions contained herein, including policies and procedures, without notice
and when deemed necessary.

Version: 2019 6
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CHAPTER 1 — BENEFITS AND PRACTICES

SECTION 1 — AUTHORIZED POSITIONS

Authorized full-time and part-time positions, with classification titles and pay ranges specitied,

shall be established from time-to-time upon adoption of a resolution by the City Council. Unless

otherwise stated, the following detinitions shall apply for purposes of authorized positions under

these Personnel Rules and Regulations. Additional definitions are included in Chapter 6.

Management or Exempt Employee: An employee designated as such in the Salary and
Wages Resolution and is not covered under the overtime provisions of the Fair Labor
Standards Act (FLSA).

Non-exempt Employvee: An employee who is covered by the overtime provisions of the
Fair Labor Standards Act (FLSA). “Non-exempt employees™ may also be known as

“hourly™ employees.

Part-time Employee: A position requiring the employee to work fewer than 30 hours per

week.

At-Will Employee: All employees of the City of Canyon Lake, full-time or part-time, are

considered to be at-will employees. An at-will employee may be dismissed by the City
Manager at any time, for any reason, and without prior notice or right of appeal.

Volunteer: An individual who accepts an unpaid position with the City to perform specific
tasks. A volunteer can be released at any time and for any reason and are not covered by
this policy except for harassment provisions. Volunteers are not employees and have no
employment rights

Temporary or Contract Employee: A full-time or part-time employee who serves at will

for a limited period of time and/or for specific job duties or for emergency conditions.

SECTION 2 - WORKWEEK

All employees, excluding part-time employees and volunteers, work a 38-hour work week. The

City may adjust work hours to meet changing needs and requirements.

SECTION 3 - OVERTIME COMPENSATION

Overtime compensation is governed by the provisions of the Fair Labor Standards Act. In general,

non-exempt employees who actually work more than 38 hours in a workweek shall be
Version: 2019 7

-04- i il
09-04-2019 City Council Agenda Page 1 25



compensated at the rate of one and one-half times the employee’s regular rate of pay, either as paid
time at one and one-half rate of pay, or as compensatory time accrued at the rate of one and one-
half rate of pay for all hours worked in excess of 38 in any workweek. Work classified as standby,
emergency response and disaster response may also be paid at one and one-half times the straight
time rate. For the purposes of this resolution, holidays and pre-scheduled time off are not to be
considered actual work time. The total amount of compensatory time an employee may accrue is
60 hours. When this maximum is reached, the employee will either take time off work or receive
payment for all or a portion of the time at the discretion of the City Manager. Overtime must be
specifically authorized in advance by the employee’s immediate supervisor or appointing
authority.

SECTION 4 - TIMEKEEPING

Accurately recording time worked is the responsibility of every employee. Federal and State laws
require the City to keep an accurate record of time worked in order to calculate employee pay and
benefits. Time worked is all the time actually spent on the job performing assigned duties.

All employees should accurately record the time they begin and end their work, as well as the
beginning and ending time of any split shift or departure from work for personal reasons. Overtime
work must always be approved by the City Manager betore it is performed.

Tampering, altering, or falsitfying time records or recording time on another employee’s time
record may result in disciplinary action up to, and including, termination.

SECTION 5 — NON-CITY FUNDED EMPLOYEES

Employees who are hired pursuant to Federal/State/County funding-assisted programs are subject
to termination when program funding terminates.

SECTION 6 — SALARY AND WAGE SCHEDULE

The salary and wage schedule for authorized full-time and part-time positions shall be established
from time to time upon adoption of a resolution of the City Council.

SECTION 7 — RECRUITMENT

These steps establish a procedure for all phases ot the employment process for full-time and part-
time employees. The City Manager, or designee, will administer and coordinate the hiring process
for all position vacancies to ensure compliance with contractual, legal, and equal employment
opportunity requirements. All such hiring efforts are conducted in the spirit of equal opportunity
and non-discrimination.
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All City appointments shall be based on merit and fitness and will be determined by the result of
any or all of the following testing procedures: written test., practical skills examination and/or oral
interview.

The City Manager will determine the best method for seeking outside candidates through open
recruitment including, but not limited to, any of the following procedures: individual selection
directly by the City Manager or job announcements advertised in newspapers and other appropriate
publications.

a. Examination Process

Examinations shall be conducted to assist with the selection of qualified candidates, and
test selection techniques will examine the qualifications of the candidates. Tests may
include, but are not limited to: achievement and aptitude tests, written tests. personal
interviews, performance tests, physical agility tests, evaluation of daily work
performance, work samples, or any combination of these. All examinations given will be
job related and designed to determine a candidate’s knowledge, skills, and abilities to
perform job functions.

The City Manager, or designee, will ensure that all examination results remain
confidential, and that the examination process appropriately accommodates candidates
with disabilities.

b. Interview Process

The employment interview is a significant part of the selection process. The interviewer’s
function is to discover a candidate’s knowledge, skills, and abilities to perform the essential
job functions. Certain guidelines must be observed to ensure compliance with State and
Federal laws, and to maximize the reliability of the interview process. These guidelines
include:

I Interview questions must be job-related and designed to measure a candidate’s job
knowledge. experience. and education necessary to perform the essential job
functions.

2 All interview panel members, if utilized by the City Manager, will be informed of
the position responsibilities and requirements. Each panel member must
independently rate candidates using an objective measurement scale developed by
the City.
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£ Only the most highly rated candidate(s) will be considered for final evaluation
and review.

Reference Check/Screening

Before an Offer of Employment is extended, the City shall conduct a reference check on
any candidate. The purpose of the reference check is to verity employment duties,
performance record, attendance record, and any other pertinent information. Results of
the reference check and background will help determine a candidate’s fitness for the
position.

Certain positions may require a thorough background check by the Sheriff’s Department
or other designated agency; however, no background investigations will be conducted
without first notitying the candidate.

Post-offer, pre-employment physical, medical, psychological, drug, and alcohol tests may
be given as set out in Section 10 “Health Screening™.

Candidate Notification

After references are veritied and a final decision is reached, the City will notity the selected
candidate, in writing, and make an Offer of Employment. When the candidate accepts the
Offer of Employment all other candidates, it any, will be notified in writing that they
were not selected for the position.

SECTION 8 — HIRING OF IMMEDIATE FAMILY MEMBERS

The City shall not hire the “immediate family member™ (as defined in Chapter 1, Section 16) of a
city official or employee. The fact that a person shall become a city official shall not cause a change

in the employment status of any employee or prevent the future advancement of such employee

after the election or appointment of the city official.

SECTION 9 — ADVANCEMENT WITHIN THE SCHEDULE

The City Manager shall affect such advances as deemed advisable based upon the employee’s

ability, proficiency, and performance within the authorized salary range.

Version: 2019 10
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SECTION 10 - HEALTH SCREENING

All applicants being offered employment, or employees returning to work, may be required to
undergo a health screening if the City Manager determines that such a screening is necessary. As
used here, “health screening™ includes medical, psychological, drug, and alcohol tests.

SECTION 11 — INVESTIGATION

Upon employment, all applicants will be fingerprinted and shall successfully undergo any further
investigation deemed necessary by the City Manager as a prerequisite for employment.

At the time of employment, all persons employed by the City of Canyon Lake shall be legally
eligible to work in the United States. As a condition of employment, each new employee must
provide specified identification, and properly complete, sign, and date the first section of the
Immigration and Naturalization Service Form [-9. The City will verify the documents through
participation in the E-Verify program.

SECTION 12 — PROBATION

The probation period is a working test period in which an employee is required to demonstrate
their fitness for the position assigned. The probationary period is an integral part of the
employment process and provides the opportunity to observe the employee’s work, as well as
assist in the employee’s adjustment to the new position. Any employee, full-time or part-time who
is serving their probationary period is considered to be a probationary employee. During the initial
probation period, the probationary employee will have no rights of tenure, and may be terminated
without cause either during or at the end of the probation period.

a. Duration

1. All newly hired employees (full-time or part-time) are subject to a twelve-
month probation period.

2. All reclassified employees are subject to a twelve-month probation period.

3. Employees reclassified to a position in accordance with a re-evaluation ot the
minimum qualifications, duties, and responsibilities of the position in question, and
where the employee has assumed those duties and responsibilities, shall not be
subject to any probationary period.

4. The twelve-month probation period will begin on the first day of the promotion or
hiring date.
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D Management employees are exempt from any probationary period.

b. Extensions

I Prior to the end of any probation period, the probation period may be extended
another twelve-months (or any portion thereof), with the approval of the City
Manager or designee.

o

The employee will be notified in writing of such an extension.

SECTION 13- HOLIDAYS

a. All full-time employees, and full-time employees who are in their probation period, shall
have the following holidays as vacation with pay:

January 1%, known as “New Year’s Day”

The third Monday in January, known as “Martin Luther King, Jr. Day”
The third Monday in February, known as “Presidents’ Day”

The last Monday in May, known as “Memorial Day”

July 4" known as “Independence Day”

The first Monday in September, known as “Labor Day”

The second Monday in October, known as “Columbus Day™
November 11", known as “Veterans Day”

The tourth Thursday in November, known as “Thanksgiving Day”
December 25™, known as “Christmas Day”

One (1) Floating Holiday

= = 0% N U kW —
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b. In addition, City Hall will observe a Fall Closure by closing City Hall offices on the
Wednesday preceding Thanksgiving, and a Winter Closure by closing City Hall offices on
the Monday through Thursday workdays from December 24" through December 315,
Full-time employees, and full-time employees who are in their probation period, shall
receive a bank of five (5) paid Holidays to be used during the Fall Closure and Winter
Closure.

B In the event a holiday falls upon a Friday or Saturday, the prior workday will be taken in
lieu of the holiday: in the event the holiday falls on upon a Sunday, the following workday
will be taken in lieu of the holiday.
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SECTION 14 — VACATION

All full-time employees, and full-time employees who are in their probation period. will accrue
vacation time as defined below. Employees shall be eligible for, and accrue vacation with pay,
according to the following conditions:

a. Amount of Vacation

1i; Fewer than ten (10) years of continuous service:

Each employee working in continuous service for less than ten (10) years shall earn
80 hours of paid vacation per year.

Vacation hours are accrued in equal increments per pay period worked. For
employees hired prior to July 1, 2014, accrual per pay period will begin on July 1,

2015.

2. Ten (10) or more years of continuous service:

Upon completion of the tenth year of continuous employment, the employee shall
then earn 120 hours of paid vacation per year.
Vacation hours are accrued in equal increments per pay period worked. For
employees hired prior to July 1, 2014, accrual per pay period will begin on July 1.
2015.

b. Use of Vacation

1. Employees shall be eligible to use vacation as it is accrued.

2. Because the City of Canyon Lake has limited staff, absent an emergency,
employees shall make a request to use vacation a reasonable amount of time in
advance of the proposed use of the vacation.

o All requests for use of vacation must be approved by the employee’s supervisor and
the relevant department head.

4. Upon termination, employees shall be compensated for accrued unused vacation at
their current pay rate.
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> The City of Canyon Lake will not allow for accrual of vacation time in excess of
400 hours.

SECTION 15 - ADMINISTRATIVE LEAVE

The position of Administrative Services Manager/ City Clerk shall receive administrative leave.
a. Amount of Administrative Leave

The City Clerk/Administrative Services Manager shall receive 80 hours of paid
administrative leave time. Administrative leave shall accrue in equal increments per pay
period worked. For employees hired prior to July 1, 2014, accrual per pay period will begin
on July 1, 2015.

b. Use of Administrative Leave
1. Employee shall be eligible to use administrative leave as it is accrued.
Z, Upon termination, employees shall be compensated for accrued unused

administrative leave at their current pay rate.

The City of Canyon Lake will not allow for accrual of Administrative Leave time
in excess of 160 hours.

o

SECTION 16 — SICK LEAVE

All employees will accrue sick time as defined below. The purpose of sick leave is for an
employee’s illness, or health care of immediate family members as defined below and by the
California Family Leave Act:

a. Full-time employees and full-time employees in their probation period shall accrue sick
leave at the rate of ninety-six (96) hours per year, and any such leave accrued but unused
in any year shall be accumulated for the employee to use in succeeding years, up to a
maximum of five hundred seventy (570) hours.

b. Part-time employees and part-time employees in their probation period shall accrue sick
leave at the rate of one (1) hour per thirty (30) hours worked beginning on the 31°' day after
their date of hire, and any such leave accrued but unused in any year shall be accumulated
for the employee to use in succeeding years, up to a maximum of one hundred twenty (120)
hours.
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¢ Upon termination of employment for any cause other than retirement, sick leave is
forfeited. If an employee retires from City service, sick leave may be converted to years of
service as regulated by the CalPERS retirement system.

d. Use of sick leave

1. An employee eligible for sick leave with pay shall be granted such leave for the
following reasons, or as otherwise provided by applicable laws and regulations:

I [llness or physical incapacity of employee or immediate family. “Immediate
family” is limited to any relative of blood or marriage who is a member of
the employee’s household, under the same roof; and any domestic partner,
parent, grandparent, spouse, child, brother, sister, father-in-law, brother-in-
law, mother-in-law, or sister-in-law of the employee’s, regardless of
residence.

1. Enforced quarantine of the employee in accordance with community health
regulations.

1. Death of a member of the employee’s immediate family. “Immediate
family™ has the same meaning as set out in (i) above. Accrued paid vacation
may also be used for bereavement purposes for members of the immediate

family.

2. Any employee on sick leave shall inform his/her supervisor of the fact, and the
reasons thereof, within one-halt hour of the beginning of his/her work shift of each
sick day, unless otherwise agreed, and failure to do so may cause for denial of sick
leave with pay for the period of absence and may cause for disciplinary action.

G Eligibility for paid sick leave shall commence when accrued.

4. Observed holidays occurring during sick leave shall not be counted as days of sick
leave.

€. The City shall observe all other applicable, required leave provisions of Federal or State
law.

SECTION 17 - LEAVE OF ABSENCE WITHOUT PAY
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The City Manager may grant leaves of absence up to thirty (30) days without pay to any full-time
employee if the circumstances of the particular case warrant such action. During all such leaves of
absence, the employee shall not be considered as being on active service and shall not accrue any
service time, calculated benefits, or other benefits including vacation and sick time.

SECTION 18 - PREGNANCY

a. All full-time employees and full-time employees who are in his/her probation period may
be granted all or any portion of accrued sick leave with pay, in accordance with the
provisions of this rule, and otherwise as required by State law, for illness or disability
resulting from pregnancy. In applying the policy regarding sick leave, any incapacity
resulting from pregnancy or related complications shall be treated as a form of temporary
disability.

b. An employee may be granted a leave of absence without pay in accordance with the
pertinent provisions of this section.

SECTION 19 — MILITARY LEAVE

Military leave shall be granted to any full-time employee or full-time employee who is in their
probation period in accordance with the Military and Veteran’s Code of the State of California and
as amended.

The Uniformed Services Employment and Re-employment Rights Act (USERRA) protects the job
rights of individuals who voluntarily or involuntarily leave employment to undertake military
service or certain types of service in the National Disaster Medical System. USERRA prohibits
employers from discriminating against past and present members of the uniformed services and
applicants to the uniformed services. USERRA provides for re-employment rights, the right to be
free from discrimination and retaliation, and health insurance protection. Employees are not
required to, but may elect to, use available leave for military leaves of absence.

SECTION 20 — JURY DUTY

Any full-time employee, or full-time employee who is in his/her probation period, who is required
to serve as a juror or subpoenaed as a witness in any State or Federal court or any administrative
board or tribunal, shall be entitled to a leave of absence up to eight (8) working days with pay
while performing services as a juror or a witness provided that any such employee shall be required
to pay over to the City any amount he/she received for jury fees, exclusive of the approved travel
and subsistence. It court records indicate that the employee advised the court of this eight working
day limit, and the employee is nonetheless selected for a jury where the jury duty exceeds eight
working days, the excess days shall be paid by the City, if witness fees or juror fees, except mileage

Version: 2019 16

09-04-2019 City Council Agenda Page 134



reimbursement, are submitted to the City. An employee that is called to report for jury duty and is
excused before 12:00 p.m. (noon) must report for work for the remainder of the day. Proof of jury
attendance must be submitted to the City Manager when the employee returns to work.

SECTION 21 — INSURANCE BENEFITS

All employees of the City are covered with basic benefits as required by law, to include State
Disability Insurance (SDI). Unemployment Insurance, and Worker’s Compensation Insurance.

All full-time employees or full-time employees in their probation period, and their dependents,
will be eligible for coverage under the City’s medical, dental, vision, and life insurance policies,
or alternatively in a recognized cafeteria plan approved by the City Council. These benefits may
be increased or decreased from time-to-time at the discretion of the City Council. The City reserves
the right to change carriers and/or eliminate any type of coverage at its absolute discretion. No
employee has any vested right to any type of insurance coverage or benetits.

Employees may choose to contribute pre-tax dollars to the City’s authorized optional benefit plans
if the plans they have chosen exceed the City’s monthly contribution, through a written

authorization for payroll deductions.

SECTION 22 — RETIREMENT BENEFITS

The City currently is a member of CalPERS. All full-time employees or full-time employees in
their probation period shall be members of the California Public Employees’ Retirement System
(CalPERS). Eligible employees are required to participate in accordance with the rules of
CalPERS. CalPERS Retirement membership is required for any employee working at least 1,000
hours in a fiscal year. All other part-time, temporary, and seasonal employees, as well as any other
employees, are not eligible for membership. Retirement benetits provided are subject to CalPERS
rules and regulations.

SECTION 23 - TRAVEL EXPENSE ALLOWANCE

Staff is expected to use good judgment in the use of City funds while on official travel to minimize
the total cost to the City. All full-time employees, or full-time employees who are in their probation
period, and part-time employees with prior written approval of the City Manager, shall be eligible
for a travel expense allowance as specified by the following:

a. Local Travel

Expense claims for use of private automobiles must be submitted to the City Manager for
approval. Such use will be reimbursed at the standard mileage rate as set by the IRS for all
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business miles. Mileage will be calculated round-trip from City Hall to the location(s). If
an employee drives his/her own vehicle, they must provide proof of adequate liability
insurance.

b. Out-Of-Town Travel

City staff will make reservations for travel covered by this policy, and will prepay
transportation, registration, and lodging whenever possible. If a statf member wishes to
make his/her own arrangements, or prepaying for transportation, registration or lodging is
not available, the staff member will be reimbursed subject to the restrictions below. If, in
the judgment of the City Manager, the estimated expense for contemplated travel out of
the City is too high to expect the employee to finance the trip and be reimbursed upon their
return, the City Manager may authorize advance payment of the estimated amount to the
employee, to be reconciled upon his/her return. The staff member must immediately
reimburse the City for any amount of such an advance for which there is no receipt, or
which does not meet the requirements of this policy. The advance shall not exceed
$120/day of travel.

I Use of personal cars for trips out of town may be approved by the City Manager
when use of commercial transportation is not practical. Compensation for mileage
is not to exceed airfare cost.

o

Staft shall use government or group rates for transportation whenever available. If
such rates are not available, staff shall be prudent in booking travel to find the
lowest rate possible to serve the purpose of traveling and all such travel must be in
coach. Statf members should utilize long-term airport parking whenever possible.

(US]

Airport shuttles and public transit should be used whenever available. Rental
vehicles are only permitted when other transportation is unavailable or when it is
the most economical mode of transportation. Advance reservations should be made
whenever possible and a compact or economy car should be requested.

4. When lodging is to be reimbursed for an organized educational conference, the
reimbursement cannot be more than the group rate published by the conference,
assuming it is available at the time the reservation is made. If the group rate is not
available (or there is no group rate), then the City should seek the government rate.
[f neither the group nor the government rate is available, the maximum which may
be paid per night for lodging in California is $300 or up to $500 in higher-cost areas
in California and outside California.
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Expenses for meals will be reimbursed at actual cost; however, reimbursement shall
not exceed the limits listed below. There will be no reimbursement for the cost of
alcohol, or for spouse/guest meals.

Breakfast - $18
Lunch - $30
Dinner - $45

i Reimbursement for breakfast will be provided for any full day of travel, on
the first day of travel if departure is prior to 6:30 a.m., and on the last day
of travel if arrival is after 10:00 a.m.

ii. Reimbursement for lunch will be provided for any full day of travel, on the
first day of travel if departure is prior to 11:00 a.m., and on the last day of
travel if arrival is after 2:00 p.m.

1. Reimbursement for dinner will be provided for any full day of travel, on the
first day of travel if departure is prior to 5:00 p.m.. and on the last day of
travel if arrival is after 7:00 p.m.

1v. Reimbursement will not be provided for any meals that are included in
registration at an event.

6. When an employee takes a spouse or other guest on an official trip, the employee
will be personally responsible for all of the guest’s expenses and will be reimbursed
only for those expenses the employee would have incurred traveling alone. All
reimbursements pursuant to this policy will be shown on a separate itemized receipt
attached to the expense statement.

e Within thirty (30) days of return from attendance at a conference or other event at
the City’s expense, the employee shall provide a brief written statement to the City
Manager regarding the conference or event.

C. Enforcement

Use of public resources or falsitying expense reports is a violation of this policy and may
result in any or all of the following:

1. Discipline up to, and including, termination;
2. Loss of reimbursement privileges;
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Restitution to the City;

(US)

4. Civil penalties; and
5. Prosecution for misuse of public resources.

SECTION 24 — PERFORMANCE EVALUATION

The purpose of the performance evaluation is to accurately assess the employee’s overall job
performance, and to set goals with the employee that further job knowledge and enhance skills and
abilities.

All new full-time employees, part-time employees, and reclassified employees will receive a
comprehensive performance evaluation from their immediate supervisor approximately six
months after their hire/reclassification date. In conjunction with their evaluation, the employee
may be eligible for a step increase. All new full-time employees, part-time employees, and
reclassitied employees will again be evaluated at the end of the first year of
employment/reclassification. Thereafter, performance evaluations will be given annually. In the
event that more than one person supervises an employee, all supervisors are required to participate
in the performance evaluation process.

Performance evaluations will be prepared on a City evaluation form, discussed with the employee,
and placed in the employee’s personnel file where they can be examined by the employee at
reasonable times. An employee may receive additional performance appraisals from time-to-time,
whenever it is considered appropriate by the employee’s supervisor(s).

Performance evaluations are required and necessary, and it is a supervisor’s responsibility to give
performance evaluations when they are due, even if a step or merit increase is not involved.

SECTION 25 — CONFLICT OF INTEREST: POLITICAL ACTIVITIES

These requirements are in addition to those provided under the Political Reform Act and required
by employees covered by the City’s Contlict of Interest Code. As a public agency, the City must
be particularly sensitive to real, potential, or perceived conflicts of interest. The City expects all
employees to adhere to the highest ethical and professional standards. No City employee shall lend
his/her name, as an employee of the City, to any commercial or business enterprise. No employee
shall approve or utilize the name, uniform, logo. or prestige of the City, or any City department,
tor any such purpose.
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Employees shall not accept money, other considerations, or favors from anyone other than the City
for an act that they would be required or expected to perform in the regular course of their duties.
Individual employees may not accept gifts from any person, firm, or corporation involved in a
contract or transaction which is, or may be the subject of, official action by the City. Reasonable
exceptions to this section are permitted on those occasions that are social in nature and not based
upon the employee’s ability to influence, directly or indirectly, any matter before the City. For
example, employees may accept expressions of courtesy which can be displayed or consumed at
the work place and are available to all personnel and members of the public.

City employees are permitted to take an active part in political activities and campaigns as long as
such participation does not interfere with their performance as an employee of the City of Canyon
Lake. Employees may not engage in political activity while on duty, use any City facilities or
equipment for political purposes, or use their official uniform, title, or authority to solicit funds,
for or to interfere with any election or political decision.

SECTION 26 - DUAL EMPLOYMENT

City employees are employed on the condition that employment with the City is their primary
employment. Employees shall not engage in any employment, activity, or enterprise for
compensation that is inconsistent, incompatible, or in conflict with their duties, functions, or
responsibilities as a City employee. The purpose of this policy is to establish guidelines for City
employees regarding dual employment or outside activities that may conflict with City
employment.

Because of their knowledge and expertise, outside employment or other income opportunities may
become available to City employees. If an employee is considering such an opportunity, he or she
must fully disclose the employment opportunity to the City and have it carefully reviewed to avoid
a conflict of interest. Failure to disclose potential business opportunities that create a conflict of
interest is grounds for disciplinary action, up to and including termination.

Employees shall notity the City Manager if they are considering the following:

a. Simultaneous employment by any other employer:
b. Participation in an outside business on their own or with others:
(v} Involvement in any other outside activity where they receive compensation.

The City Manager, or designee, shall determine is a conflict exists. If a conflict of interest or
scheduling problem exists. the City may require an employee to resign from the other employment
or outside activity.
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An employee’s outside employment, activity, or enterprise may be prohibited if it:

a. Involves the use of City time, facilities, equipment, supplies, badge, uniform, prestige, or
influence of their City department, or employment for private gain or advantage.

b. Involves receipt or acceptance by the employee of any money or other consideration from
anyone other than the City for the performance of an act which the employee would be
required or expected to render in the regular course or hours of their employment, or as a
part of their duties as a City employee.

e [nvolves the performance of an act in other than their capacity as a City employee which
may later be subject directly or indirectly in the control, inspection, review or audit, or
enforcement of any other employee to the department by which they are employed.

d. Involves such time demands that would render performance of their duties as a City
employee less efficient.

Procedure for obtaining approval:

a. The employee shall request authorization for outside employment from the City Manager,
or designee, by completing the Authorization for Outside Employment Form prior to
entering into the requested outside employment.

b. The City Manager shall authorize outside employment in accordance with this policy. In
the event a request for outside employment is denied, written comments will be provided
to the employee.

c. The City Manager or designee shall furnish the requesting employee a copy of the
Authorization for Outside Employment indicating approval/denial and forward a copy to

the employee’s personnel file.

SECTION 27 — PERSONNEL RECORDS

a. Establishment

An employee’s official personnel file will contain all records concerning personnel actions
taken, including but not limited to: performance evaluations, benefit enrollment forms,
educational courses taken, and all employment-related documents that give a complete
employment history. The City Manager, or designee, shall keep personnel records
confidential to the extent permitted by law. Personnel files may be viewed by the employee
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upon request. Employee medical information shall be kept in files separate from the official
personnel file. Likewise, any grievances filed by an employee, as well as documents
reflecting a review of such grievances, shall be maintained in separate confidential files.

b. Maintenance

Employees are required to inform the City Manager, or designee, of any changes in name,
address, telephone number, marital status, family status, beneficiary, or other information
on file. This ensures that withholding statements, insurance(s) and retirement records are
correct. Employees may be liable for any costs incurred by the City as a result of inaccurate
personnel information.

& Release Of Information Concerning City Personnel

To ensure personnel information is appropriately and accurately disseminated the City
Manger, or designee, will initially screen all personnel reference checks and employment
verifications, and confidentially handle all financial inquiries originating from banks, credit
unions, etc. regarding current and past City employees. Responses to financial inquiries
will be released only upon written employee authorization.

l. Procedures For Release Of Information

I All outside inquiries and reference checks shall be in writing and shall be
forwarded to the City Manager, or designee, for response. The City
Manager, or designee, may consult with the City Attorney as to the release
of the requested information. All calls for reference checks should be
referred to the City Manager, or designee, by responding to a caller saying
“Under our policy, only the City Manager, or designee, responds to call
concerning employees. [ will transfer you to that office.”

il. Financial information will be released only after an authorized written
request has been submitted to the City Manager, or designee, by the agency
requesting the information, and the employee has executed a written
approval to release the requested information.

ii. The City Manager, or designee, shall comply with applicable Federal and
State laws regarding release of public employee personnel and financial
information, and shall consult with the City Attorney whenever there are
questions concerning the release ot such information.
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SECTION 28 - REASONABLE ACCOMMODATION FOR DISABILITIES

The City shall make reasonable accommodations for the known physical disabilities, mental
disabilities, and certain medical conditions of employees and applicants for employment in
compliance with the Americans with Disabilities Act (ADA) and the California Fair Employment
and Housing Act (FEHA).

Employees with a disability, for which accommodation is necessary to perform the essential
functions of the job, shall inform the City Manager of his/her disability and accommodation needs
and submit documentation from his or her physician or health care provider to substantiate the
work restrictions or limitations imposed by the disability. All medical documentation shall be
submitted to and maintained by the City Manager or designee.

Reasonable accommodations which have been authorized by the City Manager and accepted by
the employee shall not be rescinded without the prior written approval of the City Manager.

Effective January 1, 2015, employees who are victims of stalking, sexual assault, or domestic
violence may request reasonable accommodation. Employees seeking such accommodation will,
at City’s request, be required to submit a signed written statement certifying the accommodation
1s related to the employee’s status as a victim. The employee will be required to notify the City if
a new accommodation is needed because of changed circumstances, or if the employee no longer
needs an accommodation.

SECTION 29 — SAFEY

The practice of accident prevention is one of the most important employee responsibilities.
Knowing and applying safe working methods are fundamental parts of every job.

For their own protection, and in the interest of tellow workers and the public served, employees
must learn and follow all established safety practices and avoid taking any chances that might
result in injury. When in doubt, they should check with their supervisor. Any unsafe or hazardous
conditions must be reported directly to a supervisor immediately and to the City Manager.
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CHAPTER 2 - EMPLOYEE DISCIPLINARY PROCEDURES

SECTION 1 - EMPLOYEE CONDUCT AND DISCIPLINE

All employees, City management employees, and contract employees serve at the will of the City
of Canyon Lake. All full-time and part-time employees, City management employees, and contract
employees are considered at-will employees, and may be subject to discipline and dismissal
without cause.

Attendance and Punctuality

To maintain a safe and productive work environment, employees are expected to be reliable
and punctual in reporting for scheduled work. In the instance when an employee cannot
avoid being late to work or is unable to work as scheduled, the employee must notify his/her
immediate supervisor as soon as possible in advance of the anticipated tardiness or absence.

Poor attendance and excessive tardiness are disruptive and may lead to disciplinary action,
up to and including termination ot employment.

Dress Code

All employees are expected to report to work dressed appropriately for the duties they
perform. Office staff is expected to maintain a professional appearance.

SECTION 2 — GROUNDS FOR DISCIPLINARY ACTION

Discipline may be necessary when City policies are violated or City expectations are not met. All
employees of the City of Canyon Lake are at-will employees, and may be disciplined or separated
at will, with or without cause. The causes for disciplinary action against an employee may include,
but are not limited to, the following:

Fraud: To secure employment by providing false documents or knowingly make false
statement or significant omissions, either orally or in writing, on a City employment
application or in any supporting documents.

Incompetence: Consistent failure to perform some or all of the job duties.

Neglect Of Duty: Failure to perform one or more essential duties required of the
employee’s position.
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d. Insubordination: Willful failure to conform to a Supervisor’s legitimate requests and
directions.

e Alcohol Or Drug Use: Being under the influence of alcohol or controlled substances while
at work, while driving a City vehicle, or consuming, selling, possessing, or manufacturing
the same while on City premises or while engaged in City business. “Being under the
influence” is defined as having the presence of any detectable level of drugs in the body.
or blood alcohol level greater than .02%.

I Absence Without Leave.

g. Discourteous Treatment Ot The Public Or Other City Employees.

h. Improper Or Unauthorized Use Ot City Property.

1. Conflict Of Interest/Employment: Outside employment not authorized by the City
Manager.
] Gifts: Acceptance of any reward, gift, or other form of remuneration, in addition to the

employee’s regular compensation, for the actions performed in the normal course of the
employee’s assigned duties.

k. Falsifying Records: Falsifying City reports or records.
L. Dishonesty.
m. Violation Of Rules: Violation of the City’s policies, ordinances, and resolutions, including

the Personnel Policies and Procedures, and administrative orders.

n. Poor attendance and/or excessive tardiness.

SECTION 3 — DISCIPLINARY ACTION

The disciplinary process outlined below has been established to provide general guidelines for
disciplining employees.

Discipline may be initiated for various reasons including, but not limited to, violations of the City
of Canyon Lake work rules and employee misconduct as specified in the Personnel Policies and
Procedures. The severity of the action depends on the nature of the offense and an employee’s
record, and may range from verbal counseling to immediate dismissal. All employees of the City
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of Canyon Lake are at-will employees, and may be disciplined or separated at will, with or without
cause.

Nothing in these procedures requires imposition of disciplinary action in any particular order of
severity or pursuant to the number of prior disciplinary actions.

Verbal Counseling: An opportunity to communicate in a non-disciplinary fashion that a

problem is perceived and that the supervisor is available to help solve it.

Verbal Reprimand: To communicate to the employee that a repeat action may result in
more serious discipline.

Written Reprimand: A written communication to the employee that an offense has been

committed. A copy of this warning is given to the employee and one copy is filed in the
employee’s personnel file. Employee may submit a written response within fourteen (14)
days of receipt of the reprimand which will be attached to the written reprimand.

Suspension: Temporary removal of an employee from his/her duties without pay for
disciplinary purposes. Employees may be suspended on the spot when there is clear threat

to the safety ot other employees or the public.

Reduction in Pay: Reduction in pay shall be a decrease in salary to a lower step within

the salary grade for disciplinary purposes. The decrease may be permanent or for a fixed
period of time.

Demotion: Reduction to a lower class with a lower rate of pay.

Dismissal: Termination from employment.
The City of Canyon Lake reserves the right to deviate from this policy when circumstances warrant
such a deviation. The City Manager is vested with the authority to determine the appropriate

course of action.

SECTION 4 - RECORDS

Original copies of all written records pertaining to disciplinary actions shall be maintained in the
employee’s confidential personnel file.

Version: 2019 2]

-04- i il
09-04-2019 City Council Agenda Page 145



SECTION 5 - AUTOMATIC RESIGNATION

Being absent without leave, whether voluntary or involuntary, for a period longer than three (3)
consecutive working days, is an automatic resignation from City service. The City Manager, or
designee, will follow the procedures outlined in the Resignation Policy.
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CHAPTER 3 — RESIGNATION

SECTION 1 — RESIGNATION

a. An employee wishing to resign is asked to submit a written notice fourteen (14) calendar
days prior to leaving. The notice should include the reasons for resignation and an effective
date.

b. Prior to leaving, the City Manager, or designee, will arrange an exit interview where the
employee will be expected to return all City property, including keys to City facilities or
work areas.

e In the event of dismissal or layoff, the employee will be paid at the time of the dismissal.
For voluntary resignation, the employee’s check will be issued at the last day ot voluntary
resignation.

d. Employees will be asked to review and sign a statement indicating receipt of their last
paycheck which will include accrued comprehensive annual leave. Final payment of
compensation may be withheld pending return of City property, completion of necessary
paperwork, and other requirements of termination.

SECTION 2 — RE-EMPLOYMENT

Re-employment is solely at the discretion of the City. Longevity and seniority are lost at an
employee’s termination of employment, regardless as to whether such termination was voluntary
or involuntary. If re-employed, an employee shall begin accrual of benefits at the time of re-
employment; no benefits shall be provided retroactively. All pre-employment policies and
screening in effect at the time of re-employment shall apply to an employee seeking re-
employment.
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CHAPTER 4 — HARASSMENT

SECTION 1 — HARASSMENT

The City of Canyon Lake maintains a strict policy prohibiting discriminatory harassment in
accordance with State and Federal laws. Conduct need not to arise to the level of a violation of
State or Federal law to violate this policy. This policy applies to all City employees including
management personnel, applicants, and persons providing services pursuant to contract.

SECTION 2 — STATEMENT OF POLICY

[t is the policy of the City of Canyon Lake to treat its employees and volunteers with respect and
dignity, and to provide a work environment free of unlawful discrimination and harassment. The
City therefore prohibits all forms of unlawful harassment in the workplace including sexual,
verbal, physical, and visual harassment based on participation in a protected group or perceived
participation in a protected group (i.e. race, religious creed, color, national origin, ancestry,
physical disability, mental disability, medical condition, genetic information. marital status., sex.
gender, gender identity, gender expression, age, sexual orientation, military and veteran status, or
any other basis protected by law). Sexually-harassing conduct is that which can occur between
people of the same or different genders. Conduct in violation of this policy is considered an illegal
employment discrimination practice when:

a. Such conduct is made either explicitly or implicitly as a term of condition of an individual’s
employment;

b. Submission to, or rejection of, such conduct by an individual is used as the basis for
employment decision affecting the individual;

B Such conduct is sufficiently severe or pervasive as to create a discriminatory, hostile, or
offensive work environment based on an employee’s race, religious creed, color, national
origin, ancestry, physical disability, mental disability, medical condition, genetic
information, marital status, sex, gender, gender identity, gender expression, age, sexual
orientation, military and veteran status, or any other basis protected by law; OR

d. Such conduct is sufficiently severe or pervasive to alter the conditions of employment.

Management Employees. full-time employees, part-time employees, contract employees, and
volunteers who permit or engage in such harassment, or fail to take appropriate steps to report or
investigate such conduct may be subject to prompt and appropriate disciplinary action, up to and
including dismissal or termination of services.
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SECTION 3 — SEXUAL HARASSMENT

Sexual harassment is the deliberate or repeated behavior of a sexual nature that is unwelcome. As
defined by the Fair Employment and Housing Commission. sexual harassment is unwanted sexual
advances, or visual, verbal, or physical conduct of a sexual nature. This definition includes many
forms of offensive behavior, and includes gender-based harassment of a person of the same sex as
the harasser.

Simply because no one has complained about a joke, gesture, picture, physical contact, or comment
does not mean that the conduct is welcome. Harassment can evolve over time. Small, isolated
incidents might be tolerated up to a point. The fact that no one is complaining now does not
preclude anyone from complaining if the conduct is repeated in the future.

[t is important to note that consensual relationships that end or change are not a bar to filing a claim
of sexual harassment.

The following is a partial list of conduct that could be considered sexual harassment:

a. Unwanted sexual advances;

b. Offering employment benetits in exchange for sexual favors;

G Making or threatening reprisals after a negative response to sexual advances;

d. Visual conduct, such as leering, making sexual gestures, displaying of sexually suggestive

objects or pictures, cartoons, or posters;

e Verbal conduct, such as making or using derogatory comments, epithets, slurs, jokes, and
suggestions about another employee’s gender or sexuality;

f. Verbal sexual advances or propositions;
g. Verbal abuse of a sexual nature; graphic verbal commentaries about an individual’s body:
sexually-degrading words used to describe an individual:; suggestive or obscene letters,

notes, or invitations;

h. Physical conduct, such as touching, assault, impeding. or blocking movements.
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SECTION 4 - PROCEDURE

a. Any acts of sexual discrimination or harassment shall be reported immediately to the
employee’s supervisor, City Manager, City Attorney, any Council Member, or any other
responsible party, who will then investigate complaints or cause an investigation to be
conducted in a confidential and timely manner. Any individuals who have knowledge of
conduct or information regarding the matter may be interviewed.

b. In reaching a decision about the complaint, the investigator may take into account:
1i; Statements made by the complainant, witnesses, or others who may provide
information.
2

Details and consistency of each person’s account.

(o9

Evidence of how the complainant reacted to the incident.

4. Evidence of past instances of harassment by the accused.
> Evidence of past harassment complaints found to be untrue.
G: If harassment is determined to have occurred the City Manager, or designee, shall take

prompt, corrective action to eliminate any unlawtful harassing behavior to address the
effects on the person subjected to the harassment and to prevent any further instances of
harassment. This may consist of disciplinary action up to, and including, dismissal or
termination of employment services, training, or other remedial actions. Notice of such
corrective action shall be provided to the complainant. No retaliatory behavior of any kind
shall be tolerated, and this may result in separate disciplinary action. If no illegal
harassment is found, no corrective action will be taken.

d. The City Manager, or designee, will keep complaints and investigations under this policy
confidential to the greatest extent allowed by law, but some disclosure will be necessary to
conduct a proper investigation and take appropriate corrective action. Employees are
encouraged to use discretion in discussing complaints or investigations under this policy
with others since unnecessary disclosure may prevent a fair investigation.

SECTION 5 — ENFORCEMENT OF LAWS AGAINST HARASSMENT

Employees, or job applicants, who believe they have been unlawfully harassed may. within one
year of the act of harassment, file a complaint of discrimination with the Department of Fair
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Employment and Housing (DFEH). The DFEH serves as a fact-finder, and attempts to assist
employers and employees to voluntarily resolve unlawtul harassment disputes.

For more information regarding employee rights and remedies related to unlawful harassment,
contact the State of California Department of Fair Employment and Housing Commission.
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CHAPTER 5 - DRUG AND ALCOHOL-FREE WORK PLACE

SECTION 1 - DRUG AND ALCOHOL-FREE WORKPLACE

The purpose of this policy is to provide guidelines for all employees regarding alcohol and drug
use at the workplace. The City of Canyon Lake intends to provide a working environment that is
safe and free from drugs and alcohol. Therefore, the City prohibits the unauthorized or unlawful
use or manufacture of alcohol or drugs on City premises.

Additionally, employees are expected to be in suitable mental and physical condition to perform
their job satisfactorily and behave appropriately. Should the use of alcohol or other drugs interfere
with job performance, employees may be offered rehabilitative assistance. However, prolonged
failure to meet satisfactory levels of job performance could result in disciplinary action up to, and
including, dismissal.

SECTION 2 — STATEMENT OF POLICY

The possession, transfer, sale, manufacture, or use of alcohol or other drugs, legal or illegal, is
prohibited while on City premises, or during work hours or breaks. This includes all forms of
alcohol, narcotics, depressants, stimulants, hallucinogens, marijuana, and substances recognized
as drugs in the official United States Pharmacopeia and any supplement thereof.

City employees are also prohibited from being under the influence, or having a detectable level,
of alcohol or controlled substances in their systems during working hours (including lunch hours
and breaks), while on City premises at any time, and/or while driving a City vehicle at any time.
Employees taking prescription or over-the-counter drugs that may affect job performance or
behavior are encouraged to inform their supervisor that they are taking medications.

Any employee who has knowledge of a violation of this policy by another employee must report
such violation immediately. An employee who fails to report such violation may also be subject
to disciplinary action, up to and including termination.

SECTION 3 — PROCEDURE

The City reserves the right to conduct unannounced searches of City facilities and property for
illegal drugs or alcohol. Employees shall cooperate in the conduct of such searches.

When an employee’s supervisor and a second employee or supervisor have reasonable suspicion

to believe an employee may be under the influence of alcohol or a controlled substance, that
employee may be given a medical evaluation by a City-designated medical clinic on City time and
at City expense. The medical evaluation will be conducted to determine if alcohol or drugs are in

the employee’s system.
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Reasonable suspicion may be justified by one or a combination of the following indicators:
bloodshot or watery eyes, slurred speech, alcohol on the breath, physical and/or verbal altercation,
inability to walk a straight line, an accident involving City property, possession of drugs or alcohol,
frequent absenteeism, confusion/difficulty in concentration, and/or noticeable change in behavior.

The following steps establish a procedure to facilitate the medical evaluation process:

a. The supervisor will meet with the City Manager, or designee, to discuss the employee’s
behavior. At that time, it will be determined if the employee should be tested for alcohol
and/or drugs. The City Manager, or designee, will arrange for an immediate appointment
with a medical facility to conduct the test, unless the employee admits to being under the
influence of alcohol or a controlled substance.

An employee’s refusal to submit immediately to an alcohol or drug analysis when
requested by management may constitute insubordination, and may be grounds for
disciplinary action up to, and including, dismissal. All employees are required to consent
to controlled substance and alcohol testing and/or inspection pursuant to this policy as a
condition of continued employment.

b. The City will immediately provide transportation for the employee to the medical facility
and wait for the tests to be completed. The type of testing required will be determined by
the physician.

C. After being tested, the employee will be transported home, or in appropriate situations, to
the hospital. The employee will continue receiving pay during this time and disciplinary
action will not be administered unless the test results show the presence of alcohol and/or
drugs. Information obtained through this testing will be treated with strict confidentiality.

d. [f alcohol and/or drugs are found in the employee’s body, the City Manager, or designee,
shall meet with the employee and explain the proposed disciplinary action. The employee

shall be encouraged to seek professional assistance.

If an employee is convicted of criminal drug activity, the employee must notify the City Manager,
or designee in writing within five (5) calendar days after the conviction.

SECTION 4 - DOCUMENTATION
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Records relating to job performance, attendance, and behavior shall be maintained in the
employee’s personnel file. Only behavior associated with alcohol and/or drugs should be
documented and placed in the employee’s personnel file. All tests shall be maintained, along with
the employee’s medical records, in a confidential medical file separate from the personnel records.

SECTION 5 - FOLLOW-UP

[f the employee’s drug test results are contirmed positive, the following steps shall occur:

a. The City Manager or designee, the supervisor, and the City Attorney will determine the
most suitable disciplinary action.

bx The employee may also be assisted in locating an appropriate treatment or counseling
program if the employee is not already enrolled in such a program. Although the employee
will be offered a reasonable opportunity for rehabilitation, continued employment with the
City will be dependent upon the nature and frequency of the alcohol or controlled substance
usage and other factors deemed relevant by the City.

Should the results of the alcohol or drug test be negative, the employee may return to the workplace
and perform regular job duties.
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CHAPTER 6 — OTHER DEFINITIONS

SECTION 1 — DEFINITIONS

Appointing Authority

Drugs and Controlled Substances

Exempt Employee

Fair Labor Standard Act (FLSA)

Immediate Family

Non-Exempt Employee

Probationary Employee

Probation Period

Volunteer

Version: 2019

09-04-2019 City Council Agenda

The City Manager, or designee, who has the final
authority to appoint a person to a position of
employment.

All  forms of alcohol, narcotics, depressants,
stimulants, hallucinogens, marijuana, and substances
recognized as drugs in the official United States
Pharmacopeia and any supplement thereof.

An employee who is exempt from overtime payment
provision of FLSA.

The Federal Law which governs wage and hour
requirements of public agencies.

Any relative of blood or marriage who is a member
of the employee’s household, under the same roof,
any domestic partner, parent, grandparent, spouse,
child, brother, sister, father-in-law, brother-in-law,
sister-in-law, or mother-in-law, regardless of
residence.

An employee who is covered by the overtime
provisions of FLSA.

A regular full-time employee or reclassified non-
management employee who is serving their
probationary period.

A working test period in which an employee is
required to demonstrate their fitness for the position
assigned. The probationary period is considered to be
an integral part of the examination, recruiting,
testing, and selection process.

An individual who accepts an unpaid position with
the City to perform specific tasks. A volunteer can be
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Supervisor

Working Hours

Workweek
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released at any time and for any reason without the
right of appeal, and are not covered by this policy
except for harassment provisions. Volunteers have
no employment rights.

An individual who provides first line management
work, monitors and regulates employees in their
performance or assigned or delegated tasks.

Normal working hours are as designated by the City
Council or Cit Manager.

The work week begins at 12:00 a.m. Sunday and
ends at 11:59 p.m. Saturday.
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