Mayor Kasey Castillo

ClTY OF CANYON LAKE Mayor Pro Tem Jeremy Smith

Council Members:

City Hall Jordan Enhrenkranz

31516 Railroad Canyon Road Lagglgm‘ts
Canyon Lake, CA 92587

www.canyonlakeca.gov City Manager Chris Mann

City Attorney Steven Graham
City Clerk Ana V. Sauseda, CMC

AGENDA

Regular Meeting of the Canyon Lake City Council
Wednesday, April 7, 2021

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

SPECIAL NOTICE - COVID-19 RELATED PROCEDURES IN EFFECT

Pursuant to Paragraph 3 of Executive Order N-29-20, executed by the Governor of California on March 17,
2020, as a response to mitigating the spread of Coronavirus (COVID-19), this regular meeting of the City
Council of the City of Canyon Lake will allow Councilmembers to attend the City Council meeting telephonically
from remote locations without requiring notice of or public access to those locations. The City Council
Chamber will be closed to the public. Members of the public may observe the City Council meeting by selecting
the Live Stream icon on the main page: www.canyonlakeca.gov, the City's Facebook page, Time
Warner/Spectrum Channel 29, or on FIOS/Frontier Channel 39.

In a further effort to allow for social distancing, members of the public may comment electronically by sending
an email with their comment to PublicComment@canyonlakeca.gov. The City Clerk will read these public
comment submissions into the record during the “Public Comments” portion of the agenda.

If any member of the public has a disability and desires to request a modification or accommodation of the
above procedures, please contact the City Clerk at least 24 hours prior to the meeting at 951-244-8547 or by
emalil at asauseda@canyonlakeca.gov.

CLOSED SESSION -5:00 P.M.
CLOSED SESSION CALLED TO ORDER
ROLL CALL

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 submit their comment electronically by sending an email to PublicComment@canyonlakeca.gov. If you are
commenting on an item on the Consent Calendar or on items not on the agenda, the City Clerk will read these public comment
submissions into the record during the “Public Comments” portion of the agenda. Public comments submitted through email
should (A) be no longer than 250 words; (B) include their name and agenda item number.
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A. CONFERENCE WITH LEGAL COUNSEL — INITIATION OF LITIGATION - Pursuant to paragraph (4) of
subdivision (d) of Section 54956.9 — 1 case

B. CONFERENCE WITH REAL PROPERTY NEGOTIATORS - Pursuant to Section 54956.8
Property: APN 349-290-008
Agency Negotiator: City Manager
Negotiating Parties: Jim Kipp
Under Negotiation: Price and Terms of Payment

C. CONFERENCE WITH LEGAL COUNSEL — EXISTING LITIGATION - Pursuant to paragraph (1) of
subdivision (d) of Section 54956.9
Richard Beck v. City of Canyon Lake, Riverside Superior Court Case No.: RIC2003025

D. CONFERENCE WITH LEGAL COUNSEL - EXISTING LITIGATION — Pursuant to paragraph (1) of
subdivision (d) of Section 54956.9
City of Canyon Lake, et al. v. Jensen, Riverside Superior Court Case No. CVRI2100821

E. 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.

OPEN SESSION CALLED TO ORDER

INVOCATION

FLAG SALUTE

ROLL CALL

CLOSED SESSION REPORT

APPROVAL OF CITY COUNCIL AGENDA

CEREMONIAL MATTERS Presentations, Awards, Proclamations

o Citizen of the Month
o Proclamation - DMV Donate Life Month
e Presentation by City Clerk

COMMUNITY REPORTS

e Elsinore Valley Municipal Water District Update — Vice President Darcy Burke
e Canyon Lake Property Owners Association Update — President Chris Poland
e Chamber of Commerce Update — President Jeanne O’Dell

PUBLIC SAFETY UPDATE

+» Sheriff’'s Department

+» Fire Department

++ Code Enforcement
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PUBLIC COMMENT

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 submit their comment electronically by sending an email to PublicComment@canyonlakeca.gov. If you are
commenting on an item on the Consent Calendar or on items not on the agenda, the City Clerk will read these public comment
submissions into the record during the “Public Comments” portion of the agenda. Public comments submitted through email should
(A) be no longer than 250 words; (B) include their name and agenda item number. If you are commenting on a Business Item or
Public Hearing, the City Clerk will read those public comment submissions into the record at the time that particular item is
scheduled on the agenda.

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.

(1)
(2)
(3)

Waive Full Reading, Read all Ordinances by Title Only

Resolution — Adoption of Resolution No. 2021-14, Approving Claims and Demands of the City

Minutes — Approval of City Council Minutes

e  March 24, 2021 - Special City Council Meeting
e  March 3, 2021 - Regular City Council Meeting

PULLED CONSENT CALENDAR ITEMS

BUSINESS ITEMS

(4)

(5)

Resolution — Adoption of Resolution No. 2021-16, Offering Support in Keeping Our Businesses
Open and Providing Resources to The Business Community

Resolution — Adoption of Resolution No. 2021-17, Approving the Employment Agreement with
the City Manager

Ordinance — Approve the Introduction and First Reading of Ordinance No. 206, an Ordinance of
the City Council of the City of Canyon Lake, California, Amending Canyon Lake Municipal Code
Chapter 2.40 Regarding Holidays Observed by the City

Resolutions — City Policies
e Resolution No. 2021-18, Establishing a Social Media Policy

e Resolution No. 2021-19, Establishing a Vehicle Use Policy

e Resolution No. 2021-20, Adopting the Employee Handbook & Personnel Policy Manual
Resolution — Adoption of Resolution No. 2021-21, Authorizing the City Manager to Execute a
Purchase Agreement with National Auto Fleet Group of Watsonville, California, for the Purchase of

Two (2) Dodge Durango SUV’s to be Used by the New Fire Department as Command Vehicles, with
AQMD Funds
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9) Fire Department Startup Update — Presentation by Fire Consultant/Interim Fire Chief Jeff LaTendresse

CITY MANAGER COMMENTS

COMMITTEE AND COUNCIL REPORTS/COMMENTS

ANNOUNCEMENTS
The next regular meeting will be Wednesday, May 5, 2021 at 5:00 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:

During this period of social distancing, supporting documents, including staff reports, are available for review on the
City’s website at www.canyonlakeca.gov 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 electronically, by contacting the City Clerk’s Office. It is the intention of the City of Canyon Lake to comply
with the Americans with Disabilities Act (ADA) in all respects. If any member of the public has a disability and desires
to request a modification or accommodation of the above procedures related to COVID-19, please contact the City
Clerk at least 24 hours prior to the meeting at 951-244-8547 or by email at asauseda@canyonlakeca.gov.

April 7, 2021 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 City Clerk of the City
of Canyon Lake and that on April 2, 2021 before the hour of 5:00 p.m., | caused the above notice to be posted as
required by Resolution 2019-42 of the City Council of the City of Canyon Lake.

Ana V. Sauseda, CMC
City Clerk
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ATTACHMENT 1
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RESOLUTION NO. 2021-14

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF CANYON LAKE, CALIFORNIA,
ALLOWING CERTAIN CLAIMS AND DEMANDS AS SET FORTH IN EXHIBIT A

WHEREAS, the Finance & Planning Committee of the City of Canyon Lake reviewed Exhibit A at their
regularly scheduled meeting on April 7, 2021; and

WHEREAS, Exhibit A was presented at the regular meeting of the City Council on April 7, 2021, at which
all present, were given an opportunity to comment.

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

Demands are approved as shown on the Demand\Warrant Register of April 7th, in the amount of
$893,588.25 as follows:

Payroll Earnings (Gross) $ 61,597.73 (2nd Half of February & st Half of March)
Payroll Taxes - Employer 1,342.84  (2nd Half of February & 1st Half of March)
On-line Retirement 7,907.44 (2nd Half of February & 1st Half of March)
On-line Health 3,407.98  (For the Month of March)
Nationwide Deferred Comp. 437.67 (For the Month of February)
General 818,894.59

TOTAL $ 893,588.25

PASSED, APPROVED AND ADOPTED this 7th day of April, 2021.

Kasey Castillo, Mayor

ATTEST:

Ana V. Sauseda, CMC
City Clerk
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Exhibit A
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Claims and Demands
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City of Canyon Lake

Check/Voucher Register - Council Report - Expenditures

From 3/1/2021 Through 3/31/2021

Matching
Check Document Check Fund Fund Short
Number Date Vendor Name Transaction Description Amount Code Title
26483 3/10/2021 Abila Monthly Accounting 122.75 10 GENERAL
Software Subscription, 3/8/21
Total 3/10/2021 122.75
26483
26484 3/10/2021 Affordable Auto Repair Oil Change, Transmission 2,581.15 10 GENERAL
Flush, New Wiper
Blades&Tires,2/23
Total 3/10/2021 2,581.15
26484
26485 3/10/2021 Albert A. Webb Professional Services for 3,563.75 10 GENERAL
Associates State SB2 Planning,
2/20/2021
Total 3/10/2021 3,563.75
26485
26486 3/10/2021 AMERICAN Sheriff's Blood Draw, 110.00 10 GENERAL
FORENSIC NURSES 1/15/2021
INC
Total 3/10/2021 110.00
26486
26487 3/10/2021 American Legal Municipal Code Update, 142 .88 10 GENERAL
Publishing 2/28/21
Total 3/10/2021 142.88
26487
26488 3/10/2021 AMP GLOBAL LLC Utilities, HOA Fees, 4,086.81 10 GENERAL
Ins.&Maint. Admin Bldg.
1/27/20-1/31/21
Total 3/10/2021 4,086.81
26488
26489 3/10/2021 AMP GLOBAL LLC Utilities, HOA Fees, Ins. & 309.28 10 GENERAL
Maint. Admin Ste4
7/1/20-1/31721
Total 3/10/2021 309.28
26489

Date: 3/204/08/2021.Qtty Council Agenda
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City of Canyon Lake

Check/Voucher Register - Council Report - Expenditures
From 3/1/2021 Through 3/31/2021

Matching
Check Document Check Fund Fund Short
Number Date Vendor Name Transaction Description Amount Code Title
26490 3/10/2021 AMP GLOBAL LLC Rent for Admin Bldg. for the 2,834.00 10 GENERAL
month of April 2021
Total 3/10/2021 2,834.00
26490
26491 3/10/2021 AMP GLOBAL LLC Rent for 31526 Railroad 412.00 10 GENERAL
Cyn. Rd. Ste#4 April 2021
Total 3/10/2021 412.00
26491
26492 3/10/2021 Appliance Quick Service  Diswasher Maintenance and 362.49 10 GENERAL
Repair at Fire Station,
2/17/2021
Total 3/10/2021 362.49
26492
26493 3/10/2021 Bill Blankenship Economic Development 2,500.00 10 GENERAL
Consulting February 2021
Total 3/10/2021 2,500.00
26493
26494 3/10/2021 BIO-TOX Sheriff's Blood Draws, 92.00 10 GENERAL
LABORATORIES 1/14/21 & 1/21/21
Total 3/10/2021 92.00
26494
26495 3/10/2021 California State Fire 51b. Extinguisher Service 47.00 10 GENERAL
Protection Call - Admin Office, 2/25
26495 3/10/2021 California State Fire 51b. Extinguisher Service 52.83 10 GENERAL
Protection Call - City Hall, 2/25
26495 3/10/2021 California State Fire 5Ib. Extinguisher Service 49.00 10 GENERAL
Protection Call - Library, 2/25
26495 3/10/2021 California State Fire 51b. Extinguisher Service 97.83 60 ENTERPR...
Protection Call - 31520 Railroad Cyn FUND
Rd, 2/25
Total 3/10/2021 246.66
26495

Date: 3/204007202%-Cityi Council Agenda
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City of Canyon Lake

Check/Voucher Register - Council Report - Expenditures

From 3/1/2021 Through 3/31/2021

Matching
Check Document Check Fund Fund Short
Number Date Vendor Name Transaction Description Amount Code Title
26496 3/10/2021 Castaneda & Associates Housing Element Program 15,797.50 10 GENERAL
October 2020 - February
2021
Total 3/10/2021 15,797.50
26496
26497 3/10/2021 Dong Chau Refund on Residential Rental 126.00 10 GENERAL
Business Licenses, 3/4/21
Total 3/10/2021 126.00
26497
26498 3/10/2021 C.L.CHAMBER OF Annual Membership 400.00 10 GENERAL
COMMERCE February 1, 2021 - January
31,2022
Total 3/10/2021 400.00
26498
26499 3/10/2021 CANYON LAKE PEST  City Hall Admin General 55.00 10 GENERAL
CONTROL, Steven E. Pest, 2/18/21
Young
Total 3/10/2021 55.00
26499
26500 3/10/2021 Corelogic Information Database for Code 26.50 10 GENERAL
Solutions, INC. Enforcement Reports,
February 2021
26500 3/10/2021 Corelogic Information Database for Code 128.75 10 GENERAL
Solutions, INC. Enforcement, February 2021
Total 3/10/2021 155.25
26500
26501 3/10/2021 CR&R Refuse FY 20-21 PY Sec SP1 16,960.38 50 AGENCY
Total 3/10/2021 16,960.38
26501
26502 3/10/2021 CTAI Pacific Landscape Maintnenance for 250.00 10 GENERAL
Greenscape Fire Station 60 February 2021

Date: 3/204/072021Lity1 Council Agenda
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City of Canyon Lake

Check/Voucher Register - Council Report - Expenditures

From 3/1/2021 Through 3/31/2021

Matching

Check Document Check Fund Fund Short

Number Date Vendor Name Transaction Description Amount Code Title

26502 3/10/2021 CTAI Pacific Landscape Maintenance for 4,500.00 20 GAS TAX

Greenscape Median & Highways

February 2021

Total 3/10/2021 4,750.00

26502

26503 3/10/2021 DATA TICKET Citation Processing, Code 212.00 10 GENERAL
Enforcement January 2021

26503 3/10/2021 DATA TICKET Monthly EMS Response Fee, 100.00 10 GENERAL
January 2021

26503 3/10/2021 DATA TICKET Parking Citations, January 100.00 10 GENERAL
2021

Total 3/10/2021 412.00

26503

26504 3/10/2021 Delgado Janitorial Janitorial Services for the 1,124.50 10 GENERAL

Services month of February 2021

Total 3/10/2021 1,124.50

26504

26505 3/10/2021 DIRECTV Satellite for Fire Station, 116.54 10 GENERAL
2/12/21 to 3/11/21

Total 3/10/2021 116.54

26505

26506 3/10/2021 Jordan Ehrenkranz Auto Allowance for the 100.00 10 GENERAL
month of March 2021 -
Ehrenkranz

Total 3/10/2021 100.00

26506

26507 3/10/2021 Jason Evans Refund for Residential 71.00 10 GENERAL
Rental Inspection Fee,
2/24/21

Total 3/10/2021 71.00

26507

Date: 3/204/0942023.Qtty Council Agenda
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City of Canyon Lake

Check/Voucher Register - Council Report - Expenditures

From 3/1/2021 Through 3/31/2021

Matching

Check Document Check Fund Fund Short

Number Date Vendor Name Transaction Description Amount Code Title

26508 3/10/2021 Firefighters Bookstore Fire/Emergency Services 72.14 10 GENERAL
Orientation and Terminology
Book 3/4

Total 3/10/2021 72.14

26508

26509 3/10/2021 FRIDAY FLYER Ordinance No. 25.20 10 GENERAL
205-Competitive Bidding,
3/12/21

Total 3/10/2021 25.20

26509

26510 3/10/2021 Frontier Phones for Fire Station, 395.40 10 GENERAL

Communications 2/13/21 to 3/12/21

Total 3/10/2021 395.40

26510

26511 3/10/2021 iWorQ Code Database Annual Fee 9,000.00 10 GENERAL
April 2021 - March 2022

Total 3/10/2021 9,000.00

26511

26512 3/10/2021 JARCO ROOFING Roof Maintenance at Rental 3,600.00 60 ENTERPR...

AND SOLAR Bldg. 2/18/2021 FUND

Total 3/10/2021 3,600.00

26512

26513 3/10/2021 Jeremy Smith Auto Allowance for the 100.00 10 GENERAL
month of March 2021 - Smith

Total 3/10/2021 100.00

26513

26514 3/10/2021 Joe's Hardware Exchange Tank for Fire 30.28 10 GENERAL
Station, 3/7/21

Total 3/10/2021 30.28

26514

Date: 3/204/0%/2021LpPtyi Council Agenda
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City of Canyon Lake

Check/Voucher Register - Council Report - Expenditures

From 3/1/2021 Through 3/31/2021

Matching

Check Document Check Fund Fund Short

Number Date Vendor Name Transaction Description Amount Code Title

26515 3/10/2021 Kasey Castillo Auto Allowance for the 100.00 10 GENERAL
month of March 2021 -
Castillo

Total 3/10/2021 100.00

26515

26516 3/10/2021 Kansas City Life Group Life Insurance for 115.74 10 GENERAL

Benefits Employee's 3/15/21 to

4/14/21

Total 3/10/2021 115.74

26516

26517 3/10/2021 Larry Greene Auto Allowance for the 100.00 10 GENERAL
month of March 2021
-Greene

Total 3/10/2021 100.00

26517

26518 3/10/2021 Jeff LaTendresse Monthly Contracted Services 7,272.72 10 GENERAL
for Interim Fire Chief, March
21

Total 3/10/2021 7,272.72

26518

26519 3/10/2021 Nate Volk Video Broadcast Mtg. for 700.00 10 GENERAL
2/3/20 & 2/17/20

26519 3/10/2021 Nate Volk Video Broadcast Mtg. for 425.00 10 GENERAL
3/3/21

Total 3/10/2021 1,125.00

26519

26520 3/10/2021 Onsolve CodeRED Extension tfor 7.500.00 10 GENERAL
3/724/21 to 3/23/22

Total 3/10/2021 7,500.00

26520

26521 3/10/2021 Rogers, Anderson, Accounting services for the 329750 10 GENERAL

Malody & Scott, LLP

Date: 3/20410 702024 Cityr Council Agenda
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City of Canyon Lake

Check/Voucher Register - Council Report - Expenditures

From 3/1/2021 Through 3/31/2021

Matching
Check Document Check Fund Fund Short
Number Date Vendor Name Transaction Description Amount Code Title
Total 3/10/2021 3,297.50
26521
26522 3/10/2021 Regional Conservation MSHCP Fees collected for 2,234.00 50 AGENCY
Authority February 2021
Total 3/10/2021 2,234.00
26522
26523 3/10/2021 RIVERSIDE COUNTY Fire Protection Services for 502,285.74 10 GENERAL
FIRE DEPT 2nd Qtr. (Oct.-Dec.) FY
20-21
Total 3/10/2021 502,285.74
26523
26524 3/10/2021 Riverside County Sheriff's Contract Law 130,826.40 10 GENERAL
Sheriff Dept. Lake 12/17/20 to 1/13/21
Elsinore
Total 3/10/2021 130,826.40
26524
26525 3/10/2021 STAPLES General Office Supplies, 666.43 10 GENERAL
2/25/2021
Total 3/10/2021 666.43
26525
26526 3/10/2021 Sturgeon Electric Refund for Overpayment on 2.00 10 GENERAL
California, LLC Business License Renewal,
2/25/21
Total 3/10/2021 2.00
26526
26527 3/10/2021 Syntech Group IT Services for February 2021 2,000.00 10 GENERAL
Total 3/10/2021 2,000.00
26527
26528 3/10/2021 The Gas Company Gas Charges 1/29/21 to 23050 10 GENERAL
372721
26528 3/10/2021 The Gas Company Gas Charges for 31520 105.37 10 GENERAL

Railroad Cyn. Rd. 1/29/21 to
3/2/21

Date: 3/204107202% City1 Council Agenda
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City of Canyon Lake

Check/Voucher Register - Council Report - Expenditures

From 3/1/2021 Through 3/31/2021

Matching
Check Document Check Fund Fund Short
Number Date Vendor Name Transaction Description Amount Code Title
Total 3/10/2021 335.87
26528
26529 3/10/2021 Time Warner Cable Digital Converter for City 5.52 10 GENERAL
Hall 2/22/21 to 3/21/21
Total 3/10/2021 5.52
26529
26530 3/10/2021 TJW Engineering, Inc. Striping Review on Railroad 1,200.00 20 GAS TAX
Cyn. Rd., 2/18/21
Total 3/10/2021 1,200.00
26530
26531 3/10/2021 Toshiba Financial Monthly Copier Lease for 799.32 10 GENERAL
Services Admin & City Hall, 3/10/21
Total 3/10/2021 799.32
26531
26532 3/10/2021 Toshiba America Color & Black/White 379.56 10 GENERAL
Business Solutions Monthly Copy Costs 1/26/21
to 2/25/21
Total 3/10/2021 379.56
26532
26533 3/10/2021 TRI LAKE Engineering Srvcs for 1,540.00 20 GAS TAX
CONSULTANTS, INC. January 2021 (Measure A,
SB-1 & Misc.)
26533 3/10/2021 TRI LAKE Engineering Srvcs for 280.00 21 MEASURE
CONSULTANTS, INC. January 202 1(Measure A, A
SB-1 & Misc.)
Total 3/10/2021 1,820.00
26533
26534 3/10/2021 Tricom Networks Inc. Refund for Overpayment on 2.00 10 GENERAL
Business License Renewal,
2/25/21
Total 3/10/2021 2.00
26534

Date: 3/2042Q0/208LCity1 Council Agenda
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City of Canyon Lake

Check/Voucher Register - Council Report - Expenditures
From 3/1/2021 Through 3/31/2021

Matching
Check Document Check Fund Fund Short
Number Date Vendor Name Transaction Description Amount Code Title
26535 3/10/2021 Dale Welty Auto Allowance for the 100.00 10 GENERAL
month of March 2021 - Welty
Total 3/10/2021 100.00
26535
26536 3/24/2021 Abila Additional Accounting 50.00 10 GENERAL
Software Subscription,
3/15/2021
Total 3/24/2021 50.00
26536
26537 3/24/2021 Aflac Supplemental Insurance for 346.24 10 GENERAL
March 2021
Total 3/24/2021 346.24
26537
26538 3/24/2021 American Legal 2021 S-12 Supplement Pages 1,689.75 10 GENERAL
Publishing for City Clerk, 2/22/2021
Total 3/24/2021 1,689.75
26538
26539 3/24/2021 CBABR, Inc. Refund for Resid. Rental 71.00 10 GENERAL
Insp. 30774 Early Round Dr.
7/1/20
Total 3/24/2021 71.00
26539
26540 3/24/2021 CANYON LAKE 2021 Assessments for Lots 6,186.00 10 GENERAL
MERCHANT-S ASSOC. 40, 41,42, 51 & 52
26540 3/24/2021 CANYON LAKE 2021 Assessments for Lots 9,279.00 60 ENTERPR...
MERCHANT-S ASSOC.  40,41,42,51 & 52 FUND
Total 3/24/2021 15.465.00
26540
26541 3/24/2021 CANYON LAKE PEST Monthly Pest Control for 40.00 10 GENERAL

CONTROL, Steven E.
Young

Date: 3/204400/208LCity1 Council Agenda
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City of Canyon Lake

Check/Voucher Register - Council Report - Expenditures

From 3/1/2021 Through 3/31/2021

Matching
Check Document Check Fund Fund Short
Number Date Vendor Name Transaction Description Amount Code Title
26541 3/24/2021 CANYON LAKE PEST  Quarterly Pest Control P.O. 90.00 10 GENERAL
CONTROL, Steven E. #10-016, 2/25/2021
Young
Total 3/24/2021 130.00
26541
26542 3/24/2021 CMS Transport, Inc. Refund for Overcharged 4.00 10 GENERAL
Business License, 3/15/2021
Total 3/24/2021 4.00
26542
26543 3/24/2021 CR&R Trash Services for Rental 164.80 60 ENTERPR...
Bldg. March 2021 FUND
Total 372472021 164.80
26543
26544 3/24/2021 CTAI Pacific Landscape for Fire Station 250.00 10 GENERAL
Greenscape 60 March 2021
26544 3/24/2021 CTAI Pacific Landscape Maintenance for 4,500.00 20 GAS TAX
Greenscape Median & Parkways March
2021
26544 3/24/2021 CTAI Pacific Repair Landscape & 1,15528 20 GAS TAX
Greenscape [rrigation on Railroad Cyn
(ACCID1) 3/17
26544 3/24/2021 CTATI Pacific Repair Landscape & 3,583.75 20 GAS TAX
Greenscape Irrigation on Railroad Cyn
(ACCID2) 3/17
Total 3242021 9,489.03
26544
26545 3/24/2021 DATA TICKET Citation Processing (1035), 100.00 10 GENERAL
Code Enforcement February
2021
26545 3/24/2021 DATA TICKET Monthly EMS Response Fee 100.00 10 GENERAL
(1241), February 2021
26545 3/24/2021 DATA TICKET Parking Citations (0506), 300.00 10 GENERAL
February 2021
Total 3/24/2021 500.00
26545

Date: 3/204/08/2021Qttyi Council Agenda
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City of Canyon Lake

Check/Voucher Register - Council Report - Expenditures

From 3/1/2021 Through 3/31/2021

Matching

Check Document Check Fund Fund Short

Number Date Vendor Name Transaction Description Amount Code Title

26546 3/24/2021 Delgado Janitornial Janitorial Services for the 1,124.50 10 GENERAL
Services Month of March 2021

Total 3/24/2021 1,124.50

26546

26547 3/24/2021 DIRECTV Satellite for Fire Station, 122.79 10 GENERAL

3/12/21 to 4/11/21

Total 3/24/2021 122.79

26547

26548 3/24/2021 STATE OF CA DEPT. Sheriff's Blood Analysis, 35.00 10 GENERAL
OF JUSTICE February 2021

Total 3/24/2021 35.00

26548

26549 3/24/2021 Embroidery & More Black Jacket w/Left Chest 52.13 10 GENERAL

Logo for Johnson, 3/10/2021

Total 3/24/2021 52.13

26549

26550 3/24/2021 Frontier Internet for City Hall & 202.14 10 GENERAL
Communications Admin, 3/10/21 to 4/9/21

26550 3/24/2021 Frontier Phones for Fire Station, 396.55 10 GENERAL
Communications 3/13721 to 4/12/21

Total 3/24/2021 598.69

26550

26551 3/24/2021 NANCY Retiree Health Insurance for 168.56 10 GENERAL
GREENHALGH April 2021

Total 32472021 168.56

26551

26552 3/24/2021 Interwest Consulting Building & Safety Services 31,233.55 10 GENERAL
Group for January 2021

Total 3/24/2021 31,233.55

26552

Date: 3/204/03/2021-Qty Council Agenda
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City of Canyon Lake

Check/Voucher Register - Council Report - Expenditures

From 3/1/2021 Through 3/31/2021

Matching
Check Document Check Fund Fund Short
Number Date Vendor Name Transaction Description Amount Code Title
26553 3/24/2021 Johnson Controls Security System for Admin 215.86 10 GENERAL
Security Solutions Office Ste. 5,4/1/21 to
6/30/21
26553 3/24/2021 Johnson Controls Security System for City Hall 143.75 10 GENERAL
Security Solutions April - June 2021
Total 3/24/2021 359.61
26553
26554 3/24/2021 Kansas City Life Group Life Insurance for 151.74 10 GENERAL
Benefits Employee's 4/15/21 to
5/14/21
Total 32412021 151.74
26554
26555 372472021 Kings IlI of America, Elevator Phone Line 436.80 10 GENERAL
LLC 3/8/2021 to 3/31/2021 &
Setup
26555 3/24/2021 Kings III of America, Elevator Phone Line 4/1/21 138.00 10 GENERAL
LLC to 6/30/21
Total 3/24/2021 574.80
26555
26556 3/24/2021 MR. WINDOW Window Cleaning Inside & 170.00 10 GENERAL
CLEANING Out - City Hall & Admin
(3/821)
Total 32412021 170.00
26556
26557 3/24/2021 Fadi Nasr Refund for Resid. Rental 71.00 10 GENERAL
Insp. 30436 White Cove Ct.
3/5/20
Total 3/24/2021 71.00
26557
26558 3/24/2021 PZL, Inc. Planning Services for 3,400.00 10 GENERAL
February 2021
Total 3/24/2021 3,400.00
26558

Date: 3/204/0 02084 £ityr Council Agenda
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City of Canyon Lake

Check/Voucher Register - Council Report - Expenditures

From 3/1/2021 Through 3/31/2021

Matching
Check Document Check Fund Fund Short
Number Date Vendor Name Transaction Description Amount Code Title
26559 3/24/2021 Red Helmet Training Course for Fire Inspection 360.00 10 GENERAL
Training - Johnson 3/23/21
26559 3/24/2021 Red Helmet Training IFSTA Fire Inspection & 80.04 10 GENERAL
Code Enf. Book for Training,
3/23
Total 3/24/2021 440.04
26559
26560 3/24/2021 COUNTY OF SLF Costs for February 2021 I,118.17 20 GAS TAX
RIVERSIDE-TLMA
Total 3/24/2021 1,118.17
26560
26561 3/24/2021 Special District Risk Dental & Vision Insurance 591.32 10 GENERAL
Management Authority April 2021
Total 3/24/2021 591.32
26561
26562 3/24/2021 STATE COMP. INS. Workers Comp Insurance for 1,373.25 10 GENERAL
FUND April 2021
Total 3/24/2021 1,373.25
26562
26563 3/24/2021 Syntech Group IT Services for March 2021 1,875.00 10 GENERAL
Total 3/24/2021 1,875.00
26563
26564 3/24/2021 Time Warner Cable Internet for Fire Station, 104.98 10 GENERAL
3/10/21 to 4/9/21
Total 3/24/2021 104.98
26564
26565 3/24/2021 Toshiba Financial Monthly Copier Lcase for 799.32 10 GENERAL
Services Admin & City Hall, 4/10/21
Total 3/24/2021 799.32
26565

Date: 3/294/0%/2023<Cttyl Council Agenda

Page’23’



City of Canyon Lake

Check/Voucher Register - Council Report - Expenditures

From 3/1/2021 Through 3/31/2021

Matching

Check Document Check Fund Fund Short

Number Date Vendor Name Transaction Description Amount Code Title

26566 3/24/2021 TRI LAKE Engineering Srvcs for 2,380.00 20 GAS TAX
CONSULTANTS, INC. February 2021 (SB-1 Gas

Tax)

Total 3/24/2021 2,380.00

26566

26567 3/24/2021 U. S. Bank See Credit Card Review 7,291.46 10 GENERAL

Total 3/24/2021 7,291.46

26567

26568 3/24/2021 Verizon Wireless Cell Phones, 2/4/21 to 3/3/21 204.80 10 GENERAL

26568 3/24/2021 Verizon Wireless Ipads & SIM Card Device, 34.47 10 GENERAL

2/4/21 to 3/3/21

Total 3/24/2021 239.27

26568

EFT293 SOUTHERN Electricity for City Hall 140.78 10 GENERAL
CALIFORNIA EDISON  Admin 1/22/21 to 2/22/21

Total 140.78

EFT293

EFT294 SOUTHERN Electricity for City Hall 648.06 10 GENERAL
CALIFORNIA EDISON  1/15/21 to 2/16/21

Total 648.06

EFT294

EFT295 SOUTHERN Electricity for Traffic Signals 221.33 20 GAS TAX
CALIFORNIA EDISON  1/15/21 to 2/16/21

Total 221.33

EFT295

EFT296 SOUTHERN Electricity for Traffic Signals 9.09 20 GAS TAX
CALIFORNIA EDISON  1/22/21 to 2/22/21

Total 9.09

EFT296

EFT297 SOUTHERN Electricity for Pump Station 150.58 20 GAS TAX

CALIFORNIA EDISON

Date: 3/284/07202:CityiCouncil Agenda
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City of Canyon Lake

Check/Voucher Register - Council Report - Expenditures

From 3/1/2021 Through 3/31/2021

Matching
Check Document Check Fund Fund Short
Number Date Vendor Name Transaction Description Amount Code Title
Total 150.58
EFT297
EFT298 SOUTHERN Electricity for Fire Station 361.80 10 GENERAL
CALIFORNIA EDISON  1/15/21 to 2/16/21
Total 361.80
EFT298
EFT299 SOUTHERN Electricity for Rental Bldg. 537.65 60 ENTERPR...
CALIFORNIA EDISON  Ste. 2 & 3 1/15/21 to 2/16/21 FUND
Total 537.65
EFT299
EFT300 SOUTHERN Electricity 31526 Railroad 38.61 10 GENERAL
CALIFORNIA EDISON  Cyn Rd Ste. 3 1/22/21 to
2/22/21
Total 38.61
EFT300
EFT301 SOUTHERN Electricity for 31520 51.84 60 ENTERPR...
CALIFORNIA EDISON  Railroad Cyn Rd 1/27/21 to FUND
2/22/21
Total 51.84
EFT301
EFT302 SOUTHERN Electricity for Traffic Signals 362.79 20 GAS TAX
CALIFORNIA EDISON  1/29/21 to 3/2/21
Total 362.79
EFT302
EFT303 Sparkletts Drinking Water for City Hall 132.10 10 GENERAL
& Admin February 2021
Total 132.10
EFT303
EFT304 ELSINORE VALLEY Water for Irrigation 66585 20 GAS TAX
MUNI WATER DIS 1/26/2021 to 2/26/2021
Total 665.85
EFT304

Date: 3/ 194207/202H€ityiCouncil Agenda
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City of Canyon Lake
Check/Voucher Register - Council Report - Expenditures
From 3/1/2021 Through 3/31/2021

Matching

Check Document Check Fund Fund Short

Number Date Vendor Name Transaction Description Amount Code Title

EFT305 ELSINORE VALLEY Water for Fire Station 266.59 10 GENERAL
MUNI WATER DIS 1/26/2021 to 2/26/2021

Total 266.59

EFT305

EFT306 ELSINORE VALLEY Water for Rental Bldg. 80.15 60 ENTERPR...
MUNI WATER DIS (31542 Railroad Cyn Rd) FUND

1/23-2/23/21

Total 80.15

EFT306

EFT307 ELSINORE VALLEY Water for City Hall 94.84 10 GENERAL
MUNI WATER DIS 1/23/2021 to 2/23/2021

Total 94 .84

EFT307

EFT308 ELSINORE VALLEY Water for 31520 Railroad 67.02 60 ENTERPR...
MUNI WATER DIS Cyn Rd 1/27/21 t0 2/23/21 FUND

Total 67.02

EFT308

EFT309 SOUTHERN Electricity for Traffic Signals 5775 20 GAS TAX
CALIFORNIA EDISON  1/23/21 to 2/23/21

Total 57.75

EFT309

Report Total 818,894.59

Date: 3/,204/09/2023Ctyt Council Agenda
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City of Canyon Lake

Invoices Selected for Payment - COUNCIL CHECK REPORT

Vendor ID Invoice Description Cash Required
ABILA Monthly Accounting Software Subscription, 3/8/21 122.75
Affordable Auto Repair Oil Change, Transmission Flush, New Wiper 2,581.15
Blades&Tires,2/23
Albert A. Webb Professional Services for State SB2 Planning, 3,563.75
Associates 2/20/2021
AMERICAN FORENSIC Sheriff's Blood Draw, 1/15/2021 110.00
American Legal Municipal Code Update, 2/28/21 142.88
AMP Utilities, HOA Fees, Ins.&Maint. Admin Bldg. 4,086.81
1/27/20-1/31/21
Utilities, HOA Fees, Ins. & Maint. Admin Ste4 309.28
7/1/20-1/31/21
Rent for Admin Bldg. for the month of April 2021 2,834.00
Rent for 31526 Railroad Cyn. Rd. Ste#4 April 2021 412.00
Appliance Q Diswasher Maintenance and Repair at Fire Station, 362.49
2/17/2021
Bill Blankenship Economic Development Consulting February 2021 2,500.00
BIO-TOX Sheriff's Blood Draws, 1/14/21 & 1/21/21 92.00
California State Fire 5Ib. Extinguisher Service Call - 31520 Railroad Cyn 97.83
Protection Rd, 2/25
5Ib. Extinguisher Service Call - City Hall, 2/25 52.83
5lb. Extinguisher Service Call - Library, 2/25 49.00
5Slb. Extinguisher Service Call - Admin Office, 2/25 47.00
Castaneda & Associates  Housing Element Program October 2020 - February 15,797.50
2021
Chau Refund on Residential Rental Business Licenses, 126.00
3/4/21
CL CHAMBER Annual Membership February 1, 2021 - January 31, 400.00
2022
CL PEST City Hall Admin General Pest, 2/18/21 55.00
Corelogic Database for Code Enforcement, February 2021 128.75
Database for Code Enforcement Repotts, February 26.50
2021
CR&R Refuse FY 20-21 PY Sec SP1 16,960.38
CTAI Landscape Maintnenance for Fire Station 60 250.00
February 2021
Landscape Maintenance for Median & Highways 4,500.00
February 2021
DATA TICKET Parking Citations, January 2021 100.00
Citation Processing, Code Enforcement January 2021 212.00
Monthly EMS Response Fee, January 2021 100.00
Delgado Janitorial Services for the month of February 2021 1,124.50
DIRECTV Satellite for Fire Station, 2/12/21 to 3/11/21 116.54
Ehrenkranz Auto Allowance for the month of March 2021 - 100.00

Date: 3/11/21

Ehrenkranz

11:08287A21 City Council Agenda
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City of Canyon Lake

Invoices Selected for Payment - COUNCIL CHECK REPORT

Vendor ID Invoice Description Cash Required

Evans Refund for Residential Rental Inspection Fee, 71.00
2/24/21

Firefighters Bookstore Fire/Emergency Services Orientation and 72.14
Terminology Book 3/4

FRIDAY FLYER Ordinance No. 205-Competitive Bidding, 3/12/21 25.20

Frontier Phones for Fire Station, 2/13/21 to 3/12/21 395.40

iWorQ Code Database Annual Fee April 2021 - March 2022 9,000.00

JARCO Roof Maintenance at Rental Bldg. 2/18/2021 3,600.00

Jeremy Smith Auto Allowance for the month of March 2021 - Smith 100.00

Joe's Exchange Tank for Fire Station, 3/7/21 30.28

Kasey Castillo Auto Allowance for the month of March 2021 - 100.00
Castillo

KCL Group Benefits Life Insurance for Employee's 3/15/21 to 4/14/21 115.74

Larry Greene Auto Allowance for the month of March 2021 100.00
-Greene

LaTendresse Monthly Contracted Services for Interim Fire Chief, 7,272.72
March 21

Nate Volk Video Broadcast Mtg. for 3/3/21 425.00
Video Broadcast Mtg. for 2/3/20 & 2/17/20 700.00

Onsolve CodeRED Extension for 3/24/21 to 3/23/22 7,500.00

RAMS Accounting services for the month of January 2021 3,297.50

RCA MSHCP Fees collected for February 2021 2,234.00

Riv Co Fire Fire Protection Services for 2nd Qtr. (Oct.-Dec.) FY 502,285.74
20-21

Riv Co Sheriff Dept Sheriff's Contract Law 12/17/20 to 1/13/21 130,826.40

Lake Elsinore

STAPLES General Office Supplies, 2/25/2021 666.43

Sturgeon Refund for Overpayment on Business License 2.00
Renewal, 2/25/21

Syntech IT Services for February 2021 2,000.00

The Gas Co Gas Charges for 31520 Railroad Cyn. Rd. 1/29/21 to 105.37
3/2/21
Gas Charges 1/29/21 to 3/2/21 230.50

Time Warner Digital Converter for City Hall 2/22/21 to 3/21/21 5.52

TIW Striping Review on Railroad Cyn. Rd., 2/18/21 1,200.00

Toshiba Monthly Copier Lease for Admin & City Hall, 3/10/21 799.32

Toshiba Business Color & Black/White Monthly Copy Costs 1/26/21 to 379.56

Solutions, USA 2/25/21

TRI LAKE Engineering Srvcs for January 2021(Measure A, 280.00
SB-1 & Misc.)
Engineering Srvcs for January 2021(Measure A, 1,540.00
SB-1 & Misc.)

Tricom Networks Inc. Refund for Overpayment on Business License 2.00

Date: 3/11/21

Renewal, 2/25/21

11:08420748P1 City Council Agenda
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City of Canyon Lake
Invoices Selected for Payment - COUNCIL CHECK REPORT

Vendor ID Invoice Description Cash Required
Welty Auto Allowance for the month of March 2021 - Welty 100.00
Report Total 732,822.76
Date: 3/11/21 Page: 3
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City of Canyon Lake

Invoices Selected for Payment - COUNCIL CHECK REPORT

Vendor ID Invoice Description Cash Required
ABILA Additional Accounting Software Subscription, 50.00
3/15/2021
Aflac Supplemental Insurance for March 2021 346.24
American Legal 2021 S-12 Supplement Pages for City Clerk, 1,689.75
2/22/2021
CBABR, Inc. Refund for Resid. Rental Insp. 30774 Early Round 71.00
Dr. 7/1/20
CL MERCHANTS 2021 Assessments for Lots 40, 41, 42, 51 & 52 6,186.00
2021 Assessments for Lots 40, 41, 42, 51 & 52 9,279.00
CL PEST Quarterly Pest Controf P.O. #10-016, 2/25/2021 90.00
Monthly Pest Control for Fire Station, February 2021 40.00
CMS Transport, Inc. Refund for Overcharged Business License, 3/15/2021 4.00
CR&R Trash Services for Rental Bldg. March 2021 164.80
CTAIL Landscape Maintenance for Median & Parkways 4,500.00
March 2021
Landscape for Fire Station 60 March 2021 250.00
Repair Landscape & Irrigation on Railroad Cyn 1,155.28
(ACCID1) 3/17
Repair Landscape & Irrigation on Railroad Cyn 3,583.75
(ACCID2) 3/17
DATA TICKET Parking Citations (0506), February 2021 300.00
Citation Processing (1035), Code Enforcement 100.00
February 2021
Monthly EMS Response Fee (1241), February 2021 100.00
Delgado Janitorial Services for the Month of March 2021 1,124.50
DIRECTV Satellite for Fire Station, 3/12/21 to 4/11/21 122.79
DOJ Sheriff's Blood Analysis, February 2021 35.00
Embroidery Black Jacket w/Left Chest Logo for Johnson, 52.13
3/10/2021
Frontier Internet for City Hall & Admin, 3/10/21 to 4/9/21 202.14
Phones for Fire Station, 3/13/21 to 4/12/21 396.55
GREENHALGH Retiree Health Insurance for April 2021 168.56
ICG Building & Safety Services for January 2021 31,233.55
Johnson Controls Security System for Admin Office Ste. 5, 4/1/21 to 215.86
6/30/21
Security System for City Hall April - June 2021 143.75
KCL Group Benefits Life Insurance for Employee's 4/15/21 to 5/14/21 151.74
Kings III of America, Elevator Phone Line 3/8/2021 to 3/31/2021 & Setup 436.80
LLC
Elevator Phone Line 4/1/21 to 6/30/21 138.00
MR. WINDOW Window Cleaning Inside & QOut - City Hail & Admin 170.00
(3/8/21)
Nasr Refund for Resid. Rental Insp. 30436 White Cove 71.00

Date: 3/24/21

Ct. 3/5/20

05:3243@Plb1 city Council Agenda
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City of Canyon Lake

Invoices Selected for Payment - COUNCIL CHECK REPORT

Vendor ID Invoice Description Cash Required
PZL, Inc. Planning Services for February 2021 3,400.00
Red Helmet Training Course for Fire Inspection Training - Johnson 360.00
3/23/21
IFSTA Fire Inspection & Code Enf. Book for 80.04
Training, 3/23
Riv Co TLMA SLF Costs for February 2021 1,118.17
SDRMA Dental & Vision Insurance April 2021 591.32
STATE FUND Workers Comp Insurance for April 2021 1,373.25
Syntech IT Services for March 2021 1,875.00
Time Warner Internet for Fire Station, 3/10/21 to 4/9/21 104.98
Toshiba Monthly Copier Lease for Admin & City Hall, 4/10/21 799.32
TRI LAKE Engineering Srvcs for February 2021 (SB-1 Gas Tax) 2,380.00
US Bank See Credit Card Review 7,291.46
VerizonW Ipads & SIM Card Device, 2/4/21 to 3/3/21 34.47
Cell Phones, 2/4/21 to 3/3/21 204.80
Report Total 82,185.00

Date: 3/24/21

05:3%4/87”M21 city Council Agenda
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Credit Card Review
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U S BANK Statement doted 3/8/21

ITEM # CREDITOR DESCRIPTION _ __ AMOUNT © ACCOUNT
1 Graphics and Printing Network . :Premium Business Cards, Letterhead & I e $ 1,705.14  10-310-6210
2 Microsoft .. _‘Microsoft 365 Monthly Fee - Business Premium for iCloud . S 380,00 - 10-310-6210
3 Amazon Prime e Monthly Prime Membership Fee - . e $ 1400 103106210
4 :Amazon 3 Year Electronice Protection Plan w/Tech Support i $ 33.99 - 10-310-6210
5 ;CDW Government Microsoft Surface Pro 7 Laptop -Sauseda I - $__1,266.78 . 10-320-6210
6 ' Micrasoft o Emergency Preparedness Monthly Emails e s 44.00 - 10-310-6210
7 Amazon Wireless Bluetooth Speaker for Softpt and Mobile Phones $ 292.34 | 10-310-6210
B iMicrosoft Microsoft 365 Monthly Fee - Business Standard Emails e $ 231.45 . 10-310-6210
g lcAacko \Johnson - 2021 Annual Membership Dues L _ S 95.00  10-520-6520
10 iArlo Technol ' Monthly Subscription for Virtual Meetings $ 9.99 ; 10-550-6610
11 iApple.com | Ehrenkranz - iPhone Upgrade Cost for Additional Storage s 0.99 10-100-6220
12 ! Arlo Technol {Monthly Subscription for Virtual Meetings _ S 14.99 | 10-550-6610
13 !Galls/Quarter Master {Bullet Proof Vest for Johnson $ 1,166.95 i 10-520-6220
14 !The UPS Store | Returned Broken Radar Sign e . $ 16873 103106210
15 CACEQ ‘Webinar for Johnson o B $ 25.00  10-520-6710
16 | Graphics and Printing Network - Business Cards $ 137.06 _ 10-310-6210
17 iBuffalo Wild Wings __..Working Lunch Mann, Borja & Sauseda . % 4583  10-310-6510
18 iAmazon I - Face Masks for City . _ S 43.08  10-310-6210
19 ;Adobe ____Monthly Subscription - Mann I S 14.99 . 10-310-6210
20 Zoom.US e Monthly Subscription for Virtual Meetings _ $ 15.58 ©  10-310-6210

21 Canyon Lake Country Club Restaurant i Working Lunch reg. C i - Mann & Powers o 3 42,02 10-310-6510
22 " Buffalo Wild Wings - Working Lunch - Mann, Borja, Sauseda & Lozano e s 70.50 ;| 10-310-6510
23 Embroidery and More . : Digital Print for City Mask - Mann . $ 19.40 ; 10-310-6210
24 Covid Clinic . Covid-19 Test for Employee . e $ 150.00 ©  10-310-6210
25 _ Tactical Gear . __ ;Cargo Pants for Code Enforcement - Ecclefield e ..§ 25534  10-520-6220 |
26 Costco | Microsoft Surface Pro 7 Laptop - Sauseda S 1,243.11 ' 10-320-6210
27 .Chipotle __.Working Lunch - Borja, Sauseda, Enriquez & Ward . . s 60.00 ° 10-320-6510
28  PNG Tree Manchester Annual Subscription for Images - Sauseda e .5 199.00 : 10-320-6220
29 Costco - Refund Microsoft Surface Pro 7 Laptop - Sauseda e s (1,24341);’ 10-320-6210
30 .BestBuy i Microsoft Surface Pro Laptop Cover e $ 96.96 . 10-320-6210
31 Ca (ities Registration Harassment Prevention Training for Welty _ - __§____ _50.00 _10-100-6510 |
32 :Ca Cities Registration Harassment Prevention Training for Ehrenkranz _ . $ 50.00 10-100-6510
33 Target.com e Snacks, Water & Cups for Office $ 37.24 . 10-310-6210
34 .Target.com Di from Target for Snacks, Water & Cups for Office .S {0.20}. 10-310-6210
35___'Tommy's Express :Car Wash for City Vehicles . - i $ 102.95 ; 10-520-6415
36__ Covid Clinic Covid-19 Test for Employee e . $ 150.00 : 10-310-6210
37 IRed Robin -Warking Lunch - Mann, Borja, Sauseda, Lozano & Ferrari . $ 63.00 . 10-310-6510
38 _!Amazon i Three Stapler's for Office $ 32.28 ~ 10-310-6210
39  |Café Rio Online ! Council Meeting Dinner 3/3/2021 $ 114.05 :  10-100-6225
40  Nothing Bundt Cakes :Birthday Bundt Cake for Council Member -3 7.00 _ 10-100-6225
41 _|[stater Brothers - Diet Coke for Office —— o $ 86.03 | 10-310-6210

N :late Fee S - 10-310-6965

o $ 7,291.46

| Account Breakdown

: City Council Dept. Expense 10-100-6220

City Council Meeting Expense 10-100-6225

Council Meeting/Travel Expense _ '10-100-6510

Council Special Dept. Expense _ 10-100-6520

Promotion and Advertising _ 10-100-6830

City N Office Expense .:10-310-6210
'Conference/Meeting/Travel Expense 10-310-6510
City M Software 110-310-6530 _ N o
"City M. Dept. Expense 110-310-6220 el .

: City M Membership 10-310-6520 . _ _ = _
: Professional/Specialized Services . '10-310-6610 _ i
___ 110-320-6210 o S 1,363.74 ]
!City Clerk Departmental Expense 110-320-6220 I
«City Clerk Conference/Meeting/Travel Expense {10-320-6510 e o 8 60.00
City Clerk Dues o 110-320-6520

Professional/Specialized Services 10-320-6610 o

City Clerk Training and Education 110-320-6710 . e _

City Clerk Military Banner Program 110-320-6511 e ]
;Finance Office Expense and Supplies 110-330-6210 o R
' Building & Safety Departmental Expense 110-360-6220 e $ 199.00

" 'Law Enforcement ialized Services 110-410-6610 e 4
iFire & Medical Department Expense 110-420-6220 I o N
‘Emergency Preparedness Office Supplies '10-425-6210 ~ -

Emergency Preparedness Departmental Expense _  10-425-6220 R .

Code Enforcement Supplies e 10-520-6210 . L

Special Enforcement Misc. Expense 10-520-6220 .

Code Enforcement Vehicle Equipment 110-520-6410 .

Vehicle Maintenance _ 10-520-6415 . _$ 10295 R

Code Enforcement Membership Dues 10-520-6520 3 7757*;5.0-07 _ —

| Code Enforcement Training — 10506710 s 2800

Building & Facilities Maintenance 105506610 o 408 7

Building & Facilities Maint. Capital Outlay 10-550-8000 o N

:Building & Facilities Maint, Furniture & Equi

Gas Tax Land: Maintenance

__Rental Office Expense

10-550-8007

Copies for City Council

as directed by
the Finance Committee
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CITY OF CANYON LAKE
PLAN SPONSOR: 0035273

Acknowledgment

Your payment was successfully submitted. Provided it is in good order, it will process within contractual timeframes.

You can print this acknowledgment for your records.

Plan Name: CITY OF CANYON LAKE 457 OBRA-PST
Plan Number: 0035273002
Payroll Center: CITY OF CANYON LAKE OBRA

Payroll Center Number: 002

Payroli Received for Salary Reduction
Submission date: 03/03/2021

Submission time: 12:05 PM

Pay period end date: 02/28/2021

Payment method: Debit ACH

Bank routing number: 122234149

Bank account number: 245125402
Contributions payment amount: $205.67
Contributions count: 2

Draft date: 03/04/2021

M

Nationwide Retirement Solutions and Nationwide Life Insurarce Company (collectively "Nationwide") have endorsement refationships with the

, the

Nationwide may receive payments from mutual funds or their affiliates in connection with certain investment options.

Retirement Specialists provide information for educational purposes only. This information is not meant to be used as investment advice. Retirement

Specialists are Registered Representatives of Nationwide Investment Services Corporation. member
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CITY OF CANYON LAKE
PLAN SPONSOR: 0035273

Acknowledgment
Your payment was successfully submitted. Provided it is in good order, it will process within contractual timeframes.

You can print this acknowledgment for your records.
Plan Name: CITY OF CANYON LAKE 457
Plan Number: 0035273001
Payroll Center: CITY OF CANYON LAKE

Payroll Center Number: 001

Payroll Received for Salary Reduction

Submission date: 03/03/2021

Submission time: 12:07 PM

Pay period end date: 02/28/2021

Payment method: Debit ACH

Bank routing number: 122234149 / M
Bank account number: 245125402
Contributions payment amount: $232.00

Contributions count: 2

Draft date: 03/04/2021

Nationwide Retirement Solutions and Nationwide Life insurance Company (collectively "Nationwide") have endorsement relationships with the
. the , and the

Nationwide may receive payments from mutuat funds or their affiliates in connection with certain investment options.

Retirement Specialists provide information for educational purposes only. This information is not meant to be used as investment advice. Retirement
Specialists are Registered Representatives of Nationwide Investment Services Corporation. member
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Investment Reports
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ITEM 3

MINUTES
REGULAR MEETING OF THE
CANYON LAKE CITY COUNCIL
Wednesday, March 3, 2021

SPECIAL NOTICE - COVID-19 RELATED PROCEDURES IN EFFECT

Pursuant to Paragraph 3 of Executive Order N-29-20, executed by the Governor of California on March 17, 2020,
as a response to mitigating the spread of Coronavirus (COVID-19), this regular meeting of the City Council of the
City of Canyon Lake will allow Councilmembers to attend the City Council meeting telephonically from remote
locations without requiring notice of or public access to those locations. The City Council Chamber will be closed
to the public. Members of the public may observe the City Council meeting by selecting the Live Stream icon on
the main page: www.canyonlakeca.gov, the City's Facebook page, Time Warner/Spectrum Channel 29, or on
FIOS/Frontier Channel 39.

In a further effort to allow for social distancing, members of the public may comment electronically by sending an
email with their comment to PublicComment@canyonlakeca.gov. The City Clerk will read these public comment
submissions into the record during the “Public Comments” portion of the agenda.

If any member of the public has a disability and desires to request a modification or accommodation of the above
procedures, please contact the City Clerk at least 24 hours prior to the meeting at 951-244-8547 or by email at
asauseda@canyonlakeca.gov.

Closed Session —5:00 p.m.
City Hall Administration Building
31526 Railroad Canyon Road, Suite 5
Canyon Lake, CA 92587

CALL TO ORDER
Mayor Castillo called the meeting to order at 5:04 p.m.

CITY COUNCIL ROLL CALL

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

PUBLIC COMMENTS

There were no public comments.

CLOSED SESSION

A. CONFERENCE WITH LEGAL COUNSEL — INITIATION OF LITIGATION —
Pursuant to paragraph (4) of subdivision (d) of Section 54956.9 — 2 cases

B. CONFERENCE WITH REAL PROPERTY NEGOTIATORS - Pursuant to
Section 54956.8
Property: APN 349-290-008
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Agency Negotiator: City Manager
Negotiating Parties: Jim Kipp
Under Negotiation: Price and Terms of Payment

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

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

The City Council entered Closed Session at 5:04 p.m.
Open Session —6:30 p.m.
City Hall Council Chamber
31516 Railroad Canyon Road
Canyon Lake, CA 92587

CALL OPEN SESSION TO ORDER

Mayor Castillo called the meeting to order at 6:35 p.m.

INVOCATION

Invocation was led by Mayor Pro Tem Smith.

FLAG SALUTE

Flag Salute was led by Hadlee Card.

ROLL CALL

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

Absent:

CLOSED SESSION REPORT

Attorney Steven Graham stated that there were no items to report out of closed session.

APPROVAL OF THE CITY COUNCIL AGENDA

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

Motion carried 5-0, with Councilmember Ehrenkranz, Councilmember Greene,
Mayor Pro Tem Smith, Councilmember Welty, and Mayor Castillo voting aye.

2
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CEREMONIAL MATTERS Presentations, Awards, Proclamations

Captain Andrew Elia introduced himself as the new Captain for the Riverside County
Sheriff's Department Lake Elsinore Station.

e Citizen of the Month
Mayor Castillo presented Hadlee Card with a certificate of recognition.

e Proclamation — Rick Bishop
The City Council presented Rick Bishop with a Proclamation and wished him well in his
retirement.

e Presentation by City Clerk Ana Sauseda
City Clerk Sauseda presented Councilman Greene with a small cake in honor of his
birthday on March 315t

COMMUNITY REPORTS

e Elsinore Valley Municipal Water District Update
Director Darcy Burke joined the meeting via teleconference and gave an update on behalf
of Elsinore Valley Municipal Water District.

e Canyon Lake Property Owners Association Update from President Chris Poland
Canyon Lake Property Owners Association Board Treasurer Jeanne O’Dell joined the
meeting via teleconference and gave an update on behalf of the Property Owners
Association.

e Chamber of Commerce Update by President Jeanne O’Dell
President O’Dell joined the meeting via teleconference and gave an update on behalf of
the Canyon Lake Chamber of Commerce.

PUBLIC SAFETY UPDATE

s Sheriff
Lieutenant James Rayls gave an update on the statistics and answered questions from
the Council.

s Fire
Jeff Roberts, Battalion Chief, gave an update on the statistics and answered questions
from the Council.

+ Code Enforcement
Ruby Manzano, Special Code Enforcement Office, gave an update on the statistics and
answered questions from the Council. She also introduced Marlon Johnson as the City’s
newest Code Enforcement Officer.

3
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PUBLIC COMMENT

There were no comments.

CONSENT CALENDAR

Q) Waive Full Reading, Read all Ordinances by Title Only

(2) Resolution - Adoption of Resolution No. 2021-04, Approving Claims and
Demands of the City

(3) Minutes — Approval of City Council Minutes
e  February 3, 2021 — Regular City Council Meeting
e February 17, 2021 — Special City Council Meeting

(4) Second Reading of Ordinance No. 205 — An Ordinance of the City
Council of the City of Canyon Lake, California, Amending Section
3.08.270 of the Canyon Lake Municipal Code Regarding Competitive
Bidding

(5) Resolution - Adoption of Resolution No. 2021-09, A Resolution of the City
Council of the City of Canyon Lake, California, Renumbering Resolution
No. 2021-04, Adopted at the February 17, 2021 Special City Council
Meeting

(6) Resolution — Adoption of Resolution No. 2021-10, A Resolution of the City
Council of the City of Canyon Lake, California, Authorizing the City
Manager to Make Amendments to the City of Canyon Lake Covid-19
Prevention Policy

Motion and second by Councilmember Greene/ Mayor Pro Tem Smith to approve
the Consent Calendar.

Motion carried 5-0, with Councilmember Ehrenkranz, Councilmember Greene,
Mayor Pro Tem Smith, Councilmember Welty, and Mayor Castillo voting aye.

PULLED CONSENT CALENDAR ITEMS

No items were pulled.

BUSINESS ITEMS

Mayor Pro Tem Smith requested to move up Business Item 9.
9) Discussion — A Presentation on SB 1383 — Mandatory Organic Waste Reduction

Presentation by City Attorney Graham.
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Alex Braicovich, Senior Regional Vice President for CR&R was present to answer
guestions from the Council.

City Attorney Graham will bring an Ordinance back for Council approval at a future
meeting.

(7) Report — General Plan Housing Element Annual Progress Report
Presentation by City Planner Jim Morrissey.
There were no public comments.

Motion and second by Councilmembers Greene/Ehrenkranz to approve the
report and direct staff to file.

Motion carried 5-0, with Councilmember Ehrenkranz, Councilmember Greene,
Mayor Pro Tem Smith, Councilmember Welty, and Mayor Castillo voting aye.

(8) Resolution — Adoption of Resolution No. 2021-11, Amending the Conflict of
Interest Code of the City of Canyon Lake and repealing Resolution No. 2020-
03
Presentation by City Clerk Sauseda.

There were no public comments.

Motion and second by Mayor Pro Tem Smith/ Councilmember Ehrenkranz to
Adopt Resolution No. 2021-11

Motion carried 5-0, with Councilmember Ehrenkranz, Councilmember Greene,
Mayor Pro Tem Smith, Councilmember Welty, and Mayor Castillo voting aye.

(10) Fire Department Startup Update — Presentation by Fire Consultant/Interim Fire
Chief Jeff LaTendresse

Fire Consultant/Interim Fire Chief Jeff LaTendresse gave an update on the startup of the
Fire Department.

CITY MANAGER COMMENTS

City Manager Mann gave a few brief comments.
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COMMITTEE AND COUNCIL REPORTS/COMMENTS

e COUNCILMEMBER EHRENKRANZ
Councilmember Ehrenkranz gave an update from WRCOG and Vector.

e COUNCILMEMBER GREENE
Councilmember Greene gave an update from RCA and gave an update on their merger
with RCTC.

¢ MAYOR PRO TEM SMITH
Mayor Pro Tem Smith gave updates from RTA, RCTC, and SCAG.

e COUNCILMEMBER WELTY
Councilmember Welty gave an update from LESJWA.

e MAYOR CASTILLO

Mayor Castillo discussed the Coffee with the Mayor event that she hosted earlier in the
day and announced that going forward, it would be a monthly event on the first
Wednesday of every month. She discussed citizen of the month and encouraged people
to submit nominations. Lastly, she wished everyone a Happy St. Patrick’s Day.

ANNOUNCEMENTS

Mayor Castillo announced that the next City Council meeting would take place on
Wednesday, April 71" at 5:30 p.m. for closed session and 6:30 p.m. for open session.

ADJOURNMENT

The meeting was adjourned at 9:03 p.m.

Respectfully submitted,

Ana V. Sauseda, CMC
City Clerk
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MINUTES
SPECIAL MEETING OF THE
CANYON LAKE CITY COUNCIL
Wednesday, March 24, 2021

SPECIAL NOTICE - COVID-19 RELATED PROCEDURES IN EFFECT

Pursuant to Paragraph 3 of Executive Order N-29-20, executed by the Governor of California on March 17, 2020,
as a response to mitigating the spread of Coronavirus (COVID-19), this regular meeting of the City Council of the
City of Canyon Lake will allow Councilmembers to attend the City Council meeting telephonically from remote
locations without requiring notice of or public access to those locations. The City Council Chamber will be closed
to the public. Members of the public may observe the City Council meeting by selecting the Live Stream icon on
the main page: www.canyonlakeca.gov, the City's Facebook page, Time Warner/Spectrum Channel 29, or on
FIOS/Frontier Channel 39.

In a further effort to allow for social distancing, members of the public may comment electronically by sending an
email with their comment to PublicComment@canyonlakeca.gov. The City Clerk will read these public comment
submissions into the record during the “Public Comments” portion of the agenda.

If any member of the public has a disability and desires to request a modification or accommodation of the above
procedures, please contact the City Clerk at least 24 hours prior to the meeting at 951-244-8547 or by email at
asauseda@canyonlakeca.qov.

Open Session —5:00 p.m.
Administration Office Conference Room
31526 Railroad Canyon Road, Suite 5
Canyon Lake, CA 92587

CALL OPEN SESSION TO ORDER

Mayor Castillo called the meeting to order at 5:02 p.m.

FLAG SALUTE

Flag Salute was led by Interim Fire Chief Jeff LaTendresse.

ROLL CALL

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

APPROVAL OF THE CITY COUNCIL AGENDA

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

Motion carried 5-0, with Councilmember Ehrenkranz, Councilmember Greene,
Mayor Pro Tem Smith, Councilmember Welty, and Mayor Castillo voting aye.

1
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PUBLIC COMMENT

There were no comments.

BUSINESS ITEMS

(1) Fire Engine Leases

e Adoption of Resolution 2021-12, A Resolution of the City Council of the
City of Canyon Lake, California, Authorizing the City Manager to
Execute a Lease/Purchase Agreement with PNC Equipment Finance for
the Purchase of One Type | Structural Fire Engine and Associated
Equipment

e Adoption of Resolution 2021-13, A Resolution of the City Council of the
City of Canyon Lake, California, Authorizing the City Manager to
Execute a Lease/Purchase Agreement with PNC Equipment Finance for
the Purchase of One Type VI Wildland Fire Engine and Associated
Equipment
Presentation by Fire Consultant/Interim Fire Chief Jeff LaTendresse.
There were no public comments.

Motion and second by Mayor Pro Tem Smith/ Councilmember Greene to approve
Resolution No. 2021-12.

Motion carried 5-0, with Councilmember Ehrenkranz, Councilmember Greene,
Mayor Pro Tem Smith, Councilmember Welty, and Mayor Castillo voting aye.

Motion and second by Councilmember Ehrenkranz/ Mayor Pro Tem Smith to
approve Resolution No. 2021-13.

Motion carried 5-0, with Councilmember Ehrenkranz, Councilmember Greene,
Mayor Pro Tem Smith, Councilmember Welty, and Mayor Castillo voting aye.

CLOSED SESSION

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

B. CLOSED SESSION PURSUANT TO GOVT. CODE SECTION 54957 —
Conference with Labor Negotiators.
Agency Representative: City Attorney
Employee: City Manager

2
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Mayor Castillo announced that the City Council would move into closed session at 5:08
p.m.

RECONVENE TO OPEN SESSION AND REPORT OUT

The City Council reconvened to open session at 8:30 p.m.

The City Attorney reported on Closed Session Item A and stated that the City Council had
performed the annual evaluation of the City Manager.

There was nothing else to report out from closed session.

ANNOUNCEMENTS

Mayor Castillo announced that the next regular City Council meeting would be on
Wednesday, April 7, 2021, at 5:00 p.m. for closed session and 6:30 p.m. for open session.

ADJOURNMENT

The meeting was adjourned at 8:30 p.m.

Respectfully submitted,

Ana V. Sauseda, CMC
City Clerk

3
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ATTACHMENT 1
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RESOLUTION NO. 2021-16

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF CANYON LAKE,
CALIFORNIA, OFFERING ITS SUPPORT IN KEEPING OUR BUSINESSES OPEN
AND PROVIDING RESOURCES TO THE BUSINESS COMMUNITY

WHEREAS, the COVID-19 pandemic has negatively affected businesses of all sizes here in the
City of Canyon Lake and worldwide; and

WHEREAS, our goal is to collectively come together throughout Riverside county to stand by
our businesses to get them open and operational; and

WHEREAS, we the local government would like to help alleviate some difficulties in order to
help keep our businesses running and operating; and

WHEREAS, once the doors open, we urge each business to comply responsibly with City
ordinances as well as fire and safety codes in order to protect all employees and patrons; and

WHEREAS, we encourage businesses to follow state and CDC guidelines; and

WHEREAS, the City Council does hereby find that conditions of economic hardship exist for
certain brick and mortar businesses here in Canyon Lake, and that these conditions warrant
action from the City Council; and

WHEREAS, we hope that as the county stands behind its businesses, that our county and state
officials will also find ways that they can directly help and support California business.

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

SECTION 1. The City Manager is authorized to establish a program to waive business license
renewal fees for the upcoming 2021 calendar year for businesses that meet all of the following
criteria:

1. The business has a current business license for the 2021 calendar year;

2. The business has a physical presence within the City of Canyon Lake;

3. The business was classified as “non-essential” under Governor Newsom’s Executive
Order N-33-20; and

4. As a result of the COVID-19 emergency, the business ceased or significantly curtailed
business activity.

\\

\\
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SECTION 2. Without limiting the general authorization described above in Section 1, the
City Manager is specifically authorized to establish an application process for the waivers, set
deadlines for applications, establish approval criteria, and determine whether applicants meet the
established criteria. The total fees waived by the program shall not exceed ten thousand dollars
without further approval of the City Council.

PASSED, APPROVED, AND ADOPTED on this 7th day of April, 2021.

Kasey Castillo, Mayor

ATTEST:

Ana V. Sauseda, CMC
City Clerk
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To that end, the City Council has directed the City Attorney to negotiate a new Employment
Agreement with the City Manager, which is attached to the Resolution accompanying this
Staff Report. In particular, the key terms of the Agreement are as follows:

Term: The agreement is for a term of three years, beginning March 1, 2021
and concluding February 29, 2024.

Salary: The agreement increases the City Manager’s existing salary by
6.06% to $175,000 per year. Based on a survey of City Manager
salaries and agreements, this amount appears to be below any other
City Manager in Riverside County and also reflects the increased
oversight responsibilities of the City Manager over additional
personnel establishing the Fire Department, which will be a 24/7
operation, and also reflects increased workdays (M-F) and hours of
the City Manager.

Performance Bonus: The agreement authorizes a performance bonus equal to 9.9% of
existing Base Salary per year following the City Manager’s annual
performance evaluation, where the City Manager will be evaluated
on matters such as, but not limited to, achieving goals set by the City
Council and the financial position of the City.

Termination: The agreement authorizes the City Council to terminate the City
Manager without cause, except 30 days before or 90 days after the
certification of an election. If terminated without cause the
agreement provides an initial 6 months of severance pay and health
benefits, which terminate if the City Manager is subsequently
employed. An additional month of severance is provided for each
month of service.

Benefits: The agreement provides for vacation benefits that accrue at the same
rate as other employees, a credit of 40 hours (reduced from 80), and
a cap of 440 hours. The vacation time may be sold back to the City
so long as 80 hours remains for use by the City Manager. Sick leave
and administrative time are both available but may not be sold back
to the City. The City Manager will be reimbursed a flat $600/month
for automobile rather than the existing per mile rate and in lieu of a
City take home vehicle. The City Manager may participate in the
City’s 457 plan with a two to one match, which vests after three
years of continuous service to the City.

Attachments

1. Resolution No. 2021-17
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RESOLUTION NO. 2021-17

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF CANYON LAKE,
CALIFORNIA, APPROVING THE EMPLOYMENT AGREEMENT WITH THE
CITY MANAGER

WHEREAS, the City of Canyon Lake and Chris Mann entered into that certain
employment agreement for the position of City Manager effective March 1, 2019; and

WHEREAS, on April 1, 2020, the City Council adopted Resolution No. 2020-12,
approving amendment number one to the City Manager Employment Agreement; and

WHEREAS, the employment agreement requires an annual performance evaluation of the
City Manager which was conducted in closed session on March 24, 2021; and

WHEREAS, the employment agreement authorizes the City Council to alter the
compensation of the City Manager following each performance evaluation; and

WHEREAS, the service of the City Manager has met or exceeded the City Council’s
expectations; and

WHEREAS, the City Council has evaluated changes to the City Manager’s duties caused
by the programs created by the City Council. In particular, the City Council has found that
the City Manager’s duties have increased in scope and complexity since he was originally
appointed and warrants an increase in compensation.

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

Section 1. The Employment Agreement between the City of Canyon Lake and Chris Mann
attached hereto as Exhibit “A” is approved. The Mayor is authorized to execute the
amendment on behalf of the City of Canyon Lake. The amendment shall be considered
effective March 1, 2021, which is the anniversary of the City Manager’s employment with
the City of Canyon Lake.

PASSED, APPROVED, AND ADOPTED on this 7th day of April, 2021.

Kasey Castillo, Mayor

ATTEST:

Ana V. Sauseda, CMC
City Clerk
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CITY MANAGER EMPLOYMENT AGREEMENT
BY AND BETWEEN
THE CITY OF CANYON LAKE AND CHRIS MANN

1. EMPLOYMENT.

This City Manager Employment Agreement (“Agreement”) is entered into by and between
the City of Canyon Lake ("City”), a general law city, and Chris Mann (“City Manager”).
Under this Agreement, the City offers, and City Manager accepts, employment as City
Manager of the City. This Agreement has been approved by the City Council on the date
noted below and shall be considered effective March 1, 2021.

2. DUTIES.

The City Manager shall be the chief executive officer of the City and be responsible to the
City Council for the proper administration of all affairs of the City, except those duties
imposed on another officer of the City by state law or the Canyon Lake Municipal Code.
The City Manager shall administer and enforce policies established by the City Council
and promulgate rules and regulations as necessary to implement City Council policies.
The City Manager shall perform those duties and have those responsibilities that are
commonly assigned to a city manager of a general law city in California, and as may be
further set forth in the Canyon Lake Municipal Code. The City Manager shall perform such
other legally permissible and proper duties and functions consistent with the office of City
Manager, as the City Council shall from time to time assign.

3. DEVOTION TO CITY BUSINESS.

The position of city manager is a full-time position, and as such, the City Manager agrees
to devote the necessary productive time, ability and attention to the City's business during
the term of this Agreement. The City Manager may, without the prior approval of the City
Council, undertake limited outside activities in teaching, holding elected office, writing,
consulting, or other business pursuits, provided that such activities do not in any way
interfere with or adversely affect his employment with the City or the performance of his
duties as provided herein. The parties recognize that the City Manager must devote a
great deal of time to the business of the City outside of the City’s customary office hours.
In consideration of the above, the City Manager's schedule of work each day and week
may vary in accordance with the work required to be performed, so long as the City
Manager is reasonably available to City staff, officers, and members of the City Council.
The City Manager shall spend sufficient hours on site Monday through Friday to perform
the City Manager’s duties; however, City Manager has discretion over the City Manager’s
work schedule.

4. TERM.

The City Manager's employment under this Agreement will commence March 1, 2021,
and shall continue until February 29, 2024, or the date of earlier termination in accordance
with provisions in this Agreement.

CITY OF CANYON LAKE

CITY MANAGER EMPLOYMENT AGREEMENT
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5. CITY COUNCIL COMMITMENTS.

5.1 Subordinates.

Except for the purpose of inquiry, members of the City Council shall deal with all
subordinate City employees, officers, contractors, and consultants solely through the City
Manager or the City Manager’s designee, and no member of the City Council shall give
direction to any subordinate of the City Manager, either publicly or privately.

5.2 Appointment/Removal.

No member of the City Council will order the appointment or removal of any person to
any office or employment under the supervision and control of the City Manager.

53 Interference.
No members of the City Council shall interfere with the execution of the powers and duties
of the City Manager, as specified in the City’s Municipal Code, this Agreement, or any

other lawfully adopted and authorized document.

5.4 Direction and Authority.

The City Manager shall take orders and instructions from the City Council only when it is
sitting as a body in a lawfully held meeting. Nothing above shall be construed as restricting
the ability of the City Council, when sitting as a body in a lawfully held meeting, from
exercising any power or authority granted to it under state law or the City’s Municipal
Code.

6. TERMINATION; GENERAL RELEASE; SEVERANCE.

6.1 Termination Without Cause.

The City Council may terminate this Agreement, and thereby terminate City Manager’s
employment, without cause by the affirmative votes of a majority of the members of the
City Council at a regular meeting of the City Council. If City Manager signs, delivers to
the City Council, and does not revoke, the General Release Agreement (‘Release
Agreement’) in the form attached hereto as Exhibit A, City shall pay City Manager a cash
payment equal to six (6) months of the City Manager’s then Base Salary, and shall provide
six (6) months of health (medical, dental, and vision) benefits continuing under the benefit
plans in which City Manager and his dependents are then enrolled (the cash payment
and continuing benefits, collectively “Severance”). The City also agrees to pay City
Manager a cash payment equal to one (1) month’s Base Salary, as well as continuing
health benefits, for each complete year of service under this Agreement, up to a maximum
of an additional two (2) months. The cash payment provided for by this Subsection shall
be paid over the same number of months as benefits are provided, in equal installments
on the same days as the City’s payroll. As the purpose of Severance and continuing

CITY OF CANYON LAKE
CITY MANAGER EMPLOYMENT AGREEMENT
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health benefits are to protect the City Manager's income and benefits while seeking
subsequent employment, and not to create a windfall to the City Manager, in the event
the City Manager is subsequently employed, the City’s obligation to continue payment of
Severance and provision of health benefits shall cease thirty (30) days following such
employment and the City Manager shall forfeit any unpaid Severance or subsequent
health benefits.

Termination, as used in this section, shall also include request that the City Manager
resign, a reduction in salary or other financial benefits of the City Manager (unless
voluntary, or as part of a general City employee salary reduction, or by mutual agreement
by City Manager and City Council), a material reduction in the powers and authority of the
City Manager, or the elimination of the City Manager position. Any such notice of
termination or act constituting termination shall be given at or effectuated at a meeting of
the City Council.

6.2 Termination With Cause.

The City Council may terminate this Agreement, and thereby terminate City Manager’s
employment, with cause, by the affirmative votes of a majority of the members of the City
Council at a regular meeting of the City Council. City Manager shall not be entitled to any
additional compensation or payment, including Severance, but shall be entitled only to
accrued Base Salary and vacation pay, and any other accrued and unused benefit
allowances according to their terms (“Accrued Salary and Benefits”). As used in this
Agreement, Cause shall only mean any of the following:

A. Conviction of, or plea of guilty or nolo contendre to, any crime or
offense (other than minor traffic violations or similar offenses) which is likely
to have a material adverse impact on the City or on the City Manager's
reputation;

B. Failure of the City Manager to observe or perform any of his duties
and obligations, or failure to carry out a directive of the City Council, if that
failure continues for a period of thirty (30) days from the date of his receipt
of notice from the City Council specifying the acts or omissions deemed to
amount to that failure;

C. Conviction of any crime involving an “abuse of office or position,” as
that term is defined in Government Code Section 53243 4;

D. Any negligent action or inaction by City Manager that materially and
adversely: (a) impedes or disrupts the operations of City or its organizational
units; (b) is detrimental to employees or public safety; or (c) violates City’s
properly established rules or procedures.

CITY OF CANYON LAKE
CITY MANAGER EMPLOYMENT AGREEMENT
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6.3 Elections.

In no event may City Manager be terminated under Subsection 6.1. above, within thirty
(30) days before or ninety (90) days after the certification any municipal election for the
selection or recall of one or more of the members of the City Council.

6.4 Death.

If, during the Term or any extended Term, City Manager dies, City Manager's estate shall
receive Accrued Salary and Benefits, but shall not be entitled to any additional
compensation or payment, including Severance.

6.5 Disability.

In the event City Manager is permanently disabled or is otherwise unable to perform his
duties because of sickness, accident, injury, or mental incapacity for a period of three
consecutive months beyond any provided sick leave, the City may terminate City
Manager’s employment and this Agreement.

6.6 Resignation.

City Manager may resign from his employment at any time, upon giving forty-five (45)
days written notice to the City Council.

7. COMPENSATION AND ANNUAL EVALUATION.

7.1 Initial Salary.

In recognition that the City Manager’s duties have increased since the execution of the
previous Agreement, including the establishment of a City Fire Department, which
requires 24/7 oversight and onsite availability Monday through Friday, the City Manager’s
initial annual Base Salary shall be set 6.06% above his previous gross salary as described
in Section llI.A. of the previous employment agreement, as entered into effective March
1, 2019 and amended effective March 1, 2020. Said amount shall be payable in monthly
or bi-weekly installments at the same time and in the same manner as other employees
of the City are paid.

7.2 Reserved.

7.3 Performance and Longevity Bonus.

The City Council and City Manager may set mutually-agreed-upon objectives for each
year under this Agreement. The City Council shall evaluate City Manager’'s performance
at least once a year during the months of February or March (“Annual Evaluation”).
Following the completion of the Annual Evaluation, the City Council may, in its sole
discretion, grant City Manager a Performance and Longevity Bonus equal to 9.9% of his
then-existing Base Salary.

CITY OF CANYON LAKE
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7.4 Separation.

The annual base salary of the City Manager shall never be less than 110% of the base
salary of the City’s next-highest paid employee.

7.5 No Amendment Required.

The Performance and Longevity Bonus approved by the City Council from time to time
pursuant to this Agreement shall not require an amendment to this Agreement to be
effective.

7.6 Citywide Reduction in Salaries.

The City Council may reduce the City Manager's Base Salary as part of a City-wide
reduction in City employee salaries. If the City reduces the Base Salary or any other
financial benefit of the City Manager in a percentage that is greater than the average
reduction of all employees, such action shall constitute a termination of this Agreement
without Cause under Section 6.1. of this Agreement, and City Manager shall be entitled
to Severance.

8. DEFERRED COMPENSATION.

As part of City Manager’'s annual compensation, the City Manager may participate in the
deferred compensation plan pursuant to Section 457 of the Internal Revenue Code as
established by the City. The City will match City Manager’s contribution to the 457 Plan
as follows: two to one City matching contribution up to the then prevailing IRS contribution
limits, or $25,000 per year, whichever is less. The City match shall vest with the City
Manager upon three (3) years active service with the City beginning on his effective
employment date of March 1, 2019. The City shall be responsible for all expenses
associated with the 457 account during the term of this Agreement, including but not
limited to administrative services fees and commissions.

9. RETIREMENT.

City agrees to maintain City Manager as a member of the State of California Public
Employees Retirement System (CalPERS) at his currently existing CalPERS 2% at 62
formula as an employee and the benefit known as the single highest year calculation. City
shall make, on City Manager’s behalf, all payments that represent the City’s contribution
as a member of CalPERS. City Manager shall make all payments that represent City
Manager's 7% contribution as a member of CalPERS. The City does not participate in
Social Security, so no deduction shall be taken from the City Manager’s salary for this
purpose.

10. HEALTH AND MEDICAL BENEFITS INSURANCE.

City shall pay one hundred percent (100%) of the premium for group health insurance,

CITY OF CANYON LAKE
CITY MANAGER EMPLOYMENT AGREEMENT
Page 5

04/07/2021 City Council Agenda Page 85



dental and vision care for City Manager and dependents. City Manager may choose from
any of the plans offered to City employees.

11. LIFE INSURANCE.

The City agrees to pay for a term life insurance policy in an amount equal to two times
the amount of City Manager’s annual base salary with a carrier selected by the City. City
Manager shall designate the beneficiaries of the policy. City Manager shall also be
entitled to participate in any group life or disability insurance programs approved by the
City Council for all employees.

12. PHYSICAL EXAMINATION.

Each calendar year, City shall provide City Manager with an executive physical
examination, at a cost not to exceed One Thousand Dollars ($1,000.00) by a qualified
physician or medical facility, of City Manager’s choice, within reasonable proximity to City.

13. AUTOMOBILE ALLOWANCE.

City Manager’s duties require him to be available and to respond to the demands of City
business at all times and outside of regular business hours, including weekends. City
shall pay City Manager Six Hundred Dollars ($600.00) per month to reimburse the City
Manager for the use and maintenance of his personal vehicle on City business.

14. EQUIPMENT.

As the City Manager is expected to be available by cell phone, email and text, the City
shall provide City Manager a cell phone and internet allowance in the amount of One
Hundred Fifty Dollars ($150.00) per month to reimburse City Manager for the business
use of such devices and services.

15. BUSINESS AND PROFESSIONAL EXPENSES.

15.1 Expense Reimbursement.

City recognizes that City Manager may incur expenses of a non-personal, job-related
nature that are reasonably necessary to City Manager’s service to City. City agrees to
either pay such expenses in advance or to reimburse the expenses, so long as the
expenses are incurred and submitted according to City’s normal expense reimbursement
procedures or such other procedure as may be designated by the City Council. To be
eligible for reimbursement, all expenses must be supported by documentation meeting
City’s normal requirements and must be submitted within time limits established by City.
City Manager shall also be issued a City credit card to be used only for the payment of
those sums that would otherwise qualify for reimbursement and subject to all applicable
policies as adopted by the City Council. The City Council, or a duly appointed committee
comprised of its members, reserves the right to review the City Manager's
reimbursements or credit card statements at any time at its sole discretion.

CITY OF CANYON LAKE
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15.2 Professional Dues.

City agrees to pay the professional dues and subscriptions on behalf of City Manager
which are necessary for City Manager’s continuation or full participation in international,
national, regional, state, or local associations and organizations necessary and desirable
for City Manager’s continued professional participation, growth and advancement, or for
the good of the City, in an amount not to exceed Three Thousand Five Hundred Dollars
($3,500.00) per year.

15.3 Travel Dues.

City agrees to pay City Manager’s travel and subsistence expenses for official travel,
meetings, and occasions reasonably necessary to continue City Manager’s professional
development, and for City Manager’s reasonable participation in necessary official and
other functions for the City; including, but not limited to, national, regional, state, and local
conferences, and governmental groups and committees on which City Manager serves
as a member. Notwithstanding the above, the number of conferences or meetings City
will pay for each year, and attendance at out-of-state conferences and meetings, shall be
at the discretion of the City Council as set forth in the City’s budget.

16. VACATION AND SICK LEAVE.

16.1 Vacation Leave.

City Manager shall accrue vacation leave at the same rate provided to the City’s full-time
employees, in addition to recognized City holidays. During the Term of this Agreement
City Manager may accumulate vacation leave up to a maximum of four hundred forty
(440) hours. At any time during the Term of this Agreement City Manager shall be entitled
to cash out accrued but unused vacation hours, provided that at least eighty (80) accrued
but unused vacation leave hours remain available. The amount paid City Manager shall
be based on City Manager's annual Base Salary at the time the vacation leave is paid.
Upon termination or resignation from employment or the non-renewal of this Agreement,
City Manager shall be paid for all accrued and unused vacation time. Upon the effective
date of this Agreement the City Manager shall be credited with 40 hours of vacation leave.

16.2 Sick Leave.

City Manager shall accrue sick leave at the same rate provided to the City’s full-time
employees. City Manager may accumulate a maximum of five hundred seventy (570)
hours of sick leave. In the event of resignation or termination for or without cause, the
leave shall be forfeited.

16.3 Administrative Leave.

City Manager shall be entitled to 120 hours of administrative leave as of the effective date
of this agreement. Thereafter, the City Manager shall receive 120 hours of administrative
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leave on each anniversary of the effective date of this Agreement. The City Manager may
accumulate administrative leave not to exceed a maximum of 240 hours. Upon
resignation or termination for or without cause, the leave shall be forfeited.

17. ABUSE OF OFFICE OR POSITION.

If City Manager is convicted of a crime involving an abuse of his office or position, all of
the following shall apply: (a) if City Manager is provided with administrative leave pay
pending an investigation, City Manager shall be required to fully reimburse City such
amounts paid; (b) if City pays for the criminal legal defense of City Manager (which would
be in its sole discretion, as it is generally not obligated to pay for a criminal defense), City
Manager shall be required to fully reimburse City such amounts paid; and (c) if this
Agreement is terminated, any Severance Pay and Severance Benefits related to the
termination that City Manager may receive from City shall be fully reimbursed to City or
shall be void if not yet paid to City Manager. For purposes of this Section, abuse of office
or position means either: (a) an abuse of public authority, including waste, fraud, and
violation of the law under color of authority; or (b) a crime against public justice.

18. ENFORCEMENT OF THIS AGREEMENT.

The prevailing party in any action brought to enforce this Agreement or to resolve any
dispute or controversy arising under its terms and conditions, shall be entitled to payment
of his/her/its reasonable attorneys’ fees and costs.

19. COMMUNICATIONS UPON CITY MANAGER’S SEPARATION.

In the event the City terminates the City Manager pursuant to Subsection 6.1. above, the
City and the City Manager agree that no member of the City Council, the City
Management staff, nor the City Manager, shall make any written, oral or electronic
statement to any member of the public, the press, or any city employee concerning the
City Manager’s termination except in the form of a joint press release or statement, the
content of which is mutually agreeable to the City and the City Manager. The joint press
release or statement shall not contain any text or information that is disparaging to either
party. Either party may verbally repeat the substance of the joint press release or
statement in response to any inquiry. The sole remedy to any aggrieved party for a
violation of this Section shall be the payment to aggrieved party by the other party of One
Thousand Dollars ($1,000) per occurrence.

20. INDEMNIFICATION.

Consistent with the California Government Code, City shall defend, hold harmless, and
indemnify City Manager using legal counsel of City’s choosing, against expense or legal
liability for acts or omissions by City Manager occurring within the course and scope of
City Manager’'s employment under this Agreement. Legal representation, provided by City
for City Manager, shall extend until a final determination of the issues including any and
all losses, damages, judgments, interest, settlements, fines, court costs, and the
reasonable costs and expenses of legal proceedings, including appeals, and including
CITY OF CANYON LAKE

CITY MANAGER EMPLOYMENT AGREEMENT

Page 8

04/07/2021 City Council Agenda Page 88



attorneys’ fees, and expert witness fees and all other trial and appellate costs, and other
liabilities incurred, imposed upon, or suffered by City Manager in connection with or
resulting from any claim, action, suit, or proceeding, actual or threatened. In the event
there is a conflict of interest between City and City Manager such that independent
counsel is required for City Manager, the City shall reasonably provide for separate legal
counsel, which shall be paid for by the City.

21. NOTICES.

Any notices to be given hereunder by either party to the other in writing may be effected
either by personal delivery, mail, or email. Mailed notices shall be addressed to the
parties as set forth below, but each party may change his/her/its address by written notice
given in accordance with this Section. Notices delivered personally or by email will be
deemed communicated as of actual receipt. Mailed notices will be deemed communicated
and received as of three (3) calendar days following the date of mailing.

CITY: CITY MANAGER:

City of Canyon Lake Chris Mann

Attention: Mayor 31516 Railroad Canyon Road
31516 Railroad Canyon Road Canyon Lake, CA 92587

Canyon Lake, CA 92587

22. CONFLICT WITH CITY MUNICIPAL CODE.

The City personnel ordinances, resolutions, rules and policies shall apply to City Manager
in the same manner as applied to other employees, provided, however, in the event of a
conflict between the provisions of this Agreement and the Municipal Code, the Municipal
Code shall prevail over this Agreement.

23. ENTIRE AGREEMENT.

This Agreement represents the entire agreement between the parties and supersedes
any and all other agreements, either oral or in writing, between the parties with respect to
the employment of City Manager by City, and contains all of the covenants and
agreements between the parties with respect to that employment. Each party to this
Agreement acknowledges that no representations, inducements, promises, or
agreements, oral or otherwise, have been made by either party, or by anyone acting on
behalf of either party, which are not embodied herein, and that no other employment
agreement, statement, or promise not contained in this Agreement shall be valid or
binding upon either party.

24. MODIFICATIONS.

Any modifications to this Agreement shall be effective only if in writing and signed by both
of the parties hereto.
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25. EFFECT OF WAIVER.

The failure of either party to insist upon strict compliance with any of the terms, covenants,
or conditions of this Agreement by the other party shall not be deemed a waiver of that
term, covenant, or condition, nor shall any waiver or relinquishment of any right or power
at any one time or times be deemed a waiver or relinquishment of that right or power for
all or any other times.

26. PARTIAL INVALIDITY.

If any provision of this Agreement is held by a court of competent jurisdiction to be invalid,
void or unenforceable, the remaining provisions shall nevertheless continue in full force
without being impaired or invalidated in any way.

27. GOVERNING LAW.

This Agreement shall be governed by and construed in accordance with the laws of the
State of California.

[Signature Page Follows]
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CITY MANAGER EMPLOYMENT AGREEMENT
BY AND BETWEEN
THE CITY OF CANYON LAKE AND CHRIS MANN

This Agreement is entered into this day of April, 2021.
CITY OF CANYON LAKE CITY MANAGER
Mayor Kasey Castillo Chris Mann

By: By:

APPROVED AS TO FORM
City Attorney Steven Graham

By:

ATTEST
City Clerk Ana Sauseda

By:
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GENERAL RELEASE AGREEMENT

This General Release Agreement (“Release Agreement”) is entered into by and between
Chris Mann (“City Manager”) and City of Canyon Lake (“City”), in light of the following
facts:

A City Manager’s employment with City concluded on [date].
B. Certain disputes have arisen between City and City Manager.
C. City and City Manager each deny any liability whatsoever to the other.

D. City and City Manager wish to fully and finally resolve any and all disputes
they may have with each other.

E. City Manager is hereby informed that he has twenty-one (21) days from
receipt of this Agreement to consider it. City hereby advises City Manager
to consult with his/her legal counsel before signing this Agreement.

F. City Manager acknowledges that for a period of seven (7) days following
the signing of this Agreement ("Revocation Period"), he may revoke the
Agreement. This Agreement shall not become effective or enforceable until
the day the Revocation Period has expired.

G. City Manager acknowledges that the Salary Payment referenced in
paragraph 1 of this Agreement represents all compensation, including
salary, accrued benefit balances and reimbursed expenses, due and
payable to him/her through the date of employment termination. City
Manager also acknowledges that City has made this Salary Payment
without regard to whether he signs this Agreement. The Salary Payment
does not constitute consideration for this Agreement.

1. Receipt of Salary Payment. City Manager hereby acknowledges receipt of a check
or checks for all compensation owing to him/her, including salary, accrued benefit
balances and reimbursed expenses ("Salary Payment") from City.

2. Severance. Within five (5) days following City Manager's signing, delivering to the
City, and not revoking this Agreement, City shall begin payments to City Manager the
amounts provided for in Section 6.1. of the attached Employment Agreement, less
applicable deductions, and shall provide the months of medical benefits as provided in
that same Section 6.1. City Manager acknowledges that the Severance is in excess of
all amounts due and owing him as a result of his employment by City.

3. General Release. In consideration of the Severance to be paid and provided to
City Manager, and other good and valuable consideration, City Manager hereby releases
and discharges City and its past and present City Council Members, employees,

GENERAL RELEASE
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representatives and agents, from all rights, claims, causes of action, and damages, both
known and unknown, in law or in equity, concerning and/or arising out of his/her
employment by City which he now has, or ever had, including but not limited to any rights,
claims, causes of action or damages arising under Title VIl of the Civil Rights Act of 1964,
the Vocational Rehabilitation Act of 1973, the Employee Retirement Income Security Act,
the Americans with Disabilities Act, the Age Discrimination in Employment Act, the Older
Workers Benefits Protection Act, the Family and Medical Leave Act of 1993, the Domestic
Partners Act of 2003, the California Labor Code, the Private Attorneys General Act of
2004, the California Moore-Brown-Roberti Family Rights Act, the California Unruh Civil
Rights Act, the California Fair Employment and Housing Act, any other federal, state, or
local employment practice legislation, or any federal or state common law, including
wrongful discharge, breach of express or implied contract, or breach of public policy.

City Manager hereby waives and relinquishes all rights and benefits afforded by Section
1542 of the Civil Code of California. City Manager understands and acknowledges the
significance and consequences of this specific waiver of Section 1542. Section 1542 of
the Civil Code of California states as follows:

"A general release does not extend to claims that the creditor or releasing party
does not know or suspect to exist in his or her favor at the time of executing the
release and that, if known by him or her, would have materially affected his or her
settlement with the debtor or released party."

Notwithstanding the provisions of Section 1542, and for the purpose of implementing a
full and complete release and discharge of City and its past and present City Council
Members, employees, representatives and agents, City Manager expressly
acknowledges that this General Release is intended to include in its effect, without
limitation, all claims which he does not know or suspect to exist in his favor.

City Manager further acknowledges that he has read this General Release and that he
understands that this is a general release, and that he intends to be legally bound by the
same.

4, Fees and Costs. City Manager and City agree that in the event of litigation relating
to this Release Agreement, the prevailing party shall be entitled to recover their
reasonable attorneys' fees and costs.

[SIGNATURE PAGE FOLLOWS]
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GENERAL RELEASE AGREEMENT

This Agreement is entered into this day of

CITY OF CANYON LAKE
Mayor Kasey Castillo

By:

APPROVED AS TO FORM
City Attorney Steven Graham

By:

ATTEST
City Clerk Ana Sauseda

By:

GENERAL RELEASE
Page A-3
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CITY MANAGER
Chris Mann

By:
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ORDINANCE NO. 206

AN ORDINANCE OF THE CITY COUNCIL OF THE CITY OF CANYON LAKE,
CALIFORNIA, AMENDING CHAPTER 2.40 OF THE CANYON LAKE MUNICIPAL
CODE 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 “Presidents’ 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 Wednesday preceding Thanksgiving Day, known as the “Fall Closure.”
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(10)
(1)
(12)
(13)

(14)

The fourth Thursday in November, known as “Thanksgiving Day.”
December 24, known as “Christmas Eve.”
December 25th, known as “Christmas Day.”

The days between Christmas Day and New Year’s Day (December 26
through December 31), known as the “Winter Closure.”

One (1) Floating Holiday.

(b) Holidays which fall on a Friday or Saturday shall be observed the preceding workday.
Holidays which fall on a Sunday shall be observed the following Monday. This applies to
all holidays observed with the exception of Christmas Eve, Christmas Day and New

Year’s Day.

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 ,2021.

Kasey Castillo, Mayor

ATTEST: APPROVED AS TO FORM:
Ana V. Sauseda, CMC Steven Graham, City Attorney
City Clerk
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Key changes from the current Personnel Policies and Procedures to the new Employee
Handbook and Personnel Policy Manual:

* Includes a more robust opening section that better introduces employees to the
City of Canyon Lake and explains the purpose of the document.

» (Clarifies that all employment at the City is “at-will” and removes references to
probation period.

* Expands and updates definitions of terms.
= Establishes job classifications.

* Moves away from cafeteria plan for health, dental and vision insurance benefits.
Establishes a new approach that increases coverage while reducing cash outs.

» Establishes a City match for employees participating in the 457 deferred
compensation plan. Percentage of salary eligible to be matched is based on years
of service.

* Increases vacation accrual for full-time employees continuously employed by the
City between 5 and 10 years. Vacation accrual for 0-5 years of service and over
10 years of service remains the same.

* Adds the ability of employees to cash out up to 80 hours of accrued vacation per
year, as long as they have used at least 40 hours of vacation during the calendar
year.

* Puts in place grievance procedures.

= Updates employee discipline guidelines.

= References new Vehicle Use Policy.

= References new Social Media Policy.

» Updates travel guidelines.

= Establishes reimbursement for employee training and tuition.

= Establishes employee standards of conduct, including a code of ethics.

= Requires employees to sign a form acknowledging receipt of the Manual.

If adopted, the Employee Handbook and Personnel Policy Manual, the Social Media
Policy and the Vehicle Use Policy will go into effect July 1, 2021.

It is anticipated that Chapter VI, Section 2 of the Manual will not be implemented until
January 1, 2022, in order to allow employees to make benefit plan changes during open
enrollment in the fall, which won’t go into effect until January 1*.

Fiscal Impact

The updated Employee Handbook and Personnel Policy Manual makes a number of
changes to employee benefits, increasing some and decreasing others. While specific
projections will be provided as part of the Fiscal Year 2021/2022 draft budget review, it is
anticipated that the new policies will result a net increase in the cost of employee benefits
as follows:

2
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Health Insurance

While actual costs will depend on benefit selections made by employees, it is
anticipated that the changes to health insurance benefits will be cost neutral in FY
2021/2022. However, if every City employee chose a plan that maxed out the
allowable contribution from the City, including coverage for 2+ dependents, based
on current plan rates the City’s costs would increase by approximately $35,000.
This scenario is exceedingly unlikely.

Tuition Reimbursement
If every eligible employee took full advantage of this benefit, the annual cost to the
City would be $20,000.

Deferred Compensation Match

If every eligible employee took full advantage of this benefit, the annual cost to the
City would be approximately $6,000 in FY 2021/2022 and $12,000 in FY
2022/2023.

Vacation Payout

Based on the current number of eligible employees and their current hourly rates,
the total potential payout amount in FY 2021/2022 is $26,000. However, this will
save the City money in the long run as salaries increase annually.

In addition, if followed appropriately, the policies and guidelines within the Manual should
protect both the City and its employees, reducing future costs related to turnover and
litigation.

Attachments

1. Resolution No. 2021-18 — Social Media Policy

2. Resolution No. 2021-19 — Vehicle Use Policy

3. Resolution No. 2021-20 — Employee Handbook and Personnel Policy Manual
4. Current Personnel Policies and Procedures (Adopted Nov. 5, 2014)
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RESOLUTION NO. 2021-18

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF CANYON LAKE,
CALIFORNIA, ESTABLISHING A SOCIAL MEDIA POLICY

WHEREAS, the City of Canyon Lake recognizes the need for use of social media to promote
public awareness and boost participation of the City’s programs, policies, and services; and

WHEREAS, the City recognizes the inexpensive and effective method and popularity of

the use of various social media platforms, including (but not limited to) Facebook, YouTube,
LinkedIn, Instagram, Flickr, and NextDoor (collectively "Social Media") by and amongst City
elected officials and officers, City employees, and the public; and

WHEREAS, the City has determined that a Social Media Policy provides greater efficiency in
government by outlining the procedure and expectations of the City's use and
presence on Social Media; and

WHEREAS, this policy may be updated from time-to-time as deemed necessary by the City
Manager; and

WHEREAS, the City Council has determined that adopting a Social Media Policy serves
a municipal and public purpose.

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

Section 1. The City Council hereby adopts the City's Social Media Policy, attached hereto as
Exhibit “A”. The City Manager is authorized to amend the Social Media Policy from time to time
with changes approved as to form by the City Attorney.

Section 2. This Resolution shall become effective July 1,2021.

PASSED, APPROVED, AND ADOPTED on this 7th day of April, 2021.

Kasey Castillo, Mayor

ATTEST:

Ana V. Sauseda, CMC
City Clerk
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Exhibit “A”
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Section 1. Purpose: This Social Media Policy ("Policy") establishes guidelines for the
establishment and use by the City of Canyon Lake ("City") of social media
sites as a means of conveying information to members of the public. The
intended purpose of City social media sites is to disseminate information
from the City about meetings, activities and current issues to members of
the public. The City has an overriding interest and expectation in protecting
the integrity of the information on its social media sites and the content that
is attributed to the City and its officials.

Section 2. Scope: This policy applies to City of Canyon Lake employees that create,
post, moderate or maintain City social media sites on behalf of the City. This
policy covers current and future forms of social media. This policy also
addresses personal and private use of social media by City employees.

Section 3. Definition of Terms:

Social Media: Forms of electronic communication, such as Facebook, Twitter, blogs,
YouTube, and similar sites, through which users create online communities to share
information, ideas, personal messages, and other content.

City Social Media Sites: Social media sites which the City establishes and posts
information on. City social media sites shall supplement, and not replace, the City' s
required notices and standard methods of communication.

Posts: Content shared on social media or the act of publishing content.

Site Account Administrator: A City employee who has the ultimate responsibility for
a City social media site.

Authorized User: An employee who has been authorized to post social media
content on behalf of the City.

Section 4. Procedures:

Creating City Social Media Sites: City employees who want to create and maintain a
social media site on the City's behalf must complete and submit an application to the
City Manager with a recommendation on the utility and appropriateness of each
proposed social media site. The City Manager or their designee will manage and
oversee all content on each City social media site to ensure adherence to the social
media policy, including appropriate use, messaging and branding that is consistent with
the goals and objectives of the City.

(a) Employees must obtain approval from the City Manager or their
designee prior to creating a social media site. The City Manager or
their designee has the sole authority to establish or terminate City
accounts and pages. The City Manager or their designee retains
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the sole authority to post and remove information from social media
sites.

(b)  Priorto creating a social media site, employees should consider the
need and value of a department or program-dedicated site versus
relying on the City-wide site or City website to disperse department
or program information. Since social media sites lose the interest
of their audiences when not updated regularly, staff should
calculate the time and effort it will take to maintain a site so that
visitors continue to find value over time. As a rule of thumb, social
media sites should be updated at least once per week.

(¢)  All City social media sites shall utilize authorized City contact
information for account set-up, monitoring, and access, which shall
be provided by the City Manager or their designee. The use of
personal email accounts or phone numbers by any City employee
is not allowed for the purpose of setting-up, monitoring, or
accessing a City social media site.

(d)  Once approvalis received from the City Manager or their designee,
the department must use the common social media site’s format
and guidelines to create the social media page in order to ensure
appropriate information is posted and to maintain consistency with
other City social media sites. Any variation from common format
requires prior approval from the City Manager or their designee.

(e)  Specific staff member(s) shall be appointed to maintain and monitor
the .fsocja!y_'media sites. Supervisors are responsible for ensuring
their staff follows the procedures set forth in this social media policy.
If a staff member assigned to maintain and monitor a social media
site ceases to be an employee of the City, the supervisor shall
immediately contact the City Manager or their designee to ensure
that password(s) are revised, and other appropriate actions are
taken.

() Those designated and authorized to utilize social media are
responsible for regularly posting information, monitoring comments,
removing any prohibited content as set forth in this policy, and
saving content required under the Public Records Act as described
herein.

(g) The City Manager or their designee shall maintain a list of all City
social media sites, including login and password information, to
allow for the immediate alteration or removal of content that is
inappropriate or inconsistent with this social media policy.
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(h)  The City Manager or their designee will monitor the City’s social
media sites and their content to ensure adherence to the City's
social media policy and any and all City policies.

(i) The City shall not create a City social media site on any social
media website that does not provide a mechanism for a designated
employee to remove posts that violate City policy.

1) The City reserves the right to terminate any City social media site
at any time without notice.

Section 5. Personal Social Media Use:

The City acknowledges that, away from their City job and in their personal lives,
employees use social media sites for their own personal use. While employees share with
their fellow citizens the right to voice their opinions on public issues, employees may
advocate for issues of personal interest only when doing so does not conflict with the
performance of their official duties. Employees should be careful not to make statements
on social media that could reflect negatively on the City or give the appearance of
negative bias toward established City policy or City management.

Conveying personal views through social media on behalf of the City is prohibited.
Outside the workplace, an employee's right to privacy and free speech protects online
activity conducted on their own personal social networks when they use their own (non-
City) e-mail address. However, what an employee publishes on such personal online
sites should never appear to be attributed to the City and should not appear to be
endorsed by or originated from the City.

If employees choose to list their work affiliation on a social network, then they should
regard all communication on that network as they would in a professional network. As a
result, the following guidelines apply to City employees’ personal use of social media
sites: S '

€)) Embibifees could be legally and financially responsible for their own
personal postings on social media sites.

(b) Employees should express only personal opinions. Employees
shall not represent themselves as spokespersons for the City.
When the City is the subject of the content being creating, an
employee must be clear and open about the fact that they are a City
employee, and it must be made clear that their views do not
represent those of the City, fellow employees, customers, suppliers,
or people working on behalf of the City.

04/07/2021 City Council Agenda Page 1 1 4



(c) If an employee publishes a blog or post online related to the work
they do, or any subject related to the City, they must be clear that
they are not speaking on behalf of the City. It is best to include a
disclaimer, such as "The postings on this site are my own and do
not reflect the views of the City of Canyon Lake." Employees may
not post anything to the Internet in the name of the City or in a
manner that could reasonable be attributed to the City without prior
written authorization from the City Manager or his/her designee.

(d) Employees discussing City-related issues on their own personal
blog or social networking sites need - to be cognizant of
confidentiality obligations and compliance with all applicable laws
and City policies. Harassment, bullying, discrimination, or retaliation
that would not be permissible in the workplace is not permissible
between co-workers online, even if it is done after hours from home
and on a personal computer.

(e)  The City may discipline employees for social networklng conduct
that undermines its mission, purpose or credibility with the public.
This may include harassment bullying, retaliation, or other conduct
that affects the City and its operations. Employees may also be
disciplined for social -media conduct that violates City rules or
policies or that d|scloses proprletary or confidential information.

(f) Employees are not to engage in personal social media activities
during worktime unless it is within the scope of their job duties.
Employees are not to use City email addresses to register on social
‘networks, blogs or other.online tools utilized for personal use.

Section 6. Engaging with the Public:
When engaging with the public, employees should follow the following guidelines.

(a) Sooiél medla posts made on behalf of the City shall not include any
form of profanity, obscenity, or copyright violations.

(b)  Authorized users should not engage in arguments with members of
the public who may be critical of the City.

(c) Authorized users should consult with their supervisor if there is any
question regarding the content of a comment or post.

(d)  Questions received through social media should responded to in a

timely manner, in most cases within 24 hours, on the City social
media site in which it was originally published.
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Section 7. Information Posted by Outside Individuals:

Posted content (including comments, photos, and links) must be related to the topic
posted by the City to be considered appropriate.

Comments containing any of the following inappropriate forms of content may not be
permitted on City of Canyon Lake social media sites and may be removed by the City
Manager or their designee:

(a)
(b)

(c)

(d)

(e)
(f)

(9)

(h)
(i)
)
(k)

(1)

Comments unrelated to the original topic or article.

Comments in support of, or in opposition to, any political campaigns
or ballot measures.

Profane, obscene, or pornographic language or content or links to
such language or content.

Solicitations of commerce, including but not limited to advertising of
any business or product for sale.

Content that conducts or encourages illegal activity.

Any information that is illegal or that might compromise the safety or
security of the public or public systems.

Content't‘hétviolates a legal ownership interest, such as a copyright,
of another party.

Defainat_ory statements.

Threats‘ to any person or organization.

Contént that violates any federal, state, or local law.

Content that promotes, fosters, or perpetuates discrimination on the
basis of race, color, creed, sex, age, national origin or ancestry,
physical or mental disability, veteran status, parentage, marital
status, medical condition, sexual identity, sexual orientation, as well

as any other category protected by federal, state, or local laws.

Comments on topics or issues not within the jurisdictional purview
of the City of Canyon Lake.

If comments do not otherwise violate this policy and are positive or negative and within
the context of the topic at hand, then the content should be allowed to remain, regardless
of whether it is favorable or unfavorable to the City.
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b)

d)

e)

k)

Profane, obscene, violent, or pornographic content and/or language.

Content that promotes, fosters or perpetuates discrimination of protected
classes.

Defamatory or personal attacks.
Violent or threatening content.
Promotion or endorsement of political issues, groups or individuals.

Solicitation of commerce or advertisements, including promotion or
endorsement.

Conduct or encouragement of illegal activity.
Information that may tend to compromise the safety or security of the public
or public systems.

Content that violates a legal ownership interest of any other party, such as a
trademark or copyright infringement.

Content that contains personally identifiable information such as social
security numbers, addresses and telephone numbers.

The City may follow companies, organizations and/or individuals and share
information from these third parties. This does not constitute any endorsement of
the third party or its posts or activities. All citizen posted comments reflect the
views of the author and not necessarily the views or the position of the City.

View our Social Media Policy: [Include Link]

Section 9. AcknoWledqement' '

Upon recelpt each employee shall sign a form acknowledging that they are aware of this
policy, including the legal issues arising out of the use of privately-owned vehicle on City
business.
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Employee Acknowledgement of Social Media Policy

By signing below, | acknc;)w‘ledg‘e; that | have been provided a copy of the City of Canyon
Lake’s Social Media Policy. |further acknowledge that it is my responsibility to read and
understand my rights and obligations under the Policy.

I understand that this Policy represents only current policies, procedures, rights, and
obligations, and does not create a contract of employment. Regardless of what the Policy
states or provides, the City retains the right to add, change or delete provisions of the
Policy and all other working terms and conditions without obtaining another person’s

consent or agreement.

Employee/Operator Signature

Printed Name

Date
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RESOLUTION NO. 2021-19

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF CANYON LAKE,
CALIFORNIA, ESTABLISHING A VEHICLE USE POLICY

WHEREAS, the purpose of the City’s Vehicle Use Policy is to ensure that vehicles under
the control of the City of Canyon Lake are acquired, assigned, utilized, replaced, and
maintained in the most efficient manner for the effective conducting of City business; and

WHEREAS, the term “vehicle” refers to both automobiles and boats; and

WHEREAS, this policy may be updated from time-to-time as deemed necessary by the
City Manager; and

WHEREAS, the City Council has determined that adopting a Vehicle Use Policy serves
a municipal and public purpose.

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

Section 1. The City Council hereby adopts the City's Vehicle Use Policy, attached hereto
as Exhibit “A”. The City Manager is authorized to amend the Vehicle Use Policy from
time to time with changes approved as to form by the City Attorney.

Section 2. This Resolution shall become effective July 1, 2021.

PASSED, APPROVED, AND ADOPTED on this 7th day of April, 2021.

Kasey Castillo, Mayor

ATTEST:

Ana V. Sauseda, City Clerk
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Exhibit “A”
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Section 1.

Section 2.

Section 3.

Section 4.

Section 5.

Purpose: The purpose of the City’s Vehicle Use Policy is to ensure that
vehicles under the control of the City of Canyon Lake are acquired,
assigned, utilized, replaced, and maintained in the most efficient manner for
the effective conducting of City business. For the purposes of this Policy,
the term “vehicle” refers to both automobiles and boats. City vehicles shall
be used for official business only, in accordance with appropriate City
codes. The City Vehicle Use Policy shall further govern the usage of City
vehicles. Departments may adopt additional policies provided they do not
conflict with the provisions of this policy. By signing this policy, you
acknowledge the rules set forth herein and will be held responsible if
damage or loss results from the violation of this policy.

Review and Approval: This policy may be update-d:<f'r"c,)m time-to-time as
deemed necessary by the City Manager or by a majority vote of the City
Council. g .

Responsibility: The City Managerfs{it;,Departthent is respor{éible for the

management of all vehicles in the City ﬂeet As such, any situations, policies
and/or procedures that are not covered ‘sp_efﬁ;iﬂcally in this policy should be
brought to the attention of the City Manager _bf,,_his/her designee.

Policy and Procedure:

(@)  Vehicle Assignment With the exception of Fire Department
command vehicles, the City does not permanently assign vehicles to
employees. All non-Fire Department City vehicles are considered
“pool,” and are available as needed to employees based on job
functions. ' :

(b)  Vehicle ‘Maintenance The Code Enforcement Department will
- schedule and perform Preventive Maintenance (PM) services on all
vehicles 'iﬁ‘aorder to comply with warranty requirements, safety
issties, and operational needs. To the extent that it is possible,
maintenance and minor repairs should be performed prior to the
development of major problems.

Commuting in City Vehicles: City vehicles generally may not be used in a

commuting capacity.
City vehicles generally may not be used in a commuting capacity.
(a) Commuting in a City vehicle may be allowed if:
1. The employee works from his/her home and the City Manager

has determined that it is unreasonable for the employee to pick
up and drop off the vehicle each day.
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Section 6.

(b)

2. The employee is subject to 24-hour call and must operate a
qualified non-personal use vehicle.

3. It occurs in conjunction with approved, official travel and is
considered occasional and de minimis.

In all cases, commuting in a City vehicle shall require prior approval

by the City Manager.

Vehicle Usage:

(a)

(b)

City vehicles shall be operated only for the performance of City
business.

The operator of a City vehicle must be a City employee, elected
official, appointee or other individual as provided by law, who
possesses a valid driver's license for the type of vehicle to be
operated. ‘ ‘

Only authorized passengers are permitted to ride in City vehicles.
Non-City individuals such as volunteers, spouses, and children
should not be passengers in a City vehicle, unless they are involved
in the conduct of business or providing a public service.

City vehicles are hi‘ghly, visible to the public and their use is
scrutinized. Thus, poor driving manners and inappropriate use reflect
on all City employees. Operators must exercise the highest degree
of prudence and courtesy. The following are responsibilities of the
opé,rartor while driving City vehicles or private vehicles on City
business:

1. All oCCdpants shall use safety restraints where equipped.

2. Established speed limits and all other traffic regulations must be
followed.

3. Payrking and moving violation citations are the personal
responsibility of the individual operating the vehicle at the time of
the violation.

4. Consumption of alcohol or use of illegal drugs is prohibited.
Further, operators must not drive while under the influence of
alcohol, illegal drugs or any other substance that impairs their
ability to drive. Transportation of alcohol in City vehicles is
prohibited. In the event of an accident or collision involving a City
vehicle, the operator may be required to immediately undertake
alcohol and/or drug testing. A positive test result may trigger
disciplinary action up to and including termination.

3

04/07/2021 City Council Agenda page 129



5. Use of tobacco products is prohibited in City vehicles. This
includes smokeless tobacco products, (i.e. chewing tobacco,
etc.).

(e)  City vehicles shall be used for City business only. Examples of
unauthorized uses are:

1. Travel to entertainment facilities.

2. Sightseeing or trips for personal pleasure unless the trip is part of
the official agenda for a business conference.

3. Transporting family members, dependents or friends to school,
daycare, medical appomtments social events, or other personal
activities.

4. Conducting other persenal businees.

However, it is permissible to use a City vehicle for travel to meals or to
attend to other necessities of the operator or authorized passenger when
away from their official domicile on Clty busmess

() Supervisors shall rev!ew vthe cwcumstances and notify the City
Manager of complaints for alleged improper operation or use of a
City vehlcle The operator may be subject to disciplinary action if a
complalnt is verlfled

(9) Llabllrty to. other persons (bodily injury and property damage) due to
employee negligence in the operation of a City vehicle will be
- covered by the City provided the employee was operating the vehicle
whlle conducting City business. The operator assumes full
responS|b|I|ty for bodily injury and damages to the vehicle and/or
third-party damages if an accident occurs during any unauthorized

use of a City vehicle.

(h) Personal property in City vehicles is not insured for loss or damage
by the City. Coverage for these items may be provided by the
employee's personal insurance.

(i) Supervisors should review the circumstances and notify the City
Manager of accidents involving City vehicles in an effort to avoid
reoccurrence. Employees found to have operated a vehicle in a
careless manner, or in violation of the law or City policies or
procedures may be subject to disciplinary action.
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Section 7.

Section 8.

04/07/2021 City Council Agenda

(k)

U

City vehicles should not be used for travel beyond 10 miles of City
boundaries, unless specifically authorized by the City Manager.

The transport of animals is not allowed in City vehicles unless they
are transported in the conduct of City business or are required by a
passenger's disability.

Any employee involved in an accident in a City vehicle should notify
their supervisor and the local law enforcement agency for a written
report.

Use of Privately-Owned Vehicles:

There are times in which the use of an employee’s personal vehicle is
preferable because either a City-owned pool vehicle in not available or
because the use of a privately-owned vehicle is deemed more efficient.
When such is the case, the following shall apply:

(a)

(b)

(c)

(d)

An employee may use his/her pvri\Iartévly-owned vehicle when he/she
has a transportation need for City business and upon authorization
by his/her supervisor. ‘

Employees who regularly use their privately-owned vehicles on City
business must notify their insurance company of such use.

Proof of insurance is required before any privately-owned vehicle
can be authorized for City business and shall be provided to the
Human Resources Specialist annually thereafter, no later than
January 31, of each year.

“If insurance coverage is canceled, terminated, lapsed, or for any

other reason curtailed, the immediate supervisor must be notified
by the employee and the vehicle shall not be used for City
business. In the event of an accident, the employee is responsible
for paying any deductibles the insurance company may require.

Rental Vehicles:

When it is necessary for a City employee to use a rental vehicle for City
business, optional loss damage coverage should be purchased from the
rental company at the time the vehicle is rented.
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Section 9.  Safety:

(a)

Section 10. Driver

Vehicle Operations:

1. Operators of City vehicles or private vehicles on City business
must adhere to applicable traffic laws and should operate the
vehicle in a safe and attentive manner. The operator should avoid
activity that may hinder safe operations, such as inappropriate
use of a cell phone and any other act|V|ty that may hinder the
driver’s attentiveness.

2. Vehicle operators should not drive 'while operating a cellular
phone unless a hands-free device is used; per SB 1613, effective
07/01/2008.

or Operator Qualifications:

Each
Califor

driver or operator must be b.roperly,« iicensed with the State of
nia if operating on City, State, or County roads. Employees shall obey

all Federal, State, and local laws while operating either City owned or
privately owned vehicles on official City business.

(a)

(b)

The City shall enroll employees that operate City owned pool or
privately owned vehicles on City business in the Department of Motor
Vehicles (DMV) Pull Notlce Program. When a vehicle operator has
received a violation, the DMV assigns points according to the type of
wolatlon and automatlcally sends notification to the City.

In compllance with Vehicle Code Section 1808.47, all information
received from the DMV shall be used solely for the intended purpose

and keptinlocked storage. Under no circumstances shall addresses

(c)

(d)

or other information be given to a third party.

Employees who have an accumulation of four or more points in a 12-
month period or six in a 24-month period or eight in a 36-month
period may have City driving privileges suspended at the discretion
of the City Manager. The Human Resources Specialist shall notify
the City Manager and the employee’s supervisor when a driving
record meets this threshold.

Employees involved in additional preventable accidents, or who have
a disqualifying action taken against their driver's license, shall be
subject to disciplinary action, the severity of which will be determined
by the nature of the offense and the employee’s past driving and
disciplinary action records.
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Section 11.

(f)

(9)

(h)

(i)

An employee who has been determined to be involved in two or more
preventable accidents within a 36-month period while operating a
City-owned pool or privately-owned vehicle in the performance of
official City business shall be subject to disciplinary action up to and
including suspension of City driving privileges.

Any conviction resulting from driving while under the influence of
drugs or alcohol (DUI), or refusal to submit to a lawful roadside
sobriety test, shall result in disciplinary action up to and including
suspension of City driving privileges.

Intentional abuse, moving violations, reckless operation, or negligent
actions while operating any vehicle may result in the suspension of
the employee’s driving prlvneges and is grounds for further
disciplinary action.

Temporary or permanent suepension of City driving privileges for an
employee whose position requires operation of a vehicle shall be
considered a loss of the ability to perform an essential job function.

If an employee has City driving privileges suspended, the City shall
attempt to arrange for the employee to perform the essential
functions of the job. If such accommodation is not possible or creates
an unreasonable hardship for the City or coworkers, loss of City
driving privileges shall be considered just cause for reassignment to
a position that does not require operation of a vehicle at a pay rate
commensurate with that position. If no such position is open, the
employee may be terminated.

Driver Tralnlnq.

Employees who drive City-owned vehicles and who regularly use privately-
owned vehicles as part of their essential job functions are required to
complete a defensive driver training course.

(a)

(b)

(c)

New employees shall complete a defensive driver training at the first
available course date after the commencement of employment.
Instruction shall also be provided to make certain that such
employees are familiar with this policy.

Current employees who change assignments to include driving a
City-owned vehicle are similarly required to complete the provisions
as stated in this section.

All employees who are required to participate in defensive driver
training shall be required to repeat such training at least once every
three years. Employees shall complete remedial driver training if

7
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there is a pattern of substandard driving performance. Citizen
complaints, moving violations, vehicle neglect, or vehicle collision
may be caused to require such training.

Section 12. In the Event of an Accident:

The operator is responsible for documenting the details of any accident on
the appropriate forms located in each vehicle. The forms include the
collection of data such as:

(a)

(b)

(c)

(d)

Name, address, phone number and insurance information of the any and
all parties involved in the accident.

Date, time, and precise location of the accident.

Description of any visual damage to the City Vehicle, (including pictures,
where applicable).

Cause of the accident.

A copy of a police report should be submitted, if available.

The vehicle operator shall notify their direct supervisor. The Human
Resources Specialist shall be responsible for initiating an
investigation of the accident, completing all required City reports, and
recommending action to the City Manager.

The Human Resources Specialist shall notify PERMA of the accident
and provide any needed documentation.

Time is of the essence. Failure to gather the appropriate information
at the time .of the incident may impair the City’s ability to conduct an
appropriate investigation.

The vehicle operator must report the accident to the California
Department of Motor Vehicles if more than $750 in property damage
or if anyone was injured (no matter how slightly). The report must be
filed, whether the vehicle operator caused the accident or not, and
even if the accident occurred on private property. The report must be
made on the California Traffic Accident Report (Form SR1) and must
be made within ten (10) days of the accident. If the report is not filed
with DMV, the vehicle operator’s driving privileges will be suspended.

Section 13. Acknowledgement:

Upon receipt, each employee shall sign a form acknowledging that they are
aware of this policy, including the legal issues arising out of the use of
privately-owned vehicle on City business.
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Employee Acknowledgement of Vehicle Use Policy

By signing below, 1 acknowledge that | have been provided a copy of the City of Canyon
Lake's Vehicle Use Policy. | further acknowledge that it is my responsibility to read and
understand my rights and obligations under the Policy.

| understand that this Policy represents only current policies, procedures, rights, and
obligations, and does not create a contract of employment. Regardless of what the Policy
states or provides, the City retains the right to add, change or delete provisions of the
Policy and all other working terms and conditions without obtaining another person’s

consent or agreement.

Employee/Operator Signature

Printed Name

Date
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ATTACHMENT 3
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RESOLUTION NO. 2021-20

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF CANYON LAKE,
CALIFORNIA, ADOPTING THE EMPLOYEE HANDBOOK AND PERSONNEL POLICY
MANUAL

WHEREAS, the City Council finds it necessary to adopt an Employee Handbook and Personnel
Policy Manual that serves to provide employees an efficient and comprehensive guide to the
policies of the City of Canyon Lake with regard to employment; and

WHEREAS, the Employee Handbook and Personnel Policy Manual will provide a guide in the
provision of compensation, benefits, discipline, and attendance, among other issues; and

WHEREAS, the Employee Handbook and Personnel Policy Manual will assure compliance with
State and Federal requirements; and

WHEREAS, the City’s current Personnel Policies and Procedures was last adopted on November
5,2014; and

WHEREAS, a periodic review and amendment of such policies is necessary; and

WHEREAS, the City Manager, who serves as the administrative head of the government of the
City as outlined in section 2.04.060 of the Canyon Lake Municipal Code, has completed the review
and amendment process; and

WHEREAS, this policy may be updated from time-to-time as deemed necessary by the City
Manager; and

WHEREAS, the City Council wishes to adopt the Employee Handbook and Personnel Policy
Manual.

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

Section 1. The City Council hereby adopts the Employee Handbook and Personnel Policy Manual,
attached hereto as Exhibit “A”. The City Manager is authorized to amend the Employee Handbook
and Personnel Policy Manual from time to time with changes approved as to form by the City
Attorney.

Section 2. The Personnel Policies and Procedures Manual adopted on November 5, 2014, is hereby
rescinded.

Section 3. The Cafeteria Plan Benefit Policy adopted on June 1, 2017, is hereby rescinded.

W\
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Section 4. This Resolution shall become effective July 1, 2021.

PASSED, APPROVED, AND ADOPTED on this 7th day of April, 2021.

Kasey Castillo, Mayor

ATTEST:

Ana V. Sauseda, CMC
City Clerk

04/07/2021 City Council Agenda Page 140



Exhibit “A”
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INTRODUCTION

Welcome to the City of Canyon Lake! We trust you will find working for the City
professionally challenging, an excellent career opportunity, a positive experience and an
environment that strives to provide a work/life balance. The City prides itself on
exceptional customer service and the highest level of professionalism. City staff are
committed to public service, excellence and efficiency in the provision of services, the
ICMA Code of Ethics, and the principles of democracy and professional management
afforded by the Council-Manager form of government. As a member of the City team,
we look forward to your positive contributions in these areas. ‘

This handbook has been developed to provide staff members,w th.important information
regarding the City’'s personnel benefits and policies :on matters relevant to all
employees. The City Manager is the Appointing Authorlty under thls Jpolicy and shall
exercise functional authority over the City pers nél process for ‘the purpose of
implementing and enforcing these policies and:procedures on a crtyW|de basis. On
subjects not included in this handbook please *inquire wnth the Clty Manager or the

applied on an individual basis. Th
amend, revise or delete the provi
procedures, when deemed necessary

Canyon Lake is
expressly granted
Therefore

,‘ral law cities, or, where applicable, by federal law or
n adopted Municipal Code that contains the ordinances of the

;ls a “contract city” that operates under the Council-Manager
form of government As a contract city, Canyon Lake provides a number of key
municipal services through contracts with other government entities and private
companies. Included are police, fire, building and safety, planning, engineering, public
works, economic development, city attorney, and other services that may become
necessary from time to time. Some services, such as water, electricity and natural gas,
are the responsibilities of other non-City agencies.

Under the Council-Manager form of government, the City is governed by five City
Council Members who are elected at-large in municipal elections held every two years.

City Council terms are staggered such that three members are selected by the voters in
one election and the remaining two members are selected in the next election two years

2

04/07/2021 City Council Agenda Page 144



later. The City Council hires a City Manager who is responsible for implementing City
Council policy and for the day-to-day operations of the City, including the hiring and
management of all City staff, contractors and consultants. In addition to the City
Manager, the City Council also directly hires a City Attorney (or contracts with a law
firm), for legal counsel.

UNIQUE FEATURES OF THE CITY OF CANYON LAKE

Canyon Lake is one of only a few mostly gated cities in California. It also contains one
of the very few drinking water reservoirs in California where body. contact is permitted,
allowing for recreational uses such as swimming, boating, water skung and fishing.

Areas of the City that are within the gates, along with a few areas that are not gated, fall
within the boundaries of the Canyon Lake Property - Owners Assocratlon (POA). The
POA has authority and responsibility for the maintenance and operatlon of their private
roads and numerous amenities, such as parks, beaches tennis and plckleball courts,
senior center, golf course, baseball fields, eques rian center, clubhouse, swimming pool,
lodge, docks, etc. Guided by its Declaration of Covenants, ‘Conditions and Restrictions
(CC&R’s), the POA controls access into their ""g%tes*;conducts architectural reviews,
provides amenities and recreational opportunities, and maintains private security
throughout the community and marine patrof on the lake. While the lake itself is owned
by Elsinore Valley Municipal Water District: (EVMWD), the POA secures surface water
rights for the purpose of recreation thrdugh a'lor g_-term Iease agreement with EVMWD.
The POA is governed by a five-member. Board: of'Dlrectors who are elected at- large by
the members of the POA.:The Board hir -a: General Manager who is responsible for
implementing policy setfb_ the Board and for the day-to-day operations of the POA.

ke by contrast IS responsrble for land use regulation, building
 with stormwater runoff regulations, traffic safety (e.g., roadway
~foad maintenance of public streets, police protection, fire
, animal control, emergency preparedness, solid waste
removal, munlcrpal electlons “and other functrons typical of municipal government. City
revenue sources mc!ude‘property tax, sales tax, utility users tax, franchise fees paid by
utility provrders I|censef‘.;perm|ts fees, fines, grants, and lease payments from tenants
of Clty-owned real property

and safety, compllan
strlprng and srgnage

As a member of the Crty team it is important to understand the distinction between the
City and the POA, and.to become familiar with their respective responsibilities and the
services they each provide to the community.

PUBLIC SERVICE

Local government by its nature and purpose is a service-oriented and public profession.
City employees directly connect with the public in many different ways. In Canyon Lake,
it is an expectation that members of the City team maintain a pleasant, friendly and
cooperative demeanor with each other and in all capacities when working and
communicating with the public. Care should be taken to act in a professional, respectful
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and courteous manner at all times. City staff must keep in mind that they are
ambassadors of the City and represent the organization. As public service
professionals, it is the responsibility of City staff to be responsive and helpful to
residents, visitors, and those conducting business in Canyon Lake.
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Section 1.

Section 2,

Section 3.

Section 4.

App lication:

CHAPTER |
PURPOSE AND APPLICATION

Purpose: The purpose of City of Canyon Lake Employee Handbook and
Personnel Policy Manual is to establish lawful procedures for dealing with
personnel matters.

This Employee Handbook and Personnel Policy Manual may be amended
as deemed necessary by the City Manager or by a subsequent resolution
of the City Council. The personnel provisions set.forth herein constitute
the personnel rules and regulations for the “City of Canyon Lake.
Employees are expected to read this Handbook carefully, and to know and
understand its contents. The City reserves the right to. make changes to
this Handbook and to any employment policy, practice, work rule, or
benefit, at any time without prior notice, except for any'w‘_rijtt’e:n arbitration
agreement with an employee, which:can only be changed in-accordance
with its express terms. Employees’ at-will.employment can only be
changed as stated in the separate Employment At-Will Policy contained in
this Handbook. Any other change to this :Handbook or any employment
policy, practice, work rule, or benefit is effective only if it is in writing and is
signed or authorized by the City Manager. Except as otherwise provided in
this Handbook, no one: has the authority to make any promise or
commitment contrary to what is in this Handbook. Employees are
responsible for knowing about and understanding those changes once
they have been disseminated. The City also reserves the right to interpret
the provisions of this‘Handbook.

. 4 % L ,)\. .
‘Handbook replaces all earlier Handbooks and supersedes all prior
stent policies, practices, and procedures.

lica ‘These rules apply to all employees of the City of Canyon Lake
unless a specific.rule or procedure indicates otherwise.
v by

No Contract Created: These rules do not create any contract of
employment, express or implied, or any right in the nature for a contract.

'Handbook]?Acknowledqement: Employees are required to sign the

acknowledgement form at the back of this Handbook and return it to the
City Manager or Designee. This will provide the City with a record that
each employee has received this Handbook.
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CHAPTER HI
DEFINITION OF TERMS

DEFINITION OF TERMS

Unless the context indicates otherwise, the following terms, whenever used in
this document, shall be defined as follows:

Advancement. A salary increase within the limits - of the pay range
established for the position.

At-Will: All employment at the City is “at wnll it ThIS means that both
employees and the City have the right to termlnate employment at any
time, with or without advance notice, and with or. without cause.
Employees also may be demoted or. dlSCIp|Ined and the terms of their
employment may be altered at any -time, with or without ‘cause, at the
discretion of the City. Only the Clty Council has the authority to alter this
arrangement, to enter into an agreement for: employment for a specified
period of time, or to make any agreement: ‘contrary to this at-will status.
Any such agreement must be in writing ust be signed by an agent of the
City Council, and must - , “and_unambiguous intent to alter
the at-will nature of the em_ployment relatlonshlp

Nothing contained in this Handbook or any other documents provided to
employees is intended to be; nor should it'be, construed as a guarantee
that employment (or any beneflt) will be continued for a specific time
period..For example any salary figures provided to an employee in annual
or monthly terms ‘are stated for'the sake of convenience. They are not
intended to create an- employment contract for one or more months, for a
year. Employees should ask the Human Resources Specialist if they have
- any questlons about their status as an employee at-will.

City Manjers De3|qnee The person assigned to the Human Resources
function (Human Resources Specialist).

Demotion: The movement of an employee from one class to another class
having a lower maximum rate of pay. A demotion may be voluntary or
involuntary.

Domestic Partner: A domestic partnership is legally established in
California when all of the following requirements are met: both persons file
a Declaration of Domestic Partnership with the Secretary of State; both
persons have a common residence; neither person is married to someone
else or is a member of another domestic partnership with someone else
that has not been terminated, dissolved, or adjudged a nullity; two persons
are not related by blood in a way that would prevent them from being
married to each other in another state; both persons are at least 18 years

7
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of age; either of the following: (a) both persons are members of the same
sex; or (b) one or both of the persons are over the age of 62, and meet
certain eligibility criteria pursuant to the Social Security Act; and both
persons are capable of consenting to the domestic partnership.

Eligible: When used as a noun, means a person whose name is
considered for appointment to a position.

Employment Eligibility List: A list of one or more names of persons who
are being considered for a position vacancy generated from candidate
resumes, the results of an examination or some other method of
identifying eligible persons.

Examinations:

(@)  Open-competitive Examination: An examination for a particular
position which is open to all persons meeting the qualifications for
the class.

(b) Promotional Examination: An examrnatlon for a particular position,
admission to the examination being limited to employees identified
by the City Manager or Desrgnee B

(c) Continuous Examrnatron An open competitive examination which is
administered perrodrcally and as a result of which names are
placed on an employment list, in order of final scores, for a period
of not more than one (1) year

Exe pt An employee not entrtled to overtime compensation under the
Fair Labor Standards Act.

- Job. Classrf catrons For the purposes of the City’s Personnel rules and
regulatrons each position title shall correspond to the City’s list of
classifications and salary range.

(a) FuII-time Exempt: Various executive, administrative, and
professional positions exempt from overtime requirements.

(b) Full-time Non-Exempt: Positions subject to overtime requirements
and working 38-40 hours per week.

(c) Hourly Benefited: Positions known as regular part-time working
twelve (12) months per year and an average of twenty (20) or more
hours per week on a year-round basis. Benefits are provided to
regular part time employees on a pro-rated basis.

04/07/2021 City Council Agenda Page 150



(d) Hourly Non-benefited: At-will positions also known as either
seasonal part-time or part-time. These employees are sometimes
referred to as “temporary.”

1. Seasonal Part-Time: A position utilized up to 40 hours per
week on a seasonal or partial year basis, but not more that
1,000 hours per fiscal year. If an employee identified as
seasonal part-time works more than 1,000 hours in a fiscal
year, he or she does not acquire regular employee status.

2. Part-Time: A position with an average of 19.5 hours or less
per week and no more than 1,000 hours per fiscal year. If
an employee identified as part-time works more than 1,000
hours in a fiscal year, he or she does not acquire regular
employee status. '

Layoff: The involuntary separatic_-)n: of a regular status employee or
reduction to a position in a lower classification because the position is no
longer needed.

Promotion: The movement of an empldyée from one position to another
position having a higher maximum rate of pay and different job duties from
the previous position. '

Provisional Appointment: ‘A" temporary appointment of a person who
possesses the minimum qualifications established for a particular class,
and who has been appointed to a position in the absence of available
eligible. This is sometimes referred to as an “Interim Appointment.”

Reclasréiﬁéationr:l The change of a position from one position to another as
a result of ‘the gradual accretion or reduction of duties and/or
responsibilities over time.

Reqular "E'r'nplovee: An employee who has been retained on a full-time
basis. '

Reqular Part;Time Employee: An employee who has been retained on a
part-time basis.

Reihétatement: The re-employment, without examination, of a former
regular employee.

Temporary Employee: An at-will employee who has been appointed to a
full time or part time position of limited duration.

Transfer: A change of an employee from one position to another position
in having the same maximum salary limits, involving the performance of
similar duties and responsibilities and requiring the same qualifications.

9
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Y Rate: When an employee is moved to a different position with a lower
salary range, the employee will retain his/her current salary until the salary

of the new position has a maximum salary rate that is equal to or higher
than the current salary.

10
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Section 1.

CHAPTER Il
GENERAL PROVISIONS

Equal Employment Opportunity: It is the City’s policy to provide equal
employment opportunity for all applicants and employees. The City does
not unlawfully discriminate on the basis of race, color, religion, religious
creed (including religious dress and religious grooming practices), sex
(including pregnancy, perceived pregnancy, childbirth, breastfeeding, or
related medical conditions), gender, gender identity (including transgender
identity), gender expression (including transgender expression), because
an individual has transitioned (to live as the gender with which they
identify), is transitioning, or is perceived to ‘be transitioning), sex
stereotyping, national origin, ancestry, citizenship, -age (40 years and
over), mental disability and physical disability (including HIV and AIDS),
legally protected medical condition or information (including genetic
information), protected medical Ieaves (requesting or approved for leave
under the Family and Medical Leave Act or the California Family Rights
Act), military and/or veteran status; serwce or obligation, reserve status,
national guard status, marital status ‘domestic partner status, sexual
orientation, status as a -victim of domestic violence, sexual assault or
stalking, enroliment in a publlc assistance program engaging in protected
communications regarding employee wages or otherwise exercising rights
protected under the California Fair Pay Act, requesting a reasonable
accommodation on the basis of disability or bona fide religious belief or
practice, or any other basis protected by local, state, or federal laws.
Consistent with the law, the Clty also makes reasonable accommodations
for dlsabled appllcants and employees for pregnant employees who
request an accommodation [with the advice of their health care providers]
for pregnancy, chlldblrth or related medical conditions; for employees who
are victims of domestic violence, sexual assault, or stalking; and for
appllcants and employees based on their religious beliefs and practices.

The C|ty prohlblts sexual harassment and the harassment of any
individual on.any of the other bases listed above. The City also prohibits
retaliation against a person who reports or assists in reporting suspected
violations of this policy, cooperates in investigations or proceedings arising
from a violation of this policy, or engages in other activities protected
under this policy.

This policy applies to all areas of employment including recruitment, hiring,
training, promotion, compensation, benefits, transfer, disciplinary action,
and social and recreational programs. It is the responsibility of every
manager and employee to conscientiously follow this policy. Any
employee having any questions regarding this policy should discuss them
with the City Manager's Designee.

11
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Section 2.

Section 3.

Section 4.
Section 5.
Section 6.

Section 7.

Section 8.

Section 9.

Political Activity Prohibited: As a public agency, the City must be
particularly sensitive to real, potential, or perceived conflicts of interest.
City employees shall not engage in political activities in violation of
Government Code Section 3201 et seq. No one employed by the City may
engage in political activities on City premises, while engaged in official
duties, using City equipment, displaying the City logo, or wearing an
official City uniform. Employees should be careful not to engage in any
political activity (including social media postings) that could reflect
negatively on the City or give the appearance of negative bias toward
established City policy or City management. Employees also share with
their fellow citizens the right to voice their .opinion on public issues.
Employees may advocate for issues of personal interest only when doing
so does not conflict with the performance of their ofﬁcaal dutles

Outside Employment: No employee may hold outside employment that is
incompatible with his/her City employment City employees are employed
on the condition that emponment with the City is their primary
employment and that they shall not engage in any employment, activity, or
enterprise for compensation that is inconsistent, incompatible or in conflict
with their duties, functions, or respons'lbi‘lltles as a City employee. Each
regular employee who -holds any other position in addition to City
employment shall submit.a written request to the City Manager prior to
accepting such employment Other positions include employment,
participation in an outside business on their own or with others, and
involvement . in ~any other outside activity where they receive
oompensatlon -

Employee Duties: Employees are required to carry out the primary duties
and responsnbllltles of their employment

- Violation of Rules Violation of the provisions of these rules shall be
’ grounds for dlSCIpllnaI'y action up to and including termination.

Amendment and Revision of Rules: Amendments and revisions to these
rules must be approved by the City Manager.

Employee Standards of Conduct and ICMA Code of Ethics: Employees
are requested to be mindful of the ICMA Code of Ethics and uphold the
intent of the tenets and guidelines of the Code. Employees are required to
adhere to the Employee Standards of Conduct (Chapter XXII).

Federal Taxes: Completion of appropriate IRS forms will be required of all
personnel at the time of employment. The number of exemptions claimed
will determine the amount of federal tax deductions.

Social Security: The City does not participate in Social Security, so no
deductions will be taken from employees’ salaries for this purpose.
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However, all employees, full and part-time, will be required to have a
Social Security number and or meet other legal requirements including
proof of citizenship or permanent residency status at the time of

employment.
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Section 1.

Section 2.

Section 3.

Section 4.

CHAPTER IV
CLASSIFICATION

Classification Plan: The City of Canyon Lake has an established list of
classifications as follows:

Full-time Exempt

Administrative Services Manager

City Accountant/Human Resources Specialist
City Clerk

City Manager

Fire Chief

Management Analyst |

Management Analyst Il

Senior Management Analyst

Full-time Non-Exempt
Administrative Assistant
Administrative Assistant/Analyst
Code Enforcement Officer

Code Enforcement Superwsor
Deputy City Clerk ‘ ,
Deputy City Clerk/Executive Assistant
Senior Code Enforcement Officer.

Hourly Benf’éyfﬁited'(Part-Timé and Seasonal Part-Time)

Hourly Non Benefted (Part- T|me and Seasonal Part-Time)
Senior Office SpeCIahst *

» Offlce Specxallst

Each posmon in the City service is defined by specifications, including title,
definition'of .the posmon supervision received and exercised, a description
of the dutles and responsibilities of positions in each class, and the
training, experience, and other qualifications to be required of applicants
for positions in each class.

Ado‘ption,’ Amendment, and Revision of Plan: The list of classifications
may be amended from time to time by resolution of the City Council.

New Positions: When a new position is created, an employment eligibility
list will be established before an appointment is made, unless the position
is filled by a promotional appointment.

Classification Studies: Classification studies shall be conducted from time
to time to determine if the duties and responsibilities of a position have
substantively changed, have become inequitably aligned in relation to
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Section 5.

Section 6.

other classifications within the City service, and/or are otherwise
incorrectly designated. The City Manager or Designee shall conduct the
classification study and, as a result, a position may be reclassified to a
more appropriate classification, whether new or already authorized, at a
higher or lower maximum salary level.

After conducting a classification study of the position(s), the City Manager
will recommend classification changes, if any, to the City Council for
approval.

Qualifying Examination: A reclassification with a title change that results in
a salary increase above the old classification .may require of the
incumbent a qualifying examination to determine whether or not the
incumbent possesses the minimum qualifications for the new class. The
method for the qualifying examination shall be determined by the City
Manager or Designee. It may be an interview, demonstration of skills and
abilites or a written examination. An incumbent proposed for a
reclassification who does not pass the qualrfylng examination shall retain
his or her original title until such time as he or she does pass the qualifying
examination. :

An employee whose pOSition is being réélaésified upward and who has
demonstrated competency for the. posntlon need not take a qualifying
examination.

Y-Rate: When a recIaSS|f|catlon results in a lower maximum rate of pay for
the incumbent, the incumbent shall be “Y-Rated” at the salary level he/she
has earned up to that time.
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Section 10.

Section 11.

Section 12.

Section 13.

(a) If the new position title maintains the same salary range, the salary
will not change.

(b) If the new position title has a higher salary range, the salary
adjustment will be determined at the discretion of the City Manager.

(c) If the new position title has a lower salary range, the employee will
be Y-rated.

Pay Periods: Employees shall be compensated by paycheck or electronic
transfer semi-monthly. Checks or electronic transfers in payment for
compensation will be made available by the City to employees.

Bilingual Pay: The City does not provide a bilingual premium pay
differential in addition to regular pay for employees who are requested by
the City to use bilingual skills durlng their scheduled work hours on a
recurring basis.

QOvertime:

(@)  As a matter of general policy, the City does not permit employees
to work overtime and will provide adequate staff to handle normal
operations. However, non-exempt employees may be required to
work overtime at thediscretion of the City Manager.

(b) Overtime for non-exempt employees is defined as hours assigned
to be worked ‘and actually worked in excess of forty (40) hours in
- the deS|gnated work week.

(c) Non- exempt employees working overtime when not expressly
authorlzed to do so shall be subject to discipline.

(d) Overtlme ‘assigned and worked by non-exempt employees shall be
compensated at time and one half their regular rate of pay. The
employee may request, and the City Manager shall have the
unrestricted discretion to approve or not approve, compensation in
the form of accrued compensatory time at time and one-half pay,
except an employee may not accrue more than forty (40) hours
compensatory time at any time.

(e) Employees who are exempt from the Fair Labor Standards Act
(FLSA) are compensated on a salary basis and are not eligible for
overtime.

Call-Back Pay: In the event of an emergency or disaster, all City
employees may be required to report to work.
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Section 14.

Section 15.

Acting Pay: An employee who is provisionally appointed to an acting or
interim position that is in a higher salary range than that of the position title
in which the employee is normally assigned shall receive acting
compensation.

(@)  Acting pay shall be provided only for appointments with duration
greater than twenty-one (21) consecutive calendar days and shall
be retroactive to the effective date of the acting appointment and
continue until completion of appointment.

(b) Such acting appointments shall be made in writing by the City
Manager.

(c) Compensation shall be at the entrance of the salary range of acting
position, or a minimum of three and one-half percent (3.5%) higher
than the employee receives, whichever is greater.

Cost of Living Adjustment (COLA) Annually, employees will receive a
COLA in their salary or hourly rate based on the month of March,
Riverside/San Bernardino/Ontario Consumer Price Index (CPI) for all
items. The COLA will be applied to employee salaries or hourly rates
automatically, not to exceed 3. 5% on July 1 of every year based on the
March CPI. :

On July 1 of every ye’af position salary ranges will also adjust
automatically. The salary range will adjust based on the month of March,
RlverS|de/San Bernardino/Ontario CPI for all items not to exceed 3.5%.
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Section 1.

CHAPTER VI
BENEFITS

Retirement Plan:

(a)

(b)

d

The City is a member of the Public Employees Retirement System
(PERS). Eligible Regular employees of the City hired prior to
December 31, 2012 are enrolled in the 2% @55 retirement program.
Under PERS Regulations, employees hired on or after January 1,
2013 and who are considered “Classic” employees will be enrolled
in the 2%@55 retirement program. Eligible Regular employees of
the City hired on or after January 1, 2013 are enrolled in the
2%@62 and 2.5%@67 retirement program consistent with State
Assembly Bills 340 and 197 enacted September 12, 2012 and City
Resolution No. 1136. All conditions of PERS apply to all eligible
Regular employees of the C|ty of Canyon Lake. '

The pensionable compensatron used to calculate the defined
benefits paid to employees hired after December 31, 2012 will not
exceed the maximum amount specified in the federal retirement
system (United States Code Title 42.§ 430(b), as may be amended
from time to time);.as adjusted annually based on changes to the
Consumer Price Index for all Urban Consumers.

Regular employees hlred after December 31, 2012 pay 100% of the
employee portion of the retirement program or 50% of the “normal

-cost,” defined, as that" portlon of the present value of projected
: 'beneflts under the defined benefit plan that are attributable to the

current year of service (also known as the “Member Contribution
Rate .as.a percentage of payroll’ "), whichever is higher. Exercising
its authonty to implement the provisions of section 414(h)(2) of the

Internal Revenue Code (IRC), all employee’s payments for the

retrrement program are tax deferred. For employees hired after
December 31, 2012, the City is prohibited from making
contributions greater than the amount specified in the federal
retirement system.

The final compensation is the average full-time monthly pay rate for
the highest 36 consecutive months. “Compensation” is defined as
the normal monthly rate of pay or base pay for the employee for
services rendered on a full-time basis during normal working hours,
pursuant to the City’s pay schedule. It does not include pay for
unused sick leave or time off or overtime pay.

Employees are permitted to replenish their Public Employees
Retirement Account (PERS) out of their own funds, if they have
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Section 2.

(f)
(9)

(h)

chosen to remove those funds from PERS following termination of
previous employment.

The City does not participate in the Social Security System.

Newly retired former employees, or employees of another PERS
member, are required to sit out for at least 180 days before
returning to work for the City to avoid forfeiture of their retired
status. Such employees also cannot serve more than 960 hours in
a fiscal year. This subsection shall not apply to employees hired to
fill a critically needed position, where the appointment has been
approved by City Council in a public meeting.

Any public official or employee who is convicted ‘of a felony related
to performance of his or her official duties, related to seeking an
elected office or appointment, in connection with obtalmng benefits,
or committed against a chlld who the official or employee has
contact with as part of his or her official duties, forfeits all pension
benefits earned or accrued after the date of the conviction.

Health and Life Insurance:

At the discretion of the City Manager, the implementation of this section or
any portion thereof may be delayed until January 1, 2022. If
implementation is delayed by .the City Manager, then those portlons of the
previous Personnel Policies and Procedures and Cafeteria Benefit Plan
related to health and l|fe lnsurance shall continue to be in effect.

(a)

(b)

()

(d)

"'-»All employees of the Clty are covered with basic benefits as

reqwred by law, mcludlng State Disability Insurance (SDI),

Unemployment Insurance, and Worker's Compensation Insurance.

‘AII regular full-time employees, and all part-time employees that

work at Ieast 30 hours per week or 130 hours in a month, are
ellglble for coverage under the City’s medical, dental, vision, and
life insurance policies. 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 benefits.

Employees may choose to contribute pre-tax dollars to the City's
authorized optional benefit plans through a written authorization for
payroll deductions.

The City of Canyon Lake provides each regular full-time employee
100% of the single-party premium for health, dental and vision
insurance, inclusive of prescription drug coverages within the health
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plans, up to a maximum monthly contribution equal to the
“Subscriber” rate for the Anthem Blue Cross Select plan plus the
cost of City dental and vision pians.

(e)  The City will pay 80% of the premium for health, dental and vision
insurance for eligible dependents of regular full-time employees.
Total City monthly contribution toward these premiums for an
employee and their dependents shall not exceed a monthly cost
equal to the “Subscriber & 2+ Dependents”-rate for the Anthem
Blue Cross Select plan plus the cost of City dental and vision plans.

(f Part-time employees that work at least 30;5hours per week or 130
hours in a month are eligible for half of the approved monthly
contribution amount. '

(@)  All benefit selections made by an eligible employee are effective for
the entire calendar year, January 1 to December 31, unless the
employee experiences an ellglble change in status or other event
as listed in this policy. ;

1. Open enrollment. All eligible employees will be notified
annually of the open enrollment period. Typically, the open
enrollment period will occur from the third Monday in
September to the second Friday in October. Benefit options
may be selected and/or changed during this period. Benefits
selected during open enrollment will become effective
Januéry 1.

2. Change in status. All eligible employees may change their

benefit selections during the plan year if they experience a

~change in status, and the change in benefits is consistent

with the change in status. A selection change is consistent if

that change is “on account of” and “corresponds with” a

change in status event that affects eligibility for coverage.
-Change in status includes:

e Change in marriage status

e Change in number of dependents

e Change in employment status

e Change in the eligibility of dependents

e Change in residence that directly affects coverage

3. Family and Medical Leave Act (FMLA). Eligible employees
who take unpaid FMLA leave may revoke their benefit
selections during their unpaid leave. The eligible employee
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may reinstate their benefit selections on the same terms and
conditions upon return from unpaid leave.

4. Judgement, decree or order. Eligible employees may revoke
or change their benefit selections if a judgment, decree or
order resulting from a divorce, legal separation, annulment,
or change in legal custody requires health coverage for an
eligible employee’s child.

5. Entitlement to Medicare or Medlcald Eligible employees
may revoke or change their beneflt selectlons if the eligible
employee, spouse, or other dependent becomes entitled to
Medicare or Medicaid. L :

6. Significant cost or coverage changes. If the cost of an
eligible employee’s selected Health, Dental or Vision plan
increases or decreases during the plan year by more than
20%, the eligible employee may change their selection, or
make a corresponding change to any pre-tax contrlbutlon
they are maklng 4

7. Coverage changes If the plan coverage that an eligible
employee has selected ceases or is significantly curtailed,
the eligible - employee may revoke their corresponding
selection, and/or enroll in"-a similar plan. Significantly
curtailed means that there is an overall reduction in
coverage proV|ded by the plan. Loss of coverage means that
there'is a complete loss of coverage provided by the plan,
such as an HMO ceasing to be available in the area that the

: el|g|ble employee resides.

(h) Health Beneflts The City offers Health Maintenance Organization
(HMO) Basic_Health Plans, Preferred Provider Organization (PPO)
Basic Health Plans, and Exclusive Provider Organization (EPO)
Health Plans through the California Public Employee Retirement
System (CalPERS) organization. Specific providers and rates may
change from time to time. All employees will be notified of providers
and rates each year during open enrollment.

() Dental Benefits. The City offers Dental Insurance benefits. Specific
providers and rates may change from time to time. All employees
will be notified of providers and rates each year during open
enrollment.

g) Vision Benefits. The City offers Vision Insurance benefits. Specific
providers and rates may change from time to time. All employees
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will be notified of providers and rates each year during open
enroliment.

(k) Life Insurance Benefits. The City offers Life Insurance benefits for
the employee only. Spouses and dependents are not eligible for
Life Insurance coverage by the City under this policy. However,
eligible employees may purchase Life Insurance coverage for their
dependents. Specific providers and rates may change from time to
time. All employees will be notified of providers and rates each year
during open enroliment. Life Insurance coverage may not exceed
$50,000 to be eligible under this policy for pre-tax contributions.

) Supplemental Insurance Benefits. The City offers Supplemental
Insurance benefits for the employee, spouse, and dependents,
under this policy. Specific providers and rates may change from
time to time. All employees will be notified of providers and rates
each year during open enrollment.

(m) Cash Out. If an eligible employee receives health insurance
coverage through a source outside of the City’s benefit plan, they
may elect to receive a monthly payment of $250 per month as
taxable income in lieu of receiving City health insurance coverage.
In order to take advantage of this cash out option, the eligible
employee must provide ‘proof of health insurance coverage
acceptable to the City. Eligible employees who become ineligible
under other group health plan coverage, due to no fault of their
own, are eligible for reinstatement under the City’s plan, provided
the City is notified within thirty (30) days of the loss of coverage.

1. . An eligible employee employed full-time with the City of
Canyon Lake on or before April 7, 2021, is “grandfathered in”
at their existing monthly payment in lieu of health insurance
coverage amount. The dollar amount of the monthly cash out
payment shall not exceed the amount the employee was
receiving as of April 7, 2021.

i. If at any time a grandfathered employee moves
to a higher/more expensive health plan, that
employee shall no longer be “grandfathered,”
and from that point forward may no longer
receive a cash out, excepting that they shall
retain their ability to receive a monthly payment
of $250 in lieu of receiving City health
insurance coverage.

. If at any time a grandfathered employee
eliminates or reduces their cash out amount,
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the lower amount becomes the new maximum
cash out that they cannot ever exceed,
excepting that they shall retain their ability to
receive a monthly payment of $250 in lieu of
receiving City health insurance coverage.

Section 3. Deferred Compensation and Employment Longevity Plan:

(@) The City of Canyon Lake offers an employee funded deferred
compensation program. Information and applications can be
obtained from the Human Resources Specialist.

(b)  According to the following schedule,effeéti\'/e July 1, 2021, the City
of Canyon Lake will match employee contributions up to the IRS

limit. E
= “City Match of Employee’s
Years of Service Contribution
(Up to ___% of Salary)

0-1.99 ” 0%
2-299 1%
3-5.99 , 2%

6 —8.99 3%
9-11.99 4%

12 - 14.99 5%
15+ 6%

Section 4. Other benefits:

(@) The City provides single-party health coverage for its Regular
employee retirees through PERS. Heath plan options and terms of
the program are governed through the City’s contract with PERS.
Regular employees hired after December 31, 2012 will be qualified
to receive single-party retiree health coverage from the City
providing 1) the Regular employee retires from the City of Canyon
Lake and 2) the Regular employee has been in the employment of
the City of Canyon Lake for a minimum of 5 consecutive,
uninterrupted years.

(b) A surviving beneficiary of a current or former employee hired before
January 1, 2013 will receive benefits through PERS, as appropriate
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to individual circumstances. The terms of these benefits are
specified in the City’s contract with PERS.

Information describing benefits, including plan choices, can be obtained
from the Human Resources Specialist.
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CHAPTER VI
HOURS OF WORK

Full-Time employees work thirty-eight (38) hours in a four (4) day period.

Section 1.

Section 2.

Section 3.

Section 4.

Section 5.

Section 6.

Work Schedule: Full-Time employees work 38 hours over a 4-day
workweek, exclusive of meal periods, as follows:

Monday through Thursday 7:30 a.m. to 5:30 p.m.

Alternate Work Schedule: Full-Time employees may be assigned to work
days or hours other than those set forth in Section 1.

Work Week Defined: The work period or work week will begin at 12:00
a.m. on Sunday and end the foIIowing Saturday at 11:59 p.m.

Work Week Schedule Change: Th(-i;_,C;ity may change the work week when
public necessity or convenience so'requires.

Request to Change Schedule: Employ]eés for whom personal necessity
requires a different schiedule than above may make a request for an
alternate schedule to the City Manager.

Meal Period: Because City:employees are public employees the sections
of the California Labor Code regardlng mandatory meal and rest periods
are not appllcable ‘Meal periods are non-paid and nonworking time and
shall be one half hour for all full- time employees. Every effort will be made
to schedule such meal period during the middle of the shift.
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Section 1.

Section 2.

Section 3.

Section 4.

CHAPTER VIII
APPLICATIONS AND APPLICANTS

Announcement: All recruitments for positions shall be publicized by means
as the City deems advisable. The announcements shall specify the title
and pay of the position, duties and responsibilities of the work to be
performed, minimum requirements established, the manner of making
application, and other pertinent information.

Application: Applications shall be made as prescribed on the
announcement. Application forms shall require information covering
training, experience, and other pertinent information.  All applications must
be signed by the person applying.

Disqualification: The City Manager or Designee may reject any application
which indicates on its face that the applicant does not possess the
minimum qualifications required for the position or for any matéerial cause
which, in the judgment of the City Manager or Designee, would render the
applicant unsuitable for the position. Falsification of any information
presented on the employment application shall be grounds for
rejection/disqualification from the recruitment and/or termination from
employment, if applicant is appointed to the position.

Prohibition Against Nepotlsm It is the policy of the City to seek the best
possible candidates through appropriate search procedures. The City
seeks to eliminate or limit even the appearance of impropriety where
pOSS|bIe ‘As such, the City has adopted the following policy regarding
appllcatlon and/or h|r|ng of employee relatives.

For purposle_»of th|s policy, “relative” shall mean a spouse, domestic
partner, parent, parent-in-law, step-parent, legal guardian, sibling, step-
sibling, sibling-in-law, child, step-child, child-in-law, legal ward, grandchild,
or grandparent.

Each appliica‘nt is required to disclose the identity of any relative who is a

-current employee. An applicant’s failure to disclose a relative who is a

current employee may result in the rejection of the applicant or future
disciplinary action against the applicant after employment, up to and
including termination.

Relatives of current employees shall not be hired into positions in which
one relative may supervise, directly or indirectly, any other relative. One or
more of the following roles, undertaken on a regular, acting, overtime, or
other basis shall constitute direct or indirect supervision:

(@) Occupying a position in an employee’s direct line of supervision.
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(b) Functional supervision, such as a lead worker, crew leader, or
shift supervisor.

(c) Participating in personnel actions including, but not limited to,
appointment, transfer, promotion, demotion, layoff, suspension,
termination, assignments, approval of merit increases,
evaluations, and grievance adjustments.

Relatives of current employees shall not be hired into positions in which
one relative may work in a capacity which would allow a current employee
to evaluate or control the terms, conditions and/or performance
circumstances of employment of a relative. Relatlves of current employees
shall not be hired into any position in which the employment of such
relative has the potential for adversely impacting the supervision, safety,
security, or morale of other employees. The City shall review each
applicant who is a relative of a current employee to determine whether
hiring the applicant would result-in-any of the prohibited situations. If the
City Manager or Designee finds that any of those situations exists, then
the applicant may be rejected, or may be considered for employment in a
position that does not present the above SItuatlons

Current employees shall not part|C|pate dlrectly or indirectly, in the
recruitment or selection process for a position for which a relative is an
applicant. Current employees having hiring powers or authority to
recommend hires shall not, either directly or indirectly, seek to influence or
assist in the-hiring of any relative to any position within the City. Current
employees shall not participate or interfere in, or otherwise attempt to
influence, any personnel actions affecting his or her relative including, but
not limited to," transfer, promotion, demotion, layoff, suspension,
termination, aSSIgnments approval of merit increases, evaluations, and
gnevance adjustments

Prohlblted Job ASS|gnments Relatives of current employees shall not be
promoted, a53|gned or transferred into positions in which one relative may
supervise, directly or indirectly, any other relative. One or more of the

~following roles, undertaken on a regular, acting, overtime, or other basis
shall constitute direct or indirect supervision:

(a) Occupying a position in an employee’s direct line of supervision.

(b)  Functional supervision, such as a lead worker, crew leader, or
shift supervisor.

(c) Participating in personnel actions including, but not limited to,
appointment, transfer, promotion, demotion, layoff, suspension,

termination, assignments, approval of merit increases,
evaluations, and grievance adjustments.
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Relatives of current employees shall not be promoted, assigned or
transferred into positions in which one relative may work in a capacity
which would allow a current employee to evaluate or control the terms,
conditions and/or performance circumstances of employment of a relative.
Relatives of current employees shall not be promoted, assigned or
transferred into any position where the employment of such relative has
the potential for adversely impacting the supervision, safety, security, or
morale of other employees.

Change In Status. Current employees must report a-change of status to
the City Manager or Designee in advance of the effective date where
feasible, but in no event later than a reasonable time after the effective
date of the change of status. For purposes ‘of this policy, a “change in
status” is the change in the legal status or.personnel status of one or more
current employees.

(@) Changes in legal status include but are not limited to marriage,
divorce, separation, or any such change through which a current
employee becomes a relative or ceases to be a relative of
another current employee.

(b) Changes in personnel status include but are not limited to
promotion, demotion, transfer, re-assignment, resignation,
retirement or termination of a current employee who is a relative
of another current employee

Within thlrty (30) days from recelpt of notice, the City shall undertake a
case-by-case consideration -and individualized assessment of the
particular.work situation to determlne whether the change of status has
the potentlal for creating an adverse impact on supervision, safety,
security, ormorale. The City Manager or Designee shall make a good faith
effort to: regulate, transfer, condition or assign duties in such a way as to
minimize -.problems of supervision, safety, security, or morale.
Notwithstanding this; the City retains the right to exercise its discretion to
refuse to implement a change in personnel status due to its potential for
creating an adverse impact on supervision, safety, security, or morale.

The City shall reasonably monitor and regulate both relatives’ conduct and
performance for a period of one (1) year from the date of the
determination. If the City determines that a change of status has caused
potential for creating an adverse impact on supervision, safety, security, or
morale, the City shall re-visit the prior determination.

Depending on the nature and severity of the situation, the City may
transfer one of the relatives to a similar position that would not be in
violation of this policy. The transfer will be granted provided the relative
qualifies and there is an opening to be filled. There can be no guarantee
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that the new position will be within the same classification or at the same
salary level. If the situation cannot be resolved by transfer or by good faith
efforts to regulate, transfer, condition or assign duties in such a
reasonable way that would not be in violation of this policy, one of the
relatives must separate from City employment.

Pre-Existing Relationships. Where situations exist prior to the effective
date of this policy that may be in conflict with these rules, reasonable
efforts shall be made to address the situation so as to minimize potential
problems of supervision, safety, security or morale and to avoid future
conflict. '
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Section 1.

Section 2.

Section 3.

Section 4.

Section 5.

Sectio}i 6.

CHAPTER IX
EXAMINATIONS

Types of Examinations: The selection techniques used in the examination
process shall measure the knowledge and abilities of the applicants to
execute the duties and responsibilities of the position to which they seek
to be appointed.

Examinations shall consist of selection techniques which will test fairly the
qualifications of candidates. The City Manager or Designee may select the
appropriate examination(s) to be utilized in the selection process.

Promotional Examinations: All candidates for promotion must meet the
minimum qualifications identified by the City Manager or Designee.

The City Manager or Designee will determine whether the examination is
open competitive or a promotional appointment.

Continuous Examinations: Open-competitive examinations may be
administered periodically for a single position as the needs of the service
require. Names shall be placed on employment lists, in order of final
scores, for a period of not more than one (1) year, unless extended by the
City Manager or Designee.

Conduct of Examinations: The Clty Manager or Designee will determine
the manner ‘and methods and by whom examinations shall be prepared
and admmlstered ~

Reasonable Accommodation in_Testing: Should an otherwise qualified
applicant who is disabled request a reasonable accommodation for any
part of the testlng process the City may modify the process to reduce or
ellmmate the testlng barrier.

Bacquound Investhatlons Following a conditional offer of employment,
each prospectwe employee shall submit to a criminal background check.
The City does not consider distribute or disseminate information about any

- of the following while conducting a criminal background check in

connection with a job application: an arrest not followed by a conviction,
except when the applicant is out on bail or his/her own recognizance
pending trial, a referral to or participation in a pre-trial or post-trial
diversion program; and a conviction that has been sealed, dismissed,
expunged or statutorily eradicated pursuant to law.

If the City’s criminal background check reveals an applicant’s prior
conviction, the City shall conduct an individualized assessment to
determine whether the conviction has a direct and adverse relationship
with the specific job duties that may justify denying employment. The
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Section 8.

following factors shall be considered as part of the individualized
assessment: the nature and gravity of the offense or conduct; the time that
has passed since the offense or conduct and completion of the of the
sentence; and the nature of the job held or sought.

If the results of the City’s individualized assessment justify denying
employment the applicant shall be provided with notice and an opportunity
to respond within five business days. Written notice of the preliminary
decision to deny employment shall be provided to the applicant. The
written notice shall contain the identity of the disqualifying conviction, a
copy of the conviction history report, an explanation of the applicant’s right
to respond to the notice before a final decision is made, notice of the
deadline to respond within five business -days, and an explanation
informing the applicant that the response can include evidence
challenging the accuracy of the conviction history report and/or evidence
of rehabilitation or mitigating circumstances.

If the City makes a final demsnoh"not to hire the applicant based on the
conviction history after considering the apphcant s response the City shall
provide a final determination notice that includes notice of the final denial,
any existing procedure the City has for the’ applicant to challenge the final
decision, and the appllcants right to file a complaint with the Department
of Fair Employment and Housmg

Immigration Reform and Control Act of 1986 In compliance with the
Immigration’ Reform and Control Act of 1986, all new employees must very
identity and entltlement to work in the United States by providing required
documentatlon

Notlflcatlon of Seleétno’n Process Results: Each person competing in an
employment: selectlon process shall be given notice of the results from the

' examlnatlon
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Section 2.

Section 3.

CHAPTER X
EMPLOYMENT ELIGIBILITY LISTS

Employment Eligibility Lists: As soon as possible after the completion of a

continuous examination, the City Manager or Designee will prepare and
keep available, an employment eligibility list consisting of the names of
applicants who qualified in the examination, arranged alphabetically.

Removal of Applicants from Lists: The name of any person appearing on

an employment eligibility list shall be removed by the City Manager or
Designee if the person eligible requests in writing that his or her name be
removed, fails to respond to a notice mailed to his or her last known
address, or has been certified for appointment and has not been
appointed.

Use of Employment Eligibility Lists: A vacant position may be filled by the

appointment of a person whose name is on an employment eligibility list
for the position. o :
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Section 2.

Section 3.

Section 4.

CHAPTER XI
METHOD OF FILLING VACANCIES

Types of Appointment: All vacancies shall be filled by re-employment,
transfer, voluntary demotion, promotion or from eligible applicants by a
process deemed appropriate by the City Manager or Designee.

Appointment: After interview(s) and an examination if deemed necessary
for the selection of a candidate, the City Manager or Designee shall
thereupon notify the person of the conditional offer of appointment, subject
to passing a required medical examination. and all background
investigations. Ea

Temporary Assignments: Employees may be temporanly assigned higher
or lower duties without a change in pay. Such action shall ot be deemed
as a transfer, demotion, promotion, or reclassification. In all cases where
periodic or regular variations in- aSS|gnments occur because of seasonal
needs, the temporary change of duties or a'change of the work schedule,
of such variations shall be considered as InCIdentaI to the position.

Extended Assignment to Vacant quher POSItIOﬂ Employees assigned to
perform duties in a vacant higher level regular position in excess of
twenty-one (21) consecutlve calendar days as authorized by the City
Manager shall be entitled to.a salary rate increase to the higher level for
the time actually worked in the assignment. (See CHAPTER V, Section
14, Acting Pay.) The duration of such assignment to a vacant higher
position ‘shall not exceed one (1) year. It is the responsibility of the City
Manager to adjust the salary rate increase.
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Section 2.

CHAPTER Xil
ATTENDANCE AND LEAVES

Attendance: Full time employees shall be in attendance at their work in
accordance with the rules regarding hours of work, holidays, and leave.
Absence of any employee without leave may result in disciplinary action,
including discharge.

Vacation Leave: Vacation is a right, earned as a condition of employment,
to a leave of absence with pay for the recreation and well-being of the
employee. If an employee has exhausted sick leave, vacation may be
used for sick leave upon request of the employee and with approval of the
City Manager.

(@)

(d)

Employees shall accrue, on a pro-rata basis, vacation leave for
completed pay periods. Such vacation allowance shall be available
for use on the first day followmg the pay period in . which it is
earned.

All Full-Time employees accrue vacatlon time as defined below.

Continuous Years of Serwce E
Completed Vacation Hours Accrual
0-4.99 80 hours per year
5-9.99 - 100 hours per year
10 +: 'f-“ - 120 hours per year

{MaX|mum Accrual Employees shall be permitted to accumulate a

maximum of 400 hours of vacation leave. Employees who have
accumulated the maximum amount of vacation leave shall accrue

. no further vacation leave until they use sufficient leave to fall below
Tthe maX|mum that may be accumulated.

Walver of Max:mum Accrual. A waiver must be requested by the
employee and approved by the City Manager, for a period not to
exceed thirteen (12) pay periods per fiscal year. If, at the end of the
waiver period the maximum accrual amount is exceeded, vacation
accrual for the affected employee will stop. No further vacation time

‘will be accrued until the employee’s vacation leave balance is

below the maximum accrual amount. In the event that the failure to
utilize vacation past the twelve pay period waiver is due to the
City’s inability to allow an employee to take vacation (as opposed to
an employee’s delay and/or failure to request vacation time off), the
employee may, with City Manager authorization, continue to accrue
vacation.
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Vacation Leave Cash Out Option. In December of each year, if an
employee has over eighty (80) hours of accrued vacation, after
using accrued vacation leave of at least forty (40) hours during the
calendar year, he or she may “cash out” up to 80 hours of the
accrued vacation at his or her base rate of pay.

The minimum charge against accumulated vacation leave shall be
fifteen (15) minutes or multiples thereof. Vacation leave shall be
compensated at the employee’s base rate of pay.

The time during a calendar year at which an employee may take his
or her vacation shall be determined by the employee’s supervisor,
with due regard for the wishes of the employee and with particular
regard for the needs of the City.

All vacation leave requests shall be made with as much advance
notice as possible, and prior approval must be given by the
employee’s supervisor. When circums’t"ances warrant, and advance
notice is impractical, the employee’s supervisor may approve the
use of vacation leave for emergency absences. If an employee
does not request time off in advance and simply does not show up
for work, the employee’s supervisor or the City Manager may deny
the use of vacation time or any leave accruals, and said employee
may be subject to disciplinary action.

When -a fixed holiday falls within a vacation period, the holiday time
shall not be charged “against an employee’s earned vacation
beneflts

Employees who terminate or retire shall be paid for all accrued

vacation leave earned at their base rate of pay at the time of their

- separatlon of employment.

Employees on Unpaid Leave. Employees on Unpaid Leave do not
accrue Vacation Leave.

Empldyees not Eligible for Vacation. All Part-Time employees,
including temporary, emergency, seasonal part-time, and part-time,
do not accrue Vacation Leave.

Paid Sick Leave: All regular employees will accrue sick time as defined

below. The purpose of sick leave is to provide time for the diagnosis, care,
or treatment of an existing health condition of, or preventative care for, an
employee or an employee’s immediate family members as defined below
and by the California Family Leave Act.

(@)

Full-Time Employees
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Full-time employees 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.

Sick leave is accrued in equal increments per pay period
worked.

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.

Use of sick leave. An e_mbleyee eligible fer sick leave with
pay shall be granted such leave for the following reasons or
as otherwise provided by appliea_ble laws and regulations:

i. liness or physiCa! iyn‘vcepacity of an employee or
employee’s immedia'te""family

. Dlagnosvs care, or treatment of an existing health
condition of, or preventative care for, an employee or
an employee s immediate family.

ii. . To attend legal proceedlngs or to obtain medical

~ treatment, ‘counseling or other victims’ services for
* domestic VIolence sexual assault, or stalking.

v Enforced quarantlne of the employee in accordance

with community health regulations.

V. For these purposes, “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.

Eligibility for paid sick leave shall commence when accrued.

Observed holidays occurring during sick leave shall not be
counted as days of sick leave.
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(b) Part-Time Employees:

1.

04/07/2021 City Council Agenda

Part-time employees who are hired to work at least thirty
days are eligible for California Paid Sick Leave. Eligible
employees accrue California Paid Sick Leave on the first
day of employment but do not become eligible to use
accrued California Paid Sick Leave unt|I the 90th day of
employment.

California Paid Sick Leave mayf be taken for below
prescribed purposes: ”

I. The diagnosis, care, or treatment of an existing health
condition of, or preventlve care for, an employee or an
employee’s famrly member

ii. To attend Iegal proceedlngs or to obtain medical
treatment, counsehng or other victims’ services for
domestlc vrolence sexual assault, or stalking.

iil. A “famlly member for these purposes is defined as a
child (a biological, adopted, or foster child, stepchild,
legal ward, or-a child to whom the employee stands in
loco parentis), a parent (a biological, adoptive or

foster parent, stepparent, or legal guardian of an
eémployee or the employee’s spouse or registered
domestic partner, or a person who stood in loco
parentis when the employee was a minor child), a
spouse or registered domestic partner, a grandparent,
grandchild and sibling. Additionally, California Paid
Sick Leave may be used for an employee who is a
victim of domestic violence, sexual assault or stalking.

;Accrual. Eligible employees accrue California Paid Sick
~Leave at a rate of one hour for every 30 hours worked.

Employees may only use a maximum of three days or 24
hours, whichever is greater, of California Paid Sick Leave
per year. Additionally, accrued but unused California Paid
Sick Leave carries over into the following year, except that
there is a cap on the maximum amount of accrued California
Paid Sick Leave allowed. Part time employees’ total accrued
amount of California Paid Sick Leave cannot exceed 48
hours, or 6 days, whichever is greater.

Separation of Employment. Upon separation of employment
(voluntary termination, involuntary termination, etc.)
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employees are not entitled to be compensated for unused
California Paid Sick Leave. However, previously unused paid
sick days must be reinstated if an employee separates from
employment and then is rehired within one year.

5. To the extent possible, employees must provide reasonable
advance notice of their need for California Paid Sick Leave
under this policy. If the need is not foreseeable, the
employee must provide notice as soon as practicable.
California Paid Sick Leave under this policy will not
constitute a break in service for the purpose of City benefits
or seniority.

(c) Minimum Use. The minimum charge against accumulated sick
leave shall be fifteen (15) minutes or multiples thereof. Approved
sick leave with pay shall be- compensated at the employee s base
rate of pay. -

(d) Notification. Sick leave is not a benefit in which an employee may
use at their discretion; therefore, sick leave will be authorized only
in cases where the request for sick leave is reported promptly and
used for an authorized :reason. An employee may be required to
substantiate any request for the use of sick leave.

The City Manager, or. Desrgnee may investigate any request for
sick_leave whenever doubt exists as to the validity of a sick leave
request Sick ‘leave may be disallowed if: (1) it is not taken for
‘authorized reasons and/or (2) the employee fails to provide
"adequate notlce

.Occupatlonal In|urv or IIIness Leave: Whenever a person is compelled to

be absent from" employment with the City on account of injury or iliness

arising” out of ‘or.in the course of that employee’s employment as
determlned by the Workers’ Compensation Act, the employee may elect to
apply pro- rated accrued sick leave, if any, to such absence to receive
compensation of an amount of the difference between the compensation
received under the Workers’ Compensation Act and that of the employee’s
regular: pay, not to exceed the amount of the employee’s earned sick
leave. An employee, in such instance, may also elect to use any earned
vacation time in like manner after sick leave is exhausted. An employee, in
such instance, may also elect to use any earned Floating Holiday hours in
like manner after sick leave and earned vacation time is exhausted.
Employees shall receive full salary in lieu of Workers’ Compensation
benefits and paid sick leave for the first twenty-four (24) hours following an
occupational injury or illness, if authorized absence is by order of an
accepted physician under the Workers’ Compensation sections of the
California Labor Code.
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Bereavement Leave: When circumstances are such and the City Manager
determines that conditions warrant, Full-Time employees may be granted
up to three (3) days (28.5 hours) of paid bereavement leave per
occurrence, following completion of ninety (90) days of employment, in the
event of the death of a spouse, domestic partner, child, brother, sister,
parent, parents-in-laws, or grandparent. Accrued paid vacation may also
be used for bereavement purposes

Jury Duty and Witness Leave: If a regular full-time employee is required to
serve as a juror, such employee shall receive regular pay, less amounts
received while actually performing jury service, fora period not to exceed
10 days of jury service. The City will not pay mlleage or other additional
expenses incurred by jury duty. Employees will be required to provide a
Jury Duty Certification form to their supervisor or to the City Manager's
Designee, to be attached to their tlme sheet for that time penod

Employees shall be granted leave; WIth pay when subpoenaed to testify as
a witness other than as a party or-an expert.

Employees absent from work due to jUry,_duty or witness leave must daily
notify their supervisor of the status of their leave.

Family and Medical Leave'-

(@) Statement of Pollcy To the extent not already provided for under
current: Ieave policies and provisions, the City will provide family
and medical care leave for ehglble employees as required by state
and federal, Iaw .

(b) 'Deﬁnltlons

1 | 12 Month Period means a rolling 12-month period measured
‘ backward from the date leave is taken and continuous with
each ‘additional leave day taken.

2. Child means a child under the age of 18 years of age, or 18

~years of age or older who is incapable of self-care because

of a mental or physical disability. An employee’s child is one

for whom the employee has actual day-to-day responsibility

for care and includes, a biological, adopted, foster or step-

child, legal ward, or a child of a person standing in loco
parents.

3. Parent means the biological parent of an employee or an
individual who stands or stood in loco parents (in place of a
parent) to an employee when the employee was a child. This
term does not include parents-in-law.
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Domestic Partner means a person as defined in the Family
Code.

(c) Reasons for Leave. Leave is only permitted for the following
reasons:

1.
2.

The birth of a child or to care for a newborn of an employee.

The placement of a child with an employee in connection
with the adoption or foster care of a child.

Leave to care for a child, parer’it," 'er spouse who has a
serious health condition. '

Leave because of a serious health condition that makes the
employee unable to perform the functions of his/her position.

(d)  Employees Eligible for Leave,

An employee is eligible for leave if the employee:

1.
2.

Has been er'nplio,‘yed for at Ieaét 12 months; and

Has been erhployed for at least 1,250 hours during the 12-
month period immediately preceding the commencement of

ethe Ieave

(e)  Amount of Leave E||g|ble employees are entitled to a total of 12
'work weeks of leave during any 12-month period.

1.
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{t.~»_M|n|mum Duration of Leave. If leave is requested for the
- birth, adoption or foster care placement of a child of the

employee leave must be concluded within one year of the

~ birth" or placement of the child. In addition, the basic
_minimum duration of such leave is two weeks. However, an
~ .employee is entitled to leave for one of these purposes (e.g.,
bonding with a newborn) for at least one day, but less than

- two weeks duration on any two occasions.

If leave is requested to care for a child, parent, spouse, or
the employee him/herself with a serious health condition,
there is no minimum amount of leave that must be taken.
However, the notice and medical certification provisions of
this policy must be complied with.

Spouses Both Employed by the City. In any case in which a
husband and wife both employed by the City are entitled to
leave, the aggregate number of workweeks of leave to which
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both may be entitled may be limited to 12 work weeks during
any 12-month period if leave is taken for the birth or
placement for adoption or foster care of the employees’ child
(i.e., bonding leave). This limitation does not apply to any
other type of leave under this policy.

) Employee Benefits While on Leave. Leave under this policy is
unpaid. While on leave, employees will continue to be covered by
the group health insurance to the same extent that coverage is
provided while the employee is on the job.

If an employee fails to return to work after hls/her leave entitlement
has been exhausted or expires, the Clty shall have the right to
recover its share of health plan premiums for the entire leave
period, unless the employee does not return because of the
continuation, recurrence, or onset of a serious health condition of
the employee or his/her famlly member which would entitle the
employee to leave, or because of circumstances beyond the
employee’s control. The Clty shall have the right to recover
premiums through deductlon from any sums due the City.

(9) Substitution of Pald Accrued Leaves ‘While on leave under this
policy, as set forth herein, an employee may elect to concurrently
use paid accrued Ieaves Slmllarly, the City may require an
employee to concurrently use paid accrued leaves after requesting
Family Medical Leave (FMLA) and/or California Family Rights Act
(CFRA) leave, and may also require an employee to use Family

" and Medical ‘Care Leave concurrently with a non-FMLA/CFRA
‘leave Wthh is FMLA/CFRA -qualifying.

mployee S nght to Use Paid Accrued Leaves Concurrently
'WIth Family Leave. Where an employee has earned or
L accru_ed paid vacation, administrative leave, or
* - compensatory time, that paid leave may be substituted for all
~or part of any otherwise unpaid leave under this policy.

‘As for sick leave, an employee is entitled to use sick leave
as set forth in Section 3.

(h)  Medical Certification. Employees who request leave for their own
serious health condition or to care for a child, parent or a spouse
who has a serious health condition must provide written certification
from the health care provider of the individual requiring care if
requested by the City.
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Sectiop 9.

. entlrely by r

(i) Reinstatement Upon Return from Leave.

1. Right to Reinstatement. Upon expiration of leave, an
employee is entitled to be reinstated to the position of
employment held when the leave commenced, or to an
equivalent position with equivalent employment benefits,
pay, and other terms and conditions of employment.

2. Employee’s Obligation to Periodically Report on His/Her
Condition. Employees may be required to periodically report
on their status and intent to return to’ work. This will avoid
any delays to reinstatement when the. employee is ready to
return.

3. As a condition of reinstatement of an employee whose leave
was due to the employee’ 's own serious health condition that
made the employee ‘unable to perform hls/her job, the
employee must obfain and ‘present a fitness-for- -duty
certification from the heaith care provider that the employee
is able to resume work. Fallure to provide such certification
will result i ln denlal of relnstatement

California Paid Famllv Leave Cahfornla Pald Family Leave is a
component of State Dlsablllty Insurance. (SDI). ‘Unlike SDI, which partially
covers employee wage loss due to a personal dlsablhty injury, or
pregnancy, Paid Family Leave Insurance partially covers employee wage
loss for: |nd|V|duaIs who need to care for a seriously ill family member or
bond with a new. Chlld Benefits are available for a maximum of six (6)
weeks‘in:a twelve (12) month period. Paid Family Leave and SDI are both
admlnlstered by the Employment Development Division (EDD) and funded
; datory payroll deductions.

Preqnancv Dlsabllltv Leave: A full-time employee is eligible for up to four
(4) months of unpaid leave for a normal pregnancy, childbirth or related
medical condltlon

(a) Dunng the pregnancy disability leave time, paid leave may be
charged to accrued benefit time such as vacation and floating
holiday, at the employee’s request. In addition, accrued sick leave
‘may be used at the employee’s request, in accordance with Section
3.

(b) Health insurance benefits shall continue for the duration of the
pregnancy disability leave under the same conditions as if the
employee had continued employment. If the employee fails to
return to work after the period of leave to which the employee is
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Section 11.

entitled has expired, the City is entitled to recover the premiums
paid on behalf of the employee for maintaining coverage.

(c) The City Manager or Designee may require the employee to file a
physician’s certificate or personal affidavit and to provide
reasonable notice of the date the leave will begin and the estimated
duration of the leave.

(d)  Employees disabled by pregnancy may also take intermittent leave
or be provided reasonable accommodation to continue work.

(e) Employees returning from Pregnancy Di'sjebji;lity Leave generally are
entitled to be reinstated in the same position, subject to certain
conditions, and consistent with applicable law.

Election Leave: If a full-time employee does not have sufficient time
outside of working hours to vote at a statewide election, the voter may,
without loss of pay, take off enough working time, which when added to
the voting time available outside of working-hours will enable the voter to
vote. Regular part time employees ar‘e'e'ligible for election leave based
upon hours scheduled to work. No more than two (2) hours of the time
taken off for voting shall be without loss of pay. The time off for voting
shall be only at the beg|nn|ng or-end of the regular work shift, whichever
allows for the greatest free time for voting and the least time off from the
regular working shift, unless  otherwise mutually agreed upon. The
employee. shall glve the City.Manager at least two working days’ notice
that tlme off for votlng is deS|red

Leave of Absence W|thout Pav The City Manager may grant a regular
employee al Ieave ‘of absence without pay for a period not to exceed one
"No such leave shall be granted except upon written request of

the employee ‘setting forth the reason for the request. Approval will be in

writing.” Upon explratlon of a regularly approved leave or within a
reasonable period of time after notice to return to duty, the employee shall
be relnstated in the position held at the time leave was granted. Failure on
the part of an employee on leave to report promptly at its expiration, or
within a reasonable time after notice to return to duty shall be cause for
discharge. Such leave of absence shall not be counted as a break in
service for purposes of satisfying the continuous employment requirement
for vacation allowance.

An employee on leave of absence without pay does not accrue sick leave,
vacation time, or receive benefits while on leave. Such employee does not
lose or forfeit any sick leave or unpaid vacation time that had been
accumulated prior to the time being granted.
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Section 12. Military Leave: Military leave shall be granted to City employees in
accordance with the provisions of current federal and state law.

Section 13.

Administrative Leave: The positions of Administrative Services Manager

and City Clerk shall receive administrative leave.

(a)

(b)

()

Eligible employees shall accrue 80 hours of paid administrative
leave time annually on the first day of each calendar year.
Employees shall be eligible to use administrative leave as it is
accrued, excepting that an employee must be employed full-time by
the City continuously for a period of not less than 90 days in order
to use administrative leave. Employees shall be permitted to
accumulate a maximum of 160 hours of administrative leave.

Upon termination, employees shal'l be compensated for accrued
unused administrative leave at their then current pay rate.

At the discretion of the Cify"Manager,._and in special circumstances,

regular employees may be provided administrative leave without
loss in pay or the deduction of othe'rlleave accrued.
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Section 2.

CHAPTER XIlI
HOLIDAYS

All regular full-time employees shall have the following holidays as
vacation with pay:

January 1, known as “New Year’s Day.”

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

The third Monday in February, known a’s“."Presidents’ Day.”
The last Monday in May, known as “‘MemoriaIDay.”

July 4, known as “Independence Day.”

The first Monday in Septembe_r, known as “Labor Day.”

The second Monday in October-:"’knoWn as “Columbus Day.”
November 11, known as “Veterans Day

The Wednesday precedlng Thanksgwmg Day, known as the “Fall
Closure

The fourth Thursday in: November known as “Thanksgiving Day.”

,‘,December~24‘ known as “Chrlstmas Eve.”

December 25, known as Christmas Day.”

o The days between Christmas Day and New Year's Day (December

26 through December 31), known as the “Winter Closure.”

One (;1) FIoatmg Holiday.

" Holidays which fall on a Friday or Saturday shall be observed the
precedrng workday. Holidays which fall on a Sunday shall be observed the
following Monday. This applies to all holidays observed with the exception
of Christmas Eve, Christmas Day and New Year’s Day.
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Section 5.

CHAPTER XIV
CHANGES IN EMPLOYMENT STATUS

Transfer: An employee may be transferred by the City Manager at any
time from one position to another position. Transfer shall not be used to
effectuate a promotion, demotion, advancement, or reduction, each of
which may be accomplished only as provided in these rules. No person
shall be transferred to a position for which he/she does not possess the
minimum qualifications.

Promotion: When practicable and consistent with the best interests of the
City, vacancies may be filled by promotion. All candidates for promotion
must meet the minimum qualifications |dent|f'ed by the City Manager or
Designee.

If, in the opinion of the City Manager or Designee, a vacancy in the
position could be filled better by an open, competitive recruitment instead
of a promotional appointment, "he/she shall arrange for an open
competitive examination.

Demotion: The City Manager may demote an employee whose ability to
perform his/her required duties falls below standard or a regular employee
for disciplinary cause. No employee shall be demoted to a position for
which he/she does not possess the minimum qualifications.

Susgensro The Crty Manager may suspend an employee at any time or
a regular employee for cause.:

Reclassrfrcatlon The City Manager may reclassify a position from one
position to° another if there has been a gradual accretion or reduction of
duties and/or responS|b|I|t|es over time.

47

04/07/2021 City Council Agenda Page 189



Section 1.

Section 2.

Section 3.
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CHAPTER XV
SEPARATION FROM EMPLOYMENT

Job Abandonment: An employee is deemed to have resigned if the
employee is absent for three (3) consecutive workdays without prior
authorization and without notification during the period of absence. On the
second working day of unauthorized absence, the City Manager shall
send an overnight letter to the employee’s last known address informing
the employee that if the employee fails to report to work within one (1)
workday, or receive authorization for such absence, the employee will be
deemed to have resigned and extending to the employee an informal pre-
disciplinary conference. Employees separated from employment for job
abandonment will be reinstated with such charge removed from the
employee’s record upon presentation of justification for absence such as
severe accident, severe illness, false arrest, or mental or physical
impairment which prevented notification. Employees have no right to
appeal if deemed to have resigned?és a result of job abandonment.

Discharge: An at-will employee mey -be discharged at any time. Any
employee in the competitive service who has been discharged is entitled
to rights provided in CHAPTER XIX

Layoff: The City Manager;may Iay off an employee because of change in
duties or organizatlon or shdrtage of work or funds.

(@) Notlﬁcatlon Employees to be laid off shall be given, whenever
| possnble at least ten (10) calendar days prior notice.

(b)  Order of Layoﬁ Employees shall be laid off in the inverse order of
their senlorlty and with regard to their responsibilities. Seniority
, shall be determined based upon date of hire in the position. A layoff
~out of the inverse order of seniority may be made if, in the City’'s
Judgment retention of special job skills is required.

(c) Re-employment Rights for Laid-off Employees. Regular employees
who have received a satisfactory or better evaluation for the twelve
(12) months prior to layoff shall be automatically placed on a re-
employment list for one year for the classification from which they
were laid off.

Resignation: An employee wishing to leave City service in good standing
shall file with the supervising official at least ten (10) working days before
leaving the service, a written resignation stating the effective date and
reasons for leaving. Failure to give such notice shall mean the employee
did not terminate in good standing, unless the City Manager has waived
the two-week notice requirement. Failure to comply with this Chapter shall
be entered on the service record of the employee and be cause for
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Section 5.

denying future employment by the City. A resignation becomes final when
accepted by the City Manager and only at the City Manager's discretion
can be withdrawn.

Reinstatement: A regular employee who has resigned, or has otherwise
been separated while in good standing, may be considered for
reinstatement by the City Manager, to a position in the former employee’s
same or comparable position for a period of two (2) years after resignation
or separation provided such a position is vacant and available. The
employee shall be reinstated to the salary range and step held at the time
of resignation or separation and shall receive a new anniversary date
which shall be the first date of employment upon reinstatement.
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Section 1.

Section 2.

Section 3.

Section 4.

Section 5.

CHAPTER XVI
REPORTS AND RECORDS

General: The City maintains a personnel file on each employee. An
employee’s personnel file shall contain only material that is necessary and
relevant to the administration of the City’s personnel program. Personnel
files are the property of the City, and access to the information they
contain is restricted.

Notifying City of Changes in Personal lnformatic:n:Each employee is
responsible to promptly notify the Human Resources Specialist of any
changes in relevant personal information, including:

e Mailing Address

e Telephone Number

e Persons to Contact in Emergency

o Number and Names of Dependents

Location of Personnel Files: The pe'rsonhel files will be kept secure and
confidential by the Human Resources Specialist.

Medical Information:

(@) Separate Confldential Fllesv; All medical information about an
employee or appllcant ‘is kept separately and is treated as
conﬁdentlal |n accordance with federal and state law.

(b) ',Informatlon |n Medical Flles The City will not obtain medical
-*lnformatlon about an. employee or applicant except in compliance
with: “"’»;’,Callfornla Confidentiality of Medical Information Act. To
enabiejthe City to obtain certain medical information, the employee
or applicant may need to sign an authorization for release of
employee medlcal information.

(c) Access to Medical Information. Access to employee or applicant
medical information shall be strictly limited to only those with a
legitimate need to have such information for City business reasons.
In'/,fthe case of an employee with a disability, managers and

_supervisors may be informed regarding necessary restrictions on
the work or duties of the employee and necessary
accommodations.

References and Release of Information in Personnel Files:

(a) Public Information. Upon request, the City will release to the public
information about its employees as required by the Public Records
Act. The City will not disclose personnel information that it
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considers would constitute an unwarranted invasion of personal
privacy.

(b) Reference Checks. All requests from outside the City for reference
checks or verification of employment concerning any current or
former employee must be referred to the Human Resources
Specialist. Information will be released only if the employee signs
an authorization for release of employment information, except that
without such authorization, the following limited |nformat|on will be
provided: dates of employment and salary upon departure.

Section 6. Employee Access to Personnel File: An employee may inspect his or her
own personnel file at reasonable times and at reasonable intervals. An
employee who wishes to review his or her file should contact the Human
Resources Specialist to arrange an appomtment The review must be
done in the presence of the Human Resources Specialist.

Section 7.  Destruction of Records: Personnel f|Ies,_payroII records and records
relating to personnel recruitment, inCIudlng correspondence, applications,
examinations, and reports will be destroyed according to the City’'s
Records Retention Schedule ,
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CHAPTER XVIi
GRIEVANCE PROCEDURES

Section 1. Definition:

(a) Grievance. Except as otherwise excluded, a “grievance” is a written
allegation by an employee, submitted as herein specified, claiming
violation(s) of the specific express terms of the Employee
Handbook and Personnel Policy Manual and for which there is no
other specific method of review provided by City law.

(b) Grievant. A grievant is an employee or group of employees
adversely affected by an act or omission of the City.

(c) Day. A day is any day the agency is open to the pUblic that is any
day except Fridays, Saturdays, Sundays and legal holidays
recognized by the City.

(d) Exclusions:
1. The procedure is not to be G'Sed for the purpose of resolving
complaints, requests or changes in wages, hours and

working conditions.

2. The,procedurel]i,s_, not to be used to challenge the content of
-employee evaluatjons or performance reviews.

3. The procedure is not to be used to challenge the decision to
: reclassnfy layoff, deny reinstatement, or deny a step or merit
vmcrease to an employee.

4, ThIS procedure is not to be used in cases of oral reprimand,
S written reprimand, reduction in pay, demotion, suspension,
- or termination.

5 "jThis procedure is not to be used to challenge violation of law
"/ or past practice.

6. This procedure is not to be used to challenge examinations
' or appointment to positions.

Section 2.  Procedure:
(a) Step A: Informal Discussion. The grievant shall discuss the

controversy with their supervisor on an informal basis in an effort to
resolve the situation.
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The issue will be considered resolved if not presented to their
supervisor within ten (10) working days following the day the event
occurred upon which the controversy is based. The supervisor shall
respond within five (5) working days following the meeting with the
grievant. Failure of the supervisor to respond within such time limit
shall entitle the grievant to process the controversy to the next step.

(b)  Step B: First Level of Review. If the controversy is not settled at
Step A, the grievant may submit the grievance in writing to their
supervisor within five (5) working days of the receipt of the
grievance response at Step A. Failure of the grievant to deliver the
written grievance shall constitute a waiver of the grievance. The
supervisor shall meet with the grievant and a written decision and
statement of facts and issues shall be rendered to the grievant
within ten (10) working days from the date of the written grievance.
Failure of the supervisor to respond within such time limit shall
entitle the grievant to process his/her grievance at the next level of
review. If the supervisor is the subject of the grievance the
grievance shall be submitted to the City Manager instead of the
supervisor.

(c) Step C: Second Level Revrew If the grlevance is not settled at Step
B, the grievant may place the grievance.in writing to and present it
to the City Manager within five (5) working days of receipt of the
Step B grievance response. Failure of the grievant to deliver such
written notice shall constitute a waiver of the grievance. The City
Manager shall hear the grievance, and a written decision and
statement of facts and issues shall be rendered to the grievant. The
decrsron of the City Manager shall be final and binding.

Section 3. Reprrsal Employees shall be ensured freedom from reprisal for using the
' grrevance procedure
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CHAPTER XVIiI
DISCIPLINE

Nothing in this Guideline is intended to alter the at-will status of employment with the
City. Consistent with our Employment At-Will policy, set forth separately in this
Handbook, you and the City each have the right to terminate the employment
relationship at any time with or without cause and with or without prior notice. As well,
the City reserves the right to terminate any employment relationship, to demote, and to
otherwise discipline an employee without resort to the disciplinary procedures outlined

below.

Section 1.

Section 2.

Types of Disciplinary Action:

(a)

(b)

()

(d)

(e)

(f)

Oral Warning. A formal discussion with an employee, by the
employee’s supervisor or the City Manager, about performance or
conduct problems, the need for the employee to improve and what
specific improvement is expected. The supervisor or City Manager
shall make a written record of the warning.

Written Reprimand. A formal wryi‘tten notice to the employee
regarding performance or conduct. problems, the need for the
employee to improve and what specific improvement is expected.
The written reprimand goes in the employee’s personnel file.

Suspension. Removal of an empIdyee from duty without pay for a
specified period. o

Reduction lnPay A reduction in pay from the employee’s current

salary to a lower salary.

Deﬁbﬁbh. A reduction in position title and salary.

’D‘is’;missal‘or Discharge. Separation from employment of an

employee for cause.

Grounds for Disciplinary Action Involving Regular Employees: Grounds for

discipline include, but are not limited to, the following:

(a)

(b)

(c)

Fraﬁd in securing employment or making a false statement on an
application for employment.

Incompetency — the inability to comply with the minimum standard
of an employee’s position for a significant period of time.

[nefficiency or inexcusable neglect of duty — failure to perform
duties required of an employee within his/her position.
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(d)

(e)
(f)

(9)
(h)
(i)

(k)

o
(m)

()

(0)

(p)
(@)

Willful disobedience or insubordination — a willful failure to submit to
duly appointed and acting supervision or to conform to duly
established orders or directions of persons in a supervisory position
or insulting or demeaning a any fellow employee.

Dishonesty.

Possession, distribution, sale, use, or being under the influence of
alcohol or illegal drugs or narcotics while on duty or while operating
a vehicle in the course of City business or potentially dangerous
equipment leased or owned by the City.

Excessive absenteeism.
Inexcusable absence without leave.

Abuse of sick leave — taking sick leave without a doctor’s certificate
when one is required, or misuse of sick leave.

The conviction of either a misdemeanor or a felony related to the
position held will constitute grounds for dismissal of any employee.
The record of conviction will be conclusive evidence of the fact that
the conviction occurred. The City Manager or Designee may inquire
into the circumstances surrounding the commission of the crime in
order to support the degree of discipline. A plea or verdict of guilty,
or a conviction showing"ia plea of nolo contendere is deemed to be
a conviction within the'meaning of this Section.

' ’[‘/)lig‘c:ourtepl‘lfsy‘{’[reatment of the public or other employees.

Ingtb'rgjp:e,:‘r‘;br unauthorized use of City property.

‘,Revf&uséil‘i to subscribe to any oath or affirmation which is required by

law'in connection with agency employment.

Any'§§hiillfu| act or conduct undertaken in bad faith, either during or
outside of duty hours which is of such a nature that it causes
discredit to the City.

“Inattention to duty or negligence in the care and handling of City

property.
Violation of the rules and regulations of the City.

Mental or physical impairment which renders the employee unable
to perform the essential functions of the job, with or without
reasonable accommodation (if disabled), or without presenting a
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significant current risk of substantial harm/threat to the health
and/or safety of self or others.

(r) Outside employment not specifically authorized.

(s) Acceptance from any source of a reward, gift, or other form of
remuneration in addition to regular compensation to an employee
for the performance of his or her official duties.

() The refusal of any officer or employee of the.City to testify under
oath before any Grand Jury having jurisdiction over any then
pending cause of inquiry in which the investigation of government
bribery or misconduct in agency office is involved shall constitute of
itself sufficient ground for the |mmed|ate discharge of such officer or
employee.

(u)  Willful violation of any of the prowsnons of an ordlnance resolution,
rule, regulation or policy prescrlbed by the City.

(V) Improper political activity. Example campalgnlng for or espousing
the election or non-election of ‘any. candidate in national, state,
county or munICIpaI elections while on duty and/or during working
hours, or in City uniform or. displaying the City logo on or off duty; or
the dissemination of political material of any kind while on duty
and/or durmg worklng hours or in uniform.

(w) Worklng overtlme W|thout authorization.

(x) . ,Possessmn of weapons on Clty owned or occupied property without
authonzatlon of the City Manager.

Ay) . ',Maklng false or malicious statements concerning any employee,
the City, City management, or the City’s policies or practices.
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Section 1.

Section 2.

Section 3.

Section 4.

Section 5.

CHAPTER XIX
PERFORMANCE EVALUATIONS

General: Performance evaluation is the process of evaluating and

recording the performance of each employee. The performance evaluation
is best used:

(a) To maintain a high level of efficiency or assist in raising efficiency
by commending the employee.

(b) To indicate to the employee those points . |n which he/she shows
weak performance, and suggest the proper means of raising his/her
working performance to the standard level.

(c) To inform the employee of good performance.

(d) To encourage better worklng relationships and  mutual
understanding by letting the employee know where he/she stands
with relation to City management’s evaluation of his/her work.

(e)  To establish annual goals and tesksffto be accomplished.

Responsibility for Evaluation: The employee’s  supervisor s

responsible for proper preparation of the performance evaluation for each
employee. The ‘supervisor 'should carefully review the complete position
description, and the goals and objectives for the employee, if any, before
beglnmng ‘éach evaluation, to remind himself/herself of what should be
expected from the employee

Dlscussmn W|th Emplovee “The performance evaluation must be

dlscussed wnth the employee Durlng the |nterV|ew as well as |n the

to dlscussmg speC|f|c ways in which the employee can improve his/her
performance. An opportunity should also be afforded the employee to
comment and bring up any questions he or she may have.

Schedule: - - Performance evaluations should be done on an annual

basis. Evaluations for new employees are to be presented at the end of
the'ﬁr‘st‘six (6) months, and annually thereafter.

Appeal Procedure: It is the intent of the City to offer fair and equitable
appeals procedures for employees’ performance evaluations. Below are
the official guidelines.

(a) Employee and supervisor meet to review and discuss the
employee’s performance evaluation.
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(b)  The employee may respond in writing to the contents of the
evaluation. The employee must submit this response to the
supervisor within ten (10) working days immediately following
receipt of the evaluation. The decision shall be rendered in writing
within fifteen (15) working days by the supervisor.

(c) The decision of the supervisor may be appealed to the City
Manager within ten (10) working days immediately following receipt

of the decision. The City Manager shall respond within fifteen (15)
working days, and the decision of the City Manager shall be final.
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CHAPTER XX
VEHICLE USE

Section 1. The City of Canyon Lake has an adopted Vehicle Use Policy. This policy
applies to all employees.
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Section 1.

CHAPTER XXI
TRAVEL

Employees are expected to use good judgment in the use of City funds
while on official travel to minimize the total cost to the City. All employees,
with prior written approval of the City Manager, shall be eligible for a travel
expense allowance/reimbursement as specified by the following:

(@)

(b)

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
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 Iiab’ility insurance.

Out of Town Travel. Employees will make reservations for travel
covered by this policy, and will prepay transportation, registration,
and lodging whenever possible. If an employee wishes to make
histlher own arrangements, or prepaying for transportation,
registration or Iodglng is not avallable the employee will be
reimbursed subject to' the restrictions- below. If, in the judgment of
the City Manager; the estlmated expense for contemplated travel
out of the City is too. hlgh to expect the employee to finance the trip
and be'reimbursed upon “their return, the City Manager may
authonze advance payment of the estimated amount to the
employee to be reconciled upon his/her return. The staff member

Vmust lmmedlately reimburse the City for any amount of such an

advanceﬁ,for which there is no receipt, or which does not meet the
juirements of this policy. The advance shall not exceed $150/day

'1.~v Ust‘e.Of personal cars for trips out of town may be approved

. by the City Manager when use of commercial transportation
- jis not practical. Compensation for mileage is not to exceed
- ‘airfare cost.

2. Employees shall use government or group rates for
transportation whenever available. If such rates are not
available, employees 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.

3. Airport shuttles, public transit and/or ridesharing services
should be used whenever available. Rental vehicles are only
permitted when other transportation is unavailable or when it

60

04/07/2021 City Council Agenda Page 202



is the most economical mode of transportation. Advance
reservations should be made whenever possible.

4, When lodging to be reimbursed is for an organized
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
employee should seek the government rate. If neither the
group nor the government rate are available, the maximum
which may be paid per night for Iodglng in California is $300,
or up to $500 in higher cost areas

S. 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 - $25 -
Lunch - $30
D|nner $5O

6. When an employee takes a spouse or other guest on an
official trip, the employee will be personally responsible for
all of the guests expenses and will be reimbursed only for

~the expenses the employee would have incurred traveling
alone. All relmbursements pursuant to this policy will be
shown 'on a separate itemized receipt attached to the
expense statement

(c) - Pay for Travel For non- exempt (hourly) travelers, required travel
~time to the event on workdays during normal working hours will be
counted ; as.time worked. Generally, travel time to the event on City
business is limited to the actual dates of a function plus reasonable
travel time not to exceed a maximum of twenty-four (24) hours
before and/or after the function. No overtime will be provided for
travel time to or from the event, other than that mandated by the
Federal Fair Labor Standards Act (‘FLSA”) requirements.
Supervisors and employees must be aware of the FLSA
requirements when arranging for travel for all non-exempt (hourly)
travelers. Travel-related overtime in connection with travel on City
business requires authorization from the City Manager.

(d) Extended Travel. For in-state, out-of-state, and international travel,
upon prior approval by their supervisor, the employee may stay in

advance or stay beyond the time required for business purposes.
Such time must be charged to an available leave balance, such as
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vacation, for the individual traveler. If the extended stay requires
the use of the traveler's leave balances, the usage of these leave
balances must be pre-approved by the employee’s supervisor.

Section 2. Enforcement: Misuse of public resources or falsifying expense reports in
violation of this policy may result in any or all of the following:

e Discipline up to and including termination.
e Loss of reimbursement privileges.

o Payment of restitution to the City.

o Civil penalties.

e Prosecution for misuse of public resources.
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Section 1.

Section 2.

CHAPTER XXII
PROFESSIONAL DEVELOPMENT

Training: Employees of the City are eligible to request specialized training
in the form of symposiums, special courses, forums, professional
association meetings, etc., at the City's expense.

Tuition Reimbursement: Full-time employees are eligible to request
reimbursement, up to $2,500 per fiscal year, for coursework and related
expenses (e.g. required textbooks, workbooks, software and other
materials) in connection with a degree program or professional
certification, provided that such courses reasonably contribute to the
employee’s professional development and pertain to a legitimate function
of municipal government. To be eligible, an employee must have worked
full-time for the City for at least six (6) months without lnterruptlon before
enrolling in the course, and must be on payroll upon completion of the
course.
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CHAPTER XXill
EMPLOYEE STANDARDS OF CONDUCT

Section 1.  Code of Ethics:

(@)

Each officer, official, and employee has an obligation to the
residents, to the people’s elected representatives, and to fellow
employees to meet the highest ethical and professional standards
and to enhance the public’s respect and trust for the City
government and its operations.

Employees of the City have responsibilities unique from their
counterparts in the private industry. Employment with the City
carries an obligation of personal integrity and conduct that serves to
establish public respect, confidence, and trust.

Employees represent the Clty of Canyon Lake and the quality of
City service is judged through their performance and conduct. The
residents of Canyon Lake have the right to expect that City
employees will. provide services -in an efficient, thorough, and
courteous manner..

The City, as a condltlon of employment, expects to receive from the
employee :

1. 4' ,Inltlatlve and a conscnentlous effort to perform productive
: work ~
2. Cooperatlve -positive, responsive, and courteous relations
'-;f_Wlth fellow employees, supervisors, subordinates, and the
'publlc
3. A contlnuous effort to strive for greater knowledge and skill

~-on the job in order to maintain performance at a high level.

4. ‘Compliance with all policies, regulations, rules of conduct,
and ordinances established by the City.

5. Responsible work habits demonstrated by:

e Dependability, promptness, reliable attendance, and
performing required duties competently.

e Keeping informed of developments and matters affecting
job performance.

e Being flexible and adaptable to change.
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Section 2.

e Accepting constructive suggestions and criticism.

6. Neat and clean grooming and attire appropriate to the job
assignment as referred to in Section 3 of this chapter.

7. Support in principle of the ICMA (International City/County
Management Association) Code of Ethics and related
tenants.

No employee will accept a fee, compensation, gift, payment
of expenses or any other thing of monetary value in any
circumstances in which acceptance may result in or create
the appearance of any one or more of the following:

i. Use of public office and/or employment for
personal or private gain.

i. Prefererif,ial treatment of any person.
i Loss of cdmplete independence or impartiality.

iv. ~ Making a Clty decision outside of official
‘channels

v. Reductlon of public confidence in the integrity
of City government and/or its employees.

Vi. Impéding government efficiency or economy.

PO|ICV Agalnst Harassment Dlscrlmlnatlon and Retaliation:

.. The City strlctly prohibits and has “zero tolerance” for discrimination and
" harassment in any phase of employment, including but not limited to

recruitment, testing, hiring, upgrading, promotion/demotion, transfer,
layoff, termination, rates of pay, benefits, and selection for training. This
includes sexual harassment (which lncludes harassment based on sex,
pregnancy, perceived pregnancy, childbirth, breastfeeding, or related
medical conditions), as well as harassment, discrimination, and retaliation
based on such factors as race, color, religion, religious creed (including
religious dress and religious grooming practices), sex, national origin,
ancestry, citizenship, age (40 years and older), mental disability and
physical disability (including HIV and AIDS), legally-protected medical
condition or information (including genetic information), protected medical
leaves (requesting or approved for leave under the Family and Medical
Leave Act or the California Family Rights Act), military and/or veteran
status, service, or obligation, reserve status, national guard status, marital
status, domestic partner status, gender, gender identity (including
transgender identity), gender expression (including transgender
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expression), because an individual has transitioned (to live as the gender
with which they identify), is transitioning, or is perceived to be
transitioning), sex stereotyping, sexual orientation, status as a victim of
domestic violence, sexual assault or stalking, enroliment in a public
assistance program, engaging in protected communications regarding
employee wages or otherwise exercising rights protected under the
California Fair Pay Act, requesting a reasonable accommodation on the
basis of disability or bona fide religious belief or practice, or any other
basis protected by federal, state, or local laws.

Discrimination and Harassment Defined. Discrimination and harassment
may consist of offensive verbal, physical, or visual conduct when such
conduct is based on or related to an individual’s sex or membership in one
of the above-described protected classifications, and: (1) Submission to
the offensive conduct is an explicit .or implicit term ‘or condition of
employment; (2) Submission to or rejection of the offensive conduct forms
the basis for an employment decision affecting the employee; or (3) The
offensive conduct has the purpose or effect of unreasonably interfering
with an individual's work performance or creates an intimidating, hostile, or
offensive working environment. o

Examples of Sexualb I‘-‘Ia‘rés'sment. Foryi"t'he purpose of clarification,
examples of what may constitute prohibited sexual harassment include,
but are not limited to, the following:

e “Making unsolicited sexual advances written, verbal, physical,

- or visual contact with sexual overtones. (Written examples:
suggestive or obscene letters, notes, invitations. Verbal

~ examples: derogatory comments, slurs, jokes, epithets.

-.Physical examples: touching, assault blocking or impeding

~access, leering gestures, display of sexually suggestive
Objfe_c,ts or pictures, cartoons or posters.)

. Contihuing to express sexual interest after being informed
that the interest is unwelcome. (Reciprocal attraction is not
considered sexual harassment.)

e Making reprisals, threats of reprisal, or implied threats of
reprisal following a negative response (for example, implying
or actually withholding support for an appointment,
promotion, or change of assignment; or suggesting a poor
performance report will be prepared).

» Engaging in implicit or explicit coercive sexual behavior
which is used to control, influence, or affect the career,
salary, or work environment of another employee.
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Section 3.

out-of-pocket expenses, cease and desist orders, posting of notices, and
other similar relief.

Harassment Training. The City is required to provide one (1) hour of
sexual harassment and abusive conduct prevention training to
nonsupervisory employees and two (2) hours of sexual harassment and
abusive conduct prevention training to supervisors and managers once
every two years.

Dress Code:

The City of Canyon Lake desires to project a positive and professional
image. Employees are expected to dress in a professional manner that is
appropriate to their position and to observe good habits of grooming and
personal hygiene. Presenting a professional image creates a favorable
impression of the City, promotes  confidence in the services the City
provides, promotes respect among co-workers, and encourages higher
working standards. Attire must always reflect a professional business
attitude and presence.

An employee who is in doubt as to which dress standard applies should
contact his or her supervisor.

(a) Business Casual Dress Policy. Business casual is the standard for
the City of Canyon Lake. It allows the employee to dress in a neat
and professional manner, but is considered less formal than the
formal business dress standard. Generally, staff who work indoors
or'in an office are required to wear business casual dress, unless
more formal business dress is appropriate or an exemption is
provided by management. Supervisors are responsible for ensuring
that the business casual dress standard is adhered to in order to
maintain acceptable dress and appearance.

The,‘ \followingy standards apply to employees subject to the business
casual dress policy:

1. Shirts must have sleeves and be tucked in at all times,
unless the shirt is designed to be neatly and cleanly worn
untucked. Ties are not required.

2. Appropriate footwear shall be worn with socks.

3. Skirts and dresses shall be worn no shorter than four (4)
inches above the top of the knee when standing.

4, All employees shall refrain from wearing apparel that is
provocative or revealing, low-cut, body-hugging, backless,
see-through, tank top style, excessively tight, excessively
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short, wrinkled, ripped, tattered, soiled, contains obscene
messages or endorses alcohol, tobacco, drugs,
pornography, or offensive materials of any kind.

5. Examples of appropriate business casual dress include: long
sleeve shirts with banded collars, short sleeve sport shirts,
golf shirts, polo shirts, button-down shirts, long or short
sleeved blouses, sleeveless blouses with a jacket or
sweater, turtlenecks, dress or khaki pants, skirts, dresses,
ankle length dress pants, dress shoes, ankle length khaki
pants, dressy sandals, dressy boots, heels, and loafers.

6. Examples of inappropriate business casual dress include:
sleeveless shirts, tank tops, strapless tops, halter tops,
shorts, torn jeans, Iegglngs sweat suits, casual sandals and
flip-flops.

(b) Formal Business Dress Policy, Formal business attire shall be worn
when there is a need to present a more formal professional
appearance for meetings or special events. Suits, dress shirts and
sometimes ties for men, and suits or dresses for women, are proper
attire for instances where formal dress is required. Employees may
be required to wear formal business attire when:

Duties involve freque‘nt contact with the public.

2. . ‘RepreSenting 'the city during formal presentations, City
Council meetings, Committee meetings, or attending
community meetings.

3. Repfesenting the City outside of City offices.
At professional association meetings, when appropriate.

(c) Unlformed Dress Policy. Management shall determine which
positions are required to wear uniforms and shall establish uniform
standards for each position. Employees are expected to comply
with the uniform standards as established by the department. The
C!ty shall provide uniform attire, or a uniform allowance, to the
employees required to wear uniforms. The following standards
apply to employees subject to the uniform dress policy:

1. Employees shall maintain each piece of the uniform in a
clean and neat appearance, insofar as is practical.

2. Each employee shall notify their supervisor of uniforms that
have become worn, faded, ripped, torn, stained, or otherwise
unfit for service.
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Section 4.
Section 5.

Section 6.

(s)]

3. City-owned or authorized uniforms may not be used outside
of work, for personal use or by any third party. No part of the
uniform shall be worn when off duty, except to and from work
and at City related events.

4. With management approval, some positions may wear jeans
as part of their standard uniform dress.

City Logo. An employee shall refrain from wearing attire that
displays the City’s logo except when on duty, representing the city,
or en route to or from such duty. Further, wearing such attire while
engaging in conduct or activity that by virtue of the association
discredits the City or places either the employee or the City in
disrepute or discredit is prohibited. ‘

Exceptions. The City’s dress and grooming standards apply in
normal work situations. However, there may be instances where
exceptions may be made ‘by management. For example, the
supervisor may permit office staff to wear jeans for a special event,
training, holiday, orteam buildirig

Enforcement and Comphance Itis the employee’s responsibility to
be in compliance WIth dress and grooming standards. Employees in
violation of this "policy. may be sent home. Under such
circumstances, non-exempt employees will not be paid for the work
time missed.- Failure .to comply with established standards may
result in appropriate correctlve action. Management is responsible

/for enforcing this policy in: their respective departments in order to

malntaln acceptable dress‘and appearance.

Return of Clothing upon Termination. When employment
terminates, uniforms and any other City equipment which the
empy\loyee possesses must be returned in good condition before
final '‘pay will be authorized. The cost of lost or damaged City
property and unreturned uniforms shall be deducted from the
employee’s final paycheck or payroll deposit.

Reserved

Reserved

Smoking Policy:

The City of Canyon Lake prohibits the use of tobacco products and vaping
in City vehicles, including smokeless tobacco products (i.e. chewing
tobacco, etc.). The City also prohibits the use of these products inside
City-owned or occupied buildings, and within 20 feet of main entrances,
main exits, and open windows of City-owned or occupied buildings.
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Section 7. Drug and Alcohol Use Policy:

(a)

The City generally prohibits its employees from using alcohol or
drugs in connection with their employment, as it constitutes a threat
to the safe and efficient performance of employee’'s duties.
Employees shall not be under the influence of any controlled
substance or alcohol while on the job, including but not limited to
marijuana (with or without prescription) or any other substance
which could impair the employee’s ability to safely and effectively
perform the functions of their particular job. Please note that, while
Proposition 64 (2016) legalized use of ‘recreational marijuana in
California, the City still will find a positive test for marijuana as a
valid basis for discipline, up to and including termination of
employment. (Employees who are taking lawful medications
pursuant to a physician’s prescription, except in the case of medical
marijuana, who has also certified that they may efficiently perform
their duties without jeopardlzing the health or safety of others will
not be considered to have wolated this policy for taking such
prescription medicine).

Prohibitions. The following condué:t is_prohibited and may result in
discipline, up to and including termination:

1. Using or possessing alcohol or other controlled substances
while on duty. ‘

2. Reporting for dutyvor remaining on duty when the employee

used any controlled substances, except if the use is
pursuant to the instructions of a physician who has advised
the employee that the substance does not adversely affect
jthe employee’s ability to safely operate a vehicle or
otherwise perform the employee’s job.

3. Repbrting for duty or remaining on duty if the employee tests
. .as having a blood alcohol concentration of 0.04 or greater.

4. /‘Reporting for duty or remaining on duty if the employee tests
positive for controlled substances (including, but not limited
to, marijuana, whether prescribed or not).

5. Refusing to submit to any alcohol or controlled substances
test required by this Policy. An employee who refuses to
submit to a required drug/alcohol test will be treated in the
same manner as an employee who tested 0.04 or greater on
a blood alcohol test or tested positively on a controlled
substances test. A “refusal to submit” to an alcohol or
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controlled substances test required by this policy includes,
but is not limited to:

. A refusal to provide a urine sample for a drug test.

. An inability to provide a urine sample without a valid
medical explanation.

. A refusal to complete and sign the breath alcohol
testing form, or otherwise to cooperate with the
testing process in a way that prevents the completion

of the test. ,

. An inability to provide breath or to provide an
adequate amount of breath without a valid medical
explanation.

. Tampering with or attempting to adulterate the urine

specimen or. collection procedure.

. Not reporting fo the collection site in the time allotted
by the supervisor or manager who directs the
employee to be tested.

. Leai”iing" the scene of an accident without a valid
authorization.

(c) Exceptions to Prohlbltlons The Clty Manager may authorize
respon5|ble alcohol consumptlon when deemed appropriate, such
as ‘during special events or diplomatic proceedings.

(d) Reasonable Suspicion Testing. All employees may be required to
submlt to an alcohol or drug test if a supervisor has reasonable
suspnc:on to believe the employee is under the influence of alcohol
or _controlled substances. Reasonable suspicion alcohol and drug
’testlng will generally be administered within two hours of the
observation.~ If not, the supervisor should provide written
documentation as to why the test was not promptly conducted.

For example, any of the following, alone or in combination, may
constitute reasonable suspicion:

1. A pattern of documented abnormal or erratic behavior.

2. Direct observation of drug or alcohol use, or information
provided by a reliable and credible source that an employee
has engaged in drug or alcohol use.
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3. Presence of the mental or physical symptoms of drug or
alcohol use (e.g., glassy or bloodshot eyes, alcohol odor on
breath, slurred speech, poor coordination and/or reflexes).

4. A work-related accident in conjunction with other facts which
together support reasonable cause.

(e)  Consequences of Failing an Alcohol or Drug Test. A positive result
from a drug or alcohol test may result in disciplinary action, up to
and including termination, even for a first offense. The City also
reserves the right to discipline or termlnate ‘an employee convicted
of an offense which involves the use, dlstnbutlon or possession of
illegal drugs. If an employee is not termmated the employee:

1. Must be removed from performing any job functlon and
immediately pIaced |n an unpaid status

2. Must submit to an“ examlnatlon by a substance abuse
professional. Upon a determlnatlon by the substance abuse
professional, the employee may be required to undergo
treatment for his or her alcohol or drug abuse. The City is not
required to pay for thls treatment

3. Shall not be;returned.ito his or her former position until the
employee submits to a return-to-duty controlled substance
and/or blood ‘alcohol test (depending on which test the
employee falled) which indicates and alcohol concentration
level-of less than: 0 02 or a negative result on a controlled
substance test

4. WII be requwed to submit to unannounced follow up testing
and, possibly other conditions if he or she has been returned
to his or her position.

() Compliance with State or Federal Law. At all times, the City will
comply with current applicable state or federal law concerning drug
and alcohol testing. Issues or inconsistencies that are not
addressed in this policy will be determined by referring to state or
federal law and regulations governing drug and alcohol testing. The
City reserves the right to make changes to this policy at any time,
for the purpose of complying with state or federal law or regulation
as it exists now or as it may be amended.

(@0 An employee is required to notify their supervisor when any
medications or drug they are taking could create an unsafe and
dangerous situation. In the event there are questions regarding an
employee’s ability to safely and effectively perform assigned duties
when using such medications or drugs, clearance from a physician
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Section 8.

Section 9.

designated by the City will be required. If an employee is prescribed
medication or drugs in relation to a work-related injury or illness, the
doctor treating the employee for the work-related injury or illness
shall provide the required clearance.

Use of Confidential Information

City employees shall not use confidential information acquired by or
available to them in the course of their employment with the City for
personal gain or for personal, non-City business related reasons. City
employees and officials shall uphold the public’s right to know, and in
accordance with the Brown Act, uphold the public’s right to know not only
the decisions taken, but also the deliberations which shape public policies.

Conflicts of Interest

City employees are prohibited from making, participation in making, or
attempting in any way to use their official position to influence a City
decision in which the employee knows or has reason to know they have a
financial interest as defined by law. For example, City employees shall not
make personal investments nor maintain any direct or indirect interest in
enterprises, activities, or entities which they have or have reason to
believe may be involved in decisions or recommendations to be made by
them or persons under their supervision, or which may create a conflict
between their private interests- or may impair their independence of
judgment in the accomplishment of their official duties. If, however,
persons in the public service have financial interests in matters coming
before them, or before the department in which they are employed, they
shall remove themselves from making, participating in the making, or
seeking to influence any decision regarding such matter. Employees who
are designated in the City’s Conflict of Interest Code, shall file the

- appropriate disclosure statements required under State Law.
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EMPLOYEE HANDBOOK AND PERSONNEL POLICY MANUAL
ACKNOWLEDGEMENT

| acknowledge receipt of the City of Canyon Lake Employee Handbook and Personnel
Policy Manual (Manual), and warrant and represent that | have read and understand the
document. | had an opportunity to ask questions and receive clarification from the City
regarding conditions of employment, policies, and rules contained in this Manual. 1
agree to observe and abide by the conditions of employment, policies, and rules
contained in this Manual.

| understand and agree that my relationship with the City is “at-will,” which means that
my employment is for no definite period and may be terminated by me or by the City at
any time and for any reason with or without cause or advance notice. | understand that
the City retains the right to make decisions involving employment as needed in order to
conduct its work in a manner that is beneficial to the employees and the City.

| understand and agree that nothing in the Manual creates or is intended to create a
promise or representation of continued employment and that employment at the City is
employment “at-will”; employment may be terminated.at the will of either the City or
myself with or without cause. | understand and agree that the terms of my at-will
employment may not be modified or superseded except by a written agreement signed
by me and the City Manager, that no other employee or representative of the City has
the authority to enter into any such agreement, and that any agreement to employ me
for any specified period of time or that is otherwise inconsistent with the terms of this
Acknowledgment will be unenforceable unless in writing and signed by me and the City
Manager. ‘ '

My signature below certifies that | understand that the foregoing agreement on “at-will”
status is the sole and entire agreement between the City and me concerning my
employment and the circumstances under which my employment may be terminated. |
also understand that if | violate the rules, policies, and procedures set forth herein that |
may be subject to discipline, up to and including termination of my employment. This
Manual  supersedes all prior agreements, understandings, and representations
concerning my employment. | understand that if | have questions regarding the Manual
that | can discuss them with the Human Resources Specialist.

Employee Signature Date

Name (please print) Title
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SECTION 1 = DEFINITIONS ...ttt ettt 33
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. Therefore,
the policies set out here may be changed or superseded by Constitutional amendment, an act of
the California State Legislature, or state regulatory authority applicable to general law cities, or,
where applicable, by federal law or regulation.

PURPOSE

These Personnel Policies shall serve as a course of instruction to all units and agencies of the City
of Canyon Lake and City Employees.

This policy supersedes all previous personnel manuals and procedures. Any issues regarding the
City personnel process not covered in the 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 to them, all employees must acknowledge receipt and review
of this policy document.
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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 City Clerk 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 when deemed necessary.

CHAPTER 1 — BENEFITS AND PRACTICES

SECTION 1 — AUTHORIZED POSITIONS

Authorized full-time and part-time positions, with classification titles and pay ranges specified,
shall be established from time to time upon adoption of a resolution by the City Council. Unless
otherwise stated, the following definitions shall apply for purposes of Authorized Positions under
these Personnel Rules and Regulations. Additional definitions are included in Chapter 6.

a. Regular Full-Time Employee: A full-time, non-management employee who has
successfully completed his/her probationary period in a position in the Competitive
Service for a position established on a continuing basis, as distinguished from a part-
time employee or one who is employed on a seasonal or intermittent basis.

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

c. Non-exempt Employee: An employee who is covered by the overtime provisions of the

Fair Labor Standards Act (FLSA). “Non-exempt employees” also may be known as
“hourly” employees.

d. Part-time Employee: A position requiring the employee to work fewer than 30 hours per
week.
e. At-Will Employee: Any person who is not included in the Competitive Service. 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.
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f. 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 without the right of
appeal, are not covered by this policy except for harassment provisions. Volunteers are not
employees and have no employment rights

g. Temporary or Contract Employee: A full-time or part-time employee not part of the
Competitive Service who serves at will for a limited period of time and/or for specific job

duties or for emergency conditions.

SECTION 2 - WORKWEEK

Regular, full-time employees 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 Federal Labor Standards Act. In
general, non-exempt employees who actually work more than 40 hours in a workweek shall be
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 40 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 hourly 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.

Hourly 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 before it is performed.

Tampering, altering, or falsifying time records or recording time on another employee’s time

record may result in disciplinary action, up to and including termination.
6
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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 of the employment process for full-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.

All full-time 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.
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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, and
include the following:

1. 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, and each panel member must
independently rate candidates using an objective measurement scale developed by

the City.
3. Only the most highly rated candidate(s) will be considered for final evaluation
and review.
C. 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 verify 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 notifying the candidate.

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

After references are verified and a final decision is reached, the City will notify the
selected candidate, in writing, and make an employment offer. When the candidate
accepts an employment offer, all other candidates, if 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, but 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 the City Manager may deem advisable based upon
the employee’s ability, proficiency, and performance within the authorized salary range.

SECTION 10 - HEALTH SCREENING

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

SECTION 11 - INVESTIGATION

All applicants upon employment may be fingerprinted and shall successfully undergo any further
investigation deemed necessary by the City Manager as a prerequisite for employment.

The City of Canyon Lake is committed to employing only United States citizens and aliens who
are authorized to work in the United States in conformance with the Immigration Reform and
Control Act of 1986. As a condition of employment, each new employee must provide specified
identification, properly complete, sign, and date the first section of the Immigration and
Naturalization Service Form I-9. The City will verify the documents and participates in the E-
Verity program.
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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 and assist the
employee’s adjustment to the new position. A regular full-time employee or reclassified non-
management employee who is serving their probationary period is 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 regular employees (full-time or permanent 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 reevaluation of 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.

5. Management employees are exempt from any probationary period.
b. Extensions
1. 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.

2. The employee will be notified in writing of such an extension.
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SECTION 13— HOLIDAYS

All regular 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 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”
November 11", known as “Veterans’ Day”

The fourth Thursday in November, known as “Thanksgiving Day”
The Friday following “Thanksgiving Day”

Half the day of December 24", known as “Christmas Eve”
December 25", known as “Christmas Day”

Half the day of December 31*, known as “New Year’s Eve”

One (1) Floating Holiday

Full-time employees and full-time employees who are in their probation period shall

receive 50% compensation for December 24" and December 31,

a.
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.
12.
13.

b.

c.

In the event a holiday falls upon a Friday or Saturday, the prior work day 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.

SECTION 14 — VACATION

All regular 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:

1.

Amount of Vacation

Fewer than ten (10) years of continuous service:

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

3. 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 then current pay rate.

5. 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 City Clerk/Administrative Services Manager 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.
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b. Use of Administrative Leave
1. Employee shall be eligible to use administrative leave as it is accrued.

2. Upon termination, employees shall be compensated for accrued unused
administrative leave at their then current pay rate.

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

SECTION 16 — SICK LEAVE

All regular employees will accrue sick time as defined below. The purpose of sick leave is to the
employee’s illness or health care or that 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.
c. Sick leave is accrued in equal increments per pay period worked.
d. 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.

e. 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:

1. Illness 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,
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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.

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

iii. 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-half 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.

3. 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.
f. The City shall observe all other applicable, required leave provisions of federal or state
law.

SECTION 17 - LEAVE OF ABSENCE WITHOUT PAY

The City Manager may grant leaves of absence up to thirty (30) days without pay to any regular
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 regular 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.
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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 regular 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 regular 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 s/he received for jury fees, exclusive of the approved
travel and subsistence. If court records indicate that the employee advised the court of this 8
working day limit, and the employee is nonetheless selected for a jury where the jury duty exceeds
8 working days, the excess days shall be paid by the City, if witness fees or juror fees, except
mileage 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 regular 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
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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
benefits.

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 regular 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 benefits 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 regular full-time, full-time employees who are in their probation
period, and permanent 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
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 staff 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
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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.

1. 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
1s not to exceed air fare cost.

2. Staff 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 travelling and all such travel must be in
coach. Staff members should utilize long-term airport parking whenever possible.

3. 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 is 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.
If 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.

5. 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

. 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.
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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.

iv. 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 the 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.

7. 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 falsifying expense reports in violation of this policy may result
in any or all of the following:

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

3. Restitution to the City;

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.
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All new full-time regular employees, permanent 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 regular employees, permanent
part-time employees, and reclassified 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 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 conflict 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,
for any such purpose.

Employees shall not accept money or other consideration 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
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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 and that they 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 to 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 notify 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;
C. 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.

An employee’s outside employment, activity, or enterprise may be prohibited if it:

a. Involves the use of City time, facilities, equipment and supplies, the 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.
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c. Involves 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 as would render performance of their duties as a City
employee less efficient.

Procedure for obtaining approval:

a. The employee shall request authorization of 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
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 Federal withholding statements, insurances and retirement records
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are correct. Employees may be liable for any costs incurred by the City as a result of
inaccurate personnel information.

c. 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 part City employees. Responses to financial inquiries
will be released only upon written employee authorization.

1. Procedures For Release Of Information

. 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 by
saying “Under our policy, only the City Manager, or designee, responds to
call concerning employees; I will transfer you to that office.”

ii. 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.

iil. 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 of such information.

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 (the 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 or her disability and accommodation
needs, and submit documentation from his or her physician or health care provider to substantiate
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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
is 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.

CHAPTER 2 — EMPLOYEE DISCIPLINARY PROCEDURES

SECTION 1 - EMPLOYEE CONDUCT AND DISCIPLINE

As provided below, employees in the competitive service of the City may not be suspended,
demoted, dismissed, or reduced in pay for disciplinary reasons, without cause as defined here. All
other employees serve at the will of their appointing authority. For purposes of this Section, City
management employees and contract employees are considered at-will employees and may be
subject to discipline and dismissal without cause.

a. 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, and the City Manager, 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 of employment.

b. 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
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Discipline may be necessary when City policies are violated or City expectations are not met. The
causes for disciplinary action against an employee may include, but are not limited to, the
following:

a. 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.

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

c. Neglect Of Duty: Failure to perform one or more essential duties required of the
employee’s position.

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%.

f. Absence Without Leave.

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

h. Improper Or Unauthorized Use Of City Property.

1. Conflict Of Interest/Employment: Outside employment not authorized by the City
Manager.
j. 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.
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n. Poor attendance and/or excessive tardiness.

SECTION 3 — PROCEDURES GOVERNING SUSPENSION, DISCIPLINARY REDUCTION
IN PAY, DISCIPLINARY DEMOTION AND DISMISSAL

a. Notice

The City Manager, or designee, shall give the employee notice of the proposed disciplinary
action. The notice shall include: a statement of the reasons for the proposed action, a copy
of the charges and materials upon which the proposed action is based, and a description of
the procedures and time frames for responding to the notice.

b. Documentation And The Right To Representation.
The concerned employee may review the documents, materials, names of witnesses, and
all other evidence upon which the proposed action is based. Copies mustbe provided of all

documents on which the City relies.

The affected employee, at his’/her own expense, can be represented by another person
during the disciplinary procedures.

c. Right To Respond
Within five working days, the affected employee has the right to respond orally, or in
writing, to the City Manager, or designee, depending on the person proposing the
disciplinary action.

d. Notice Of Disciplinary Action To Be Taken
Upon completion of the above procedures, the City Manager, or designee, shall inform the
affected employee, in writing, of the action and of the right to appeal the discipline
imposed.

e. Appeal To Employee Discipline Board
An employee has the right to appeal the decision to the Employee Discipline Board. The

written appeal must be delivered to the City Manager within ten (10) working days of the
notice of disciplinary action to be taken. The appeal shall stay the discipline.
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If the employee fails to submit a timely written appeal of the City Manager’s decision, the
disciplinary action will be final and binding.

The Employee Discipline Board shall consist of three (3) individuals appointed by the
Mayor, consisting of one (1) Council Member and two (2) personnel professionals from
government organizations within Riverside County. Written notice of the Employee
Discipline Board’s decision shall be given to the Employee. The decision of the Board
shall be final.

SECTION 4 — TYPES OF NON-DISCIPLINARY ACTIONS — NOT SUBJECT TO NOTICE

AND HEARING OR TO GRIEVANCE PROCEDURES

Oral Counseling/Verbal Reprimand

An employee may be verbally reprimanded in private about their inappropriate behavior.
The Supervisor shall make a brief notation regarding the date and substance of the verbal
reprimand in the personnel file. If an employee’s conduct does not improve, reference to
the verbal reprimand will be made in subsequent written reprimand or performance
evaluation.

Written Reprimand

If the inappropriate behavior continues after a verbal reprimand, or if deemed warranted
by the Supervisor, the employee will receive written notification indicating the City is
dissatisfied with the employee’s services or conduct and that further disciplinary measures
may be taken if the behavior is not corrected. The employee will have five (5) working
days to provide a response to be placed in his/her file along with the written reprimand.

SECTION 5 — TYPES OF DISCIPLINARY ACTIONS:

Suspension

An employee may be suspended without pay for periods not to exceed thirty (30) working
days in any one calendar year.

Disciplinary Reduction In Pay

An employee’s pay rate within his/her pay range and class may be reduced for disciplinary
reasons.

Disciplinary Demotion
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An employee may be demoted from a position in one class to a position in another class
having a lower maximum pay rate. The demotion may be permanent or temporary.

d. Dismissal

An employee may be dismissed from City service for disciplinary reasons.

SECTION 6 — RECORDS

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

SECTION 7 - 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.

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.

c. 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 of 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

27
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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.

CHAPTER 4 — HARASSMENT

SECTION 1 — HARASSMENT

The City of Canyon Lake maintains a strict policy prohibiting discriminatory harassment in
accordance with State and Federal law. This policy applies to all City employees including
management personnel, applicants, and persons providing services pursuant to contract.

SECTION 2 — STATEMENT OF POLICY

It 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 (i.e. race, color,
religion, gender, sexual orientation, age, national origin, disability, veteran status, or marital
status). 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 or 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;

c. Such conduct is sufficiently severe or pervasive as to create a discriminatory, hostile, or
offensive work environment based on an employee’s race, color, religion, gender, sexual
orientation, age, national origin, disability, veteran status, or marital status; 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

28
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investigate such conduct may be subject to prompt and appropriate disciplinary action, up to and
including dismissal or termination of services.

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.

It 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 benefits in exchange for sexual favors

c. Making or threatening reprisals after a negative response to sexual advances

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

object or pictures, cartoons, or posters

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

f. Verbal sexual advance 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 invitation

h. Physical conduct, such as touching, assault, impeding, or blocking movements

SECTION 4 — PROCEDURE
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Any acts of sexual discrimination or harassment shall be reported immediately to the
employee’s supervisor, City Manager, City Attorney, 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.

In reaching a decision about the complaint, the investigator may take into account:

1. Statements made by the complainant, witnesses, or others who may provide
information

2. Details and consistency of each person’s account

3. Evidence of how the complainant reacted to the incident

4. Evidence of past instances of harassment by the accused

5. Evidence of past harassment complaints found to be untrue

[f harassment is determined to have occurred, the City Manager, or designee, shall take
prompt corrective action to eliminate any unlawful 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.

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 unlawful 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.

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.
31
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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.

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
drugs/alcohol. 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 or drugs.
Information obtained through this testing will be treated with strict confidentiality.

d. If alcohol 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.

[f 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.
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SECTION 4 - DOCUMENTATION

Records relating to job performance, attendance, and behavior shall be maintained in the
employee’s personnel file. Only behavior associated with alcohol 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

If the employee’s drug test results are confirmed 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.

b. 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.

CHAPTER 6 —- OTHER DEFINITIONS

SECTION 1 — DEFINITIONS

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

Competitive Service All employees hired through competitive procedures

set forth in the Recruitment Policy.

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

Exempt Employee An employee who is exempt from overtime payment

provision of FLSA.
33
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Fair Labor Standard Act (FLSA)

Immediate Family

Non-Exempt Employee

Probationary Employee

Probation Period

Volunteer

Supervisor

Working Hours

Workweek

04/07/2021 City Council Agenda

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
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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delivery of the vehicles, they will be sent to a third-party vendor for installation of
emergency warning lights, sirens, radios, computers, and graphics. These additional items
will be identified and addressed in the FY 2021/22 budget.

The City receives approximately $13,000 each year from the South Coast Air Quality
Management District (AQMD) to develop clean transportation programs and reduce
vehicle emissions. Currently, the City’s account (Fund 25) has approximately $115,000
that can be used for the purchase of vehicles and projects that meet the AQMD
requirements. The City has received a letter (see Attachment 2) from the AQMD that
validates this purchase as being in line with AQMD objectives.

City staff contacted several dealers to obtain quotes for the competitive bid process. Quotes
were Lake Elsinore Chrysler Dodge Jeep Ram, Tuttle-Click Automotive Group, and
National Auto Fleet Group. Of the three quotes received, National Auto Fleet Group of
Watsonville was the lowest. If approved by the City Council, the vehicles will be ordered,
and delivery is expected to take between two to three months, with an additional month for
the outfitting by the third-party vendor. This timeline will ensure the vehicles are ready
for the new Fire Department prior to January 1, 2022.

_Paint/ - | Discount/  License/ | Total

 Dealer' | BasePrice | 10 | Rebates | ®* | Fees | Each
National

Auto $43,162.00 | $1,973.23 | -$1,000 | $3,497.98 | $508.75 | $48,141.96
Fleet Group

Tuttle-Click
Automotive | $44,862.00 | $4,300.00 | -$2,950 | $3,715.89 | $730.75 | $50,658.64
Group
Lake
Elsinore $46,785.00 | $2,954.00 | -$2,950 | $4,101.13 | $178.75 | $51,068.88
Dodge

As stated previously, these vehicles are smaller than typical command vehicles used by fire
departments. To enhance their off-road capability, it was decided to add a lift kit to each
vehicle and taller all-terrain tires. This lift will add approximately two- and one-half inches
to the ground clearance of the vehicle and thus enhance their off-road capability. The cost
tor the lift kit and upgraded tires is an additional $1,612.77 per vehicle (not show in the
above chart) or $3,225.54 in total. The lift kit and tires will be part of the vehicle purchase
through National Auto Fleet Group who was the lowest bidder.

Fiscal Impact

In the ESCI Feasibility Analysis it was recommended that the two command vehicles be
lease purchased for a term of five years. City staff determined that the use of these AQMD
tunds (Fund 25) would eliminate the need for a five-year lease and remove this on-going
cost from the Fire Department budget. The City has no current need identified for the
AQMD funds so there is no impact to other projects or needs. Fund 25 will continue to
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receive annual installments from AQMD and will build up the account again over time.
Outfitting of the two (2) command vehicles will be addressed in the FY 2021/22 budget.

Attachments
1. Resolution No. 2021-21
2. Letter of Support from AQMD
3. Bid from National Auto Fleet Group
4. Bid from Tuttle-Click Automotive Group
5. Bid from Lake Elsinore Chrysler Dodge Jeep RAM
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ATTACHMENT 1
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RESOLUTION NO. 2021-21

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF CANYON LAKE,
CALIFORNIA, AUTHORIZING THE CITY MANAGER TO EXECUTE THE PURCHASE
AGREEMENT WITH NATIONAL AUTO FLEET GROUP OF WATSONVILLE,
CALIFORNIA, FOR THE PURCHASE OF TWO (2) DODGE DURANGO SUV’S TO BE
USED BY THE NEW FIRE DEPARTMENT AS COMMAND VEHICLES WITH AQMD
FUNDS

WHEREAS, on November 4, 2020, the City Council adopted Resolution No. 2020-48, declaring
the City of Canyon Lake’s intent to establish a municipal fire department, and authorizing the City
Manager to take such actions as necessary to prepare the City of Canyon Lake to begin fire
department operations on January 1, 2022; and

WHEREAS, on July 13, 2020, the City Council was presented with a feasibility analysis from
Emergency Services Consulting International (ESCI) which identified the need for the new fire
department to acquire two (2) command vehicles and have them placed in service prior to the date
of transition; and

WHEREAS, City staff determined that by utilizing the AQMD (Fund 25) account that the vehicles
could be purchased instead of leasing which would decrease the liability on the Fire Department

budget for the next five years; and

WHEREAS, City staff identified the Dodge Durango as an accepted vehicle by AQMD for use
of the funds and this vehicle would serve the needs of the Fire Department; and

WHEREAS, National Auto Fleet Group of Watsonville, California was the low bidder and staff
recommends awarding the bid to the low bidder.

NOW THEREFORE, THE CITY COUNCIL OF THE CITY OF CANYON LAKE DOES
HEREBY RESOLVE AS FOLLOWS:

Section 1. Each of the above recitals is true and correct and is adopted by the City Council of
the City of Canyon Lake.

Section 2. That included in the purchase price shall be the vehicle costs, paint and tires
upgrades, tax, license, and all fees.

\\
\\
\\

\\
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Section 3. The City Council authorizes the City Manager, to enter into a purchase agreement
for two (2) Dodge Durango’s from the National Auto Fleet group for an amount not to exceed
$99,759.44.

PASSED, APPROVED, AND ADOPTED on this 7" day of April, 2021.

Kasey Castillo, Mayor

ATTEST:

Ana V. Sauseda, CMC
City Clerk
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RE: City of Canyon Lake

.
Reply | %) Reply All Forward | |=+»
e Laurence Brown <lbrown1®agmd.gov> O Reply 2 ey > Forward

To Jeff LaTendresse Thu 3/18/2021 7:33 AM

l’-"itl ??\;c’;rysler_ldt_al}ﬂm 535r1_3d6_s3-30.pdf v !

Good morning Jeff,

Here is the offictal CARB Certification that shows the Dodge Durango meets the SULEV specification. And yes, this is
not a hybrid or siternative fuel vehicle, but my superior and his superior have both stated directly to me that meating the
SULEV emdssions rating is all that is necessary for AB2766 eligibility under category 1 of the AB7266 Resource Guide.

Laurence
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CALIFORNIA FCAUSLLC. |

AIR RESCURCES BOARD

s

Executive Order: A-009-1535-1
New Passenger Cars, Light-Duty Trucks and

Medium-Duty Vehicles
Page 1 of 5

Pursuant to the authority vested in California Air Resources Board by Health and Safety Code (HSC), Division 26, Part
5, Chapter 2; and pursuant to the authority vested in the undersigned by HSC Sections 39515 and 39516 and

Executive Order G-19-095;

IT IS ORDERED AND RESOLVED:That the following exhaust and evaporative emission control systems produced by
the manufacturer are certified as described below. Production vehicles shall be in all material respects the same as

those for which certification is granted.

TEST GROUP INFORMATION

MODE-| TEST GROUP VEHICLE CLASS(ES) FUEL CATEGORY FUEL TYPE
DEDICATED SINGLE FUEL )
2021 MCRXTO03.65P5 LDT2, LDT3, LDT4 VEHICLE GASOLINE
USEFUL LIFE (miles) VEHICLE EMISSION CATEGORY __ [1]| INTERIM/ INTERMEDIATE IN-USE STD
EXH/ORVR EVAP FTP SFTP ; FTP SFTP
150000 150000 LEV3 SULEV30 LEV 3 COMPOSITE ,,"> * PM
SPECIAL FEATURES & EXHAUST EMISSION CONTROL | OBD STATUS |ENGINE DISPLACEMENT
SYSTEMS )
1 2HO28(2), SFI, 2TWC, EGR, EGRC FULL *
* * ; PARTIAL ALL MODELS 3.6
. R PARTIAL WITH ]
{  FINES
EVAPORATIVE & REFUELING (EVAP/ORVR) FAMILY INFORMATION
EVAP EMISSION STD
EVAP/ORVR FAMILY | EVAPORATIVE STD CATEGORY VEHCIE BASE SPECIAL FEATURES
MCRXRO136PPO LEV 3 OPTION2 WITH FEL LDT2 *
MCRXRO140RPO LEV 3 OPTIONZ2 WITH FEL LDT3 *
MCRXRO166PP0O LEV 3 OPTION2 WITH FEL 1.DT2 *
MCRXR0O166RP1 LEV 3 OPTION2 WITH FEL 1LDT3 *
MCRXR(0172PP0O LEV 3 OPTION2 WITH FEL LDT2 *
MCRXR0204RP0O LEV 3 OPTION2 WITH FEL LDT3 *
EMISSION CREDIT INFORMATION
NMOG+NOX FLEET AVE.
NMOG CREDIT FOR NON-PZEV OPTIONAL EXH. STD
CREDIT FOR EXTENDED N NMOG CREDITFORDOR | prr'arAL BXh- 282
WARRANTY
N N N N
NMOG AND FLEET AVERAGE INFORMATION
FTP NMOG+NOX FLEET STD |NMOG+NOX FLEET STD|NMOG+NOX FLEET STD
e < | NmociNmHe N O HC | "PC+LDT (0-3750 LVW) | LDT (3751 LVW-8500 | MDV (10,001-14,000
RATIO (g/mi) GVWR) + MDPV (g/mi) GVWR) (g/mi)
* * 1.10 * 0.058 0.065 *

See the Attachment for Vehicle Models, Evaporative Family, Engine Displacement, Emission Control Systems, Phase-
in Standards, OBD Compliance, Emission Standards and Certification Levels, and Abbreviations. (As applicable,
heavy-duty vehicles (HDV) over 14,000 pounds in GVWR listed in this Executive Order are certified to the
requirements in 13 CCR Section 1961.2 applicable to MDV pursuant to 13 CCR Section 1956.8(c)(3) or 13 CCR

Section 1956.8(h)}(5), as applicable.)
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Executive Order: A-009-1535-1
New Passenger Cars, Light-Duty Trucks and

7 C A L | F O R N | A FCAUSLLC. Medium-Duty Vehicles

lée AIR RESOURCES BOARD Page 2 of 5

BE IT FURTHER RESOLVED:

The exhaust and evaporative emission standards and the certification emission levels for the listed vehicies are as
listed on the Attachment. Compliance with the 50° Fahrenheit testing requirement may have been met based on the
manufacturer’s submitted compliance plan in lieu of testing. Any debit in the manufacturer’s fleet average compliance
requirement for NMOG+NOXx or Vehicle Equivalent Credit (13 CCR Sections 1961.2(b)(1), 1961.2(b)(3), or 1961.2(c)
(3), and the incorporated test procedures, as applicable), or Greenhouse Gas Emissions (13 CCR Section 1961.3, or
17 CCR Section 95663, and the incorporated test procedures, as applicable), for PC, LDT, MDPV or MDV shalf be
equalized as required.

BEIT FURTHER RESOLVED:

For the listed vehicle models, the manufacturer has attested to compliance with Title 13, California Code of
Regulations, (13 CCR) Sections 1965 [emission control labels], 1968.2 [on-board diagnostic, full or partial compliance],
2035 et seq. [emission control warranty), 2235 [fuel tank fill pipes and openings] (gasoline and alcohol fueled vehicles
only), and "High-Altitude Requirements” and “Inspection and Maintenance Emission Standards" (California 2015 and
Subsequent Model Criteria Pollutant Exhaust Emission Standards and Test Procedures and 2017 and Subsequent
Model Greenhouse Gas Exhaust Emission Standards and Test Procedures for PC, LDT and MDV).

This Executive Order hereby supersedes Executive Order A-009-1535 dated June 22, 2020.
Vehicles certified under this Executive Order shall conform to all applicable California emission regulations.
The Bureau of Automotive Repair will be notified by copy of this Executive Order.

Executed on this ZB87# _ day of August 2020.

/

Allen Wyons, Chief
Emissions Certification and Compliance Division

04/07/2021 City Council Agenda Page 2 67




‘ Executive Order: A-009-1535-1
. - 3 New Passenger Cars, Light-Duty Trucks and
g C A L ] F O R N ] A FCAUSLLC. Medium-Duty Vehicles
% AIR RESQURCES BOARD Page 3 of 5
ATTACHMENT

EXHAUST AND EVAPORATIVE EMISSION STANDARDS AND CERTIFICATION LEVELS
EXHAUST EMISSION STANDARDS AND CERTIFICATION LEVELS (FTP, HWFET, 50°F, 20°F)

CH4: methane; NMOG: non-CH4 organic gas; HC: hydrocarbon; NMHC: non-CH4 HC; CO: carbon
monoxide; NOx: oxides of nitrogen; HCHO: formaldehyde; PM: particulate matter; RAF: reactivity
adjustment factor, 2DHS/3DHS [g HC/test]: 2/3 days diurnal+hot-soak; RL [g HG/mi]: running loss;
|ORVR [g HC/gallon dispensed]: on-board refueling vapor recovery; g: gram; mg: milligram; mi: mile; K:
1000 miles; F: degrees Fahrenheit; FTP: federal test procedure; SFTP: supplemental FTP
FUEL TYPE
NMOG+NOXx co ' NOx HCHO PM
(g/mi) {a/mi) (g/mi) {mag/mi) (g/mi)
CERT STD CERT STD CERT STD CERT STD CERT STD
FTP@SOK * * * * * * * * * * *
FTP@UL| G | 0.0216 | 0.030 | 0.46 | 1.0 * * * a |0.0004] 0.003
50°F @4K * * * * * * * % * SO :
S e NMOG+NOXx {g/mi CO (g/mi
FUEL TYPE (g/mi) (gmi)
R CERT STD CERT STD
HWFET @ 50K * * * S R
HWFET @ UL GASOLINE-LEV3 E10 0.0018 0.030
20°F @ 50K GASOLINE-COLD CO LOW OCTANE B R R I 12.5
SFTP EXHAUST EMISSION STANDARDS AND CERTIFICATION LEVELS
v - Uso6 $C03 COMPOSITE
FUEL TYPE | - .__{f NMOG+NOx CcO PM NMOG+NOx co NMOG+NOx| CO PM
’ e (g/mi) {g/mi) (mg/mi) {g/mi) {g/mi) (g/mi) (g/mi) |(mg/mi)
: T * * - ‘. o * * S h ‘ o
@ 4K * CER s ' : .
STD * * * " T
CERT * * 1.2 * * 0.0231 | 0.60 *
@uL| SN EES | sTD * * 6 * * 0.077 4.2 *
BIN [ . | . e oo o ] o.os0 |
WHOLE VEHICLE EVAPORATIVE EMISSION STANDARDS AND CERTIFICATION LEVELS
WHOLE VEHICLE EVAPORATIVE TESTING
EVA,;C,’\“'}CJ'VE FUEL TYPE 3DHS (gltest) @ UL 2DHS (gltest) @ UL RL {g/mi) @ UL
CERT STD FEL CERT STD FEL CERT STD
GASOLINE-
MCRXRO136PPO LEV3 1o |0-3012| 0.400 [0.375 0.2276 0.400 0.375 0.000 0.05
' GASOLINE~
MCRXR0140RPO revs 10 |0-3521| 0.500 |0.450 | 0.3527 0.500 0.450 0.000 0.05
GASOLINE-
MCRXR0166PP0 tEva g1o |0-3012[ 0.400 | 0.375[ 0.2276 0.400 0.375 0.000 0.05
GASOLINE-
MCRXRO166RP1 LEVa E10 |0-3012| 0.500 [0.375) 0.2276 0.500 0.378 0.000 0.05
GASOLINE-
MCRXR0172PPO LEV3 E10 |0-3012] 0.400 |0.375| 0.2276 0.400 0.375 0.000 0.05
GASOLINE~
MCRXR0204RP0 1Ev3 Eio0 |0-3387| 0.500 |0.500 [ 0.3612 0.500 0.500 0.002 0.05
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Executive Order: A-009-1535-1
New Passenger Cars, Light-Duty Trucks and

7 ‘ C A L l F O R N ] A FCAUSLLC. Medium-Duty Vehicles

1/ AIR RESOURCES BOARD Page 4 of 6

ORVR/ FUEL ONLY / CANISTER BLEED EVAPORATIVE EMISSION STANDARDS AND CERTIFICATION LEVELS

FUEL ONLY EVAP & CANISTER BLEED
EVAPORATIVE | ORVR (g/gallon) @ UL 3DHS RIG TEST | 2DHS RIG TEST | BLEED CANISTER
FAMILY FUEL TYPE (g/test) @ UL (gftest) @ UL | TEST (gitest) @ 4K
FUEL TYPE | CERT | sTD CERT | sTD | CERT | STD | CERT | STD
GASOLINE~- GASOLINE-
MCRXRO0136PP0 1EV3 E10 0.038( 0.20 LEV3 E10 * * * * 0.0150 0.020
GASOLINE- GASOLINE-
MCRXR0O140RPO LEV3 E10 0.045] 0.20 LEV3 E10 * * * * 0.0074 0.020
GASOLINE~ GASOLINE~
.MCRX.R0166PPO LEV3 EL0 0.038) 0.20 LEV3 E10 * * * * 0.0150 0.020
GASOLINE- GASOLINE-
MCRXR0O166RP1 1EV3 E10 0.038] 0.20 LEV3 E10 * * * * 0.0150 0.020
GASOLINE- |. GASOLINE-
MCRXR0O172PP0Q 1EV3 E10 0.038] 0.20 LEV3 E10 * * * * 0.0150 0.020
GASOLINE- GASOLINE~-
MCRXRO204RP0O LEV3 E10 0.0231] 0.20 LEV3 E10 * * * * 0.0129 0.020
EFFECTIVE LEAK DIAMETER STANDARD AND CERTIFICATION LEVEL (INCHES)
EVAPORATIVE FAMILY LEAK FAMILY CERT STD
MCRXRO136PP0O MCRXR0136PPO-LF1 * 0.02
MCRXRO140RP0 MCRXR0140RPO-LF1 * 0.02
MCRXRO166PPO MCRXR0166PPO-LF1 * 0.02
MCRXR0166RP1 MCRXRO166RP1-LF1 * 0.02
MCRXR0172PPO MCRXR0172PPO-LF1 * 0.02
MCRXR0204RP0O MCRXR0204RPO-LF1 * 0.02

“: not applicable; #: pounds; UL: useful life; PC: passenger car; LDT: light-duty truck; LDT1: LDT<6000#GVWR,0-3750#LVW; LDT2;
LDT<6000#GVWR,3751-5750#LVW; LDT3: LDT 6001-85004GVWR,3751-5750#AL VW, LDT4: LDT 6001-8500#GVWR,5751-
BSOOHALVW, MDV: medium-duty vehicle; MDV4: MDV 8601-10000#GVWR; MDV5: MDV 10001-14000#GVWR; MDPV: medium-
duty passenger vehicle; HDV: heavy-duty vehicle; ECS: emission control system; CERT: certification; STD: standard; FEL: family
emission limit; GVWR: gross vehicle weight rating; LVW: loaded vehicle weight; ALVW: adjusted LVW; LEV: low emission vehicle;
ULEV: ultra LEV; SULEV: super ULEV; ZEV: zero-emission vehicle; TZEV: transitional ZEV; TWC/OC: 3-way/oxidizing catalyst;
IADSTWC: adsorbing TWC; HAC: HC adsorbing catalyst;:WU: warm-up catalyst; NAC: NOx adsorption catalyst; SCR-U or -
SCRC/SCR-N or SCRC-NH3: selective catalytic reduction-urea/ammonia; NH30C: ammonia oxidation catalyst; CTOX/PTOX:
continuous/periodic trap oxidizer; DPF: diesel particulate filter (active); GPF: PM filter for spark-ignited engine; HO2S/02S:
heated/oxygen sensor; WR-HO2S or AFS: wide range/linear/heated air-fuel ratio sensor; NOXS: NOx sensor; PMS: PM sensor;
RDQS: reductant quality sensor; NH3S: ammonia sensor; EGR: exhaust gas recirculation; HP/LP EGR: High/Low Pressure EGR;
EGRC: EGR cooler; AIR/AIRE: secondary air injection (belt driven)/(electric driven); PAIR: pulsed AIR; SFI/MFI: sequential/multiport
fuel injection; DFI/NFI: direct/indirect fuel injection; TC/SC: turbo/super charger; CAC: charge air cooler; FFH: fuel fired heater; F/P/$:
full/partial/partial with fines on-board diagnostic; DOR: direct ozone reducing; HCT: hydrocarbon trap; BCAN: bleed carbon canister;
prefix 2: parallel; (2) suffix: series; a hyphen (-) between after treatment ECS indicates multiple functionalities of the after treatment
device (ex. DPF-SCRC: SCR coated DPF); CNG/LNG: compressedfliquefied natural gas; LPG: liquefied petroleum gas; E85: "85%"
ethano! (“15%"gasoline) fuel; E10: "10%” ethanol ("90%"gasoline) fuel; A: automatic (with lockup); M: manual transmission; SA: semi
-automatic transmission; CV: continuously variable transmission; SCV: selectable continuously variable transmission; AM:
utomated manual transmission; AMS: automated manual-selectable transmission; OT: other transmission; AER: all-electric range;
EAER: equivalent AER; PHEV: plug-in hybrid electric vehicle; NMOG + NOx Fleet Ave. Credit for Extended Warranty: N = no credits,
Y = credits, S = credits for some/select models

2021 MODEL YEAR: VEHICLE MODELS INFORMATION

EVAPORATIVE | EXH

MAKE MODEL VEH CLASS | ENGINE (L) | TRANS TYPE FAMILY Ecs | ©BD
CHRYSLER GRAND CARAVAN LDT3 3.6 AS MCRXRO0140RPO 1 P
CHRYSLER PACIFICA LDT3 3.6 A9 MCRXRO0140RPO 1 P
CHRYSLER PACIFICA AWD LDT3 3.6 A9 MCRXR0140RPO 1 P
CHRYSLER VOYAGER LDT3 3.6 A8 MCRXR0140RPO 1 P
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) Executive Order: A-009-1535-1
- . - ; New Passenger Cars, Light-Duty Trucks and
7 CALIFORNIA FCAUS LLC. Medium-Duty Vehicles
i AIR RESCOURCES BOARD Page 5 of 5
2021 MODEL YEAR: VEHICLE MODELS INFORMATION
EVAPORATIVE EXH |-
MAKE MODEL VEH CLASS | ENGINE (L) TRANS TYPE FAMILY ECS OBD
DODGE DURANGO AWD 1LDT4 3.6 as MCRXR0204RPO 1 P
DODGE DURANGO EWD LDT3 3.6 AB MCRXRO204RPO 1 P
JEEP GLADIATOR 4X4 LDT2 3.6 AB MCRXRO166PPO 1 P
JEEP GLADIATOR 4X4 LDT2 3.6 M6 MCRXRO166PPO 1 P
JEEP GLADIATOR 4X4 1DT3 3.6 A8 MCRXRO166RP1 1 P
JEEP GLADIATOR 4¥X4 1DT3 3.6 M6 MCRXRO166RP1 1 =
JEEP GRAND ;;?fRomE LDT3 3.6 AB MCRXRO204RPO 1 P
JEEP GRAND :;EROKEE 1DT3 .6 A8 MCRXRO204RPO 1 =
JEEP WRANGLER 4X4 1DT2 3.6 M8B MCRXR0136PP0 1 P
WRANGLER
JEEP UNLIMITED 4X4 LDT2 3.6 M6 MCRXR0172PP0 1 P
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wZ National Auto Fleet Group
/ A Division of Chevrolet of Watsonville
/ 490 Auto Center Drive, Watsonville, CA 95076
(855) 289-6572+(831) 480-8497 Fax
Fleet@NationalAutoFleetGroup.com

03/24/2021 Quote ID#16068 R5

Jeff Tendresse

City of Canyon Lake

31516 Railroad Canyon Rd.
Canyon Lake, CA 92587-9400

Dear Jeff Tendresse,
National Auto Fleet Group is pleased to quote the following vehicle(s) for your consideration.

Two (2) New/Unused (2021 Dodge Durango (WDEH75) GT AWD with Painted Black Roof,
and Bridgestone Tire Package REVO 3 265/50R20) delivered to your department yard, each

for
(1) Contract Price (2) Two Unit’s

Price $ 43,162.00 $ 86,324.00
Paint Black Roof $ 995.00 $ 1,990.00
Bridgestone Tire Package $ 97823 § 1,956.46
Tax (7.750%) $ 3,497.98 $  6,995.96
Tire Fee $ 875 % 17.50
Transportation to 2 Installers & Canyon Lake FD  § 500.00 $ 1,000.00
Total $ 49,141.96 $ 98,283.92
Courtesy Discount b -1,000.00 § -2,000.00
New Total $ 48,141.96 § 96,283.92

-per your attached specifications:

This vehicle(s) is available under the Sourcewell (Formerly known as NJPA) 120716-NAF.
Please reference this Contract Number on all Purchase Orders to National Auto Fleet Group.
Payment terms are Net 20 days after receipt of vehicle. '

Thank you in advance for your consideration. Should you have any questions, please do not
hesitate to call.

Sincerely,

National Fleet Manager

04/07/2021 City Council Agenda
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Purchase Order Instructions & R sources

In order to finalize your purchase please submit this purchase packet to your

gcver‘ning,bc;dy for a purchase order approval and submit your purchase order in the
following way:

Email: E&u@ﬂamaammmgumm
Fax: (831) 480-8497
Mail: National Auto Fleet Group

490 Auto Center Drive

Watsonville, CA 95076

We will send a courtesy confirmation for your

Learn how to track your vehicle: vww.NAFGETA.com
Use the upfitter of your choice: www.NAFG Qgﬁngg_ggm
Vehicle Status: ETA@NationalAutoFleetGroup.com
General Inquiries: Eleet@NationalAutoFleetGroup.com

For general questions or assistance please contact our main office at:

1-855-289-6572

ipa=Qui 4411
hitps:/feww.nationalautofleetgroup.com/OrderRequest/SSDPARY160687we=true&se=true&ssd Typa= QuickQuote
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FIRESTONE COMPLETE AUTO CARE SERVICE ADVISOR;
1110 E COLORADO BLVD 03 JOSH
PASADENA, GA. 91106-1403 . 626.578.0351

Emailed on 03/16/2021
‘Emailed to neif@nationalautofieetgroup.com

2021 DODGE DURANGO GT

~+,-CARROLL, NEIL 3.6L V6 FI GAS VING DOHC
o LiCc # VIN #
IN ’ MILEAGE 0
& 85'3 289.6572 _
Store# 011576 ‘ - ____QuoTE REGHARDZ222650, EPA#CALO00365597
' . Article ' ' Extended  Job
Description e e e e NUmbar T @ty Pat | Rabor  Price_ Total
. BRIDGESTONE TIRE PACKAGE 978,23
004282 DUELER AT REVO 3 P-METRI BL 265/50R20 004282 4 256.99 1,027.98
1077 60,000 Mile Limited Warranty
TIRE<DISC DISCOUNT DUELER AT REVO 3 P-METRI 7088708 -4 25.70 _ -102.80
BL 266/50R20 107 60,000 Mile Limited Warranty _
CA STATE TIRE MANAGEMENT FEE 7046655 4 1.75 7.00
. NEW TIRE WHEEL BALANCE LABOR 7013632 4 12:99 51.96
..+~ LOW PROFILE TIRE INSTALLATION 7006472 4 N/IC N/C
“: LBR-DISG 10% off Any Sel of Four Tires 7009202 -1 5.89 -5.89

THIS IS NOT AN INVOICE- DO NOT PAY

Page 1 of 1

Cuiotel 170499.504C04
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Vehicle Configuration Options

ENGINE
Code Description
ERC |ENGINE: 3.6L VS 24V VT UPG | W/ESS (STD)
TRANSMISS!ON -
Code Description |
DFT __ |TRANSMISSION: 8-SPEED AUTOMATIC (850RE), (STD)
WHEELS o - B o
Code  |Description
WH4 WHEELS: 20" X 8.0" BLACK NOISE ALUMINUM
.PR!MARY PAINT
Code  |Description
PRM |REDLINE 2 COAT PEARL
PAINT SCHEME
Code Ipescription
R STANDARD PAINT
SEAT TYPE
Code |Description | ~
|CLX9  IBLACK, LEATHER TRIMMED BUCKET SEATS, -inc: #2 Seat Foam Cushion
CPOS PKG o ' ’
Code Description
spp  |QUICK ORDER PACKAGE 2BD GT, -inc: Engine: 3.6L V6 24V VVT UPG | w/ESS,
|Transmission: 8-Speed Automatic (850RE) ‘
ADDITIONAL EQUIPMENT
Code  |Description
- BLACKTOP F’AGKAGE -lnc GT Gloss Black Badging, Wheels: 20" x 8. 0“ Black Ncuse
ADX |Aluminum, Satin Black Dodge Taii Lamp Badge, Gloss Black Badges, Gloss Black Exterior
Mirrars
TRAILER TOW GROUP 1V, -inc: Rear Load Leveling Suspension, Trailer Brake Control
AHX Full Size Spare Tire, Heavy Duty Engme Cooling, Class IV Receiver Hitch, Steel Spare
{Wheel A
UBN '|RADIO: UCONNECT 5 NAV W/10.1" DISPLAY, -inc: 10. 1" Touchscreen Display,
Disassociated Touchscreen Display, HD Radio, For Details Visit DriveUconnect.com, 1-
Year Trial (Registration Required), GPS Navigation, 4G LTE Wi-Fi Hot Spot, SiriusXM

hitps:/fww.nationalautafleetgroup.com/OrderRaquestiSSDPrintf 16068 Tws=truedse =true&ssd Type=QuickQuote 5
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{Connected Travel & Traffic Services

Guardian ~ included Trial (B), SiriusXM w/360L, Global Telematics Box Module (TBM),

TUNGSTEN INTERIOR ACCENT STITCH

CD4
XAN BLIND SPOT & CROSS PATH DETECTION

2ND ROW FOLDITUMBLE CAPTAIN CHAIRS, -inc: 2nd Row Mini Console w/Cuphoiders
CFU 2nd Row Seat Mounted Inboard Armrests, 6 Passenger Seating, 3rd Row Floor Mat & Mini

Console

hitps://www.nationalautofleetgioup.com/OrderRequest#SSDPrint/16068 ?ws=true&se=true&ssd Type=0uick Quote

S Page277
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2021 Fleet/Non-Retail Dodge Durango GT AWD

2021 Dodge Durango GT AWD
CODE  MODEL MSRP
WDEHTE 2021 Dodge Durango GT AWD $38,945.00
OPTIONS
ERC ENGINE; 3..6L V6 24V WT UPG | WIESS, (STD) $0.00
DFT TRANSMISSION: 8:SPEED AUTOMATIC (850RE), (STD) $0.00 -
WH4 WHEELS: 20" X 8.0" BLACK NOISE ALUMINUM INC
PRM REDLINE 2 COAT PEARL $0.00
- STANDARD PAINT $0.00
CLXg BLACK, LEATHER TRIMMED BUCKET SEATS, -inc: #2 Seat Foam Gushion $995.00
28D QUICK ORDER PACKAGE 2BD GT, -inc: Engine: 3.6L VB 24V WT UPG | w/ESS, Transmission: $0.00
: 8-Spéed Automatic (850RE) '
ADX BLACKTOP PACKAGE ~ine: GT Gloss Black Badging, Wheels: 20" x 8.0 Black Noise Aluminum,  $1,205.00
Satin Blar’:k Dodge Tail Lamp Badge, Gloss Black Badges, Gloss Black Exterior Mirrors
AHX TRAILER TOW GROUP IV, -inc: Rear Load Leveling Suspension, Trailer Brake Control, Full Size  $1,195.00
Sparé Tire, Heavy Duty Engine Codling, Class IV Receiver Hitch, Steel Spars Wheel
UBN RADIO: UCONNECT 5 NAV W/10.1" DISPLAY, -inc: 10.1* Toughscreen Display, Disassociated $995.00
Touchscreen Display, HD Radio, For Details Visit DriveUcannect.com, 1-Year Trial (Registration
Required), GPS Navigation, 4G LTE Wi-Fi Hot Spot, SiriusXM Guardian - Included Trial (8),
SiriusXM w/360L, Global Telematics Box Module (TBM), Connected Travel & Traffic Services
Cb4 TUNGSTEN INTERIOR ACCENT STITCH $0.00
XAN BLIND SPOT & CROSS PATH DETECTION 5495.00
CFU 2ND -ROW FOLD/TUMBLE CAPTAIN CHAIRS, -inc: 2nd Row Mini Console w/Cupholders, 2nd $1,275.00
Row Seat Mounted Inboard Armrests, 6 Passenger Saating, 3rd Row Floor Mat & Mihi Console
Please note selectad options override s_tandard equipment
SUBTOTAL $45,195.00
Advert/ Adiustments $0.00
Manufacturer Destination Charge $1,495.00
TQOYAL PRICE $48,680.00
Est City: NIAMPG
Est Highway: N/A MPG
Est Highway Cruising Range: N/A mi

Any performance-related calculations are offered solely as guidelines. Actual unit performance will depend on your aperating

conditions.

https:/Mww. nationalautofieetgroup.com/OraderRequest/SSDPn/16068 7ws=true&se-true&ssd Type=QuickQuate
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Standard Equipment

MECHANICAL

Engine: 3.6L.V6 24V VVT UPG | w/iESS

Transmission: . 8-Speed Automatlc (850RE)

3.45 Rear Axle Ratio

GVWR: 6,500 Ibs B

50 State Emissions

Transmission w/Drrver Selectable Mode and Sequentaal Shift Control wlSteermg Wheel Controls
Full-Timie All-Wheel

Engine Oil Cooler

650CCA Mamtenance Free Battery w/Run Down Protection

160 Amp A!ternator

Towing Equlpment ~inc: Trailer Sway Control

1350% Maxnmum Payload _

Gas-Pressurized Shack Absorbers

Front And Rear Anti-Roll Bars

Electric Power-Assist Speed- Sensmg Steermg

24.6 Gal, Fuel Tank

Dual Stamless Steel Exhaust wlChrome Tallpipe Finisher

Permanent Locking Hubs

Short And Long Arm Front Suspension w/Coil Springs

Multi-Link Rear Suspension w/Coil Springs | |
|4-Wheel Disc Brakes w/4-Wheel ABS, Front And Rear Vented Discs, Brake Assist and Hill Hold Control

EXTERIOR

Wheels: 20" x 8.0" Fine Silver

Tires: 265/50R20 BSW AS LRR

Steel Spare Wheel

Compact Spare Tire Stored Underbody w/Crankdown
Clearcoat Paint ,

Body—Colored Rear. Step Bumper '

Body Calor Lower Fascia

Body-Colored Wheel Well Trnm '

Black Side Windows Trim

Body-Colored Door Handles

Body-Colored Power Heated Side Mirrors w/Manual Folding
Fixed Rear Window w/F:xed Interval Wiper and Defroster
Deep Tmted Glass

11
https ./Iwww.nauonalaumﬂeetgroup.com/Or.derRequesUSSDPrinm 60682ws=irue&se~true8esdType =QuickQuote 8/
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Speed Sensitive Variable Intermittent Wipers
Galvanized Stesl/Aluminum Panels

Lip Spoiler '

Black Grille

Front License Plate Bracket

Liftgate Rear Cargo Access §
Tailgate/Rear Door Lock Included w/Power Door Locks
Front Fog Lamps.

Pefimeter/Approach Lights

|LED Brakelights

Auto On/Off Pro;ector Beam Led Low/Hngh Beam Daytirme Runmng Headlamps wlDetay-Off
Lammated Glass

ENTERTAINMENT

Radio: Uconnect 4 w/8.4" Display

Radio ‘wiSeek-Scan, Clock, Speaed Compensated Volume Control, Aux Audso !nput Jack, Steering
Wheel Controls and. Radio Data System

Streaming AUle

6 Speakers

GPS Antsnna lnput

SirlusXM Satellite Radio

Infegrated Center Stack Radio

integrated Vaice Command w/Bluetooth

2 LCD Monitors In The Front |

INTERIOR

Front Seats WIPowér 4 'Wéy Driver Lumbar _
12 Way Power Dnver Seat -mc Power Recline, Height Adjustment Fore/Aft Movement, Cushion Tilt

4-Way Passenger Seat -inc: Manual Rechne Fore/Aft Movement and Fold Flat
60-40 Folding, Split-Berich Front Facing Tumble Forward Rear Seat

Manual TiltTelescoping. Steermg Columni

Gauges -inc: Speedometar Qdometer, Voltmeter, Oil Pressure, Engine Coolant Temp, Tachometer, Oll
Temperature, Transmission Fluid Temp, Engine Hour Meter, Trip Odometer and Trip Computar ,

Power Rear Windows and Fixed 3rd Row Windows

Fixed 50-50 Split-Bench Cloth 3rd Row Seat Front, Manual Fold Into Floot, 2 Power and Adjustable
Head Restrainis

LeatherfMetai—Look Steenng Wheel
Huminated Front Cupholder
Rear Cupholder

hl(ps:l)www.naﬁonaléutbﬂeétgroup.com/OrderReques’tlSSDPrintM6068?ws=true&sertrue&ssdType=QuickQuote
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3 12V DC Power Outlets | ' " T
Compass B

Proximity Key For Daors And Push Button Start

Valet Function

Remote Keyless Entry w/integrated Key Transmitier, 2 Door Curb/Courtesy,- Nluminated Entfy and
Panic Button

Remote Releases -Inc: Power Fuel

Cruise Control w/Steering Wheel Controls

Dual Zone Front Automatic Air Cond itioning

Rear HVAC w/Separate Controls |

HVAC -in¢: Auxiliary Rear Heater, Headliner/Pillar Ducts and Cansole Ducts R
llluminated Lockmg Glove Box '
Driver Foot Rest

Interior Trim -inc: Leatherette Instrument Panel insert, Metal-Look Doar Panel Insert and Chrome
Interior Accents

Full Cloth Headliner

Urethane Gear Shifter Material

Cloth Bucket Seats w/Shift Insert _
Day-Night Auto-Dimming Rearview Mirror
Driver And Passenger Visor Vanity Mirrors

Full Floor Console w/Covered Starage, Mini Overhead Gonsole w/Storage and 3 12V DC Power
Outlets '

Front-And Rear Map Lights

Fade-To-Off Interior Lighting

Full Carpet Floor Covering - tnc Carpet Front And Rear Floor Mats
Carpet Floor Trim

Cargo Area Concealed Storage

Cargo Space Lights '

FOB Contfrols - -ine; Cargo Access and Windows

Goagle Andro:d Auto ’

USB Host Flip

Apple CarPlay —

Driver / Péeeénger' And Rear Door Bins

Power 1st Row Windows w/Dnver And Passenger 1-Touch Up/Down
Delayed Accessory Power ‘

Power Door Locks w/Autolock Feature

Systems Monitor

Redundant Dlgltal Speedometer

Trip Computer '

Outside Temp Gauge

Digital/Analog Appearance

=Qui 10011
hitps:ifwww. nationalautofleetgroup.com/OrderRequest/SSDOPrint/ 16068 7ws=true&se ~true&s sd Type=QuickQuate
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Manual Anti-Whiplash w/Tilt Front Head Restraints and leed Rear Head Restramts

Frant Center Armrest W/Storage and Rear Center Armrest

2 Seatback Storage Pockets

Sentry Key Engine Immabilizer

Alr Filtration

SAFETY

Electronic Stabmty Control (ESC) And Roll Stab:hty Contral (RSC)

ABS And Driveline Tractuon Gontrol

Side Impact Beams

Dual Stage Driver And Passenger Seal-Mounted Side Atbags

ParkSense with Stop Rear Parking Sensars

|Tire Specific Low Tire Pressure Waming

Dual Stagé Driver And Passenger Front Airbags

Curtsiin 1st, 2nd And 3rd Row Alrbags

Airbag Qccupancy Sensor

Driver Knee Airbag

Rear Child Safety Locks

Pretensioners

Outboard Front Lap And Shoulder Safety Belts -inc: Rear Center 3 Point, Height Adjusters and

Parkvlew Back-Up Camera '

https:/wswvw. nationatautofeelgroup.com/OrderRequest/SSDPrint/160882ws=true&sa=truebssd Type= QuickQuate

11/
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Tuttle-Click Automotive Group

TUTTLE% CLICK e, g oo Drive

04/07/2021 City Council Agenda

3/18/2021
JEFF LATEDRESSE
QUOTE VALID THROUGH 3/31/2021
DESCRIBFIONS: (i L AMGUNT,
DODGE DURANGO GT 2 EACH $89,724.00
BLACK ROOF AND PILARS PAINTED 2 EACH $6,000.00
BRIDGESTONE 265/50R20 DUELER A/T REVO 3 MOUNTED AND BALANCED $2,600.00
CURRENT REBATES AVAILABLE $5,900.00
DOCUMENTATION FEE $170.00
LICENSE FEES $1,291.50
SALES TAX FOR CANYON LAKE $7,431.78
YOUR DELIVERY PRICE FOR 2 DURANGO GTS INCLUDING TAX, TITLE AND LICENSE FEES $101,317.28
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TUTTLE-CLICK CHRYSLER JEEP DODGE
40 AUTO CENTER DRIVE Configuration Preview
IRVINE, CA 926182802

Date Printed: 2021-03-18 8:10 PM  VIN: Quantity: 1
Estimated Ship Date: VON: Status: BA - Pending order
Sold to: Ship to:
(TZ%%;E'C“CK CHRYSLER JEEP DODGE TUTTLE-CLICK CHRYSLER JEEP DODGE (24097)
40 AUTO CENTER DRIVE 40 AUTO CENTER DRIVE
IRVINE, CA 926182802 iRVINE, CA 926182802
Vehicle: 2021 DURANGO GT AWD (WDEH75)
Sales Code  Description MSRP(USD) FWP{USD)
Model: WDEH75 DURANGO GT AWD 38,945 37,722
Package: 2BD Customer Preferred Package 2BD 0 0
ERC 3.6L V6 24V VVT Engine Upg | w/ESS 0 0
DFT 8-Spd Auto 850RE Trans (Make) 0 0
Paint/Seat/Trim: PRM Redline 2 Coat Pearl 1] 0]
APA Monetone Paint 0 0
*CL Leather Trimmed Bucket Seats 995 896
-X9 Black 0 0
Options: UBN Uconnect 5 Nav w 10.1" Display (USA) 995 896
MDA Front License Plate Bracket 0 0
CFU 2nd Row Fold/Tumble Captain Chairs 1275 1.148
XAN Blind Spot and Cross Path Detection 495 448
AHX Trailer Tow Group IV 1,195 1,076
ADX Blacktop Package 1,295 1,166
YEP Manuf Statement of Origin 0 0
5N6 Easy Order 0 0
171 Zone 71-Los Angeles 0 0
4EA Sold Vehicle 0 0
Discounts: YG1 7.5 Additional Gallons of Gas 0 17
Destination Fees: 1,495 1,495
= Restriction
HB: 1,356 Total Price: 46,690 44,362
FFP: 44,488
EP: 42,819
Order Type: Retail PSP Month/Week:
Scheduling Priority: 1-Sold Order Build Priority: 99

Salesperson:
Customer Name:
Customer Address:

Instructions:

Note: This is not an invoice. The prices and equipment shown on this priced order confirmation are tentative and subject to change or
correction without prior notice, No claims against the content listed or prices quoted will be accepted. Refer to the vehicle invoice for final

vehicle content and pricing. Orders are accepted only when the vehicle is shipped by the factory.
Page 1 of 1
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BUYER CO-BUYER Deal #: 28779 7
CITY OF CAYNON |AKE Deal Type:  Retail
31516 RAILROAD CANYON RD i Deal Date: 03/23/2021
MENIFEE, CA 92587 .
Cell #: (949) 922-8752 j Print Time:  10:31am
Email: JLATENDRESSE@CANYONLAKECA.GOV Salesperson: HANS TERKELSEN

VEHICLE ',

]
[ Stock #: Description: VIN: Miieage:
Demo [ ]
TRADE
DUt enn C'\@ S
MSRP: $ 0.00 PAYMENTS
Option 1: (retail)
Sale Price: % 43,831.00 :
Total Financed Aftermarkets: $ 2,954.00 | cash $0.00
Total Trade Allowance: $ 000 14 mth @ 0 w/$2,950.00 rebote , $48,114.88 ’ 0o
Trade Diff H 6, . <
rade Difference $ 46,785.00 = s x LU .o
— A&
Doc Fee: [ 85.00 Voned 4
N
State & Local Taxes: $ 4,101.13 2o ey O
Total License and Fees: $ 93.75
Total Cash Price; $ 51,064.88
Total Trade Payoff: $ 0.00 }
Delivered Price: $ 51,064.88 C_i\"‘ (3 A
O\%L\- S \>¥- rads e

Cash Down Payment + Depaosit: $ 0.00 wJlatr N a_\,\x Jeved)
Total Rebates: $ 2,950.00 ‘
Sub Total: $ 48,114.88
Service Agreement: $ 0.00
Maintenance Agreement: $ 0.00
GAP Insurance: $ 0.00 E L S N O RE
Credit Life, Accident & Health: $ 0.00 -
Other: % 0.00
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