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INTRODUCTION AND BACKGROUND

Authority

The Court’s Personnel Policies were developed toptp with California Rules of Court, Rule 6.650 ahe
Trial Court Employment Protection and Governance Amgether with the Court’s Employer-Employee
Labor Relations Rules and the various Memorandanolerstanding between the Court and its represented
employee bargaining units, these Personnel Policiestitute the Court’'s Personnel Plan.

Employee Labor Relations

Nothing contained in the Personnel Policies isndézl to preclude Court employees from continuinigeto
included in the collective bargaining process oetli in the Court's Employer-Employee Labor Relation
Rules.

Nothing in the Personnel Policies shall prohibiy &ourt employee from appearing in his/her own Heha
regarding employment relations with the Court.

The Court shall not interfere with, intimidate, trafm, coerce, or discriminate against Court emgpésy
because of their exercise of any rights they mas himder these policies or applicable sectionsaté $aw.

Definitions
For purposes of these Personnel Policies, thewoilpterms shall have the meanings indicated:

* Regular Employee: A regular employee is an empgayko has been appointed to an allocated and
budgeted position that, unless eliminated as aduddated reduction in force, is intended to be
allocated on a “permanent” basis.

» Confidential employee: Any employee who has actess is privy to decisions of Court
management affecting employee relations. The fafigyob classifications are confidential: Human
Resources Analyst; Human Resources Technician;UfixecSecretary.

» Subordinate Judicial Officer: This class of emgleys comprised of the positions of Commissioner.

* Managerial employee: Any employee with responisybiibr administering or formulating Court
policy or programs and/or the authority to hiregleste, assign work to, promote, reward, fire,
suspend, transfer, or discipline other employeagssponsibly direct their work or to adjust
grievances or to effectively recommend such acfitre following job classifications are Managerial:
Executive Officer; Assistant Executive Officer; Bator of Human Resources; Director of Fiscal
Services; Director of Information Technology SeedgDepartment Director; and Department
Manager.

» Temporary employee: Any employee who is not aleedull-time or regular part-time employee. A
temporary employee may work a full-time, part-timeas-needed work schedule. Retired persons
may be called out of retirement to return to wonkaotemporary basis as long as they do not work
beyond 960 hours in any fiscal year.

» Probationary employee: Any employee who has natesssfully completed his or her introductory
probationary periodProbationary employees serving their initial pradrary period are exempt
from the employment protection system articulatethe Trial Court Employment Protection and
Governance Act as well as from miscellaneous pravssof these policies.

» Limited Term Employee: Any employee hired for @afied employment period, or promoted from
one Court position to another for a specified progsd/or a specified period of time.



POLICY 1-SALARY SETTING PROCEDURE

Basic Pay Plan

The Court maintains approximately fifty job clagsitions, and a salary range exists for each die. range
for each classification consists of five steps.thiAthe exception of the Court Attorney positiore galary for
each successive step is five percent (5%) higlaer tine previous step. The salary range for CoudrAgy is
broader than for other Court positions, and therCBxecutive Officer, subsequent to consultatiothwine
Presiding Judge, may place incumbents in this jafstfication at any point within the range.

Step One: The first step in each range is thermini rate and shall normally be the hiring ratettier
class. In cases where it is difficult to securalified personnel or an unusually qualified
person is engaged, the Court Executive Officerasighee may approve appointment at a
higher step.

Step Two: Employees shall advance to the secaladysstep at the successful conclusion of their
probationary period.

Step Three: Employees shall advance to the sailaty step after the accumulation of twelve mooths
satisfactory service at the second step.

Step Four: Employees shall advance to the faatiry step after the accumulation of twelve mooths
satisfactory service at the third step.

Step Five: Employees shall advance to the fiftary step after the accumulation of twelve moraths
satisfactory service at the fourth step.

Time for Salary Adjustment
Salary adjustments associated with step incredqsdisdoe made on the first day of the pay periotbfeing
the pay period in which the required accumulatibmonths of satisfactory service occurs.

Effect of Promotion, Demotion or Transfer on Salaries

Promotion

An employee who is appointed to a position of alaith a higher salary range/grade than he or she
previously occupied shall be placed at the staphemew salary range that is closest to five per) but
not less than four percent (4%) higher than thedvipus salary level.

Demotion
Upon demotion of a non-probationary employee, énaployee’s salary shall be adjusted to the higstegt
in the new class that does not exceed the salaeyved in the former class.

Voluntary Demotion

In the event of a voluntary demotion, the emplogesilary shall be placed at the step in the ramaje t
corresponds most closely to the salary receivethdymployee in the former classification. In ¢vent that
such a voluntary demotion would result in a salasg of more than ten percent, the employee’s radans
shall be set at the rate closest to, but not niwe, tten percent below the employee’s salary irfidihmaer
classification. The Court Executive Officer or dgse may approve a “Y” rating (i.e., freezing thagy
range for a specified period) of an employee asnéeeappropriate and depending upon circumstances.

Transfer
Upon transfer to a classification in the same @age, an employee’s salary shall remain unchanged.

No Loss of Time-in-Step



Notwithstanding other provisions of this policy, salary adjustment upon promotion, demotion orgiem
shall affect a loss of time acquired in the fors@lary step. Time acquired in the former salaep shall be
included in computing the accumulation of the reggiimonths of service to be eligible for furtheasa
increases.

Any time spent in a leave without pay status shailbe counted as time spent in a salary stepuigrgses of
computing the eligibility of an employee for furttealary increases, except that all time spenhdastrial
injury leave shall be counted.

Working Out of Class

An employee is working “out of class” when he/spersds more than fifty percent (50%) of his or liret

over the course of more than ten (10) consecutmd ways performing assigned duties and respoiisbil
associated with an existing higher level clasdiificathat do not overlap with the classificationahich the
employee currently holds an appointment.

No employee will receive pay for working out of $aunless the assignment to work out of class éas b
made by the employee’s supervisor. If an emplayessigned to work out of class, the Court wippaipt
the employee to the higher classification on a@rint or provisional basis, effective the first M@aydon or
following the eleventh (1) consecutive day of the employee’s assignmertteaviork associated with the
higher job class.

POLICY 2 — REGULAR REVIEW OF JOB SPECIFICATIONS AND TITLES

From time to time, and not less than once everetliB) years, the Court Executive Officer will mwithe
job classifications and titles of trial Court emyes to ensure that (1) they accurately describevtrk
performed in the position, (2) the qualificatioegjuired are related to the duties and respongisilif the
position, and (3) the classifications and titlepositions are appropriate given their relationgbipther
Court classifications and titles.

POLICY 3 — EQUAL EMPLOYMENT OPPORTUNITY

The Court does not discriminate against qualifiegleyees or applicants for employment on the bafsis
race, color, religion, gender, national origin, @stcy, citizenship, age, marital status, physicsahility,
mental disability, medical condition, sexual orggidn, or any other basis protected by law, orhenliasis of
a perception that an individual has any charadtegisotected by law, or on the basis of a percapthat an
individual is associated with a person who hass perceived to have, any of these characteristizs.Court
will afford equal employment opportunity to all difiad applicants or employees with respect to
compensation and all terms and conditions of enmpéot, including hiring, training, promotion, traasf
discipline, and termination.

Employees who believe they have experienced deh&ihployment opportunity or discrimination are
encouraged to report this experience immediatetii@gdCourt Executive Officer, the Assistant Court
Executive Officer, the Human Resources Directogror Court Manager. The Court will promptly
investigate the report.

POLICY 4 — RECRUITMENT, RETENTION AND PROMOTION

Exclusions



Confidential, managerial, limited-term, temporansitions and Subordinate Judicial Officers are et
from all but the Selection and Provisional Appoiatits sections of this policy.

General Provisions

Recruitment, selection, and promotion decisionslwdlmade on the basis of the applicants’ reladiviéity,
knowledge, and skills. Such decisions will be mattbout regard to race, color, religion, gendetjoral
origin, ancestry, citizenship, age, marital staplgsical disability, mental disability, medicalrabtion,
sexual orientation, or any other basis protectethtwy or on the basis of a perception that an iddial has
any characteristic protected by law, or on thesakh perception that an individual is associati¢d a
person who has, or is perceived to have, any aktlcharacteristics.

Open and Promotional Recruitments

The Court Executive Officer or designee shall deiee whether the recruitment for a position shalbpen
or promotional. Open recruitments shall be opealltapplicants (Court employees and non-Court
employees) who meet the minimum qualificationstif@ position. Promotional recruitments shall berojoe
all regular Court employees who meet the minimumlifjoations for the position.

Announcements
Announcements of available positions will be postadinimum of one week prior to the application
deadline. Positions which may be filled without fiog include, but are not limited to:

1) In-place promotions resulting from the expansibduties and responsibilities of the
incumbent and reclassification of the position;

2) Positions to be filled by transfer or reassigntrof an employee due to a reorganization,
demotion or other special circumstances deemedssaeby the Court Executive Officer or
designee;

3) Positions filled by using existing, previouslhyaijfied personnel provided by Human

Resources; and

4) Recall of previous Superior Court of Californ@ounty of San Luis Obispo employees that
were laid off and have been established on theedikt.

Persons appointed by any of the above methodsmeestthe minimum qualifications of the position.

Eligibility Lists

An eligibility list, consisting of those persons evmeet the qualifications of the position beinggtil shall be
established. Placement on an eligibility list dnesguarantee that an individual shall be chosea fo
position. The Court Executive Officer or designbelisdetermine the procedure to be used to eskablish
eligibility list. This may include a review of apghnts’ experience and/or education, written exatmm(s),
oral examination(s), oral interview(s), referenbeceks, and/or any other procedure deemed apprepfiat
eligibility list will usually remain in effect fosix months from the date the list is establishedyril there are
fewer than three (3) names on the list, whicheeeuts first. The Court Executive Officer has théhauty to
extend an eligibility list, from time to time, foip to one (1) year from the date the list was distadd. The
Court Executive Officer or designee also has thkaity to disestablish an eligibility list withihis or her
discretion at any time prior to the expiration foé fist and to request that a new eligibility bst established.

Removal from Eligibility List
The Court Executive Officer or designee may remamwame from an eligibility list (open or promotidnfr
any of the following reasons:



In the event that the candidate requests thatrther name is removed,;

In the event that a candidate begins employmesuty position with the Court;

In the event that a candidate does not respuititin 10 calendar days, to either a request fangarview

or offer of employment/promotion on three occasjons

4. In the event that a candidate refuses an offemploymentr refuses an offer of employment/
promotion on two occasions; or

5. In the event that the Court Executive Officedesignee determines that the candidate is notlonge

eligible for employment in the position or is nadger eligible for Court employment.

whN e

Selection

The Human Resources Department will send to thartiapnt director the names of the tep-sixq@)didates
on the eligibility list who are available for arténview. The department director and/or designeg ma
interview the first three, four, five or six candtds. If the recruitment is to fill two vacancide hiring
authority may interview up to the top seven candigiaif there are three vacancies, the hiring aitthmay
interview up to the top eight candidates, and soAinthe conclusion of those hiring interviewseafthe
Court has conducted reference checks to the edémmhed necessary, an offer will be made to theethos
candidate(s)Candidates who are unwilling to provide referengiis

be disqualified and removed from the eligibilitgtli

Advancement within a Job Classification Series

A job class series is defined as “a group of jategsifications that perform the same general fandiut
have duties that require progressively more respiitigand higher levels of qualification. Eaablyjin a
series is also called a level.” The Court rougingdes job class series to distinguish betweely énitel
duties and journey worker level duties within adtional area of Court work. Employees will not
automatically advance to higher levels within daesesimply with the passage of time. Advancemaétitiwa
series is a promotion without competitive examimais employees successfully perform increasingly
complex and independent work, consistent with ikérdjuishing characteristics outlined in the aggiile
job class specification. Incumbent employees s@macing are not placed on probation.

While they might appear to be, lead worker (e.qur€€lerk Il and Legal Process Clerk Ill) and sopgory
(e.g. Legal Process Supervisor and Courtroom OpagSupervisor) job classes are not part of thalle
process and courtroom clerk series.

Provisional Appointments

The Court Executive Officer may on occasion makeavisional appointment to a position which is
temporarily vacant due to an extended leave ofraigseln such a case, no competitive recruitmemtgss is
required. An incumbent in a provisionally appothpsition holds no rights to the position, and/esiin
that capacity at the will and pleasure of the Céxecutive Officer.

Appointment to a Limited Term Position

A limited term position is defined as one created filed for a limited period of time or for theudhtion of a
specific project with a limited term. Limited teqositions will be filled by the normal competitive
recruitment process described in this policy. Hesvean employee appointed to a limited term pasitiill
accrue no length of service, or “time in servicing” for purposes of establishing seniority iritijob class
if a layoff is required. If an employee is promibfeom one Court position to a limited term positithe
employee will continue to accrue time in servicéheir originating job classification throughouethime
they hold the limited term position.

Temporary Appointments

Temporary appointments are limited to a maximur@@ff hours in a fiscal year. Temporary appointments
shall be made, when possible, from the eligible listhe absence of a suitable eligible list, @xtelp
appointments may be made of qualified persons.ppoiat a temporary employee other than from the




eligible list, a copy of the employment applicat&mall be submitted to the Human Resources Diraxtor
designee for approval.

Probationary Period

Each newly hired employee shall serve a probatiopariod of six (6) months that may be extendetha
Court’s discretion by three (3) months not morenttwice (not to exceed a total of twelve (12) majthThe
employee shall be provided with advance noticengfextension of his or her probation. A leave ddaire
without pay shall not be credited toward completadnthe employee’s probationary period. Probatigna
employees do not have the right to the discipliraotyon procedures contained in Policy 14 — Diseghnd
Discharge.

Employees promoted into a new position shall sarpeobationary period of six (6) months that may be
extended in the Court’s discretion by three (3) themot more than twice (not to exceed a totaivelte
(12) months). The employee shall be provided wittiance notice of any extension of his or her gtioba
Prior to the end of the probationary period, anlegg®e receiving an unsatisfactory evaluation shell
returned to a position in his or her previous défeesgtion, if available, at his or her previouseatf pay
bumping out any less senior incumbent employebérctassification, if necessarif the employee is
returned to his or her former position or anothesifon in the employee’s previous classificatithre
employee will receive seniority credit in the fompsition for all time spent in the promoted piosit

POLICY 5 — HARASSMENT PREVENTION

The Court prohibits harassment based on an indiWslvace, color, religion, gender, national origin
ancestry, age, marital status, physical disabititgntal disability, medical condition or sexualentiation, or
any basis prohibited by law. Harassment in any faneiuding verbal, physical, and visual harassmisnt
prohibited.

Impermissible conduct includes, but is not limitedmaking unwelcome sexual advances and requests f
sexual favors where (1) submission to such conduaade an explicit or implicit term or conditioh o
employment; (2) submission to or rejection of saohduct by an individual is used as the basis for
employment decisions affecting such individual(3)rsuch conduct has the purpose or effect of worebly
interfering with an employee’s work performancemating an intimidating, hostile, or offensive wor
environment.

Impermissible conduct also includes, but is nottkochto:

* Verbal harassment, e.g., epithets, derogatory camener slurs on any protected basis [race,
religious creed, color, national origin, ancesptyysical disability, mental disability, medical
condition, marital status, or sexual orientation];

» Physical harassment, e.g., assault, impeding akislg movement, or any physical interference with
normal work or movement, when directed at an irtiligi on any protected basis;

» Visual forms of harassment, e.g., posters, cartcmmdrawings derogatory on any protected basis; or

» Sexual favors, e.g., unwanted sexual advances tlwaindition an employment benefit upon an
exchange of sexual favors.

Impermissible conduct by Court employees, or by@eas with whom the Court contracts to do businask s
as independent contractors, will not be toleratbdn the conduct is directed at or involves an apjgant
for Court employment, a Court employee, or a contrator.

Anyone who believes he or she has been harassemiection with his or her employment at the Cauris
aware of harassment, should notifg or her immediate supervisor. It the employee @kes not feel
comfortable discussing the matter with his/her immdiate supervisor, he or she should report the

9



matter to the Director of Human Resources or the AssistantrCExecutive Officer. A promgnd, to the
extent possible, discreeinvestigation will be conducted under the CouRtscedure for Complaints of
Discrimination and Harassment regarding all conmpéaiand appropriate corrective action will be tafe
any conduct deemed to violate this polaryotherwise to be inappropriate There will be no retaliation
against anyone for complaining of, reporting, attipgpating in any investigation of harassment.

Anyone who is found by the Court to have violateid policy,or whose conduct is found otherwise to be
inappropriate, will be subject to appropriate corrective actimejuding possible termination of
employment, and may be personally liable to therafed party under tort law.

Employees are also advised that State and Feddmtement agencies are available to provide ptioteto
victims of discriminatory harassment. Those agenare cited below:

State of California Department of Fair Employmantl Housing 800-884-1684
United States Equal Employment Opportunities Cossian 800-669-4000

POLICY 6 — REASONABLE ACCOMMODATION

In accordance with the California Fair Employmemd &lousing Act (FEHA) and the Americans with
Disabilities Act (ADA), the Court will provide reasable accommodation to the known physical or nienta
impairments that rise to the level of a disabitifyotherwise qualified disabled employees.

Disabled employees who desire a reasonable accoatimndhould make such a request in writing to the
Court Executive Officer or designee. The requesitridentify (1) the impairment for which the empdeyis
seeking reasonable accommodation (e.g., hearingiimpnt, vision impairment); and (2) the effeceath
impairment on the employee’s daily activities, udihg but not limited to ability to perform the essal
functions of the job.

The Court Executive Officer or designee will revive reasonable accommodation request and determine
whether it appears that the employee may be didatithin the meaning of the FEHA and/or the ADA.€Th
Court may request that the employee submit to higeotreating physician a questionnaire regarttieg
employee’s impairment and a release authorizin@thart to receive medical information. The Court
Executive Officer or designee will also meet wiie Employee to evaluate whether the employee abldid
within the meaning of the FEHA and/or the ADA aonditscuss possible reasonable accommodations.
Whether a reasonable accommodation can be madetaideasonable accommodation will be provided
shall be determined on a case-by-case basis. R#@de@accommodations may include, but are not |oirtite

a leave of absence, the purchase of assistiveatg\acchange in work schedule, and eliminatioroaf n
essential job functions.

An employee or applicant who alleges a denial @asonable accommodation may file a complaint @untsu
to the Court’s Procedure for Complaints of DenfdReasonable Accommodation.

POLICY 7 — COMPLAINT RESOLUTION

Complaints or Reports of Harassment or Discrimination

Complaints or reports of harassment or discrimamasihall be directed to the Court Executive Offi@EO),
either directly or through the Human Resources Biepnt. Persons are encouraged to bring such cartgpla
to the Court’s attention promptly, so that the Gaan address them promptly.

10



Complaints of harassment or discrimination shalptmmptly and, to the extent possible, discreetly
investigated. The CEO shall designate an indivituanvestigate the complaint. The investigatioifi tae
tailored to the facts and issues involved. Thestigation will include an interview with the persagainst
whom the complaint has been made, if applicablgjue that person an opportunity to respond to the
allegations made. There will be no retaliation ageanyone for complaining of, reporting, or papating in
any investigation.

At the conclusion of the investigation, the invgator shall report his or her findings to the CE@p will
make the final determination regarding what ocaliered what corrective action (including discipliné)
any, is appropriate.

The CEO or designee shall advise the complainahtiag subject of the complaint that the investmatias
concluded and, depending upon the circumstancenggr@sts involved, of the results of the invedima

Complaints Regarding Court Policy or Practice
This complaint procedure shall be used to procedsr@solve employment-related complaints. A compla
is a dispute of one or more employees involvingdpplication or interpretation of a written Couule or
policy or a Court practice. The purposes of tma&cpdure are:

* Toresolve complaints informally at the lowest plokeslevel, and

» To provide an orderly procedure for reviewing aesofving grievances and complaints promptly.

As used in this procedure, the term "immediate supa™ means the individual identified by the depeent
head. The term "party” means a union, an emplayeite Court. A "union representative” refersitonion
steward or staff representative.

Time Limits

Each party involved in a complaint shall act quyckb that the complaint may be resolved promptieri
effort should be made to complete each action withé time limits contained in this procedure. Hoare
with the mutual consent of the parties, the tim@thtion for any step may be extended.

Waiver of Steps
The parties may mutually agree to waive any stefisfprocedure.

Representation

At any step of the complaint procedure, the Coegresentative may determine it desirable to hold a
complaint conference. If such a conference is sdeed the complainant or a Union steward, or bathy
attend without loss of compensation. A union regnéstive or job steward may request a meetingeafitsi

or second step.

Informal Complaint

An employee's complaint shall initially be discubseith the employee's immediate supervisor witldn t
(10) working days of the occurrence or discoverythaf alleged violation to attempt to resolve thetera
without the need for a formal complaint. Within t€®) working days, the immediate supervisor spalé
his/her decision or response in writing.

Formal Complaint, Step 1

A. If an informal complaint is not resolved to tlkatisfaction of the complainant, a formal
complaint may be filed no later than fifteen (15rking days from the date of receipt of the
written response to the informal complaint.

B. A formal complaint shall be initiated in writirgn a form provided by the Court and shall be
filed with the person designated by the departnheatd as the first formal level of appeal.
Said complaint shall include a statement as t@lleged violation, the specific act(s) causing
the alleged violation and the specific remedy ongdies being sought.

11



C.

Within fifteen (15) working days after receigttbe formal complaint, the person designated
by the department head as the first formal levebmbeal shall respond in writing to the
complaint.

Formal Complaint, Step 2

A.

If the complainant is not satisfied with the @won rendered pursuant to Step 1, the
complainant may appeal the decision within fift§&6) working days after receipt to the
department head or designee.

Within fifteen (15) working days after receigdttbe appeal, the department head or designee
shall respond in writing to the complaint.

Formal Complaint, Step 3

A.

Response

If the complainant is not satisfied with the gan rendered at Step 2, the complainant may
appeal the decision within twenty (20) working daafter receipt to the Court Executive
Officer or designee.

Within twenty (20) working days after receipttbe appealed complaint, the Court Executive
Officer or designee shall respond in writing to toenplaint.

If the Court fails to respond to a complaint withire time limits specified for any step, the comudat shall
have the right to appeal to the next step.

Formal Complaint, Step 4

A.

If a complaint is not resolved at Step 3 withiventy (20) working days after receipt of the
third level response, the complainant shall haeerigiht to submit the complaint to the Court
to initiate review by an independent arbitratortie complaint is not submitted to such
review within twenty (20) working days after redegd the third level response, it shall be
considered withdrawn.

Within five (5) working days after the noticegreesting third party review has been served on
the Court or at a date mutually agreed to by théigs the parties shall meet to select an
impartial arbitrator. If, at this meeting, the pestare unable mutually to select an arbitrator,
they shall request a list of seven experiencedrlanaitrators from the State Mediation and
Conciliation Service, from which the Court and deenplainant shall alternately strike names
until one name remains and this person shall barthierator.

The arbitration hearing shall be conducted imoetance with the Voluntary Labor
Arbitration Rules of the American Arbitration Assation. The cost of arbitration shall be
borne equally between the complainant and the Court

An arbitrator may, upon request of the complainand the Court, issue his/her decision
orally upon submission of the arbitration. Eithertg may request that the arbitrator put
his/her decision in writing and that a copy be pied.

In the event of a dispute over whether an issaeproper subject of arbitration, the arbitrator
shall hear that issue prior to opening the recordhe merits of the dispute. If the arbitrator
determines the issue is not a proper subject afatibn, the complaint will be dismissed and
the matter considered closed. If the arbitrataemeines the issue raised in the complaint is
a proper subject of arbitration, the matter willHsard on the merits.

The arbitrator shall not have the power to addubtract from, or modify any written Court
rule or policy or any Court practice. In all arbtion cases involving a complaint as defined
in this policy, the decision of the arbitrator $hadt be binding upon the parties.

Upon review of the decision of the arbitratdre Court Executive Officer or designee shall
respond in writing to the complainant, either afiing or altering the decision reached at the
end of Step 3. The CEOQO'’s decision at this pointhie procedure is final. In the event the
CEO modifies or sets aside the decision of thetratbr, the Court shall pay all costs of the
arbitration. The CEO will provide a written expiion to the complainant as to his/her
rationale for his/her decision.
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POLICY 8 — EMPLOYEE BENEFITS

Health | nsurance

The Court makes medical, vision and dental insweawvailable to Court employees, and contributes a
monthly amount -- a cafeteria plan contributioto-each employee to offset their cost of the haakbrance
plan(s) they select. For employees in represerdeghining units, the monthly cafeteria plan cdmttion
amount is specified in their respective MOUs. &arepresented employees, the amount is set pealbydiny
the Court.

The cafeteria plan requires that Court benefitidoations be spent in the following order: employedy
medical insurance, employee and/or dependent vigiany, employee and/or dependent dental, if anyg,
dependent medical, if any. Domestic Partners agiokd for dependent coverage under the Court'éthea
insurance programs. The Court’s obligation to mthkse contributions shall not exceed the totadteaifa
plan contribution.

Employees may opt not to participate in Court-pded group medical insurance by providing proof of
alternative insurance coverage. Inthose caseL dlrt shall reduce the cafeteria plan payment. Fo
employees in represented bargaining units, the Imooafeteria plan reduction amount is specifiethigir
respective MOUs. For unrepresented employeesrtimeint is set periodically by the Court. Any pantiaf
the Court contribution not needed for employee @ndépendent coverage shall be applied to an eraploy
cash-out.

Cafeteria Plan Contribution while on Leave

For an employee who is on a leave of absence witheny which leave is subject to the Family and Maid
Leave Act (FMLA) and/or the California Family Righ#ct (CFRA), the Court shall, when required tosdo
by the FMLA and/or CFRA, make, for each of thetfixgelve (12) weeks of leave, any then-existing i€ou
cafeteria plan contribution which is used to mamthe employee’s health, dental and/or vision fiene
During this period, the Court will not make any trdvution under its cafeteria plan benefit which is
necessary to provide the employee any benefits ttha health, dental and/or vision insurance henef
unless the employee codes a minimum of forty (4Qir& of paid leave time per pay period, as desdribe
below.

Any employee who is on approved leave of absent®owi pay, whether the leave is subject to the FMLA
and/or CFRA or not, and who has paid leave balafomesp, admin, vacation, sick, etc.) available]ldte
eligible to request to use said paid leave balanteany case in which an employee chooses td s
more hours of paid leave time per pay period duwhgt would otherwise be a leave of absence withaut
the Court will make the full monthly cafeteria pleontribution to that employee necessary to mairttze
employee’s benefits, including any cash out amduaytplicable. An employee desiring to use paalée
time to maintain his or her benefits while on avkeaf absence must submit a written request tmdo his

or her department head.

Lifelnsurance

The Court provides each employee with a group lti$eirance Plan. The death benefit amount for
represented employees is set by the terms ofringpective MOUs. The benefit amount for unrepriesen
employees is set by the Court.

Retirement

All regular employees of the Court participatehe San Luis Obispo County Retirement Plan, a givat
pension plan administered by the San Luis Obispm@oPension Trust. Required contribution amounts
vary based on employee age at entry into the sys@ontribution amounts are determined by the Pansi
Trust Board of Trustees, and are generally sptiveen the Court and the employee on a two-thiras&
third basis. The Court “picks-up” a portion of theployee’s share of the contribution rate. For
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unrepresented employees, that amount is deterrbindte Court. For represented employees, that atisu
addressed in MOUs.

The basic plan benefit is “2% at 55.” An employegested in the system at five years of serviond,raay
retire at age fifty-five. For employees in the fieical, Supervisory and Miscellaneous bargaininigsuthere
is an eighty percent (80%) cap on the maximumeetant benefit percentage. For employees in the
remaining employee units, the cap is one hundreckpé (100%).

Any employee contemplating retirement may contaetRension Trust Office and make an appointmerd for
pre-retirement planning session. At this sessaaremployee will be provided information aboutdiser
specific retirement benefits, information on incotag, health benefits, beneficiary rights and resjailities,
social security and other areas related to retirkme

Social Security
All Court employees are members of the Social Sgc8ystem. The employee pays percentage ratds/set

the Social Security Administration and are basedamings up to the applicable taxable income. The
employee also pays the applicable percentage @aalings for the Medicare tax.

Deferred Compensation
The Court maintains a deferred compensation panployee participation in the program is voluntaihe
Court makes no contributions on behalf of employees

Disability Insurance

Miscellaneous, Technical and Supervisory Unit Erppés are covered by State Disability Insurancds Th
insurance provides low-cost disability protection &ny non-job-related illness or injury that pnetgean
employee from working. Employees pay a fee to ctive cost of the program. Employees receiving SDI
benefits have the choice of integrating sick andéwation time with SDI benefits to maximize thieial
compensation consistent with the terms of their MOU

Managerial, Professional, Technical and Confidélmaployees are covered by long-term disability
insurance provided by the Court.

Bilingual Differential

Employees designated by the Court to perform hilagluties will receive a monthly stipend to congsee
for the additional skill demands on them associatitd those duties. The stipend is sixty doll&#8Q) per
month for frequent but intermittent use, and onedned twenty five dollars ($125) for daily or insenuse
that is a primary element of the employee’s jobetut An additional stipend of thirty dollars ($3r month
will be paid to employees who are proficient inittability to translate correspondence, and arkedain by
the Court to do so as needed.

In any case, the Court must make a determinatianbilingual skills are necessary for the succéssfu
performance of that job, and that the employeefiiciently skilled in the non-English languagedgnestion.
The Court reserves the right to test the candigiatployee’s ability to interpret or translate pradialy
enough to perform the duties satisfactorily. Tihalfdetermination of whether an employee will oll wot
be paid a bilingual differential will be made bet@ourt Executive Officer or designee.

Mileage Reimbursement and Use of Private Vehicles

Employees who are authorized and use personal abitas, vans or trucks on official Court businesalls
be eligible for reimbursement for such use at thgimum allowable rate of reimbursement provided by
Government Code Section 69505, as amended. Thetildd amount, not covered by the employee's
insurance, which becomes an actual expense tonthlogee because of an accident while on Court legsin
shall be reimbursed by the Court up to a maximéifive hundred dollars ($500) per accident. Neagss
tolls and parking fees are also reimbursable. Gdondeductible reimbursements shall be documented
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Reimbursement of out-of-county trips shall not ed:the cost of reasonable public transportatien; air,
train, bus.

Each employee who wishes reimbursement for theoaatd use of a personal vehicle on Court business
shall file a claim with the Court, utilizing therfas and procedures designated by the Court.

Authaorization to use a personal vehicle on offi€alurt business shall be obtained in advance frmnCourt
Executive Officer or designee.

Court employees who are transferred on a tempdasis between branches may request mileage from
his/her regular work location to the temporary wiméation and back, less the mileage from the eygdts
normal commute from home to his/her regular wodatmn. Temporary assignment is identified as any
assignment which is less than three (3) months.

Evidence of Insurance

Prior to operating a personal vehicle on Courtiess, employees shall file evidence of insurandie tive
Court Executive Officer or designee which reflatist the employee holds vehicle insurance of at feee
following levels of coverage:

» Personal Injury: $15,000 per person/$30,000 agteega
* Uninsured Motorist: $15,000 per person/$30,000 eggafe.
e Property Damage: $5,000.

Employees may elect not to purchase either compsieor collision coverage on their vehicle, i t
Court’s maximum liability for "deductible" claims ithe event of non-recoverable loss because ofdack
coverage shall be limited to a total of one hundfeithrs ($100) per accident.

Adminigtrative L eave

Subordinate Judicial Officers and Managerial empésyshall receive a maximum of 48 hours paid
administrative leave per fiscal year. Professi@mal Confidential employees shall receive a maxirt82
hours paid administrative leave per fiscal yeaigiBlle employees hired after July 1, 2010, shalkiee paid
administrative leave hours prorated from the datare and according to their time base allocation.
Employees have no property right to these paidddeurs, and the Court will reduce any eligible Eyge’s
annual allocation of administrative leave hourgh®ynumber of unused hours remaining at the etideof
prior fiscal year. Employees are compensated at¢herent rate of pay for any unused hours remaiit
the time they separate from employment with therCou

Vacation Leave
With the exception of subordinate judicial officé@ommissioners), Court employees accrue vacatiavel
time at the following rates:

* From the start of employment to the completiorheffiourth year of service at the rate of three and
eight hundredths (3.08) hours per two-week payogeot full-time service (80 hours/year),

* From the start of the fifth year of service to tduenpletion of the ninth year of service at the @ite
four and sixty-two hundredths (4.62) hours per tmeek pay period of full-time service (120
hours/year), and

« After completion of the ninth year of service, la rate of six and sixteen hundredths (6.16) hours
per two-week pay period of full-time service (168urs/year).

Subordinate judicial officers will accrue vacatieave time at the rate of four and sixty-two huwitine

(4.62) hours per two-week pay period from the sihgmployment to the completion of the fourth year
service, and at the rate of six and sixteen hunkdsg@.16) hours per two-week pay period after ploant.
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Employees with previous experience as an emplofyeéher the Court or any other California Superior
Court, either before or after the effective datiethe Trial Court Funding Act and the Trial Court
Employment Protection and Governance Act, or asmaployee of the California Traffic School Institute
assigned to the Court, Federal, State, City or Goagencies within the County of San Luis Obispth wi
receive credit for that time served only for pugmsf determining their vacation accrual rate. €herl
waiting period of six months before a new employesg take vacation leave, generally coinciding vitidir
initial probationary period. For represented emipls, the total number of vacation hours which ey
accrued is 400 hours. For unrepresented emplogfegsamount is determined by the Court, and isecly
400 hours.

Employees are compensated at their current rgtayofor any accrued vacation hours remaining atithe
they separate from employment with the Court.

Requests for vacation shall be submitted to thel@mep’s immediate supervisor in writing in a recasoe
amount of time in advance of the requested datais) shall be approved or denied in writing within
reasonable amount of time after submission. Defialrequest to use accrued vacation shall notlbeary
or capricious, but rather shall require a findihgttapproval would disrupt the operations of ther€o
Approval, once granted, shall not be subsequeetiginded unless, in the determination of the Court
Executive Officer or designee, an unforeseen digynwf Court operations would result.

Sick Leave

Court employees accrue twelve days of sick leaveygar with a maximum accrual of 260 days. Avdéab
sick leave benefits are indicated on the employ®e/sekly pay stub. Employees with more than fears
of service are paid for one half of their accruiett feave, to a maximum of 90 days, upon termimatibthe
employee’s rate of pay as of the date of termimatitmployees who have more than five (5) yeargofise
with the Court as a regular employee shall beledttb exchange two hours of sick leave for oner lodu
vacation. The maximum number of hours that caexebanged during a calendar year shall be eigi®Xy (8
sick leave hours for forty (40) vacation hours;yaded, however, that such employees must maintain a
minimum balance of two hundred and forty (240) Isanfrsick leave.

Bereavement L eave

The Court Executive Officer or designee shall aritt@oa leave of absence with pay to an employedalthe
death of his/her parent, spouse, child, sistethkerograndchild, grandparent, domestic partnet,the
corresponding relative by affinity, or the deathaaf/ person residing in the immediate househottief
employee at the time of deathAn intervening period of absence for medical o@asshall not be
disqualifying when, immediately prior to the absgnihe person resided in the household of the greplo
Such bereavement leave shall be authorized foo tirée (3) eight-hour days (24 hours) per occagehe
employee shall give notice to his/her immediateesuigor as soon as possible and shall, if requéstdde
employee's supervisor, provide substantiation ppaett the request upon the employee's return t&.wor

If the death of a person as described above rexjtieeemployee to travel over 400 miles one wamfro
his/her home, additional time off with pay shalldgranted for up to two (2) additional days (16 s)wrhich
shall be deducted from accrued leave. This additilrave may include but is not limited to siciJe.

Part-time employees will be eligible for bereavetrieave on a pro rata basis, based on the employees
fractional time base.

Promotional Exams

A. Represented employees shall be entitled to sacgsime off with pay from his or her duties foet
purposes of taking qualifying or promotional exaations from the Court. This shall include
resulting hiring interviews for which he/she maydiigible.
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B. For the purposes of this section an employee pdmticipates in a promotional examination shall
return to work as soon as possible at the conalusiche examination or resulting hiring interview.

Benefits for Part-Time Employees

All regular employees working half-time or greateceive the same monthly cafeteria plan contriloutio
(toward the cost of medical, dental, and visiomragace benefits) as those provided to regulartimié
employees. Sick and vacation leave time accruaBl énployees on the basis of their time workeadr
purposes of determining retirement benefits, timsarvice units also accrue on the basis of haoairk p

Other Statutorily Prescribed L eaves of Absence

The Court provides leaves of absence to eligiblpleyees in a variety of circumstances. In all cages
Court intends to comply with applicable federal atate laws. Additional information concerning lega
requirements applicable to leaves of absence ieg@as bulletin boards in break rooms throughouir€o
facilities.

Eligibility: There are different eligibility rules for differetyipes of leave. Employees may be eligible for an
unpaid leave of absence for work-related illnessjory, or pregnancy disability, no matter how dpthey
have been employed by the Court and no matter hamyramployees are at the worksite. (See specific
provisions.)

Employees with at least one year of service and ieve worked a minimum of 1,250 hours over the
previous 12 months may be eligible (subject to othkes and conditions) for medical and/or famégpve as
provided by law.

Employees also may be eligible for leaves of absémcpersonal reasons other than those desciribidne i
preceding paragraphs. Approval of such leavesheilbased on considerations such as the reasdmefor t
request, the Court’s needs, and the employee’sipeaice/length of service with the Court, and lefel
responsibility. The granting or denying of suchviesmshall be at the discretion of the Court. (Stersonal
Leave” or Leave without Pay.)

Requests for Leave: As soon as an employee learns of the need fove lefaabsence, the employee should
submit a written request for leave to his/her suger. Request forms are available from one’s stiper,
the Human Resources Department, or the Court'anetts document library. If the need for the lesve
foreseeable, employees are required to provide matibe as possible.

Approval of the leave may be delayed if timely netis not provided. If the employee learns of thedchfor
leave less than 30 days before the leave is nedtedequest must be made as soon as possible.

If the employee fails to return upon the expiratidithe approved leave of absence and fails tdynitte
Court of any reason for this continued absenceeihgloyee, absent special circumstances, will leenéel to
have voluntarily resigned his or her employmenhuiite Court.

Maximum Duration of Family Care/Medical Leave: The maximum combined amount of family care/medical
leave that an eligible employee may take is 12 wesks (480 hours) within a rolling 12-month period
(measured forward from the date the leave begins).

Medical Leave

Medical leave is leave due to a serious healthitiongdother than pregnancy-related disability t thi@events
the employee from performing the functions of thie. jit includes time off needed for ongoing treatinaf a
serious health condition. Special rules apply tokarelated injuries and pregnancy-related disabi(iBee
“Workers’ Compensation Leave” and “Pregnancy Dikgbieave.”)

Eligibility: To be eligible to request medical leave, the enggoyust:
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» Have worked with the Court for at least one year;
» Have worked at least 1,250 hours within the lasmnb2iths.

Certification: Medical certification of the need for leave is regqd. The Court may request a second
certification and, if necessary, a third, at thai€s expense. The certification must verify thedve is
required because of a “serious health conditiomittvis defined as “an illness, injury, impairmeut,
physical or mental condition” that involves anytioé following:

» Inpatient care in a hospital or other treatmenilifg@nd related treatment;

» Continuing treatment by a health care provider plpgriod of incapacity of more than three
consecutive calendar days related to the treatment;

» Continuing treatment or supervision by a healtle gaovider following periods of incapacity;

» Any period of incapacity or treatment due to a diz®erious health condition (such as severe
asthma, diabetes, epilepsy, etc.); or

* Any period of absence to receive multiple treatradot post-accident or injury restorative surgery o
for a condition that would result in a period ofapacity in the absence of medical treatment (asch
chemotherapy or radiation treatments for cancelialysis for kidney disease).

Medical certification that the employee is releasereturn to work is required before the employéebe
permitted to return.

Duration: An employee eligible for a medical leave under gaficy may take up to a maximum of 12
workweeks (480 hours) of medical leave within dimgl12-month period (measured forward from theedat
the leave begins). The length of each absencalejfiiend on the medical necessity for the leaveeudified
by the employee’s health care provider. As armrzéiiive to a leave, an employee may request aipaest-
schedule if medically necessary and if certifiedhsy health care provider.

Benefits: Health insurance will continue to be paid by theu@ during the first 12 workweeks of a medical
leave as if the employee on leave were activelyleyeg. The total combined amount of employer-paid
health insurance available for unpaid leaves dwayocombination of pregnancy disability, medical
condition, and family leave will not exceed 12 wwdeks in a rolling 12-month period (measured fodvar
from the date the leave begins). Employees willaiamesponsible for any insurance co-payments duaity
period of leave.

Use of Accrued Paid Leave: Employees are not necessarily required to exteuatcrued vacation and sick
leave prior to a period of use of personal leagavé without pay) during a medical leave. The Cour
Executive Officer or designee retains the authddtgpprove or deny any request for leave withawyt p
whether during a period of medical leave or néthé Court Executive Officer denies a requesidarve
without pay during a period of medical leave, thgplyee must use accrued paid leave time. If the
employee has no leave balances, leave without hlgenapproved through the period of medical leave

Accrual of Seniority and Benefits: Seniority and benefits do not continue to accrugngua medical leave,
except that seniority and benefitd| continue to accrue during any period that paidégawsed and will
accrue pro-rata during any reduced-schedule léawployees’ seniority or accrual level will not be
negatively affected by the leave.

Transfer: If the employee’s medical condition requires arintittent or reduced-schedule leave, the
employee may be transferred to another positiontibitier accommodates recurring leaves for thetiduraf
the leave.

Family Care Leave
Family Care Leave is leave for either of the folilogvreasons: (1) to care for a new child (whethebioth,
adoption, or placement for foster care) duringfitet year after the birth , adoption, or placemgat (2) to
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care for the child, parent, or spouse of the emg#ayith a “serious health condition” (see the defin that
follows).

Eligibility: To be eligible to request Family Care Leave, thpleyee must:

» Have worked for the Court for at least one year,
« Have worked at least 1,250 hours within the lastnb2ths.

Certification: Medical certification of the need for leave is riggd for a leave due to the serious health
condition of a family member. The certification rhuerify the family member’s serious health coratitand
that the condition warrants the participation & 8mployee to provide care. A “serious health doordi
means an illness, injury, impairment, or physigainental condition that involves any of the followi

* Inpatient care in a hospital or other treatmeniifg@nd related treatment;

» Continuing treatment by a health care provider plpgriod of incapacity of more than three
consecutive calendar days related to the treatment;

» Continuing treatment or supervision by a healtte gaovider following periods of incapacity;

* Any period of incapacity or treatment due to a dizerious health condition (such as severe
asthma, diabetes, epilepsy, etc.); or

» Any period of absence to receive multiple treatradot post-accident or injury restorative surgery o
for a condition that would result in a period ofapacity in the absence of medical treatment (asch
chemotherapy or radiation treatments for canceliaysis for kidney disease).

Duration: Eligible employees may take up to 12 workweeks (#&ars) of Family Care Leave within a
rolling 12-month period (measured forward from tlate the leave begins). The length of each absgitice
depend on the medical necessity for the leavegidigied by the health care provider of the empiige
family member. As an alternative to a leave, anleyge may request a part-time schedule if medically
necessary and if certified by the family membegsalth care provider.

Leave taken for the birth or adoption/foster cdez@ment of a child must be taken in periods ofr@mum
of two weeks, except that on two occasions thed@aay be for shorter periods. Leave taken for these
purposes must also be completed within one yetiteobirth or placement of the child.

Benefits: Health insurance will continue to be provided by @ourt during the first 12 workweeks of a
Family Care Leave as if the employee were actieatployed. The total combined amount of employer-
provided health insurance available for unpaid ésadue to any combination of pregnancy disability,
medical, and Family Care Leave will not exceed b2kwweeks in a rolling 12-month period (measured
backwards from the date leave begins). Employeaaireresponsible for any insurance co-paymentsiduri
any period of leave.

Use of Accrued Paid Leave: Employees are not necessarily required to exteuatcrued vacation and sick
leave prior to a period of use of personal leagay¢ without pay) during a Family Care Leave. Thert
Executive Officer or designee retains the authddtgpprove or deny any request for leave withawyt p
whether during a period of Family Care Leave or ribthe CEO denies a request for leave withoyt pa
during a period of Family Care Leave, the emplayest use any available accrued paid leave timéhelf
employee has no paid leave time balances, leat®muiipay will be approved through the period of Fiam
Care Leave.

Accrual of Seniority and Benefits: Seniority and benefits do not continue to accrugngua Family Care
Leave, except that seniority and benefitd continue to accrue during any period that paiddeawsed and
will accrue pro-rata during any reduced-schedud&de Employees’ seniority or accrual level will et
negatively affected by the leave.

Pregnancy Disability Leave
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Pregnancy Disability Leave (PDL) is leave becadseeadical disability due to pregnancy, childbirth,
related reasons preventing the employee from perfay the functions of her job. It includes time n#eded
for prenatal care.

Eligibility: Any employee who is disabled due to pregnancydbiiiih, or a related medical condition is
eligible for PDL. An employee is “disabled” if, the opinion of her health care provider, she idlma
because of a pregnancy-related reason to work, atré unable to perform any one or more of #ssential
functions of her job or to perform these functisvithout undue risk to herself, to the successfuhgletion
of her pregnancy, or to other persons.

Certification: Medical certification of the need for leave is riggd. Medical certification that the employee is
released to return to work is required before theleyee will be permitted to return.

Duration: PDL may be taken for the period of disability upatmmaximum of four months per occurrence.
This leave is in addition to any nonpregnancy-ezlanedical leave or family leave available to éligi
employees.

For employees on PDL who are also eligible for éeander the Family and Medical Leave Act, the flrat
workweeks of PDL are considered medical leaveha (1) health insurance will continue to be paidhe
Court during the leave to the extent that the egg#dchas not already taken the maximum amount ofaaled
leave/family leave, and (2) PDL counts againstaim®unt of leave required to be provided under ¢deral
Family and Medical Leave Act, but not under theifoatia Family Rights Act (CFRA).

The length of each PDL will depend on the medieaassity for the leave, as certified by the empty/e
health care provider. As an alternative to a letve employee may request a part-time scheduledically
necessary and if approved by the health care peovid

Benefits: The employee on PDL may be eligible for employarvited health insurance for a period of time.
The total combined amount of employer-paid healfurance available for unpaid leaves due to any
combination of pregnancy disability, medical leaared family leave will not exceed 12 workweeks in a
rolling 12-month period (measured forward from tlate the leave begins). Employees remain respensibl
regular insurance co-payments, if any, during aamjogl of leave in which health insurance is maimdi

Use of Accrued Paid Leave: Employees are not necessarily required to exteuatcrued vacation and sick
leave prior to a period of use of personal leagayg without pay) while on PDL. The Court Execaitiv
Officer or designee retains the authority to approwdeny any request for leave without pay, wheth@ot
during a period of PDL. If the Court Executive O&r denies a request for leave without pay duaipgriod
of PDL, the employee must use any available accpaddileave time. If the employee has no paidddaxe
balances, leave without pay will be approved thiotig period of PDL.

Accrual of Seniority and Benefits: Seniority and benefits do not continue to accruingua PDL, except that
seniority and benefitaill continue to accrue during any period that paidddawsed and will accrue pro-rata
during any reduced-schedule leave. Employees’ sgnar accrual level will not be negatively affedtby

the leave.

Transfer: If the employee’s pregnancy-related disability ieggian intermittent or reduced-schedule leave,
the employee may be transferred to another podiothe duration of the leave. In addition, if the
employee’s health care provider certifies thas iniedically advisable because of pregnancy, thdogep

will be transferred to a less strenuous or hazargasition or to less strenuous or hazardous

duties, provided the transfer can be reasonablyracmdated.

Reasonable Accommodation: An employee may request a reasonable accommods#teoondition related to
pregnancy, childbirth, or related medical condisioBuch request must be based on the advice of the
employee’s health care provider.
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Workers’ Compensation Leave
Workers’ compensation leave is leave availablenfo@ourt employee who is temporarily unable to wask
a result of a work-related injury or iliness.

Eligibility: All employees are eligible for Workers’ compensatieave as needed for work-related iliness or
injury.

Certification: As with all medical leaves of absence, the emgdomust provide medical verification
regarding the status of the medical condition,udtig the expected date of return to work and dranges in
medical condition that may affect a return to wavledical certification that the employee is relehse
return to work is required before the employee bdlpermitted to return.

Duration: The employee will be retained on work-related maedieave status until one of the following
circumstances occurs:

* The employee is released to work with no restmjo

* The employee is released to work with some regiristand work is offered by the Court that is
consistent with those restrictions;

» Medical evidence establishes that the employeeris@nently unable to return to usual duties; or

* The employee informs the Court of the intent natetoirn to work (either by directly communicating
this intent to the Court or by actions inconsist&ith intent to return, such as moving out of thesa
or accepting other employment).

An employee returning to work must provide the amgpt with reasonable advance notice of release to
return. The employee must also provide a health peovider's statement indicating fitness to parfohe
former duties. An employee returning to work widl teturned to the former position if availablesuich
position is not available, the employee will beco#fd an available position for which the employee i
gualified.

Benefits: Benefits such as vacation and sick leave will mot@e while on a Workers’ compensation leave.
Medical insurance premiums while on leave will lEated in the same manner as with other medicat$ea
of absence.

Use of Accrued Leave: Sick leave and vacation benefits that the emploges during the leave will be
coordinated with workers’ compensation benefitehsihat the total amount received by the employide w
not exceed his or her regular wages.

Use of FMLA/CFRA Benefits: Leaves of absence for work-related illness or injuill be counted as leave in
accordance with federal and state family/medicalédlaws (FMLA/CRFA) if the employee is eligiblerfo
such leave. (See “Medical Leave.”)

Personal Leave (Leave without Pay)

An unpaid personal leave of absence, or “leaveawitipay”, may be available for leaves for perssaakons
other than those reasons qualifying as family/nad@ave or pregnancy disability leave. For examgphe
employee may request leave without pay to cararidn-law or to further his or her education. Resja for
partial leave (intermittent or reduced schedule)pfersonal reasons also will be considered. Apprafvsuch
leaves will be based on a combination of factarsluiding the reason for the request, the lengtiegfiested
leave, the Court’'s needs, and the employee’s padoce/length of service with the Court, and level o
responsibility. Personal leaves will be grantedemied at the Court’s discretion.

Eligibility: All regular employees are eligible to request aqueof personal leave/leave without pay.
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Benefits: Personal leaves are without employer-paid benéitgployees may elect to continue group health
coverage in accordance with the law.

Use of Accrued Paid Leave: Employees are not necessarily required to extaustcrued vacation leave
prior to a period of use of personal leave/leavithauit pay. The Court Executive Officer or desigretains
the authority to approve or deny any request fosqaal leave/leave without pay.

Accrual of Seniority and Benefits: Seniority and benefits do not continue to accrugngueave without pay,
except that seniority and benefitd| continue to accrue during any period that paidégawsed and will
accrue pro-rata during any reduced-schedule léawployees’ seniority or accrual level will not be
negatively affected by the leave.

POLICY 9 — TIME KEEPING

For Nonexempt Employees Only
An employee’s timecard is the record of hours wdrkem which the employee’s paycheck is calculated.
Employees should take care to ensure that the@sti@ets are accurate records.

The following rules must be observed regarding siheets:

* Employees are not to work earlier than seven mgbédore their shift begins or work later than
seven minutes after their shift concludes, excetbt prior approval.

* Employees may only record time on their own times$ie

* Unless assigned by a bench officer in a courtramrartime must be authorized by the employee’s
supervisor in writing before it is worked.

« Any modifications or alterations to an employed@isesheet must be approved by the employee’s
supervisor.

* Employees must certify the accuracy of their tineesgtat the end of each work week, and must then
submit the timesheet to their supervisor for apalov

* Employees are not allowed to use more paid leave than they have accrued prior to the day it is
to be used. Employees must check on and, if naggesompute balances available to avoid coding
time that is not available.

« For scheduled holidays, regular part-time emplogdedl take holiday time on the same pro rata
basis as their part-time schedule bears to theviadk schedule of their department. For the flogti
holiday, regular part-time employee will accrue tinee on the same pro rata basis.

* For purposes of timesheet coding, minutes workdido@irounded to the nearest 15-minute
increment, as follows:

0 — 7 minutes worked = 0 compensable minutes (@0

8 — 22 minutes worked = 15 compensable minute$ (xp
23 — 37 minutes worked = 30 compensable minut&s ()
38 — 52 minutes worked = 45 compensable minut&s ()
53 — 67 minutes worked = 60 compensable minut€® (ir)

arwNE

Exempt Employees

Court employees who are exempt from the overtiroeipions of the Fair Labor Standards Act (FLSA) are
considered salaried employees. Compensation retbivexempt employees is based on the premise that
they are expected to work as many hours as is s@&get provide the public services for which theyre
hired. Consistent with the professional statusesé employees, they are accountable for their pa#uct,
and for meeting the objectives of the departmenivitch they work.
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The minimum workweek standard guideline for futhti exempt employees is forty (40) hours per week.
The minimum workweek standard guideline for hatfi¢iexempt employees is twenty (20) hours per week.
All exempt employees are expected to work as mawoydhwithin reason as necessary to accomplish their
assignments or fulfill their responsibilities.

FLSA-exempt employees who are absent for partvebrkday (less than four (4) hours for full-time
employees and less than two (2) hours for half-employees) will not be required to charge suclkeabss
against any accrued leave balances, nor will thel@rees' pay be reduced.

FLSA-exempt employees must notify their supervisangn they will be absent from work for part of they
(less than four hours).

FLSA-exempt employees must obtain written apprénesth their supervisor to record use of any applieab
leave (sick leave, vacation, bereavement leaveeledthout pay, etc.) when absent from work for geyiod
of time equaling or exceeding four (4) hours fdi-fume employees and two (2) hours for half-time
employees.

FLSA-exempt employees are required to code onlyshofileave time used, and will do so in 4-hour
increments (i.e., 4, 8, 12, 16, etc.). FLSA-exempployees are not required to code time workedvdeks
in which a FLSA-exempt employee uses no leave holey are still required to sign off on their tisheet at
the end of the workweek, even though no hours baea be coded. This sign off serves at the emplsye
affirmation that he or she has accurately recoedgdleave time used or not used, consistent wishptblicy.

Deductions may not be made from an FLSA-exempt eyag's salary for absences caused by jury duty,
attendance as a witness or temporary military le@kie Court may, however, offset any amounts recehy
an FLSA-exempt employee as jury or witness feemibitary pay for a particular work week against the
salary due for that particular work week. The emgpdois required to report such earnings to his/her
supervisor or designee.

Payroll

Payday is every other Friday. When a regular payalds/on a holiday, paychecks typically will beadiable
on the last workday preceding the holiday.

POLICY 10 — PERSONNEL RECORDS MANAGEMENT

Maintenance of Files

The Court shall maintain a personnel file for eantployee. Employees shall have the right to revieir
personnel files at reasonable times during nornaakimg hours and make copies of material(s) copthin
within their personnel files. No adverse materialyrbe placed into an employee’s personnel file outla

copy also being furnished to the employee at theedame.

Additional Material

Employees shall have the right to respond in wgitmadverse material placed in their personnesfand to
have their written response placed in the fileaddition, employees may place in their persorited &
reasonable amount of correspondence originating trther sources that is directly related to thair
performance.

Length of Time in File
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Reports of unfavorable performance or conduct dfetiemoved from an employee’s personnel file dfter
years, provided no additional related reports H@en issued during that period. Reports involgrass
misconduct or a criminal act shall not be removedifthe file.

Materials relating to suspensions that have bedorakwill be removed from an employee’s persoriiiel
after eight years provided no other suspensions basurred during the eight-year period. Suspesdior
gross misconduct or a criminal act shall not beavad from the file. Materials relating to discigry
actions recommended but not taken, or disciplimations overturned at any step or on appeal, beall
removed from the file immediately.

Reports of unfavorable performance or conduct aatkrials relating to suspensions may be removed fro

an employee’s personnel file sooner than providdtiis section by agreement of the Court and the
employee.

POLICY 11 — JOB-RELATED TRAINING AND CONTINUING EDU CATION

The Court will periodically provide training to etogees on its harassment prevention and equal gmgelot
opportunity/discrimination policies. The purposeloése training sessions is to inform and remingdleyees
of the Court’s policies on these matters. Thesgitrg sessions are mandatory.

Employees will receive safety training as parthaf Court’s Injury and lliness Prevention program.

Tuition Reimbursement
Employees will be eligible for a maximum reimbursgmnof three hundred dolla¢$300) per fiscal year. The
reimbursement will be paid in the following manner.

» Prior to enrolling in a course, employees must iedapartment head approval that the course work is
job-related and submit to the department a propegeénditure request. The department head must
then obtain expenditure approval from the Courtchee Officer.

* Upon conclusion of the coursework, the employeet swismit proof of a “C” grade or better, “Pass” or
other appropriate notice of successful completohis/her department head along with an expenditure
claim for fees, tuition, books, or other requireditse materials. Such claims shall be forwardethby
department head through the Director of Human Ressuto the Court Accounting Division for
payment to the employee.

POLICY 12 — PROFESSIONAL BEHAVIOR

General Statement of Conduct

All Court employees are expected to observe anddstrate the highest standards of conduct and
professionalism. As a result, the Court adoptssientirety the Judicial Council of California’s @»of
Ethics for the Court Employees of California, aattlocument may be amended from time to time. A
copy of the Code of Ethics is attached to thesiipsland is incorporated herein by reference ag@ktiment
A)

The Code of Ethics outlines the responsibility bfCourt employees to engage at all times in prsitesal
behavior. It does not describe all prohibited cartdnowever, and employees may be disciplined for
inappropriate conduct that is not addressed irCitdde of Ethics.

Courtesy/No Discrimination
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The public and other Court personnel should beetem a professional manner. Court employees shoul
exercise tact when interacting with others, whethgrerson, on the telephone, or by electronic .nisl
polite. If an employee has difficulty with anyorrerh the public, the employee should request asgista
from his or her supervisor.

When answering questions, employees should maketisely fully understand the question being asKegh |
employee does not know the answer to a questignuwrcertain of the answer, the employee shoututinf
the other person of this and offer to find the agrswnformation should be provided in a timely mann

No Court employee shall discriminate against oaksuany other person on the basis of race, celagian,
gender, national origin, ancestry, citizenship,, agarital status, physical disability, mental difigh medical
condition, or sexual orientation. Court employeestmefrain from offensive conduct or comments that
reflect bias or harassment on any of these bases.

Performance of Duties
All Court employees shall perform their dutiesgiintly, thoroughly, and properly.

No Court employee shall alter, falsify, destroy titate, or backdate any records or fail to makeuneg
entries on any records. This shall not apply torés that are ordered to be altered or expungeslipat to a
Court order.

No Court employee shall give legal advice or recamdhto any member of the public the names of mivat
attorneys/law firms or any individuals/firms proid legal services.

Confidentiality

For purposes of this policy, “confidential infornmat” includes, but is not limited to, informatiom pending
cases that is not a matter of public record as agihformation concerning the work product of ardge,
commissioner, law clerk, or other Court employes éxample, notes, papers, memoranda, drafts).

No Court employee shall disclose confidential infation to any unauthorized person. Confidential
information that must be disclosed pursuant tauggadr a Court order shall be provided only togkeson(s)
authorized to receive such information.

This policy is not to be interpreted to prohibitu@oemployees from responding to questions abouttCo
procedures. However, a Court employee is not te [gigal advice.

Misuse and Abuse of Position
No Court employee shall use or attempt to use hiepposition with the Court to obtain privilegas
exemptions, whether for the employee or for anopleeson or organization.

No Court employee shall solicit or accept any détor, or thing of value from any member of thdiw
However, employees may accept small gifts of fl@a@rfood (not including alcohol) when they carabe
are consumed at the workplace and are made awtabll Court personnel.

No Court employee shall give preference to any@pearing before the Court, nor shall any Court eygs
give the impression that anyone appearing bef@€turt is receiving or has received preferentédtment.

POLICY 13 — CONFLICTS OF INTEREST AND INCOMPATIBLE ACTIVITIES
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No employee shall engage in any activity that coirsistent, incompatible, in conflict with or inicai to his
or her duties as an employee of the Court or viaghduties, functions, or responsibilities of theu@oAll
employees shall devote all of their time and effaltiring their assigned work hours to their assighgies.

No employee shall engage in any activity that wanddair the employee’s independent judgment in the
performance of his or her duties, or which woulgéhthe appearance of so doing.

Interest in a Case
Employees shall not process, handle, or in any exab@ involved with any case filed in the Courtvinmich
the employee is a party or witness.

Employees shall not process, handle, or in any erab@ involved with any case filed in the Courtvinich a
relative or friend of the employee is a party, géle victim, or witness. For purposes of this sectibe term
“relative” includes the employee’s spouse, childqgerents, siblings, grandparents, grandchildiest, f
cousins, father-in-law, mother-in-law, brother-aw, sister-in-law, son-in-law, daughter-in-law, atamestic
partner.

If an employee is a party to a case filed in ther€dhe employee shall not use his or her worlettm

address any matter relating to that case. If tifhismeeded to attend to the employee’s Court ¢fEse
example, to make an appearance or to pay a fimegrmployee must use the Court’s usual time-off
procedures.

If an employee is a party to or witness in a céed fn the Court, or has a relative or friend whaesase is
filed in the Court, the employee should report thigis or her supervisor.

Outside Employment

Prior to accepting any outside employment, the egyg®# must notify his/her supervisor or departmeiaioh
Outside employment cannot be incompatible withetmployee’s duties and/or responsibilities for thoan®
and may not fall within any of the categories digga in Government Code section 1126(b), as amended
from time to time. An employee’s work for the Comtist not be adversely affected by any outside
employment.

POLICY 14 — DISCIPLINE AND DISCHARGE

Managerial, confidential, temporary, and probatigreanployees, as well as Subordinate Judicial &ffic
are excluded from this policy.

With the exception of layoffs for organizationakessity, discipline, up to and including terminatishall be
for cause. For purposes of this policy, “for causiedll have the same meaning as that set forth in
Government Code section 71651(b).

No anonymous complaints/comments may be used imligoiplinary action against an employee.
Complaints/comments that are signed or identifieg bve used for employee evaluations, or as a fasis
disciplinary action.

Examples of misconduct that may lead to disciplorecause include, but are not limited to, thedwling:
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» Misstatement of facts contained in the employepidiaation/resume or otherwise during the hiring
process;

» Falsifying or making a material omission on any €aaocument (e.g., timecard, Court records);

» Disclosure of confidential information;

* Insubordination;

* Excessive absence/tardiness or absence witho;leav

» Discourteous or rude conduct;

» Possessing or bringing firearms, weapons, or hamardr dangerous devices onto Court property;

» Being at work while under the influence of alcobpillegal drugs, or possessing illegal drugs while
on Court property;

» Theft of Court property or unauthorized possessigoroperty that belongs to the Court or another
employee;

* Unsatisfactory job performance;
* Violation of any Court rule, policy, or procedure.
Minor Discipline
In the event that the Court imposes disciplinatjoacconsisting of a suspension without pay of filag/s or

less or written reprimand, the discipline shalcbasidered “minor” and the affected employee mayeap
such discipline in the manner set forth in thigisec

Within ten (10) calendar days of the date an eng#agceives a notice of minor discipline, he orrehg
submit a written response to the discipline, whidhbe maintained in the employee’s personnel dileng
with the notice.

Step One

Within ten (10) calendar days of the date the egg®#aeceived the disciplinary notice, the emplayes file
a written appeal with his or her department hede. department head shall schedule a meeting wath th
employee and, where applicable, his or her reptases, to discuss the appeal. Within ten (10)sdayer
that meeting, or such longer period as the depattivead may determine is required to investigate th
matter, the department head shall provide the eyaplaith a written response to the appeal.

Step Two

A. If the issue of minor discipline is not resolvadStep 1, within twenty (20) working days afteceipt
of the first level response, the employee shalklthe right to submit the appeal to the Court to
initiate review by an independent arbitrator. hié appeal is hot submitted to the Court within tiyen
(20) days after receipt of the first level resportise appeal shall be considered withdrawn.

B. Within five (5) working days after the noticegreesting third party review has been submittedh¢o t
Court, or at a date mutually agreed to by the earthe parties shall meet to select an impartial

27



arbitrator. If, at this meeting, the parties anahle mutually to select an arbitrator, they stegjuest
a list of seven experienced labor arbitrators fthenState Mediation and Conciliation Service, from
which the parties shall alternately strike name ane name remains and this person shall be the
arbitrator.

C. The arbitration hearing shall be conducted coetance with the Voluntary Labor Arbitration Rules
of the American Arbitration Association. The cobadoitration shall be borne equally between the
employee and the Court.

D. An arbitrator may, upon request of the emplogee the Court, issue his/her decision orally upon
submission of the arbitration. Either party mayues} that the arbitrator put his/her decision in
writing and that a copy be provided.

E. The arbitrator shall not have the power to ajdtbtract from, or modify any written Court role
policy or any Court practice. In all arbitratioases involving an appeal of minor discipline, the
decision of the arbitrator shall not be binding mploe parties.

F. Upon review of the decision of the arbitratbe Court Executive Officer or designee shall reslpon
in writing to the employee, either affirming oreaing the decision reached. In situations invajvin
minor discipline, the CEO’s decision at this pamthe procedure is final. In the event the Court
Executive Officer modifies or sets aside the deadisif the arbitrator, the Court shall pay all casts
the arbitration. The Court Executive Officer willovide a written explanation to the employee as to
his/her rationale for his/her decision.

Major Discipline

Notice of Discipline/Discharge

When the Court is considering taking disciplinacti@n consisting of a suspension without pay forertban
five days, a termination, or a demotion/reductiopay, the discipline shall be considered “majord éhe
affected employee shall be given written noticéhefproposed disciplinary action. The notice ofpmsed
disciplinary action shall include (a) the proposetion to be taken, the date it is intended to beco
effective, and the specific grounds and partictdats upon which the proposed disciplinary actidih lve
taken; (b) the materials upon which the chargs(spsed or a statement indicating where the misten@n
which the charge is based are available for ingmeobr a combination of the two; and (c) a stateime
informing the employee of his or her right to resgoeither orally or in writing, to the charge(sy,the date
specified in the notice.

The Court may, at any time during the time whehage(s) is pending against an employee, place the
employee on paid administrative leave. If the elypgdodoes not respond to the charge(s) within the ti
specified in the notice of proposed disciplinarti@t the proposed disciplinary action will be ciolesed
conclusive and shall take effect as describedémtitice of proposed disciplinary action. If thepboyee
does respond to the charge(s) within the time fipddn the notice of proposed disciplinary actithe Court
shall consider the employee’s response and aflefriformation upon which the charge(s) is basée. T
Court shall then issue a determination on the aaifgroposed disciplinary action. If the deteration
includes disciplinary action consisting of a sugiem of more than five (5) days, a terminationaor
demotion/reduction in pay, the employee may appaelh determination in writing, within ten (10) aadar
days of the date that the Court issued the detatioim If no such appeal is filed in a timely manrthe
determination of disciplinary action shall stand.

Hearing to Review Disciplinary Decisions

In the event that an employee files a timely appsalescribed above, an evidentiary due procesmbea
within the meaning of Government Code section 718i3ake place. Within ten (10) days of the dttat
the employee files the notice of appeal, the Cand the employee shall attempt mutually to agremto
experienced labor arbitrator to serve as the Gaowvent Code section 71653 impartial hearing offidére
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parties may extend this date by mutual consenthelfparties are unable mutually to select anraitbit, they
shall request a list of seven experienced labatratbrs from the State Mediation and Conciliation
Service/Federal Mediation and Conciliation SenAgeérican Arbitration Association.

The proceedings shall conform to the provision&ofernment Code sections 71653 (b) through (fle Th
arbitrator shall issue a final decision, which tbalbinding on the parties. Such decision mayeheewed
only pursuant to the California Code of Civil Prdoee, section 1280, et seq.

The arbitrator’s report shall be limited to theus®f whether “cause” existed for the disciplingased. The
arbitrator shall have no authority to add to, dettfeom, alter, amend, or modify any of the Courtites,
policies, or procedures.

Court witnesses released to testify at the heafvad) be released with pay.

POLICY 15 — JURY DUTY

Response to Summons

An employee shall be allowed to take leave fronheisduties without loss of wages, vacation tinnek s
leave or benefits to respond to a summons forgetgction or to serve on a jury for which the ergphas
been selected. Said employee must execute anwitiever of all compensation other than the mileage
allowance that he or she would otherwise receivatich jury duty. No employee shall be paid mbenthis
or her regular shift pay or regular workweek payjtmy duty service. The employee must notify tier
supervisor upon receipt of a jury summons and wonpletion of jury service.

Witness Pay

Time spent by an employee serving as a witnessase related to the employee’s job will be conside
leave with pay. Whenever any full time regular &ype is required to be absent from work by a prope
subpoena, issued by a Court or commission legallyosvered to subpoena witnesses, which compelsehis/h
presence as a witness, unless he/she is a grigaatyt,or an expert witness, he/she shall be aliothe time
necessary to be absent from work at his/her regalato comply with such subpoena.

Return to Work

For the purpose of this section, an employee whpards to a summons to jury duty and is not selestea
juror shall not be deemed to have performed juty dad shall return to work as soon as practiéad.
employee excused from Court after testifying irpmse to a subpoena shall also return to work @s @
practical.

POLICY 16 — REDUCTIONS IN FORCE

Reduction in Work Force

In the event that the Court determines that a fafgoforganizational necessity within the meanirfig o
Government Code section 71652 is required, the tGatlidetermine how and when layoffs will be
conducted. Layoffs may occur on a Court wide basisne or more departments or classificationgsoa
result of the elimination of one or more Court paigs.

Within the class of layoff, employees will be segiad from the Court based on the following order:

A. Temporary employees
B. Probationary employees
C. Regular employees

Leave of Absence
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Employees on authorized leave of absence will ifieaif a position in the employee’s classifiaatiis
abolished. The employee will be advised of sucHisfiment and may be laid off or displaced in aceoa®
with these rules. If an employee is on leave asgldced by another employee with longer serviee|dghve
will be considered revoked on the date of displaa@rand such employee may exercise rights under thi
article.

Length of Service Defined (Seniority)

For purposes of layoff, length of service will bmmputed from the most recent date of the employees’
appointment into regular Court service. For thaspleyees who have transferred from the County&o th
Court pursuant to the provisions of the Trial Cdtuhding Act of 1997, with no break in employmetaitiss
associated with said transfer, length of servideb& computed from the most recent date of theleyegs’
appointment into regular service with the County.

The Court’s payroll system tracks length of servare'time in service,” in units of hours. Uniteeaearned
for hours paid, with the exception of overtime lwrhich do not contribute to time in service. ®a
without pay hours also do not contribute to timsanvice totals.

Notice

Prior to implementation of any layoff plan, the @aoshall notify the Union and provide information
regarding the proposed layoff plan, including thietative date of layoff, the number of employedtgated
being affected, and the affected job classes.

Seniority lists for classes anticipated for laywifl be published and provided to the Union andepaially
affected employees as soon as possible, but natete sixty (60) calendar days prior to anticiplaigyoff
dates. Within five (5) calendar days employees appeal their relative position on the Seniorisg(B) to
the Court Executive Officer or designated represterg, who will respond in writing to the employdée
decision of the Court Executive Officer is final.

Subsequent to review of the seniority list, andater than thirty (30) calendar days in advancthef
effective date of layoff, the Court will notify tse individual employees who are to be laid off. éf¢h
notices are mailed, the 30 calendar day time pevitidbegin to run on date of mailing of the notice

Order of Layoff and Displacement

Order

Employees occupying positions in the affected olasis the shortest length of service will be laitl @r
displaced first. In the event two or more emplayeéh the same length of service occupy positiartee
same class, the employee with the most recentofiagpointment to the class will be laid off orleced
first. If a tie still exists, the determination thie order of layoff or displacement will be magecbin toss.
The Court Executive Officer or designee shall depelnd distribute a list of ties to the recognizetployee
organizations and notify them of the time and placdhe tie breaking activity. The Union shall leathe
right to have a representative present.

Displacing to a Lower Class

For purposes of this section, "lower class" shaamany other full or part-time position that isaiclass that
has a salary grade not greater than the salarg gifatthe displacing employee's present classn draployee
who is laid off had regular status in a lower cliasthe Court, he/she may displace an employelearCourt
who has less seniority in that class than the dcépy employee did in that class, regardless of the
department. In the same manner, the employee thpkded may likewise displace another employee.
Should an employee have the right to displace irertitan one class, he/she shall displace firdtarhighest
class in which he/she held regular status.

Status of Employee upon Displacing
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An employee displacing another employee must adbepgalary, hours and working conditions of thedp
position to which assigned. An employee displa@ngther employee in a lower class shall receive the
highest salary in the new range that does not elxiteedisplacing employee's rate of pay immedigteiyr
to displacing. The displacing employee shall aftain the merit increase eligibility date to whiwdor she
was entitled prior to displacing.

An employee who is displaced and has a greateorsgndver another employee in another Court depaint
may displace that employee. An employee in fufigtiposition who displaces an employee in part-time
position shall cease to be a full-time employee strall become part-time employee, receiving the
compensation and benefits of part-time employ@esemployee who is being laid off or displaced &d
eligible to displace another employee may waiveritiat to displace into that position by so statingvriting
to the Court Executive Officer within ten (10) eatlar days after the employee'’s first notice adflayAn
employee who waives displacement rights withintitme limits shall not be considered to have resigaed
shall be placed on the recall list. An employeevingj displacement rights shall be laid off as sched.

Recalling Employees Separated or Displaced to anahClass through Layoff

A recall list will be created listing by job clad®se employees who have been laid off. Recahufloyees
will be in the reverse order of layoff. Employeeparated or displaced through layoff will be cestifto
positions in any class in which they had obtaireglitar status. Certifications in this manner wilrbade
from the layoff eligible list in the reverse ordermwhich the employees were laid off, the lastéddid off or
displaced being the first to be certified.

Single Recall List for Each Class

One recall list will be established for each cliasthe Court. Names on such lists will be in reesssder in
which employees vacated the class. This includédsthe separation from service and the displaceffinemt
a higher to a lower class.

Recall List Exhausted

A laid off employee shall remain on the recall listil that employee refuses an offer of employn@nintil
eighteen (18) full calendar months have elapsad tie date of that employee's original layoff, viaeer
occurs first.

Order of Eligible Lists
Recall lists take precedence over any other ligsgromotional list, open list) until the rechdit is
exhausted or abolished.

Refusal of Employment

Laid off employees whose names appear on a valalrést shall have their names removed from tisat
whenever:

» An employee refuses an offer of reemployment inGbart to a position equivalent to the one they
held previously; or

* An employee fails to respond in writing to a witteotice of recall to work within fifteen (15)
calendar days. In that event, the laid off empéogieall be mailed written notification of name
removal within five (5) calendar days of the remo®ach notification shall include the basis for
removal. The removal of an employee's name fraéayaff eligible list shall not constitute
disciplinary action. It may be appealed to the C&xecutive Officer.

Notification to Employee Representatives

The Court Executive Officer shall notify, in wriinwithin ten (10) calendar days, the appropriatpleyee
representative of either an employee's recall moxal from the layoff eligibility list. Such notdation shall
include the basis for action.
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Temporary Work

No temporary help employee(s) will be retained jokaclassification where there are employees recall
list for the same position, unless the employeatshe recall list refuse the extra help work omdb possess
the necessary specialized skills for the position.

Temporary Work for Laid-Off Employees

Laid off employees who elect to be available fonperary work shall be given preference for tempporar
work in the classification from which they weredaiff or any other vacant position for which theyatify.
The election to be available for temporary work roaymade at the time of layoff, or in writing at/amme.
Laid off employees may decline to be availabletéonporary work and may decline such work itselhwiit
affecting any rights under this Article.

POLICY 17 — USE OF COURT RESOURCES

Telephones

The Court’s telephones are for Court business. Byegls must keep all personal telephone calls to a
minimum so as not to interfere with Court work.dfidls and relatives should be discouraged frormgalli
during working hours unless there is an emergeBoployees may not charge any personal long distance
telephone calls to the Court.

The Court’s telephones must be used in a profealk#and lawful manner and solely for the benefithaf
Court.

Facsimile and Copying Machines

The Court’s facsimile and copying machines areJourt business. Limited personal use is alloweg onl
non-work time. Personal use of facsimile and am@ayghines is limited to projects or events involviag
(10) or fewer pages.

Computing Resources

Court-provided computer systems are not to be fagatlegal activities, including those identified
California Penal Code section 502. Because anyreféc communication is subject to existing laws
governing speech, Court staff could violate the lbgwelectronically communicating libelous or sexyal
harassing statements.

Violating these policies may be grounds for disogplup to, and including, termination of employment
imposition of penalties set forth in Government €sdction 8314.

Right of Privacy

There is no provision for the right of privacy onuet computing resources, and users thereof shaét ho
expectation of right of privacy. The Court may past of its normal course of business, monitor and/
conduct investigations into all activities relatedhe use of Court computing resources. As thigyent
providing the electronic communication systems sewices, the Court may monitor and/or review all
electronic communications that use Court equiprtiemte-mail, Internet activity, etc.) as well &asch and
review stored data on Court computing equipment.

Personal Use vs. Business Use

The Internet and e-mail systems, along with aleoystems and applications within the Court's aging
environment, are critical tools in the normal affecient operation of the Court. Court staff hasbegranted
access to these systems and trusted to use tlids@nta legal, responsible and professional manner

Court computer systems should not be used to coticedusiness of for-profit or non-profit orgartizas,
to solicit funds, or to advance political, religgywr other ideological causes. Court computeesys may
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not be used for personal purposes. As defined lwefBment Code section 8314, "personal purposes' doe
allow for incidental and minimal use of state rases, such as computer equipment, for non-workiéies.
Employees are expected to exercise good judgmelntestraint in their personal use of the Intermet a
incidental and minimal use should not interferenwitork and should not be done during work hoursgug
incidental and minimal use of computing resourcesersonal purposes" is allowed, playing computer
games, even while on a break, is prohibited.

Standardization

Hardware, software and networking standards wilbtmactively managed by the Court. Personal data,
unauthorized software applications or customizétingss may be removed by the Information Technology
department at any time, without prior notice to tiser. All electronic files should be stored witktiie
network file folder provided to each user. Stordaa in personal folders should not and does matteran
expectation of privacy.

Workstations
Protecting access to personal workstations isdspeansibility of each individual. Care must be tat@
ensure no unauthorized persons can use that aBresst share personal user IDs and passwordsanmith
un-trusted source. Installation of software appilices and hardware must be performed or authobgettie
Information Technology Department. The following g@rohibited:
* Unauthorized installation of any software programsjuding, but not limited to:

o Games

0 Screen savers

o Task bars or quick launch menus

0 Any other software on portable media or dowdézhfrom the Internet

» Unauthorized installation of, or alteration of, dmrdware, including, but not limited to:
o Changing hardware settings
0 Adding memory or other storage devices
0 Changing hardware drivers
0 Adding sound cards, speakers or other hardeargponents (headphones are permitted)

Network Usage
The following are prohibited activities regardifgetuse of, or access to, the Court's computer mietwoless
explicitly permitted due to job function:
* Any attempts to bypass, defeat or attack estallisheurity mechanisms
» Any activity that would use authorized access tortbtwork in order to 1) attack or cause damages or
harm to the network, and/or 2) gain access to resswor services connected to the network for
which the individual is not authorized

» Any unauthorized addition or modification to théwerk (e.g. adding a wireless access point or
modem)

» Disruption of, or interference with, network seesgc This includes, but is not limited to, intenabn
propagation of computer viruses; excessive useinfipg resources
» Destruction of, or damage to, equipment, softwar@ata belonging to the Court

» Use of Court computing resources to falsely repriegeurself or the Court

» Use of Court computing resources for personalraricial gain
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» Generating, storing, transmitting or other useaifidr other matter which is abusive, profane, or
offensive to a reasonable person

Remote Access
An employee may access the Court's network froemeote location (defined as a location other tharsite

designated for that account) only for Court bussreasd only with approval from the employee's depant
director and Information Technology Department ctioe.

Internet Usage

The Information Technology Department may reviegslof Internet sites visited by Court employees in
order to ensure proper usage. This review will &dgomed by the Court Information Technology
Department on an as-needed basis. A review ofsysse may also be performed in the course of reutin
system maintenance. Unauthorized Internet usagedies, but is not limited to, the following:

» Downloading, uploading and/or printing files anti@tresources in violation of applicable copyright
laws and licensing agreements. Information shootde transmitted if any doubt exists regarding its
copyright status or legality.

» Playing Internet games. Some games can install ni@gaoftware on the workstation or "attract"
pop-up advertisements that can disrupt productivity

* Using instant messaging (IM). The Court does namngehe use of instant messaging technology
unless explicitly authorized by a department doedtse of instant messaging services will be
monitored.

» Accessing web sites with sexual, pornographic graher objectionable content, including hate
speech, unless required as part of a work requiterAecessing this type of material for a legitimat
work-related purpose requires advanced approval Eenanager or supervisor.

E-mail System

Opening e-mail from unknown senders is very risig tb the possibility of spreading viruses. All oinsted
e-mail received by Court staff should be treateith wuspicion; particularly e-mail received from théernet.
If the user is unsure of the authenticity and iritggf an e-mail, it should be deleted or referted
Information Technology staff.

The content of e-mail may have significant businéisancial or legal consequences for the Courail ghall
not disclose personnel or other sensitive inforomatiithout authorization.

The destruction or alteration of electronic comngations with the intent to cause harm or injuryht® Court
or an employee of the Court is strictly prohibited.

While not an exhaustive list, the following useseahail are considered inappropriate and unacckptab
(however, employees may be exempted from thesdctasts during the course of their legitimate job
duties):

* Mass mailings to large portions of Court staff withapproval of a supervisor

» Sending junk e-mail or other advertising matemaindividuals who did not specifically request such
material (e-mail spam)

» Use of e-mail to engage in any communication doadhat is threatening, discriminatory or
harassing

* Creating or forwarding "chain letters" or other famid" schemes of any type
34



* Intentionally sending computer viruses or virusxesa
* Impersonation of another's user account (spoofing)
» Use for any illegal purposes or use that violatesintellectual property rights of others

» Sending any e-mail containing Protected Healthrmfdion (PHI) per HIPAA to unauthorized
recipients

» Forwarding e-mail containing sensitive Court datpérsonal e-mail accounts (such as Yahoo,
Hotmail, MSN, AOL, etc.)

Electronic Data
Any data created by or stored in the Court comguginvironment remains the property of the Court.

Portable Media

Portable media includes, but is not limited topfig disks, compact discs (CDs), digital versatisesl
(DVDs), flash memory, USB drives, printed hard-capiprmation, and any other form of media thatabo
for the transport of data. Any media purchasedheyGourt or produced using Court resources renthns
property of the Court. Unauthorized duplicationvmlation of copyright is prohibited.

Media should not leave department premises witbrplicit departmental permission. Departments may
further restrict the transport of data as requigdheir business needs. Data should only be toatespin
support of Court business. Transported data skakturned or destroyed promptly after it is nagiem
needed. Copying the data, in any form, is exprgagifiibited unless explicitly authorized by the dmgn
department. Those to whom the data is entrusteceap®nsible for securing the data from unauthdrize
access of any form including physical and electroAuthorization to view and/or use the transpodath is
limited only to the intended recipient(s).

Management Access
At any time, the Court may review or monitor emm@eypersonal computing activity, including Internet
usage, for the purpose of preventing illegal orutinarized activity.

A Court department director or manager may revigsvdomputing activity, including Internet usagethuir
employees by forwarding a request to the Courtrinfdion Technology Department. Court Information
Technology Department management personnel wilgg® the request and return the material requisted
the original requester. The employee will not neae/ be advised of the review.

A computer usage review request from outside anarap's department must be approved by an emptoyee'
department head, the Court Executive Officer onigkast Court Executive Officer. Court Information
Technology Department management personnel wilge® the request and return the material requissted
the original requester. The employee will not neagfy be advised of the review.

The Information Technology Department may monitorgport any suspicious, unusual or unauthorized
system usage. Court staff will not necessarily dhgseed of the monitoring activities.

Management may access an employee's files foreason and may require that employee to provid@sogi
or passwords for such access.

Vehicles

Rules pertaining to the use of Court and persosaicles on Court business are contained in the tGour
Travel Policy.
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POLICY 18 — PERSONAL APPEARANCE

Maintaining a professional appearance reflectstipesi on the Court and its employees. Considerafion
appropriate work attire, grooming and cleanlingaadards contribute to the morale of all employeaes
affect the business image the Court presents tomess. Toward this end, it is the policy of theu@ that
each employee’s dress and grooming should be apar®po a Court setting and to his or her worlation.

» Hair should be clean and well-maintained in a stydpropriate to a Court setting.

» Facial hair should be freshly shaved; mustachesarcbshould be neatly trimmed.

» Fingernails should be neat, clean and trimmed.

* Employees should not offend others with either ln@th or body odor.

» Make-up should be used sparingly and be natur&ingo

* Moderation should be exercised in the use of paldoagrances and perfumes; one’s scent should
not linger after one leaves.

» The Court prefers that employees have no visiltteda or body piercings, with the exception of
pierced ears. However, the Court recognizes tiattestattoos and piercings have become
increasingly acceptable in the workplace, and alibw limited tattoos and piercings, as long aythe
are not so bold as to be unprofessional.

* Clothing should be clean, neat and properly fitted.

* Footwear should be functional, clean and in gopaire

Appropriate Attire for Male Employees

All men who might be required to enter a courtroghile court is in session should wear slacks withiess
shirt and tie. A suit or sport coat is appropriat not required. Men who work outside the caan
should wear slacks and a dress shirt, and are g but not required to wear a tie. Dress shndssocks
are appropriate footwear.

Appropriate Attire for Female Employees
The following are appropriate: dresses, slackskots; suits (jacket and skirt or slacks); culstfeut full to
resemble skirts); dress shirts, blouses, sweap@sppriate leg covering.

Inappropriate Attire
Inappropriate attire includes but is not limitedte following:

» Casual clothing — jeans, warm-up suits (joggingweat suits), shorts, T-shirts, tank tops, straples
dresses or tops, sandals or flip-flops (thongseach sandals).

» Short dresses or skirts (mid-thigh or higher).

» Hats or caps of any kind, other than those witlyi@bs or cultural significance.

» See-through clothing of any type.

» Spaghetti strap or strapless tops, halters, tyime tow-cut blouses

» Very tight or revealing clothing exposing the mifjrchest or thighs

» Clothing with logos or slogans (except the Supe@iourt patch or small name-brand logos such as
the Nike “swoosh”).

* Shoes with extremely high heels.

Casual Business Attire

Except for employees who will be working in a coooim, casual business attire is allowed on Fridays.
Casual business attire must still be professiondlraflect positively on the Court. Jeans anditeshoes are
allowed if clean and in good condition.
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Employees who are outside the public’s view engaggxhysical activities (moving files, equipment,
furniture, etc.) may dress casually during thos®ops of time. However, extremely casual attirehsas
shorts, beach sandals or flip-flops, and raggeasj@ad/or t-shirts may not be worn at any timeth\Vjgrior
approval of their supervisor, employees workingfiasite file storage areas which are not air cboded
may be allowed to wear shorts during periods ol hegmperatures.

Enforcement

Any employee reporting to work improperly dressegrmomed may be sent home by their supervisor to
change clothing, and will not be on paid work tiomgil back at work in proper attire. In such aatton, the
employee will be required to use paid leave tirhayailable, for the time missed.

POLICY 19 — WORKPLACE SAFETY AND SECURITY

The Court is committed to providing a safe workpl&éee from acts or threats of violence. In keepiith
this commitment, the Court has established thevetlg policy that provides zero tolerance for attua
threatened violence against Court employees, vssitw any other persons who are either on our igesnor
who have contact with Court employees in the coafdbeir duties. It is essential that every employ
understand the importance of his or her role iueng workplace safety and security.

Reporting Unsafe Conditions and Security Risks

Employees should immediately inform their supenviesoout any workplace security hazards. If an
employee’s supervisor is not readily available,éhwloyee should immediately inform the next pengpn
the line of reporting so that appropriate action ba taken.

Every verbal or physical threat of violence is sesi and must be treated as such. Threatening lozmasy
include, but is not limited to the following:

* Throwing objects at an individual;
* Making a verbal threat to harm another individuatiestroy property;
» Making menacing gestures;

» Displaying or expressing an intense or obsessitegdst (such as a grudge or romantic interest) in
another individual or co-worker that appears toeexta normal interpersonal interest;

» Attempting to intimidate or harass others;

» Engaging in behavior indicating that the individigasignificantly out of touch with reality, andath
he or she may pose a danger to self or to others; o

* Possessing or displaying weapons on Court premises.

Employees who become aware of any threats of wackpViolence must report the threats immediatetii¢o
employee’s supervisor. The Court Executive Offimedesignee will assess and investigate the matteere
a violation of this policy, or other inappropriatenduct, is found, the Court Executive Officer esidinee

will take appropriate corrective action.

In situations where an employee becomes aware iofilcament act of violence, a threat of imminent
violence, or actual violence, the employee shoak®mergency assistance immediately. The employee
should immediately contact their department heati®iCourt Executive Officer, and, if appropriatentact
outside emergency assistance by dialing 9, 9-1-1.
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Employee Photo Identification Badge

The Court will issue each employee a photo idexdifon badge. Each employee is required to wear th
badge during work time. The badge must be wosome fashion on the front of one’s torso, above the
waist, with the front of the badge facing outwarnda manner which allows it to be seen by anyone
approaching the employee.

The Injury and lliness Prevention (IIP) Program

The Court’s IIP program is part of the effort tasare workplace safety. The IIP program provides for
meetings, training programs, and periodic writtemmunications to employees regarding safety mafiéns
program requires periodic inspections to identifg @valuate potential security hazards, andlg tar the
posting of safety notices and safety tips. In addjtthe IIP program provides a mechanism for auimg
identified workplace hazards and identifying angidients of workplace violence. A document desoghihe
Court’s Injury and Iliness Prevention Program tseted to these policies (Attachment B).

Cooperation Is Essential

Full cooperation by all employees is necessaryxto@plish the Court’'s goal of maximizing the setyuaind
safety of its employees and Court visitors. Anygjioms about the policy should be directed to the
employee’s department head or the Court Executffiegd. Employees will not be retaliated againsainy
way for asking questions about, or reporting violas of, this policy.

Employees who violate any of the terms of this@glor who threaten, engage in, or contribute tdevit
behavior, will be subject to disciplinary actiom 1o and possibly including immediate termination.

POLICY 20 — CATASTROPHIC LEAVE

The purpose of this policy is to provide a methaddmployees to assist fellow employees who have
exhausted their paid leave time due to a catadtrdpiess or injury. It is not the intent of thi®licy for any
employee to enrich themselves, but to aid onlyghodividuals or their immediate family who arelyrin
need of financial assistance.

Definition of Eligible Employee
To be eligible, the employee must meet all of tikiving criteria:

» Must have successfully completed his or her firebptionary period.

» Must be on an approved leave of absence.

* Must have exhausted all paid leave balances.

» Must not be receiving compensation from Workerghensation, Disability Insurance, or Social
Security.

* Must be disabled due to verifiable, catastrophiarinor iliness.

Definition of Catastrophic lllness or Injury

Catastrophic illness or injury is an illness owinyj which is expected to incapacitate the empldgean
extended period of time and which creates a firmardship because the employee has exhausted all
his/her accumulated leave. Catastrophic illnessjory is further defined as a debilitating illnessinjury of
an immediate family member that results in the eygé being required to take time off from work éor
extended period to care for the family member, wiécreates a financial hardship because themmel
has exhausted all of his/her accumulated leave elanae family shall mean son or daughter including
variation of step or foster, spouse, parents, grarahts, brother or sister of the employee, oresponding
relative by affinity.

Plan Administrator
The Director of Human Resources shall be respanéiblthe following administrative duties:
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Review catastrophic leave applications for sattgfacof all eligibility requirements.

Receive, evaluate, approve or deny all requestsnate leave hours, and forward all approved
requests to the Payroll Administrator (DirectoiFigcal Services).

Maintain the confidentiality of employees donathmprs.

Monitor the number of hours donated to recipiergrisure that accrued hours do not exceed 480, and
to process any pending requests to donate houns thikeaccrual balance reaches 160 hours.

Coordinate with the Payroll Administrator during thpplication review process, upon approval of
applications, and to facilitate the transfer ofvieéime.

Investigate any allegations of pressure or coengtating to the donation of leave time.

Forward all appeals resulting from denial of apgiiens to the Court Executive Officer, whose
decision shall be final.

The Payroll Administrator will do the followind?rovide information to the Director of Human Res®sron
leave balances and other relevant payroll matpecsess all approved requests to donate leave;hours
maintain the confidentiality of persons donatingitso

Requesting and processing catastrophic leave appitons

Employees wishing to participate in the catastropdéve program must complete a Catastrophic
Leave Application and submit it to the Directorttiman Resources. Employees who are physically
unable to complete a Catastrophic Leave Applicatiary request that their supervisor complete the
application on their behalf. In extreme casesagy@ication may be completed and submitted by a
family member.

Employees applying for catastrophic leave must itieng/to provide additional information and/or a
physician's statement upon request of the Direzfteluman Resources. Failure to provide this
information may result in a denial of the leave lmapion.

All information regarding the leave application Mike kept confidential and the employee will be
contacted by Human Resources when a determinati®idéen made regarding the application.

Any application which is denied may be appealetthéoCourt Executive Officer or designee. The
Court Executive Officer's decision shall be final.

With the employee’s permission, a notice of eliifpiwill be forwarded to the employee's
department when the leave application is approVkd.notice will identify the eligible employee and
direct any interested employees to complete a Lésaesfer Request.

Conditions and Procedures for Transferring Donated_eave Hours

Employees wishing to donate accrued leave hourssfzecific employee must submit a completed
Leave Transfer Request to Human Resources.

Employees may donate vacation, personal holidayjrastrative leave and CTO credits hours only.

The minimum donation is 8 hours.
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« Donors must maintain a minimum vacation accruahfed of 80 hours after donation.

» The transfer of leave hours is irreversible. Shdl&person receiving the transfer not use all
transferred leave for the catastrophic illnessfnjany balance will remain with that person. The
Human Resources Department will advise employeesast considering making a donation on the
likelihood that the person on catastrophic leavenied the donated hours.

* When the recipient has accumulated a donated lesla@ce of 480 hours, the Director of Human
Resources will place any additional leave transfquests in suspense. When the recipient's leave
balance reaches 160 hours, and there is evidertbe aked for continued donations, the Director of
Human Resources will process pending transfer mtgue

* Leave transferred in accordance with this policly mot be considered wages for the employee who
surrenders the leave and will therefore not beuohet! in gross income or subject to withholding.

» Transferred leave shall be changed to its casleaid then credited to the recipient in equivalent
hours (at the recipient's base hourly rate) of ahlaave and vacation.

POLICY 21 — HOURS OF WORK AND ATTENDANCE

Employee Work Hours
Normal hours of operation are 8:00 a.m. to 5:00. gxaluding recognized Court/legal holidays and
weekends, unless otherwise designated by the Eaadutive Officer.

Work schedules are established and assignmentstmaaket the operational needs of the Court. TowrtC
Executive Officer may modify the scheduled workestlle as deemed necessary to facilitate the néelds o
Court.

Employees may be required to work other schedsied) as adjusted start and end times within a 40-ho
week, by the Court Executive Officer or designeaddress the needs of the Court. Employees maseq
adjustments to a regular 8:00 to 5:00 work day ¢ettheir individual personal needs. Such requestt be
submitted reasonably in advance, and will be apatar denied by the Court Executive Officer or gese.

Employee Reporting Time

All employees are expected to be at their workatat ready to work, promptly at the start of thessigned
shift and immediately at the end of their assigivedh hours and break time, unless they have redether
instructions from their supervisor.

Absences

Employees who know they will be absent must peigpnall their supervisor as soon as practicallggible
but no later than within thirty minutes after theginning of their shift. If their supervisor isawailable, the
next person up the line of reporting should be @cted. If neither is available, a co-worker in saene
section should be contacted. In an emergencyndtigcation can be made by someone other than the
employee. Employees who fail to call a supervisananager may be considered “absent without [&ave.
The Court does not approve the use of paid leave fibr purposes of serving a term of incarceration.

Tardiness

Any employee is tardy when they are not at theirkstation, ready to work, within eight (8) minufesm
the start of their assigned shift or back fromtlassigned lunch hour or rest break. Infrequedinass due
to an emergency or unforeseen event may be mabg tiflexing” a portion of the employee’s lunch bkear
staying late, at the supervisor’s discretion. Tabeent due to infrequent tardiness may also bedcad
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vacation, compensatory time, or leave without ppalgd employee has no vacation or compensatory time
balances.

Once an employee has demonstrated a pattern afichesdiness, the employee’s supervisor shalcedtie
employee in writing that he or she has reachedhhenic level, and that any additional events oliteess
cannot be “made up” with flexed hours during theekyeand must be coded as leave without pay. @mce
employee has not been tardy for a six month pehiedyr she will no longer be subject to this “clicon
tardiness” provision. Chronic tardiness will beisa for disciplinary action.

Absenteeism

An employee with excessive absences which do moeamder the provisions of any program for autteatiz
absences addressed in these Personnel Policiesensapject to disciplinary action, including but hmited
to termination.

Rest and Lunch Breaks

Lunch and break periods are scheduled by the sispeso as to provide for the proper and efficient
administration of the Court. Each employee is afidw break of fifteen minutes for each four houosked
and a lunch period of one hour. Employees returlategfrom break or lunch periods may be dockedHat
time.

Lunch breaks: The lunch period will generally be ¢tnour in length, and shall not be considered timeked.
Supervisors may assign lunch breaks if necessaygdiore appropriate work coverage.

Rest breaks: Each employee is entitled to onesiift(15) minute rest period for each four (4) hadnsork
performed by the employee in a work day. If noetaksuch rest period is waived by the employee.
Authorized rest period time taken shall be courtgtime worked. If necessary, the supervisor magdule
rest breaks to assure maximum work coverage antb i@ disruptive to the functioning of the office.

Overtime

Overtime work must be preauthorized by the emplsyieemediate supervisor or the immediate supergisor
superior. Depending on classification, employebke work overtime accrue compensatory time or pay, a
the employer's option. Request for use of comgenstéime must be approved in advance by the sigmrv
in the same manner that vacation time is approved.

Holidays
The Court observes the following holidays, as vesllany other paid holidays established by the $tate
Court employees:

January 1 (New Year's Day)

Third Monday in January (Martin Luther King Day)
February 12 (Lincoln's Birthday)

The third Monday in February (Washington's Birtyida
March 31 (Cesar Chavez Day)

The last Monday in May (Memorial Day)

July 4 (Independence Day)

The first Monday in September (Labor Day)

The second Monday in October (Columbus Day)
November 11 (Veterans' Day)

The fourth Thursday in November (Thanksgiving Day)
The day after Thanksgiving Day

December 25 (Christmas Day)

Holidays that fall on a Sunday shall be observedhenfollowing Monday. Holidays that fall on a Gatay
shall be observed on the preceding Friday.
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Holiday Pay

If an employee is assigned by the Court to worladrliday, the employee shall be paid for all tiverked
at the rate of one and one-half the employee’slaegate of pay in addition to any holiday pay tbieh the
employee may be entitled. Holiday work, if autized, shall be offered first to the regular empleyeéhin
the work unit.

Regular full-time employees shall be entitled toeige authorized holidays at full pay, not to ext8ehours
for any one day, provided they are in a pay stdtusig the pay period in which the holiday fallRegular
part-time employees shall receive holiday pay angame pro rata basis as their part-time scheaass lio
the full work schedule of their department, proddbey are in a pay status during the pay perioghith
the holiday falls.

Floating Holiday (Personal Leave Day)

Employees will accrue one Floating Holiday (perddeave day) per fiscal year, provided it doesnesult in
an accrual of more than 8 hours of Floating Holidagny time. Regular part-time employees will aecthe
Floating Holiday time on the same pro rata basis.

The Floating Holiday must be the first full daypid leave used (i.e., before a full day of vacatofull day
of compensatory time). An unused Floating Holidhgll be cashed out upon separation from employment

POLICY 22 — EMPLOYEE RECOGNITION

The Court will administer an employee recognitioagsam, the purpose of which will be to recognize,
reward and celebrate outstanding work performatitoe, in service, and retirements of long-term eryp&s.

The Court will recognize employees for accomplishtaén the following categories:

e Time in Service
* OQOutstanding Work Performance
* Retirement

Time in Service
The Court will recognize employees who have beepleyad for five (5) years, and at each additionsd f
year intervals.

The Human Resources (HR) Department will determihieh employees have achieved a five-year interval
service milestone. Employees in this category malindividually recognized, will receive a servjme
acknowledging their years of service, and will lneeg the option of receiving either one hundredatsl
($100) or one day off with pay.

Outstanding Work Performance

Employee(s) of the Quarter

The Court will recognize employees whose work penénce has been determined to be outstanding. The
HR Department will distribute nomination forms tmgoyees upon request and will make the forms
available on the local intranet.

Employees may nominate employees or teams of emgofpr outstanding work performance recognition

each quarter. Nominations should include a brigtification of the employee’s outstanding perforcanr
contribution. Nominations may be based on a siegint or a sustained effort.
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The HR Department will convene a committee to mevi@minations and recommend performance
recognition award recipients to the Court Execu@fcer, who will make the final selection. Recized
employees will be announced in each edition ofGbart’s quarterly newsletter. The Court may recogmp
to three (3) employees per quarter.

“Employees of the Quarter” will receive a certifieaf appreciation recognizing their outstanding
performance, which will also be placed in theirgeemel file. Individual departments will be encaged to
display a photo of the recognized employee in thekplace, and employees will be recognized in pldis
on the Court’s intranet site.

Employee of the Year

Each year, the Court will honor one employee afinployee of the Year for the previous year. Whil
there may be exceptions to this guideline, it abable that the Employee of the Year will be selédtom
among the group of employees who had been recatjaizan Employee of the Quarter for one of the four
guarters of the year in question.

Retirement

The Court will honor any employee retiring aftemgaeting ten (10) continuous years of regular Court
service.

Employee Recognition Event
The Court will host one annual employee recognideent. All honorees and for that year will be heab
and recognized at this event.

END
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Attachment A

CODE OF ETHICS FOR THE COURT EMPLOYEES OF CALIFORNI

A fair and independent court system is essentitidadministration of justice in a democratic stgi
Exemplary conduct by court employees inspires putdnfidence and trust in the courts, and convegs t
values of impartiality, equity, and fairness thang integrity to the court’s work. Further, coermployees

are expected to adhere to a high standard of éttetavior.To advance these values and to achieve justice
we believe certain ethicatinciples should govern all that we do. We thereftommit ourselves to:

Tenet One
Tenet Two

Tenet Three

Tenet Four

Tenet Five

Tenet Six
Tenet Seven

Tenet Eight

Tenet Nine

Tenet Ten

Tenet Eleven

Tenet Twelve

Provide impartial and evenhanded treatment ofe@ns;
Demonstrate the highest standards of personalritytemd honesty in all our professional and
personal dealings, avoiding the misuse of court tieguipment, supplies, or facilities for personal
business;
Behave toward all persons with respect, courtestfepce, and responsiveness, acting always to
promote public esteem in the court system;
Safeguard confidential information, both writterdasral, unless disclosure is authorized by the
court, refusing ever to use such information faispaal advantage, and abstain at all times from
public comment about pending court proceedingseiior strictly procedural matters;
Refrain from any actual impropriety, such as:

* violating the law,

« soliciting funds on the job,

* receiving gifts or favors related to court éoypnent,

« accepting outside employment that conflicts wiith employee’s duties,

« recommending private legal service providerthtopublic on the job, or

« using position at court to benefit self, friendsrelatives;
Avoid any appearance of impropriety that might diisih the integrity and dignity of the court;
Serve the public by providing accurate informatidiout court processes that is as helpful as
possible without taking one side over the othegppearing to favor one side of a case;

Provide responsible and accountable stewardshpplalfc resources;

Provide accurate information as requested in a etemp, courteous, and timely manner. Improve
personal work skills and performance through caitig professional education and
development;

Guard against and, when necessary, repudiate &y discrimination or bias based on race,
religion, color, national origin, ancestry, physdioamental disability, medical condition, marital
status, sex, age, or sexual orientation;

Renounce any use of positional or personal powbatass another person sexually or in any
other way based on that person’s race, religiolorcoational origin, ancestry, physical or mental
disability, medical condition, marital status, sege, sexual orientation, or other personal choices
and characteristics; and

Protect the technological property of the courpbgserving the integrity of electronically stored
information.

A code of ethics cannot possibly anticipate eveoyahdilemma and ethical choice that may arisénén t
execution of one’s day-to-day professional resgolitses. Personal discretion in the interpretatadrihis
Code of Ethics is both necessary and desirablert@omployees shoulcultivate within themselves the
ethical judgment that will foster the fair and imj& administration of justice.
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The following guidelines are intended to clarifydgerovide direction for the application of the teni

which we subscribe:

Guideline for Tenet One
IMPARTIALITY

Guideline for Tenet Two
PERSONAL
INTEGRITY

All persons coming to the court for assistancecatéled to fair and equitable
treatment, regardless of their personal behavitegal situation. Court
employees must remember that they are often dealithgpeople who may be
having one of the worst experiences of their liidgey must offer to angry,
confused, and sometimes deceitful court usersdime devel of competent and
impartial help that they provide to those who demagant and appreciative.
While every court employee has the right to freeddmssociation and political
expression, he or she does not have the righkeodiaes in a legal dispute,
interject himself or herself into the legal decrsimaking process, second-guess
a judge’s ruling, or give the appearance of patyiain any issue that is likely to
come before the court. The procedural integritthefcourt must be protected at
all times.

The fundamental attitudes and work habits of irdiral court employees are of
vital importance. Honesty is paramount. Employdeaikl set an example for
others and must not misuse the court’s resouncelsiding, but not limited to,
the telephone, facsimile machine, copying machéamail, or internet access.
Employees must not abuse their privileges, and swdtibute to the integrity

of the entire court staff by striving to avoid factalism and inspire mutual
support and trust.

Guideline for Tenet Three Employment in the court system is a public trugtesrdered by the citizens’

PROFESSIONALISM

Guideline for Tenet Four
CONFIDENTIALITY

Guideline for Tenet Five
IMPROPRIETY

confidence in the professional knowledge and coemmst and personal
integrity of the officers and employees of the @i branch. A professional
knows every aspect of his or her job and can peem@mnplete, understandable
answers to the public’s questions. A professionasgnts a businesslike image
of methodical and systematic efficiency and dodsabase the position of
power that special knowledge affords. A profesdioeaer criticizes a co-
worker in public nor denigrates a court user att@mg. A professional raises
conflict resolution to an art form, always seekiogreserve the dignity of the
individuals involved in a dispute, thereby presegvihe dignity of the court.
The word “respect” is never far from the professimind.

Sensitive information acquired by court employeethe course of discharging
their official duties must never be revealed uhi$ made a matter of public
record. Sometimes breaches of confidentiality domalve intentional
disclosure of official court records but are thsuleof innocent and casual
remarks about pending or closed cases, aboutipartis in litigation, or about
juries, any of which could give attorneys, litiganand reporters confidential
information. Such remarks can seriously comproraisase or a person’s
standing in the community. Court staff should dé&scaases only for legitimate
court reasons and must handle sensational or seensitses with great care.
Improprieties can take many forms. A court employge uses his or her title,
badge, court affiliation, or other special accesthe judicial system for
personal gain or to avoid personal legal conse@geiscengaged in improper

conduct. Examples of improper behaviors includ&isgeany favor, soliciting
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Guideline for Tenet
Six

APPEARANCE OF
IMPROPRIETY

Guideline for Tenet
Seven
PROHIBITION
AGAINST GIVING
LEGAL ADVICE

any gift, or actually receiving, directly or indatdy, any gift or the promise of
one, whether it be money, services, travel, foatkréainment, or hospitality
that could be construed as intending to influeheeemployee in performing his
or her duties or as a reward for past or futureises, or accepting outside
employment that interferes with the employee’saifeness or conflicts with
the proper discharge of official court duties. Aideemployee must not, for
example, seek special consideration for his ottriadiic citations, jury duty, or
parking violations. In addition, any conduct thasts doubt upon the integrity
and impartiality of the legal system is forbidd€nr example, a court employee
must not improperly intervene in expediting adniigiBve processes, facilitate
a favorable disposition to a case, or provide actesonfidential case
information to benefit self, friends, or family mbers. Moreover, while on the
job an employee must not recommend private legatsel to a member of the
public. While court employees cannot regulate thedact of others, they can
conduct themselves in a manner that inspires puablifidence in the role they
play in the pursuit of justice. Proper conduct iwes daily and scrupulous
affirmation of moral principles and observance lbfaavs, rules, policies, and
procedures.

Court employees are expected to refrain from emgagot only in improper
behavior but also in behavior that others mighteee to be improper. Any
activity that gives the impression that court engpkess can be improperly
influenced in the performance of their official dgtis prohibited. A court
employee must not, for example, openly discussrtegts of cases pending
before the court or be overly solicitous to litigor counsel, which could give
the appearance of preferential treatment. More@eourt employee must not
be involved in the hiring decision of a relativectwse friend, as such
involvement may give the appearance of an unfaiaathge in the hiring
process. To gauge the propriety of an action, demndiow it would be viewed
by the community if the action were made public.

Given the experience and visibility of court emp@es, it is natural for those
who deal with the court, including attorneys anigidints as well as the general
public, to ask questions such as: “Should | figig?” “How do | fight this?”
“To whom should I go for legal assistance?” “Whaes the law say?” Court
employees can and should provide information thatithin their own level of
professional training and experience, so long asrtformation does not
compromise the neutrality of the court or the csuappearance of neutrality.
For example, court employees can and should pbtiexplain how to file
forms and pay fines, and should clarify legal laaggiand the court’s policies
attendant to procedural due process and assigepetisented litigants in court
self-help centers. They should provide litigantdwvimformation about non-
profit legal services agencies, certified lawydenal service programs and
court-based self-help assistance. They must neteher, cross the line
separating court employees, whether licensed &ysrar not, from attorneys
practicing law in the community. Court employeesstmot give any legal or
procedural information that tends to favor one sifla case. Court employees

should cite this tenet when pressed by those sgétgral advice.
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Guideline for Tenet Eight Court resources must be used for the benefit ofitimens of our state. These

PUBLIC RESOURCES

Guideline for Tenet Nine
SERVICE AND
COMPETENCY

Guideline for Tenet Ten
DISCRIMINATION

resources include staff time, equipment, facilitisfrmation systems, and the
money allocated to the court. Court employees rustire proper
accountability of the court’s resources. Use oSéesources must be
transparent to the public and beyond reproach.oltees must not be expended
simply for the direct benefit of individual emplaeor judicial officers.
Physical resources must be safeguarded to avoiecessary damage or wear.
Equipment must be properly maintained and repladezh appropriate. All
court employees should constantly look for improeétiency in job
processes. Deficiencies and safety hazards muspbeted and addressed in a
timely manner. Sound business practices must béogethin managing
contracts to avoid waste of court resources.

A major responsibility of all court employees ispmvide accurate and timely
information. When providing information, whethealtly or in writing, present

it in as easily understandable a format as theiipgliows, and avoid legal
jargon whenever possible. The laws and rules uwtiezh the courts operate are
continually changing as a result of legislativeé@tt, higher court decisions,
and evolving values and technologies. Court em@syge encouraged to
participate in professional activities and assomist Court employees must
participate in educational programs to stay abrefasihanges and to improve
their personal and professional skills. Court mansi@t all levels of the
California court system should initiate and oversegoing professional growth
programs for all court employees, including stuflgthics-related issues.

Each day court employees assist users of couricssraf many races, religions,
national origins, languages, sexual orientationd,\arieties of personal
abilities and appearance. They may deal with acttedens, child abusers,
participants in painful dissolutions, those grigvfrom an injury or loss of a
loved one, or people experiencing any one of nuoskinds of human pain or
dysfunction. Court employees are expected to trael other and each user of
court services equally and with compassion. Eqoegss to the court system
and equal treatment for all are the cornerstonéiseoddministration of justice.
Court employees must expose and discourage dis@aiion wherever it exists.
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Guideline for Tenet
Eleven
HARASSMENT

Guideline for Tenet
Twelve
TECHNOLOGY

Revised: 1/25/10

All court employees must conduct themselves inofgsisional manner at all
times. Court employees must not engage in inapjatepoffensive, or
unwelcome conduct of a sexual nature, or inappatgr offensive conduct
based upon a person’s race, religion, color, nationgin, ancestry, physical or
mental disability, medical condition, marital s&tsex, age, sexual orientation,
or other personal characteristic, regardless whéthises to the level of
harassment. Court employees are expected to treatrsons with dignity and
respect and, by doing so, will foster a work enviment that is free from
harassment. Court employees should follow their@mate local reporting
procedures in reporting their concerns about ingmate behavior so that their
issues can be addressed.

Information retained in electronic files must bé&egaarded like any other
official court document. Its confidentiality shoudd assumed unless otherwise
specified. To preserve the integrity of electragystems, court employees must
monitor court electronic information and take agpiate steps to ensure that
the information is accurate. Great care shouldkert in the transmission of
electronic data andommunications so as not to embarrass the cotineor
sender if read by an unintended recipient. Couplepees may not install
personal software or equipment without prior apptomor may they take
copyrighted software outside the court for persaisal.
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Attachment B
Injury and lliness Prevention Program
RESPONSIBILITY FOR PROGRAM ADMINISTRATION

The Court Executive Officer is the Court’s Injunydalliness Prevention Program (IIPP) Administrator.
He/She may delegate the authority and respongilditimplementing and maintaining this IIPP foeth
Court.

Department directors, managers, and supervisonregpensible for implementing and maintaining iRl
in their work areas and for answering worker questiabout the 1IPP. A hard copy of this Progranmudzent
will be maintained by the Program Administratordlam electronic version will be available on thau@o
Intranet.

EMPLOYEE COMPLIANCE

Full cooperation by all employees is necessaryxto@plish the Court’'s goal of maximizing the setyuaind
safety of its employees and Court visitors. All éoypes, at every level and in all positions at@uairt, are
required to comply with safe and healthful workqtiees.

The Court’s system of ensuring that all workers plymvith such practices includes the following:

Informing all workers of the provisions of oliPP.

Recognizing employees who perform safe and ifelivork practices.

Providing training to workers whose safety perfance is deficient.

Undertaking corrective actions with workers wihalate safety standards or whose conduct shows a
disregard or negligent attitude for safety concemsuding, but not limited to, additional traimgjror
counseling regarding safe work practices.

PpwpPE

COMMUNICATIONS REGARDING SAFETY ISSUES

The Court recognizes that open communication betwegnagement and staff on health and safety i$sues
essential to an injury free, productive workplakk managers and supervisors are responsible for
communicating with all workers about these issues form readily understandable by all workers. All
workers are required to inform their managers amesvisors about workplace hazards or unsafe dondit
and may do so without fear of reprisal.

The Court’s communication system is designed tifae an open flow of communication and includes
following practices and procedures:

1. New workers’ orientation includes a discussibradety and health policies and procedures.

2. The IIPP is available for review by all emplogeeopies of the Program document will be kept by
every supervisor and manager.

3. There will be periodic dissemination of informoat relating to occupational safety and health bgted
notices, memos, emails, newsletters, and/or at@mplmeetings and training programs.

4, Employees are required to report to their supenany hazardous or unsafe condition at the wadep
that comes to their attention. Anonymous reportihgnsafe conditions is available, if employeedgre
to do so, by calling or writing to the Program Adistrator anonymously or by requesting anonymity.

5. Employees will not be retaliated against in sy for any information they report or questionsyth
raise in connection with this IIPP.
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WORKPLACE INSPECTIONS

The Court shall conduct periodic inspections tasags identifying workplace safety hazards andaies
work conditions. Inspections will be performed adting to the following schedule:

1. Upon adoption of this 1IPP;

2. Upon introduction to the workplace of new subsés, procedures, or equipment that potentially
represent safety hazards;

3. When previously unidentified hazards are recogphi
4. Following a workplace accident; and

5. Whenever workplace conditions warrant an ingpecihe inspections may be performed by the
department director, manager, or supervisor ohbyProgram Administrator.

INVESTIGATION OF WORKPLACE INJURIES OR ILLNESS

The Court will investigate occupational injuriesdahbnesses as appropriate. Procedures for coimdpitiese
investigations include the following:

1. The injured employee shall fill out the form “Bloyee’s Report of Injury or lliness” and send thiam
to his or her supervisor.

2. The supervisor shall conduct an investigatiolipiing the “Basic Rules for Accident Investigatid If
the supervisor deems it appropriate, the ProgramiAidtrator shall be asked to assist in the
investigation.

3. The supervisor shall fill out the form “Supenui's Report of Injury or Illiness” and submit theginal
form to the Court Human Resources Department wditours of the injury or illness, with a copy
sent to the Program Administrator.

REMEDIATION OF UNSAFE CONDITIONS

When the Court finds that an unsafe workplace d¢awdor practice exists, the Court will take apprafe
action in a timely manner to correct the problesijrg into account the severity of the hazard ahédro
relevant factors. When an imminent hazard exists¢hnnot be corrected immediately without endanger
employees or property, the Court will remove ajpesed workers from the area, except any who may be
necessary to correct the existing condition. Anghsworkers will be provided with appropriate prdiee
equipment.

Directors, managers, supervisors, and the Progrdmiistrator share responsibility for hazard caticet
The appropriate individual in each situation shalhplete a “Hazard Assessment and Correction Récord
and send it to the Program Administrator.

TRAINING AND INSTRUCTION

All Court employees shall receive training andrinstion on general and job specific safety andtheal
practices. Training and instruction are providedofisews:

1. When the IIPP is first established;

50



2. To all new employees and to all employees ghem assignments for which training has not previous
been provided;

3.  Whenever new substances, processes, procedussgjipment are introduced to the workplace that
represent a new hazard;

4.  When previously unidentified hazards are recogphi

5.  To supervisors regarding the safety and healtlafds to which their direct report workers may be
exposed; and

6. To all workers with respect to hazards spedifiany, to each employee’s job assignment.

General workplace safety and health practices d&glbut are not limited to the practices set fartthe
“Code of Safe Work Practices for the Court,” whiolows.

RECORDKEEPING

The Court is a public agency and is not requirekkp written records of the steps taken to impteraad
maintain this IPP.
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Code of Safe Work Practices

It is the Court’s policy to provide every possibtleans to protect employees, customers, and viditors
accidents. Safety is a cooperative undertakingineguparticipation by every employee. To carry this
policy, all employees shall act in accordance whtinfollowing practices:

1.

10.

11.

12.

13.

14.

15.

16.

17.

Report all unsafe conditions, equipment, or wandctices to their supervisor, IIPP program
administrator, or safety officer. Remove and tag @amsafe equipment or furniture (i.e., sharp edges
furniture, obstacles in the aisles, broken compeggipment, etc).

Report all occupational accidents, injuriesigises and “near misses” to your supervisor olftfe
program administrator immediately.

Emergency Exits shall be kept open, well lij anlocked during business hours.
In the event of a fire, sound the alarm and eas Only trained workers may attempt to resporal t
fire or other emergency. If you have not been &dito respond to a fire or other emergency, follow

your emergency action plan.

Upon hearing the fire alarm, stop work and pedct® the nearest exit. Gather at the predetermined
meeting location. Follow all provisions of the CosiEmergency Action Plan.

Stairways should be kept clear of all obstrutiand storage, and all areas under the stairsdshou
be used to store combustibles.

Materials and equipment shall not be storedragj@ioors, exits, fire ladders, pull alarms, o fir
extinguishers.

Aisles should be kept clear at all times.

Work areas should be maintained in a neat ateflgrmanner. Trash and refuse are to be thrown in
proper waste containers.

All spills should be wiped up immediately.
Files and supplies should be sorted in a maas&y preclude damage to the supplies or injury to
personnel when moving them. Heavy items shoulddred lower, and lighter items should be stored

on the higher shelves.

All cords running into walk areas must be sedwr inserted through rubber cord protectors ¢évgmt
tripping hazards.

Never stack material precariously on top okéos, file cabinets, bookcases, or shelves.

In order to avoid tripping hazards, never ldaveer desk or cabinet drawers open. Use care when
opening and closing to avoid pinching fingers.

Do not open more than one file cabinet draweartane, especially the top two drawers on tdltlicats,
as this may cause it to tip over.

Always use proper lifting techniques. Neveemipt to lift or push an object that is too heavguYnust
contact your supervisor when help is heeded to nadveavy object.

When carrying material, use caution and avbstroctions, loose material etc.
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18.

19.

20.

21.

22.

23.

All electrical equipment should be plugged iappropriate wall receptacles or extensions of onky
cord of similar size and capacity. Three prongegyplshould be used to ensure continuity of ground.

Individual heaters at work areas should be &kgatr of combustible materials such as drapes or
wastebaskets. Newer heaters with tip-over shumifags should be used.

Appliances such as coffeepots and microwavesl@dtbe kept in working order and inspected fonsig
of wear, heat, or frayed cords.

Portable fans used in work areas should badgdaand fingers should not be inserted through the
guard.

Office equipment such as scissors, staplefs,gunches, etc. should be used for their inteqpdedose
only. They are not to be used as hammers, pry bather tools. Misuse can cause damage to the
equipment and possible injury to the user.

Cleaning supplies should be stored away frapd gupplies in the kitchen.
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