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FILE NO. 130456 " ORDINANCE NO :
FK

[Compensatlon for Unrepresented Employees Clty and County of San Francisco - Effectlve -
July 1, 2013] _

- Ordinance fixing compensation for persons employed by the City and County of San

Francisco whose compensations are sUbject to the provisione of Cha'rter, Section

|| A8.408, in job codes not represented by an employee orgamzatlon and establlshmg

workmg schedules and condltlons of employment and methods of payment, effectlve

July 1, 2013.

Note: Addltlons are szngi’e-underlzne zz‘alzcs Times New Roman

deletions are
" Board amendment addltlons are double underllned

Board amendment deletlons are S%Flketh-Feugmare#nal

Be it ordained by the People of the City and County of San Francisco:

Pursuant to Charter Section A8.409-1, the Mayor hereby proposes and the Board of
Supervisors approves the wages, hours and pther.terms and conditions of employment set
forth herein to be applicable to all unrepresented job codes or positions of City employment.

" Unless specifically noted 'the following provisions are applicable to all employees
covered by this Ordinance, which includes Miscellaneous Unrepresented employees- and
Management Unrepresented employees For informational purposes, see Attachment A fora

llst of job codes deSIQnated as Miscellaneous Unrepresented and Management

' Unrepresented. _
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SECTION 39. PARENTAL RELEASE TIME oo eeecesecreeeseceeeereeeemseessemssmasmen SRR SN 1)

SECTION 40. MILEAGE REIMBURSEMENT ..vvrcrore e, S
SECTION 41. GRIEVANCE PROCEDURE orvtcmsrsesessessstssssmssssnsesssesssiesnes e reenees 31

SECTION 42. SAVINGS CLAUSE weerveerereenciesessseessesssmeresssssessseeeesnen SR 33

SECTION 1.-GENERAL TERMS AND CONDITIONS OF EMPLOYMENT
A. All terms and conditions of employme-ht _hot covered _under this Ordinéhce shall
. continue to be subject to the-City’é directio'n-and control. _U.nles.s specifically
addressed herein, those terms afd conditions of employment which are set forth
in the.Charter,-Administrative Code, 'Civi.l Service Rules, policies and |
procedures, shall apply to employees covered by this ordiﬁance.

B. Nothing in this Ordinance éhall have application to changes of Civil Service rules
and matters subject to the excluéive jurisdiction of the Civil Service Commission
pursuant to Charter Section.bA8.409—3, unless speciﬁcélly approved by the Civil
Service Commission, except as such changes, may affect compensation.

SECTION 2. WAGE RATES

A.  The wage _rate for job codes covered by this Ordinance for fiscal year 2013-2014

shall be inéreased as follows:

Effective July 1, 2013: 1%

Effective January 4, 2014: 1%
Effective March 29, 2014: 1%

' B. The 1283 — Director, Employee Relations Division Classiﬁqation’s Pay Plan shall
be the same range Fates of pay as the 0954 — Deputy Director 1V Classification.
- The 1282 —Manager, Employee Relations Division Classification’s Pay Plan
Mayor Lee | | o
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shall be the same range rates of pay as the 0932 — Manager |V Classification.

The 1281 — Senior Employee Relations Representative Classiﬁ¢ation’s Pay Pvlan‘

shall be the same range rates of pay-as the 1824 — Principal Administrative.

Analyst Classification. There shall also be three additional five percent (5%)

steps (Stéps 6, 7 & 8) at the top of the range for this classification at which an
employee -may Be placed upon the aﬂpprbva[ of the Employee Relations Director.
Such placement is cdhtingent upon the Employee Relétions Director’s
designation of the employee as the City’s prihcipal lead representative for a
major erhployeé group. - |

The 1280 — Employee Relétions Representative Ci"as‘siﬁcation’s.}jéy Plan shall

be the same range rates of pay as thé 1244 — Senior Personnel Analyst

: Claséiﬁcation. There shall also be three additional five percent (5%) stéps '

- (Steps 1,2 & 3) at the bottom of the range. Employees may be placed in Step

6,70r8 by the approval of the Employee Relations Director. Such placement is

. contingent upon the Employee Relations Director’s designation of the employee
as having lead responsibilities in employee-employer relétio_ns _mattérs.

" The 1293 — Human Resources Director Classification’s Pay Plan shall be the

same range fates of pay.as the 0964 — Department Head |V Classification.
The 1682 — Controller Classification’s Pay Pl'an shall be the _same range rate of
pay as the 0965 — Department Head V Classification.

All base wage calculations shall be rounded to the nearest salary schedule.
SECTION 3. lNTERNAL ADJUSTMENT PROCESS
Upon request of an Appbinting Officer, the Human Resources Director, with the -

- concurrence of the Contfoller, may approve internal salary adjustments for members of the

| BOARD OF SUPERVISORS
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management unrt (002), except for the Mayoral Staff classifications (0881- 0905) based

upon the following:

1. Standards

The following shalf be the standards for intemal adjustments for the wage rates for a

particutar job code:

The salary for the jOb code is below the prevalllng wage Ievel in the

a)
relevant labor market as demonstrated by verifiable salary data; and/or '

b) There is an ongoing and demonstrable recruitment and/or’ retentron
problem; and/or _ ' |

c) Tra-ditional. salary relationéh_ips, which continue to bejustiﬁed, have been
substantially altered; and/or - _ » '

d) The duties, responsibilities and/or minimum requirements for a job code
have been altered significantly; and/or '

e) - Adjustment is necessary io maintain comparability with snmllartv—srtuated
employees in represented bargamrng units.

2. . .tntemal Adjustment Cap

Internal adjustment costs shall not exceed an annualized cost of 0.5% of the total

payroll cost for the employees covered by this Ordinance, 0.25% of which is available for

base wage adjustments, and 0.25% of which is available for one-time adjustments.

Mayor Lee
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SECTION 4. ACTING ASSIGNMENT PAY
The Appointihg_ Officer/designee aésigné dutieé to employees covered by this -
,Ordinanée. E’mployeeé assigned by the Appoinﬁng Ofﬁcer/design-ee to perform the full
‘range of essential functions of a position in a _highér job code shall receive compensation at
a higher salary if al_l.of the following conditions are rﬁet_:. '
| (1) - The assignment shall be bin writing with copies to thel Depariment of Human
Resources and Controller. - o
(2) The assigr;ment'shall conforﬁ to all Civil Service Commission Rules, policies
" ‘and procedures. | |
3) _ The position to which the employée is assigned must be a budge’ged position.-
" (4)  The employee is assigned to perform the duties of a higher job code for Iohger
thén eléve_n (11) ponéecuﬁve working days; after which acting assignment pay |
shall be retroactive to the first day of the assignment. o
a. If each of the above criteria are mef, ;and upon written approval by the
- Department Héad, an employee shall be paid one fUll salary step
adjustment (approximately 5%), provided it but which does not exceed
theméximﬁ'rn step of the salary grade 6f the job code to which the )
employee was temporarily assigned. Premiums based on percent of
'salarry shall be paid at a rate which includes acting assiénmeht pay.
b. Requests for classification or reclassiﬁ&ation’ review shall not be governed
. by this proviSibh. ' o
SECTION 5. SUPERVISORY DIFFERENTIAL ADJUSTMENT
| The A'ppointing Officer may adjust the compensation of a supervisbfy employee whose

‘compensat‘ion grade is set herein subject to the following- bonditions:

Mayor Lee .
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(3)

Mayor Lee

The supervisor, as part of the regular responsibilities of his/her job code

- supervises, directs, is accountable for and is in respensible charge of the work

of a subordmate or subordmates

The supervisor must actually supervise the technical content of subordinate

| work and possess education and/or expenence approprlate to the technical

assrgnment

The organization is a permanent one approved by the Appointing Ofﬁoer, Board
or Commission, where applicable, and is a matter of record based upon review

and investigation by the Department of Human Resources

- Thejob codes of both the supervisor and the subordinate are appropnate o the

organization and have a normal, logical relationship to each other in terms of
their respective duties and levels of responsibility and accountability in the
erganization. | | |

The compenSation grade of the superv-isor is less than one full step

approximately 5%) over the compensation grade, exclusive of extra pay, of the
: _ y

| employee supervised. In determining the compensation grade of a job code

being paid-a flat rate, the flat rate will be converted to a bi-weekly rate and the
compensat|on grade the top step of which is closest to the flat rate so converted
shall be deemed to be the compensation grade of the flat rate jOb code.

The adjustment of the compensation grade of the supervnsor shall not exceed
5% over the compen:_sa_tlon-, exclusive of exira pay, of the employee supervised..
If the application of this section adjusts the compensation grade- of an employee

in excess of his’her immediate supervisor, whose job code is also covered by

this Ordinance the pay of such immediate supervisor shall be adjusted to an

BOARD OF SUPERVISORS
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amount $1.00 bi-weekly in excess of the base rate of his/her highest paid

| subordinate, 'prQVided that the other applicable conditions of this section are also

met.

In no event will the Appointing Officer approve a supervisory salary adjustment

'in excess of two (2) full steps (approximately 10%) over the supervisor's current .

basic compensation. If in the following fiscal year a salary inequity continues to -

exist, the Appointing Officer may again review the circumstances and may grant

-an additional salary adjustment not to exceed two_(2) full steps_(apbroximately

- 10%).

' The compensation adjustment is retroactive to the date the employee became

eligible, but not earlier than the beginning of the current fiscal year.

_The Human Resources Department shall review any Changes in the oond'rtic')ns‘

or circumstances that wefe_ and are relevant fo the request for salary adjustment

under this section.

SECTION 6. SEVERANCE PAY (FOR MANAGEMENT UNREPRESENTED -

EMPLOYEES):

1)

@

Mayor Lee

BOARD OF SUPERVISORS

When an exempt employee covered by this Ordinance is involuntarily removed

or released from employment, the Appointing Officer will endeavor to inform the

employee at least thirty (30) calendar days before his/her final day of work.
W_hére the Appointing bfﬁcer fails or declihes_ to inform the employee a full thirty

(30) days in advance, the exempt employee shall receive pay in lieu of thé

-number of days less than thirty (30) upon which s/he was informed. ‘

In addition to paragraph (1), when an -exempt employee covered by this

Ordinance is involuntarily removed or released from employment with-ten-(10)-er

Page 9
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Mayor Lee

FHGFE—yean—ef—eentlnueusQﬂ:,LSemee_ the employee shall also receive ene

month’s one week’s severance pay for each full year worked, up fo a maximum

f 26 weeks, in exchange for a release signed by the employee of any and all -

' claims arising out of employee’s employment or term/natlon of that employment

(lncluo’lnq claims arising under this Ordlnance) that the employee may have

against the Crty including any officer or employee thereof. ThlS release shall be

- in a.form acceplable fo the City.and shall alse mclude a waiver of any rights the

employee may have to return to Cl’cy employment (e.g., holdover roster}, a

- waiver of Secfion 1542 of the California Civil Code, and a waiver of claims under

the Age Discrimination in Emiployment Act. The releaée shall exclude the right fo

grieve the proper amount of notice or severance pay due under this secfion.

In the event an exempt employee covered by this Ordinance is invo'luntarily

returned toa permanent job code, that employee' may elect to separate from

City Service and shall receive one month’s week’s severance pay for each full

vear worked, up fo a maximum of 26 weeks, in exchange for a release signed by

the employee of any and all claims arising out.of employee’s employment or

fermination of that employment (including claims arising under this Ordinance)

that the employee may have against the City lncludlng any officer or employee

thereof. Thls release shall be in‘a form acceptable to the City and Ihls—Felease

shall alse include a waiver of any rights the employee may have to return fo City

employment (e.g., holdover roster), a waiver of Section 1542 of the California

Civil Code, and a waiver of claims under the Age Discrimination in Employment .

Act. The release shall exclude the right to grieve the proper amount of notice or

severance pay due under this section.

BOARD OF SUPERVISORS
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4) Additio'nally, any employee accepting severance pay under this provision shall
be 1nel|grble to be appointed to City servrce under Charter Section AS. 511
e Proposmon F> appomtment) in the department from whrch he or she was -
released for a period of two (2) years from the date of release. |

(5)  Released employees must elect severance Wlthrn thirty (30) days of notlce of

- involuntary separatton/release

{6) Paymem‘ of severance is dependent upon approval by the Appointing Officer,

Controller and the Human Resources Dlrector Approval will be based on a good

faith consideration of whether the employee’s removal or release was

involunz‘ary, was initiated by the Appointing Authority, and was in the best

interests of the City: and whether the termination of employment was based on

conduct involving n’isappropriation of public funds or propertv misuse or

, destruct/on of public. property mrstreatment of persons, or acts which would

constltute a felony or msdemeanor Add/tlonallyLan employee equ/b[e for

- severance pursuant to Sections 6.(2) or 6.(3) above may receive severance

pursuant to either, but not both. '

SECTION 7. BILINGUAL PAY . .

A "designated bilingual position” is a positton designated by the department eubject to

approval by the Human Resources ,D-epartment, which requires translation services
'eonsisting of translating to and from a foreign language including, sién language for the
hearing irnpaired’and Braifle for thevisually impaired.

~ An employee in a designated bilingual positien who routinely and consistently provides

more than forty (40) hours per pay penod of translation services will receive a bmngual

' premrum of srxty dollars ($60.00) per pay perlod

Mayor Lee
BOARD OF SUPERVISORS
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 An employee in a designated bilingual position who routinely and consistently provides

more than ten (10) but less than forty (40) hours per pay pe_n'od of franslation services will

. receive a bilingual bremium of forty dollars ($40.00) per pay period.

SECTION 8. PREMIUM PAY:
Al premiums.and additional forms of compensation described in this ordinance shall be.
paid only for actual hours worked. |
There shall be nobpyra'miding of prem'iume for purposes of compensation calculatiens.
Each premium shall be calculated on the base wage rate exclusive of any and all premiums,
benefits and other forms of additional compensation. . ‘

SECTION 9. APPOINTMENT AND__ADVANCEMENT THROUGH SALARY STEPS-
Appointing Officers may appoint employees to any step, at any time, in the salary
grade which does not exceed the maximum of the-salary grade. If there are no steps within

the salary grade, the Appointing Officer may appoint embloyees"to aﬁy place within the
grade at any time, providing that the placement does not exceed the salary grade maximum.

Employees who enter below the salary grade maximum may advance one step

_ followmg completlon of the one year required service. Further increments may accrue

foliow[ng completion of the required ser\_nce at this step and at each success.ive step.

a An employee’s scheduled step' increase may be denied if the employee’s performance
has been unsatisfactor’y to the City. 'Tﬁe.denial of a step inerease is subject to fhe grievance
procedure; provided, however, that nothing in this section is lntended o or shall make
performance evaluations sub]ect fo the gnevance procedure -

SECTION 10. METHODS OF CALCULATION '
' (1)  Bi-Weekly. Anemployee whose cohpensation is fixed on a bi-weekly basis
shall be paid the b.i—weekly Sarary for his/her position for work per_formed d.uring
MayorLes o
BOARD OF SUPERVISORS
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+ the bi-weekly payroll perlod. - There shall be no compensation for time not.”
worked unless such time off is authorized time off with pay. » |
(2)  PerDiem or Hourly. An employee whose Compensatioh is fixed on a per dlerﬁ
| or hourly basis shall be paid the daily or hourly rate for work petformed during
the bi-weekly payroll period on a bi-weekly pay grade. There shall be no
compensation for time not worked unless such time otf is-authoriz_ed time off
, Wlth..pay. |
SECTION 11. WORK SCHEDULES
(1) REGULAR WORK SCHEDULES
a. Regular Work Day. Unless otherwise provided, a regular workday is a tour of
“duty of eight (8) hours of work completed wrthrn not more than twenty four (24)
hours ;
b. . Regular Work Week. The Appornt[ng Officer shall determme the work schedule
~ for employees in his/her department. A regular workweek is a tourof duty of five

(5) worked days within a seven day perlod. However, employees who are |

moving from one shift 'or one work schedull_e to another may be required to work

in ekcess of five working days in conjunctlon with changes in their work slhlfts or
schedules. ’ _

Employees shall receive no compensation when properly notified (2—hour notlce)
that work appl|cable to the jOb code is not available because of inclement weather
conditions, shortage of supplles traffic Condrtlons or other unusual c1rcumstances
Employees who are not properly notified and report to work and are informed no work .
applicable to the job code is available shall be paid fora minimum of two (2) hours.

. Employees who have beén designated by their department as err1ergency personnel

Mayor Lee
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- must repbr’c to work as scheduled unless otherwise notified by the Appointing Officer or

designee. Employees who begin their shifts and are subsequently r‘elie.ved_o'f duty due
fo the‘ above reaéons shall be paid a minimum of two (2) hours, and for hours actually
worked beyond two (2) hours, computed to the nearest 6ne—quartef hour. |
(2)  NIGHT DUTY | |
Employees, exclusive of employees in' job codes which are exempt from the Fair -

Labor Standards Act, who, as paﬁ of their regjularly scheduled work shift, are required
to work any hours betWeén (five) 5:00 p.m: and (sevéh) 7:00 a.m. éhall receive a
premium of 6%% per hour in addition to fheir straight time hourly base rate of pay fof-
any and all hours waorked between (five) 5:00 p.m. and (seven')' 7:00 a.m. Excludéd
from this proviéion are those employees who pérticipate_ in ah authon'zed' flex-time
program where the work shift includes hours to be Worked between the hours of (five)
5:00 p.m. and (seven) 7:00 a_.xﬁ. Day shift employees assigned to work during the. |
night duty premium hours are not eligfble for night duty premium. Payment of this
premium shall be made for actual hours worked.
(3)  ALTERNATE WORK ISCHEDULES v

. The Appointing Officer méy enter intb cost eq'uNalent alternate work schedules
for some or all employees. Such éltemate work schedules may include, but al;e not
limited to, core hours flex-time: full-time WOrK weeks of leés than five (5) days; or a
comb‘fﬁatio.n of features mutually agreeéble to the parties.- Such changes in the work
schedule shall not alter the basis fot, nor entitlement to, receiving the same rights and B

privileges as those provided to employees on five (5) day, forty (40) hour a week

schedules.
Mayor Lee
BOARD OF SUPERVISORS
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(4) VOLUNTARY REDUCED WORK WEEK
Employees subject to the approval by the Appointing Offi icer may voluntanly '
elect to work a reduced work week for a specified period of time. Such reduced work
week shall not be Iese than twenty (20) hours per week. Pay, vacation, holidays and
~ sick pay shall be reduced in accordance with such reduced work week. |
SECTION 12. STANDBY PAY ANDPAGER PAY
' Em-ployees who, as part of the"duties of their positions are required by.the Appointing
Officer to standby when normally off duty to be instantly available to be called in for
rmmediate emergency service for the performance of their regular duties shall be paid ten

(10) percent of their regular straight time rate of pay for the penod of such standby service

~ when outfi tted by the department with an electronic paging device and/or cell phone. When

such employees are called to perform their regular duties in ernergenmes during the period

of such standby servic_;e,,they shall be paid while engaged in such emergency service the

: usual rate of pay for such serwce

The provrsmns authorizing standby pay do not apply to job codes designated by a “Z*

symbol. _

SECTION 13. CALL BACK |

Employees (except those at remote jocations where City supplied housing has been
offered or who are otherwise being compensated) who are called back to their work
locations followrng the completion of his/her work day and departure from his/her place of
employment, shall be granted a minimum of four (4). hours ‘pay at the applicable rate or shall
be paid for all hours actdally worked at the applicable rate, whichever is greater. This
section shall not apply to employees who are called back to duty when on stand-by status. |

Notwiths_tanding the general provisions of this section, call back pay shall not be

Mayor Lee
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allowed in job codes designated by a "Z" symbol.

'SECTION 14. OVERTIME COMPEN_SATION

(1)

@)

Subject to sub-paragraphs 2-4 below,‘ the Appointing Officer may require

employees to work longer than the regtilar work day ot the regular work week.
Any ttme worked by an emploS/ee with proper authorization, exclusive of part-
time employees, in excess of forty (40) hours actually worked during a regular

work week shall be destgnated as overtime and shall be compensated at one-

“and-one-half tlmes the base hourly rate. For the" purposes of calculatlng

: overtlme compensatlon,,an employee’s base hourly rate may include.certain

premiums for those hours actually worked at the premium rate. -

Employees working in job codes that are designated as having a regular work
week of less than forty (40) hours shall not be entitled to overtime conﬁpen_sation
for work performed in excess of said specit'red regular hours until they exceed
forty (40) hours per week. Overtime shall be calculated and paid on the basis of |
the total number of straight time hours actually worked in a week. Overtime |
compensation so earned shall be computed subject to all the provisions and
conditions; set forth herein. :

Only legal holidays, Iiste'd in Section 16 ("Holidays”), shall count as hours

(3)
' . worked for the purposes of computing overtime.
4) o Employees in non "Z" designated job codes who are required to work overtime
- shall be paid at a rate of one and one-half times their regular base rate. An ‘
‘employee may elect to accrue Compensatory Time Off (CTO) in lieu of overt:me
prowded that the Appointing Offi icer approves of such election. In no instance
- may an employee accrue more than two hundred forty (240) hours of CTO.
Mayor Lee - -
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SECTION 15. FAIR LABOR STANDARDS ACT ~ '
 Tothe extent thaf this Ordinance fails to afford employees the overtime or
é_ompensatory time off benefits to which they are entitled under the Fair Labor Standards
Act, this Ordinancé authorizes and directs all City Departménts to ensure that their
emp-loyées receive, at a mini‘mum-, Such Fair Labor Standards Act Benefits. |
SECTION 16. HOLIDAYS
Except when normal operations require, or in an emefgeﬁcy, employees shall not be

required to work on the following days hereby déclared to be holidays for such employees:

' Méyor Lee
| BOARD OF SUPERVISORS

Employees in job codes designated by a "Z" symbol shall not be paid for

»overtime'worked but may earn CTO at the rate of one hour for each hour worked '

| unrepresentéd departm_ent heéds—, the 1283 Director of Employee Relations and

leave benefit applicable to employees in job codes assigned to the EM Unit. In

. benefit applicable to employees in job codes assigned to the M Unit.

January | (New Year's Day):

‘the third Monday in February (Président's Day)

. the first Monday in September (Labor Day)

in excess of 40 h_bur/week._ The ma‘X_imum amount of CTO tha;c may be accrued

is two hundred forty (240) hours. In lieu of accruing CTO during the fiscal year,
employees in AB44 Confidential Chief Attorney Il shall have the same. executive

lieL; of aceruing CTO during. the fiscal year, employees in the 1282 Managér .

Employée Relations classification shall have the same admihistra_tive leave

the third Monday in January (Martin Luther King, Jr.’s Birthday)

the last Monday in May (Memorial Day)
July 4 (Independence Day)

. Page 17
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the second Monday in October (Colurnbus Day)
November 11 (Veteran's Day)
. Thanksgiving Day
_the day after Thanksglvinp
, December 25 (Chnstmas Day)
Provrded however, further that, if January |, July 4, November 11 or December 25 falls
ona Sunday, the Monday followrng is a hollday 7
In addition, included shall be any day declared to be a holiday by proclamatlon of the
Mayor after such day has heretofore been declared a holiday by the Governor of the State |
of Callfornra or the President of the United States.
The City shall accommodate religious belief or observance of employees as requrred
by law. _ )
Employees are entitled to four (4) floating holrdays totaling thlrty-two (32) hours (pro-
rated for eligible part-time employees), in each fiscal year to be taken on days selected by
the employee subject to prior scheduling approval of the Appointing Officer. Employees

(both full tlme and part-time) must complete six (6) months continuous service to establish

~ initial elrgrblllty for the floating holidays. Employees hired on an as-needed, rntermrttent or

_ seasonal basis shall not receive floating holldays Floating holidays may be taken in hourly

increments up fo and including the number of hours contalned in the employee’s regular
shift. Floatmg holldays may be carried forward from one fiscal year to the next. The. number '
of floating holidays carried forward to a succeeding fiscal year may riot exceed the total
number of floating holidays recelved in the previous fiscal year. No compensation of any
kind shall be earned or granted for ﬂoatlng holidays not taken. Employees who have

established initial. elrgrbilrty for floating hol|days and subsequently separate from City

Mayor Lee
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employment, may at the sole discretion of the appointing authority, be granted fo fake off

those ﬂoatlng holiday(s) to which the separating employee was eligible and had not yet

referenced-floating-helidays- Notwithstanding other limitations in this section, any unused

floating holidays accrued through June 30, 2013 may be carried over to be used in fiscal

year 2013-14.

Floating holidays are to be scheduled per mutual agreement, based on operatlonal

needs of the department

For those employees assigned to a work week of Monday through Friday, and in the
event a legal holiday falls on Saturday, the preceding Friday shall be observed as a holiday;,
provided, however, that except where the éovernor declares that such preceding Friday
shall be a legal holiday, each departmen-t head .shall make provision for the staffing ot public
offices under his/her jurisdiction on such preceding Frlday so that said public ofﬁces may
serve the public as provided in the Administrative Code (Section 16.4). Those employees

who work on a Fn'day which is observed as a holiday in lieu of a holiday falling on Saturday

_shall be allowed a day off in lieu thereof as scheduled by the Appointing Officer in the

‘ current fiscal year The City shall provide one week's advance notice to employees

scheduled to work on the observed holiday, except in cases of unforeseen operational

needs. _
SECTION 17. | HOLIDAY COMPENSATION FOR TIME WORKED

Employees required by their respectlve Appointing Officer to work on any of the above- -
specified or to sub_stitute holidays excepting Fridays observed as holidays in lieu of holidays

falling on Saturday, shall be paid extra compensation of one (1) additional day's pay at time

Mayor Lee
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and one-half (1-1/2) the usual rate in tlle amount of twelve (12) hours pay for eight (8) hours

worked or a proportionate amount if less than eight (8) hou rsWorked; provided, however,

that at an employee's request and with the approval of the Appolnﬁng Officer, an employee

may bé'granted compeﬁsatory time off in lieu of paid overtime.

Employees occupying positions which are exempt from the FLSA (Executive, -

| Administrative and Professronal) shall not receive exira compensation for hollday work but

may be granted time off at the discretion of the Appomtlng Officer.
SECTION 18. HOLIDAYS FOR EMPLOYEES ON WORK SCHEDULES OTHER

THAN l\/ION DAY THROUGH FRIDAY .

(1)

(2)

@)

)

Mayor Lee

'Employees assigned fo seven (7) day-operation departments or employees

working a five (5) day work week other than Monday through Fnday shall be
allowed another day off if a holiday falls on one of their regularly scheduled days
off. |

Employees whose holidays are changed- because of shift rotations shall be |
aliowed another day off if a-legal holiday falls ori one of their days off. _
Employees required to work on a holiday which falls on a Saturday or Sdnday
shall receiye holiday compensatlo'n for work on that day. Holiday compensation
shall not then be additionally paid for work 'op the Friday preceding a Saturday
holiday, nor on the Monday following a Sunday holiday. -

Sectlons (2) and (3) above shall apply to part-time employees on.a pro-rata
basns It the provisions of this section deprive an employee of the same number:
of holidays that an employee receives who works Monday through Friday, s/he

shall be granted additional days off to eqdal such number of hOIldays. The

" designation of such dayé off shall be by mutual agreement of the employee and

BOARD OF SUPERVISORS-
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the appropriate empfoyer represethative- Such days off must be take_n within
the fiscal year. Inno -e\/ent shall the provisions of thie section result in such
employee receiving more or less holidays than ar1 employee on a Monday
through Friday work schedule. |
'SECTION 19. HOLIDAY PAY FOR EMPLOYEES LAID OFF
An employee who is laid off gt the clpee of business the day before a heliday who has

worked not less than five (5) previeus consecutive workdays shall be. paid for the hoﬁday at

_ t-herr his or her normal rate of compensatlon

SECTION 20. EMPLOYEES NOT ELIG[BLE FOR HOLIDAY COMPENSATION

Persons employed for holiday work only, or persons .employed on a part-time work
schedule which is less than twenty (20) hours in a bi-weekly pay period, or persope
employed on an intermittent part-time work schedule (not reguiarly scheduled), or perso_ne
employed on as-needed, .seasonal or project-basis for less than six (6) months continuous
service, or persons on leave wrthout pay status both lmmedlately preceding and rmmed|ately
following the legal holrday shall not receive hohday pay '

SECTION 21. PART—TIME EMPLOYEES ELIGIBLE FOR HOLIDAYS

Part-time employees who regularly work a rninim_u'm‘of twenty (20) hours in a bi-weekly |
pay period shall be entitied to holiday pay on a propdrtidnate basis.

Regu[ar full-time employees are entitled to 8/80 or 1/10 time off when a holiday falls i in '
a bi-weekly pay period, therefore part -time employees, as defi ned in the immediately
preceding paragraph, shall receive a holiday based upon the ratio of 1/10 of the total hours
regularly worked in a bi-weekly pay period. Holiday time off shall be determined by

calculating 1/10 of the hours worked by the part—timeemployee in the bi-weekly pay period

: in*rmediateiy preceding the pay period in which the holiday falls. The compptation of holiday

Mayor Lee - :
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time off shall be rounded to the nearest hour. ‘

The r)roportionate amount of holiday time off shall be taken in the same fiscal yearin
which the holiday falls. Holiday time off shall be taken at a time ,mutuaﬂyagreeable to the
employee and the appropriate employer representative.

~ SECTION 22. IN-LIEU HOLIDAYS |

M 'Requests for.in—lien holidays 'shall be made to the appropriate management
representative within thrrty (30) days after the holiday is earned and must be .
taken within the fiscal year .

(2)  Indieu holidays will be assigned by the Appointing Officer or designee if not |

' scheduled in accordance with the procedures described herein. .

(3) : Aninieu haliday can be carried over into the next fiscal year only with tne_
written approval of tne Appointing Officer.

'SECTION 23. PROBATiONARY PERIODS

Proba’rionary periods sh.all be defined and administered by the Civil Service

' Comrnission. All permanent appointees shall serve a min'irnum of 2,080 hours probationary
period. . | |

A probationary period may be extended by mutual wrrtten agreement between the
employee and the Appointing Officer.

SECTION 24. HEALTH AND WELFARE

1. MISCELLANEOUS UNIT (001) |

o For rnember_s of the miscellaneous unit (001 ). the City’s contribution to

employee health, dental, and other insurance benefits will be provided-as-follows:

gduivalenf fo those offered fo members Qf the City’s bargaining units #7 and #8.

I Mayor Lee
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2. MANAGEMENT UNIT (002) _

As to the members of the management unit (002), health, dental, and other

Mayor Lee
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lns.urance benefits, including flexible spendlng ( ‘cafeteria”) benefits, will be equrvalent

to those offered to members of the. City’s bargalnlng unit #32.

SECTION25." RETIREMENT CONTRIBUTION _

Employees in class'rﬁcations covered by this Ordinance shall pay their own employee
retirement contributions as set forth.in the San Fra'ncisco Charter. .

 The partles acknowledge that the San Fran0|sco Charter establishes the levels, terms -

and conditions of retlrement bensfits for members of the San Francisco Emp[oyees
Retlrement System (SFERS) The fact that the Ordlnance does not specn‘y that a certatn

item of compensation is excluded from retirement benef ts should not be construed to mean

that the item is included by the Retirement Board when calculating retirement benefits.

'SECTION 26. PRE-RETIREMENT PLANNING SEMINAR

Subject to development availability and scheduling by SFERS and PERS, employees |

Il * shall be allowed not more than one (1) day o attend a pre-retirement plannlng seminar

sponsored by SFERS or PERS.
Employees must provide at least two (2) weeks advance notice of their desire to attend
a retirement planning seminar to the appropriate supervisor. An employee shall be released

from work to attend the seminar unless staffing requirements or other Department

Mayor Lee
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exigen’cies require the employee’s attendance at _Work on the day or days such seminar is
scheduled. lRelease time shall not be unreasonably w_ithheld. |
- All such seminars must be located within the Bay Area.
This section shall not be subiect to the grievance procedure.
SECTION 27. WORKER'S COMPENSATION AND RETURN TO WORK

~ The City will make a good faith effort to return employees who have sustained an

-occupational injury or illness to temporary modified duty within the employee’s medical

: 'restriction.' Duties of the_m_odiﬁed assighment may differ from the employee’s regular job

duties and/or from job duties regularly assigned to employees in the injured employee’s job
code. Where appropriate modified duty is not available within the employee’s job code, on
the employee’s regular shift and in the employee’s department the employee may be
temporarily aSSlgﬂed pursuant to this sectlon to work in another job code, on a diﬁerent shift,
and’or in another department subject to the approval of the Appointing Officer or destgnee
The decision fo prowde modified duty and/or the impact of such decisions shall not be
subject to grievance or arbitrat[on l\/lodn‘" ed duty assrgnments may not exceed three 3) -
months An employee assigned to a modified duty assngnment shall recelve their regular
base rate of pay and shall _not be eligible for any other additional compensation (premiums)
and or out of job code assignment_pay as may be provided under this Ordinance.

An employee who» is absent because of an'ooCUpational disability and who is receiVing
Temporary Disability, Vocational Rehabilitation Maintenance Allowance, State Disability
Insurance, may reduest that the amount of disability indemnity payment be supplemented :
with sa'lary to be charged against the em'ployee’s' accumulated unused sick leave with pay ‘

credit balance at the time of disability, compensatory time off, or vacation,'so as to equal.the -

“normal salary the employee would have earned for the regular work schedule. Use of

Mayor Lee
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vcompensatory time requires the _employee’.s Appcinting Officer's -approval.

An .employee who wishes not'- to supplement, or who wishes to supplement with
compensatory time or vacatlon must submrt a written request to the Appomtrng Officer or
designhee wrthln seven (7) calendar days followrng the first date of absenoe ‘Disability
indemnity payments will be automatically supplemented with sick pay credlts (if the
employee has sick pay credits and i is eligible to use them) to provide up to the employee’s -
normal salary unless the employee makes an alternatrve electlon as provided in this sectlon

Employee supplementation of workers compensatlon payment fo _equa_l the full salary
the employee would have eamed for the regularvslork schedule in effect at the |
commencement of the workers compensation leave shall be drawn only from an employee’s
paid leave credits including vacation, sick leave balance, or other paid leave as available.
An employee returning from disabllity'leave_ will accrue sick leave at the regular rate and not |

-an accelerated rate. |

Salary may be_paid on regular time-rolls and charged against theemployee’s siek
leave with pay, vacation, or compensatory time credit balance during any period prior to the
determlnatlon of ellglblllty for dlsablllty indemnity payment without requiring a 5|gned option
by the employee Sick leave with pay, vacation, or compensatory time credits shall be used
to supplement disability indemnity pay at the minimum rate of one (1) hour unlts

_ This section clarifies and supersedes any conﬂrctlng provnsrons of the Civil Serwce
Commission Rules Wthh are within the Charter authority of the Board of Superwsors

SECTION 28. ‘STATE DISABILITY INSURANCE (SDI) COVERAGE

Upon a statement by a majority of employees in a job code, or by the sole incumbent in
a single “A” position or by the majority of employees in a muiti “A” position, requesting that
they be .e_nrolled in the State Disability Program, the City shall take all necessary action to

Mayor Lee
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complies with the provisions. of federal, state and local disability and anfi-discrimination

"l BOARD OF SUPERVISORS

enroll affected employees therern

SECTION 29. COMPLlANCE WITH DISABILITY AND ANTI- DISCRlMlNATlON

-STATUTES

- This Ordinance shall be interpreted, administered and applied in a manner that

statutes. The. City shall have the right to take whatever aCtlon it deems éppropria'le to
ensure complrance Wrth such laws - - |

A complaint of discrimination may, at the optron of the employee be processed through
the grrevance procedure of this Ordrnance, or through the applrcable Civil Service rules, the
City Administrative Code and federal and state law. [f the employee elects to pursue |
.remedies for discrimlr_ration complaints oulside the procedure of this Ordinance, it shall
constitute a waiver of the right to pursue that complaint through the grievance process. To
the extent permissible by faw if there is an election fo pursue the complaint through the
grievance, it shall constitute a waiver of the right to pursue the complaint in other forums and
grievant shal_l be required to execute a wriﬁe'n acknowledgement of the w'aiver in a form
approved by the City- Attorney.

SECTION 30. TUITION RElMBURSEMENT

The City will allocate $15,000 for.the Tuition Reimbursement Program'for employees
covered by this Ordrnance Employees covered under this Unrepresented Ordinance may
be rermbursed uptoa maximum of $2,000 for tuition, registration fees, books and other
materials for internal or external training p.rograms which will enhance an employee’s work
skills, professional conferences, professional association memberships a'rld.desired licenses
relevant to the employee’s current classification. Tuitlon relmbursemeht must be approved .
by the employee’s Ap_pointing Officer and be in accordance with procedures determined by

Mayor Lee.
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the Human Resources Director. _
Subject to approval by the Appointing Officer or designee and to the extent funds are
available, employees may utilize up to $1,000 of the funds a’vallable to them for that fiscal

year under this section to pay for the cost of reasonable and necessary travel and lodglng

 for approved training. - Travel relmbursement rates shall be as specifi ed in the Controllers

travel pollcy memo however, a $50 per diem will be allowed for meals reqmred when on

| travel status for approved training.

" In addition, subject fo the approval of the employée’s Appointing Officer, an employee

may also be reimbursed up fo $1,000 of the maximum funds avallable to them per fiscal

year for the purchase of Qe'Fse'Hﬂ"—D-l'g'l-taJ—AS—S-l—S-taﬂt—s handheld electronic devices (e. g.

smartphones, tablets) laptop computers, professnonal software and books and

subscnptlms for use in the performance of their City duties. Tuition relmbursement must be o

approved by the employee's Appointing Officer and be in accordance with procedures
determmed by the Human Resources Direcfor. '

SECTION 31. TUlTlON REIMBURSEMENT FOR SUPERVlSlNG CLINICAL
PSYCHOLOGISTS

Each regularly scheduled full-time or part- tlme 2576 Supervising Clinical’ Psychologists
(excludlng as needed employees) may be reimbursed up fo a maximum of $2,000 per fiscal -

year for tumon, intemal or external tramlng programs, professional conferences and -

- professional association membership relevant to the employee’s current classification. The_ |

funds may also be used fo reimburse employees for the purchase of Personal D|gltal

' Assistants, professmnal software, hooks and subscriptions. Tumon reimbursement must be

approved by the employee’s Appomtlng Officer and be in accordance with procedures

determined by the Human Resources Director.

Mayor Lee
BOARD OF SUPERVISORS

Page 28
5/M14/2013

2529




—

N N N N N N - - — —_ — . - - -

~ SECTION 32. SPECIAL EDUCATIONAL LEAVE FOR SUPERVISING CLINICAL
PSYCHOLOGISTS '
Each regularfull time or part time 2576 Supervising Clinical Psychologist (excluding as
needed employees) shall be allowed the requrred number of hours of educational leave with
pay for re-licensure to attend formally orgamzed courses, lnstltutes workshops or classes to

fulfill re-licensure requrrements, as authorized and approved by the Apporn-tmg Officer or

) designee. .'

SECTION 33. RENEWAL FEES FOR CERTIFICATIONS, LICENSES OR

REGISTRATIONS.

When a certificate, license or registration is required by the Civil Service

- Commission as a minimum qualification for -City employmenf, the City will reimburse the

'employee for the amount of the mandatory fee for the renewal of such certificate, license or

registration. .
SECTION 34. BAR DUES

Full-time permanent exernpt employees who, as a condition of employment, are

required to be a rnember of the California State Bar shall be reimbursed for his/her annual

mandatory minimum California State Bar'dues'.
SECTION 35. TRAINING, CAREE_R DEVELOPMENT AND INCENTIVES

Unrepresented employees shall be on paid status when assigned to attend required

~ educational programs scheduled during normal working hours.

.- SECTION 36. LIFE INSURANCE

| Upon becommg eligible to par’ncrpate in the Health Service System under San
Francisco Administrative Code Section 16.700, the City sha!l prowde life | insurance inthe -

amount of $50,000 for all employees covered by this Ordlnance.

Mayor Lee
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SECTION 37. SAFETY EQUIPMENT & PROTECTIVE CLOTHING
All employees covered by this Ordinance shall be provided ‘with safety equipment and
protective clothing in accordance with Cal- OSHA requrrements and as deemed approprrate
by and authorized by the Appointing Officer or de3|gnee
~ SECTION 38. LONG TERM DlSABlLlTY

The City, at its own cost, shall provide to M:scellaneous Unrepresented Employees a

' Long Term Disability (LTD) beneft that provrdes aftera one hundred and eighty (180) day
elimination period, sixty percent salary (60%) (subject to integration) up to age sixty-five

- (65). Employees who are receiving or who are eligible to receive LTD shall be ellglble to

participate in the Crty s Catastrophlc lllness Program only to the extent allowed for in the

ordinance governing such program. .
SECTION 39. PARENTAL RELEASE TIME

Upon proper advance notification, covered employees may be granted up to forty (40)

~hours Pﬂrental Leave per fiscal year four (4) hours of Wthh will be paid leave fo partrmpate

in the actlvrtles of a school or licensed child day care facility of any of the employee’s

* children. Parental leave shall not exceed eight (8) hours in ‘any calendar month of the year.

“In order to qualify for Parental leave the employee must give reasonable notice to
hls/her |mmed|ate superwsor prior to takrng the time off. The employee must provide written
verification from the school or licensed child day care facility that he/she parhcrpated in
school/child care related activities on a specific date and at a partlcular tlme if requested by
management. The employee may utilize either eXIStlng vacation, compensatory time off, or
personal (unpaid) leave to account for absences after the two (2) paid hours per semester
have been used. If both of the Chlld s parents are employed by the City at the same

worksite, the entitlement to a planned absence applies only to the’ parent who first gives

Mayor Lee ~
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 notice.

Denial of Parental Leave under this section is not subject to the gnevance process.

SECT[ON 40. MILEAGE REIMBURSEMENT

Covered employees shall be reimbursed at the Controller's Certiﬁéd rate per mile when
required to use their peréonal vehiclé for City business. o

SECTION 41. GRIEVANCE PROCEDURE,

Definition: : _

A Griévance shall be defined as any dis_pute which involves the inte_rpretation or.
application of fhis Ordinance. The grievance must state the circumsta.nces on which the’
grievant claims to be aggrieved,.the secti‘o,n(é) of the Ordinance which the grievant believes
violatéd and the remedy or solution being sought by the gr_iévént.

General Provisions: |

In no event shall a grievance incfude a claim for money relief-for more thén’a thirty (30)
workihg day period ‘prior to the initiation of the grievance. '

If ’rhe supervisor or Appointing- Officer fails to resp.ond within the required time limits,
the grievant may th:en present the grievance in writing to the next -highér step. If the grievant
fails to prelsent the grievance to the next higher step within the required time linﬁits, then the
gnevance will be considered to be resolved. |

The time limits set forth in thlS gnevance procedure may be extended by mutual
agreement between the parties. '

Any deadline date under this section that falls on a Saturday, Sunday or Holiday shall
be continued to the next business day; |

_ Procedure: |
Step | Immediate Supervisor

Mayor Lee
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~An employee havmg a grievance must ﬁrst discuss it with the employee S lmmedtate
supervisor. The employee S lmmedlate superwsor is the individual who immediately
assigns, reviews or directs the work of an employee. | '
| Ifa solution to the grieyance satisfactory to'the employee and immedlate eupewrsor is
not accompllshed by the informal dlscussmn the employee may pursue the matter further.
The employee shall submit a written statement of the gnevance to the immediate supervisor
| within fifteen (15) calendar days of the facts or event grvmg rise to the gnevance or within
fi fteen (15) calendar days from such time as the employee should have known of the
occurrence thereof. |
The lmmed!ate supervisor will make every effort to. arrive at a prompt resolutlon by

lnvestlgatlng the issue. He/she shall respond w1thln five (5) calendar days.

Step I Department Head/Desngnee | _

_ If the employee is not satisfied with the decision rendered, the 'employee shall submit
the grievance in writing to the d-epartment .head or designee within fifteen (15) calendar days
-of receiving notification of that declsioh; The grievance shall include a specific d escription of
the basis for the claim, the Ordin_ance section(s) believed viclated and the resolution -
deelred. The parties shall meet within fifteen (15) calehdar days, unless a mutually agreed
upon alterative is established. The Department Head/designee shall, within ﬁftee'h (15)
calendar days of receipt of the written grlevénce, ot within ten (10) calendat days of the date
the meeting is held, whichever comes later, respond in writihg to the grievance,. specifying
his/her reason(s) fot concurring with or denying the grieyance._

Step lll Di.recto'r, Employee Relations Division

 lfthe employee' is not satlsﬁed with the decision of the Department H‘ead/deslgnee, the

employee shall submit the grievance to the Employee Relations Director within fifteen (15)
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calendar days after' receipt of the Department’s d_eeision. .

The Director shall have thirty (30) calendar days after receipt of the written grievance in
which to review and seek resolution of _the grievance and to render a decision concurring
with or denying the grievance. The Employeé Relations Director’s decision shall be final
and vbinlding. : |
SECTION 42. SAVINGS CLAUSE

Should any part hereof or any prOVISlon hereln be declared invalid by any decree of
court of Competent Junsdlctlon such invalidation of such part or portlon of this Ordinance
shall not mvall_date the remaining portlons hereof and the remaining portions hereof shall
remain in full force and effeet for the-duration of this ordinance. | lb

Recodifications may have rendered the references to speciﬁc Civil Service Rules and‘

. Charter sections contained here_in incorrect. Such terms will be read as if they accurately
referenced the same sections in theit newty'eodi_ﬁed fotm' as of July 1, 2042 2013.

‘This Ordinance shall be effective July 1, 2042 2073.

APPROVED AS TO FORM:

| DENNIS J. HERRERA, City Attorney

v Mol Gl Bt ot

Chief Labor Attormey
n \Iabor\a5201 3\0002058\00847183.doc
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ATTACHMENT A

LIST OF UNREPRESENTED JOB CODES PURSUANT TO CHARTER SECTION AB.409.1.

001 = Miscellaneous Unrep. Job Codes |

Union Code

Job Code Description

1229 _ Special-Examiner OOT
>1280 Employee Relations Représentative 001
1281 Senior Emp Relations Repfesentative .001
1942 Asst Materials Coordinator 001

- 2561 Optometrist 001
2576 Sprv Clincal Psychologist 001
. 2966 Welfare Fraud Investigator OOT
2967 Sup Welfare Fraud Investigator - 001
3246 Pianist 001
3438 Arborist TechnicTan Supv Il 001
l81 68 »Parking Hearing Supérvisér 001
8247 : Emergency Planning Coordinator 001
8446 Court Alternative Specialist 1 . 001
9144 lnv_esﬁéator, Taxi & Access 5vc§ 001
2530 Labor Relations Rep, SFMTA 001
9531 ‘ Sr. Labor Relations Rep, SFMTA 061
9916 Public Svc Aide-Public Works 001 |
AC35 Bd/Comm Secretary 3 001
Mayoral Staff | 002

0881

: Mayor Lee
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Job Code

Description

Union Code

0882
0883
0884
0885
0886
0887
0888
0889
0890
0891
0892
0901
0902
'6903
0904
0905
1282
'izss
1293
1682
1849
8137

AB44

Mayor Lee
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Mayoral Staff Il
Mayoral Staff Il
Mayoral Staff IV
Mayoral Staff V
Mayoral Staff VI
Mayoral Staff VI
Mayoral Staff Viil

Mayoral Staff. IX

- Mayoral Staff X

Mayoral Staff Xi

Mayoral Staff Xl

Mayoral Staff XIil

* Mayoral Staff XIV

Mayoral Staff XV
Mayoral Staff XVI _

Mayoral Staff XVil

Manager, Employee Relations Div

- Director, Emp Relations Div

Human Resburcesi Director
Controller
Prog Mgr, Bus & Econ Develop

Chf Victim/Witness Invstgtor '

Cfdntal Chf Atty 2,(CvI&Crmnl)
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002

‘002
- 002

002

002

002

002

002 .

002

002
002

002

002

002
002
002
002
002
002
002
002

002
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Job Code

Descri_ption

Urion Code

- AC38
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Assistant Superintendent, Rec
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EDWIN M. LEE
MAYOR

"OFFICE OF THE MAYOR
. SAN FRANCISCO

TO: ~ Angela Calvitlo, Clerk of the Board of Superwsors : , ] ::
'FROM: o Mayor Edwin M. Lee &}'& - - t‘;
RE: Compensation for Unrepresented Employees -

DATE: May 14,2013 I L

i Attached for introduction to the Board of Superwsors is the ordinance fixing
compensation for persons employed by the City and County of San Francisco whose
compensations are subject to the provisions of Section A8.409 of the Charter, in job -
codes not represented by an employee organlzatlon and establishing working
schedules and conditions of employment and, methods of payment, effective July 1,
2012 2013.

I request that this item be cal_e'ndared in Budget and Finance Committee.

Should you have any questions, please contact Jason Elliott (415) 554-5105.

1 DR. CARLTON B. GoobLEtT PrLAcE, RooM 200
SAN FRANCISCO, CALIFORNIA 94102-4681 - \%Ql{ﬁ (4
TELEPHONE: {(415) 554-6141 _
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