LOCAL AND REGIONAL GOVERNMENT
SERVICES AUTHORITIES

Providing Solutions to California Public Agencies

P.O.Box 1350 - Carmel Valley, CA 93924 - 650.587.7300

LGS BOARD AGENDA

Agenda materials may be viewed on the Agency’s web site LGS.CA.gov or by contacting the Executive Director prior to the meeting at the
contact information below.

REGULAR MEETING Cavallo Point
June 10, 2010 The Lodge at the Golden Gate
10:00 a.m. 601 Murray Circle, Suite 2404, Fort Baker

Sausalito, Ca 94965

1. CALL TO ORDER

A. Selection of Board Officers Action

B. Appointment of new JPA Executive Committee Member Action
(Recess to LGS Executive Committee Meeting)

C. Appointment of new JPA Executive Committee Member Action

2. CHANGES TO THE ORDER OF AGENDA

3. APPROVAL OF CONSENT AGENDA
Consent agenda items are considered to be routine and will be enacted by one motion. There will be no
separate discussion on these items unless members of the Board, staff or public request specific items to be
removed for separate action.

A. Approval of June 10, 2009 Minutes Action
4. TREASURER’'S REPORT

A. Approval of Audit with SAS 114 Letter Action

B. Approval of 2011 Budget Action

C. Approval of Investment Policy Update Action

D. Approval of Reserve Policy and Designation of FYE 2010 Reserve Amount Action

5. OLD BUSINESS

A. STARS Update Informational
6. NEW BUSINESS

A. Approval of Rules and Regulations Update Action

B. Satisfaction Survey Information

7. PUBLIC COMMENT
Each speaker is limited to two minutes. If you are addressing the Board on a non-agenda item, the Board may
briefly respond to statements made or questions posed as allowed by the Brown Act (Government Code
Section 54954.2). However, the Board's general policy is to refer items to staff for attention, or have a matter
placed on a future Board agenda for a more comprehensive action or report.

8. NEXT MEETING: June 9, 2011, 11:00 A.M., location to be determined
9. ADJOURN

Americans with Disabilities Act
In compliance with the Americans with Disabilities Act, if you need special assistance to participate in this meeting, please contact Richard
Averett at (831) 308.1508. Notification in advance of the meeting will enable Agency to make reasonable arrangements to ensure accessibility.




DRAFT
LOCAL GOVERNMENT SERVICES
JOINT POWERS AUTHORITY ACTION MINUTES

BOARD MINUTES

The Local Government Services Joint Powers Authority held the annual Board meeting on June 10, 2009 at Cavallo
Point The Lodge at the Golden Gate, Suite 2404, 601 Murray Circle, Fort Baker, Sausalito, Ca 94965. The meeting
was called to order at 1:18 p.m.

1. ROLL CALL
Members: Jean Bonander, LGS Chair
Henry Gardner, LGS Vice-Chair

Other Attendees: Mike Garvey, LGS Executive Committee Chair; Richard Averett, LGS Executive
Director/CFO; and Jennifer Bower, LGS Director of HR

2. CHANGES TO THE ORDER OF AGENDA - None.

3. APPROVAL OF CONSENT AGENDA
A. Approval of June 12, 2008 Minutes
B. Approval of JPA Change of Address
ACTION: M/S Gardner/Bonander to approve the consent agenda without change.
AYES: Chair Bonander, Vice-Chair Gardner
NOES: None
ABSTAIN: None

4. TREASURER’'S REPORT
A. Approval of Investment Policy Update. The Executive Director reviewed the proposed changes to the
Investment Policy.
ACTION: M/S Gardner/Bonander to approve the Investment Policy update as presented.
AYES: Chair Bonander, Vice-Chair Gardner
NOES: None
ABSTAIN: None

5. OLD BUSINESS

A. Approval of Personnel Rules, Regulations and Policies Update. The Director of Human Resources
reviewed the proposed changes to the Personnel Rules, Regulations and Policies, and noted that JPA
legal counsel had reviewed and approved the updates. Vice Chair Gardner led discussion.

ACTION: M/S Gardner/Bonander to approve Personnel Rules, Regulations and Policies update.

AYES: Chair Bonander, Vice-Chair Gardner

NOES: None

ABSTAIN: None

6. NEW BUSINESS

A. Approval of Adopting the Proposed FY2010 Budget. The Executive Director reviewed and the Board
Members discussed the budget. It was suggested that a reserve be established from the retained
earnings.

ACTION: M/S Gardner/Bonander to approve the FY2010 Budget as presented.

AYES: Chair Bonander, Vice-Chair Gardner

NOES: None

ABSTAIN: None

7. PUBLIC COMMENT - None.
8. NEXT MEETING — June 10, 2010, at 11:00 a.m. at Cavallo Point.

9. ADJOURNED - Meeting adjourned at 1:28 p.m.



LOCAL AND REGIONAL GOVERNMENT
SERVICES AUTHORITIES

Providing Solutions to California Public Agencies

P.O.Box 1350 - Carmel Valley, CA 93924 - 650.587.7300
T0O: BOARD OF DIRECTORS EC Meeting: 06-10-10
FROM: RICHARD H. AVERETT, CFO/Treasurer Iltem: 4A

SUBJECT: APPROVAL OF AUDIT REPORTS FOR FISCAL YEAR ENDING JUNE 30, 2009

RECOMMENDATION
Review and approve the independent audit reports for fiscal year 2009, along with review of
accompanying SAS 114 Letter.

BACKGROUND

The outside audit firm of Mayer Hoffman McCann, P.C. was retained to complete the fiscal year (FY)
2007 and FY 2008 audits of both Local and Regional Government Services Authorities. Mayer Hoffman
was retained to perform the FY2009 audits, and the audits were finalized distributed electronically and in
hardcopy form earlier this year. All audit reports are posted to the JPA’s web site.

AUDIT RESULTS

Summaries of LGS and RGS audit results are below, with more information and analysis in the
Management Discussion and Analysis section of each audit report. Overall, the FY2009 audit results
indicate continuation of very positive financial results based on a sound business model. These financial
results better enable the JPAs to provide quality services to our clients and employees.

LGS FINANCIAL HIGHLIGHTS
e Total net assets increased $278,316 in FY2009 and $322,081 in FY2008.
e Revenues from client reimbursements for services provided increased in FY2009 by 988,831
FY2008 and increased in FY2008 by $927,453 from the 2007 fiscal year.
e Total operating expenditures in FY2009 increased $1.03 million and in FY2008 increased
$566,867 from the 2007 fiscal year.
e Net assets at the end of FY2009 were $624,466 and at the end of FY2008 were $346,150.

RGS FINANCIAL HIGHLIGHTS
e Total net assets increased $54,380 in FY2009 and increased $11,138 in FYY2008.
e Revenues from client reimbursements for services provided increased $236,881 in FY2009 from
fiscal year 2008 and $1.08 million in FY2008 from fiscal year 2007.

e Total operating expenditures increased $193,639 in FY2009 and increased $1.07 million in
FY2008 from FY2007.

e Net assets at the end of the fiscal year were $59,734 in FY2009 and were $5,354 in FY2008.




Mayer Hoffman McCann P.C.
An Independent CPA Firm

2301 Dupont Drive, Suite 200
Irvine, California 92612
949-474-2020 ph
949-263-5520 fx
www.mhm-pc.com

To the Audit Committee and Management
Local Government Services Authority

We have audited the financial statements of Local Government Services Authority ("Authority™) for the
year ended June 30, 2009, and have issued our report thereon dated February 10, 2010. Professionat
standards require that we provide you with the following information related to our audit,

Qur Responsibility under U.S. Generally Accepted Auditing Standards

As stated in our engagement letter dated March 30, 2009, our responsibility, as described by
professional standards, is to express opinions about whether the financial statements prepared by
management with your oversight are fairly presented, in all material respects, in conformity with U.S.

generally accepted accounting principles. Our audit of the financial statements does not relieve you or
management of your responsibilities.

Our responsibility is to plan and perform the audit to obtain reasonable, but not absolute, assurance
that the financial statements are free of material misstatement. As part of our audit, we considered the
internal control of Local Government Services Authority. Such considerations were solely for the

purpose of determining our audit procedures and not to provide any assurance concerning such
internal control.

Planned Scope and Timing of the Audit

We performed the audit according to the planned scope and timing previously communicated to you.

Fieldwork was finished in August 2009. Significant risks of material misstatement addressed by our
auditing procedures included:

Fraud risk for cash receipts and cash disbursements
* Risk of improper revenue recognition
+ Risk of unallowable expenses

Significant Audit Findings

We did not identify any deficiencies in internal control we consider to be a material weakness.
Qualitative Aspects of Accounting Practices

Management is responsible for the selection and use of appropriate accounting policies. The significant
accounting policies used by Local Government Services Authority are described in Note 1 to the
financial statements. No new accounting policies were adopted and the application of existing policies
was not changed during 2009. We noted no transactions entered into by the Authority during the year
for which there is a lack of authoritative guidance or consensus. There are no significant transactions

that have been recognized in the financial statements in a different period than when the transaction
occurred.

Accounting estimates are an integral part of the financial statements prepared by management and are
based on management’'s knowledge and experience about past and current events and assumptions
about future events. Certain accounting estimates are particularly sensitive because of their
significance to the financial statements and because of the possibility that future events affecting them

may differ significantly from those expected. Significant judgments and estimates reflected in the
Authority's financial statements and disclosures include:
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+ Estimates involving revenues and expenses to be accrued as of year end.
Difficulties Encountered in Performing the Audit

We encountered no significant difficulties in dealing with management in performing and completing our
audit.

Corrected and Uncorrected Misstatements

Professional standards require us fo accumulate all known and likely misstatements identified during

the audit, other than those that are trivial, and communicate them to the appropriate level of
management,

The following audit adjustments were made as of June 30, 2009:

1. Cash held by Regional Government Services Authority in LAIF was reported as an addition to
cash that had been recorded on the Authority’s records as a due from other governments.

2. Currently, it is the practice of the Authority to record some compensated absences when earned
and some compensated absences when time off is requested by employees (direct billing).
When a liability is set up, a receivable from the contracting agency should be recorded rather
than a contra account. In accordance with GAAP, compensated absences should be recorded
as a liability when earned by the employees and not only when time off is requested by the
Authority’'s employees. As a result of applying GAAP to compensated absences, a
compensated liability was set up and a corresponding expense was recorded. Additionally, an

unbilled receivable from contracting agencies was set up and corresponding revenue was
recorded.

3. Reduced accounts receivable and deferred revenue accounts for billings which had been
recorded in QuickBooks as of year-end, but were not earned or received as of June 30, 2009.

The above entries did not have an effect on the change in net assets.
Disagreements with Management

For purposes of this letter, professional standards define a disagreement with management as a
financial accounting, reporting, or auditing matter, whether or not resolved to our satisfaction, that could
be significant to the financial statements or the auditor's report. We are pleased to report that no such
disagreements arose during the course of our audit.

Management Representations

We have requested certain representations from management that are included in the management
representation letter dated February 10, 2010.

Management Consultations with Other Independent Accountants

In some cases, management may decide to consult with other accountants about auditing and
accounting matters, similar to obtaining a “second opinion” on cerfain situations. If a consuitation
involves application of an accounting principle to the business unit’'s financial statements or a
determination of the type of auditor's opinion that may be expressed on those statements, our
professional standards require the consulting accountant to check with us to determine that the

consultant has all the relevant facts. To our knowledge, there were no such consultations with other
accountants.

Other Audit Findings or Issues

We generally discuss a variety of matters, including the application of accounting principles and
auditing standards, with management each year prior to retention as the governmental unit's auditors.
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However, these discussions occurred in the normal course of our professional relationship and our
responses were not a condition to our retention.

This information is intended solely for the use of the Audit Committee and management of Local
Government Services Authority and is not intended to be and should not be used by anyone other than
these specified parties.

/77%,44%% e Cann 2.0 .

Irvine, California
February 10, 2010
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Mayer Hotfman MeCann PO,
An Independent CPA Firm

2301 Bupont Drive, Suite 200
irvine, Catifornia 22612
949-474-2020 ph
949-263-5520 fx
www.mhm-pc.com

Board of Directors
Local Government Services Authority
Carmel Valley, California

INDEPENDENT AUDITORS’ REPORT

We have audited the accompanying basic financial statements of the Local Government Services
Authority (the “Authority”) as of and for the years ended June 30, 2009 and 2008 as listed in the
table of contents. These basic financial statements are the responsibility of the management of
the Authority. Our responsibility is to express an opinion on these basic financial statements
based on our audits.

We conducted our audit in accordance with auditing standards generally accepted in the United
States of America. Those standards require that we plan and perform the audit to obtain
reasonable assurance about whether the financial statements are free of material misstatement.
An audif includes examining, on a test basis, evidence supporting the amounts and disclosures in
the financial statements. An aundit also includes assessing the accounting principles used and
significant estimates made by management, as well as evaluating the overall financial statement
presentation. We believe that our audits provide a reasonable basis for our opinion.

In our opinion, the basic financial statements referred to above present fairly, in all material
respects, the financial position of the Authority as of June 30, 2009 and 2008 and the results of
its operations and its cash flows for the years then ended in conformity with accounting
principles generally accepted in the United States of America.

The information identified in the accompanying table of contents as management’s discussion
and analysis is not a required part of the basic financial statements, but is supplementary
information required by accounting principles generally accepted in the United States of
America. We have applied certain limited procedures, which consisted principally of inquiries of
management regarding the methods of measurement and presentation of the supplementary
information. However, we did not audit the information and do not express an opinion on it.

VP lagper itoFiman fHe lann FoC

Irvine, California
February 10, 2010
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LOCAL GOVERNMENT SERVICES AUTHORITY
MANAGEMENT’S DISCUSSION AND ANAT.YSIS
For the Fiscal Years ended Jure 30, 2009 and 2008

The following discussion and analysis of the financial performance of Local Government
Services Authority (“Authority”) provides an overview of the Authority’s financial activities for
the fiscal years ended June 30, 2009 and 2008. Please read it in conjunction with the financial
statements 1dentified in the accompanying table of contents.

FINANCIAL HIGHLIGHTS

s Total net assets increased $278,316 in FY2009 and increased $322,081 in FY2008.

¢ Revenues from client reimbursements for services provided increased $988,831 in
FY2009 from fiscal year 2008 and $927,453 in FY2008 from fiscal year 2007,

¢ Total operating expenditures increased $1.03 million in FY2009 from the 2008 fiscal
year and increased $566,867 in FY2008 from FY2007.

¢ Net assets at the end of the fiscal year are $624,466 in FY2009 and were $364,150 in
FY2008.

OVERVIEW OF THE FINANCIAL STATEMENTS
Using the Accompanving Financial Statements

The annual report consists of three parts — management’s discussion and analysis (this section),
the basic financial statements, and notes to the basic financial statements:

The basic financial statements include the following:

¢ The Statement of Net Assets provides both long-term and short-term information about the
Authority’s overall financial status.

¢ The Statement of Revenues, Expenses and Changes in Net Assets reports the revenues and
expenses of the Authority for the fiscal year on an accrual basis of accounting and relates this
to the increase in the net assets of the Authority.

* The Statement of Cash Flows reports the Authority’s operating cash flow and reconciles
operating income to the net cash provided by operating activities.

The notes to the financial statements provide additional information about the nature of the
Authority's activities and operations and its significant accounting policies, as well as, more
detailed explanations about some of the information contained in the basic financial statements.

The Authority operates as an enterprise, meaning that charges for services are expected to cover
all expenses. Therefore, the Authority uses proprietary fund statements.

Proprietary fund statements offer short- and long-term financial information about the activities
the government operates in a manner similar to a private business.

Government Fund Reporting:

Figure A-1 summarizes the major features of government financial statements, including the
portion of the government they cover and the types of information they contain. Because the
Authority is an enterprise fund, the financial statements adhere to the Proprietary Funds format.



Figure A-1

Major Features of Government-wide and Fund Financial Statements

Government-wide
Statements

Governmental Funds

Fund Statements

Fiduciary Funds

P_rob_rietérv Funds

Scope

Entire Authority
government (except
fiduciary funds) and
the Authority’s
COMPONEnt units

The activities of the
Authority that are
not proprietary or
fiduciary

Activities the -

-Authority operates
‘similar to private
-businesses !

Instances in which
the Anthority is the

| trustee or agent for

someone else’s
resources

Required financial
statements

¢ Statement of net
assets

& Statement of
activities

Balance sheet
Statement of
revenues,
expenditures
and changes in
fund balances

- & Statement of net

assets

. - Statement of

; Tevenues,

" expenses and

~changes in net
assets .

e . Statement of

s Statement of
fiduciary net
assets

¢ Statement of
changes in
fiduciary net
assets

-cash flows

Accounting basis
and measurement
focus

Accrual accounting
and economic
resources focus

Modified accrual
accounting and
current financial
resources focus

- and economic
- resources focus

Modified accrual
accounting and
SCONOTINC resources
focus

Type of asset/
liability information

All assets and
liabilities, both
financial and capital,
and short-term and
long-term

Only assets expected
to be used up and
Habilities that come
due during the year
or soon thereafter;
no capital assets or
long-term debt
included

Al assets and
- liabilities, both -
financial and capital,

and short-term and

- fong-term ~ -

All assets and
lizhilities, both
short-term and long-

|1 termy; the Authority’s

fiduciary funds do
not currently contain
capital assets,
although they can

Type of inflow/
outflow information

All revenues and
expenses during the
vear, regardless of
when cash is
recetved or paid

Revenues for which
cash is received
during or soon after
the end of the year;
expenditures when
goods or services
have been received
and payment is due
during the year or
scon thereafier

: All revenues and |

expenses during the
year, regardless of
when cash is
received or paid

All revenues and
expenses during the
year, regardless of
when cash is
received or paid.

Reporting the Authority as a Whole

The accompanying basic financial statements include two statements that present financial data
for the Authority as a whole. One of the most important questions asked about the Authority’s
finances is, “Is the Authority, as a whole, better off or worse off as a result of the year’s
activities?” The Statement of Net Assets and the Statement of Revenues, Expenses and Changes
in Net Assets report information about the Authority as a whole and about its activities in a way
that helps answer this question. These statements include a/l assets and liabilities using the
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accrual basis of accounting, which is similar to the accounting used by most private-sector
companies. All of the current year’s revenues and expenses are taken into account regardless of
when cash is received or paid.

These two statements report the Authority’s net assets and changes in them. You can think of the
Authority’s net assets — the difference between assets and liabilities —as one way to measure the
Authority’s financial health, or financial position. Over time, increases and decreases in the
Authority’s net assets are one indicator of whether its financial health is improving or
deteriorating. You will need to consider other factors, however, such as changes client
needs/agreements for services and changes in the Authority’s cost structure, to assess the overall
health of the Authority.

In the Statement of Net Assets and the Statement of Revenues, Expenses and Changes in Net
Assets, the Authority services are presented as Business-type activities:

* Business-type activities — The Authority charges a fee to customers to help it cover all of the
cost of the services accounted for in the fund.

Reporting the Authori‘w_’s Proprietary Fund

The accompanying basic financial statements provide detailed information on the Authority’s
only fund — and thus the Authority as a whole. The Authority Board may establish other funds to
help it control and manage money for particular purposes or to show that it is meeting
administrative responsibilities for using certain grants or other money. The Authority’s one fund
18 a proprietary fund.

Proprietary funds — When an agency charges customers for the services it provides — whether to
outside customers or to other units of the agency — these services arc generally reported in
proprietary funds. Required financial statements for proprietary funds include a Statement of Net
Assets; a Statement of Revenues, Expenses and Changes in Net Assets; and a Statement of Cash
Flows.



LOCAL GOVERNMENT SERVICES AUTHORITY
Statement of Net Assets
June 30, 2807, 2008 & 2009

Table 1
Business-Type
Activities
2007 2008 2009

ASSETS
Current Assets 51,345,769  $1,223,463  $1,400,816
Capital Assets - - -
Total assets $1,345,769 51,223,463 31,400,816
LIABILITIES:
Long-term Debt Outstanding 419,087 209,781 290,567
Liabilities 902,613 667,532 485,783

Total Liabitities $1,321,700 $877,313 $776,350
NET ASSETS:

Invested in Capital Assets-

Net of Debt - - -
Reserved - - -
Unreserved 24,069 346,150 624,466

Total Net Assets 24,069 346,150 624,460

Total net assets and liabilities 51,345,769 §1,223.463 $1,400,810

The increase in net assets is an indication that the overall financial position of the Authority
improved during each of the last two years; by $278,316 in FY2009 and by $322,081 in FY2008,
as indicated in the Changes in Net Assets Table 2 below. The net assets of the Authority’s
business-type activities increased by 80 percent in 2009 and by over 1300 percent in 2008. The
net assets (financial position) of the Authority changed as a result of client revenues increasing

more than payroll and administrative expenditures increased as described below for the business-
type activities of the Authority.



A summary of the statement of activities follows:

Change in Net Assets — Year Ended
June 30, 2007, 2008 & 2609

Table 2
Business - Type Activities
2067 2008 2009

Operating Revenues
Charges for services $3,474,887 § 4,402,340 $ 5,391,171

Total revenues $3474887 5 4402340 § 5,391,171
Operating Expenses
Salaries and bencfits 3,125,837 3,731,748 4,541,129
Professional services 41,819 1,219 &
Administration 345,736 347,292 571,726

Total expenses 3,513,392 4,080,259 5,112,855

Change in net assets {38,505) 322,081 278,316
Beginning net assets 62,574 24 069 346,150
Ending net assets 5 24,069 5 346,130 5 624466

Business-Type Activities

Revenues of the Authority’s operations (see Table 2) increased by 22 percent in FY2009 and by
27 percent in FY2008. Operating expenses increased by 25 percent in FY2009 from FY2008,
and increased by 16 percent from FY2007 to FY2008.

LONG-TERM DEBT

At the end of the 2006 fiscal year, the Authority (JPA) ended its services agreements with the
City of San Carlos. The Authority and the City determined that the Authority owed the City a
net $74,722 for Human Resources and Financial services provided by the City. The two parties
agreed to a payment schedule, with the balance to be paid within two years of March 1, 2008,
accruing interest at five percent per year. This note was paid in full during FY2008. Additional
information on the Authority’s Jong-term debt can be found in the notes to the accompanying
bastc financial statements.

BUDGET VERSUS ACTUAL PERFORMANCE

In FY2009, the primary reason for the variances from budget was the growth in client services
during the fiscal year. This growth is reflected in revenues and expenditures significantly (46
percent and 43 percent, respectively) above budgeted levels. The budget was adopted
anticipating a $128,600 addition to net earnings. Client growth and controlled administrative
expenditures resulted in a more than doubling of the budgeted addition to net earnings.




Budget Performance — Budget vs. Actual

June 30, 2069
Table 3
Budget Performance
Budget vs. Actual
FY09 FY09
Budget Actual Variance
Operating Revennes
Charges for Services $3,700,800  $5,391,171 $1,690,371
Total Revenues $3,700,800  $5,391,171 51,690,371
Operating Expenses
Salaries and Benefits 3,140,300 4,541,129 (1,400,829
Professional Services 17,000 0 17,000
Administration 7 414,900 571,726 (156,826
Totai Expenses 3,572,200 5,112,855 (1,540,635}
Net Addition/(Reduction) in net Assets $128,600 $278,316 £149 716

Future Financial Performance

No existing major client is anticipated to discontinue JPA services in fiscal year 2010. However,
JPA support services remain structured so that changes in service demand can quickly adjust up
or down to client needs. Therefore, we do not expect normal fluctuations in the number of
clients or level of client services provided to significantly impact the JPA’s financial position.
Additional client growth has historically more than offset decreased revenue from projects
completed during the year.

Since restructuring its administrative functions during fiscal year 2008, the JPA has experienced
sustained financial performance. The JPA has been successful in adding new clients to replace
completed client assignments. Management is not aware of any other commitments or
conditions that may have a significant impact on the financial condition or operating results of
the Authority after the date of the financial statements presented.

Contacting the Authority’s Financial Management

This financial report is designed to provide our customers and creditors with a general overview
of the Authority’s finances and to show the Authority’s accountability for the money it receives,
1f you have questions about this report or need additional financial information, contact the Chief
Financial Officer, Local Government Services Authority, PO Box 1350, Carmel Valley, CA
93924,



BASIC FINANCIAL STATEMENTS



LOCAL GOVERNMENT SERVICES AUTHORITY

Statements of Net Assets
Tune 30, 2009 and 2008

Assets

Current assets:
Cash and investments (note 2)
Accounts receivable

Total current assets

Total assets
Liabilities

Current liabilities:
Accounts payable
Due to other governments
Deferred revenue
Client deposits
Compensated absences - current portion (note 3)

Total current liabilities

Noncurrent labilities:
Compensated absences - long term (note 3)

Total noncurrent liabilities

Total liabilities

Net Assets

Net assets:

Unrestricted

Total net assets

See accompanying notes to the basic financial statements.
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2009

2008

$ 806,662 $ 733,844

504,154 489,619
1,400,816 1,223 463
1,400,816 1,223,463
147,249 175411

; 49,623

- 129,000

241,679 243,571
96,855 69,927
485,783 667,532
290,567 209,781
290,567 209,781
776,350 877,313
624,466 346,150
$ 624,466 $ 346,150




LOCAL GOVERNMENT SERVICES AUTHORITY

Statements of Revenues, Expenses and Changes in Net Assets

Years ended June 30, 2009 and 2008

Operating revenues:
Charges for services

Total operating revenues

Operating expenses:
Salaries & benefits
Professional services
Administration

‘Total operating expenses

Change in net assets

Net assets at beginning of year

Net assets at end of year

2009 2008
$ 5,391,171 § 4,402,340
5,391,171 4,402,340
4,541,129 3,731,748
- 1,219
571,726 347,292
5,112,855 4,080,259
278,316 322,081
346,150 24,069
$ 624,466 $§ 346,150

See accompanying notes to the basic financial statements.
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LOCAL GOVERNMENT SERVICES AUTHORITY
Statements of Cash Flows

Years ended June 30, 2009 and 2008

Cash flows from operating activities:
(Cash received from customers

$ 5,155,744 § 4,609,087

Cash paid to suppliers for goods and services {599,888) (298,740)
Cash paid to employees for services (4,433,415)  (3,796,4006)
Net cash provided by (used for) operating activities 122,441 513,941
Cash flows from noncapital financing activities:
Cash paid to other governments (49.623) -
Principal paid - (74,721)
Net cash provided by (used for) operating activities (49,623) (74,721)
Net mcrease (decrease) in cash and cash equivalents 72,818 439,220
Cash and cash equivalents at beginning of year 733,844 294,624
Cash and cash equivalents at end of year $ 806,662 733,844
Reconciliation of change in net asset to net
cash provided by (used for) operating activities:
Change m net assets $ 278316 322,081
Adjustments to reconcile change in net asset
to net cash provided by (used for)
operating activities:
{Increase) decrease in accounts receivable (104,535) 119,176
Increase (decrease) in accounts payable (28,162) 49,771
Increase (decrease) in deferred revenue (129,000) 129,000
Increase (decrease) in client deposits (1,892) (41,429)
[ncrease (decrease) in compensated absences 107,714 (64,658)
Total adjustments (155,875} 191,860
Net cash provided by (used for) operating activities § 122441 513,941

There were no noncash financing or investing activities for the period ended June 30, 2009 and 2008.

See accompanying notes to the basic financial statements.
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(1)

LOCAL GOVERNMENT SERVICES AUTHORITY
Notes to the Basic Financial Statements

Years ended June 30, 2009 and 2008

Summary of Significant Accounting Policies

Nature of Business

The Local Government Services Authority (the “Authority”) was organized March 1,
2001 under the provisions of the Joint Exercise of Powers Act of the Government Code
of the State of California. The purpose of the Authority is to provide services for public
agencies and other non-profit entities at reduced net costs.

Members of the Authority currently include the City of Larkspur and the Association of
Bay Area Governments (ABAG). A two-member board consisting of one representative
from each member controls the Authority. None of the member entities exercise specific
control over budgeting and financing of the Authority’s activities beyond their
representation on the board. Accounting services are provided by McGilloway, Ray,
Brown & Kaufiman.

The following is a summary of the significant accounting policies of the Authority:

Basis of Accounting

The Authority is accounted for as an enterprise fund (proprietary fund type). A fund is an
accounting entity with a self-balancing set of accounts established to record the financial
position and results of operations of a specific governmental activity. The activities of
enterprise funds closely resemble those of ongoing businesses in which the purpose is to
conserve and add to basic resources while meeting operating expenses from current
revenues. Enterprise funds account for operations that provide services on a continuous
basis and arc substantially financed by revenues derived from user charges. The
Authority utilizes the accrual basis of accounting. Revenues are recognized when earned
and expenses are recognized as they are incurred.

The Authority applies all applicable GASB pronouncements in accounting and reporting
for proprietary operations as well as the following pronouncements issued on or before
November 30, 1989, unless those pronouncements conflict with or contradict GASB
pronouncements: Financial Accounting Standards Board (FASB) Statements and
Interpretations, Accounting Principles Board (APB) Opinions, and Accounting Research
Bulletins (ARB’s) of the Committee on Accounting Procedure.

Investments

For financial reporting purposes, investments are adjusted to their fair value whenever the
difference between fair market value and the carrying amount is material. Changes in fair
value that occur during a fiscal year are recognized as imvestment income reported for
that fiscal year. Investment income includes interest earnings, changes in fair value, and
any gams or Josses realized upon the liquidation or sale of investments.

11



(L

LOCAL GOVERNMENT SERVICES AUTHORITY
Notes to the Basic Financial Statements

(Continued)

Summary of Significant Accounting Policies, (Continued)

Cash Eauivalents

For the purposes of the statement of cash flows, cash equivalents are defined as short-
term, highly liquid investments that are both readily convertible to known amounts of
cash or so near their maturity that they present insignificant risk of changes in value
because of changes in interest rates, and have an original maturity date of 3 months or
less.

Receivables
The Authority extends credit to customers in the normal course of operations. The
Authority did not experience any significant bad debt losses; accordingly, no provision

has been made for doubtful accounts, and accounts receivable is shown at full value.

Compensated Absences

The Authority has a PTO (paid time off) policy in effect. It is the Authority's policy to
permit employees to accumulate carned but unused vacation leave. Vacation hours can
accrue up to a maximum of two times the annual allowable amount, subject to the
individual employment agreement. The Authority pays all eamed vacation pay upon
termination. All accumulated vacation pay is recorded as an expense and a liability at the
time the benefit is earned.

Use of Estimates

In preparing financial statements in conformity with generally accepted accounting
principles, management makes estimates and assumptions that affect the reported
amounts of assets and liabilities and the disclosure of contingent assets and liabilities at
the date of the financial statements and revenues and expenses during the reporting
period. Actual results could differ from those estimates.

Reclassifications

Certain reclassifications and format changes have been made to prior year amounts to
conform to the current year presentation.
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LOCAL GOVERNMENT SERVICES AUTHORITY
Notes to the Rasic Financial Statements

(Continued)

Cas_h and Investments

Cash and investments held by the Authority at June 30, 2009 consist of the following:

Deposits with financial institutions $ (54,895)
Investments 861,557
Total cash and investments $806,662

Cash and investments held by the Authority at June 30, 2008 consist of the following:

Deposits with financial institutions $ 366
Investments 733,478
Total cash and investments $ 733,844

Investments Authorized by _the California Government Code and the Authority’s
Investment Policy

The table below identifies the investment types that are authorized for California local
governments by the California Government code. The Authority's investment policy is
more restrictive as fo investment vehicles permitted for use by the Authority. The table
also identifies certain provisions of the California Government Code (or the Authority’s
investment policy, if more restrictive) that address interest rate risk, credit risk, and
concentration of credit risk.

Autkﬁ)rized Max Maxi
Investment Types Tnvestment *Maximum Percentage Of  Investment
Authorized by State Law Policy = Maturity Portfolio In One Issuer
Local Agency Bonds Yes 5 years None None
U.S. Treasury Obligations Yes 5 years None None
U.S. Agency Securities Yes 5 years None None
Banker's Acceptances No 180 days 40% 30%
Commercial Paper No 270 days 25% 16%
Negotiable Certificates of Deposit Yes 5 years 25% None
Repurchase Agreements No 1 year None None
20% of base
Reverse Repurchase Agreements No 92 days value None
Medium-Term Notes No 5 years 30% None
Mutual Funds No N/A 20% 10%
Money Market Mutual Funds No N/A 20% 10%
Mortgage Pass-Through Securities No 5 years 20% None
County Pooled Investment Funds (JPA) Yes N/A None None
Local Agency Investment Fund (LAIF) Yes N/A 40 million None

*Based on state law requirements or investment policy requirements, whichever is more restrictive.
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LOCAL GOVERNMENT SERVICES AUTHORITY
Notes to the Basic Financial Statements

(Continued)

Cash and Investments, (Continued)

Disclosures Relating to Interest Rate Risk

Interest rate risk is the risk that changes in market interest rates will adversely affect the
fair value of an investment. Generally, the longer the maturity of an investment, the
greater the sensitivity of its fair value to changes in market interest rates. One of the ways
that the Authority manages its exposure to interest rate risk is by purchasing a
combination of shorter term and longer term investments and by timing cash flows from
maturities so that a portion of the portfolio is maturing or coming close to maturity
evenly over time as necessary to provide the cash flow and liquidity needed for
operations,

Information about the sensitivity of the fair values of the Authority’s investments
(including investments held by bond trustee) to market interest rate fluctuations is
provided by the following table that shows the distribution of the Authority’s investments
by maturity for year ended June 30, 2009:

Remaining Maturing (in Months)
12 Months 13t0 24 25to 60 More Than

Investment Tvpe Total Orless Months Months 60 Months

CalTRUST investment pool § 605,020 605,020 - - -
State investment pool (LAIF) 256,537 256,537 - - -

Total $ 861,557 861,557 - - -

Information about the sensitivity of the fair values of the Authority’s investments
(including investments held by bond trustee) to market interest rate fluctuations is
provided by the following table that shows the distribution of the Authority’s investments
by maturity for year ended June 30, 2008;

Remainineg Maturing {in Months)
12 Months 13t024 25to 60 More Than
Investment Type Total Orless Moniths Months 60 Months

State investment pool (LATF) $733.478 733,478 - - -
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LOCAL GOVERNMENT SERVICES AUTHORITY
Notes to the Basic Financial Statemenis

{Continued)

Cash and Investments, (Continued)

Disclosures Relating to Credit Risk

Generally, credit risk is the risk that an issuer of an investment will not fulfill its
obligation to the holder of the investment. This is measured by the assignment of a rating
by a nationally recognized statistical rating organization. Presented below is the
minimum rating required by (where applicable) the California Government Code, the
Authority’s investment policy, or debt agreements, and the actual rating as of year end
June 30, 2009 for each investment type was as follows.,

Minimum Exempt __Rating as of Year End

Legal From Not

Investment Type Total Rating Disclosure AAA Aa Rated
CalTRUST investment pool  $605,020 N/A - - - 605,020
State investment pool (LAIF) 256,537 N/A - - - 256,537
Total $861,557 N/A - - - 861,557

Presented below is the minimum rating required by (where applicable) the California
Government Code, the Agency’s investment policy, or debt agreements, and the actual
rating as of year end June 30, 2008 for each investment type was as follows.

Minimum Exempt Rating as of Year End

Legal From Not
Investment Type Total Rating Disclosure AAA Aa Rated
State investment pool (LAIF) $733.478 N/A - - - 733,478

Concentration of Credit Risk

The investment policy of the Authority contains no limitations on the amount that can be
mvested in any one issuer beyond that stipulated by the California Government Code.
There are no investments in any one issuer that represent 5% or more of total Authority
mvestments for the years ended June 30, 2009 and 2008, respectively.

Custodial Credit Risk

Custodial credit risk for deposits is the risk that, in the event of the failure of a depository
financial institution, a government will not be able to recover its deposits or will not be
able to recover collateral securities that are in the possession of an outside party. The
custodial credit risk for investments is the risk that, in the event of the failure of the
counterparty (e.g., broker-dealer) to a transaction, a government will not be able to
recover the value of its investment or collateral securities that are in the possession of
another party. The California Government Code and the Authority’s investment policy do
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LOCAL GOVERNMENT SERVICES AUTHORITY
Notes to the Basic Financial Statements

(Continued)

Cash and Investments, {Continued)

Custodial Credit Risk, (Continued)

not contain legal or policy requirements that would limit the exposure to custodial credit
risk for deposits or investments, other than the following provision for deposits: The
California Government Code requires that a financial institution secure deposits made by
state or local governmental units by pledging securities in an undivided collateral pool
held by a depository regulated under state law (unless so waived by the governmental
unit). The market value of the pledged securities in the collateral pool must equal at least
110% of the total amount deposited by the public agencies. California law also allows
financial institutions to secure Authority deposits by pledging first trust deed mortgage
notes having a value of 150% of the secured public deposits.

Investment in State Investment Pool

The Authority is a voluntary participant in the Local Agency Investment Fund (LAIF)
that is regulated by the California Government Code under the oversight of the Treasurer
of the State of California. The fair value of the Authority’s investment in this pool is
reported in the accompanying financial statements at amounts based upon the Authority’s
pro-rata share of the fair value provided by LAIF for the entire LAIF portfolio (in relation
to the amortized cost of that portfolio). The balance available for withdrawal is based on
the accounting records maintained by LAIF, which are recorded on an amortized cost
basis.

Investment in CalTRUST Investment Pool

The Authority 158 a voluntary participant m the Investment Trust of California
(CalTRUST), a public joint powers authority formed to pool and invest the funds of
public agencies. CalTRUST invests in fixed income securities eligible for investment
pursuant to California Government Code Sections 53601 and 53635. Investment
guidelines adopted by the board of Trustees may further restrict the types of investments
help by the Trust. Leveraging within the Trust’s portfolios is prohibited. The fair value
of the Authority’s investment in this pool is reported in the accompanying financial
statements at amounts based upon the Authority’s pro-rata share of the fair value
provided by CalTRUST for the entire CalTRUST portfolio (in relation to the amortized
cost of that portfolio). The balance available for withdrawal is based on the accounting
records maintained by CalTRUST, which are recorded on an amortized cost basis.
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(Continued)

{3} Long-Term Debt

The following is a schedule of changes in long-term liabilities for the year ended June 30,
2009:

Portion
Due
Balance at Balance at Within
July 1, 2008  Additions Deletions  June 30,2009 One Year

Compensated absences 279,708 221,134 113,420 387,422 56,855
Total $279.708 221,134 113,420 387,422 96,835
The following is a schedule of changes in long-term liabilities for the year ended June 30,
2008:
Portion
Due
Balance at Balance at Within
July 1,2007 Additions Deletions June 30,2008 One Year
Note Payable:
City of San Carlos $74.721 - 74721 - -
Subtotal 74,721 - 74.721 - -
Compensated absences 344.366 196.300 260,958 279,708 69.927
Subtotal 344,366 196,300 260,958 279,708 69,927
Total $419.087 196.300 335,679 279,708 69,927

Note Payable to City of San Carlos

The contract for services between the Authority and the City of San Carlos was mutually
terminated as of July 1, 2006. Upon termination of services, the Authority is to pay the
City of San Carlos $104,721, payable over 3 years. The note called for a schedule of
principal payments beginning March 1, 2007, and interest to be paid on the remaining
balance accrued as of March 1, 2007, at an interest rate of 5% per annum. The note was
paid off ahead of schedule, during the fiscal year ended June 30, 2008.
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{Continued)

Defined Benefit Pension Plan (PERS)

Plan Description

The Authority contributes to the California Public Employees Retirement System
(PERS), a cost-sharing multiple-employer public employee defined benefit pension plan.
PERS provides retirement and disability benefits, annual cost-of-living adjustments, and
death benefits to plan members and beneficiarics. PERS acts as a common investment
and administrative agent for participating public entities within the State of California.
PERS issues a publicly available financial report that includes financial statements and
required supplementary information for the cost sharing plans that are administered by
PERS. Copies of PERS’ annual financial report may be obtained from their executive
office: 400 P Street, Sacramento, California 95814.

Coniributions

The participant’s portion to contribute is 7% of their annual covered salary. The
Authority has designated four groups of employees for whom the Authority makes the
contributions required of Agency employees on their behalf and for their account. Benefit
provisions and all other requirements are established by state statute and individual
employment agreement.

For each of the fiscal years shown below, the Authority has contributed at the actuarially
determined rate provided by PERS’ actuaries. Under GASB 27, an employer reports an
annual pension cost (APC) equal to the annual required contribution (ARC) plus an
adjustment for the cumulative difference between the APC and the employer’s actual
plan coniributions for the year. The cumulative difference is called the net pension
obligation (NPO). The ARC for the period July 1, 2008 to June 30, 2009 has been
determined by an actuarial valuation of the plan as of June 30, 2006. The Authority’s
covered payroll for PERS was $3,326,873 for the year ended June 30, 2009, while the
Authority’s total payroll for all employees was $3,509,121 during the same period. In
order to calculate the dollar value of the ARC for inclusion in financial statements
prepared as of June 30, 2009, the contribution rate is multiplied by the payroll of covered
employees that were paid during the period from July 1, 2008 to June 30, 20009.

Three-Year Trend Information

Employer Net
Fiscal  Contribution Employer Percentage Pension
Year Rate Contribution Contributed Obligation
6/30/07 11.856% $ 426,687 100% -
6/30/08 11.079% 510,198 100% -
6/30/09 10.484% 607,004 100% -
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LOCAL GOVERNMENT SERVICES AUTHORITY
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{Continued)

Deferred Compensation Plans

(6}

The Authority has established a deferred compensation plan in accordance with Internal
Revenue Code Section 457(b), whereby employees may elect to defer portions of their
compensation in a self-directed investment plan for retirement. Plan assets are invested in
each individual’s name with a deferred compensation plan provider. Distributions are
made upon the participant’s termination, retirement, death or total disability, and in a
manner in accordance with the election made by the participant. All employees are
eligible for plan participation.

The Authority believes it has no liability for losses under the plan but does have the duty
of due care that would be required of an ordinary prudent investor. The Authority has
formally established a trust in accordance with Internal Revenue Code Section 457(g) for
all of 1ts deferred compensation plans to provide protection from the claims of the
employer’s general creditors. Accordingly deferred compensation assets placed in the
trust are not reflected in these financial statements.

The Authority has also established a defined contribution plan in accordance with
Internal Revenue Code Section 401(a). The employer may match employee contributions
up to 5% on behalf of the employee subject to individual employment agreement. Plan
assets are invested in each individual’s name with the defined contribution plan provider.
Distributions are made upon the participant’s termination, retirement, death or total
disability, and in a manner in accordance with the election made by the participant.

The Authority believes it has no liability for losses under the plan but does have the duty
of due care that would be required of an ordinary prudent investor. The Authority has
formally established a trust in accordance with Internal Revenue Code Section 401(Y) for
its defined contribution plan to provide protection from the claims of the employer’s
general creditors. Accordingly defined contribution assets placed in the trust are not
reflected in these financial statements.

Liability, Insured Programs and Workers’ Compensation Protection

Description of Self-Insurance Pool Pursuant to Joint Powers Agreement

The Authority is a member of the California Joint Powers Insurance Authority (Cal
JPIA). Cal JPIA is composed of 122 California public entities and is organized under a
joint powers agreement pursuant to California Government Code §6500 et seq. The
purpose of Cal JPTA is to arrange and administer programs for the pooling of self-insured
losses, to purchase excess insurance or reinsurance, and to arrange for group purchased
insurance for property and other coverages. Cal JPIA’s pool began covering claims of its
members in 1978. Each member government has an clected official as its representative
on the Board of Directors. The Board operates through a 9-member Executive
Committee.
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(Continued)

Liability, Insured Programs and Workers’” Compensation Protection, (Continued)

Self-Insurance Programs of the Aufhorfty

General Liability Each member government pays a primary deposit to cover estimated
losses for a fiscal year (claims year). After the close of a fiscal year, outstanding claims
are valued. A retrospective deposit computation is then made for each open claims year.
Claims are pooled separately between police and non-police. Costs are allocated to
members by the following methods within each of the four layers of coverage: (1) the
first $30,000 of each occurrence is charged directly to the member’s primary deposit; (2)
costs from $30,000 to $750,000 and the loss development reserves associated with losses
up to $750,000 are pooled based on the member’s share of losses under $30,000; (3)
losses from $750,000 fo $2,000,000 and the associated loss development reserves are
pooled based on payroll; (4a) costs of covered claims from $2,000,000 to $50,000,000
are paid under reinsurance and excess insurance policies (4b) subject to a $3,000,000
annual aggregate deductible (4¢) and a quota-sharing agreement whereby Cal JPIA is
financially responsible for 40% of losses occurring within the $2,000,000 to $10,000,000
layer. The costs associated with 4a-c are estimated using actuarial models and pre-
funded as part of the primary and retrospective deposits.

The overall policy limit for each member including all layers of coverage is $50,000,000
per occurrence. Costs of covered claims for subsidence losses are paid by excess
insurance with the following sub-limits per member: $25,000,000 per occurrence with a
$15,000,000 annual aggregate.

Workers’ Compensation The Authority also participates in the workers’ compensation
pool admimstered by Cal JPIA. Each member pays a primary deposit to cover estimated
losses for a fiscal year (claims year). After the close of a fiscal vear, outstanding claims
are valued. A retrospective deposit computation is then made for each open claims year,

Claims are pooled separately between public safety and non-public safety. Costs are
allocated to members by the following methods within each of the four layers of
coverage: (1) the first $50,000 of each loss is charged directly to the member’s primary
deposit; (2) losses from $50,000 to $100,000 and the loss development reserve associated
with losses up to $100,000 are pooled based on the member’s share of losses under
$50,000; (3) losses from $100,000 to $2,000,000 and the loss development reserves
associated with those losses are pooled based on payroll; (4) losses from $2,000,000 up to
statutory limits are paid under an excess insurance policy. Protection is provided per
statutory liability under California Workers” Compensation law.

Employer’s Liability losses are pooled among members to $2,000,000, coverage from
$2,000,000 to $4,000,000 is purchased as part of an excess insurance policy, and losses
from $4,000,000 to $10,000,000 are pooled among members.
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(Continued)

Liability, Insured Programs and Workers’ Compensation Protection. (Continued)

(7)

Purchased Insurance

Property Insurance The Authority participates in the all-risk property protection
program of Cal JPTA. This insurance protection is underwritten by several insurance
companies. The Authority property is currently insured according to a schedule of
covered property submitted by the Authority to the Cal JPTA. The Authority property
currently has all-risk property insurance protection in the amount of $0. There is a
$5,000 deductible per occurrence except for non-emergency vehicle insurance which has
a $1,000 deductible. Premiums for the coverage are paid annually and are not subject to
retroactive adjustments.

Farthquake and Flood Insurance The Authority purchases earthquake and flood
msurance on a portion of its property. The earthquake insurance is part of the property
protection insurance program of the Cal JPIA. There is a deductible of 5% of value with a
mnimum deductible of $100,000. Premiums for the coverage are paid annually and are
not subject to retroactive adjustments.

Crime Insurance The Authority purchases crime insurance coverage in the amount of
$1,000,000 with a $2,500 deductible. The fidelity coverage is provided through the Cal
JPIA. Premiums are paid annually and are not subject to retroactive adjustments.

Adequacy of Protection

During the past three fiscal (claims) years, none of the above programs of protection have
had settlements or judgments that exceeded pooled or insured coverage. There have been
no significant reductions in pooled or insured liability coverage from coverage in the
prior year.

Post Emplovment Benefit Plan

Employees who retire from the Authority with 10 years of service are eligible to receive
health care benefits covering themselves and any qualified members. The Authority pays
100% of the single rate premium charged to active employees under a health benefit plan
administered by the Public Employee’s Retirement System (PERS) in which the
individual is able to select, on an annual basis, an insurance carrier from a number of
insurance carriers. There were no expenses for post-employment health care benefits for
fiscal years 2009 and 2008, respectively.
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Governmental Accounting Standards Board Statements Issued, Not Yet Effective

The Governmental Accounting Standards Board (GASB) has issued several
pronouncements prior to June 30, 2009, that have effective dates that may impact future
financial presentations. Management has not currently determined what, if any, impact
implementation of the following statements may have on the Authority’s future financial
staterents,

Governmental Accounting Standards Board Statement No. 45

In June 2004, the GASB issued Statement No. 45, Accounting and Financial Reporting
by Employers for Postemployment Benefits Other Than Pensions. This Statement
establishes standards for the measurement, recognition, and display of OPEB
expense/expenditures and related liabilities (assets), note disclosures, and, if applicable,
required supplementary information (RSI) in the financial reports of state and local
government employers. This statement is not effective until June 30, 2010, The
Authority anticipates that the effect of this statement will not be significant to its financial
statement presentation since the total of employees is small and the vesting period is 10
years.
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Providing Solutions to California Public Agencies

P.O.Box 1350 - Carmel Valley, CA 93924 - 650.587.7300
TO: BOARD OF DIRECTORS BOD Meseting: 6-10-10
FROM: RICHARD H. AVERETT, Executive Director Item: 4B

SUBJECT: ADOPTION OF FY2011 BUDGET

RECOMMENDATION
Adoption of the Proposed FY2011 Budget.

BACKGROUND

The Fiscal Year (FY) 2011 proposed budget has been prepared in accordance with direction
provided by the Executive Committee and Board of Directors. The budget is presented in the Profit
and Loss (P&L) format provided to the Executive Committee at their regular meetings. Several
budget assumptions have been made in developing the budget. They are:

1. Each JPA’s budget is prepared separately, with RGS providing most operational services and
all administrative staffing. Therefore, LGS reimburses RGS for administrative/overhead
costs.

2. Client expenditures and reimbursement revenues for existing and potential clients are not
budgeted in the next fiscal year unless there is a very high likelihood the “potential” business
will be realized.

3. Costs are budgeted fully, and revenues are budgeted in accordance with client contracts.

FY 2009 FINANCIAL PERFORMANCE

The LGS and RGS FY2009 budgets were adopted with projected addition to retained earnings of
$128,600 and $21,200 respectively. At this time last year, estimated year-end performance was
anticipated to yield a gain of $296,800 and $33,100 or a combined addition to retained earnings of
$329,900. Audited results show LGS adding $278,316 and RGS adding $54,380 for a net combined
addition to retained earnings of $333,100 in FY2009.

FY 2010 FINANCIAL PERFORMANCE

The LGS and RGS FY2009 budgets were adopted with projected addition to retained earnings of
$263,800 and $68,500 respectively. During the fiscal year, the Executive Committee was advised
that performance would significantly exceed budget. Year-end accruals have not been posted, but
estimates have been inserted in the LGS and RGS budgets in order to better estimate net retained
earnings. Current year-end performance is estimated to add $417,400 and $235,300 or $652,700
combined addition to retained earnings.

This year’s continued financial success is noteworthy because administrative expenses have increased
for accounting, HR and IT services to support client needs, while billing rates were again reduced on
a per person basis. This year’s performance confirms the conclusion of the last two years: Providing
scalable services to public agencies and sharing the savings of economies of scale with our clients,
can be done affordably and sustainably.




FY2011 PROPOSED BUDGET

The proposed FY2011 budget is balanced, with revenues exceeding expenditures by a combined
$557,400. All major clients (those for whom the JPAs assign multiple staff), except C-1V, are budgeted
to remain JPA clients through the fiscal year. Several new clients and additional client services were
added during FY2010 that are budgeted to continue in FY2011. One new client, Marin Energy Authority,
was added late in the year and is not budgeted in FY2011 at its full expected 20.5-position strength.
Another new client, Ventura County Organized Health Care System, is at the final agreement drafting
stage. Therefore, it is not budgeted in FY2011. Should this project be successful it will result in forty
additional positions.

Administrative support services are provided by the Executive Director/CFO, an hourly Director of
Human Resources and Administrative Assistant, and contract financial, administrative support and
technology services. Administrative initiatives for the coming year included the following:

1) Increase part-time administrative staffing to better support recent growth in clients and
employees.
2) Implement the new STARS defined contribution plans.

3) Update Financial Policies and Procedures.
4) Contract with one new major (four or more assigned personnel) client.



LOCAL AND REGIONAL GOVERNMENT
SERVICES AUTHORITIES

Providing Solutions to California Public Agencies

P.O.Box 1350 - Carmel Valley, CA 93924 - 650.587.7300
TO: BOARD OF DIRECTORS EC Meseting: 6-10-10
FROM: RICHARD H. AVERETT, CFO/Treasurer [tem: 4C

SUBJECT: [INVESTMENT POLICY - UPDATE

RECOMMENDATION
Approve the proposed investment policy update.

BACKGROUND

The Agencies adopted a new investment policy June 14, 2007. Each year the Board reviews proposed
updates to the policy. The latest changes were made at their June 10, 2009 meeting, when the Board
approved changes to allow for investment of Agencies’ assets with CalTrust, an investment JPA for
California local governments, and to add an additional authorized Official for the Authority.

The policy document still maintains significantly narrow investment options as recommended several
years ago by Chandler Asset Management, a well-respected investment management firm, due to limited
funds available for investment. The policy limits investments to a collateralized sweep with our bank,
highly liquid and secure pooled investments with Local Agencies Investment Fund and CalTrust, and
timed deposits (such as non-negotiable CDs).

The Investment Policy also discusses investment objectives and internal controls.
PROPOSED CHANGES

The Investment Policies of both Local Government Services and Regional Government Services have
always been identical and this document combines the two policies into one document.

The Agencies are now in a position to invest in securities that pay higher yields because more funds are
available to invest in longer maturities and in larger amounts than our previous cash flow or volume
permitted. By allowing investment in U.S. Treasuries or other obligations of the U.S. government, the
JPAs can increase yield while risking only market valuation fluctuation. Brokerage fees are typically low,
but minimum purchases are often in $500,000 increments and durations are often one year to five years.

Another proposed change is to allow the purchase of other California governments’ debt. This investment
is also specifically permitted under California Code, Section 53601.7 e. Fees are typically high and may
include financial advisors, bond counsel and rating services.

A third investment alternative is relatively unique to the JPAs and has higher returns and minimal, if any,
fees. Since the JPAs provide reimbursable services to other public agencies, the JPAs can ‘advance’ the
cost of services under prescribed terms. In effect, the JPAs can loan clients the amount of the receivable
and charge an interest rate commensurate with the market and risks. Prior to this arrangement, both
parties would agree to maximum amount, interest rate, repayment terms and adequate collateral.




To a limited degree, all agencies do this already with a finance charge on overdue receivables. The JPAs
go a little further with one current client that is funded by State reimbursements. The payment process is
slow, so both parties have agreed to a finance charge for normal delays. The agreement also contemplates
State fiscal crises and sets terms for prolonged payment delays. A new client (Ventura COHS) may need
start-up capital and the JPAs have proposed advancing the cost of JPA services. Those discussions are in-
process. If this or other similar arrangements are made the JPA could significantly increase net yield on
investible assets, with controlled risks.

More probable is that the JPA will not have these opportunities to invest in client receivables, in loans to
other, non-client, public agencies, or choose to invest in longer-term U.S. Treasury and Agencies notes.
But having these options allows flexibility to achieve safe, higher yielding returns on available cash.

FISCAL IMPACT
There is no fiscal impact of updating this policy except to allow for increased yield on cash available for
investment. Investment earnings for the year are expected to be $600 below the current year’s budgeted
amount of $16,500.




LOCAL AND REGIONAL GOVERNMENT SERVICESAUTHORITIES
INVESTMENT POLICY
June 10, 2010

l. INTRODUCTION
This statement will identify various policies and procedures that will foster a prudent and systematic
investment program as well as organize and formalize investment related activities. The related activities
which comprise good cash management include:
e Accurate cash projections;
Timely collection of revenues;
Control of disbursements;
Cost-effective banking and financial services; and
Adherence to a system of internal controls.

In accordance with the LOCAL & REGIONAL GOVERNMENT SERVICES AUTHORTIES Joint
Powers Agreements as Amended and under authority granted by the Agencies’ Board of Directors, the
Agency Treasurer is responsible for investing the unexpended cash.

The investment of the funds of the LOCAL & REGIONAL GOVERNMENT SERVICES AUTHORTIES
is directed to the goals of safety, liquidity and yield. The authority governing investments for municipal
governments is set forth in the California Government Code, Sections 53601 through 53659.

. SCOPE
This policy applies to all financial assets and investment activities of the LOCAL & REGIONAL
GOVERNMENT SERVICES AUTHORTIES.

[Il. OBJECTIVES

Safety of Principal: The primary objective of this policy is to protect, preserve and maintain the cash and
investments of the Authorities. Each investment transaction shall seek to ensure that capital losses are
avoided, whether from securities default, broker-dealer default or erosion of market value. The Agencies
shall seek to preserve principal by mitigating the two types of risk: credit risk and market risk.

Credit risk, defined as the risk of loss due to failure of the issuer of a security, shall be mitigated by
investing in investment grade securities and by diversifying the investment portfolio so that the failure of
any one issuer does not unduly harm the Agencies' capital base and cash flow.

Market risk, defined as market value fluctuations due to overall changes in the general level of interest
rates, shall be mitigated by limiting the average maturity of the Agencies' investment portfolio to two
years, the maximum maturity of any one security to five years, structuring the portfolio based on historic
and current cash flow analysis eliminating the need to sell securities prior to maturity and avoiding the
purchase of long term securities for the sole purpose of short term speculation. Investments shall be
placed in those securities as outlined by type and maturity sector in this document. Effective cash flow
management and resulting cash investment practices are recognized as essential to good fiscal
management and control. The Agencies' portfolio shall be designed and managed in a manner responsive
to the public trust and consistent with state and Agency policy. Portfolio management requires continual
analysis and as a result the balance between the various investments and maturities may change in order
to give the LOCAL & REGIONAL GOVERNMENT SERVICES AUTHORTIES the optimum
combination of necessary liquidity and optimal yield based on cash flow projections.



Liquidity: An adequate amount of the portfolio will be maintained in liquid short-term securities which
can be converted to cash, as necessary, to meet disbursement requirements. This amount will be
determined from projected cash flow trends and disbursement requirements. Investments will be made in
securities with active secondary or resale markets. Securities with low market risk will be emphasized.
The Agencies' investment portfolio will remain sufficiently liquid to enable the Agencies to meet all
reasonably anticipated operating requirements.

Yield

Within the constraints of safety and liquidity, the highest and best return will be sought. Because the
portfolio is too small to allow investments in significant long-term purchases, the objective will be to
maximize yield, taking into account risk constraints of the Authorities, cash flow characteristics of the
portfolio and compliance with state and federal regulations.

Prudence

The standard to be used by investment officials shall be that of a "prudent investor™" and shall be applied
in the context of managing all aspects of the overall portfolio. When investing, reinvesting, purchasing,
acquiring, exchanging, selling, or managing public funds, a trustee shall act with care, skill, prudence, and
diligence under the circumstances then prevailing, including, but not limited to, the general economic
conditions and the anticipated needs of the Agencies, that a prudent person acting in a like capacity and
familiarity with those matters would use in the conduct of funds of a like character and with like aims, to
safeguard the principal and maintain the liquidity needs of the Agencies. Within the limitations of this
section and considering individual investments as part of an overall strategy, investments may be acquired
as authorized by law. (Government Code Section 53600.3)

It is the Agencies' full intent, at the time of purchase, to hold all investments until maturity to ensure the
return of all invested principal dollars. However, it is realized that market prices of securities will vary
depending on economic and interest rate conditions at any point in time. It is further recognized that in a
well-diversified investment portfolio, occasional measured losses are inevitable due to economic, bond
market or individual security credit analysis. These occasional losses must be considered within the
context of the overall investment program objectives and the resultant long-term rate of return.

The Agencies Treasurer and other individuals assigned to manage the investment portfolio, acting within
the intent and scope of the investment policy and other written procedures and exercising due diligence,
shall be relieved of personal responsibility and liability for an individual security's credit risk or market
price changes, provided deviations from expectations are reported in a timely manner and appropriate
action is taken to control adverse developments.

IV. INVESTMENT INSTRUMENTSAND MATURITIES

Permitted Investments

Investments will be within statutory limits imposed by Government Code Section 53601, as further
limited herein.

1. Local Agencies Investment Fund (LAIF) which is a State of California managed investment pool,
Investment Trust of California (the CalITRUST JPA pool) which is a joint powers authority under
the provision of Title 1, Division 7, Chapter 5 of the California Government Code, and California
county investment pools, may be used up to the maximum permitted by California State Law.

2. Time deposits, non-negotiable and collateralized in accordance with the California Government
Code, may be purchased through banks or savings and loan associations. Since time deposits are
not liquid, no more than 25% of the investment portfolio may be invested in this investment type.



3. Various daily money market or sweep account funds administered for or by trustees, paying agents
and custodian banks contracted by the LOCAL & REGIONAL GOVERNMENT SERVICES
AUTHORTIES may be purchased as allowed under State of California Government Code. Only
funds holding U.S. Treasury or Government Agency obligations can be utilized.

4. Direct obligations of the United States Treasury or any other obligation guaranteed as to principal
and interest by the United States government, per CA Code 53601.7 e(1).

5. Bonds, notes, warrants, or other indebtedness of the local agency, or any local agencies within this
state, including bonds payable solely out of the revenues from a revenue-producing property
owned, controlled, or operated by the local agencies, or by a department, board, Agencies, or
authority of the local Agencies, per CA Code 53601.7 e(4).

6. Local and Regional Government Services Authorities receivables.
The following summary of maximum percentage limits, by instrument, is established for the Agencies'

total portfolio. Maturities of investments will be selected based on liquidity requirements to minimize
interest rate risk and maximize earnings.

Investment Type Percentage/Amount

Local Agencies Investment Fund $0 to $40,000,000 per account

CalTrust and County Pools 0% to 100%

Time Certificates of Deposit 0% to 25%

Sweep Accounts — not applicable 0% to 100%

U.S. Government Obligations 0% to 25%

California Agencies’ Indebtedness 0% to 75%, limited to one year maturity
JPA Receivables 0% to 75%, limited to one year maturity

Excluded Investments

Ineligible investments are those that are not described herein, including but not limited to: common
stocks; long term (over five years in maturity) notes and bonds; Reverse Repurchase Agreements;
financial futures and financial options, inverse floaters, range notes, or interest-only strips that are derived
from a pool of mortgages; any derivative security that could result in a zero interest accrual if held to
maturity; and Guaranteed Small Business Administration (SBA) notes.

V. PERFORMANCE EVALUATION

The Agencies’ investment portfolio is designed to attain safety and liquidity, with the rate of return being
maximized while taking into account risk constraints of the Authorities, cash flow characteristics of the
portfolio and compliance with state and federal regulations. Therefore, the Agencies are not establishing
a benchmark because to do so would be impractical given the limited excess funds available for
investment in longer-term, higher-yielding securities and the Authorities’ liquidity needs.

Investment performance is monitored and evaluated by the Agencies’ Executive Committees.
Performance statistics and activity reports are generated on a quarterly basis for presentation to the
Agencies’ Executive Committees at their regularly scheduled meetings. Annually, a statement of
investment policy, and any proposed changes to the policy, will be rendered to the Agencies’ Boards of
Directors for Board consideration at a public meeting.



VI.  AUTHORITY TO INVEST MONIES

Government Code sections 53600 through 53601.6 provide legal authorization for investment of the funds
of local agencies. All investments of the authority shall conform to the restrictions of those laws.
LOCAL & REGIONAL GOVERNMENT SERVICES AUTHORTIES’ Boards of Directors hereby
assign responsibility for investing unexpended cash to the Agencies’ Treasurer, who shall establish
procedures for the operation consistent with this investment policy.

VIl. ETHICSAND CONFLICTSOF INTEREST

Officers and employees involved in the investment process shall refrain from personal business activity
that conflicts with proper execution of the investment program, or impairs their ability to make impartial
investment decisions. Additionally the Treasurer/CFO and other Agency officials authorized to approve
investment transactions are required to annually file applicable financial disclosures as required by the
Fair Political Practices Commission (FPPC).

VIIl. INTERNAL CONTROL

A system of internal controls shall be established and maintained in written form. These controls shall be
designed to prevent losses of public funds arising from fraud, error, misrepresentation of third parties,
unanticipated changes in financial markets, or imprudent actions by employee/offers of the Authority.
The most important controls are: control of collusion, separation of duties, separation of transaction
authority from accounting and bookkeeping, custodial safekeeping, delegation of authority, limitations
regarding securities losses and remedial action, written confirmation of telephone transactions,
minimization of the number of authorized investment officials, documentation of transactions and
strategies, and annual review of controls by the Treasurer.

In recognition of the Agencies’ current limited investment staffing (one primary person plus one backup
staff member) and limited funds to invest (less than two million dollars), the Agencies rely more heavily
on: separation of wire transfer preparation and approval of funds duties between the Agencies’ outside
Accountant and the Agencies’ staff Treasurer; Executive Committee quarterly reviews of investments;
annual independent audit of investments and investment transactions; and on an extremely conservative
investment strategy that reduces risks associated with frequent investment transaction, negotiated
investments, and with complex transactions. The Authority’s investment products will be limited by this
policy until such time that funds available to invest are sufficient to enable longer-term commitments.
Proper documentation obtained from confirmation and cash disbursement wire transfers is required for
each investment transaction. Timely bank reconciliation is conducted to ensure proper handling of all
transactions.

The investment portfolio and all related transactions are reviewed and balanced to appropriate general
ledger accounts by the Agencies’ contract Accountant on a monthly basis. An independent analysis by an
external auditor shall be conducted annually to review internal control, account activity and compliance
with policies and procedures.

IX. REPORTING

The Agencies’ Treasurer shall render quarterly reports to the Agencies Executive Committee. These
reports shall include the face amount of the cash investment, the classification of the investment, the name
of the institution or entity, the rate of interest, the maturity date, the current market value and accrued
interest due for all securities. At the annual Boards of Directors meeting, the investment policy shall be
submitted to the Boards for review and adoption.

X. BANKSAND SECURITIES DEALERS



In selecting financial institutions for the deposit or investment of Authority funds, the Treasurer shall
consider their credit worthiness. The Treasurer shall continue to monitor their credit characteristics and
financial history throughout the period in which Authority funds are deposited or invested. A commercial
rating or bank watch service may be used to accomplish this objective.

Financial institutions/investment managers shall annually sign a certification form attesting that the
individual responsible for the Authority’s account with that firm has reviewed and understands the
investment policy and intends to present only those investment transactions appropriate under the policy.

Xl.  LEGISLATIVE CHANGES

Any State of California legislative action that further restricts allowable maturities, investment type, or
percentage allocations will be incorporated into the LOCAL & REGIONAL GOVERNMENT
SERVICES AUTHORTIES’ Investment Policy and supersedes any and all previous applicable language.

XIl.  LIMITING MARKET VALUE EROSION

The longer the maturity of securities, the greater their market price volatility. Therefore, it is the general
policy of the Agencies to limit the potential effects from erosion in market values by adhering to the
following guidelines:

e All immediate and anticipated liquidity requirements will be addressed prior to purchasing all
investments.

e Maturity dates for long-term investments will coincide with significant cash flow requirements
where possible, to assist with short term cash requirements at maturity.

e All long-term securities will be purchased with the intent to hold all investments to maturity under
then prevailing economic conditions. However, economic or market conditions may change,
making it in the Agencies' best interest to sell or trade a security prior to maturity.

XI1l. PORTFOLIO MANAGEMENT ACTIVITY

The investment program shall seek to augment returns consistent with the intent of this policy, identified
risk limitations and prudent investment principals. These objectives will be achieved by use of the
following strategies:

Active Portfolio Management. Through active fund and cash flow management, taking advantage of
current economic and interest rate trends, the portfolio yield may be enhanced with limited and
measurable increases in risk by extending the weighted maturity of the total portfolio.

Portfolio Maturity Management. When structuring the maturity composition of the portfolio, the
Agencies shall evaluate current and expected interest rate yields and necessary cash flow requirements. It
is recognized that in normal market conditions longer maturities produce higher yields. However, the
securities with longer maturities also experience greater price fluctuations when the level of interest rates
change.

XIV. POLICY REVIEW

The LOCAL & REGIONAL GOVERNMENT SERVICES AUTHORTIES’ investment policy shall be
adopted by the Agencies’ Boards of Directors on an annual basis. This investment policy shall be
reviewed at least annually to ensure its consistency with the overall objectives of preservation of
principal, liquidity and yield, and its relevance to current law and financial and economic trends. Any
amendments to the policy shall be forwarded to Agencies Boards of Directors for approval.



Glossary of Terms
Accrued Interest- Interest earned but not yet received.
Active Deposits- Funds which are immediately required for disbursement.

Amortization- An accounting practice of gradually decreasing (increasing) an asset's book value by
spreading its depreciation (accretion) over a period of time.

Asked Price- The price a broker dealer offers to sell securities.
Basis Point- One basis point is one hundredth of one percent (.01).
Bid Price- The price a broker dealer offers to purchase securities.

Bond- A financial obligation for which the issuer promises to pay the bondholder a specified stream of
future cash flows, including periodic interest payments and a principal repayment.

Bond Swap — Selling one bond issue and buying another at the same time in order to create an advantage
for the investor. Some benefits of swapping may include tax-deductible losses, increased yields, and an
improved quality portfolio.

Book Entry Securities — Securities, such stocks held in “street name,” that are recorded in a customer’s
account, but are not accompanied by a certificate. The trend is toward a certificate-free society in order to
cut down on paperwork and to diminish investors’ concerns about the certificates themselves. All the
large New York Agencies banks, including those that handle the bulk of the transactions of the major
government securities dealers, now clear most of their transactions with each other and with the Federal
Reserve through the use of automated telecommunications and the “book-entry” custody system
maintained by the Federal Reserve Bank of New York. These banks have deposited with the Federal
Reserve Bank a major portion of their government and Agencies securities holdings, including securities
held for the accounts of their customers or in a fiduciary capacity. Virtually all transfers for the account
of the banks, as well as for the government securities dealers who are their clients, are now affected solely
by bookkeeping entries. The system reduces the costs and risks of physical handling and speeds the
completion of transactions.

Bearer and Registered Bonds - In the past, bearer and registered bonds were issued in paper form. Those
still outstanding may be exchanged at any Federal Reserve Bank or branch for an equal amount of any
authorized denomination of the same issue. Outstanding bearer bonds are interchangeable with registered
bonds and bonds in “book-entry” form. That is, the latter exist as computer entries only and no paper
securities are issued. New bearer and registered bonds are no longer being issued. Since August 1986,
the Treasury’s new issues of marketable notes and bonds are available in book-entry form only. All
Treasury bills and more than 90% of all other marketable securities are now in book-entry form. Book-
entry obligations are transferable only pursuant to regulations prescribed by the Secretary of the Treasury.

Book Value- The value at which a debt security is shown on the holder's balance sheet. Book value is
acquisition cost less amortization of premium or accretion of discount.



Broker — In securities, the intermediary between a buyer and a seller of securities. The broker, who
usually charges a commission, must be registered with the exchange in which he or she is trading,
accounting for the name registered representative.

Certificate of Deposit- A deposit insured up to $100,000 by the FDIC at a set rate for a specified period of
time.

Collateral- Securities, evidence of deposit or pledges to secure repayment of a loan. Also refers to
securities pledged by a bank to secure deposit of public moneys.

Comprehensive Annual Financial Report (CAFR) - The annual financial report for multi-fund municipal
agencies. It includes five combined statements and basic financial statements for each individual fund and
account group prepared in conformity with Generally Accepted Accounting Principals (GAAP).

Constant Maturity Treasury (CMT) - An average yield of a specific Treasury maturity sector for a specific
time frame. This is a market index for reference of past direction of interest rates for the given Treasury
maturity range.

Coupon- The annual rate of interest that a bond's issuer promises to pay the bondholder on the bond's face
value.

Credit Analysis- A critical review and appraisal of the economic and financial conditions or of the ability
to meet debt obligations.

Current Yield- The interest paid on an investment expressed as a percentage of the current price of the
security.

Custody- A banking service that provides safekeeping for the individual securities in a customer's
investment portfolio under a written agreement which also calls for the bank to collect and pay out
income, to buy, sell, receive and deliver securities when ordered to do so by the principal.

Delivery vs. Payment (DVP) - Delivery of securities with a simultaneous exchange of money for the
securities.

Discount- The difference between the cost of a security and its value at maturity when quoted at lower
than face value.

Diversification- Dividing investment funds among a variety of securities offering independent returns and
risk profiles.

Duration- The weighted average maturity of a bond's cash flow stream, where the present value of the
cash flows serve as the weights; the future point in time at which on average, an investor has received
exactly half of the original investment, in present value terms; a bond's zero-coupon equivalent; the
fulcrum of a bond's present value cash flow time line.

Fannie Mae- Trade name for the Federal National Mortgage Association (FNMA), a U.S. sponsored
corporation.

Federal Reserve System- The central bank of the U.S. that consists of a seven member Board of
Governors, 12 local banks and 5,700 commercial banks that are members.



Federal Deposit Insurance Corporation (FDIC) - Insurance provided to customers of a subscribing bank
that guarantees deposits to a set limit (currently $100,000) per account.

Fed Wire- A wire transmission service established by the Federal Reserve Bank to facilitate the transfer of
funds through debits and credits of funds between participants within the Fed system.

Freddie Mac- Trade name for the Federal Home Loan Mortgage Corporation (FHLMC), a U.S. sponsored
corporation.

Ginnie Mae- Trade name for the Government National Mortgage Association (GNMA), a direct
obligation bearing the full faith and credit of the U.S. Government.

Inactive Deposits- Funds not immediately needed for disbursement.

Interest Rate- The annual yield earned on an investment, expressed as a percentage.

Investment Agreements- An agreement with a financial institution to borrow public funds subject to
certain negotiated terms and conditions concerning collateral, liquidity and interest rates.

Liquidity- Refers to the ability to rapidly convert an investment into cash.

Market Value- The price at which a security is trading and could presumably be purchased or sold.

Maturity- The date upon which the principal or stated value of an investment becomes due and payable.

Negotiable CD- An uncollateralized CD issued by a large banking institution which trades in the
secondary market. Minimum size is $1 million, but most are much larger.

New Issue- Term used when a security is originally "brought" to market.

Perfected Delivery- Refers to an investment where the actual security or collateral is held by an
independent third party representing the purchasing entity.

Portfolio- Collection of securities held by an investor.

Primary Dealer- A group of government securities dealers that submit daily reports of market activity and
security positions held to the Federal Reserve Bank of New York and are subject to its informal oversight.

Purchase Date- The date in which a security is purchased for settlement on that or a later date.

Rate of Return- The yield obtainable on a security based on its purchase price or its current market price.
This may be the amortized yield to maturity on a bond or the current income return.

Repurchase Agreement (REPO) - A transaction where the seller (bank) agrees to buy back from the buyer
(Agencies) the securities at an agreed upon price after a stated period of time.

Reverse Repurchase Agreement (REVERSE REPO) - A transaction where the seller (Agencies) agrees to
buy back from the buyer (bank) the securities at an agreed upon price after a stated period of time.

Risk- Degree of uncertainty of return on an asset.



Safekeeping- see custody.

Sallie Mae- Trade name for the Student Loan Marketing Association (SLMA), a U.S. sponsored
corporation.

Secondary Market- A market made for the purchase and sale of outstanding issues following the initial
distribution.

Settlement Date- The date on which a trade is cleared by delivery of securities against funds.

Time Deposit — A deposit in an interest-paying account that requires the money to remain on account for a
specific length of time. While withdrawals can generally be made from a passbook account at any time,
other time deposits, such as certificates of deposit, are penalized for early withdrawal.

Treasury Bills- U.S. Treasury Bills which are short-term, direct obligations of the U.S. Government
issued with original maturities of 13 weeks, 26 weeks and 52 weeks; sold in minimum amounts of
$10,000 in multiples of $5,000 above the minimum. Issued in book entry form only. T-bills are sold on a
discount basis.

U.S. Government Agencies- Instruments issued by various US Government Agencies most of which are
secured only by the credit worthiness of the particular Agencies.

Yield- The rate of annual income return on an investment, expressed as a percentage. It is obtained by
dividing the current dollar income by the current market price of the security.

Yield to Maturity- The rate of income return on an investment, minus any premium or plus any discount,
with the adjustment spread over the period from the date of purchase to the date of maturity of the bond,
expressed as a percentage.

Yield Curve- The yield on bonds, notes or bills of the same type and credit risk at a specific date for
maturities up to thirty years.
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Providing Solutions to California Public Agencies

P.O.Box 1350 - Carmel Valley, CA 93924 - 650.587.7300
TO: BOARD OF DIRECTORS EC Meeting: 6-10-10
FROM: RICHARD H. AVERETT, Executive Director/CFO Item: 4D

SUBJECT: FINANCIAL RESERVESDESIGNATION POLICY

RECOMMENDATION
Approve a Financial Reserves Policy that designates fifty percent of current cumulative retained earnings
for a reserve amount until that amount equals fifty percent of the agency’s annual budget.

BACK GROUND

The Board of Directors and the Executive Committee have both expressed interest in establishing a
prudent reserve for contingencies. This was presented and approved by the Executive Committee at their
February 11, 2010 meeting. The Agency has coverage for Workers’ Compensation and General Liability
through the California Joint Powers Insurance Authority, as well as Crime and Errors and Omission
insurance through CJPIA sub-programs. Reserves would enable the Agency to pay deductibles and other
claims expenses not covered by the Agency’s policies without disrupting cash needs for normal
operations. A reserve could also better enable the agency to smoothly transition to significant and rapid
increases or decreases in client workload, and for use as an opportunity fund enabling the agency to take
advantage of unique circumstances that have a high likelihood of resulting in increased reimbursement
revenue.

The JPAs are unique public sector providers of staffing and consulting services to public agencies, many
with defined benefit pension plans. Considerable time and effort has been expended over the last nine
years to establish the platform, client and employee contracts and operating procedures necessary to
minimize risks of an employer-of-record status adverse ruling. However, it still is prudent that the
Agency establish a reserve amount that is sufficient to meet the three objects noted above: adverse
determinations, normal business risks (e.g. significant and rapid loss of revenue) and business
opportunities. Long term, a reserve amount equaling fifty percent of the Agency’s annual budget should
be sufficient. LGS’s FY2011 budget is $6.3 million and RGS’s budget is $2.3 million. Therefore, long-
term target reserves would be roughly $3.2 million and $1.2 million. Cumulative retained earnings of the
agency are now sufficient to begin funding the reserves by designating one-half of existing retained
earnings, which are projected to be $1,042,000 and $295,000 respectively, by fiscal year end. Staff will
annually present recommended amounts for each agency, for the year concluding, with the proposed next
fiscal year budget. The designation will then appear on the Agency’s audited financial statements.

FISCAL IMPACT

There is no adverse fiscal impact to the agency of approving the reserve policy to designate a portion of
retained earnings as reserves for the purposes identified. At our independent auditor’s recommendation,
the reserve is a ‘designation’ of general funds and not a separation that requires establishing separate
accounting treatment. Reserve funds will be comingled with all other assets for investment and custodial
purposes. The reserve amounts for the fiscal year ending June 30, 2010 will be $521,000 for LGS and
$147,000 for RGS.
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P.O.Box 1350 - Carmel Valley, CA 93924 - 650.587.7300
TO: BOARD OF DIRECTORS EC Meseting: 6-10-10
FROM: JENNIFER BOWER, Director of Human Resources [tem: B6A

SUBJECT: PERSONNEL RULES, REGULATIONSAND POLICIES

RECOMMENDATION
Approval of the revised personnel rules, regulations and policies.

BACKGROUND

The Board has previously adopted JPA rules and regulations for each entity. Each year staff reviews
these Rules, Regulations and Policies to ensure clarity and compliance with new laws and operational
changes. In 2008, staff performed a major update of the rules and regulations to make them more specific
to the JPAs. In that revision, the two agencies’ rules and regulations were combined into a single
document. Any updates to the document are reviewed with the Agency’s attorney to ensure legal
compliance with recent decisions and practices. Updates to this document are made as needed, and
brought to the Board once a year at its June meeting. Attached is the revised document for 2010 with the
changes tracked. Once approved, staff will update the Table of Contents and make any appropriate
formatting changes.

ANALYSIS

The Personnel Rules, Regulations and Policies are in one all-encompassing document. Given the nature
of the JPAs, with employees at various worksites, there is a need for employees to be able to go to one
document to find information relevant to employment rules and policies. This document is on the JPAS
website for reference by all employees.

FISCAL IMPACT
There is no fiscal impact of approving these updates to the JPAs’ Personnel Rules, Regulations and
Policies.
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And
Regional Goverment Services (RGS)

Personnel Rules, Regulations, and Policies

WHEREAS, the Boards of Directors for Local Government Services and Regional
| Government Services (The AgeneiesJPAs) are authorized to adopt rules and regulations for
the administration of the personnel system; and

WHEREAS, the objectives of these Personnel Rules and Regulations are to facilitate
efficient and economical services to the public and to provide for an equitable system of
personnel management; and

WHEREAS, these Personnel Rules and Regulations set forth those procedures that

ensure similar treatment for persons who apply for, are selected for, or who are employed

by the Agencies, and define many of the obligations, rights, privileges, and prohibitions
| that are placed upon all employees in the service of the AgeneiesJPAs; and

WHEREAS, at the same time, within the limits of administrative feasibility, considerable
latitude shall be given to Executive Director and designee in the interpretation of these
rules; now, therefore, be it

| RESOLVED, that the Board of Directors of the AgenciesJPAs does hereby adopt the
following Personnel Rules and Regulations.

Personnel Rules, Regulations, and Policies Page 2
| Local Government Services and Regional Government Services, JPAs Revised June 266892010
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2.10  Rights and Responsibilities --=-========mmmmm e 17 06/08
211 Impasse Resolution Procedures -------==============mmmmmmmmmmmmooooo - 18 06/08
2.12  Agency Shop---====smmmmmmmm e 19  06/08
2.13  Miscellaneous Provisions ===========mmmmm e 19  06/08
3 Definition of Terms----——--mmmomee e 19 06/08
4 At Will Employment oo 21 06/08
5 Recruitments, Applications, and Examinations---- 22

5.1 ReCruitment ------mmemmm e s 22 06/08
5.2 ANNOUNCEMENT--==mmm e e 22 06/08
5.3 Application Materials-----==========mmmmm s 22 06/08
54 Disqualification =========sssmmmmm e 22 06/08
55 EXaminations---=====smmmmmmmm e 23 06/09
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6 Benefits and Compensation ------------—-emmmmmeee - 24
6.1 Benefits ------mmmmmm oo 24  06/08
6.2 Mileage Reimbursement ------=======mmmmm o 24 06/09
6.3 Vehicle Allowances ----==============mmm oo 24  06/08
6.4 CoMPENSALION =========== = 24 06/09
7 Personnel Files, Personnel Identifying 26 06/10

Information, and Medical Information----------------
7.1 Official Personnel Files---------=--mm oo 26 06/08
7.2 Inspection of Personnel Files ---------------c oo 26 06/08
7.3 Confidential Files =========mmmmmm e 26 06/08
7.4 Employee Data ---=-=====oooooooommmm oo oo 06/10
7.5 Personnel Identifying Information--------------------cocccceceeeo - 26 06/10
7.6 Confidentiality of Medical Information Act -----------------ccooooo——- 06/10
8 Attendance.-anrd-Working Hours, and

Workplace Attire ------------oeemmmmmeeeeeeeeee 26 06/10
8.1 AtteNdance ------smmmmmm e 26 06/08
8.2 OVt M — === === oo oo e 27 06/08
8.3 WOrkweekK ====smmmmmmmmm e 27 06/08
8.4 Change in Work Hours ----============-mm oo 27 06/08
8.5 Alternate Work Schedules -----=======mmmmmmmmmm e 27 06/08
8.6 Meal Period---====smmmmmmmmm e 28 06/08
8.7 Rest Periods ---=========memmem oo oo 28 06/08
8.8 Workplace Attire —===-mmmmmmmmmm ool 06/10
9 LEAVES -~ 28
9.1 General Provisions-------========—-mmmmm oo 28 06/09
9.2 Available Leave Categories-----=========mmmmmmmmmmm oo 28 06/08
9.3 Administrative Leave -----=======mmmmmmm e 29 06709
9.4 Annual Vacation Leave -----=========mmmmm e 29 06/08
9.5 Bereavement Leave -------=======emmmmmmmm oo eeee 29 06/09
9.6 Holidays ----========== oo 29 06/08
9.7 Job-incurred Disability Leave ---------=======--mmmmmmmmmmmmoooo - 29 06/08
9.8 JUrY DUy === e e e e 30 06/08
9.9 Leave of Absence--------=-eeemmmmmm oo 30 06/09
9.10 Leave of Absence — Without Pay -----=========mmmmmmmmmmmmm e 30 06/09
9.11  Leave of Absence — Unauthorized-------===========mmmmmmmmmmmmmmm- 31 06/08
9.12 Military Leave ========mmemmmmmm e 31 06/09
9.13  Military Family Leave -------=------mmmmmmm oo 31 06/08
9.14  Military SpouUSe Leave ----=======mmmmmmm oo 31 06/08
9.15  Other Authorized Leaves ----===========mmmmmmmmm e 31 06/08
9.16  Pregnancy Disability Leave (PDL) ---------------==mmmmmmmmmmmmmmm 31 06/08
9.17  Parental Leave ------=seemmmmmmm e 33 06/08

Personnel Rules, Regulations, and Policies Page 4

| Local Government Services and Regional Government Services, JPAs Revised June 26692010



REGIONAL GOVERNMENT SERVICES
LOCAL GOVERNMENT SERVICES

Providing Solutions To California Public Agencies

9.18  Sick Leave ---==smmmmmmmm e 33 06/08
9.19 School Leave ---=--smemmmmmm e 34 06/08
9.20 Time Off t0 VOt@ ----mmmmmmmm e 34 06/09
9.21  State Disability Insurance Leave ------==========mmmmmmmmmmmmmm oo 34 06/08
9.22  Short- and Long-term Disability Benefits -------------------ooomcme—- 34 06/08
9.23  Disability Retirement Eligibility---------------------commmme - 34 06/08
10 Separation From Service ------------mmmmmmee 34
10.1  ReSigNation =============mm oo oo 35 06/08
10.2  Automatic Resignation -=---============mmmmm oo 35 06/08
10.3  Failure to RepOrt-============mmm oo 35 06/08
10.4  Discharge ===============mmmm e oo 35 06/08
10.5 Layoff Policy and Procedure ------=-=========mmmmmmmmmmmmmeeeee - 35 06/08
11 Evaluations, Transfer, and Reinstatement----------- 35
11.1 Employee Performance Evaluations -------==========mmmmmmmmmme oo 35 06/08
11,2  Transfer-------=--smmmmm oo 35 06/08
11.3  Reinstatement-===========mommmo oo 35 06/08
12 Grievance Procedure ----------mmmmmmmmm e 36
12.1 Definition of GrievanCe------------==---m oo 36 06/08
12.2  Eligibility to File a Grievance -----------===---m oo 36 06/08
12.3  Exclusions from the Grievance Procedure-------------------------———- 36 06/08
12.4  Grievance Procedure ------=========mmmm oo 36 06/08
125  Representation -=============-mmmmm oo 37 06/08
12.6  Waiver of Grievance ------============mmm oo 37 06/09
12.7  No Retaliation --------====-m oo 37 06/08
13 Disciplinary ACtion - 37
13.1  PoOliCy--mmmmmmmm e oo 37 06/08
13.2  Types of Discipling------===========mmmm oo 37 06/08
13.3  Written NOtiCe =---========mmm oo 38 06/08
13.4  Grounds for Disciplinary Action--------===========---mmmmmmmommooo - 38 06/09
13.5 Employee ReView ---=-====mmmmmm oo 39 06/08
13.6  Relief of DUty -=======mmm = m oo 39 06/08
13.7  No Rights to Appeal ------==========-m e 39 06/08
14 Equal Employment/Anti-discrimination Policy --- 39
14.1 Discrimination PoliCy -------====mm oo oo 39 06/08
14.2  Equal and Fair Personnel Practices --------==-=======mmmmmmmmmmm - 40 06/08
14.3  Non-discrimination and Harassment Policy -------------=--==-------- 40 06/08
14.4  Reporting Unlawful Harassment or Discrimination------------------ 42  06/08
14.5 Remedial ACtion -=-=======mmmmm oo 43  06/08
146  No Retaliation ------=----mmmm oo 43 06/08
14.7  DisSemMiNation -=-----==m oo oo oo 43 06/08
14.8  Department of Fair Employment and Housing and the Equal

Employment Opportunity CommisSion ------===-==mmmmmmmmmmmmmemoeo 43 06/08
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14.9  Obligations of Employees ----===============mmmmm oo 44  06/08
15 Drug and Alcohol-free Policy --------------meemmmemeee - 44

|15.1  AgeneyJPAS POIiCY----===n=mmmmm e 44  06/08
15.2  Unlawful Behavior ----------==-mmm oo 44  06/09
15.3  SUSPICION ========mm e oo 44  06/08
16 Safety in the Workplace Policy----------------emmmceeeme - 45

16.1  Workplace Safety Policy-------===========mmmmmmmmm oo 45 06/08
16.2  Management Responsibilities -----------=--=-----mmmmmmmmo - 45 06/08
16.3  Employee Responsibilities ------------=---=----mmmmmmmoooo - 45 06/08
16.4  Reporting INJUries ==----=--=mmmmm oo 45  06/08
16.5  Other Safety Rules ------============mm oo 45 06/08
16.6  Injury and lliness Prevention Program --------------=======-omomoo--- 45  06/09
|16.7 DMV Pull Program -=-=-=-=-======zcececeomommmmmocooo oo oooee 06/10
17 Smoking PoliCy - 46  06/08
18 Policy on Accepting GiftS------—-—-—-—-momomomeeee 46  06/08
19 Travel and Training Policy --------—--—--—-m e 46

19.1  Travel and TraiNiNg--------===--mmmm oo oo 46  06/08
19.2  Minimizing Lost Work Time------------=mmmmmm oo 46  06/08
19.3  Cost-effective Travel ---------=-=-===--mmmmmmmmmmeeo 46  06/09
19.4  Travel Guidelines for Allowable Travel ---------------cmmmmmeemmee 46  06/08
19.5  Government or Group Transportation Lodging Rates -------------- 47  06/08
19.6  Sponsored Lodging Rates -----===============mmmmm oo 47  06/08
19.7  ReCeIPLS-======mmmmmmm oo 47  06/08
19.8  Meal Guidelings----==========mmmm oo 47  06/08
20 Policy on Agency Equipment and Vehicle Use----- a7

20.1  Use of AgenreyJPAs Equipment/Automobile Use -------------------- 47  06/09
20.2  Automobile Use -=======mmmmmmmm e 48 06/091

0

20.3  Use of Vehicle Safety Belts --------==--== - oo oo 48 06/08
20.4  Vehicle ACCIdeNts —========mmmmmm e 48 06/08
21 Information and Electronic Systems Use Policy-- 49

211 DefiNitioNS------- - oo 49 06/08
21.2  Public DiSClOSUIE =======mmmmmm oo oo 49 06/08
21.3  Serial Meetings---=======mmmmm e 49 06/08
21.4  Use During Normal Business HOUIS -============mmmmmmmmmmmmmm e 49 06/08
215  AcCOUNT ACCESS-======mmmmmmmm e e 49 06/08
216  Prohibited USe =====mmmmmmmmmm e 49 06/08
217  Public Records ========smmmmmmmmm e 51 06/08
21.8 Intellectual Property RightS ------------mmmmmmo o 51 06/08
22  Outside Employment Policy --------------mmmmmmmmeeeeeo ol

22.1  Outside Employment --========mmmmmm e 51 06/08
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22.2  Workday ACtIVIti€S-========mmmmm o 52 06/08
22.3  Incompatible WOrk ---========mmmmmmmm e 52 06/08
23 Policy on Workplace Violence Prevention ---------- 52
23.1  Violence in the Workplace Policy-----===========mmmmmmmmmmm e 52 06/08
23.2  Notification -=======mmmmmm e 52 06/08
23.3  Possession of Inappropriate Items -----==========mmmmmmmmmmmmmmmmee- 52 06/08
23.4  Disciplinary ACtION =========mmmmm e oo 52 06/08
23.5  Counseling ServiCes--======mmmmmmm e 52 06/08
23.6  Procedures for Imminent or Actual Violent Acts ---------=-======----- 53 06/08
24  Policy on Relatives Working for the AgereyJPAs-- 54
24.1  Relatives Working for the AgeReyJPAS ------------mmmmmmmmo oo 54  06/08
24.2  AgeneyJPAS Rights --------mmm oo 55 06/08
25  Political Activity PoOliCy - oo 55 06/08
26  Hatch Act PoliCy ------—-=-m oo 55
26.1 Hatch ACt ----mmmmmmm e 55  06/08
27 Policy on Workplace Accommodations for

Employees With Disabilities ------------------cceeemme 55 06/09
28 Family and Medical Leave Policy -------------mmmemememeev 56
28.1  Family and Medical Leave Policy-----=======mmmmmmmmmm e 56  06/09
28.2  PUIPOSE ====mmmmmm e e e e e e e e e 56  06/08
28.3  Eligibility -------------mm e 56 06/08
28.4  Type of Leave Covered ------====mmmmmmmmm oo 56  06/09
28.5  Policy Definitions ========mmmm e 56  06/09
28.6  Amount Of Leave --=======mmmm oo e 59 06/08
28.7  Intermittent Leave or Leave on a Reduced Work Schedule----------- 59 06/08
28.8  Substitution of Paid Accrued Leaves -----===========mmmmmmmmmmmmeee 59  06/09
28.9  Medical CertifiCation ===========mmmm s 60 06/08
28.10 Recertification--=======smmmmmmm s 60 06/08
28.11 Procedures for Requesting Leave -------=======mmmmmmmmmmmmm oo 61 06/09
28.12 Accrual of Benefits While on Leave ------========mmmmmmmmmmmeeee 61 06/08
28.13 Right to Reinstatement Upon Return From FMLA Leave ------------ 62 06/08
28.14 Employee’s Obligation to Periodically Report on Condition---------- 62 06/08
28.15 Fitness-for-Duty Certification ------=======mmmmmmmmm e 62 06/08
28.16 Failure to Return From FMLA Leave ------=======mmmmmmmmmmeeee 62 06/08
29  Policy on Fitness-for-Duty Evaluations ----------------- 62  06/08
30 Confidentiality POliCY----=-m-mommmm oo 62 06/10
31 Emergency Service WOrKkers ------------eemmmmmememeeeeeeee 62  06/10

All policies affect all LGS or RGS employees regardless of at-will status.
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Section 1 Introduction

11

1.2

1.3

14

1.5

1.6

1.7
1.8

1.9

1.10

| 1.11

AgenetesJPAS: Local Government Services and/or Regional Government Services,
herein after, the AgeneiesThe JPAs, provide services to a variety of clients with
employees assigned to perform those services. Ageney—eEmployees are the JPA
Ageney’'s representatives when performing services.

Board of Directors and Executive Committee: The Boards of Directors for
Local Government Services and Regional Government Services are each comprised
of one representative from each member organization. Member organizations are
the City of Larkspur and the Association of Bay Area Governments.

Name: These Personnel Rules, Regulations, and Policies (hereafter “Rules”)
generally describe the employment relationship between the Local Government
Services (LGS) and Regional Government Services (RGS) and their employees.
These Rules apply to both LGS and RGS Ageney-JPA employees, except where
otherwise indicated in these Rules or where an applicable employee agreement
specifically conflicts with a Rule, in which case the employee agreement provision
shall govern. These Rules do not apply to appointive officers of the either Ageney
JPA Governing Board or executive committee members.

Conflicting Rules: These Rules were established to conform and be
complementary to AgenciesJPAs policies. In cases where there is deemed to be a
conflict between a Rule and the policies, the policies shall prevail.

Additional Rules: Unit managers are the executive leadership of client
organizations who may issue additional rules or policies as deemed necessary for
the efficient administration of the unit. However, such unit rules or policies shall
not conflict with these Rules. In cases where there is deemed to be a conflict
between a unit rule and these Rules, these Rules shall prevail.

Amendments: These Rules may be amended from time to time and approved by
both AgereyJPAs Governing Board.

Accessing Rules: These Rules are available to all employees and are posted on
both AgeneyJPAs website. Each employee is responsible for reading and complying
with them.

Violation of Rules: Violations of the provisions of these Rules shall result in
disciplinary action, up to and including dismissal, to be taken in accordance with
these Personnel Rules and Regulations.

Discrepancies: In the event there is a discrepancy between the language in these
Rules and state or federal law, federal or state law shall prevail over these Rules.
Severability: If any part of these Rules is determined to be unconstitutional or
illegal, such part shall be severed from these Rules and the remaining Rules shall be
given full force and effect.

Word Usage: The term Agency JPA or AgeneciesJPAS as used in these Rules refers
to either Local Government Services and/or Regional Government Services.
Responsibilities and rights of the AgeneiesJPAs under these Rules are exercised by
the Executive Director, and may be delegated by the Director in his/her discretion.
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1.12

Executive Director: The term Executive Director refers to Local Government
Services and/or Regional Government Services Executive Director. The Executive
Director may designate authority to the human resources or unit manager, as
appropriate. When interpreting these Rules, anytime the Executive Director is
listed, it should also be interpreted to mean the Executive Director or his/her
designee.

Section 2 Employer/Employee Relations

| 2.1

Meyers-Milias-Brown Act: The AgeneiesJPAs labor relations policies are
governed by the Meyers-Milias-Brown Act (MMBA), Government Code section
3500 et seq.

2.1.1 Bargaining Unit: Means a unit of employee classifications and/or positions
established by the Board.

2.1.2 Board: This refers to the Board of Directors, the governing body of either
Local Government Services (a public agency under Article 1, Chapter 5,
Division 7, Title 1 commencing with Section 6500 of the Government Code of
the State of California) and the Executive Committee of LGS, and the
governing body of Regional Government Services (a public agency under
Article 1, Chapter 5, Division 7, Title 1 commencing with Section 6500 of the
Government Code of the State of California) and the Executive Committee of
RGS. The Board includes any duly authorized Board representative or
Committee thereof.

2.1.3 Certify: Means the process by which the Board formally acknowledges an
employee organization as the exclusive representative of a bargaining unit.

2.1.4 Confidential Employee: Means an employee or position, as designated by
the Board, who could reasonably have access to confidential information that
could affect employer-employee relations.

2.1.5 Day: Means calendar day unless expressly stated otherwise.

2.1.6 Employee: Means any person employed by either AgeneyJPAs, but
generally does not include appointed and elected officials, temporary or
intermittent workers, or program participants.

2.1.7 Employee Organization: Means any organization that includes employees
of either AgeneyJPAs, and which has one of its primary purposes to represent
such employees in their labor relations with either AgeneyJPAS.

2.1.8 Impasse: Means a deadlock in negotiations concerning matters within the
scope of representation.

2.1.9 Management, Managerial, or Supervisory Employee: Means any
employee, as reasonably designated by the Executive Director, having
significant authority, in the interest of the Board, formulate and effectuate
policies by expressing and making operative the decisions, or who is
substantially involved in developing and/or implementing management
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2.1.10

2.1.11

| 2.1.12

2.1.13

2.1.14

policies, or who hires, transfers, suspends, lays off, recalls, promotes,
discharges, assigns, rewards, or disciplines one or more other employees; or
to direct or supervise them; or to adjust or advise regarding grievances. Such
employees are so distinguished as they:
2.1.9.1 Primary Duty: Have as their primary duty the management of an
unit.
2.1.9.2 Authority: Have authority to hire and fire, or to make
recommendations as to those decisions.
2.1.9.3 Discretionary Powers: Customarily and regularly exercise
discretionary powers.
2.1.9.4 Management Function: Carry out those functions primarily
performed by managers.
2.2.9.5 Non-management Work: Do not devote more than 20 percent of
their weekly work time to non-management activities.
Memorandum of Understanding (MOU): Means a written agreement
between the Board and the recognized employee representative regarding
wages, hours, and working conditions within the scope of representation.
MOUs and each of their provisions shall not be valid or enforceable unless
and until adopted by the Board.
Notice: Means depositing the information at issue, properly addressed with
correct postage for first class delivery, in a United States Postal Service
(USPS) facility, unless otherwise agreed between the affected parties in
writing.
AgeneyJPAs Executive Director: Refers to the AgeneyJPAs Executive
Director of Local Government Services and/or Regional Government
Services. The Executive Director may delegate any responsibility specified in
these Rules.
Recognized Employee Representative: Means an employee
organization which has been formally recognized by the Board or its
designee, the Executive Committee, as the exclusive representative of a
bargaining unit or units for purposes of meeting and conferring on matters
within the scope of representation under the MMBA.
Scope of Representation: The scope shall include all matters relating to
employment conditions and employer-employee relations, including, but not
limited to, wages, hours, and other terms of conditions of employment;
provided, that the scope of representation shall not include consideration of
the merits, necessity, or organization of any service or activity provided by
law or executive order, or any other matter excluded by applicable case law or
statute.

2.2 Board Management Rights: Unless specifically in conflict with any MOU, all
management rights shall remain vested exclusively with the Board or its Executive
Committee, and any omission in a management right listed below shall not be
construed as the Board’s waiver of such right. Board management rights include,
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but are not limited to the right to:

Determine the mission of its agenetesJPAs, institutions, divisions, committees,
boards, and commissions.

Full and exclusive control of the management and organization of the employer;
supervision of all operations; determinations of methods, means, location, and
assignments of performing all work; and the composition, assignment, direction,
location, and determination of the size and mission of the work force.

Determine the work to be done by employees, including establishment of service
levels, appropriate staffing, and the allocation of funds for any position(s) within
the organization.

Review and inspect, without notice, all employer-owned facilities, including
without limitation desktop computers, desks, email, facsimile, and copy
machines, computer storage drives, voicemail systems, and filing cabinets and
systems. This section shall not grant the unfettered right to inspect personal
property without legal cause.

Change or introduce different, new, or improved operations, technologies,
methods, or means regarding any work, and to contract out for the work.
Establish and modify qualifications for employment, including the content of
any job classification, job description, or job announcement, and to determine
whether minimum qualifications are met.

Establish and enforce employee performance standards.

Schedule and assign work, make reassignments, and assign overtime work.

Hire, fire, promote, reassign, transfer, release, discipline, layoff, terminate,
demote, suspend, or reduce in step or grade, all employees.

Reorganize any of its divisions and reassign workers accordingly.

Require fitness-for-duty evaluations upon reasonable cause.

Require drug and/or alcohol tests upon reasonable suspicion of possession of
illegal drugs or alcohol in the workplace, or impairment while on the job.
Investigate regarding complaints or concerns about employee performance
deficiencies or misconduct of any sort, including the right to require employees
to appear, respond truthfully, and cooperate in good faith regarding any
employer investigation.

Designate employees as exempt, or non-exempt, pursuant to the Fair Labor
Standards Act.

Maintain orderly, effective, and efficient operations.

2.3 Employee Rights: Unless specifically in conflict with an MOU, all employees shall
enjoy the following rights to:

Form, join, and participate in the activities of employee organizations of their
own choosing for the purpose of representation on all matters of employer-
employee relations.

Refuse to join or participate in the activities of employee organizations, and to
represent themselves individually in their employment relations with the Board.
Be free from interference, intimidation, restraint, coercion, or discrimination

Personnel Rules, Regulations, and Policies Page 11
| Local Government Services and Regional Government Services, JPAs Revised June 266892010



REGIONAL GOVERNMENT SERVICES
LOCAL GOVERNMENT SERVICES

Providing Solutions To California Public Agencies

because of exercising rights specified in this section.

| 2.4 Bargaining Units: The AgeneyJPAs Executive Director (which includes any
authorized designee), shall designate and maintain a description of all current

| bargaining units in the AgenciesJPAs. The Executive Director shall have the
management discretion to form and define reasonable bargaining units, and to
modify bargaining units based on the procedures specified in this Rule. In
exercising discretion regarding bargaining unit composition, including initial
formation and subsequent modification, the Executive Director shall consider the
following criteria, which are not necessarily listed in order of importance:

2.4.1 Community of interest among employees, and avoiding actual or
potential conflicts of interest within the bargaining unit.

2.4.2 Historical relationships including the organizational structure and
collective bargaining.

2.4.3 The effective delivery of services.

2.4.4 The application of consistency of wage, hour, and benefit packages
(including retirement benefits).

2.4.5 Specific legal requirements, such as the rights of certain employees to be
in bargaining units exclusive of other employees.

2.4.6 Employee rights to freely choose labor representatives according to
their preference.

2.4.7 The interest of broad-based units composed of the largest number of
employees having a reasonable community of interest.

2.5 Certification as Exclusive Bargaining Representative:
2.5.1 Elements of Petition: An employee organization seeking recognition as an
exclusive representative of a bargaining unit shall file with the Executive
Director a written petition for certification, which shall include the items
listed below. The Executive Director may provide appropriate forms for such
petitions.
2.5.1.1 The complete name and street address of the organization.
2.5.1.2 The names, titles, mailing addresses, e-mail addresses, and telephone
numbers of the organization’s officers.

2.5.1.3 The names, addresses, e-mail addresses, and telephone numbers of
those persons who are authorized to represent the organization.

2.5.1.4 The names, addresses, and e-mail addresses where notices from the
Board to the organization may be sent.

2.5.1.5 A statement that the organization has no restriction on membership
and does not discriminate based on race, color, creed, national origin,
sex, age, disability, sexual orientation, or political affiliation.

2.5.1.6 A statement that one or more of the primary purposes of the
organization is to represent employees on matters concerning wages,
hours, and other terms and conditions of employment.

2.5.1.7 A statement whether the organization is affiliated in any manner,
directly or indirectly, with another organization (for example as a
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local or chapter of a national or international parent union), and if so,
the name, address, and website address of the affiliated organization.

2.5.1.8 Copies of the employee organization’s constitution and by laws,
accompanied by a statement of authenticity.

2.5.1.9 Authorization cards demonstrating support for the petition, signed
by 30% or more of the employees within the bargaining unit, that are
dated no later than 6 months earlier than the date of the petition, and
which appear authentic to the party reviewing them.

2.5.1.10 A request that the Board certify the petitioner as the exclusive
bargaining representative for those employees in the bargaining
unit(s) at issue.

2.5.2 Response to Petition: Within 30 days after receiving a petition, the
Executive Director shall determine whether the petition contains the
necessary elements demonstrating the requisite showing of interest. If the
petition is defective in some respect, the Executive Director may reject and
return it, with a brief explanation. Alternatively, the Executive Director may
retain the petition, and permit the petitioner to alleviate the deficiencies
promptly.

2.5.3 Notice: After the Executive Director determines that a petition meets the
requirements under this Rule, the Executive Director shall provide notice
that a petition has been filed to all employees in the bargaining unit at issue,
all recognized employee organizations, and the Board.

2.5.4 Elections: Elections shall be conducted in accordance with the provisions
herein.

2.5.5 Certification: The Executive Director shall provide notice of the election
outcome to all affected employee organizations and the Board. For
certification petitions, the Board shall certify the prevailing organization, if
any, as the exclusive bargaining representative for the bargaining unit(s) at
issue.

2.6 Election Procedures: The following procedures are applicable to elections,
except as specified herein.

2.6.1 Third-party Election: Elections will be conducted by a third party as
designated by the Executive Director. The Executive Director may take
reasonable measures, not in conflict with this Rule or applicable law, to
ensure the integrity of elections.

2.6.2 Executive Director Discretion: The Executive Director has the discretion
to refer the election matter at issue to a neutral organization such as the State
Mediation and Conciliation Services (SMCS), or the Public Employee
Relations Board (PERB), for handling.

2.6.3 Supported Petition: In order for an election to be held, petitions to certify
or decertify a recognized bargaining representative, or to rescind an agency
shop provision, must be accompanied by cards showing that the petition at
issue is supported by 30% or more of the bargaining unit employees.

Personnel Rules, Regulations, and Policies Page 13
| Local Government Services and Regional Government Services, JPAs Revised June 266892010



REGIONAL GOVERNMENT SERVICES
LOCAL GOVERNMENT SERVICES

Providing Solutions To California Public Agencies

2.6.4 Challenges: Challenges to certification petitions may be initiated by other
employee organizations. If the challenging organization meets these
requirements, the organization will also be included in the election. The
requirements are:
2.6.4.1 Challenging Organization: The challenging organization provides
the information contained in this Rule.

2.6.4.2 Percent of Signed Cards: The challenging organization produces
cards demonstrating that at least 10% of employees in the bargaining
unit subject to the petition support the challenge.

2.6.4.3 Time Period: The challenge must be initiated within 30 days after
the Executive Director gives notice of a petition for certification.

2.6.5 Authenticity: The authenticity of cards and signatures shall be verified by a
neutral party designated by the Executive Director.

2.6.6 Secret Ballot: Elections will be conducted by secret ballot. Over 50% of the
employees in the bargaining unit must participate in the election in order for
the election to be certified. Elections will be determined by majority vote of
those employees casting votes.

2.6.7 No Representation Choice: Ballots shall contain the choice of “no
representation”.

2.6.8 No Majority Result: If no representative receives a majority of the votes,
the Executive Director shall conduct a runoff election between the 2 choices
receiving the most votes.

2.6.9 Costs: Except for initial elections regarding certification of an exclusive
bargaining representative, costs of elections shall be borne equally among the
Board and the employee organizations appearing on the ballot, to the extent
permitted by law.

2.6.10 Decertification Election: Elections concerning the proposed
decertification of an exclusive bargaining representative may be held no
sooner than 12 months following the date the Board certified and recognized
the bargaining representative as the exclusive bargaining representative for
the bargaining unit(s) at issue. A decertification petition alleging that the
incumbent recognized employee organization no longer represents a majority
of employees in an established unit may be filed with the Executive Director
only during the 30 day period commencing 120 days prior to the termination
date of an MOU then having been in effect less than 3 years. For MOUs in
effect 3 years or longer, decertification petitions may be filed during the
month of January in every year the MOU is in effect.

2.6.11 Rescinding Agency Shop: No more than one vote to rescind an agency
shop agreement may be taken during the life of a MOU that provides for
agency shop.

2.6.12 Granting Recognition: Notwithstanding the procedures in this Rule, the
Board shall grant exclusive recognition to an employee organization based on
a signed petition, authorization cards, or union membership cards showing
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that a majority of the employees in a bargaining unit determined appropriate
by the Executive Director desire the representation, unless another labor
organization has previously been lawfully recognized as exclusive or majority
representative of all or part of the same unit. Exclusive representation shall
be determined by a neutral third party selected by the Executive Director and
the employee organization who shall review the signed petition,
authorization cards, or union membership cards to verify the exclusive or
majority status of the employee organization. In the event the parties cannot
agree on a neutral third party, the parties shall utilize the services of the
SMCS. In the event the neutral third party determines, based on a signed
petition, authorization cards, or union membership cards, that a second labor
organization has the support of at least 30% of the employees in the unit in
which recognition is sought, the neutral third party shall order an election to
establish which labor organization, if any, has majority status.
2.7 Bargaining Unit Modifications: Bargaining unit modifications may be initiated
by the Executive Director, by a group of employees, or by a recognized employee
representative. Modifications to existing bargaining units must be supported by
some legitimate reason.
2.7.1 Executive Director Initiated Unit Modifications: The Executive
Director may initiate a modification of its unit structure, including the
creation of new units, or the reallocation of classifications from one
bargaining unit to another bargaining unit. The Executive Director shall
provide notice to all affected employee organizations, and to each employee
who may be affected by the proposed change. Before implementing any
modification or reallocation, the Executive Director shall provide the
opportunity to meet and confer (or consult), to the extent required by law,
with affected, recognized employee representatives.
2.7.2 Employee and Union Initiated Modifications: An employee, group of
employees, or a recognized employee organization may request that a unit be
modified, or that one of more classifications be reallocated to a new or
existing bargaining unit. The Executive Director shall provide notice to all
affected employee organizations upon receipt of such a request. The request
must be accompanied by authorization cards, dated no later than 6 months
earlier than the request, showing that at least 40% of the employees in the
new proposed unit, or 30% of the employees in the classification(s) proposed
to be reallocated to another bargaining unit, support the request.
2.7.2.1 Denying the Request: The Executive Director may exercise
discretion to deny the request in the event the criteria listed in
section 2.4 of this Rule suggest to the Executive Director that the
modification or reallocation is inappropriate. The Executive Director
shall provide notice of the rejection to all recognized employee
representatives promptly after such determination.

2.7.2.2 Consistent Modifications: If the Executive Director determines
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that the modification or reallocation is consistent with the criteria
listed, the Executive Director shall further process the request. If the
Executive Director determines that a new unit or reallocation is
appropriate, the Executive Director shall provide notice to all
recognized employee representatives. If no protest is filed within 30
days, the Executive Director shall promptly reassign affected
classifications to the new unit, or reallocate the classifications to an
existing bargaining unit. In the event of an assignment to a newly
created bargaining unit, the Executive Director shall also notify the
employees of their rights under this Rule, including the right to select
a representative of their choice for the purpose of meeting and
conferring regarding wages, hours, and working conditions under the
MMBA.

2.7.2.3 Protests: Within 30 days of notice regarding the Executive
Director’s determination to modify a bargaining unit, or reallocate
classifications, an affected recognized employee representative may
submit a protest to the Executive Director’s office. The protest must
include the following in order to be considered.
2.7.2.3.1 Data: The name, address, e-mail address, and telephone

number of the protesting representative.

2.7.2.3.2 Facts: The facts and arguments supporting the protest.
2.7.2.3.3 Resolution: The proposed resolution.

2.7.2.4 Response: Upon receipt of a protest, the Executive Director shall
meet and confer to the extent required by law. If there is no
resolution, the dispute shall be submitted to the SMCS for mediation.
If the SMCS is unable to achieve a resolution, the matter shall be
referred to the Executive Director for final written decision and
notice to all affected parties. After issuing a decision, the Executive
Director may reassign or reallocate the classifications at issue, and
inform the employees of their rights under this Rule.

2.8 Timing: Unless required by law, unit modifications or reallocations may not be
initiated sooner than 12 months following the date of any memorandum of
understanding which covers the classifications proposed to be reallocated or moved
from the bargaining unit.

2.9 Unit Disputes Involving Professional Employees: In the event of a dispute
on the appropriateness of a unit of representation for professional employees, upon
request of any of the parties, the dispute shall be submitted to State Mediation and
Conciliation Services (SMCS) for mediation or for recommendation for resolving the
dispute. Professional employees, for the purposes of this section, mean employees
engaged in work requiring specialized knowledge and skills attained through
completion of a recognized course of instruction, including, but not limited to,
attorneys, physicians, registered nurses, engineers, architects, teachers, and the
various types of physical, chemical, and biological scientists.
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2.10 Rights and Responsibilities:

2.10.1 Meet and Confer: An exclusive bargaining representative shall have the

right to meet and confer in good faith with authorized representatives from

| the designated ageneyJPAS regarding wages, hours, and working conditions
within the scope of representation. If an agreement is reached, the parties
shall jointly prepare a written MOU, which shall not be binding, and present
it to the Board. If the Board adopts the written MOU, it shall become binding

| on the parties. The AgeneciesJPAs are under no obligation to meet and confer
with an employee organization, unless it has been certified as a recognized
employee representative.

2.10.2 Current Information: Recognized employee representatives have the
responsibility to inform the Executive Director, in writing, of any changes in
the information specified in section 2.5 of this Rule, and the Board may rely
on its information on file for purposes of notice under this resolution and the
MMBA.

2.10.3 Release Time: During the period of meet and confer regarding a
memoranda of understanding, recognized employee representatives shall be
entitled to a reasonable number of representatives who may receive paid
release time during the period when formal negotiations are occurring at the
table. The precise number shall be subject to the parties’ discussions and the
Executive Director’'s approval at the outset of negotiations. Employee
representatives shall cooperate with the Executive Director on a reasonable
schedule, and the employees released for negotiations shall notify their
supervisors, obtain their consent (which shall not be unreasonably withheld)
and ensure that the dates scheduled for negotiations do not adversely affect

| either AgeneyJPAS’s operation. Paid release time may not be authorized for
activities such as soliciting membership, internal union elections,
campaigning for office or other political activity, organizing efforts, or for any
other purpose not authorized by this Rule or an MOU.

| 2.10.5 AgenreyJPAs Resources: Use of AgenetesJPAs resources, including
without limitation; stationery, computers, mail, e-mail, copy machines, and
fax machines, for Union business is prohibited. Use of Board facilities for

| other than AgeneyJPAs-related business is prohibited.

2.10.6 Dues and Other Authorized Payroll Deductions: Recognized
employee representatives may sponsor payroll deduction programs for
membership dues, charitable causes, and benefit premiums and
contributions. In order to participate, each affected employee must submit a
written authorization on a form prescribed by the Executive Director.
Deductions shall comply with the AgeretesJPAs administrative procedures.

2.10.7 Appeals: An employee or labor organization aggrieved by any adverse action
taken pursuant to this Rule may submit an appeal to the Executive Director.
The Executive Director may adopt reasonable procedures, after appropriate
meet and consult, to resolve such appeals. To be considered, an appeal must
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be filed within 30 days of when the aggrieved party knew or should have
known of the alleged violation. Failure to file an appeal within the 30 day
time limit shall constitute a waiver of any challenge to the action at issue.
Appeals must contain specific allegations that the employer violated a
specific provision of this Rule or applied the Rule in a manner that violates an
applicable law. To the fullest extent permitted by law, appeals must be
submitted and appeal procedures exhausted before resorting to any other
forum, so that the underlying facts may be gathered, an appropriate record
may be created, and the Executive Director is provided a reasonable
opportunity to correct or remedy complaints. No other grievance or appeal
process may be used to address issues covered by this Rule.
2.11 Impasse Resolution Procedures:

2.11.1 Impasse Meeting: If impasse is reached during negotiations concerning an
MOU, either party may declare an impasse by submitting a written letter
formally declaring an impasse. The declaration of impasse must contain all
of the following elements:
2.11.1.1 Tentative Agreements: A list of all tentative agreements, if any.
2.11.1.2 Disputed Issues: A list of all disputed issues.
2.11.1.3 Last and Final Offer: For each disputed issue, the declarant’s last

and final offer. The party against whom the impasse is declared
shall submit a formal response within 7-working days of notice of
impasse, and shall meet within 7-working days thereafter.

2.11.2 Mediation: Upon and after impasse, either party may request that the
dispute be submitted to mediation, and the other party must participate in
good faith upon request, or submit a letter within 7-working days of the
request specifically declining to participate in mediation. The costs of
mediation shall be borne equally. Mediation shall be conducted by a
mediator supplied by the SMCS, or by some other mutually agreed upon
mediator. Mediation shall be confidential. The mediator shall not make
public recommendations or issue any decision concerning the issues. If no
agreement is reached after an opportunity for mediation, the matter may be
referred to the Board for final determination.

2.11.3 Miscellaneous: The impasse resolution section shall not apply to economic
disputes involving employees governed by different impasse resolution
procedures imposed by lawful statute. This impasse resolution section shall
only cover bargaining impasses regarding comprehensive memoranda of
understanding (MOUSs), and it does not cover day-to-day issues subject to
meet and confer/meet and consult; or Board actions that may be subject to
meet and confer/meet and consult requirements.

2.12 Agency Shop: If made, agency shop arrangements must accord with all

requirements of California Government Code section 3502.5.

2.13 Miscellaneous Provisions:
2.13.1 Savings and Separability: This Rule is intended to comply with all

Personnel Rules, Regulations, and Policies Page 18
| Local Government Services and Regional Government Services, JPAs Revised June 266892010



REGIONAL GOVERNMENT SERVICES
LOCAL GOVERNMENT SERVICES

Providing Solutions To California Public Agencies

applicable state and federal laws, and it should be interpreted and applied to
harmonize with all such law, reserving the broadest legal measure of
authority to the Board. In the event a court of competent jurisdiction
determines that some provision is inconsistent with applicable and binding
law, then that provision shall be severed and all remaining portions of the
Rule shall continue in full force and effect. Upon request by the Executive
Director, a recognized bargaining representative will meet and consult
promptly in an effort to resolve any amendments that are necessary or
advisable in light of changes to existing law, or interpretations of the law that
impact this Rule.

2.13.2 Anti-discrimination: The Board is committed to ensuring that its
workplaces are free from discrimination and harassment made unlawful
pursuant to Title VII of the Civil Rights Act, the Fair Employment and
Housing Act, and other applicable local, state, and federal laws regarding
discrimination. This Rule shall be interpreted to comply with such laws. All
memoranda of understanding, including side letters, adopted pursuant to the
MMBA, and this Rule shall be interpreted to comply with such laws.

Section 3 Definition of Terms
The terms used in these Personnel Rules and Regulations shall have the meanings as
defined below:

3.1  Advancement: A salary increase within the position.
| 3.2 Agency JPA or AgeneiesJPAs: As used in these Rules refers to the Local
Government Services, JPA or Regional Government Services, JPA. Responsibilities
and rights of the AgenetesJPAs under these Rules are exercised by the LGS or RGS
AgeneyJPAs Executive Director or as delegated by the Executive Director in his/her
discretion.
3.3 Allocation: The assignment of a single position to its proper class in accordance
with the duties performed and responsibilities exercised.
3.4 Anniversary Date: Date an employee is appointed, promoted, demoted, or
| reinstated to a position within the AgenciesJPAs.
3.5 Applicant: Any person submitting a formal, completed application materials for
| employment with either AgeneyJPAs.
3.6 Appointing Authority: The Executive Director or designee, has the authority to
make an appointment to a position to be filled.
3.7  Appointment: Placement of a candidate into a position.
| 3.8 At Will Employee: Employees of both AgenciesJPAs are at will and serve at the
pleasure of the Executive Director, who retains the authority to terminate any such
employee at any time with or without notice or cause and without right of appeal.
At will employees do not acquire a property interest in their positions with the
| AgeneiesJPAs.
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3.9 Compensation: Salary, wages, fees, benefits, allowances, or monies paid to, or on
behalf of, an employee for work services.

3.10 Compensatory Time Off: Time off in lieu of pay for overtime worked.

3.11 Continuous Examination: An examination which is administered periodically.

3.12 Continuous Service: Employment without interruption. This includes approved
paid leaves of absences and leaves of absences to serve in the armed forces of the
United States, as provided by Section 395 of the Military and Veterans Code.

3.13 Days: Means calendar days unless otherwise stated.

3.14 Demotion: The voluntary or involuntary movement of an employee from one
position to another position having a lower maximum base rate of pay.

3.15 Disciplinary Action: The discharge, demotion, reduction in pay, suspension, or
transfer of an employee for disciplinary reasons.

| 3.16 Employee: An individual appointed to a position within either AgeneyJPAs.

3.17 Employment Date: For retirement, sick leave, and other benefit purposes, this is
the effective date of an employee’s initial appointment to a full-time or part-time
position.

3.18 Examination: An examination open to qualified applicants either within or

| outside either AgeneyJPAs.

3.19 Full-Time Position: A position requiring a minimum of 40 hours of work per
week each week of a calendar year.

3.20 Grievance: A grievance is defined as any dispute involving the interpretation,
application, or alleged violation of a specific express term of these Rules.

3.21 Grievance Procedure: The systematic means by which an employee may obtain
consideration of a grievance.

3.22 Grievant: An employee or group of employees filing a grievance.

3.23 Initial Appointment: The appointment of a person to a position in either

| AgeneyJPAs.

3.24 Layoff: The separation of employees from the active work force due to lack of work,
lack of funds, organizational changes, or the abolition of positions. An employee
who is laid off has no bumping rights, no right of appeal, nor any greater rights to
return status.

3.25 Local Government Services and Regional Government Services: Are
referred to herein and in other official documents as the AgencyJPA or
AgeneiesJPAs.

3.26 Miscellaneous Employee: For CalPERS retirement purposes, this is an LGS

| Ageney-JPA employee who is not a sworn safety officer.

3.27 Part-Time Position: A position of less than 35 hours per week each week of a
calendar year.

3.28 Position: A group of duties and responsibilities requiring the full-time or part-time
employment of one person.

3.29 Position Specification: The written job description, including the title; a
statement of the nature of the work, examples of duties and responsibilities, and the
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3.30
3.31
3.32
3.33
3.34

3.35
3.36

3.37
3.38
3.39
3.40
3.41
3.42

| 3.43
3.44

3.45

3.46

requirements that are desirable for the satisfactory performance of the duties of the
position.

Position Title: The title assigned to a particular position and used for reference to
that position.

Promotion: The movement of an employee from one position to another position
having a higher maximum base rate of pay.

Reallocation: The official determination that an employee be assigned to a
position different from the one to which it was previously assigned.
Reinstatement: The return of an employee to a classification in which the
employee formerly served.

Relief of Duty: The temporary assignment of an employee to a status of leave with
pay.

Resignation: Voluntary termination of employment by an employee.

Safety Employee: A fire or police employee, as defined by California Public
Employees’ Retirement System statutes.

Salary Advancement: A salary increase from one salary step to a higher salary
step in the same pay range.

Selection Process: The process of testing, evaluating, investigating, and
determining the fitness and qualification of applicants for positions within either
AgeneyJPAs.

Separation: Leaving employment for any reason.

Suspension: The temporary suspension of an employee without pay for
disciplinary purposes.

Termination: The separation from service in either AgenreyJPAs with the action
initiated by designated AgeneyJPA.

Transfer: A change of an employee from one position to another position with
comparable pay and skill requirements.

Unit: This term refers to the various client organizations within the AgenetesJPAs.
Unit Manager: This is an employee providing services to the client organization
and who is the lead employee for the client organization or project. The unit
manager shall supervise the other AgencyJPAs employees providing services to the
client organization.

Vacancy: A duly created position which is not occupied and for which monies have
been appropriated.

Y-rating: An action to freeze an employee’s salary at the current rate until such
time that the top step of the salary range for such position equals or exceeds the
employee’s salary at the time of the Y-rating action.

Section4 At Will Employment
| All positions within the AgeneiesJPAs are at will positions. The employment of at will
employees may be terminated at any time, for any reason, and without any requirement of
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demonstrating “good cause.” At will employees have no right to appeal any discipline or
termination. At will employees do not acquire a property interest in their positions with

| either AgeneyJPAs.

Section 5 Recruitments, Applications, and Examinations

| 5.1

5.2

5.3

5.4

Recruitment: The AgeneiesJPAs may utilize any legitimate recruitment procedure
for attracting qualified applicants. Recruitments may be open or may be limited to
either AgereyJPAs employees, depending on the respective AgeneyJPAs’'s needs.
The Executive Director may make appointments without going through a
recruitment procedure, when in the best interest of the AgenetesJPAs.
Announcement: Examinations for positions shall be publicized by such methods
as human resources deems appropriate. Recruitments shall be conducted in
accordance with equal employment opportunity guidelines as well as appropriate
and valid selection procedures.
Application Materials: Application materials shall require information covering
training, experience, and other pertinent information designed to determine if the
applicant can perform the essential job duties. Application materials may include
references and background checking, including fingerprints. False information of
material fact on application materials may result in rejection or dismissal of the
applicant. Applications and examinations are confidential records and shall not be
returned to applicants. No applicant information shall be asked that is prohibited
under any state or federal law.

Disqualification: Human resources may disqualify any candidate for any

legitimate reason. An applicant has no right to grieve or appeal any such actions by

the AgenciesJPAs. Any one or more of the following reasons may result in
disqualification.

5.4.1 Improperly Completed Application: The applicant did not properly
complete the application materials.

5.4.2 Minimum Qualifications: The application indicates on its face that the
applicant does not possess the minimum qualifications for the position.

5.4.3 Essential Duties: The applicant is unable to perform the essential
functions of the position sought, with or without reasonable
accommodations.

5.4.4 lllegal Drugs: The applicant is currently using illegal drugs.

5.4.5 Conviction of a Crime: The applicant has been convicted of a crime that
may have an adverse impact on the applicant’s ability to perform the job for
which the applicant is applying.

5.4.6 Legal Right to Work: The applicant is not legally permitted to work within
the United States.
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5.4.7 False Statements: The applicant has made false statement of any material
fact or practiced or attempted to practice deception or fraud in making the
application for employment.

5.4.8 Material Cause: Material cause, in the judgment of human resources,
would render the applicant unsuitable for the position, including a prior
resignation from either AgencyJPAs’s service, termination from either
Ageney's-JPAS’ service, or significant disciplinary action.

55 Examinations

5.5.1 Examination Process: All hiring shall be made according to merit and

| fitness. The AgeneiesJPAs may utilize any legitimate objective method to
determine the qualifications of applicants, including without limitation,
written tests, physical agility tests, oral examinations, training and
experience review, panel interviews, assessment centers, and oral interviews.
The selection practices used in the examination process shall be impartial
and relate to those subjects that, in the opinion of human resources, fairly
measure the relative capacities of the candidates to execute the duties and
responsibilities of the class.

5.5.2 Conduct of Examination: The AgenciesJPAs may hold the selection
processes itself or contract with any competent organization, individual, or
firm for preparing and/or administering examinations.

5.5.3 Notification of Examination Results and Review of Materials:
Examination results are not provided. However, if requested by a candidate
in an examination, exam results may be given, within the sole discretion of
the human resources.

5.5.4 Continuous Recruitments: When necessary to meet continued
requirements for filling positions, the closing date for any selection process
may be indefinite and applicants may be tested continuously in such manner
and at such times and places as may be determined by human resources.

5.5.5 Backgrounds: As part of the pre-employment procedure, applicants may be
required to supply references, and submit to a thorough background check.
In addition, all employees must be physically and mentally capable of
performing the essential functions of their jobs with or without reasonable
accommodation. The AgenetesJPAs shall have the right to conduct a
complete and exhaustive background investigation on all applicants seeking
employment, including a criminal background check, where applicable, and a
medical and/or psychological examination by AgeneyJPA-retained medical
practitioners, where deemed appropriate by the AgenctesJPAs. However, any
medical or psychological examination shall be conducted only after a
conditional job offer has been made, in accordance with applicable law.

5.5.6 Appointment: The Executive Director of either AgeneyJPAs is the only
Ageney—employee authorized to hire. The Executive Director may appoint
any competent applicant to a position for which the applicant is qualified.
Positions may be full-time or part-time, long-term or short-term, depending
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on the needs of the AgeneyJPAs. The Executive Director may appoint a
designee to perform this function.

Section 6 Benefits and Compensation

| 6.1

6.2

6.3

Benefits: All compensation and benefits afforded AgenetesJPAs employees and
their eligible dependents are governed by the terms and conditions of the
contractual agreements with the benefit providers. Compensation shall be
determined by the Executive Director, consistent with these policies and
procedures, in the best interest of the AgenetesJPAs, and governed by the terms and
conditions of the individual employment agreement.

6.1.1 Qualifying for Benefits: A medical plan, dental plan, vision plan, and
other such benefits are available to full-time employees and are pro-rated for
eligible regularly working part-time employees, with costs shared by the
AgenetesJPAs and the employee as defined and provided for in the individual
employment agreement.

Mileage Reimbursement: For employees who do not receive an auto allowance
and are authorized by their unit manager to use their personal vehicles for work-
related business, may request mileage reimbursement. Approved mileage
reimbursement will be paid at the IRS per-mile business rate. The employee must
have a valid California Driver’s License, an acceptable driving record, and proof of
automobile insurance.

Vehicle Allowances: Employees who receive a vehicle allowance are not eligible

for mileage reimbursement.

Compensation: Human resources administers and maintains the AgenetesJPAS

Compensation Plan and may make appropriate revisions to the Plan as often as

necessary to ensure that the Plan provides uniform and equitable compensation

rates and policies.

6.4.1 Salary Ranges: Salary ranges and performance-based pay plans are
intended to furnish administrative flexibility in recognizing individual
differences among positions, in providing employee incentive, and in
rewarding employees for meritorious service.

6.4.2 Salary Advancements: Salary advancements within an established range
shall not be automatic, but shall be based upon satisfactory job performance
as determined, and supported in writing, by the employee’s unit manager.

6.4.3 Timing of Salary Advancements: Merit salary advancements shall occur
in accordance with the following:
6.4.3.1 Salary on Promotion: An employee who is promoted to a position

in a class allocated to a higher salary range than the class to which
the employee was formerly assigned may receive the nearest higher
monthly salary in the higher salary range.
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6.4.3.2 Salary on Transfer: An employee who is transferred from one
position to another in the same class or to another position in a class
having the same salary range shall be compensated at the same step
in the salary range as previously received. The employee’s merit
review and anniversary date may not change.

6.4.3.3 Salary on Suspension without Pay: Any employee who has been
suspended for disciplinary reasons shall not receive pay for the
duration of the suspension; nor shall any benefits which are
calculated upon hours worked be credited to the employee, including,
but not limited to, sick leave, vacation, retirement, or disability
insurance, during the period of suspension. Should such suspension
be later modified or revoked, the employee may be entitled to receive
payment to compensate proportionately for loss of income and
benefits during the period of suspension.

6.4.3.4 Salary on Demotion: An employee who is involuntarily demoted
may receive a salary adjustment as determined by the unit manager
in consultation with human resources.

6.4.4 Salary for Portion of Payperiod: A Fair Labor Standards Act (FLSA)
non-exempt employee serving on a full-time basis who works less than a full
payperiod, except when on authorized leave of absence with pay, shall receive
as compensation for such period an amount equal to the number of hours
worked times the employee's hourly rate. For FLSA exempt employees when
absent from work for a period of time, leave balances shall be used and the
amount of compensation paid to said employee shall not be subject to a
deduction. No deduction shall be made from the employee’s paycheck even if
the employee’s absence cannot be covered or paid through accumulated
vacation, sick leave, or compensatory time off, unless it is determined in
accordance with law that such deduction will not result in the loss of exempt
status of the employee.
6.4.4.1 Allowable Deductions From Salaries: Notwithstanding any

other provisions in these Rules, the AgenciesJPAs may take

deductions from paychecks of FLSA-exempt employees for any of the
following reasons:

e When an employee is absent from work for one or more full days
for personal reasons other than sickness or disability.

o For absences of one or more full days due to sickness or disability
if the deduction is made in accordance with a bona fide plan,
policy or practice of providing compensation for salary lost due to
illness.

e To offset amounts employees receive as jury or witness fees or for
temporary military duty pay.

e For penalties imposed in good faith for infractions of safety rules
of major significance.
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e For unpaid disciplinary suspensions of one or more full days
imposed in good faith for workplace conduct rule infractions.

e In the employee's initial or terminal week of employment if the
employee does not work the full week.

e For unpaid leave taken by the employee under the federal Family
and Medical Leave Act (FMLA).

e For absences due to a budget-required furlough.

6.4.4.2 Prohibited Deductions From Salaries: Notwithstanding any

other provision in these Rules, if an FLSA-exempt employee is absent

for one and one-half days for personal reasons, the AgenciesJPAS

may only deduct for the one full-day absence. The FLSA-exempt

employee must receive a full day's pay for the partial day worked. In

no event shall the AgenciesJPAs take deductions from paychecks of

FLSA-exempt employees for any of the following:

e Jury duty on a workday in which the employee does any work.

e Temporary military leave.

e Witness leave on a workday in which the employee does any work,
except when the employee has brought the legal action.

o Disciplinary action of suspensions less than one full workweek
unless the discipline is based on an infraction of workplace
conduct rules.

Section 7 Personnel Files, Personal Identifying Information,
and Medical Information

7.1

7.2

7.3

1.4

Official Personnel Files: The AgenciesJPAs shall maintain an official personnel
file in either hard copy or electronic form for each of its employees. Personnel files
contain such personnel records as may be deemed necessary for the administration
of human resources.

Inspection of Personnel Files: Personnel files shall be made available for
inspection by employees within a reasonable time after an employee’s request and
without loss of pay, provided that employees must make arrangements with their
unit manager if the inspection occurs on duty. Upon written request, employees
may obtain copies of the materials subject to inspection. The AgereyJPAS may
preclude inspection of certain information in accordance with law, such as
background and other pre-employment information, and materials relating to
confidential investigations.

Confidential Files: Both AgeneciesJPAs maintain confidential files, such as injury
reports and confidential medical records, in separate files.

Employee Data: Employees of either JPAs must ensure that human resources is

kept apprised of their current address, personal phone number , as well as ensure
that all legally required or JPAs-required documentation is kept up-to-date and on
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file in human resources. Employees are responsible for keeping human resources

apprised of all personal information related to their benefit status. Changes in

marital status, birth or death that affect benefits must be communicated to human
resources within 30 calendar days of the event.
7.5 Personal Identifying Information:

7.5.1 Policy Purpose: It is the policy of the company to comply with any federal
or state statute and reporting requlations. The JPAS recognize their need to
maintain the confidentiality of Personal Identity Information (PIl) and
understands that such information is unique to each individual. The PII
covered by this policy may come from various types of individuals performing
tasks on behalf of the JPAs and includes employees, applicants, independent
contractors, and any PIl maintained on its various databases. The scope of
this policy is intended to be comprehensive and will include requirements for
the security and protection of such information throughout the JPAs and its
approved vendors both on and off work premises. PIllI may reside in hard
copy or electronic records; both forms of PIlI fall within the scope of this
policy.

7.5.2 Key Elements of the Policy: Personal Identity Information has unique
personal identification numbers or data, including:

e Social Security Numbers (or their equivalent issued by governmental
entities outside the United States).

e Taxpayer Identification Numbers.

o Employer Identification Numbers.

o State or foreign drivers license numbers.

o Date of birth.

o Corporate or individually held credit or debit transaction card nhumbers
(including PIN or access numbers) maintained in organizational or
approved vendor records.

7.5.3 PIlIl Retention: The JPAs understand the importance of minimizing the
amount of PIl data it maintains and it retains such PIll only as long as
necessary.

7.5.4 Data Breaches/Notification: Databases that include PI1l may be breached
inadvertently or through wrongful intrusion. Upon becoming aware of a data
breach, Human Resources will notify all affected individuals whose PII data
may have been compromised, and the notice will be accompanied by a
description of action being taken to reconcile any damage as a result of the
data breach. Notices will be provided as expeditiously as possible and in no
event be later than the commencement of the payroll period after which the
breach was discovered.

7.5.5 Data Access: The JPAs maintain multiple IT systems where Pll data may
reside; thus, user access to such IT systems is the responsibility of each client
organization. Client organizations have created internal controls for such
systems to establish legitimate access for users of data, and access shall be
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limited to those approved. Any change in vendor status or the separation of
an employee or independent contractor with access will immediately result in
the termination of the user’s access to all systems where the PIl may reside.
7.5.6 Data Transmission and Transportation
7.5.6.1 Access to Pll: The JPAs human resources, finance, and information
technology groups have defined responsibilities for access of data that
may include PIl. Employees may need to access Pll while off site and
access to such data shall not be prohibited, subject to the provision
that the data to be accessed is minimized to the degree possible to
meet business needs and that such data shall reside only on assigned
laptops/approved storage devices that have been secured in advance.

7.5.6.2 Vendors: The JPAs may share data with vendors who have a
business need to have PIll data. Where such inter-agency sharing of
data is required, encryption and protection standards will be used
safeguard all P11 data.

7.5.6.3 Portable Storage Devices: The JPAs reserve the right to restrict
Pll data it maintains in the workplace. In the course of doing
business, PIl data may also be downloaded to laptops or other
computing storage devices to facilitate business. To protect such
data, the company will also require that any such devices use
approved encryption and security protection software while such
devices are in use on or off company premises.

7.5.7 Employee Concerns: If an employee has reason to believe that his or her
P11 data security has been breached or that JPAs representative(s) are not
adhering to the provisions of this policy, an employee should contact the
company Human Resources immediately.

7.5.8 Confirmation of Confidentiality: All company employees must maintain
the confidentiality of PII to which they may have access and understand that
that such P11 is to be restricted to only those with a business need to know.

7.5.9 Violations of Pll Policies and Procedures: The protection of Pll data is
of the utmost importance. Infractions of this policy or its procedures will
result in disciplinary action up to and including termination.

7.6 Confidentiality of Medical Information Act: The JPAs has a bona fide
business need to collect and review medical information about its employees for
various reasons. This policy is established to comply with the State’s Confidentiality
of Medical Information Act (California Civil Code Section 56, et.seq.), and to protect
the confidentiality of medical history, mental, or physical condition, or treatment,
and to limit its use in employment decisions. This policy will define “medical
information”, who is authorized to access that information, and how it will be
stored.

7.6.1 Medical Information Definition: The Confidentiality of Medical
Information Act (CMIA) broadly defines the term “medical information as:
“....any individually identifiable information in possession of or derived from
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a provider of health care regarding a patient’'s medical history, mental or
physical condition, or treatment.” This definition includes information
obtained from pre-employment medical examinations, fitness for duty
evaluations, worker’s compensation claims, verifications of disability status,
and drug and alcohol testing results. In essence, any document produced by
a_doctor, clinic, hospital, psychiatrist, employee assistance program,
substance abuse professional, or testing laboratory is considered a
confidential medical record.

7.6.2 Authorized Use: To ensure proper handling of employee medical
information the Commission authorizes the following positions and their
designees to receive and use this type of information on an as-needed basis:
Executive Director and the Human Resources Director.

7.6.3 Utilization of Medical Information: The JPAs may legally receive
medical reports or information without the employee’s authorization for
administering and maintaining the following programs:

e Employee benefits plans, including health care plans.

e Plans providing short-term and long-term disability income.

e Worker’s compensation benefits.

e Programs for determining eligibility for paid or unpaid medical leave.

e Fitness-for-duty results that describe the employee’s job-related
functional limitations and exclude any diagnosis or statement of cause.

e In a proceeding that is a lawsuit, arbitration, grievance, or other claim
wherein the employee has placed in issue his or her medical condition.

7.6.4 Protecting Employees Medical Information: To protect employee’s
rights under the CMIA, the JPAs shall keep the information in a medical file,
in a separate secure file, apart from personnel files.

7.6.5 Release of Employee Medical Information: Should the JPAs need
medical information about an employee in order to assess accommodation,
workplace safety, fitness for duty, etc, the following release of information
will be requested from the employee,

AUTHORIZATION FOR RELEASE OF MEDICAL INFORMATION

1, . hereby authorize
(employee name) (health care provider)

to release the medical information described below to Local Government Services or
Reqgional Government Services’s Director of Human Resources.

This authorization is limited to the following types of information:

Personnel Rules, Regulations, and Policies Page 29
Local Government Services and Regional Government Services, JPAs Revised June 26692010



REGIONAL GOVERNMENT SERVICES
LOCAL GOVERNMENT SERVICES

Providing Solutions To California Public Agencies

The recipient of this information will be using it for the following purpose(s):

(e.q. to access reasonable accommodations)

This authorization shall expire on (date)

| understand that |1 have the right to receive a copy of this authorization upon my reguest.

By placing my initials below, | hereby acknowledge that a copy of this authorization has

been received.

Signature: Dated

Section 8 Attendance, arnd—Working Hours, and Workplace
Attire

8.1 Attendance: Employees shall be in attendance at their workplace in accordance

with these Rules. All units shall keep attendance records of employees which shall
be reported via the payroll system.

| 8.2 Overtime: The AgeneciesJPAs are committed to observing all of its obligations
under the Fair Labor Standards Act (FLSA). These Rules, as well as all pay
practices, shall comply with, and shall be interpreted to ensure the minimum
requirements of the FLSA. Overtime shall be defined and compensated for in
accordance with the appropriate compensation designated for the employee.
| 8.2.1 FLSA-Exempt Employees: The AgeneiesJPAs designate as FLSA Exempt
those employees who work in professional, executive, or administrative
capacities and who are therefore not entitled to overtime compensation
under the FLSA.
| 8.2.2 Overtime Paid: The AgenectesJPAs follow FLSA guidelines and it pays
overtime on hours worked and hours in a paid status. All compensable
overtime must be authorized by the employee's unit manager. Except when
necessary to address an emergency or special circumstances, employees who
are entitled to overtime compensation under the law may not work outside of
regularly scheduled working hours, or during unpaid meal periods, without
the prior authorization of their unit manager. In that event, employees shall
report overtime work as soon as possible after the work is performed.
8.2.3 Compensatory Time: Employees, may with express approval of their unit
manager, accrue compensatory time.
8.2.3.1 Accrual: No more than 80 hours may be accrued at any one time.
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8.3

8.5

8.6

8.8

8.2.3.2 Calendar Year: All compensatory time must be used by 12/15 of
each calendar year.
8.2.3.3 Paying Off: Compensatory time remaining on the books as of 12/15
of each year, will be paid as compensation.
8.2.3.4 Tracking: Unit managers will track employees accrual and use of
compensatory time.
Workweek: The basic workweek for full time employees shall be 40 hours per
week, in a 7-day period as identified in each individual employment agreement. The
workweek commences at 12:01 a.m. every Sunday a.m., and is a regularly recurring
7-day period ending at 12 Midnight every Saturday evening.
Change in Work Hours: The AgenciesJPAs shall establish and may modify
regular working hours for its employees and may require employees to work
overtime and to perform standby responsibilities.
Alternate Work Schedules: Employees may work alternate work schedules,
such as 4 ten-day workdays in each workweek, or a 9/80 schedule in a 2-week
period, if approved by the unit manager, and the alternate work schedule does not
have a negative operational affect on work output. For employees working such
alternate work schedules, all leaves will continue to accrue based on a 2080 work
hours in each calendar year or prorated if working less than fulltime. No holiday
shall be compensated at more than 8 hours.
Meal Period: Unless otherwise established for a unit or particular employee,
employees receive a 30 or 60 minute meal period that is not compensable. During
the meal period, the employee shall be completely relieved of duties. If the
employee is authorized in advance and performs work during the meal period, the
employee shall be compensated for such time. Meal periods may not be used to
shorten the workday unless the employee obtains express prior approval from
his/her unit manager.
Rest Periods: Unless otherwise established for a unit or particular employee,
employees shall have a 15 minute rest period for each half of their shift. The rest
period may be interrupted or cancelled if necessary to complete work. The rest
periods may not be combined or used to shorten the workday.
Workplace Attire: The JPAs maintains a professional working environment for

the benefit of its employees and the public. As public employees and
representatives of the client agencies, each employee shall present him/herself
appropriately and professionally, including but not limited to workplace attire,
especially when attending off-site meetings and events. If an employee is on the job
In_inappropriate clothing, the immediate supervisor may require the employee to
change into appropriate work wear.

Section 9 Leaves
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9.1

9.3

General Leave Provisions: Employees are expected to be at work at their
scheduled times. To ensure accountability and the integrity of public service, all
employees are expected to account for their absences from work. Leave time for all
employees is chargeable in increments of .25 hours (15 minutes).

9.1.1 Leave Approval: Leaves shall be subject to approval by the unit manager,
and scheduled in advance whenever possible, with due regard for service
needs.

9.1.2 Leave Accounting: The AgeneciesJPAs may employ any reasonable
measure to ensure employees are properly accounting for leaves, including
requiring reasonable proof that the basis for the leave is legitimate.
Employees may be required to submit a medical certification of sickness
supporting a request for sick leave. The AgernetesJPAs may require a fitness-
for-duty certification from any employee returning from medical leave.

9.1.3 Leave Benefits: Leave benefits are available only as identified in each
individual employment agreement.

9.1.4 Leave Accruals: Employees eligible for leave shall accumulate leave from
the date of the employee’s initial appointment until separation from
employment.

9.1.5 Absent Without Pay Leave Accruals: Leave accrues on hours in a paid
status. No leaves will accrue when an employee is on an unpaid leave.
Available Leave Categories: The AgeneiesJPAs provide the following leave
categories: administrative leave, annual vacation leave, bereavement leave,
compensatory time, family and medical leave, holidays, job-incurred disability
leave, jury duty, leave of absence with pay, leave of absence without pay, military
leave (including military family leave), pregnancy disability leave and parental

leave, sick leave with pay, school leave, and time off to vote.

Administrative Leave: Administrative leave may be granted to an employee as

part of the terms of an individual employment agreement.

9.3.1 Administrative Leave Pay on Separation From Service: Any accrued
but unused Administrative Leave shall not be paid out at the end of each
calendar year nor upon separation from service.

9.3.2 Administrative Leave Pay: Employees who do not use their
administrative leave each calendar year shall forfeit any unused amount as of
12/31 of each year.

9.3.3 Others Types of Administrative Leave: Administrative leave with or
without pay may be granted by the Executive Director, as appropriate, to
address administrative issues.

Annual Vacation Leave: The AgeneiesJPAs provide annual vacation leave as
described in each individual employment agreement. Earned and accrued vacation
leave may be taken as it accrues. An employee may take vacation that has not yet
been accrued only with prior approval from the unit manager in consultation with
human resources. Scheduling of vacations must be made in consideration of the
unit’'s workload.
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9.4.1 Vacation Pay on Separation From Service: Employees who separate
from service shall be cashed out of their accrued but unused vacation at the
employee's hourly rate at the time of separation from service.

9.4.2 Maximum Vacation Accrual: Employees may accrue vacation up to the
maximum amount as indicated in their individual employment agreements.
Excess vacation beyond the individual maximum limit will be paid at the
employee’s actual hourly rate of pay at the payperiod ending 12/15 of each
year, unless specifically pre-approved by human resources.

9.5 Bereavement Leave: Bereavement leave is provided for employees as defined in
their individual employment agreements. Unless otherwise stipulated in an
individual employment agreement, employees may take bereavement leave in the
event of death of any of the following family members: mother, father, spouse, child,
registered domestic partner, or of any persons whose relationship is essentially
similar to the aforesaid relationships upon approval of the unit manager in
consultation with human resources.

9.6 Holidays: Paid 8-hour day holidays are provided for employees as described in the
individual employment agreement. Employees must be in a paid status the day
before and the day after the holiday to receive holiday pay.

9.7 Job-incurred Disability Leave: All employees are entitled to workers’
compensation insurance benefits in accordance with state law. If an employee is
injured or made ill arising out of or in the course of work, the employee may file a

| claim on the approved claim forms with the AgeneiesJPAs workers’ compensation
claims administrator. Employees are eligible to receive workers’ compensation
insurance benefits if the claim is declared compensable under the California
workers’ compensation laws. Payment of job-incurred disability leave shall be at the
amount of temporary disability indemnity received, pursuant to workers’
compensation law. If an employee becomes disabled to such an extent that the
employee cannot return to work, the employee may be entitled to disability
retirement.

9.7.1 Labor Code Section 3352: In accordance with Section 3352 of the Labor
Code, the AgenciesJPAs do not extend workers’ compensation benefits to
non-safety volunteers.

9.7.2 Fitness for Duty: When an employee seeks to return to work after being on
job-incurred disability leave, the employee must provide medical certification
that he/she is physically able to perform the duties of the position. The

| AgenetesJPAs may require the employee to undergo a fitness-for-duty
examination before returning to work. If the employee is not fit to perform

| his/her duties with or without reasonable accommodation, the AgenreiesJPAS
may consider placing the employee in another position, seek the employee’s
disability retirement, or separate the employee in accordance with applicable
law.

9.8 Jury Duty: An employee summoned and required to serve as a juror in a trial,
upon notification and appropriate verification submitted to his/her unit manager,
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may be absent from duty with full pay as defined in the individual employment

agreement. The employee shall remit, within 15 days of receipt, all fees received for

serving as a juror except those fees specifically allowed for mileage and expenses.

9.8.1 Witness Leave: An employee who is subpoenaed to appear in court in a
matter regarding an event or transaction which he/she perceived or
investigated in the course of his/her employment with the AgeneiesJPAsS
shall be allowed to do so without loss of compensation, unless it is the
employee’s own lawsuit. An employee subpoenaed to appear in court in a
matter unrelated to his/her official capacity, or who is appearing in court in a
matter initiated by the employee, shall be permitted time off without pay, or
if the employee chooses, to use accrued vacation for such purpose.

9.9 Leave of Absence: When an employee is requesting a leave of absence, a written
request shall be provided to his/her unit manager with a copy to human resources,
stating the dates of the leave requested, the type of leave requested, the specific
cause of the leave, and any other information necessary for the request to be
evaluated. The letter must be reviewed and approved by the unit manager in
consultation with human resources prior to the leave commencing. Except for
emergency circumstances, the written request must be completed in advance.

9.10 Leave of Absence Without Pay: Employees may be granted leaves of absence
without pay for up to 3 months upon written approval of the Executive Director or
designee. The Executive Director in consultation with the unit manager and human
resources may grant or deny a request for unpaid leave of absence in his/her sole
discretion. Upon expiration of an approved leave, the employee shall be reinstated
in the position held at the time leave was granted. Failure of an employee on leave
to report to work promptly at the leave’s expiration without request and approval
for an extension of said leave in writing, shall constitute voluntary resignation by
the employee. The depositing in the United States mail of a first class letter, postage
paid, addressed to the employee’s last known address or an e-mail to the employee’s
last known personal e-mail address, shall be reasonable notice of the applicable

| AgeneyJPAS’s acceptance of the employee’s resignation.

9.11 Leave of Absence — Unauthorized: Any unauthorized leave of absence from
duty by an employee shall result in disciplinary action and/or discharge.
Subsequently such absence may be approved by the employee’s unit manager in
consultation with human resources, with or without pay, where extenuating
circumstances are found to have existed.

9.12 Military Leave: Military leave shall be granted in accordance with the provisions
of state and federal law. All employees entitled to military leave shall give the unit
manager an opportunity, within the limits of military regulations, to determine
when such leave shall be taken. Certain military leave shall be paid leave for a
period of time as specified in state law. Employees on military leave are entitled to
health, welfare, and seniority-related benefits as required by state and federal law.
Employees on military leave shall be granted promotional opportunities and
reinstatement after return from military leave in accordance with applicable law. As
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9.13

9.14

9.15

9.16

required by law, leave accruals will continue during paid military leave and

contributions as appropriate, will be made under the applicable retirement plan.

Employees on military leave have the option to continue health benefits as follows:

9.12.1 Less Than 31 Days: If the leave is less than 31 days, the employee is
required to pay the employee’s share of the insurance premiums.

9.12.2 More than 30 Days: If the leave is more than 30 days, the employee is
required to pay 102% of the full costs the health (medical, dental, vision, and
life insurance) premiums.

Military Family Leave: In accordance with the Family and Medical Leave Act

(FMLA), eligible employees may use their 12 weeks of FMLA leave for any

“qualifying exigency” arising out of a family member’s active military duty. Eligible

employees are also permitted to take up to 26 weeks of leave in a single 12-month

period to care for a family member who sustains a serious illness or injury while on
active military duty.

Military Spouse Leave: In accordance with California Military & Veterans Code,

eligible spouses and domestic partners of active members of the military are entitled

to up to 10 days of unpaid leave when their spouse or domestic partner, who is in
active military service, is on leave.

Other Authorized Leaves: The unit manager may authorize employees to take

leave with or without pay for training, education, conferences, or meetings.

Pregnancy Disability Leave (PDL):

9.16.1 Eligibility: Any employee who is disabled because of pregnancy, childbirth,
or a related medical condition may be entitled to pregnancy disability leave
(PDL). For employees who are also eligible for FMLA/CFRA (California
Family Rights Act) leave, PDL is not counted as time used for CFRA leave,
but does run concurrently with available FMLA leave.

9.16.2 Reasons for Leave: This leave is for any period(s) of actual disability
caused by pregnancy, childbirth, or related medical conditions. Pregnancy
leave does not need to be taken in one continuous period of time but can be
taken on an as-needed basis. Time off needed for prenatal care, severe
morning sickness, doctor-ordered bed rest, childbirth, and recovery from
childbirth are all covered by this leave.

9.16.3 Amount of Leave: Employees may take up to 4 months for pregnancy
disability. Employees affected by pregnancy or a related medical condition,
may also be eligible to transfer to a less strenuous or hazardous position or to
less strenuous or hazardous duties, if this transfer is medically advisable.

9.16.4 Benefits While On Leave:
9.16.4.1 Benefits: Pregnancy leave is unpaid. Employees may use accrued

leave as if on FMLA and will receive benefits pursuant to these
Rules up through exhaustion of the employees’ available FMLA
leave. Employees who are not eligible for FMLA leave or employees
who continue taking PDL after they have exhausted their available
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FMLA leave, shall receive benefits only to the same extent as other
similarly situated employees on leave for a disability.

9.16.4.2 Accrued leaves: While on unpaid leave, employees do not accrue
vacation, sick, or other paid leave time, and performance evaluation
dates may be adjusted, to the same extent as for any other unpaid
leaves.
9.16.5 Substitution of Paid Accrued Leaves: Employees taking pregnancy
leave shall concurrently use any available sick leave. Employees shall also
use any accrued vacation or other accrued time off as a part of their PDL
before taking the remainder of their leave as an unpaid leave.
9.16.6 Employee Notice of Leave: To the extent possible, employees requesting
PDL should notify their unit manager and human resources as soon as
possible or when they reasonably know an absence is pending.
9.16.7 Medical Certification: The AgenetesJPAs may require an employee
requesting PDL to provide certification from the health care provider. The
certification should include all of the following:
9.16.7.1 Date: The date on which the employee became disabled due to the
pregnancy.

9.16.7.2 Duration: The probable duration of the period(s) of disability.

9.16.7.3 Statement: A statement that, due to the disability, the employee is
unable to work at all or to perform any one or more of the essential
functions of their position without undue risk to the employee, the
successful completion of the pregnancy, or to other persons, or a
statement that, due to the pregnancy, a transfer is medically
advisable.

9.16.8 Reinstatement Upon Return From Leave:
9.16.8.1 Reinstatement to Position: Upon expiration of leave, an

employee is entitled to be reinstated to the position of employment
held when the leave commenced, or to an equivalent position with
equivalent employment benefits, pay, and other terms and
conditions of employment. Employees have no greater rights to
reinstatement, benefits, and other conditions of employment than if
the employee had been continuously employed during the PDL
period.

9.16.8.2 Fitness-for-Duty Certification: As a condition of reinstatement
or a transfer, the employee may be asked to provide to the
AgenetesJPAs a fitness-for-duty certification from a health care
provider that the employee is able to resume work in the position
sought. Failure to provide such certification may result in denial of

reinstatement.
9.17 Parental Leave: After the employee’s pregnancy disability ends, the employee
may be eligible for CFRA leave, in accordance with the Family and Medical Leave
| policy, to care for a newborn. The AgenciesJPAs may require that the employee
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provide a medical certification indicating when the pregnancy disability ended. In

addition, an employee may request leave without pay to care for the newborn. Such

requests may be granted within the discretion of the unit manager in consultation
with human resources.

9.18 Sick Leave: Sick leave credit for employees is identified in each individual
employment agreement. Unused sick leave may be accrued without limit.
Employees shall not be entitled to sick leave as a matter of right, but only in

| accordance with the provisions of law, AgenciesJPAs policies, and the individual
employment agreement. An employee shall not receive payment for unused
accumulated sick leave upon separation of employment or retirement (either
disability or service retirement). The unit manager may request, in his/her
discretion, that the employee produce a certificate issued by a licensed physician or
other satisfactory proof of illness before sick leave is granted. The unit manager
may also direct an employee to attend a physical examination by an AgenciesJPAs-
retained licensed physician, at AgenctesJPAS’ expense, to ascertain whether the
employee is fit to perform the duties of his/her position.

9.18.1 Sick Leave as Kin Care: In cases of illness of a family member, employees
are entitled to use not less than up to one-half of the employee’s annual sick
leave entitlement to attend to the illness of a spouse, domestic partner,
parent, or child, in accordance with Labor Code section 233. Additional
family sick leave usage for special circumstances may be granted on a case-
by-case basis in the discretion of the unit manager in consultation with
human resources.

9.18.2 Notification of Sick Leave: When an employee is unable to report for
duty due to the employee’s own illness or that of a designated family member
as defined in Labor Code 233, the employee must notify his/her unit
manager as soon as possible. The employee shall report the intended use of
sick leave and the reason for the absence. If the unit manger is not
immediately available, the employee may leave a voice mail message, unless
otherwise directed.

9.19 School Leave: Employees are allowed to take up to 40 hours off per year for
school activities for children in kindergarten through twelfth grade. The employee
must use existing vacation, administrative leave, or compensatory time off during
such absences and the employee must give reasonable notice to his/her unit
manager of the planned school leave.

9.20 Time Off to Vote: Employees who are registered voters may claim necessary time
off to vote at statewide elections under the provisions of the State Elections Code
Section 14350. If an employee does not have sufficient time outside of working
hours to vote at a statewide election, the employee may without loss of pay, take
enough working time off, which when added to the voting time available outside of
working hours, will enable the employee to vote. Absentee voting is encouraged if
the employee lives such a distance that considerable time would be needed to travel
to the employee’s designated polling place.
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9.21

9.22

9.23

9.20.1 Amount: No more than 2 hours of the time taken off for voting shall be
without loss of pay. The time off for voting shall be only at the beginning or
end of a regular working shift, whichever allows the most free time for voting
and the least time off from work. In no event is the voter/employee eligible
to take off more time than is necessary to vote.

9.20.2 Notice: The employee shall give the unit manager at least 2-working days’
notice that time off for voting is desired.

9.20.3 Scheduling Absence: Registered voters/employees who need time off to
vote must make arrangements with his/her unit manager.

State Disability Insurance Leave: The AgenetesJPAs do not participate in State

Disability Insurance, or any leaves associated with it. The AgeneyJPAs contributes

to a short-term and long-term disability plan.

Short- and Long-term Disability Benefits: Eligibility for short- or long-term

disability is identified in each individual employment agreement. Employees may

not simultaneously use sick leave and disability benefits. Employees may use all
discretionary leaves prior to going on short- or long-term disability.

Disability Retirement Eligibility: If an employee is determined to be eligible for

PERS disability retirement, the employee shall not be permitted to exhaust paid sick

leave balances prior to retiring.

Section 10 Separation From Service

10.1

10.2

10.3

104

10.5

Resignation: Employees are encouraged to give at least 2 weeks notice when
resigning. The resignation becomes effective upon receipt of an oral, written, or e-
mailed notice of the resignation. The resignation letter or e-mail should state the
effective date and reasons for leaving. Once a resignation becomes effective, it is
irrevocable except that the Executive Director after consultation with the unit
manager and human resources may, in his/her discretion, may permit a resignation
to be rescinded.

Automatic Resignation: Employees are deemed to have resigned when absent
from work without prior authorization for at least one workday. The AgenciesJPAS
shall give notice of such automatic resignation. The employee, who is an at will
employee, shall have no right of appeal the automatic resignation in such
circumstances.

Failure to Report: Failure on the part of an employee, absent without leave, to
return to duty within one working day, shall be cause for immediate discharge,
including failing to show up at any time and/or failing to return after an authorized
leave.

Discharge: At will employees may be discharged by the Executive Director with or
without reason or just cause and without right of appeal.

Layoff Policy and Procedure:
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10.5.1 Statement of Intent: When, in the judgment of the Executive Director, it
becomes necessary to abolish a position or employment due to lack of funds,
curtailment of work, organizational changes, or for other business reasons,
the employee holding such position or employment may be laid off or
demoted without disciplinary action and without the right of appeal. An
employee who is laid off has no bumping rights, no right of appeal, nor any
greater rights to return status.

10.5.2 Order of Layoffs: Layoffs shall be by made in accordance with serving the
best needs of the AgenciesJPAS.

10.5.3 Notification: Employees to be laid off shall be given as much notice as
possible, prior to separation.

Section 11 Evaluations, Transfer, and Reinstatement

11.1 Employee Performance Evaluations: The JPAs shall strive to provide a
professional work environment that encourages and supports fair and equitable
treatment of its employees. The JPAs recognize the importance of employee
performance appraisals in sustaining an effective staff, and further, encourages an
open, ongoing dialogue between unit managers, supervisors, and employees.
Performance appraisals are completed generally once a year and may be done more
frequently at the discretion of the unit manager. The purpose of the employee
performance evaluation process is to provide an opportunity for the unit manager
and employee to review and evaluate performance standards and objectives.
Performance evaluations are completed generally once a year and may be done
more frequently at the discretion of the unit manager._Performance appraisals are
not subject to the grievance procedure.

11.1.1 Annual Performance Appraisals: At a minimum, a work planning and
performance evaluation shall occur at least once a year for all employees at
an appropriate and logical date.

11.1.2 Evaluation Forms: The performance evaluation shall be completed on any
form acceptable to human resources.

11.1.3 Performance Improvement Plan: The unit manager may propose a
Performance Improvement Plan to improve deficiencies in performance.
Such Performance Improvement Plan is to be considered part of the
evaluation program and is not considered disciplinary action.

11.2  Transfer: Upon approval of the Executive Director after consultation with the unit
manager and human resources, an employee may be transferred at any time from
one position to another.

11.3 Reinstatement: The Executive Director after consultation with the unit manager

| and human resources; may approve the reinstatement of an employee who has

resigned with a good record, to a vacant position without competing for the
position.
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Section 12 Grievance Procedure

This grievance procedure is intended to ensure that every reasonable effort will be made to

resolve problems as near as possible to the point of origin.

12.1 Definition of Grievance: Subject to the exclusions listed in this Rule, a grievance
is defined as any dispute involving the interpretation, application, or alleged
violation of a specific express term of these Rules.

12.2 Eligibility to File a Grievance: Only employees who are adversely affected by

| either AgeneyJPAS’s act or omission are eligible to file a grievance.

12.3 Exclusions From the Grievance Procedure: The following matters are
excluded from the definition of a grievance.

12.3.1 Requests for changes in wages, hours, or working conditions.

12.3.2 The content of employee evaluations or performance reviews, except those
that result in a loss of benefits to the employee.

12.3.3 Challenges to reclassification, layoff, transfer, denial of reinstatement.

12.3.4 Challenges to examinations or appointment to positions.

12.3.5 Challenges to this grievance procedure.

12.3.6 Challenges to disciplinary action or termination.

12.4 Grievance Procedure: The grievance procedure shall consist of the following
steps:

12.4.1 Step 1 — Informal Grievance: Employees shall bring their informal
grievances to the attention of their supervisor, unit manager, or human
resources within 5-working days of the occurrence of the act causing the basis
for the grievance.

12.4.2 Step 2 — Formal Grievance: If the grievance is not resolved at this step
within 15-working days of the date the grievance was raised with the
immediate supervisor, the employee shall have the right to submit a formal
written grievance to the employee’s unit manager. If the employee’s
immediate supervisor is the unit manager, then it is still submitted formally
at this step. The formal written grievance shall be presented in writing
within 15-working days after the date upon which the grieving employee
informally discussed the grievance with his/her immediate supervisor.
Failure to do so will result in waiver of the right to pursue the grievance. The
written grievance shall contain the following information:
12.4.2.1 Grievant Name: The name and signature of the grievant.
12.4.2.2 Worksite: The specific work site of the grievant.
12.4.2.3 Immediate Supervisor: The name of the immediate supervisor

and unit manager of the grievant.
12.4.2.4 Nature of Grievance: A statement of the nature of the grievance,
including date and place of occurrence.
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12.4.2.5 Violation: The specific provision, policy, or procedure alleged to
have been violated.
12.4.2.6 Remedies: The remedies sought by the grievant.

12.4.3 Step 3 — Response to Formal Grievance: Within 15-working days of
receipt of the written grievance, the unit manager shall submit to the
employee an answer in writing. If the grievance is not resolved at this level,
the employee shall have 15-working days from receipt of the answer in which
to file an appeal to the Executive Director.

12.4.4 Step 4 — Executive Director Response: The Executive Director shall
respond to the grievance in writing within 15-working days of its receipt.
Within this period, at the Executive Director’s discretion, an informal hearing
involving the parties to the dispute may be conducted. The decision of the
Executive Director shall be binding.

12.5 Representation: The grievant is entitled to representation of his/her choice at any
point in the grievance procedure. If the representative is a fellow employee, that
employee shall receive time off from his/her work assignment for the time of the
grievance meeting or hearing plus reasonable travel time. The grievant must inform
human resources whether he/she will be represented at any meeting regarding the
grievance, along with the identity of the representative, at least 48 hours prior to the
grievance meeting.

12.6  Waiver of Grievance: Failure by the grievant to appeal his/her grievance to the
next step within the specified time limits of this Rule shall constitute a waiver of the
right to pursue the grievance further, unless an extension of time to a definite date

| was granted by the appropriate AgencyJPAs employee. Failure by the AgeneiesJPAS
to respond to the grievance within any of the specified time lines shall entitle the
grievant to appeal to the next level of review. Additionally, failure on the part of an
employee or his representative to appear for any scheduled meeting without
notification may, in the applicable AgeneyJPAs's discretion, result in the

AgeneyJPAS’s denial of the grievance.

12.7 No Retaliation: Employees shall not be penalized or retaliated against in any way
for using the grievance procedures, or testifying as a witness in a grievance
proceeding.

Section 13 Disciplinary Action

13.1 Policy: Employees are at-will and may be discharged without cause by the
Executive Director at any time. While disciplinary action may be taken, it does not
limit the authority of the Executive Director to discharge an employee with or
without cause, with no right of appeal.

13.2 Types of Discipline: The Executive Director may invoke disciplinary action for a
violation of a rule, regulation, or practice and may impose the following types of
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disciplinary actions: oral reprimand; written reprimand; suspension without pay;
reduction in pay, or demotion.

| 13.3 Written Notice: The AgeneiesJPAs will provide written notice to the employee of
its intention to discipline for cause. The written notification will explain the
incident, rule violation, and the proposed discipline. Such notice shall include a
statement of the reason(s) for the proposed action and the ground(s) for the
| discipline being considered. In addition, the AgenciesJPAs will provide the
employee the right to respond, either verbally or in writing to the proposed
discipline within 5-working days from the date of the notification. The employee
shall have the right to have a representative present if the employee desires to
respond verbally.
13.4 Grounds for Disciplinary Action:
13.4.1 Disciplinary Causes: Causes for disciplinary action against any employee
may include, but shall not be limited to, the following:
13.4.1.1 Misstatements or omissions of fact in completion of the
employment application or to secure appointment to a position
with the AgenetesJPAS.
13.4.1.2 Furnishing knowingly false information in the course of the
employee’s duties and responsibilities.
13.4.1.3 Inefficiency, incompetence, carelessness, or negligence in the
performance of duties.
13.4.1.4 Violation of safety rules.
13.4.1.5 Violation of any of the provisions of these Rules or respective
AgeneyJPASs policies.
13.4.1.6 Inattention to duty.
13.4.1.7 Tardiness or overstaying lunch periods.
13.4.1.8 Being under the influence of an intoxicating beverage or non-
prescription drug or prescription drugs not authorized by the
employee’s physician, while on duty or on work property.
13.4.1.9 Disobedience to proper authority, refusal or failure to perform
assigned work, to comply with a lawful order, or to accept a
reasonable and proper assignment from an authorized supervisor.
| 13.4.1.10 Any violation of the AgenetesJPAs’ harassment or retaliation
policies.
| 13.4.1.11 Unauthorized soliciting on AgeretesJPAs or clienty property.
13.4.1.12 Unauthorized absence without leave; failure to report after leave of
absence has expired or after a requested leave of absence has been
disapproved, revoked, or canceled, or any other unauthorized
absence from work.
13.4.1.13 Conviction of a felony, or a misdemeanor involving moral
turpitude, or a violation of a federal, state, or local law which
negatively impacts the employee’s ability to perform his/her job or
| brings discredit to either AgeneyJPAs or the client organization.
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13.4.1.14

13.4.1.15
13.4.1.16

13.4.1.17
13.4.1.18
13.4.1.19
13.4.1.20
13.4.1.21
13.4.1.22
13.4.1.23

13.4.1.24
13.4.1.25

13.4.1.26

13.4.1.27

13.4.1.28

(For purposes of this section, a misdemeanor conviction does not
include a conviction based on a plea of nolo contrendere).
Discourteous or offensive treatment of the public or other
employees.

Falsifying any AgeneyJPAs or client document or record.

Misuse of AgereyJPAs or client property, improper or
unauthorized use of equipment or supplies, damage to or
negligence in the care and handling of AgereyJPAs or client
property.

Fighting, assault, and/or battery.

Working overtime without authorization.

Theft or sabotage of or client property.

Sleeping on the job, except as specifically authorized.

Accepting bribes or kickbacks.

Gambling.

Engaging in outside employment which conflicts with an
employee’s responsibilities.

Intimidation or interference with the rights of any employee.
Outside work or any other activity or conduct that creates a conflict
of interest with the respective AgeneyJPAs or client’s work, causes
discredit to the respective AgeneyJPAS or client, negatively impacts
the effective performance of either AgeneyJPAs's or client
functions, or is not compatible with good public service or interests
of the AgenetesJPAS or client.

Abusive or intemperate language toward or in the presence of
others in the workplace.

Failure to obtain and/or maintain minimum qualifications for a
position, including licenses or certificates.

Any other conduct of equal gravity to the reasons enumerated
above as determined by the AgeneiesJPAS.

13.5 Employee Review: When requested, employees shall be given an opportunity to
review the documents or materials upon which the proposed disciplinary action is

based.

13.6 Relief of Duty: The Executive Director may place an employee on administrative
leave with pay pending an investigation in order to determine if disciplinary action

is to be taken.

13.7 No Rights To Appeal: The employee has no right to appeal any discipline action
or proposed action.

Section 14 Equal Employment/Anti-discrimination Policy
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14.1 Anti-discrimination Policy: The AgenetesJPAs are committed to equal
opportunity in employment and services. The AgenectesJPAs, its employees,
contractors, and agents shall not discriminate with respect to service provision,
program operation, or in the recruitment, selection, testing, training, transfer,
promotion, demotion, termination, performance appraisal process, compensation,
or in any other term, condition, or privilege of employment because of the
individual’'s actual or perceived race, color, religion, gender, national origin,
ancestry, citizenship, age, marital status, physical disability, mental disability,
medical condition, sexual orientation, military veteran’s status, or any other basis
protected by law, or on the basis of a perception that an individual is associated with
a person who has, or is perceived to have, any of these characteristics.

| 142 Equal and Fair Personnel Practices: The AgeneciesJPAs, its employees,
contractors, and agents must administer all human resource functions in a manner
that is equal and fair to all employees and prospective employees. It is the
obligation of every employee in all the locations to comply with this policy in
substance, practice, and in spirit.

14.3 Non-discrimination and Harassment Policy:

14.3.1 Purpose: The purpose of this policy is:

| 14.3.1.1 Reaffirm: To reaffirm the AgenciesJPAs commitment to prohibit
and prevent unlawful discrimination (including harassment) in all
workplaces.
14.3.1.2 Define: To define discrimination and harassment prohibited under
this policy.
14.3.1.3 Identify Procedures: To set forth a procedure for resolving
complaints of prohibited discrimination and harassment.

14.3.2 Interpretation and Application of Policy: This policy shall not be
construed to create a private or independent right of action. Although this
policy is intended to prohibit discrimination consistent with Title VII of the
Civil Rights Act of 1964, the Americans with Disabilities Act, the California
Fair Employment and Housing Act, and California Labor Code Section

| 1102.1, the AgeneciesJPAS reserve the right to interpret and apply this policy
to provide greater protection than what is afforded under those laws.

| 14.3.3 Statement of Policy: The AgenciesJPAs are committed to providing an
environment that is free from harassment and discrimination of any kind,
including sexual harassment and harassment based on race, color, religion,
national origin, ancestry, age, physical disability, mental disability, medical
condition, marital status, sexual orientation, veteran’s status, or any other
characteristic prohibited by state or federal law. It is important that the

| AgenetesJPAs maintain an atmosphere characterized by mutual respect in
order to ensure fair and courteous treatment of employees and the public.

| 14.3.4 Disapproval of Harassment: The AgeneiesJPAs strongly disapprove of
and will not tolerate harassment or discrimination against employees or
applicants by elected or appointed officials, managers, supervisors, or

Personnel Rules, Regulations, and Policies Page 44

| Local Government Services and Regional Government Services, JPAs Revised June 266892010



REGIONAL GOVERNMENT SERVICES
LOCAL GOVERNMENT SERVICES

Providing Solutions To California Public Agencies

coworkers. The AgeneiesJPAs also strongly disapprove of unlawful
harassment of employees by persons with whom the AgeretesJPAs or client
organizations have a business, service, or professional relationship.

14.3.5 Misconduct: lllegal harassment and discrimination are considered serious
acts of misconduct and will not be tolerated. Employees who violate this
policy and engage in acts of illegal harassment or discrimination of any type,
for any duration, shall be subject to severe disciplinary action, up to and
including termination.

14.3.6 Non-retaliation: Retaliation against individuals who complain of illegal
harassment or discrimination or who participate in an investigation into
illegal harassment or discrimination shall not be tolerated. Employees who
engage in such acts of retaliation shall be subject to serious disciplinary
action, up to and including termination.

14.3.7 Definitions:
14.3.7.1 Harassment: Depending upon the circumstances, a single act of

harassment, as defined below, can violate this policy.

14.3.7.1.1 Verbal Harassment: Includes epithets, jokes,
comments, or slurs that identify a person on the basis of
his/her protected classification, intimate or other
nicknames, comments on appearance, including dress or
physical features, or stories that tend to disparage those
with a protected classification.

14.3.7.1.2 Visual Forms of Harassment: Includes gestures,
posters, notices, bulletins, cartoons, photography, or
drawings that tend to disparage those with a protected
classification.

14.3.7.1.3 Physical Harassment: Includes the following conduct
taken because of an individual's protected classification:
assault, impeding or blocking movement, physically
interfering with normal work or movement, pinching,
grabbing, patting, propositioning, leering, making express
or implied job threats or promises in return for submission
of physical acts, mimicking, stalking, or taunting.

14.3.7.1.4 Sexual Harassment: Includes unwelcome sexual
advances, requests for sexual favors, or other verbal or
physical conduct of a sexual nature that are an express or
implied condition of continued employment or other term
and condition of employment.

14.3.7.1.5 Retaliation: Any adverse employment action taken
because an employee has reported harassment, or has
participated in the complaint procedure. “Adverse
employment action” includes any personnel action that has
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a significant affect upon the terms or conditions of
employment.

14.3.8 Guidelines for Identifying Harassment: To help clarify what constitutes
harassment in violation of this policy, employees shall use the following
guidelines:

14.3.8.1 Unwelcome Conduct: Harassment includes any conduct which
would be unwelcome to a reasonable person of the recipient’s same
protected classification and which is taken because of the recipient’s
protected classification.

14.3.8.2 Appearance of Consent: It is no defense that the recipient
appears to have voluntarily consented to the conduct at issue. A
recipient may not protest for many legitimate reasons, including the
need to avoid being insubordinate or to avoid being ostracized.

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

14.3.8.4 Third-party Observer: Even visual, verbal, and/or physical
conduct between 2 employees who appear to welcome it can
constitute harassment of a third applicant, officer, official,
employee, or contractor who observes the conduct or learns about
the conduct later. Conduct can constitute harassment even if it is
not explicitly or specifically directed at an individual.

14.3.8.5 Intention: Conduct can constitute harassment in violation of this
policy even if the individual engaging in the conduct has no
intention to harass. The AgenciesJPAS recognize that it is legitimate
for those in protected classifications to have heightened sensitivities
to harassment as a result of their life experiences. Even well-
intentioned conduct can violate this policy if the conduct is directed
at, or implicates a protected classification, and if an individual of the
recipient’s same protected classification would find it offensive.

14.3.8.6 Single Act: A single act can violate this policy and provide grounds
for discipline or other appropriate sanctions. Therefore, if
employees are in doubt as to whether any particular conduct may
violate this policy, they should not engage in the conduct, and
should seek guidance from a supervisor.

14.4 Reporting Unlawful Harassment or Discrimination:

14.4.1 Reporting: Any employee who believes he/she has been unlawfully
harassed or discriminated against should promptly report it orally or in
writing to the employee’s unit manager, human resources, or the Executive
Director. An employee is not required to complain first to a unit manager if
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that person is the individual who is harassing and/or engaging in
discriminatory actions against the employee. Instead, the employee may
report the harassment/discrimination to any management employee.

14.4.2 Receiving Complaints: Any unit manager who receives a complaint of
unlawful harassment/discrimination, or who observes or otherwise learns
about unlawfully harassing conduct is required to notify human resources
immediately. Failure to do so may result in disciplinary action.

14.5 Remedial Action:

14.5.1 Action: Upon receiving complaints of discrimination or harassment, the
AgenetesJPAs may undertake an investigation of the complaints. The
Executive Director, human resources, or AgeneiesJPAs attorney may retain
an outside investigator to conduct the investigation. All complaints shall be
investigated to the extent that the AgenciesJPAs deem appropriate. Any
investigation and investigation report prepared relating to the complaint
shall be kept confidential except as required by law. If harassment or
discrimination is found to have occurred in violation of this policy, action
shall be taken to ensure or confirm that the harassment or discrimination at
issue is stopped. The AgeneiesJPAs may take whatever measures are
appropriate to ensure its workplaces remain free from unlawful
discrimination or harassment.

14.5.2 Disciplinary Action: Employees found to have engaged in discrimination
or harassment covered by this policy may be subject to disciplinary action up
to and including termination of employment. First-time violations of this
policy, depending on the severity of the conduct, may lead to termination.

14.5.3 Dishonest or Uncooperative Behavior: Employees found to have been
dishonest or uncooperative during an investigation into allegations of
unlawful harassment or discrimination may be subject to disciplinary action
up to and including termination of employment.

14.6 No Retaliation: Employees should feel free to report valid claims of unlawful
harassment or discrimination without fear of retaliation of any kind. The
AgenetesJPAs will not retaliate against or tolerate retaliation against employees for
making any complaint of unlawful harassment in good faith, or against any
employee for cooperating in an investigation.

14.7 Dissemination: Policy and complaint procedures shall be provided to employees,
and to new employees. From time to time, the AgenetesJPAs may also conduct
training for its employees to assist them in learning how to recognize, avoid, and
correct harassing and discriminatory behavior.

14.8 Department of Fair Employment and Housing (DFEH) and the Equal
Employment Opportunity Commission (EEOC):

14.8.1 DFEH: In addition to notifying the AgenciesJPAs about unlawful
harassment or retaliation, an affected employee may also direct his/her
complaint to the California DFEH, which has the authority to conduct
investigations of the facts. The deadline for filing complaints with the DFEH
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14.9

is one year from the date of the alleged unlawful conduct. The nearest DFEH
office or the FEHC can be found by searching the internet, looking in the
local telephone directory, or by checking in the area where employment-
related posters are kept.

14.8.2 EEOC: An employee also has the right to direct his/her complaint to the
federal Equal Employment Opportunity Commission (EEOC).

Obligations of Employees:

14.9.1 Know the Policies: Employees are responsible for knowing the
AgenetesJPAs anti-discrimination policy; refraining from discriminatory
behavior, including harassment; reporting incidents of discrimination in a
timely fashion; cooperating in any investigation concerning allegations of
discrimination; and maintaining confidentiality concerning any investigation
that is conducted.

14.9.2 Communicate: Employees are also encouraged to communicate with one
another to assist co-workers in identifying, avoiding, and addressing
behavior that may be perceived as harassing, discriminatory, or otherwise
offensive.

Section 15 Drug and Alcohol-free Policy

15.1

15.2

15.3

AgenreyJPAs Policy: Both AgereyJPAs’s policy is to maintain a drug-free
workplace. Involvement with alcohol and drugs on and off the job can take its toll
on job performance and employee safety. Employees must be in a condition to
perform their duties safely and efficiently. The presence of alcohol and drugs on the
job, and the influence of these substances on employees during working hours, is
prohibited. If an employee is misusing alcohol or drugs, the AgeneiesJPAs may
refer the employee for treatment. This treatment may or may not be covered by the
AgenetesJPAS’ health plan or the treatment may be at the employee’s own expense.
Unlawful Behavior: No employee shall unlawfully manufacture, distribute,
dispense, possess, use, or be under the influence of any alcoholic beverage, drug, or
controlled substance as defined in the Controlled Substances Act and Code of
Federal Regulations during work hours or in any workplace. Employees who engage
in this prohibited behavior may be subject to discipline up to and including
termination.

Suspicion: Upon reasonable suspicion of an employee being under the influence of
drugs or alcohol while on duty, the AgeneiesJPAs may require the employee to
submit to drug and alcohol testing, at AgeneiesJPAs expense. Employees who
decline to submit to such testing may be subject to discipline, up to and including
termination of employment.

Section 16 Safety in the Workplace Policy
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| 16.1
16.2

16.3

16.4
16.5

| 16.6

16.7

Workplace Safety Policy: The AgenciesJPAs are committed to providing a safe
and healthful work environment and maintains an employee safety program
meeting the requirements of state law.

Management Responsibilities: Management shall be expected to take steps
within its control to maintain a safe work environment and to be in compliance with
federal and state safety regulations.

Employee Responsibilities: Employees shall be expected to obey safety rules,
follow established safe work practices, and exercise caution in all their work
activities. Employees are also expected to report any unsafe conditions to their unit
manager. Employees at all levels who are responsible for correcting unsafe
conditions are required to do so. Written safety rules are a basic part of the Injury
and Illness Prevention Program and employees shall be required to know and follow
the safety rules, and management shall enforce them.

Reporting Injuries: Work-related injuries should be reported to the employee’s
unit manager. The report should then be sent immediately to human resources.
Other Safety Rules: Individual units may adopt specific safety rules applicable to
their operations.

Injury and IlIness Prevention Program: The AgeneiesJPAs have an Injury and
lliness Prevention Program (11PP) designed to specifically address the legislation
and regulations, and to function as an umbrella program that incorporates the
elements of other occupational hazard control programs and procedures (e.g.,
Hazard Awareness and Communication Program, Chemical Hygiene Plan, etc.).
The safety program includes: a written IIPP that provides for identification and
correction of safety hazards; video display terminal and computer equipment policy;
driver safety standards; and applicable ongoing safety training in compliance with
federal and state safety regulations. The intent of the IIPP is to facilitate
identification and evaluation of workplace hazards, enable the correction of unsafe
conditions, provide a means of communication between employees and
management on matters concerning employee safety and health, educate and train
employees on health and safety matters, and implement a strategy by which
compliance with the regulation can be achieved and documented. The IIPP
designates a responsible person (or persons) and a system for:

« Communicating with employees on matters concerning safety and health.

e Identifying and evaluating workplace hazards.

e Implementing procedures for injury/illness investigation,

o Mitigating hazards.

e Training employees.

e Maintaining records.

Department of Motor Vehicles Pull Program: The JPAs participate in the

State of California Department of Motor Vehicles (DMV) Pull Notice Program.
Under this program the State sends the JPAs driving records of all employees on an
ongoing basis. Human Resources reviews the driving records of those employees
who are required or expected to drive as part of their condition of employment and
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will take appropriate action should any of the driving records indicate any of the
following: DUI, suspended license, or other serious driving offense (i.e., reckless

driving, etc.)

Section 17 Smoking Policy

| As required by state law, smoking is prohibited in all AgeneiesJPAs or client vehicles,
facilities, and within 20 feet of any entrances, exits, and windows that can be opened.
Smoking is also prohibited while driving or riding in a vehicle on work-related business.

Section 18 Policy on Accepting Gifts

Employees are discouraged from accepting gifts from any outside vendor, citizen, or
organization except for gifts of food that are shared among other employees and that retail
for less than $75. Employees shall adhere to the Fair Political Practices Commission
(FPPC) rules for accepting and reporting gifts.

Section 19 Travel and Training Policy

19.1

19.2

19.3

19.4

Travel and Training: The AgeneiesJPAs are committed to ensuring that its
employees receive adequate training to perform their jobs. Training and travel are
subject to management approval. Training opportunities that occur during normal
work hours require approval by the unit manager.
Minimizing Lost Work Time: The AgeneiesJPAs generally requires that
training, and attendant travel, be scheduled in a way that will minimize expense.
Cost-effective Travel: AgenetesJPAs business travel shall be carried out in an
efficient, cost-effective manner resulting in the best value. Teleconferencing should
be considered when possible. The AgenectesJPAs will pay or reimburse all business
travel-related expenses based on reasonableness, on the actual amount of expense
incurred by the employee, and on the terms and conditions of the employee’s
individual employment agreement. Receipts when available are required for all
travel expenses. Reimbursement for personal expenses and alcoholic beverages will
not be authorized for payment.
Travel Guidelines for Allowable Travel: Allowable travel is for such work-
related items as:
19.4.1 Legislators: Communicating with representatives of regional, state, and
the federal government on AgenetesJPAs or client adopted policy positions.
19.4.2 Professional Organizations: Serving on professional organizations or
governmental committees, boards, or task forces.
19.4.3 Conferences: Attending educational seminars, conferences, or organized
educational activities designed to improve skill levels or provide information
on topics important to AgenciesJPAs or client policy and operations.
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19.5

19.6

19.7

| 19.8

19.4.4 Research: Preparing research for either AgeneyJPAs projects or
implementing adopted plans, policies, goals, or programs.

19.4.5 Meetings: Attending meetings involving activities or decisions important
to AgenetesJPAS interests, consistent with adopted plans, policies, goals, or
programs.

19.4.6 Events: Attending events where either AgeneyJPAs or the client
organization is a formal sponsor or participant, or in performance of official
duties.

19.4.7 Community Groups: Communicating with individuals or representatives
of community groups on policy positions adopted by or under consideration
by the AgenetesJPAS or client organization.

19.4.8 Employee Recognition: Recognizing employee service to the
AgenetesJPAs or client organization.

19.4.9 Other Business Activities: Engaging in other business related activities
with a direct connection to the implementation of adopted plans, policies,
goals, or programs.

Government or Group Transportation and Lodging Rates: It is the policy

to use discounted government or sponsoring group rates for transportation,

whenever these are offered and available.

Sponsored Lodging Costs: When conference or training sponsors have made

arrangements for lodging, employees shall stay at one of these facilities and the cost

should not exceed the maximum group rate published. In the event that rooms are
not available at one these facilities, employees should stay at a comparable facility at

a comparable cost, not to exceed the maximum group rate published by the sponsor.

Receipts: Receipts must be submitted for all expenses. In the event that receipts

are not available, an employee must provide a written explanation of the

circumstances as to why this is the case and reason the expense was incurred.

Meal Guidelines for Local Meeting and Training Costs: The AgenciesJPAS

use the IRS meal allowances at the time the travel was undertaken for the state in

which it was taken at the highest allowable cost for that state.

19.8.1 Allowable Meal Expenses: Meals not incurred as part of out-of-area or
overnight travel are limited to activities outside of normal duties, such as
business-related meetings held before or after regular working hours
(including working lunches where this is the only time available) or
extended overtime due to special projects or emergencies.

19.8.2 Unallowable Meal Expenses: Meal reimbursements are not allowed as
part of routine daily work assignments, unless part of the registration cost
or the meal is served on site as part of the program to keep all participants
together and not have them disperse for meals.

| Section 20 Policy on AgereyJPAs Equipment and Vehicle Use
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| 20.1

20.2

20.3

204

Use of AgenctesJPAs Equipment/Automobile Use: No AgeneciesJPAs or

client-owned equipment, automobiles, instruments, supplies, machines, or any

other item that is the property of the AgenetesJPAs shall be used by an employee

other than for work-related business, unless the unit manager approves in advance.

No employee shall allow any unauthorized person to rent, borrow, or use any

property, except upon prior approval of the Executive Director or unit manager.

Automobile Use: AgeneyJPAs- or client-owned vehicles are to be used by

employees who have valid driver’s licenses and insurance certificates for travel on

work-related business. Employees who utilize an AgenciesJPAs- or client-owned

vehicle or their own personal vehicle in the performance of their duties must

maintain a valid California driver’s license at all times, have a satisfactory driving

record, and must maintain their driving insurance. Employees must comply with all

traffic regulations, laws, and ordinances while engaged in driving on work-related

business. Only hands-free mobile devices may be used when driving, and no

communications device may be used while driving to write, send, or read a text-

based communication. Prior to using a vehicle on work-related business, employees

must obtain and provide a copy of their California driver’s license and a copy of a

Certificate of Insurance on the form provided by the AgeneiesJPAs which evidences

that employee has comprehensive automobile liability insurance or business

automobile liability insurance in an adequate amount.

Use of Vehicle Safety Belts: Employees who drive on work-related business

shall use and ensure that all passengers use available safety belts in the vehicles

being operated. Passengers shall ride only in those positions of a vehicle designed

for the carrying of passengers.

Vehicle Accidents: When an accident occurs on the job involving one or more

vehicles, the following steps should be taken by employees:

20.4.1 Scene: Secure the scene of the accident.

20.4.2 Move Vehicles: Move any involved vehicles out of the right of way, if
possible.

20.4.3 Emergency Response: Call 911 for emergency services if someone
appears to be injured or asks that 911 be called.

20.4.4 Unit Manager: Contact your unit manager immediately, if communication
devices are available.

20.4.5 Driver Information: Exchange driver information and give the other
driver a business card.

20.4.6 Personal Information: Obtain the names, phone numbers, addresses,
and e-mail addresses of any vehicle occupants, or observers of the accident.

20.4.7 Police Report: Get the number of the police report that will be filed if the
police respond to the accident.

20.4.8 Statements: Do not make any statements concerning the assumption of
liability. Give out only the required information.

20.4.9 Pictures: Take pictures of the damage and all relevant aspects of the
accident (the area where accident occurred, objects blocking view, etc.). If a
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camera is not immediately available, write down all of the relevant
information.

20.4.10 Insurance and Legal Requirements: Follow any insurance and legal
requirements, such as immediately notifying your insurance company or the
State of California’s Department of Motor Vehicles.

Section 21 Information and Electronic Systems Use Policy

21.1 Definitions: Electronic systems are defined as all hardware, software, and other
electronic communication or data processing devices owned, leased, or contracted

| for by the AgenetesJPAs or client organization and available for official use, by
employees. This use includes, but is not limited to, electronic mail, voice mail,
calendaring, and systems such as the internet.

21.2 Public Disclosure: Employees who use electronic systems and/or tools provided

| by the AgenetesJPAs do not have a right of privacy in such uses. Under the Public
Records Act, e-mail messages and information stored in work computers and other
electronic systems are public records subject to disclosure to the public, or they can

| be subpoenaed. In addition, the AgenetesJPAs reserve the right to review, audit,
and disclose all matters sent over and/or stored in work systems at any time without
advance notice. The Executive Director or his designee retains the right to enter
and/or retrieve an employee’s electronic communication system, data files, logs and

| programs used on AgenctesJPAs or client-owned electronic systems. Security
features provided by the electronic communication system, such as, passwords,
access codes, or delete functions, shall not prevent authorized employees from
accessing stored electronic communications. Deletion of e-mail messages or files
may not fully eliminate the message from the system.

21.3 Serial Meetings: In accordance with the Brown Act (Gov Code section 54950 et
seq.), employees must take care to ensure that electronic systems are not used to
transmit, either all-at-once or serially, legislative officials’ positions on matters of
AgenetesJPAs business to a majority of any body of elected officials.

21.4 Use During Normal Business Hours: The AgenetesJPAS’ electronic systems
are provided for the purposes of conducting business. Except for brief, occasional,
necessary, or emergency use, the electronic systems shall not be utilized for personal

| use during normal business hours. Use of non-AgenreyJPAs or non-client business
software including games or entertainment software is considered an improper use
of these electronic systems. Employees shall not conduct personal or private

| business, including purchase of goods or services via the AgenetesJPAs or client
organization’s internet connection. Such uses are prohibited at all times during
normal business hours or outside of normal business hours.

215 Account Access: Employees shall not attempt to gain access to another
employees’ personal file of electronic mail messages without the latter’'s express
written permission or permission from the unit manager.
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21.6 Prohibited Use: The electronic mail and other electronic systems shall not be
used in a way that may be disruptive, offensive to others, harmful to morale, violate
| AgenetesJPAs policies and procedures, or violate laws. These electronic systems
shall not be used to solicit or proselytize others for commercial venture, religious or
political causes, outside organizations, or other non-job-related solicitations.
Improper use includes any display or messages that are derogatory, defamatory,
obscene, violent, or offensive to employees or the public and/or any messages that
are of a sexual or discriminatory nature, including, but not limited to, slurs,
offensive jokes, or other offensive language of disparagement of others based on
their race, national origin, sex, sexual orientation, age, disability, or religious beliefs.
21.6.1 Policy Compliance: Employees are required to comply with all operational
| guidelines developed by the AgenetesJPAs. Such guidelines will address
operational standards such as: message retention, schedule, copyright issues,
use of passwords, system availability, back-up procedures, etc.
21.6.2 Incidental Use: Incidental and occasional personal use of electronic mail is
| permitted within the AgenciesJPAs, but the messages will be treated no
differently from other messages and will remain the property of the
| AgenetesJPAs as to review and auditing procedures. All personal use shall be
done outside of normal working hours.
| 21.6.3 Personal Messages: Employees who use the AgenretesJPAS’ electronic mail
system to send or receive personal or private messages must remove such
messages from the system no later than 30 days after receiving or sending.
Employees have no right of privacy to any email, whether personal or
| business related, in AgeneiesJPAs computers.
21.6.4 Internet Use: Occasional personal access to the internet may be permitted.
Such personal use shall only be permitted if it does not interfere with or delay
| the employee’s work or interfere with regular AgenciesJPAs business and
shall comply with all provisions herein. All use of the internet may be
periodically reviewed by the unit manager.
21.6.5 Other Prohibited Uses: In addition to other prohibited uses, employees
shall not:
21.6.5.1 Install: Install programs on computer system (including but not
limited to virus checking and screen savers) without the prior
written consent of the unit manager.
21.6.5.2 Copy: Copy programs for personal use.
21.6.5.3 Disclose: Disclose an account password or otherwise make the
account available to others.
21.6.5.4 Infringe: Infringe on others’ access and use of computers,
including but not limited to:
21.6.5.4.1 Excessive Messages: Send excessive messages, either
locally or offsite.
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217

21.6.5.4.2 Unauthorized System Modification: Unauthorized
modification of system facilities, operating systems, or
disk partitions.

21.6.5.4.3 Crashing the Network: Attempt to crash or tie up an
computer or network.

21.6.5.4.4 Damaging: Damage or vandalize computing facilities,
equipment, software, or computer files.

21.6.5.4.5 Intentionally Developing or Using Bad
Programs: Use of programs that disrupts other
computer users, intentionally developing bad programs,
access private or restricted portions of the system,
and/or damage system software or hardware
components.

21.6.5.4.6 Installing: Install or use a modem on AgeneiesJPAS or
client owned or leased computers without the prior
written consent of the unit manager.

21.6.5.4.7 Attorney-client Privileged Communication:
Forwarding or reproducing communications marked
attorney-client privileged or confidential without the
prior consent of the Executive Director and/or
AgenetesJPAs Attorney.

21.6.5.4.8 Federal or State Laws: Violating any federal, state, or
local law in the use of either AgeneyJPAs’'s or client
organization information systems.

Public Records: All permanent business records, including those stored on paper

and electronic media, may be governed by the mandatory public disclosure

requirements of the Public Records Act (Gov Code section 6250 et seq.), and the
limited exceptions thereto. If a draft record is retained, it may become a public
record subject to disclosure unless it is subject to an exception under the Public

Records Act.

21.7.1 Permanent Records: All permanent records, whether stored on paper or
electronic media, shall not be destroyed unless prior written authorization is
obtained pursuant to Government Code Section 34090.

21.7.2 Public Records Requests: Public Records requests shall be handled in
accordance with Government Code section 6250 et seq.

21.7.3 Media Disclosure: The AgeneiesJPAs reserve the right for any reason to
access and disclose all messages and other information sent or received by
electronic means or stored on electronic media.

21.7.4 AgereyJPAs Rights: The AgenciesJPAs have the right to delete or retain
any or all messages or other information sent or received by electronic means
or stored on electronic media by an employee who is no longer employed by

the AgeneiesJPAS.
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21.8

Intellectual Property Rights: No employee shall violate any copyright, software
license, or other online information (including, but not limited to, text images,
icons, programs, etc.) whether created by the AgeneiesJPAs or any other person or
entity.

Section 22 Outside Employment Policy

22.1

22.2

22.3

Outside Employment: Employees may not engage in any outside employment,
enterprise, or activity that the AgeneciesJPAs determines is in conflict with or
impairs the employee’s ability to perform their duties and responsibilities, or
impacts any aspect of operations. Employees are required to notify their unit
manager or human resources of all outside employment they are engaged in so that
the outside employment may be assessed for conflict.

Workday Activities: During the workday, employees are expected to devote their
time in performing their assigned duties as an employee of either AgeneyJPAs. Any
outside work, part-time job, hobbies, or personal business must be performed
during off-duty hours.

Incompatible Work: Employee shall not perform work for compensation outside
of his/her Agenectes-employment where any part of his/her efforts will be subject to
approval by any officer, employee, board, or commission, unless the employee
obtains the prior approval of the Executive Director after consultation with the unit
manager and human resources.

Section 23 Policy on Workplace Violence Prevention

23.1

23.2

23.3

Violence in the Workplace Policy: Acts of violence, whether threatened,
gestured, or carried out will not be tolerated in the workplace. Anyone witnessing or
becoming the subject of such behavior shall immediately report it to their unit
manager and human resources for proper investigation. Minimizing the threat of
violence is a duty of all employees.

Notification: It is the responsibility of all employees to notify a unit manager,
human resources, or the Executive Director immediately of any violent act or a
threat, or if a violent act or threat against themselves or any other employee occurs
in the workplace or is directly associated with their employment. Notification may
be made to any of these persons as appropriate and shall be reported as soon as
practicable. Retaliation or the threat of retaliation against a person who reports
such an incident is unlawful and shall not be tolerated.

Possession of Inappropriate Items: Employees shall not possess the following
instruments at a worksite or on either AgeneyJPAS’s or client property, including
parking lots, unless there is a work-related purpose and written approval has been
obtained from the employee’s unit manager.

23.3.1 Firearms: Any type of firearms.
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23.3.2 Explosives: Any type of explosives or ammunition.

23.3.3 Fixed Knives: Fixed blade knives.

23.3.4 Folding Knives: Folding knives with blades over 3.5 inches.

23.3.5 Weapons: lllegal weapons such as defined in Section 12020 of the

California Penal Code.
| 23.4 Disciplinary Action: The AgeneiesJPAs shall take appropriate disciplinary action,
up to and including termination of employment, against an employee violating this
policy.

23.5 Counseling Services: As needed, incident-related counseling services may be
offered through the AgenciesJPAs Employee Assistance Program (EAP), or any
other resource or program made available by the AgenctesJPAs, to employees who
are the victims of violence, subjects of threats of violence, or subject to intimidation

| at the workplace. The AgenetesJPAs will work with public safety, the courts, and
other authorities necessary to ensure employee safety.

23.6 Procedures for Imminent or Actual Violent Acts:

23.6.1 Employee Responsibilities: An employee who is in immediate apparent
danger of a violent act, or another employee who witnesses a violent act or
the threat of a violent act shall, whenever possible:
23.6.1.1 Safe Location: Place themselves in a safe location.
23.6.1.2 Emergency Services: Call 911 and request the immediate

response of a police officer. Be prepared to inform the dispatcher of
the circumstances and exact location of where an officer is needed.
23.6.1.3 Management: Inform a unit manager of the circumstances.
23.6.1.4 Media: Refer media inquiries to the unit manager.
23.6.1.5 Cooperate: Cooperate fully in any administrative or criminal
investigation conducted within this policy and the laws.
24.6.2 Unit Manager Responsibilities:
23.6.2.1 Safe Location: Place themselves in a safe location.
23.6.2.2 Ensure Safety: A unit manager who is informed of a violent act or
the threat of a violent act shall whenever possible ensure the
immediate safety of employees and the worksite by calling 911, and
notifying their site manager and human resources.

23.6.2.3 Involve Individuals: If feasible, the unit manager shall have the
involved individuals wait in separate rooms or locations until the
police take control or remove them from the premises.

23.6.2.4 Restraining Order: In consultation with human resources, the
unit manager should determine if it is appropriate to obtain a
restraining order, other appropriate injunctive, legal, and/or
equitable relief.

23.6.2.5 Reassign: Reassign/relocate employees or job duties, if required.

23.6.2.6 Terminate: Terminate any business relationship.

23.6.2.7 Take Action: Take any other action deemed to be necessary or
required under the circumstances.

Personnel Rules, Regulations, and Policies Page 57
| Local Government Services and Regional Government Services, JPAs Revised June 266892010



REGIONAL GOVERNMENT SERVICES
LOCAL GOVERNMENT SERVICES

Providing Solutions To California Public Agencies

23.6.2.8 Obtain Information: Obtain basic information from the
employee and provide to emergency responders.

23.6.2.9 Media Inquiries: Respond to media inquiries or ask the Executive
Director’s office to respond to them.

23.6.3 Procedures — Future Violence:

23.6.3.1 Reasonable Belief: Employees who have reason to believe they,
or another employee, may be victimized by a violent act sometime in
the future, at the workplace, or as a direct result of their
employment, shall inform their unit manager immediately so
appropriate action may be taken and so human resources can be
notified.

23.6.3.2 Restraining Orders: Employees who have signed and filed a
restraining order, temporary or permanent, against an individual
due to a potential act of violence, who would be in violation of the
order by coming near them at work, shall immediately supply a copy
of the signed order to their unit manager and human resources.

23.6.4 Post-incident Review:

23.6.4.1 Policy Evaluation: The Executive Director, human resources, and
the unit manager may conduct a post-incident review and use the
review to evaluate this policy and procedure.

23.6.4.2 Support Systems: The AgenciesJPAs may determine and oversee
any post-incident support systems may be needed.

Section 24 Policy on Relatives Working for the AgeneyJPAs

24.1

‘ 24.2

Relatives Working for the AgeneyJPAs: No employee, prospective employee,
or applicant shall be improperly denied employment or benefits of employment on
the basis of marital status with another employee or official of the AgenciesJPAS.
AgeneyJPAs Rights: Notwithstanding the above, the AgenetesJPAs retain the
right to take appropriate steps to avoid inappropriate working relationships among
relatives. For administrative purposes, a relative shall be defined as a spouse or
domestic partner, child, step-child, parent, grandparent, grandchild, brother, sister,
half-brother, half-sister, aunt, uncle, cousin, niece, nephew, parent-in-law, brother-
in-law, sister-in-law, or any other individual related by blood, marriage, living in the
same household, or having a personal relationship that may be perceived as
compromising employment objectivity. Notwithstanding the above, the
AgenetesJPAS retain its rights to:
24.2.1 AgereyJPAs Rights: Take under the direct or indirect supervision of
another party of a relationship.
24.2.2 Same Work Unit: Refuse to place 2 parties to a relationship in the same
unit or facility when such action has the potential for creating adverse impact
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on supervision, safety, security, or morale, or involves potential conflicts of
interest.
24.2.3 Disqualification: Disqualify one party to a relationship for a position privy
to confidential personnel matters who has a relative already in the
| AgeneyJPAs's employment when the relationship may compromise
confidential information.
| 24.2.4 Transfer: Effect a transfer in the event the AgenciesJPAs learn of
circumstances described above.

Section 25 Political Activity Policy
| Except as specifically allowed by law, AgenciesJPAs employees are prohibited from
participating in any political activity while on duty or while performing official business.

Section 26 Policy on Violations of the Hatch Act
| 26.1 Hatch Act: The AgenciesJPAs may apply for federal grant funding for a variety of
projects. Some of those grant funds may be used for employee compensation. The

Hatch Act prohibits government employees who are compensated by federal

funding from engaging in partisan political activities, including but not limited to

the following:
26.2.1 Membership: The Act precludes employees from membership in any
political organization which advocates the overthrow of our constitutional
form of government.
26.2.2 Campaign Contribution Limits: Employees receiving compensation
from federal funds have an annual ceiling of $5,000 for contributions to the
campaign of an individual candidate for federal office.
26.33 Guidelines: Below are some of the guidelines that employees receiving
compensation from federal funds need to follow when working or
volunteering on a political campaign for federal office. Employees may not:
e Be acandidate in a political election in which any candidate represents a
political party.

e Raise money for a partisan political campaign.

o Allow their names to be used in any fundraising appeal on behalf of a
partisan political campaign.

o Participate in a phone bank that is engaged in fundraising for a partisan
campaign.

Section 27 Policy on Workplace Accommodations for Employees
With Disabilities
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Accommodation for Employees with Disabilities: If an employee believes he/she
has a disability, the employee may request a reasonable accommodation for that disability.
Such requests should be submitted to the employee’s unit manager or human resources.
Human resources, in consultation with the unit manager, may engage in an interactive
process with the employee to determine an appropriate reasonable accommodation for the
employee in accordance with applicable law.

Section 28 Family and Medical Leave Policy

28.1

| 28.2

28.3

284

Family and Medical Leave Policy: Under the Family and Medical Leave Act

(FMLA) and the California Family Rights Act (CFRA), employees are not eligible for

FMLA or CFRA leave benefits unless the employing LGS or RGS AgereyJPA

provides work for 50 or more employees. Unless and until the employing

AgeneyJPAs employs 50 or more employees, employees are not legally entitled to

FMLA or CFRA leave benefits.

Providing Similar Benefits: The AgeneiesJPAs will provide Family and Medical

Leave (“FML”) benefits to its employees according to the following rules.

Eligibility: In order to qualify for Family and Medical Leave, the employee must

meet the following conditions:

28.3.1 Employment Period: The employee must have been employed by the
AgenetesJPAs for 12 months.

28.3.2 Working Hours: The employee must have actually worked at least 1,250
hours during the 12 month period immediately before the date when the
leave begins. If an employee is employed but is on leave, any time spent on
leave shall not count towards the 1,250 hours.

Type of Leave Covered: Family and Medical Leave is a leave taken for the

following purposes:

28.4.1 Newborn Children, Adoption, Foster Care: In order to care for a
newborn son or daughter, or for placement of a child for adoption or foster
care.

28.4.2 Family Members Covered: In order to care for a spouse, domestic
partner, child, or parent with a serious health condition.

28.4.3 Employee’s Own Serious Health Condition: Because of a serious
health condition that makes the employee unable to perform the functions of
the employee’s position.

28.4.4 Military “Qualifying Exigency Leave’: Necessary leaves that arises from
the employee’s spouse, son, daughter, or parent being a covered military
member on active duty (or having been notified of an impending call or order
to active duty).

28.4.5 Military Caregiver Leave: Leave may be taken for up to 26 workweeks in
a single 12-month period to care for a spouse, child, parent, or next of kin
who is a covered servicemember with a serious injury or illness.
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28.5 Policy Definitions:

28.5.1 Rolling 12-Month Period: This means a rolling 12-month period
measured backward from the date leave is taken and continuous with each
additional leave day taken.

28.5.2 Child: This means a child under the age of 18 years of age, or 18 years of age
or older who is incapable of self-care because of mental or physical disability.
An employee's child is one for whom the employee has actual day-to-day
responsibility for care and includes a biological, adopted, foster, or step-
child.

28.5.3 Child Incapable of Self Care: A child is incapable of self-care if he/she
requires active assistance or supervision to provide daily self-care in 3 or
more of the activities of daily living or instrumental activities of daily living,
such as caring for grooming, hygiene, and bathing, dressing and eating,
cooking, cleaning, shopping, taking public transportation, paying bills,
maintaining a residence, and/or using telephones and directories.

28.5.4 Parent: This means a biological parent of an employee or an individual who
stood in loco parentis (in place of the parent) to an employee when the
employee was a child. This term does not include parents-in-law.

28.5.5 Spouse: This means a husband or wife as defined or as recognized as such
under California law for purposes of marriage.

28.5.6 Domestic Partner: For this purpose, and any other benefit purpose, this
means a domestic partner as defined under California Family Code section
297.

28.5.7 Serious Health Condition: This means an illness, injury, impairment, or
physical or mental condition that involves any of the following:
28.5.7.1 Inpatient: Inpatient care (i.e., overnight stay) in the hospital,

hospice, or residential medical care facility, including any period of
incapacity (i.e., inability to work, or perform other regular daily
activities due to the serious health condition, treatment involved or
recovery therefrom).
28.5.7.2 Continuing Treatment by a Health Care Provider: A serious
health condition involving continuing treatment by a health care
provider includes any one of or more of the following:
28.5.7.3 Period of Incapacity: A period of incapacity (i.e., inability to
work, or perform other regular daily activities due to serious health
condition of more than 3 consecutive calendar days, and any
subsequent treatment or period of incapacity relating to the same
condition), that also involves the following:
28.5.7.3.1 Treatment: Treatment 2 or more times within a 30-day
period of the first day of incapacity, one of which must
be within 7 days of incapacity, by a health care provider,
by a nurse or physician's assistant under direct
supervision by a health care provider, or by a provider of
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health care services (e.g., a physical therapist) under
orders of, or on referral by, a health care provider.
28.5.7.3.2 Treatment Regimen: Treatment by a health care
provider on at least one occasion within 7 days of
incapacity, which results in a regimen of continuing
treatment under the supervision of the health care
provider. This includes for example, a course of
prescription medication or therapy requiring special
equipment to resolve or alleviate the health condition. If
the medication is over the counter, and can be initiated
without a visit to a health care provider, it does not
constitute a regime of continuing treatment.
28.5.7.4 Pregnancy-related Incapacity: Any period of incapacity due to
pregnancy or for prenatal care. (See section 9.16 of these Rules for
Pregnancy Disability Leave. Pregnancy disability is included as
FMLA leave, but not CFRA leave.) Under California law, an
employee disabled due to pregnancy is entitled to pregnancy
disability leave up to a maximum of 4 months. After the birth of
the baby, the employee is entitled to additional CFRA bonding
leave up to a maximum of 12 weeks. However, regardless of the
length of time an employee takes leave for pregnancy disability and
newborn care, under the FMLA and CFRA, the AgenciesJPAS’
obligation to pay for health insurance is limited to a maximum of
12 weeks over a 12 month period.).
28.5.7.5 Chronic Serious Health Condition: Any period of incapacity
or treatment for such incapacity due to a chronic serious health
condition. A chronic serious health condition is one which involves
the following:
28.5.7.5.1 Periodic Health Care Visits: Required periodic
visits for treatment by a health care provider, or by a
nurse or physician assistant under direct supervision of
a health care provider.
28.5.7.5.2 Continuous: Continues over an extended period of
time (including recurring episodes of a single
underlying condition).
28.5.7.5.3 Episodic: May cause episodic rather than continuing
period of incapacity (e.g., asthma, diabetes, epilepsy,
etc.). Absences for such incapacity qualify for leave
even if the absence lasts only one day.
28.5.7.6 Long-term Treatment: A period of incapacity which is
permanent or long-term due to a condition for which treatment
may not be effective. The employee or family member must be
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under the continuing supervision of, but need not be receiving
active treatment by a health care provider.

28.5.7.7 Multiple Treatments: Any period of absence to receive multiple
treatments (including any period of recovery incapacity) by a
health care provider of health care service after an accident or
other injury, or for a condition that would likely result in a period
of incapacity of more than 3-consecutive calendar days in the
absence of medical intervention or treatment.

28.5.7.8 Health Care Provider: This means an individual duly licensed
as a physician, surgeon, or osteopathic physician or surgeon who
directly treats or supervises treatment of a serious health
condition; podiatrist, dentist, clinical psychologists, optometrists,
and chiropractors, (limited to treatment consisting of manual
manipulation of the spine to correct a subluxation as demonstrated
by X-ray to exist) authorized to practice in California and
performing within the scope of their practice as defined under
California law; nurse practitioners and nurse-midwives and clinical
social workers who are authorized to practice under California law
and who are performing within the scope of their practice as
defined under California law; and Christian Science practitioners
listed with the First Church of Christ, Scientist in Boston and
Massachusetts.

28.6 Amount of Leave:

28.6.1 Leave Amount: Eligible employees are entitled to up to a total of 12 weeks
of leave during a 12-month period. Twelve weeks means the equivalent of 12
of the employee’s normally scheduled workweeks. For eligible employees
who work more or less than 5 days a week or who work alternative work
schedules, the number of working days that constitute 12 weeks is calculated
on a pro rata or proportional basis.

28.6.2 Minimum Duration of Leave: If leave is requested for the birth,
adoption, or foster care placement of a child of the employee, basic leave
must be concluded within the first year of the birth or placement of the
child.

| 28.6.3 Spouses/Domestic Partners Both Employed by the AgereyJPAS:
In any case in which a husband and wife or domestic partners are both
| employed by the AgeneiesJPAs and are both entitled to leave, the combined
number of weeks of leave to which both may be entitled may be limited to 12
weeks during a 12 month period if leave is taken for the birth or placement
for adoption or foster care of the employee's child (i.e., bonding leave.) This

limitation does not apply to any other type of leave under this policy.
28.7 Intermittent Leave or Leave on a Reduced Work Schedule: If an employee
requests leave intermittently (a few days or hours at a time) or on a reduced leave
schedule to care for an immediate family member with a serious health condition,
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the employee must provide medical certification that such leave is medically

necessary. Medically necessary means there must be a medical need for the leave

and that the leave can best be accomplished through an intermittent or reduced

leave schedule. The leave may not exceed a total of 12 weeks over a 12 month period.
28.8 Substitution of Paid Accrued Leaves:

28.8.1

28.8.2

28.8.3

Unpaid Leave: Leave under this policy is unpaid. However, the
AgenetesJPAs shall require an employee to use concurrently all paid accrued
leaves while on Family and Medical Leave as follows: Where an employee
has accrued sick leave, administrative leave and/or vacation, the Family and
Medical Leave shall run concurrently with all such accrued leaves. The
AgenetesJPAs shall require the concurrent use of sick leave only when the
circumstances warrant the use of such leaves. The AgenetesJPAs shall not
require an employee to use compensatory time earned in lieu of overtime
concurrently with Family and Medical Leave.

Compensatory Time: Employees may be required to use compensatory
time earned in lieu of overtime concurrently with Family and Medical Leave.
Employees are required to provide reasonable advance notice to the
AgenetesJPAs of their desire to use compensatory time concurrently with
Family and Medical Leave.

Leave Running Concurrently: If an employee takes a leave of absence
for any reason which is FMLA/CFRA-qualifying, the AgenciesJPAs will
designate that non-FMLA/CFRA leave as running currently with the
employee's 12-week FMLA/CFRA leave entitlement.

28.9 Payment of Health Insurance Premiums While on Leave:

28.9.1

28.9.2

Heath Insurance Coverage: While an employee is on Family and
Medical Leave, the AgenciesJPAs shall maintain the employee’s health
insurance coverage on the same conditions as if the employee has been
continuously employed during the entire leave period. If the employee’s
leave is unpaid, the AgeneiesJPAs shall maintain the employee’s health
coverage for a maximum of 12 weeks in a 12-month period, unless the
employee requests, and the AgeneiesJPAsS agree, to extend coverage beyond
that period. If the employee would normally pay health insurance
premiums, the AgeneiesJPAs shall require payment from the employee
while the employee is on leave.

Disability Plans: An employee on unpaid leave will not continue to be
covered under the AgenetesJPAS’ long-term disability and other non-health
benefit plans unless the employee makes the appropriate contributions for
continued coverage and said continued coverage is permitted by the
particular plan(s).

28.10 Medical Certification:
28.10.1 Written Certification: Employees who request leave for their own

serious health condition, or to care for a child, parent, spouse, or domestic
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partner who has a serious health condition, must provide written
certification from a health care provider of the individual requiring care.
28.10.2 Statement: If the leave is requested because of the employee's own serious
health condition, the certification must include a statement that the
employee is unable to work at all or is unable to perform the essential
functions of his/her position during the entire period of leave. In cases
where employees request intermittent leave, employees must submit
medical certification which states that such intermittent leave is needed due
to the employee’s serious health condition and is medically necessary.
28.10.3 Time to Provide a Certification:
28.10.3.1 Certification Filing Period: When an employee's leave is
foreseeable, the employee must provide the medical certification
within 30 days before the leave begins. When this is not possible,
the employee must provide certification within the time frame
requested by the AgenetesJPAS.
28.10.3.2 Consequences for Failure to Provide an Adequate or
Timely Certification: If an employee fails to timely provide a
medical certification or provides an incomplete medical
certification, the AgeneiesJPAs may delay the taking of
FMLA/CFRA leave until the required certification is provided.
28.10.4 Recertification:
28.10.4.1 Medical Opinion Review: If the AgenetesJPAs have reason to
doubt the validity of a medical certification provided by an
employee, the AgenciesJPAs may require a medical opinion of a
second health care provider chosen and paid for by the
AgenetesJPAs. If the second opinion is different from the first,
the AgenciesJPAs may require the opinion of a third provider
jointly approved by the AgenetesJPAs and the employee, but paid
for by the AgeneiesJPAs. The opinion of the third provider will be
binding. An employee may request a copy of the health care
provider's opinions when there is recertification.
28.10.5 Recertification: Recertification may also be requested under any of the
following conditions:
28.10.5.1 Changed Request: When the basis for FMLA request has
changed.
28.10.5.2 Extension Requests: When the employee requests an
extension of leave.
28.10.5.3 Reasonable Intervals: At reasonable intervals requested, but
not to be more than every 30 days, unless one of the
aforementioned criteria also applies.
28.11 Procedures for Requesting Leave: All employees requesting leave under this
policy must submit proper Family and Medical Leave forms to human resources.
Although the AgenetesJPAs recognize that emergencies arise which may require
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28.12

28.13

28.14

28.15

28.16

employees to request immediate leave, employees are required to give as much
notice as possible of their need for leave. If leave is foreseeable, at least 30 days
notice is requested. In addition, if any employee knows that he/she will need a leave
in the future, but does not know the exact date(s) (e.qg., for the birth of a child or to
take care of a newborn), the employee shall inform his/her unit manager as soon as
possible that such leave is needed. Such notice must be submitted in writing. If the
AgenetesJPAs determine the notice of the employee is inadequate or the employee
knew about the requested leave in advance of the request, the AgeneiesJPAs may
delay the granting of the leave until it can, in its discretion, adequately cover the
position.

Accrual of Benefits While on Leave: Employees will not accrue benefits while
in an unpaid leave status, including seniority rights, vacation, and sick leave accrual.
Employee will accrue benefits while using paid leave concurrently with
FMLA/CFRA leave.

Right to Reinstatement Upon Return From FMLA Leave: Upon the
expiration of leave, an employee is entitled to be reinstated to the position of
employment held when the leave commenced, or to an equivalent position with
equivalent benefits, pay, and other terms and conditions of employment.
Employees have no greater rights to reinstatement, benefits and other conditions of
employment than if the employee had been continuously employed during the
Family and Medical Leave period.

Employee’s Obligation to Periodically Report on Condition: An employee
on leave is required to periodically report every 30-calendar days on his/her status
and within 5 days of intent to return to work.

Fitness-for-Duty Certification: As a condition of reinstatement of an employee
whose leave was due to the employee's own serious health condition, which made
the employee unable to perform his/her job, the employee must obtain and present
a fitness-for-duty certification from the health care provider that the employee is
able to resume work at least 5 days prior to the employee’s intent to return to work.
Failure to provide such certification may result in denial of reinstatement.

Failure to Return From FMLA Leave: If an employee uses Family and Medical
Leave and fails to return to work, the AgeretesJPAs may recover its share of health
care premiums paid on behalf of the employee while the employee was on leave.
The AgenetesJPAs reserve the right to seek reimbursement from the employee by
any legal means.

Section 29 Policy on Fitness for Duty Evaluations

| 29.1 Fitness for Duty: The AgenetesJPAs, at its expense, may require an employee to
undergo a fitness-for-duty evaluation for any reasonable cause. If the employee is

not fit to perform his/her duties with or without reasonable accommodation, the

| AgenetesJPAs may consider placing the employee in another position, seek the
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employee’s disability retirement, or separate the employee in accordance with
applicable law.

Section 30 Confidentiality Policy

30.1

30.2

Policy: The public and other parties with whom we do business entrust this JPAs
with important information relating to their businesses. It is our policy that all
information considered confidential will not be disclosed to external parties or to
employees without a “need to know.” If there is a question of whether certain
information is considered confidential, the employee should first check with his/her
immediate supervisor. This policy is intended to alert employees to the need for
discretion at all times and is not intended to inhibit normal business
communications.

Protecting Information: Employees have access to a variety of sensitive and

30.3

confidential information by virtue of their job assignment. Employees must protect
that information from disclosure to anyone, except where that disclosure is required
by their jobs. Writing about confidential information for non-work-related business
in_e-mails, on websites, on social networking sites, in chat rooms, or in blogs is
expressly prohibited, as well as verbally communicating such information in person,
over the phone, or in any other manner. Additionally JPAs logos may not be used in
any of these forums.

Confidential Information: Confidential information shall include but may not be

30.4

limited to any of the following:

e Passwords and access codes.

e Individual employment records.

e Citizen lists, personal information, or histories.

e Financial statements.

Computer programs and object and source codes.

Systems and their documentation.

e Other non-public business and technical information, whether related to past,
present, or future programs and services.

Penalties for Disclosing Confidential Information: Employees who disclose

confidential information are subject to disciplinary action up to and including
dismissal from employment.

Section 31 Emergency Service Workers

31.1

Emergency Service Workers: All JPAs employees are designated per state law

as emergency service workers and are deputized per civil defense rules under a
declared emergency to carry out the orders of established emergency command
sections with the provided limited immunity under the Government Code. Every
employee should know where he or she reports in the event of an area-wide
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emergency. In the event of an emergency or disaster, every employee shall attempt

to call in or contact their unit manager. Notwithstanding the call-in requirement, all

employees are expected in an emergency or disaster to act as follows:

e Attend to the immediate physical safety of yourself and those immediately
around you.

e Contact or see to the safety of your immediate family, develop a family plan,
and establish a family call-in phone contact in advance, preferably with a relative
out of state or out of the region.

e Report to work when directed to do so after trying to call in or when called
back to work.

31.2 Emergency Situations: In an emergency situation, employees may be assigned to
a variety of duties other than their normal assignments but generally related to their
knowledge, skills, and abilities under their job class description. Those who are
assigned to report to another organization shall be treated as JPAs employees
assigned to another agency and shall be compensated and otherwise covered as
JPAs employees upon proof of service attendance in another agency. Those
reporting to work at their usual assigned JPAs shall be governed by established
reqular time and overtime rules.
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P.O.Box 1350 - Carmel Valley, CA 93924 - 650.587.7300
TO: BOARD OF DIRECTORS EC Meseting: 6-10-10
FROM: JENNIFER BOWER, Director of Human Resources Item: 6B

SUBJECT: LGSand RGSEMPLOYEE SATISFACTION SURVEY

INFORMATIONAL ONLY

Staff developed a survey to help determine employee satisfaction with the agencies, overall and with key
services. Feedback and survey results will be incorporated into changes and improvements to make the
human resources function and the agencies, in general, more effective. We were excited about this survey
and hoped it would provide valuable information about what we do well and what we can improve.

All employees were asked to complete the survey in late March with about 80% responding. The short
survey took about 15-20 minutes to complete. Responses were anonymous unless the responder chose to
identify him/herself in order to be contacted about specific issues. Employees were told that all ratings,
comments, and suggestions would be kept strictly confidential.

As the survey report shows, employees are generally satisfied with the human resources function and
administrative function of both Agencies. In addition to completing the survey, respondents provided
feedback in the Employee Input/Suggestions. The feedback is very helpful in understanding the
responses. In the General Satisfaction Ratings, the top categories were Your Job and Human Resources,
indicating that respondents were most satisfied with aspects of their jobs and the services provided by
Human Resources. On the opposite end of the spectrum, the category that received the lowest ratings was
Career Development, as respondents were least satisfied with efforts such as promotional opportunities,
training, and support for continuing education. Specific results are delineated in the survey report.

Staff are generally pleased with the results as it shows the considerable effort that has been made to be a
client-oriented agency.

The next steps are to:

e Provide a brief synopsis with all Agency staff through the June monthly Benefit Briefing newsletter.

e Share relevant sections/results with the accounting firm that performs accounts payable, accounts
receivable, and payroll services for the JPAs. We will work with them to determine what changes
should be made and by when.

e Share relevant information with client agencies and assist in determining what if any next steps the
client agencies may want to take or want us to take.

e Meet with the agencies human resources consultants to ensure they share the same core principles of a
client-centered, and customer-oriented human resource function.

e Further analyze the results to determine the next priority levels for human resources.

FISCAL IMPACT
There is no fiscal impact.
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Introduction (toc)

The Human Resources department developed the following survey to assist in
determining employee satisfaction with each Agency’s overall and with key services that
are provided. The feedback and results of this survey will be incorporated into changes
and improvements to make both Agencies more effective.

The satisfaction survey was developed to determine overall satisfaction with Regional
Government Services (RGS) and Local Government Services (LGS). Founded in 2001 as
Local Government Services (LGS) and Regional Government Services (RGS) are Joint
Powers Authorities formed by California local governments to serve the needs of cities,
special districts, counties, and other local government agencies. RGS and LGS provide a
diverse array of services to cities, counties, special districts, and other JPAs by offering a
variety of staffing services as well as consulting services. The Agencies strive to provide
services that meet client needs by keeping employees satisfied with benefits,
administrative services, and work opportunities.

This survey was designed to help determine if either Agency’s employees are satisfied, to
identify how well RGS and LGS are doing in several key areas, and to solicit input from
staff on what needs to be improved or what they would like provided in the future. The
data from this survey will inform changes and improvements to make the Agencies work
more effective.
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Executive Summary (roc)

The overall satisfaction survey findings are that employees are generally satisfied in the
General Satisfaction Ratings. In addition, respondents provided feedback in the
Employee Input/Suggestions.

In the General Satisfaction Ratings, the top categories were Your Job and Human
Resources, indicating that respondents were most satisfied with aspects of their jobs and
the services provided by Human Resources.

On the opposite end of the spectrum, the category that received the lowest ratings was
Career Development, as respondents were least satisfied with efforts such as
promotional opportunities, training, and support for continuing education.

Across all categories in the general satisfaction ratings (Human Resources, Benefits,
Your Job, Career Development, Communication, and The Agency), none of the items
generated significant dissatisfied response totals (either Very Dissatisfied or
Dissatisfied). All were above the mean of 3.00 indicating a generally satisfied response.

In the Employee Input/Suggestion questions, respondents also showed a general sense
of satisfaction. Respondents gave some input on things that are working well and things
that could improve. However, on many of the questions, respondents indicated
satisfaction with the area of the question, or that no changes were needed.

The Employee Input/Suggestion questions did not yield the same number of responses
from respondents as the General Satisfaction ratings. This may be another indication of
respondent satisfaction or may be due to the time to enter responses. In either case, the
responses are useful in providing insights to what types of changes respondents would
like to see or in formulating plans for improvement of services.

A comparison of respondent demographics to the responses for the General Satisfaction

Ratings yielded the following general conclusions:

e Age — The general trend across the 6 categories was that older respondents had
higher satisfaction than younger respondents. The exception to this trend was
Career Development, in which all ages indicated less satisfaction.

e Gender — Females and males trended very similarly across items. Females reported
slightly higher satisfaction in Your Job and Communication categories. Males
reported slightly higher satisfaction in Human Resources and Career Development.

e Agency — The general trend across the 6 categories was that RGS respondents
indicated higher satisfaction than LGS respondents. This trend was most
pronounced in Human Resources, Your Job, and The Agency.

e Years Worked — The general trend across the 6 categories was that respondents
that have worked less time at the agency indicated higher satisfaction than
respondents who have worked more time. The exception to this was Career
Development, in which this trend was reversed and respondents with more time at
the agency tended to be higher in satisfaction.
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Analysis (Toc)

The survey results as well as the independent comments made by survey takers are
helpful for understanding the outcome and in determining next steps. Comments and
statistical results make it clear that employees are generally happy with the services
received, while other comments appear to be geared toward the client agency, not
necessarily the JPAs.

All in all, employees wanted to see more flexibility in benefits, have more of a
connection between pay and performance, and continued interaction with the JPAs
staff. When working with client organizations that had their own staff, they also needed
better coordination between human resources and the client organization’s human
resources. This is an area that we have found to be difficult but was not aware that
employees perceived this as not easy too. Comments about communication were: too
much, just about right, and too little. None of those respondents provided enough
information to determine in the too much and too little categories what amount of
communication might be useful. Many comments were made about timecard
coordination, which was already known to be challenging.

Inconsistencies (TOC)

In reviewing the results of the survey, there were several areas of inconsistencies noted:

e There was a discrepancy noted in the Years the Employee Has Worked at the Agency
and the Years the Employer Has Worked at the Current Job. There were more
employees indicating they had worked 4-9 years at their current job than at the
agency. Whether that relates to the employees interpretation of the question, or an
error in reading the question, the question was not used for further analysis.

e The ethnicity breakdown for respondents indicated a non-diverse respondent pool.
Low numbers of diverse respondents removed this demographic category from
further analysis.

e There were low numbers of younger respondents to the survey in both the 20-29
year range and the 30-39 range. The 30-39 group also did not answer all of the
general ratings or the open-ended questions, which further impacted the results.

While the response rate for 20-29 was higher, both of these groups had smaller
numbers than their counterparts in the higher age categories. Although we can still
garner means for comparison with the older groups, the mean in and of itself
becomes less useful for very small populations. Conversely, it is interesting to note
that although they had small numbers, there did seem to be a difference between the
20-29 and 30-39 groups.

Next Steps (TOCQC)

Both the Executive Director and the Human Resources Director are generally pleased
with the results as it shows the considerable effort that has been made to be a client-
oriented agency. The JPAs core mission is to ensure that its clients are able to perform
their core mission without being disrupted because of human resource, benefits, or
payroll-related issues.
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The next steps are to:

Initially provide a brief synopsis with all Agency staff through the June monthly
Benefit Briefing newsletter.

Next, relevant sections/results will be shared with the accounting firm that performs
accounts payable, accounts receivable, and payroll services for the JPAs. We will
work with them to determine what changes should be made and by when.

After that, the relevant information will be shared with client agencies and we will
determine what if any next steps the client agencies may want to take or want us to
take.

Then the Executive Director and the Human Resources Director will be meeting with
its human resources consultants to ensure they share the same core principles of a
client-centered, and customer-oriented human resource function.

Finally, the Executive Director and Human Resources Director will further analysis
the results to determine the next priority levels for human resources.
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Survey Protocol oo

The survey consisted of three distinct sections: survey respondent demographics,
general satisfaction ratings, and open-ended questions.

The optional demographic categories of the survey asked respondents to identify age,
gender, ethnicity, the agency they worked for, the length of time they have been
employed, and the length of time in their current position. Additionally, respondents
were given the option to provide their name if they chose, in order to be contacted
directly about any issues or concerns.

Each item was rated using a Likert rating scale. The general satisfaction ratings
consisted of 29 unique items in 6 broad categories including:

e Human Resources,

e Benefits

Your Job

Career Development

Communication

The Agency

The Likert rating scale was:
1 = Very Dissatisfied
2 = Dissatisfied
3 = Neither
4 = Satisfied
5 = Very Satisfied

Open-ended questions solicited input from respondents on 21 unique items. These
items were grouped in 7 categories: the same 6 broad categories of Human Resources,
Benefits, Your Job, Career Development, Communication, and The Agency, as well as a
section of Final comments. Using open-ended questions, respondents were able to give
more specific feedback about the 6 areas that they gave general ratings for above.

The survey was designed using an online survey design and collection software program.
Survey access was sent using an email message.

Respondents were given 2 weeks to respond to the survey, with a reminder notice sent
after the first week.
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Survey Results (too

Beyond the demographics of the respondents, the remainder of the survey focused on

determining respondent satisfaction in a number of areas. This was done in two ways,

through:

e General Satisfaction Ratings where respondents could rank satisfaction on pre-
determined items.

e Employee Input/Suggestions, which was an open-ended section where candidates
could fill in their unique responses to questions provided.

Both of these areas used categories to group the items or questions. These 6 unique
categories were as noted before:

e Human Resources,

e Benefits

Your Job

Career Development

Communication

The Agency

The Employee Input/Suggestions section had an additional piece called, Final
Comments.

The overall General Satisfaction Rating results will be reviewed. Then, the results will
be broken down by each of the main survey categories, looking closer at the General
Satisfaction Ratings for each, the Employee Input/Suggestions for each, and any
differences by demographics in overall satisfaction.
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General Ratings Results (roc)

By looking at the ratings, and then the mean scores of each item, it can be concluded
that respondents are generally satisfied with their respective agency, either RGS or LGS.
As indicated in the Survey Protocol Section of this report, each unique item in the main
categories was ranked using the Likert scale.

Using this scale, each item would must have a mean higher than 3.00 in order to move
beyond the Neither rating into the range of Satisfied ratings. All of the items rated in
this survey above 3.00, demonstrating a general trend toward satisfaction.

The table below summarizes the percentage of respondents that ranked each item on the
satisfaction scale, as well as the mean of each response.

Human Resources
Very . o . e Very Rating
Dissatisfied Dissatisfied | Neither | Satisfied Satisfied | Average
HR services provided 0% 8% 17% 50% 25% 3.92
HR's level of competency 0% 8% 21% 35% 35% 3.98
Communication with HR 0% 2% 23% 38% 38% 4.10
Timely Responses to email/calls 0% 0% 4% 47% 49% 4.45
Equitable treatment on HR issues 0% 0% 17% 51% 32% 4.15
Benefits
Very . o . e Very Rating
Dissatisfied Dissatisfied | Neither | Satisfied Satisfied | Average
Benefits 0% 2% 11% 68% 19% 4.04
Benefits are comprehensive 0% 4% 13% 64% 19% 3.98
Flexibility of work hours 0% 2% 13% 47% 38% 4.21
ggr?grenﬁgﬁgebetwee” pay and 2% 6% 21% | 50% 21% 3.81
Your Job
Very . o . e Very Rating
Dissatisfied Dissatisfied | Neither | Satisfied Satisfied | Average
Overall satisfaction with your job 0% 2% 4% 50% 44% 4.35
Satisfaction with specific job duties 0% 0% 12% 47% 41% 4.29
Qf?lelgjgobmﬂuence decisions that 0% 0% 15% 20% 45% 4.30
?L?(I:“ctgsts influence organizational 20 6% 13% 49% 30% 3.98
Opportunity to use new technology 0% 4% 22% 51% 11% 3.91
r())r;(.;ﬁ)eocrttgnlty to work on interesting 0% 204 6% 47% 45% 435
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Career Development

. Very . o . e Very Rating
Answer Options Dissatisfied Dissatisfied | Neither | Satisfied Satisfied | Average
Career development 0% 10% 29% 50% 10% 3.60
Promotional opportunities 2% 6% 54% 31% 6% 3.33
Training on new technologies 0% 4% 48% 43% 4% 3.48
Training on job-related skills 0% 9% 48% 33% 11% 3.46
Support for continuing education 0% 6% 53% 34% 6% 3.40
Communication

. Very . o . e Very Rating
Answer Options Dissatisfied Dissatisfied | Neither | Satisfied Satisfied | Average
Communication within RGS or LGS 0% 2% 29% 39% 31% 3.98
Communicating about what is going o o o 5 o
onin RGS or LGS 0% 4% 27% 57% 12% 3.78
Communicating changes to policies 0% 1% 33% 46% 17% 3.75
and procedures
Cl_ea_r understanding of agency 0% 204 31% 49% 18% 3.84
mission
Clear understanding of agency goals 0% 2% 33% 52% 13% 3.76
The Agency

. Very . o . e Very Rating
Answer Options Dissatisfied Dissatisfied | Neither | Satisfied Satisfied | Average
Your overall relationship with the 204 204 20% 47% 29% 3.08
agency
Your overall satisfaction with the 0% 6% 18% 51% 24% 3.94
agency
Agency policies and procedures 0% 2% 38% 40% 19% 3.77
_Pohues and procedures make my 0% 204 47% 34% 17% 3.66
job easier

As the chart demonstrates, the majority of items produced highest percentages of
responses was in the Satisfied area. The categories and items that yielded the highest
percentage in the Neither area were: Career Development (Promotional Opportunities,
Training on New Technologies, Training on Job-Related Skills, and Support for
Continuing Education) and The Agency (Policies and Procedures Make My Job Easier).

Several items produced the highest percentage (or a tie with Satisfied) in the Very
Satisfied category. These were Human Resources (HR’s Level of Competency,
Communication with HR and Timely Response to Emails and Calls), and Your Job
(Ability to Influence Decisions That Affect Your Job).

From this high level analysis, there were no categories or items where the highest
percentage was in the Dissatisfied or Very Dissatisfied range of scores.

Despite very few results falling into the Dissatisfied or Very Dissatisfied ranges, we can
still look at areas that are generally doing well and make some determinations for
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improvement or may yet signal a need for attention. The top 5 items that yielded the
highest means for satisfaction were:

Items with Highest Means
Item Category Mean
Timely Responses to email/calls HR 4.45
Overall satisfaction with your job Your Job 4.35
Opportunity to work on interesting projects | Your Job 4.35
Ability to influence decisions that affect job | Your Job 4.30
Satisfaction with specific job duties Your Job 4.29

This suggests that respondents are most satisfied with HR’s response time to
emails/calls, as well as their jobs (4 of the 5 Your Job categories).

Similarly, the bottom 5 items that yielded the lowest means for satisfaction suggests that
respondents are most dissatisfied with career development:

Items with Lowest Means
Item Category Mean
Promotional opportunities Career Development 3.33
Support for continuing education Career Development 3.40
Training on job-related skills Career Development 3.46
Training on new technologies Career Development 3.48
Career development Career Development 3.60

Beyond looking at means, it is also helpful to review the spread in responses. Looking at
the variance and the response counts identifies items that had a wide range of
responses. The variance indicates how far away from the mean the scores were spread.
A high variance indicates that the scores were spread further from the mean. High
variance items can indicate increased disagreement between respondents.

The counts point out the minimum and maximum ratings and the range indicates the
distance between the minimum and the maximum rating. These figures, along with
variance can show where the results may be skewed towards lower ratings for a segment
of respondents. The table below shows the 5 items with the highest variance as well as
the response range for each.

Items with the Highest Variance

Item Category Mean | Variance | Min | Max | Range
HR's level of competency HR 3.98 0.91 2 5 3
Ability to influence organizational success Your Job 3.98 0.89 1 5 4
Connection between pay and performance Benefits 3.81 0.84 1 5 4
Your overall relationship with the agency The Agency 3.98 0.77 1 5 4
HR services provided HR 3.92 0.76 2 5 3

This chart illustrates items where the response rate is trending toward the Satisfied
range, yet there are internal segments of respondents that scored lower, indicating there
may be some employees that are not satisfied with these items. These items should
therefore be considered in any strategies for improvement.
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The last area to examine is where there are more frequent response counts for both high
satisfaction ratings and low satisfaction ratings. Looking at these identifies areas that
are related most to satisfaction or dissatisfaction.

The chart below indicates those items that produced the most frequent high satisfaction
ratings. This chart tells us items that the most respondents tend to be most satisfied
with. These items are identical to the means chart above, except for the order of some of
the items.

Items With Most Frequent High Satisfaction Ratings
Item Category Max | Count
Timely Responses to email/calls HR 5 23
Opportunity to work on interesting projects Your Job 5 22
Ability to influence decisions that affect job Your Job 5 21
Overall satisfaction with your job Your Job 5 21
Satisfaction with specific job duties Your Job 5 20

The next chart indicates the frequency of dissatisfied (2) or very dissatisfied (1) ratings.
As the chart demonstrates, the frequency of these numbers is rather low, but does point
that some respondents have had difficulty, and this area may be another place to assess
when making improvements.

Items With Most Frequent Dissatisfaction Ratings
Item Category Min | Count
HR's level of competency HR 2 4
HR services provided HR 2 4
Career development Career Development 2 4
Your overall satisfaction with the agency The Agency 2 3
Training on job-related skills Career Development 2 3
Your overall relationship with the agency The Agency 1 1
Ability to influence organizational success Your Job 1 1
Connection between pay and performance Benefits 1 1
Promotional opportunities Career Development 1 1

While this chart does include some of the items in the low mean table and the high
variance table, the overall satisfaction with the Agency makes a unique appearance in
this breakdown.

Looking at each the general breakdown of means across each of these categories is
outlined in the chart below:

Category C?\;i%?]ry Variance
Your Job 4.20 0.039107
Human Resources 4.12 0.04245
Benefits 4.01 0.027267
The Agency 3.84 0.022292
Communication 3.82 0.00902
Career Development 3.45 0.01008
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Your Job was the highest rated category, followed by Human Resources. The lowest
rated category, as a whole, was Career Development. The variance tended to decrease as
the mean decreased, suggesting that as ratings decreased, respondents were less varied
in their responses. HUH

Survey Results by Categories (roc)

Aside from looking at the general ratings of satisfaction as a whole, a closer look at the
results can be made by studying the unique survey item categories. The categories are:
Human Resources

Benefits

Your Job

Career Development

Communication

The Agency

oUpwNE

For each category, the general ratings will be looked at, then outline responses to the
Employee Input/Suggestions, and finally a look at the demographic differences for both
the general ratings and Input/Suggestion responses.

One last area to review that stands alone as its own category is the Final Comments
category. While this was not a part of the general satisfaction ratings, there were several
items for this category in the Input/Suggestion section, and a demographic analysis can
also provided.
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Human Resources (toc)

General Satisfaction Ratings

There were 5 unique items in the general satisfaction ratings that pertained to the
Human Resources function. These 5 items are listed below.

Human Resources

Very . e . e Very Response | Rating

Dissatisfied Dissatisfied | Neither | Satisfied Satisfied Count Average

gr'z services 0% 8% 17% | 50% 2506 48 3.92%
EORmSp'eet‘gf]'C;f 0% 8% 21% | 35% 35% 48 3.98%
V(fli‘:hmmg”'ca“on 0% 2% 23% | 38% 38% 48 4.10%
B”;ﬁq'éi:jceaslfsonses 0% 0% 4% 47% 49% 47 4.45%
Equitable
treatment on HR 0% 0% 17% 51% 32% 47 4.15%
issues

Generally, respondents were Satisfied or Very Satisfied with Human Resources.
Relative to the other Human Resources items, respondents were least satisfied with HR
Services Provided based on the mean (3.92). In terms of response frequency (rating of 2
or lower), respondents were more likely to be dissatisfied with HR Services Provided
and HR'’s level of competency. However, it is important to note that the means for both
of these were very close to the Satisfied range (4.00).

Relative to the other Human Resources numbers, respondents were most satisfied with
HR’s response time to emails/calls, both in terms of the mean (4.45) and response
frequency for Very Satisfied (49%).

Employee Input/Suggestions

For the open-ended questions relating to Human Resources, responses were in
Input/Suggestions for 5 areas:

e Areas That Work Well

Areas That Need Improvement

Improving Communication

Response Time From HR

Improving HR

Responses were categorized and coded that were then used to group responses to get
frequency information. With this process, there could be more responses than actual
respondents, if respondents listed more than one unique topic.

The response rate was generally lower than for the General Satisfaction Ratings. The

responses were not rated along a pre-determined satisfaction scale, so the analysis does
not delve into means and correlations, but only frequency and representation.
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Areas That Work Well

Of the 54 respondents, 31 (57%) responded to this question. There were 42 unique
comments on this question. The breakdown of categories and response percentages are
detailed in the chart below:

HR Areas That Works Well

m7y% D2%

O 7% O Communication
| Effective Senice
O Leadership

O Payroll

O17% W Hiring

O Benefits

B 33%

Respondents were most satisfied with Communication with HR and with Effective
Service received from HR. Other areas of satisfaction with were Leadership, Payroll,
Hiring, and Benefits.

Areas That Need Improvement

Of the 54 respondents, 27 (50%) responded to this question with 32 unigue comments.
The breakdown of categories and response percentages are detailed below.

HR Areas That Need Improvement

mey 3%

O No Problems
O 6%

B Communication
M 6%
° 0 40% | oBenefits

0 6% O Performance Evaluations
B Timesheet
O Career Development

0 15% ® Improve Job

O Mission

W 18%

The largest percentage of respondents maintained that there were no major problems
that need improvement. Beyond that, Communication and Benefits were the top areas
that respondents thought needed improvement. Other areas were Performance
Evaluations, Timesheets, Career Development, Improve the Job, and the Mission.
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Improving Communication

Of the 54 respondents, only 19 (35%) answered this question with 24 unique comments.
The breakdown of categories and response percentages are detailed below.

Things to Improve Communication with HR

W 4% @ No problems

B Regular Meetings

O Calendar of Events

O Consistent Policy

B Improve Data Security
@ Improve Website

B Increase Training

W 55% O Less Newsletters

W More Bulletins

B More Involvement

O New Employee Packet

Again, the most respondents commented that there were no problems that needed to be
improved in Communication with Human Resources. Beyond that, there were a
collection of ideas to improve communication that were all relatively weighted very
closely in importance.

Response Time From HR

Of the 54 respondents, 26 (48%) answered this question with 26 unique comments. The
breakdown of categories and response percentages are detailed below:

Response Time From HR

B 8%
08% I 24 Hours

B Same Day
O 46%
O 24-48 Hours

019% 0O 48 Hours

W Good Response
Now

m 19%

Most respondents (46%) felt HR response time should fall within a 24 hour period. The
other larger categories were within the same day, or within 24-48 hours.
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Improving HR
Of the 54 respondents, 20 (37%) answered this question with 18 unique comments. The
breakdown of categories and response percentages are detailed below:

Ideas to Improve HR Services

O Satisfied Now

W Improve Communication

O Increase HR Staff

0O Coordinate with Agency HR
0 10% B Improve Benefits

O Improve Payroll Company
M 10%

B Update Records

The majority of respondents indicated that they were happy with current HR services.
Beyond that, respondents had a variety of ideas for how they could improve human
resource services.

Benefits (roc)

General Satisfaction Ratings

There were 4 unique items in the general satisfaction ratings that pertained to the
Human Resources function. These 4 items are listed below.

Benefits
Very : _ : " Very Rating

Dissatisfied Dissatisfied | Neither | Satisfied Satisfied | Average
Benefits 0% 2% 11% 68% 19% 4.04
Benefits are 0% 4% 13% 64% 19% 3.98
comprehensive
Flexibility of work 0% 2% 13% | 47% 38% 421
hours
Connection between 20 6% 21% 50% 21% 3.81
pay and performance

Generally, respondents were Satisfied with Benefits. Relative to the other Benefits
items, respondents were least satisfied with Connection Between Pay and Performance
based on the mean (3.81) and in terms of response frequency (rating of 2 or lower).
However, it is important to note that the means for both of these were very close to the
Satisfied range (4.00).

Relative to the other Benefits numbers, respondents were most satisfied with Flexibility

of Work Hours, in terms of the mean (4.21) and response frequency for Very Satisfied
(38%).
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Employee Input/Suggestions

For the open-ended questions relating to Benefits, responses were asked for
Input/Suggestions for 3 areas:

e Best Things About Benefits

e Worst Things About Benefits

e Additional Benefits

Responses to these questions were categorized and coded. Then the categories were
used to group responses to get frequency information. Using this process, there could
be more responses than respondents, if respondents listed more than one unique topic
in their response.

Best Things About Benefits
Of the 54 respondents, 32 (59%) responded to this question with 37 unigue comments.
The breakdown of categories and response percentages are detailed in the chart below:
Best Things About Benefits
B 3%

O03%

B 5% @ Comprehensive Coverage

8% B Retirement Benefits
B43% | ONot Applicaple

O Cash Out Benefits
016% B Flexible Schedules
O Affordable

| Flexible Spending Account

W 22%

Most respondents liked the comprehensive coverage of their benefits the best, followed
by retirement benefits. 16% of the respondents felt that Benefits were not applicable to
them. The remainder is a mix of comments about what was liked about their benefits.
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Worst Things About Benefits

Of the 54 respondents, 30 (56%) answered this question with 32 unique comments. The
breakdown of categories and response percentages are detailed in the chart below:

Worst Things About Benefits

H 3%

O06%

O Coverage Issues

m 5% O 22%
0 B Not Applicable

O Cost
O No Problems

019% W Lack of Options

0,
B22% | @No D Cards

® Not Enough Time Off

0 19%

Most respondents indicated they were most dissatisfied with the coverage of their
benefits. 22% felt that this question did not apply to them, which indicates that some
respondents have a benefits package and others do not. Other larger categories were
19% that did not like the cost of benefits and another 19% stated that they did not have
any problems with the benefits.

Additional Benefits
Of the 54 respondents, 30 (56%) responded to this question with 34 unigue comments.

The breakdown of categories and response percentages are detailed in the chart below:

Additional Benefit Suggestions

03%
@ 3%

@ None
M Increase PERS Seniice Credit

O Not Applicable

B 3% 0O Educational Benefits
H 3% M Flextime
O HRA

W 3%

H 3%
03%
03%

m 3%
W 3%
03%
W 6%

0 6%

W 6%

026%

W 9%

09%
06%

B Reimbursement for Benefit Plans
O Alternative Therapies

M Cost of Living Adjustments

B Dental Benefits

0O Gym Memberships

O Health Coverage After Retirement
M Leawve Benefits Based on Experience
M Life Insurance

B Opt-In for Plan for Part-Timers

B Pre-Tax Transit Benefits

@ Pro-Rated Benefits

0O Time off based on level of the position and
experience/expertise.
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The majority of responses (26%) indicated that no additional benefits were necessary.
The rest of the responses were a list of benefit suggestions. Rather than categorize these
responses, it is better to view this list in its entirety to view the range of benefits
respondents would like.

Your Job (toc)

General Satisfaction Ratings

There were 6 unique items listed below in the general satisfaction ratings that pertained
to the Human Resources function.

Your Job
Very : _ : " Very Rating

Dissatisfied Dissatisfied | Neither | Satisfied Satisfied | Average
Overall satisfaction 0% 204 4% 50% 44% 4.35
with your job
Satisfaction with 0% 0% 12% | 47% 41% 4.29
specific job duties
Ability to influence
decisions that affect 0% 0% 15% 40% 45% 4.30
job
Ability to influence
organizational 2% 6% 13% 49% 30% 3.98
success
Opportunity to use 0% 4% 22% 51% 22% 3.01
new technology
Opportunity to work
on interesting 0% 2% 6% 47% 45% 4.35
projects

Generally, respondents were Satisfied or Very Satisfied with their jobs. Relative to the
other Your Job items, respondents were least satisfied with Opportunity to Use New
Technology based on the mean (3.91). In terms of response frequency (rating of 2 or
lower), respondents were most unsatisfied with Ability to Influence Organizational
Success. This is one of the few items that received a rating in the Very Dissatisfied
range. However, it is important to note that the means for both of these were very close
to the Satisfied range (4.00).

Relative to the numbers for the Your Job, respondents were Very Satisfied with Ability
to Influence Decisions that Affect the Job, in terms of the mean (4.30) and response
frequency for Very Satisfied (45%).

Employee Input/Suggestions
For the open-ended questions relating to Your Job, respondents were asked for
Input/Suggestions for 3 areas in relation to their jobs:

e Things You Are Happy About Your Job

e Things You Are Unhappy About your Job

e Things the Agency Can Do to Improve Your Job Satisfaction
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Responses to these questions were categorized and coded. These categories were then
used to group responses to get frequency information. Using this process, there could
be more responses than respondents, if more than one unique topic was listed in their
response.

Things You Are Happy About Your Job

Of the 54 respondents, 30 (56%) responded to this question with 54 unigue comments.
The breakdown of categories and response percentages are detailed in the chart below:

Aspects of Job Employees Are Happy With

m 6%\ 0 4% O Work

0 6% B Pay/Benefits

B 7% @ 38% O Culture
O Colleagues
W Everything
0 9%
@ Career Dewvelopment
0 13% | Agency
W 17%

O Supenision

The highest percentage of respondents indicated that they are most happy with the
actual work that they do. The other top areas included the Pay/Benefits and the Culture
of the Agency. Rounding out the responses, were Colleagues, Everything, Career
Development, Agency, and Supervision.

Things You Are Unhappy About Your Job

Of the 54 respondents, 30 (56%) responded to this question with 32 unique comments.
The breakdown of categories and response percentages are detailed in the chart below:

Aspects of Job Employees Are Unhappy With

0 6% @ Nothing

| Career Development
9% 0 Work

O Culture

B Length of Assignment
9% O Location

W Pay/Benefits

O External Politics

O013%
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Most respondents indicated that there were no areas of their job that they were unhappy
with. However, there were some items the respondents were unhappy with; they were
Career Development and their Work. Rounding out the responses were Culture, Length
of Assignment, Location, Pay/Benefits, and the External Politics.

Things Agency Can Do To Improve Your Job Satisfaction

Of the 54 respondents, 26 (48%) responded to this question with 29 unique comments.
The breakdown of categories and response percentages are detailed in the chart below:

Actions To Improve Job Satisfaction

B 3%

7%

O Nothing

W70
% | Career Development

0O7% O Pay/Benefits

O 48%

O Add Clients
B Communication
0 14% @ Improve Job

B Team Building

W 14%

Almost half of the responses (48%) indicated that there was nothing the Agency could
do to improve their jobs. However, areas that respondents did feel that could be
improved were Career Development, Pay/Benefits, Add Clients, Communication,
Improve Job, and Team Building.

Career Development (toc)

General Satisfaction Ratings

There were 5 unique items in the general satisfaction ratings that pertained to the
Human Resources function, which are listed below.

Career Development

Answer Options : Ve_ry_ Dissatisfied | Neither | Satisfied V_ery Rating
Dissatisfied Satisfied | Average

Career development 0% 10% 29% 50% 10% 3.60

Promotional 2% 6% 54% 31% 6% 3.33

opportunities

Training on new 0% 4% 48% 43% 4% 3.48

technologies

Training on job- 0% 9% 48% 33% 11% 3.46

related skills

Support for _ 0% 6% 53% 34% 6% 3.40

continuing education
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Generally, respondent results were rated as Neither or Satisfied with career
development. Relative to the other Career Development items, respondents were least
satisfied with Promotional Opportunities based on the mean (3.33). In terms of
response frequency (rating of 2 or lower), respondents were most unsatisfied with
Career Development. Promotional Opportunities was one of the few items that received
a rating in the Very Dissatisfied range. This category of items had the lowest means of
all of the other categories.

Relative to the other Career Development numbers, respondents were Very Satisfied
with Training on New Technologies, in terms of the mean (4.30). In terms of response
frequency for Very Satisfied (11%), respondents were most satisfied with Training On
Job-Related Skills.

Open Ended Questions

Things Agency Can Do To Improve Career Development

Of the 54 respondents, 29 (54%) responded to this question with 24 unigue comments.
The breakdown of categories and response percentages are detailed in the chart below:

Actions To Improve Career Development

W 4%
0 4%

@ Attend Conferences

@ More Training

O Placement Assistance

O Organizational Memberships
W Add Clients

O Education Benefits

M Hire Qualified Staff

OPay Scale

0
O17% B 25% W More Challenging Work

M Increase Positions

The top response categories for Actions to Improve Career Development were Attend
Conferences, More Training, and Placement Assistance beyond their job at the agency.
The rest of the responses were a variety of suggestions for how to improve overall career
development.
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Communication (roc)

General Satisfaction Ratings

There were 5 unique items in the general satisfaction ratings that pertained to the
Human Resources function, which are listed below.
Communication

: Very . _ : - Very Rating
Answer Options Dissatisfied Dissatisfied | Neither | Satisfied Satisfied | Average
Communication 0% 204 29% 39% 31% 3.98

within RGS or LGS

Communicating
about what is going 0% 4% 27% 57% 12% 3.78
onin RGS or LGS

Communicating
changes to policies 0% 4% 33% 46% 17% 3.75
and procedures
Clear understanding
of agency mission

Clear understanding
of agency goals

0% 2% 31% 49% 18% 3.84

0% 2% 33% 52% 13% 3.76

Generally, respondents were Satisfied with Communication. Relative to the other
Communication items, respondents were least satisfied with Communicating About
What is Going On based on the mean (3.75) and in terms of response frequency (rating
of 2 or lower), along with Communicating Changes To Policies and Procedures.

Relative to the other Communication numbers, respondents were Very Satisfied with
Communication Within RGS or LGS, in terms of the mean (3.98) and in terms of
response frequency for Very Satisfied (31%).

Employee Input/Suggestions
For the open-ended questions relating to Communication, responses were asked for
Input/Suggestions for three areas in relation to their jobs:

e Areas That Communication Works Well

e Areas That Communication Needs Improvement

e Actions The Agency Can Take To Improve Communication

Responses to these questions were categorized and coded. These categories were then
used to group responses to get frequency information. Using this process, there could
be more responses than respondents, if respondents listed more than one unique topic
in their response.
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Areas That Communication Works Well

Of the 54 respondents, 25 (46%) responded to this question. There were 30 unique
comments on this question. The breakdown of categories and response percentages are
detailed in the chart below:

Ways Agency Communicates Effectively

W39 O3%

O Everything
0 13%
B HR Issues

O Consistent Updates
O Policies/Information

O17% B Public Outreach

O Things Not Relevant to Me

W 27%

The most frequent response from respondents was that the agency communicates
everything effectively. Rounding out the top responses were HR Issues, Consistent
Updates, and Policies/Information.

Areas That Communication Needs Improvement

Of the 54 respondents, 20 (37%) responded to this question. There were 26 unique
comments on this question. The breakdown of categories and response percentages are
detailed in the chart below:

Ways Agency Can Improve Communication

m 4% 04% O None Needed
012% W Direction and Goals
O Staff Communication
O Unsure
019%

B Prospective Clients

O Representation to
Other Agencies

W 23%

The most frequent response was that the Agency did not need to improve
Communication. The other top responses about what areas the Agency needs to
improve communication were on Direction and Goals and Staff Communication.
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Actions Agency Can Take To Improve Communication

Of the 54 respondents, 19 (35%) responded to this question with 22 unique comments.
The breakdown of categories and response percentages are detailed in the chart below:

Actions To Improve Communication

W 9%

O Nothing Needed

B Improve
Materials/Methods

O Better Coordination

0O Keep Employees
Updated

W Maintain Great Job

W 23%

The highest percentage of responses indicated that no action was needed to improve
Communication. The other responses were Improve Materials/Methods, Better
Coordination, Keep Employees Updated, and Maintain the current standard.

The Agency (toc)

General Satisfaction Ratings

There were 4 unique items in the general satisfaction ratings that pertained to the
Human Resources function, which are listed below.

The Agency

: Very : _ : " Very Rating
Answer Options Dissatisfied Dissatisfied | Neither | Satisfied Satisfied | Average
Your overall
relationship with the 2% 2% 20% 47% 29% 3.98
agency
Your overall
satisfaction with the 0% 6% 18% 51% 24% 3.94
agency
Agency policies and 0% 2% 38% | 40% 19% 3.77
procedures
Policies and
procedures make my 0% 2% 47% 34% 17% 3.66
job easier

Generally, respondents were mostly Satisfied with the Agency, except for Policies and
Procedures Make My Job Easier which was Neither satisfied nor dissatisfied. Relative
to the other Agency items, respondents were least satisfied with Policies and Procedures
Make My Job Easier based on the mean (3.66). In terms of response frequency (rating
of 2 or lower) respondents were least satisfied with Overall Relationship With The
Agency.
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Relative to the other Communication numbers, respondents were Very Satisfied with
Overall Relationship With The Agency, in terms of the mean (3.98) and in terms of
response frequency for Very Satisfied (29%).

Open Ended Questions

For the open-ended questions relating to The Agency, responses were asked for
Input/Suggestions for three areas in relation to their jobs:

e Areas That Work Well

Areas That Need Improvement

Specific Policies/Procedures

Improving the Agency

Responses to these questions were categorized and coded. These categories were then
used to group responses to get frequency information. Using this process, there could
be more responses than respondents, if respondents listed more than one unique topic
in their response.

Areas That Work Well

Of the 54 respondents, 23 (43%) responded to this question with 23 unigue comments.
The breakdown of categories and response percentages are detailed in the chart below:

Things Agency Does Well

W 4%

0 9% @ Payroll

W Agency Practices
H 13%
O Supports Employees
O Communication

W Effective HR Director

00 13% O All Areas

W Benefits

O017%

The 2 items the Agency does well that yielded the highest percentage of responses were
Payroll and Agency Practices. Other items were Supports Employees, Communication,
Effective HR Director, All Areas, and Benefits.

Areas That Need Improvement

Of the 54 respondents, 18 (33%) responded to this question with 20 unigue comments.
The breakdown of categories and response percentages are detailed in the chart below:
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Things Agency Does Not Do Well

@ Everything Is Good

0 6%

H12%
W Benefits

O Commnicate Issues
0 18% O Structure Work

W Pay Schedule

00 18% O Manage Its Money

The response about things the Agency does not do well that had the highest percentage
was Everything Is Good, signaling that a large number of respondents are satisfied with
the Agency. The other response categories that respondents thought needed
improvement were: Benefits, Communicate Issues, Structure Work, Pay Schedule, and
Manage Its Money.

What Specific Policies/Procedures You Like

Of the 54 respondents, 14 (26%) responded to this question with 14 unique comments.
The breakdown of categories and response percentages are detailed in the chart below:

Policies and Procedures Liked

011% O Email Updates
E11% B Approach to Budget Issues
O Benefits
O Everything

B Flexibility

O011% H11%

O Paycheck Regularity

| Payroll

O011%

O Professional Treatment of Staff

Respondents chose Email Updates the most frequently for things they liked about
Policies and Procedures. The rest of the responses were a variety of Policies and
Procedures that respondents liked equally.

Improving The Agency

Of the 54 respondents, 14 (35%) responded to this question with 16 unique comments.
The breakdown of categories and response percentages are detailed in the chart below:
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Things Agency Can Do To Improve

W 8%

O Satisfied

B Building On This Suney
| 8% O Consistent Pay

O Eliminate Staff Members
B Hire Qualified Staff
B8% O Interaction With Executive Staff

B Formalized Policies Manual
W 8%

O Reduce Expenditures

0 8% H 8%

08% M Retain Staff

The highest percent of responses was Satisfied, again indicating that most respondents
were satisfied with the Agency. The rest of the responses were a variety of things to
improve the agency that respondents liked equally.

Final Comments (Tooc)

Open Ended Questions

For the open-ended questions relating to Final Comments, respondents were asked for
Input/Suggestions for 3 areas in relation to their jobs:

e IfYou Ran RGS/LGS

e Other Services

e Changes in the Next 2 Years

e Comments Outside the Above Areas

Responses to these questions were categorized and coded, then used to group responses
to get frequency information. Using this process, there could be more responses than
respondents, if respondents listed more than one unique topic in their response.

If You Ran RGS/LGS

Of the 54 respondents, 20 (37%) responded to this question with 22 unique comments.
The breakdown of categories and response percentages are detailed in the chart below:

Things We Would Do Differently

O Nothing Needed

B Improve Communication

O Pursue More Clients

O Improve Career Development
M Business Development

O Change Payroll Company

B Secure Data Transfer

O Improve Benefits

W 27%
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The most frequent response to what they would do if they ran LGS/RGS was Nothing
Needed. The highest item after that was Improve Communication, followed by several
other categories of comments.

Other Services

Of the 54 respondents, 16 (30%) responded to this question with 16 uniqgue comments.
The breakdown of categories and response percentages are detailed in the chart below:

Services of Interest

00 15%

O Financial Senvices

M Bridge Loans

B 25% O Other Senices

O060%

Most respondents indicated that they thought Financial Services would be the best
additional services to offer, followed by Bridge Loans. Other services indicated were IT
services, Project Management, and Service Delivery.

Changes in Next 2 Years

Of the 54 respondents, 18 (33%) responded to this question with 18 unigue comments.

The breakdown of categories and response percentages are detailed in the chart below:
Changes In Next 2 Years

O07%

7%

O Nothing
O07% O 36% W Better Benefits

0O Payroll

O Improved Coordination

W Meetings

014% O Upgrade Technology

B 29%
Most respondents indicated that Nothing needed to be changed in the next two years.
Suggestions beyond that included Better Benefits, Payroll, Improved Coordination,
Meetings, and Upgrading Technology.

Comments Outside Above Areas

Of the 54 respondents, 14 (35%) responded to this question. There were 16 unique
comments on this question. The breakdown of categories and response percentages are
detailed in the chart below:
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Additional Issues

0 10%

0 10%
O Very Satisfied

H None

B 50% O Consultant Orientation

O Sub-Contractor

B 30%

Most of the respondents did not have any additional issues as the top two items were
Very Satisfied and None needed. Other additional items listed stated a need for a
Consultant Orientation and a Sub-Contractor.

Demographics (roc)

This section looks at the number of respondents and the unique demographic
characteristics of those respondents. In many cases, not all survey respondents
answered the voluntary demographic questions. Therefore, the total may not match the
totals for the demographic categories.

Number of Respondents (Toc)

Sixty-three employees of both Agencies received the survey. At the end of the response
period there were 54 surveys returned, with a good rate of return at 86%.

Age (Toc)

Of the total 54 respondents, 44 respondents (81%) chose to identify their age. The
youngest respondent was 23 and the oldest respondent was 69. Age was broken down
into specific categories in order to create meaningful analysis. These categories were:

e 20—29yearsold

e 30-—39yearsold

e 40 —49yearsold

e 50 —59yearsold

e 60— 69 yearsold

The chart below show the percentage of respondents in each age category with more
respondents at older ages rather than younger ages at RGS and LGS combined.:
Age Group Breakdown

O011%

W 25%

0 20-29
M 30-39
040-49
050-59
M 60-69

H11%

023%

0 30%
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Gender (roc)
Of the 54 respondents, 51 (94%) indicated their gender. There were slightly more females (27)
than makes (24), as the chart below indicates.

Gender Breakdown

O Female

B 47% H Male

O 53%

Ethnicity (Toc)

Of the 54 respondents, 43 (80%) chose to indicate their ethnicity. The ethnicity
identification was free form text, so respondents were able to indicate their own
ethnicity with no pre-defined categories. Responses were then categorized to determine
ethnicity groups. The categories were:

e Asian

Filipino

Hispanic

Other

White

The chart below shows the percentage of respondents for each ethnicity category.
Ethnicity Breakdown

O05% M2%
O7%

O White

H Asian

O Hispanic
O Other

M Filipino

W 14%

O072%

As the chart indicates, 72% of RGS and LGS employees are White. As the majority of
respondents (31) represent one ethnicity category, the ethnicity demographic is not
useful for breaking down results for comparison by ethnicity.
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Agency (Toc)

53 (98%) of respondents indicated which agency for which they work. There are slightly
more respondents (29) that work as RGS, as opposed to 24 that work at LGS, as
indicated in the chart below.

Agency Breakdown

W 459
45% ORGS

ELGS

O055%

Length of Employment (Toc)

Respondents were asked to indicate how long they have worked at RGS or LGS. All 54
respondents indicated their length of employment. The survey included 3 pre-
determined categories for length of employment:

e Lessthan1Year

e 2-—3Years

e 4—9Years

The chart below shows the percentage of respondents for each length of employment
category:
gory # of Years Worked at LGS/RGS

0O013%

031%

O Less than 1 year
W 1-3 years

O 4-9 years

B 56%
As the chart indicates, the majority of employees have worked at RGS and LGS for 1-3
years.
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Length of Time in Current Position (TOC)

Respondents were also asked to indicate how long they have been working in their
current position. Again, all 54 respondents answered this question. The survey
included 3 pre-determined categories for length of time in the position:

e Lessthan1Year

e 2-—3Years

e 4-—9Years

The chart below shows the percentage of respondents for each length of employment

category: # of Years Worked at Current Position

O017%

O Less than 1 year
W 1-3 years

0O 4-9 years

B 53%

Again, the majority of respondents indicated that they had worked at their current
position for 1 to 3 years.

There was a discrepancy between the length of time worked at either Agency and the
number of years in the current position. There were 7 respondents that indicated that
they had worked for LGS/RGS for 4 to 9 years, and 9 respondents that have worked in
their current position at LGS/RGS for 4 to 9 years. This could be due to a variety of
reasons, such as a misunderstanding of the question, poor wording of the question, or
some other unknown reason. Regardless of the reason, it renders the use of the
guestion awkward on a post hoc basis. Therefore, this criterion will not be used in
further breaking down the results of the survey by this demographic area.

Demographics of General Satisfaction Ratings (roc)

The breakdown of general satisfaction ratings as a whole can be further broken down by
demographic differences. To examine differences as a whole, assessed are the different
demographic group means relative to the means of the total group to ascertain how
different are the scores and if different than the whole.

The following demographic categories will be used:
o Age

Gender

Agency

Years In Current Position
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Age (TOC)

As indicated 44 respondents (81%) indicated their age for this survey. The correlations
between the range of means for each of these categories relative to each other and to the

entire group is outlined below in the correlation matrix:

Correlations Between Age Categories

20-29 30-39 40-49 50-59 60-69 Total
20-29
30-39 0.28
40-49 0.48 0.06
50-59 0.48 -0.16 0.71
60-69 0.33 -0.24 0.72 0.84
Total 0.61 0.14 0.89 0.89 0.84

As this matrix indicates, the higher age groups tend to be more correlated with each
other and with the overall total. The 20-29 group shows much lower correlations with
the other age groups and with the total group. The 30-39 group shows the lowest
correlations between the other age groups and with the total.

What this matrix tells us about age is that older age groups’ trend very similarly in their
satisfaction. Younger age groups tend to trend away from the averages of older groups.
In the case of the negative correlations of the 30-39 group, this indicates that these
respondents tend to trend in the opposite direction of the older groups, meaning where
the older group is satisfied, the younger groups are not, and vice versa.

This tells us that age is a useful category in looking at differences between responses.
These differences will be explored in detail below as the specific categories of the survey
in both the general ratings and employee input/suggestions are reviewed.

Gender (Toc)

Of the 54 respondents, 51 (94%) indicated their gender. The table below shows the
correlation matrix for gender groups relative to each other and the total.

Correlations Between Gender Categories
Female Male Total
Female
Male 0.89
Total 0.96 0.98

The table demonstrates a close correlation between the female and male groups to the
total. The correlation between Male and Female was also close, although slightly lower
indicating some differences exist, but are not as pronounced as the age groups listed
above.

These differences will be explored in detail below as the specific survey categories in
both the general ratings and employee input/suggestions are reviewed.

SAUISTACTION SUIVEY ...ttt et e e et e e e e e e e e e e e e e e e een e eaneenneenns Page 35



Regional Government Services/Local Government Services

Agency (TOC)

Of the 54 respondents, 53 (98%) indicated which agency they work for. The table below
provides the correlation matrix between these agencies and the overall total:

Correlations Between Agency Categories
LGS RGS Total
LGS
RGS 0.70
Total 0.88 0.96

As the matrix indicates, RGS tends to be most correlated with the total than LGS in
terms of responses to satisfaction. Also, there is less correlation between LGS and RGS
than their respective relationship to the total, indicating some differences between these
two groups.

These differences will be explored in detail below as the specific survey categories in
both the general ratings and employee input/suggestions is analyzed.

Years Worked at Agency (TOC)

All 54 respondents indicated their age in this survey. The table below indicates the
correlation between years worked and the overall total:

Correlations Between Years Worked Categories
Less Than 1 Year | 1-3 Years | 4-9 Years | Total

Less Than 1 Year

1-3 Years 0.83
4-9 Years 0.41 0.42
Total 0.91 0.97 0.55

As the matrix indicates, there are differences according to age. Employees who have
worked less than 4 years (Less Than 1 Year and 1-3 Years) tend to be closely correlated
to the total. They are slightly less correlated with each other.

The 4-9 years category was less correlated with the total, and showed less correlation

with either of the other categories. This indicates a difference in satisfaction between
employees who have worked for the Agency for more than 4 years.
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General Satisfaction Ratings — Human Resources (roc)

Age
The Human Resources General Satisfaction Ratings can be broken down to ascertain
any differences according to age:

Human Resources
ltem Age ey Dissatisfied | Neither | Satisfied ey Rating
Dissatisfied Satisfied | Average

20-29 0% 20% 20% 60% 0% 3.80

HR ) 30-39 0% 33% 67% 0% 0% 3.00

services

provided 40-49 0% 0% 22% 56% 22% 4.11
50-59 0% 8% 17% 42% 33% 3.83
60-69 0% 0% 0% 60% 40% 4.40
20-29 0% 20% 60% 20% 0% 3.60
30-39 0% 33% 67% 0% 0% 2.67

HR's level of

competency 40-49 0% 0% 22% 33% 44% 4.33
50-59 0% 8% 8% 33% 50% 3.92
60-69 0% 0% 10% 40% 50% 4.60
20-29 0% 20% 40% 40% 0% 3.80

o 30-39 0% 0% 100% 0% 0% 3.33

Communication

with HR 40-49 0% 0% 22% 44% 33% 4,22
50-59 0% 0% 8% 33% 58% 4.33
60-69 0% 0% 10% 50% 40% 4.30
20-29 0% 0% 0% 100% 0% 4.40

Timely 30-39 0% 0% 0% 100% 0% 4.33

ReSPOHSGS to 40-49 0% 0% 0% 44% 56% 4.56

emallicalls 50-59 0% 0% 0% 25% 75% 4.67
60-69 0% 0% 0% 40% 60% 450
20-29 0% 0% 0% 100% 0% 4.40

Equitable 30-39 0% 0% 67% 33% 0% 4.00

Freatment on HR 40-49 0% 0% 25% 63% 13% 4.00

ISSues 50-59 0% 0% 9% 36% 55% 4.18
60-69 0% 0% 9% 36% 55% 4.45

The general trend by age is that the highest Human Resources satisfaction ratings tend
to be with older employees. Those employees who are older than 40 are more likely to
give Satisfied and Very Satisfied ratings. Younger employees, especially the 30-39
range, are more likely to give Neither or Satisfied.
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When looking at the means for each age group, the same trend is seen. The 60-69 age
group has the highest mean in each item, except for Communication with HR and
Timely Response to Emails/Calls.

Respondents in the 20-29 age group and the 30-39 age group were the only groups to
indicate Dissatisfied ratings for Human Resources items. No groups indicated Very
Dissatisfied.

Gender
The chart below shows the gender breakdown for Human Resources:

Human Resources

ltem Gender Dis;/:tirgfie d Dissatisfied | Neither | Satisfied Sz;{ies?i/e d AFflztrg]ge
HR services provided Female 0% 9% 18% 50% 23% 3.77
Male 0% 9% 13% 52% 26% 4.04
HR's level of Female 0% 9% 27% 23% 41% 3.86
competency Male 0% 9% 13% 48% 30% 4.09
Communication with | Female 0% 0% 14% 55% 32% 4.05
HR Male 0% 4% 30% 26% 39% 4.17
Timely Responses to | Female 0% 0% 5% 48% 48% 4.41
email/calls Male 0% 0% 0% 52% 48% 457
Equitable treatment Female 0% 0% 15% 55% 30% 4.00
on HR issues Male 0% 0% 17% 50% 33% 4.29

Males and females tended to trend very similarly in their satisfaction with Human
Resources items, and their ratings mostly fell in the Satisfied Range. Females indicated
they were Very Satisfied in HR’s Level of Competency and Timely Response to
Emails/Calls. Males were Very Satisfied with Communication with HR.

In terms of means, Males had higher means for all of the HR items.
Males and Females followed the same general trends in Dissatisfied ratings, with 9% of

both genders indicating Dissatisfaction with HR Services Provided and HR’s Level of
Competency.

SAUISTACTION SUIVEY ...ttt et e e et e e e e e e e e e e e e e e e een e eaneenneenns Page 38




Regional Government Services/Local Government Services

Agency

The following chart shows the breakdown of Human Resources items by Agency:
Human Resources

Agency Dis;etirgfie d Dissatisfied | Neither | Satisfied Sz;:ies?i/e d Al?/gtrg]ge

HR services LGS 0% 14% 24% 57% 5% 3.67
provided RGS 0% 4% 8% 46% 42% 4.15
HR's level of LGS 0% 14% 29% 38% 19% 3.81
competency RGS 0% 4% 12% 35% 50% 4.15
Communication LGS 0% 5% 29% 48% 19% 3.95
with HR RGS 0% 0% 15% 31% 54% 4.27
Timely Responses LGS 0% 0% 10% 62% 29% 4.29
to email/calls RGS 0% 0% 0% 32% 68% 4.60
Equitable treatment LGS 0% 0% 24% 71% 5% 4.05
on HR issues RGS 0% 0% 8% 36% 56% 4.28

As the chart details, the majority of responses fall in the Satisfied and Very Satisfied
range. However, respondents from RGS are more likely to be Very Satisfied than their

LGS counterparts. RGS had higher means in all Human Resources items. LGS

employees were most likely to respond with Dissatisfied ratings.

Years Worked

The chart below shows the breakdown of Human Resources by Years Worked:

Human Resources

Years Very . e . e Very Rating

Worked Dissatisfied Bissafished | SNefther Satisfied Satisfied Average
<1 Year 0% 0% 21% 43% 36% 4.00

HR services

provided 1-3 years 0% 10% 10% 59% 21% 3.93
4-9 years 0% 20% 40% 20% 20% 3.60
<1 Year 0% 7% 29% 29% 36% 3.86

HR's level of

competency 1-3 years 0% 7% 14% 45% 34% 4.10
4-9 years 0% 20% 40% 0% 40% 3.60
<1 Year 0% 0% 21% 36% 43% 4.14

Communication

with HR 1-3 years 0% 3% 17% 45% 34% 4.10
4-9 years 0% 0% 60% 0% 40% 4.00
<1 Year 0% 0% 8% 38% 54% 4.43

Timely Responses

to email/calls 1-3 years 0% 0% 3% 48% 48% 4.45
4-9 years 0% 0% 0% 60% 40% 4.50
<1 Year 0% 0% 21% 36% 43% 3.92

Equitable treatment

on HR issues 1-3 years 0% 0% 11% 61% 29% 4.21
4-9 years 0% 0% 40% 40% 20% 4.20
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As the chart demonstrates, respondents that worked less time for the Agencies tend to
have more satisfied ratings with Human Resources items than those employees that
have worked for either Agency for longer periods.

Employees who have worked 4-9 years were more likely to respond with Dissatisfied
and indicated Neither for 4 out of the 5 items.

Satisfaction ratings tended to be more spread out across all age groups, as means varied
from group to group on each item. Respondents with Less Than 1 Year of service had
the highest means for HR Services Provided and Communication with HR.
Respondents with 1-3 years had the highest mean for HR’s Level of Competency and
Equitable Treatment on HR issues. Respondents with 4-9 Years had the highest mean
for Timely Response to Email/Calls.

General Satisfaction Ratings — Benefits (roc)

Age
The following chart shows the breakdown of Human Resources items by age:
Benefits
Age Dis;/:tirgfie d Dissatisfied | Neither | Satisfied Sz;{ies?i/e d AFflgtrgge
20-29 0% 0% 0% 100% 0% 4.00
30-39 0% 0% 33% 67% 0% 4.00
Benefits 40-49 0% 13% 0% 88% 0% 3.75
50-59 0% 0% 25% 33% 42% 4.17
60-69 0% 0% 10% 60% 30% 4.20
20-29 0% 0% 0% 100% 0% 4.00
_ 30-39 0% 0% 33% 67% 0% 4.00
Ef;%?teshg;esive 40-49 0% 13% 13% | 75% 0% 3.63
50-59 0% 8% 17% 42% 33% 4.00
60-69 0% 0% 20% 40% 40% 4.20
20-29 0% 0% 0% 80% 20% 4.20
30-39 0% 0% 33% 33% 33% 4.67
Flexibility of work hours |  40-49 0% 0% 50% 25% 25% 3.75
50-59 0% 0% 8% 42% 50% 4.33
60-69 0% 0% 0% 40% 60% 4.60
20-29 0% 20% 40% 40% 0% 3.60
_ 30-39 0% 0% 33% 33% 33% 4.67
Connection between
pay and performance 40-49 0% 13% 25% 63% 0% 3.50
50-59 0% 8% 8% 50% 33% 3.75
60-69 0% 0% 18% 45% 36% 3.91
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The general trend on Benefits items by Age for the highest satisfaction ratings tend to be
older employees (60-69) and younger employees (20-29). Employees in the middle
ranges of ages (30-39, 40-49, and 50-59) are more likely to indicate Neither or
Dissatisfied.

When looking at the means for each age group, this trend is more pronounced. The 20-
29 and the 60-69 groups have the higher means in each item, and the middle range of
40-49 has the lowest mean for each item. The highest age group in these items was the
60-69 age group.

Gender
The chart below shows the gender breakdown for Benefits:
Benefits
Gender Dis;{':\etgfie d Dissatisfied | Neither | Satisfied Se:{g?i/e d AFflgtrgge
Benefits Female 0% 0% 14% 62% 24% 4.00
Male 0% 4% 9% 70% 17% 4.04
Benefits are Female 0% 5% 10% 62% 24% 3.95
comprehensive Male 0% 4% 17% 61% 17% 3.96
Flexibility of work Female 0% 0% 10% 38% 52% 4.24
hours Male 0% 0% 17% 57% 26% 4.22
Connection between Female 0% 5% 14% 43% 38% 4.00
pay and performance | \jgle 0% 8% 25% 58% 8% 3.63

Males and females trended very similarly in their satisfaction with Benefit items, and
their ratings mostly fell in the Satisfied Range. Females indicated they were Very
Satisfied in Flexibility of Work Hours.

In terms of means, Males had higher means for all of the Benefits and Benefits Are
Comprehensive, although these were very close. Females had higher means for
Flexibility of Work Hours and Connection between Pay and Performance.

Males and Females followed the same general trends in Dissatisfied ratings.
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Agency
The following chart shows the breakdown of Benefits items by Agency:
Benefits
Very . _ : - Very Rating
Agency Dissatisfied Dissatisfied | Neither | Satisfied Satisfied | Average
, LGS 0% 0% 10% 90% 0% 3.95
Benefits
RGS 0% 4% 12% 48% 36% 4.12
Benefits are LGS 0% 0% 14% 86% 0% 3.90
comprehensive RGS 0% 8% 12% 44% 36% 4.04
Flexibility of work LGS 0% 5% 19% 62% 14% 4.00
hours RGS 0% 0% 4% 36% 60% 4.44
Connection LGS 5% 5% 38% 48% 5% 3.67
between pay and
performance RGS 0% 8% 8% 50% 35% 3.92

As the chart details, the majority of responses fall in the Satisfied and Very Satisfied

range.

Benefits than their LGS counterparts.

However, respondents from RGS are more likely to be Very Satisfied with

RGS had higher means in all Human Resources items. Interestingly, despite being more
Satisfied in general with Benefits, RGS respondents were most likely to respond with
Dissatisfied ratings.

Years Worked
The following chart shows the breakdown of Benefits by Years Worked:
Benefits
Years Very : " . _ Very Rating
Worked | Dissatisfied Dlsifgizel || Nenier | - Seiisies Satisfied | Average
<1 Year 0% 8% 0% 46% 46% 4.00
Benefits 1-3 years 0% 0% 10% 79% 10% 4.07
4-9 years 0% 0% 40% 60% 0% 4.00
Benefit <1 Year 0% 8% 0% 54% 38% 4.00
enerits are
comprehensive 1-3 years 0% 3% 14% 69% 14% 3.97
4-9 years 0% 0% 40% 60% 0% 4.00
Flexibility of work <1 Year 0% 8% 8% 31% 54% 4.08
exipility or wor
hours y 1-3 years 0% 0% 10% 55% 34% 4.24
4-9 years 0% 0% 40% 40% 20% 4.40
Connection <1 Year 0% 7% 14% 36% 43% 3.69
between pay and | 1-3 years 3% 7% 24% 55% 10% 3.69
performance 4-9 years 0% 0% 20% 60% 20% 4.60

As the chart demonstrates, respondents that have worked less time at the Agencies tend
to have more satisfied ratings with Benefits items than those that have worked for

Satisfaction Survey
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longer periods of time. However, the Less Than 1 Year group also were more likely to
respond with Dissatisfied. The only exception to this was the last item, Connection
Between Pay and Performance, in which the 1-3 Year group was most likely to respond
with Dissatisfied or Very Dissatisfied.

Satisfaction ratings tended to be more spread out in the Less Than 1 Year group, their
means were not always the highest, even though they had the most ratings in the Very
Dissatisfied Range. They only tied for highest mean (with 4-9 Years) on the second item
(although all groups were very close).

Respondents with 1-3 Years had the highest mean for Benefits are Comprehensive.
Respondents with 4-9 Years had the highest means for Flexibility of Work Hours and

Connection Between Pay and Performance.

General Satisfaction Ratings — Your Job (toc)

Age
We can break down results for Your Job to see any differences according to age:
Your Job
Very : _ : " Very Rating
Age Dissatisfied Dissatisfied | Neither | Satisfied Satisfied | Average
20-29 0% 0% 0% 80% 20% 4.20
overall satisfact " 30-39 0% 0% 0% 67% 33% 4.67
erall satisraction
yc;’ur fob IStaction wi 40-49 0% 0% 11% | 44% 44% 4.44
50-59 0% 8% 0% 58% 33% 4.33
60-69 0% 0% 0% 30% 70% 4.40
20-29 0% 0% 20% 60% 20% 4.00
_ _ _ 30-39 0% 0% 0% 67% 33% 4.33
Satisfaction with
specific job duties 40-49 0% 0% 11% 44% 44% 4.44
50-59 0% 0% 17% 50% 33% 4.25
60-69 0% 0% 0% 45% 55% 4.45
20-29 0% 0% 40% 40% 20% 4.20
B _ 30-39 0% 0% 0% 67% 33% 4.33
Ability to influence . . . 5 .
decisions that affect job 40-49 0% 0% 13% 50% 38% 4.38
50-59 0% 0% 17% 25% 58% 4.25
60-69 0% 0% 10% 40% 50% 4.40
20-29 0% 0% 40% 40% 20% 4.00
B _ 30-39 0% 0% 0% 67% 33% 4.33
Ability to influence . . . 5 .
organizational success 40-49 0% 0% 13% 63% 25% 4.25
50-59 8% 8% 17% 50% 17% 3.50
60-69 0% 10% 0% 50% 40% 4.00
Opportunity to use new 20-29 0% 25% 0% 50% 25% 4.25
technology 30-39 0% 0% 33% 33% 33% 4.67
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40-49 0% 0% 38% 50% 13% 3.71

50-59 0% 0% 27% 64% 9% 3.64

60-69 0% 9% 18% 27% 45% 3.91

20-29 0% 0% 0% 80% 20% 4.40

) 30-39 0% 0% 0% 67% 33% 4.33
Opportunity to work on . . . ) 5

interesting projects 40-49 0% 0% 11% 33% 56% 4.56

50-59 0% 8% 8% 33% 50% 4.17

60-69 0% 0% 0% 45% 55% 4.55

Generally, all age groups are satisfied with their jobs. The trend in most items by Age is
that the highest satisfaction ratings tend to be older employees over 40, who all had high
representation in the Very Satisfied Range. The 40-49 group had the highest Very
Satisfied rating for Opportunity to Work On Interesting Projects. The 50-59 group had
the highest Very Satisfied percentage in Ability to Influence Decisions That Affect the
Job. The 60-69 group had the highest Very Satisfied for all of the other items.

The only item that did not generate the highest percentage for any of the groups in the
Very Satisfied range was the Ability to Influence Organizational Success. However, the
item with the lowest score in the Dissatisfied range was Opportunity to Use New
Technology, which 25% of the 20-29 age group answered.

Looking at the means for each age group, there was no pronounced trend as the means
tended to fluctuate between the groups for each item. The means were particularly high
for the Your Job items, with most well above 4.00 which is general Satisfaction. The
biggest deviation from this trend was the Opportunity to Use New Technology in which
all group means were below 4.00.

Gender
The chart below shows the gender breakdown for Your Job:
Your Job

Gender Dis;;\etgfie d Dissatisfied | Neither | Satisfied Se:{g?i/e d AFflztrg‘g?i
Overall satisfaction Female 0% 0% 0% 55% 45% 4.36
with your job Male 0% 4% 4% 52% 39% 4.35
Satisfaction with Female 0% 0% 14% 45% 41% 4.18
specific job duties Male 0% 0% 8% 54% 38% 4.38
Ability to influence Female 0% 0% 14% 38% 48% 4.19
decisions that affect
job Male 0% 0% 13% 48% 39% 4.39
Ability to influence Female 5% 5% 10% 52% 29% 3.90
organizational success | Male 0% 9% 13% 52% 26% 4.00
Opportunity to use Female 0% 0% 15% 55% 30% 3.85
new technology Male 0% 9% 26% 48% 17% 3.91
Opportunity to work on | Female 0% 5% 5% 45% 45% 4.27
interesting projects Male 0% 0% 4% 54% 43% 4.42
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Both males and females seemed happy with their jobs in general, although Females
tended to rate more in the higher categories by a few degrees. Females scored highest in
the Very Satisfied range for Ability to Influence Decisions That Affect the Job and
Opportunity to Work On Interesting Projects.

Males were more likely to rate lower levels of Satisfaction and had ratings (although
relatively few) in the Dissatisfied range for several items including Overall Satisfaction
with Your Job, Ability to Influence Organizational Success, and Opportunities To Use
New Technology. However, females also had a few ratings in the Dissatisfied range for
Ability to Influence Organizational Success and Opportunity to Work on Interesting
Projects.

In terms of means, Females had higher means for Overall Satisfaction with Job and
Opportunity to Work on Interesting Projects. This indicates that although Females were
more likely to have higher ratings, their scores were also more likely to be spread out
amongst all rating categories.

Agency
The following chart shows the breakdown of Your Job items by Agency:
Your Job
Very . _ : - Very Rating
Agency Dissatisfied Dissatisfied | Neither | Satisfied Satisfied | Average

Overall satisfaction | LGS 0% 0% 10% 62% 29% 4.14
with your job RGS 0% 4% 0% 38% 58% 4.54
Satisfaction with LGS 0% 0% 19% 57% 24% 4.05
specific job duties RGS 0% 0% 7% 37% 56% 4.48
Ability to influence LGS 0% 0% 19% 57% 24% 4.19
decisions that

affect job RGS 0% 0% 12% 24% 64% 4.40
Ability to influence LGS 0% 5% 14% 62% 19% 4.05
organizational

success RGS 4% 8% 12% 36% 40% 3.92
Opportunity to use LGS 0% 5% 20% 60% 15% 4.05
new technology RGS 0% 4% 25% 42% 29% 3.80
Opportunity towork | | Gs 0% 0% 10% 62% 29% 4.24
on mterestlng

projects RGS 0% 4% 4% 37% 56% 4.41

As the chart details, the majority of responses fall in the Satisfied and Very Satisfied
range. However, respondents from RGS are more likely to be Very Satisfied than their
LGS counterparts with their job.

RGS also had higher means in all Human Resources items, except for Ability to
Influence Organizational Success and Opportunity to Use New Technology.
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Interestingly, despite being more Satisfied in general with Benefits, RGS respondents
were most likely to respond with Dissatisfied ratings.

Years Worked
The following chart shows the breakdown of Your Job by Years Worked:
Your Job
Years Very : " . _ Very Rating

Worked | Dissatisfied Dissatisfied | Neither | ~Satisfied Satisfied | Average
Overall <1 Year 0% 0% 7% 29% 64% 4.50
satisfaction with | 1-3 years 0% 3% 3% 59% 34% 4.24
your job 4-9 years 0% 0% 0% 60% 40% 4.60
Sutistaction with = 1 Year 0% 0% 7% 33% 60% 4.43

atisfaction wit

specific job duties |1-3years 0% 0% 17% 52% 31% 4.17

4-9 years 0% 0% 0% 60% 40% 4.40
_A?Iility to <1 Year 0% 0% 23% 23% 54% 4.23
nriuence
Hocicions that 1-3 years 0% 0% 14% 45% 41% 4.31
affect job 4-9 years 0% 0% 0% 60% 40% 4.40
_A?Iility to <1 Year 0% 0% 23% 38% 38% 4.15
Influence
organizational 1-3 years 3% 10% 10% 52% 24% 3.83
success 4-9 years 0% 0% 0% 60% 40% 4.40
Opportunity to <1 Year 0% 0% 36% 36% 29% 3.92
use new 1-3 years 0% 7% 15% 59% 19% 3.81
technology 4-9 years 0% 0% 25% 50% 25% 4.60
OPF?(OHU““Y to <1 Year 0% 0% 13% 40% 47% 4.36

Ork on

}';terestmg 1-3 years 0% 3% 3% 48% 45% 4.34
projects 4-9 years 0% 0% 0% 60% 40% 4.40

As the chart demonstrates, respondents working less time at the Agency tend to have
more satisfied ratings with their jobs than those that have worked at the Agency for a
longer time. The Less Than 1 Year group scored the highest percent of Very Satisfied in
all categories except for Ability To Influence Organizational Success (which was lead by
4-9 Years). The 1-3 Year group was more likely to respond with Dissatisfied.

Satisfaction ratings tended to be more spread out in the Less Than 1 Year group, their
means were not always the highest, even though they had the most ratings in the Very
It was the 4-9 Year group that consistently had the highest means
across all items indicating that this group actually had more scores in the Satisfied and
Very Satisfied ranges combined.

Satisfied Range.

Satisfaction Survey
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General Satisfaction Ratings—Career Development (oo

Age
The Career Development results breakdown show differences according to age:

Career Development

Age Di Ve_ry_ Dissatisfieq Neither| Satisfied Ver_y ] g
issatisfie Satisfied Averagq

20-29 0% 20% 20% 60% 0% 4.00
30-39 0% 0% 33% 33% 33% 4.00
Career development 40-49 0% 13% 50% 38% 0% 3.38
50-59 0% 17% 25% 42% 17% 3.17
60-69 0% 0% 27% 55% 18% 4.00
20-29 0% 40% 40% 20% 0% 3.60
) 30-39 0% 0% 33% 33% 33% 4.00
E[r)([))r(?r(t)ltjlr?irt]iils 40-49 13% 0% 63% 25% 0% 3.13
50-59 8% 8% 50% 25% 8% 3.08
60-69 0% 0% 64% 36% 0% 3.45
20-29 0% 0% 40% 60% 0% 4.20
o 30-39 0% 0% 33% 67% 0% 4.00
tTerme%;g; ew 40-49 0% 0% 75% | 25% | 0% | 3.38
50-59 0% 9% 36% 45% 9% 3.36
60-69 0% 10% 50% 40% 0% 3.10
20-29 0% 40% 20% 40% 0% 3.80
o ) 30-39 0% 0% 33% 0% 67% 4.67
;I'ergpelggsgrl‘llsjob- 40-49 0% 0% 88% 13% 0% 3.25
50-59 0% 18% 27% 36% 18% 3.09
60-69 0% 0% 60% 40% 0% 3.40
20-29 0% 20% 80% 0% 0% 3.40
o 30-39 0% 0% 0% 33% 67% 5.00

Support for continuing
education 40-49 0% 0% 100% 0% 0% 3.13
50-59 0% 9% 36% 55% 0% 3.00
60-69 0% 0% 55% 36% 9% 3.45

Generally, the scores for career development were lower than most of the other
categories. Respondents were more likely to have Neither satisfied or dissatisfied across
items and age groups than most of the other categories.

The 30-39 group was most likely to indicate that they were Very Satisfied in most of the
items, except for Training on New Technologies (though they were the highest of the
Satisfied Range). Conversely, the 40-49 group was most likely to have the highest
percentage of respondents in the Neither range, across all items.
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The only items that did not generate the highest percentage for any of the groups in the
Very Satisfied range was Career Development and Training on New Technologies.

There were more groups with scores in the Dissatisfied range on this category than any
other. Items with the lowest score in the Dissatisfied range were Promotional
Opportunities and Training On Job-Related Skills, each receiving 40% of responses
from the 20-29 age group.

When looking at the means for each age group, the 30-39 group had the highest, or tied
with the highest in each category. The lowest means across items were for the 50-59 age
group, except for Training on New Technologies, with the lowest being the 60-69 group.

Gender
The chart below shows the gender breakdown for Career Development:

Career Development

Gender Dis;;\etgfie d Dissatisfied | Neither | Satisfied Se:{g?i/e d AFflgtrgge
Career development Female 0% 5% 24% 62% 10% 3.67

Male 0% 13% 33% 42% 13% 3.58
Promotional Female 5% 5% 62% 24% 5% 3.38
opportunities Male 4% 8% 46% 38% 4% 3.33
Training on new Female 0% 0% 40% 55% 5% 3.60
technologies Male 0% 9% 529 35% 4% 3.43
Training on job- Female 0% 5% 35% 45% 15% 3.60
related skills Male 0% 13% 57% 229 9% 3.39
Support for continuing | Female 0% 0% 60% 25% 15% 3.45
education Male 0% 8% 50% 42% 0% 3.42

Males and females tended to trend very similarly in their satisfaction with Career
Development items, although Females were more satisfied across items. The ratings for
each item fell in the Neither or Satisfied Range.

Males had higher representation in Very Satisfied for Career Development. Females
were more likely to be Very Satisfied in Training on Job-Related Skills and Support for
Continuing Education.

Males and Females both had scores in Very Dissatisfied and Dissatisfied for
Promotional Opportunities. Both genders also had Dissatisfied scores for Career
Development and Training On Job-Related Skills, although males were more
represented. Males alone had Dissatisfied scores for Training On New Technologies and
Support For Continuing Education.

In terms of means, Females had consistently higher means for all of the items,
indicating a general trend toward higher satisfaction.
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Agency

The following chart breaks down Career Development items by Agency:
Career Development

Agency Dis;/:tirgfie d Dissatisfied | Neither | Satisfied Sz;:ies?i/e d AFflztrg]gSJe_
Career development LGS 0% 14% 29% 52% 5% 3.67
RGS 0% 8% 27% 50% 15% 3.58

Promotional LGS 0% 14% 48% 33% 5% 3.43
opportunities RGS 8% 0% 58% 31% 4% 3.27
Training on new LGS 0% 5% 43% 48% 5% 3.62
technologies RGS 0% 4% 50% 42% 4% 3.38
Training on job- LGS 0% 14% 48% 24% 14% 3.62
related skills RGS 0% 4% 46% 42% 8% 3.33
Support for LGS 0% 14% 52% 24% 10% 3.57
continuing education | RGS 0% 0% 52% 44% 4% 3.28

As the chart details, the responses fall in Neither and Satisfied areas. The trend for the
most frequent responses was very similar for both Agencies. Respondents from RGS are
more likely to be Very Satisfied than their LGS counterparts with Career Development.
While LGS respondents were more likely to be Very Satisfied with Training on Job-
Related Skills and Support For Continuing Education.

Conversely, respondents from LGS were most likely to give Dissatisfied ratings,
particularly for Career Development, Training On Job-Related Skills, and Support For
Continuing Education. RGS had scores in the Very Dissatisfied Range, for Promotional
Opportunities. LGS had higher means across all Career Development items.

Years Worked
The following chart shows the breakdown of Career Development by Years Worked:

Career Development
Years Very : " . _ Very Rating
Worked | Dissatisfied plsegiEiee | Neiney | SriEiEy Satisfied | Average |
Career <1 Year 0% 7% 36% 36% 21% 3.54
- 0 0, 0, 0, 0
development 1-3 years 0% 14% 28% 55% 3% 3.55
4-9 years 0% 0% 20% 60% 20% 3.80
Promotional <1 Year 7% 0% 57% 29% 7% 3.31
i
opportunities 1-3 years 3% 10% 55% 31% 0% 3.28
4-9 years 0% 0% 40% 40% 20% 3.60
Traini <1 Year 0% 0% 62% 38% 0% 3.46
raning on NEW 19 3'vears 0% 7% 46% 39% 7% 3.43
technologies
4-9 years 0% 0% 20% 80% 0% 3.80
Training on job <1 Year 0% 8% 38% 46% 8% 3.46
ini job-
related skills 1-3 years 0% 11% 54% 29% 7% 3.36
4-9 years 0% 0% 40% 20% 40% 4.00
Support for <1 Year 0% 0% 71% 21% 7% 3.23
continuing 1-3 years 0% 11% 50% 39% 0% 3.36
education 4-9 years 0% 0% 20% 40% 40% 4.20
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Respondents employed over 4 years tended to be the most satisfied with Career
Development. Most of the ratings for this item fell across age groups in the Neither to
Satisfied range. The Less Than 1 Year group was most likely to rate lowest and the 4-9
Year group the highest. The exception to this was Training On Job-Related Skills, which
the 1-3 Year group scored lowest.

The 4-9 Year group had the most frequent scores in the Very Satisfied range for
Promotional Opportunities, Training On Job-Related Skills, and Support For
Continuing Education. The Less Than 1 Year group had the highest score on Training
On Job-Related Technologies. The 1-3 Year group had the highest percentage of Very
Satisfied scores for Training On New Technologies.

However, it was the 1-3 Year group that was most likely to be dissatisfied. They scored
Dissatisfied and Very Dissatisfied on Promotional Opportunities and had the most
frequent Dissatisfied responses for all other items.

When looking at the means for each age group, the 4-9 Year group had the highest
means for all items in Career Development.

General Satisfaction Ratings — Communication (roc)

Age

The results in Communication can be broken down for differences according to age:

Communication

Age Dis;/:tirgfie d Dissatisfied | Neither | Satisfied Sz;{ies?i/e d AFflgtrgge
20-29 0% 0% 80% 20% 0% 380 |
S 30-39 0% 0% 100% 0% 0% 3.33
Communication within
RGS or LGS 40-49 0% 11% 11% 44% 33% 4.00
50-59 0% 0% 8% 50% 42% 4.17
60-69 0% 0% 9% 36% 55% 4.36
20-29 0% 0% 80% 20% 0% 3.80
Communicating about 30-39 0% 0% 100% 0% 0% 3.00
what is going on in RGS 40-49 0% 11% 11% 78% 0% 3.67
orLGS 50-59 0% 8% 0% 67% 250 3.83
60-69 0% 0% 27% 55% 18% 4.09
20-29 0% 0% 60% 40% 0% 4.20
Communicating changes 30-39 0% 33% 67% 0% 0% 3.00
to policies and 40-49 0% 11% 22% 56% 11% 3.67
procedures 50-59 0% 0% 25% 42% 33% 3.83
60-69 0% 0% 30% 50% 20% 4.00
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20-29 0% 0% 60% | 40% 0% 4.00

_ 30-39 0% 0% 100% | 0% 0% 3.00
g;i;;?ﬂgﬁfﬁdmg of 40-49 0% 11% 33% | 44% 11% 3.56
50-59 0% 0% 8% | 50% 42% 4.00

60-69 0% 0% 27% | 55% 18% 4.09

20-29 0% 0% 80% | 20% 0% 3.60

_ 30-39 0% 0% 100% | 0% 0% 3.00

géi?]wngdoe;f; anding of 40-49 0% 13% 250 | 50% 13% 3.63
50-59 0% 0% 18% | 55% 27% 3.91

60-69 0% 0% 20% | 70% 10% 4.00

Generally, respondents across age groups had their most frequent responses in the
Neither or Satisfied score range. The consistent pattern was that the 20-29 and 30-39
group were more likely to indicate Neither, while the older groups (40-49, 50-59, 60-69)
were more likely to indicate Satisfied. The only exception to this was Communication
within the Agencies in which the 60-69 group was more likely to indicate Very Satisfied.

When looking at the Very Satisfied response percentages, the oldest groups (50-59 and
60-69) all shared top percentages, although the percentages fluctuated. The 50-59
group had the highest response percentage in Very Satisfied for all of the items except
for Communication Within LGS/RGS, which was the 60-69.

The 40-49 group had representation in the Dissatisfied range of scores across all
Communication items. The only areas where it was not the top indicator of Dissatisfied
was on Communicating Changes to Policies and Procedures (30-39 group had more).

When looking at the means for each age group, the 60-69 group had the highest means
for all items, except for Communicating Changes to Policies and Procedures (20-29 had
higher).  The 30-39 group had the lowest means for satisfaction across all
Communication items.

Gender
The chart below shows the gender breakdown for Communication:

Communication

Very C : o Very Rating
Gender Dissatisfied Dissatisfied | Neither | Satisfied Satisfied | Average

Communication within Female 0% 0% 32% 41% 27% 3.82
RGS or LGS Male 0% 4% 25% 33% 38% 4.13
Communicating about Female 0% 5% 32% 45% 18% 3.73
what is going on Male 0% 4% 21% 67% 8% 3.83
Communicating Female 0% 0% 36% 41% 23% 3.77
policies and

procedures changes Male 0% 9% 30% 48% 13% 3.74
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Clear understanding Female 0% 0% 32% 45% 23% 3.82
of agency mission Male 0% 4% 29% 50% 17% 3.83
Clear understanding Female 0% 0% 40% 40% 20% 3.70
of agency goals Male 0% 4% 26% 61% 9% 3.78

Males and females tended to trend very similarly in their satisfaction with
Communication items, and their ratings mostly fell in the Satisfied range. The
exceptions to this were males having the highest percent of responses in Very Satisfied
for Communication and females having the highest percent of responses for Neither on
Clear Understanding of Agency Goals (tie).

In general, females were more likely to respond with higher frequency in the Very
Satisfied range, with the exception of males having the highest percent of responses in
Very Satisfied for Communication.

Conversely, males were more likely to be the only group with scores in the Dissatisfied
category for all items except for Communicating What Is Going On At LGS/RGS, in
which females had scores and were slightly higher than Males. In terms of means,
males had slightly higher means in all categories, except for Communicating Changes to
Policies and Procedures, in which females were higher.

Agency

The following chart shows the breakdown of Communication items by Agency:
Communication

Very . _ : - Very Rating
Agency Dissatisfied Dissatisfied | Neither | Satisfied Satisfied | Average

Communication LGS 0% 0% 48% 38% 14% 3.76
within RGS or LGS | Rgs 0% 4% 11% 41% 44% 4.19
Communicating LGS 0% 0% 38% 62% 0% 3.67
about what is going
onin RGS or LGS RGS 0% 7% 15% 56% 22% 3.89
Communicating LGS 0% 10% 38% 52% 0% 3.52
changes to policies
and procedures RGS 0% 0% 27% 42% 31% 3.96
Clear _ LGS 0% 0% 43% 52% 5% 3.76
understanding of
agency mission RGS 0% 4% 19% 48% 30% 3.93
Clear _ LGS 0% 0% 43% 52% 5% 3.67
understanding of
agency goals RGS 0% 4% 21% 54% 21% 3.88

As the chart details, the majority of responses fall in the Satisfied range. The exception
to this was Communication Within RGS/LGS in which LGS respondents were more
likely to indicate Neither and RGS respondents were more likely to indicate Very
Satisfied.
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Across the Very Satisfied items, RGS respondents were consistently higher. Conversely,
RGS was the only group to indicate scores in the Dissatisfied range, with the exception
of Communicating Changes to Policies and Procedures, in which LGS respondents were
the only group to indicate Dissatisfied scores.

RGS had higher means across all Communication items.

Years Worked

The following chart shows the breakdown of Human Resources by Years Worked:

Communication
Years Very : - . _ Very Rating

Worked | Dissatisfied Dissatisfied | Neither | ~Satisfied Satisfied | Average
within RGS or 1-3 years 0% 0% 31% 41% 28% 3.93
LGS 4-9 years 0% 0% 60% 40% 0% 3.80
Ct())mmurr:ica_ting <1 Year 0% 7% 20% 47% 27% 3.93
about what Is
going on in RGS | _1-3 years 0% 3% 24% 66% 7% 3.72
or LGS 4-9 years 0% 0% 60% 40% 0% 3.60
Cﬁmmunicating <1 Year 0% 0% 29% 36% 36% 4.00
changes to
policies and 1-3 years 0% 3% 31% 55% 10% 3.69
procedures 4-9 years 0% 20% 60% 20% 0% 3.40
Clear <1 Year 0% 7% 33% 40% 20% 3.71
understanding of | 1-3 years 0% 0% 21% 59% 21% 4.00
agency mission 1 4 g years 0% 0% 80% 20% 0% 3.40
Clear <1 Year 0% 8% 31% 38% 23% 3.69
understanding of | 1-3 years 0% 0% 25% 64% 11% 3.86
agency goals 4-9 years 0% 0% 80% 20% 0% 3.40

Satisfaction with communication has an overall tendency to decrease the longer the
respondent has been with the Agency. Those employees that have been employed Less
Than 1 Year and 1-3 Years were more likely to indicate Satisfaction than the 4-9 year
group across all items. The Less Than 1 Year group had Very Satisfied as their most
frequent response for Communication Within LGS/RGS and Communicating Changes

to Policies and Procedures.

Across the responses in the Very Satisfied range, the Less Than 1 Year group had the
highest percent, except Clear Understanding of Agency Mission, which was lead by the

1-3 Year group.

The Less Than 1 Year Group was also the most likely to have the highest scores in the
Dissatisfied range across the items, with the exception of Communicating Changes to
Policies and Procedures, which was lead by the 4-9 year group.

Satisfaction Survey
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When looking at the means for each age group, the Less Than 1 Year Group had the
highest means for Communication Within LGS/RGS, Communication About What Is
Going On at RGS/LGS, and Communicating Changes to Policies and Procedures. The 1-
3 Year group had the highest means for Clear Understanding of Agency Mission and
Clear Understanding of Agency Goals.

General Satisfaction Ratings — The Agency (roc)

Age
Age results can be broken down from The Agency items for differences:

The Agency
Age Dis;/:tirgfie d Dissatisfied | Neither | Satisfied Sz;{ies?i/e d AFflgtrgge
20-29 0% 0% 60% 40% 0% 4.00

vour overall 30-39 0% 33% 67% 0% 0% 3.33

relationship with the 40-49 0% 0% 14% 71% 14% 3.78

agency 50-59 0% 0% 13% 88% 0% 4.17
60-69 0% 0% 0% 100% 0% 455
20-29 0% 0% 60% 40% 0% 3.80

vour overall 30-39 0% 33% 67% 0% 0% 3.33

satisfaction with the 40-49 0% 11% 11% 56% 22% 3.89

agency 50-59 0% 8% 8% 58% 25% 4.00
60-69 0% 0% 0% 45% 55% 4.45
20-29 0% 0% 80% 20% 0% 3.80

o 30-39 0% 0% 100% 0% 0% 3.00

Agency policies and

procedures 40-49 0% 13% 38% 50% 0% 3.25
50-59 0% 0% 25% 42% 33% 4.00
60-69 0% 0% 20% 40% 40% 4.20
20-29 0% 0% 80% 20% 0% 3.80

Policies and 30-39 0% 0% 100% 0% 0% 3.00

procedures make my | 40-49 0% 13% 38% 50% 0% 3.25

Job easier 50-59 0% 0% 42% | 33% 25% 3.75
60-69 0% 0% 30% 30% 40% 4.10

Generally, the younger the respondent, the less satisfied they were with the Agency.
Respondents were likely to have Neither or Satisfied scores across items and age groups,
with the 20-29 and the 30-39 group more likely to choose Neither and the 40 and older
groups more likely to indicate Satisfied.

There were two exceptions to this pattern. In Your Overall Satisfaction With the
Agency, the 60-69 group was most likely to indicate Very Satisfied. With Policies and
Procedures Make My Job Easier, the 40-49 group indicated Satisfied, 50-59 indicated
Neither, and 60-69 indicated Very Satisfied.
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Across the Very Satisfied responses, the 60-69 group was most likely to have the highest
percentage of responses across most items, with the exception of Your Overall
Relationship With the Agency, in which the 40-49 took the lead.

In terms of Dissatisfied scores, the 30-39 group was most likely to have the most
respondents in the Dissatisfied range on Your Overall Relation With the Agency and
Your Overall Satisfaction With the Agency. The 40-49 group was more likely to have
respondents in the Dissatisfied range for Agency Policies and Procedures and Policies
and Procedures Make My Job Easier.

When looking at the means for each age group, the 60-69 age group had the highest
means across all of the items and the 30-39 group had the lowest means.

Gender
The chart below shows the gender breakdown for The Agency:
The Agency
Very : _ : " Very Rating

Gender Dissatisfied Dissatisfied | Neither | Satisfied Satisfied | Average
Your overall Female 0% 0% 23% 50% 27% 3.91
relationship with the
agency Male 4% 4% 17% 42% 33% 4.08
Your overall Female 0% 5% 18% 55% 23% 3.86
satisfaction with the
agency Male 0% 8% 17% 46% 29% 4.04
Agency policies and Female 0% 0% 33% 43% 24% 3.86
procedures Male 0% 4% 39% 39% 17% 3.70
Policies and Female 0% 0% 52% 29% 19% 3.62
procedures make my
job easier Male 0% 4% 39% 39% 17% 3.70

Males and females tended to trend very similarly in their satisfaction with The Agency
items, and their ratings mostly fell in the Satisfied range. The exception to this was
Males tying with Neither for Agency Policies and Procedures and Policies and
Procedures Make My Job Easier. Females indicated they were Neither for Policies and
Procedures Make My Job Easier.

Across the Very Satisfied responses, Males had higher response percentages for Overall
Relationship With The Agency and Overall Satisfaction With the Agency. Females had
higher responses with Agency Policies and Procedures and Policies and Procedures
Make My Job Easier.

Males were more likely to respond with Dissatisfied for all of the items. They also

indicated Very Dissatisfied scores on Overall Relationship With the Agency. Females
only offered Dissatisfied scores for Overall Satisfaction With the Agency.
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In terms of means, Males had higher means for all of the Agency items with the
exception of Agency Policies and Procedures, in which the females took the lead.

Agency

The following chart shows the breakdown of The Agency items by Agency:
The Agency

Very . _ : - Very Rating
Agency Dissatisfied Dissatisfied | Neither | Satisfied Satisfied | Average

Your overall LGS 0% 5% 29% 57% 10% 3.76
relationship with the
agency RGS 4% 0% 11% 41% 44% 4.19
Your overall LGS 0% 5% 24% 62% 10% 3.76
satisfaction with the
agency RGS 0% 7% 11% 44% 37% 4.11
Agency policies and | LGS 0% 0% 52% 43% 5% 3.43
procedures RGS 0% 4% 24% 40% 32% 4.08
Policies and LGS 0% 0% 57% 38% 5% 3.38
procedures make
my job easier RGS 0% 4% 36% 32% 28% 3.92

As the chart details, the responses were stratified across the Neither Satisfied and Very
Satisfied range. Respondents seem more satisfied with the Overall Relationship with
the Agency and Overall Satisfaction With the Agency than the last two regarding policies
and procedures.

RGS respondents tended to have a higher response percentage across all items.
However, they were also more likely to have scores in the Dissatisfied category than
their LGS counterparts. RGS also had scores in Very Dissatisfied range for Overall
Relationship with the Agency.

RGS had higher means across the Agency items. Interestingly, despite being more
Satisfied in general with Benefits, RGS respondents were most likely to respond with
Dissatisfied ratings.

Years Worked
The following chart shows the breakdown of Human Resources by Years Worked:

The Agency

Years Very : " . _ Very Rating

Worked | Dissatisfied Dissatisfied | Neither | ~Satisfied Satisfied | Average
vour overall <1 Year 7% 0% 20% 33% 40% 3.86
relationship with | 1-3 years 0% 0% 17% 55% 28% 4.03
the agency

4-9 years 0% 20% 40% 40% 0% 3.80
Your overall <1 Year 0% 7% 20% 40% 33% 3.93
satisfaction with | 1-3 years 0% 3% 14% 59% 24% 3.97
the agency

4-9 years 0% 20% 40% 40% 0% 3.80
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B <1 Year 0% 8% 23% 31% 38% 4.08
:ﬁg g%cgfr'gz 1-3 years 0% 0% 34% 5206 14% 3.69

4-9 years 0% 0% 100% 0% 0% 3.40
Policy and <1 Year 0% 8% 38% 23% 31% 3.85
procedures make | 1-3 years 0% 0% 41% 45% 14% 3.62
my job easier 4-9 years 0% 0% 100% 0% 0% 3.40

Generally, the younger and the less time worked at the Agency, the more satisfied the
respondent was. Across all items, those employees that have been with the Agency Less
Than 1 Year and 1-3 Years were more likely to indicate Satisfaction than the 4-9 year
group. The Less Than 1 Year group had Very Satisfied as their most frequent response
for Overall Relationship with Agency and Agency Policies and Procedures.

In the Very Satisfied range, the Less Than 1 Year group had the highest percent of
respondents. The Less Than 1 Year group was also the most likely to have the highest
scores in the Dissatisfied range across the items, with the exception of Overall
Relationship with the Agency, which was lead by the 4-9 year group.

When looking at the means for each age group, the Less Than 1 Year group had the
highest means for Agency Policies and Procedures and Policies and Procedures Make
My Job Easier. The 1-3 Year group had the highest means for Overall Relationship with
the Agency and Overall Satisfaction with the Agency.

Demographics of Employee Input/Suggestions (toc)

The Employee Input/Suggestions sections have also been broken down by the specific
demographic groups. While this can be a rich source of additional demographic
information, the response numbers for some of the Employee Input/Suggestion areas
were so low that the conclusions drawn based on demographics would be very weak.
However, the information may be included in future reports from this survey.
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Appendix — Employee Input/Suggestions (toc)

Human Resources (Toc)

Areas That Work Well

What areas of HR work really well?

Very responsive

HR did a great job of communicating and setting me up with my current position.

Payroll

This survey does not really apply to me. I am with RGS to be an employee vs a contractor with
legal employee immunity. My job is part time, and not a career. | am very happy with the RGS
set up and am grateful for you service.

HR is doing a fine job.

Detailed assistance on HR matters.

Generally most areas work well.

My contact is minimal

Jennifer's leadership, responsiveness and availability

Jennifer is very accessible.

Communications; support for challenges in assignments

Very satisfied with the hiring and payroll procedures. Great job.

Payday!

Communication and support.

They do get back to you and answer your questions and communicate when changes are or
have occurred.

Payroll & updating information

Flexibility, team approach to assignments. HR itself is not my concern.

Communication of what is happening

Jennifer always makes herself available for a discussion when I ask for one. Lately, she's been
more visible (scheduled office visits).

Monthly visits

All seem fine.

Communication

Communication and follow through

Responsiveness of Jennifer Bower and the electronic newsletter.

My liaison - Jennifer - is great. She communicates with me on email which | like, and is willing
to go back and forth until we both get what we need to do done.

Benefits

Communication with both Jennifer Bower and Michael Armstrong has been excellent! 1 really
have enjoyed working with this HR department. They have always been very informative and
responsive to any questions and concerns | have.

timely and efficient response to questions

No Issues

Jennifer Bower is outstanding in her work. Very attentive and professional.

Communicating benefits

SAUISTACTION SUIVEY ...ttt et e e et e e e e e e e e e e e e e e e een e eaneenneenns Page 58




Regional Government Services/Local Government Services

Areas That Need Improvement

What areas of HR need improvement?

As my contract is coming to an end, it would be nice to know about possible opportunities.

Overall knowledge of benefits for the employees. Specifically Medical.

Benefits, communication with agency at which I work

More variety in benefits.

Performance evaluations and connection between pay and performance.

Training and performance evaluation

Due to my minimal contact, | do not have an opinion

None

Standard Timesheet template that we could update ourselves would reduce the need to get so
many timesheet-related emails. | also think that more professional emails in general would be
preferred.

Timesheets

N/A

None that | know of.

Management of 401 k plan

None that | am aware of.

Just need to be more professional. With regards to e-mails and correspondence. Know your job
role.

HR itself is not the issue, so much as it is the need for us to receive regular communications
about what RGS/LGS is doing to bring in more work, what we can do to bring the work in
ourselves (serve as ambassadors), and what RGS/LGS seeks to accomplish in the long/short
term and what our role is (if any) in achieving the goals/objectives.

In my opinion, the HR services LGS provides are really administrative in nature (make up of
benefit package and renegotiations of it; payroll, legal compliance). It appears that the benefits
package is rigid, meaning that each agency cannot tailor the package for its employees even if it
wants to. More flexibility would be nice.

None

N/A

no comment, no real expectation

Can't think of any.

I had a little trouble with expectations at first. | didnt know what forms to complete and had
some technical glitches which added to the miss. Jennifer and | worked it out and together we
got me signed up, knowledgeable and ready to go. Im good to go.

Communications

None that | know of...

none

No Issues

unknown
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Improving Communication

What would help improve communication with HR?

More information on the website, secure areas for date transfer.

My contact is minimal

Nothing else is needed

Nothing that I can think of.

Satisfied.

No suggestions - am thoroughly satisfied

I find that the communication exceeds my expectations today.

That's not really an area | feel needed improvement.

Communication itself, whether in the form of weekly or monthly bulletins, bi-monthly meetings
in northern or southern California (depending on location of consultants & staff) for small groups
or large groups to discuss the Board's direction to the RGS/LGS executive staff and their
evaluation of program delivery. More frequent meetings than the once every two years for
sexual harassment compliance training is good for building a sense of being part of the JPA
team. Also, joint discussions recently concerning Vallejo's failure to promptly pay its bill and
how the consultants should conduct themselves in conversations/e-mails/phone calls with City
staff who were unaware of the problem would have been helpful. It certainly would have kept
us from going in different directions with our explanations as to why we could not be here doing
the various departments' work for that week we were off site.

Not sure that it needs improving. For me, | feel that Jennifer is always available and open to
listening.

N/A

No comment

Can't think of any.

Maybe a calendar of event timing [other than payroll] or "New employee packet” zipped with all
forms and things in it?

Less news letters

No problems that I know of to improve.

No Issues

Quarterly or semi-annual meetings.

Unknown
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Response Time From HR

What do you consider a timely response from HR?

e Within one day (24 hour period)

e HRis good at timely responses now.

e day or two, unless urgent.

o 1 Day.

e 24 Hours

o | already feel like HR is covered 24/7

e Within 24 hours

e 24 hours
e Within 24 hours.
e 48 Hrs.

e Same day acknowledgment of HR request with estimate of resolution time

e Within a day. | usually either have an immediate response or within a few hours.

e 2hrs or let the party know they are working on getting an answer and will get back to
either way.

e 24-72 hours, depending on the issue.

e Within 24 to 48 hours

e Same day unless the matter is urgent. Then | would hope that HR makes the issue a
priority and works on it until it is resolved.

e Within 24 hours

e 24 hours

e 1-2 working days.

e within 24 hours.

e Two days

e Email within 1-3 hours; phone call by end of day or early next morning.

e One Business Day

e Within a day or two.

e One day

e One business day
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Improving HR

What can the agency do to improve HR services?

e Coordinate with agency at which employee works and provide them with 1 HR packet with
all necessary resources. It has been a headache to deal with LGS HR and my own
company (MTC) HR.

e My contact is minimal

e Maintain this high level of service

e N/A

e Not much. It works really well.

e no suggestions - am thoroughly satisfied

e None that | can think of.

e | haven't been employed long enough to get a feel for your hr services. |1 know | had an
issue with my benefits when | first come on board they failed to put my information in the
system after a month and half. Would like to have ID cards for dental as will as VSP.

e HRis our primary contact for project assignment and feedback. If HR consists of one
person and that person is away on consulting assignments, it slows down and even
interferes with the communication process when something to be handled is time-
sensitive. Most of the time this is not an issue for me, but sometimes is for others. If HR
needs more consultants, advertise. If HR needs more staff itself, hire someone even if it is
on a part-time, on-call or temporary basis.

o Make benefits package more flexible to each agency

o N/A. I'm satisfied.

e no comment

e Can't think of anything.

e Keep in touch. Let me know if there is any kind of issue at all that my managers aren't
sharing with me. email is good for me, an occasion cal once a quarter is fine.

e New personnel

o Keep up the good work!!

o work with the payroll company- this is the problem area for RGS/LGS in my opinion

e No Improvement needed

e unknown

e | think HR works very well and is very responsive.
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Benefits (Toc)

Best Things About Benefits
List the best things about your benefits:

e Comprehensive coverage

e n/a
o Great coverage
e n/a

e Comparable to other agencies.
e Not applicable
e Family coverage, comprehensive medical, dental and vision

e Not applicable currently

e Don't have any

e Retirement programs

e Part-time work, ability to cash-out medical.

o | love the agency contribution to the 457! | also appreciate being able to use the flexible
spending account.

e Excellent benefits. The Retirement plan contributions.

e 401k AND 457!

e Options to have the benefits or be compensated for them since | already have benefits.

e Vision and being able to keep my doctors w/regards to my medical plan and love Delta
Dental.

e The only benefit | receive is the automatic 401k contribution by RGS based on my hours
worked.

e That fact that | have them and the ability to cover my partner.

e Overall, it's a satisfactory package

e Many medical options to choose from.

e Flexibility to take the medical or cash in lieu. Retirement plan options including deferred
comp.

e N/A

e Meets my needs

o Deferred compensation.

e Retirement and match. Full range of them. Affordable health insurance.

e Dental

e Love the benefits!! Very generous, easy to access.
e Flexibility

e Very good

e Great health care and dental benefits.

e Unknown

e They are comprehensive
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Worst Things About Benefits

List the worst thing about your benefits:

e Eye glass coverage minimal

e Lack of affordable benefit options for all job classes

e n/a
e Lack of varieties in options.
e NA

e Transit benefit is not pre-tax

e Not applicable currently

e don't have any

e No worst things

o If you opt out of benefits its difficult to get them back at a later time.

e | received ZERO maternity leave benefits, but I think this was right before my job switched

to LGS/RGS.
e N/A
e None
e No complaints
e None.

e Nothing. Other than issuing ID cards for both dental and Vision.

e Working as a long-term, 30 hr/average week employee for 1 1/2 years without additional
PERS benefits accruing. Since | already have 20 years in PERS, | am not doing myself any
favors to continue working on the RGS side without that benefit.

e They don't pay 100 percent of everything - HA HA

e The cap on the paid medical insurance should be raised so that payment for single
coverage is enough to cover the plans offered. Also, I question why employees are no
longer "reimbursed" in the amount "saved" by choosing a medical plan that does not use
up the entire amount LGS pays for coverage, yet employees who waive coverage get
"reimbursed" the entire amount that LGS would pay for their insurance. So, | get
penalized because 1)I chose a "cheaper" medical plan so | don't have to pay any money
out of pocket; and 2) because | don't happen to have a spouse whose plan | can be on, |
don't get back the $500+.

e Taxing the monthly Commuter benefits

o Too little time off. With my level of expertise and experience to start with entry level
vacation and admin leave is not equitable.

e N/A

e There isn't anything to list.
e Nada.

e Dental

e That there is a needed follow up with the Benny card... it would seem that if the
charge/payment was made to a doctor's office, then supporting documentation shouldn't
be necessary.

e Not having a HRA

e Not enough choices to make the 457 plan worthwhile - most funds have high fees.

e Unknown

e | guess for me as a part timer, | wish | had access to vision and dental care.
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Additional Benefits

What additional benefits would you like to see?

Long term benefits such as Health Coverage after retirement and/or increase PERS years
service credit (ie 2.5%@55)

Any

Bring back the payout of the difference between policy cost and medical per diem.

Better coverage for alternative therapies - chiropractor, yoga, etc.

Increase retirement to 2.5% at 55 and medical benefits after retirement.

NA

Pre-tax transit benefit

Flextime

Not applicable currently

I'd be interested in the ability to opt in to the group’'s medical insurance at 100% employee
paid (assuming the premium was reasonable!), since my intermittent hours don't rate for
employer-paid insurance.

Nothing else

Dental coverage.

I am OK with all the benefits.

Rather have monetary compensation

None that | can think of.

I am a short timer. So keep your benefits the way they are. They are excellent.

Besides the PERS contributions, prorated benefits the same as other long-term, part-time
employees.

Gym memberships, educational discounts.

2.5% at 55 or better

Continuing Education/reimbursement benefits Additional leave benefits based on years
with LGS

Time off based on level of the position and experience/expertise.

Health care savings account would be very good

Not applicable for me since | have retiree benefits from my previous employer.

None

Life insurance

Can't think of anything else.

HRA

Annual COLA

Flex time.

Unknown
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Your Job (toc)

Things You Are Happy About Job

What aspects of your job are you happy with?

e (Good office working environment
o Working with the project that | am assigned.
e Technology, colleagues, projects.

e n/a
e Autonomy and co-workers.
e NA

e Job duties and agency of employment in general, training opportunities, benefits

e Superior support and flexibility

e Diversity of projects

e Flexibility, variety, independence

o | love working for the MERA member agencies and the work is challenging

e Technical challenges, learning opportunities

e Part-time work. Content of work.

e Pay, flexibility in scheduling days, challenges.

e The level of responsibility.

e My boss!

e The support that | am able to provide to the customer. The ability to bring my expertise
to the job. Seeing expected outcomes exceed the Project and my expectations. The
Project welcoming feedback. Relationships that are created and | enjoy the traveling. And
much more.....

e This position was something totally new to me. | wasn't sure exactly what | was getting
into. The pay was great even if it was a short term contract.

e Schedule flexibility, work with different clients

e The location and duties.

o Work with littler supervision even though I'm not a manager

e Almost all.

e All aspects

e Everything.

e My managers are great. They are flexible, just the right level of personal, are working with
me to get me up to speed, and treat me with respect. A great combo.

o | love the travel and thoroughly enjoy the people with whom I am working. | have
enjoyed the training, as well; nice switch from teaching children.
o Allofit

e Challenges
e The work and the people I work with
e It is consistent with the job description
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Things You Are Unhappy About Job

What aspects of your job are you unhappy with?

e Seemingly un-necessary "fire drills"

e None

e Lack of training

e Oversee too much responsibility for one position.

e NA

e Promotional opportunities

e none

e Even tho' the projects are diverse, they are of a lower level HR function than I am qualified
to perform.

e would love even more work!

e There is nothing that | am unhappy with

e External politics

e The building and location that we work in (although 1'd still pick this location over leaving
the East Bay or over not being close to BART). The quality of the technical tools we have
to work with.

e The environment can sometimes be crazy.

e Staff members that are working behind the scenes.

e None

o None.

e For this particular position the training. 1 was coming in blind and was told that | would be
trained. But | sorta was put into this position with no knowledge of what | would be doing
and had to learn the ropes with no real training or input.

e Benefits

e The length of assignment - even though | knew upfront that this is a temp assignment - it
would be nice if it was perm.

e Underpaid for work done even amongst my peers sharing office space

e Lack of performance or tenure based pay raise

e The commute (I live 30 miles away).

e Lack of respect for the position by the Menlo Park Fire department administration.

e None.

e None so far. 4 weeks on the job.

e That it is a short term project with no future projects or continuing employment. Am not a
fan of being out of work or looking for new employment, but | knew that when | took the
position.

e None

e Commute

e The fact that I'm being laid off

o Insufficient developmental and promotional opportunities
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Things Agency Can Do To Improve Your Job

What action can the agency take to improve your job satisfaction?

e Regular COLA

e n/a

e Provide or prod agencies to give relevant training. (in my case, traffic engineering,
highway safety training, etc.)

e Adjust the amount of work and responsibilities to commensurate with my job title or add
another staff person who is capable of doing the work.

e NA

e Needs to receive performance evaluation in order to measure effectiveness and
opportunities for improvement.

e Greater responsibility and greater mental challenges

e Add clients in the North Bay

e | can't imagine a better experience

e None.

e None. | have to make the adjustments.

e No suggestions - am thoroughly satisfied

e None that I can think of.

e Not a thing. Loved doing this job even if it didn't last as long as | thought.

e More marketing of RGS/LGS services to attract a wider public client base for greater work
opportunities such as interim HR manager work, added job benefits, more team-building
such as through group meetings, informational bulletins about staff and consultants and
issues of interest to us all.

e At this point | am just looking for assistance trying to find a job when this one is complete
- to maintain my benefits and income.

e Higher pay structure (My ED has been talking about reclassifying my position as she has
said numerous times that I'm underpaid for what | do, but so far no action taken. |
believe she is working on it, though.

e Greater flexibility re: telecommuting.

e Not much, my concerns are related to Menlo Park, not RGS

e Nothing.

e Just keep talking with me if there are issues.

e Find more job opportunities that could be offered to those of us that are term
employment. :-)

e None

e None

e Unknown

e I'm very happy with my job and the people | work with.
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Career Development (toc)

Things Agency Can Do To Improve Career Development

What actions can the agency take to help you improve your career
development?

Continue to hire and retain well qualified staff both as managers and support staff

Training and assistance for placement

Make clear what the differences are between an LGS employee and an agency employee.
Let LGS people know which new positions they might be eligible for.

n/a

For a small agency with limited positions, promotion is difficult, but a well-defined pay
scale for each position would be welcomed.

NA

More training.. agency is not directly in the customer service field, but can support
employee by providing training or seminars related to my direct duties and line of work

Greater challenges

Wanna send me to the SHRM conference in San Diego in June?

Nothing

Offer a conference budget or a professional association budget (although now with kids 1
probably wouldn't take advantage of the latter). Prof association membership, however,
was very valuable earlier in my career.

Sponsor attendance at HR conferences.

None. | have to do that.

No suggestions - am thoroughly satisfied

Offer opportunities to enhance skills.

I personally am leaving at the end of March 2010. So thanks for the survey. Hope you get
some good feed back. Happy Life...

Interim HR Manager positions; participation in groups like the Liebert Consortium to enable
us to stay current in a variety of HR functional areas; provide access to any organizational
memberships that RGS/LGS may participate in so that we receive reduced rates for
attendance at conference/workshops and e-mailed copies of those groups' monthly or
periodic bulletins and alerts.

Perhaps classes in latest software, social media, etc.

Tuition benefits for continuing education

Overall I'm satisfied; however ability to go to more professional conferences would be a
plus.

n/a

Nothing really. I'm retired. Just keep contacting me when there are appropriate openings
for Interim Director work.

Not a huge value to me at this stage of my life. Ive always thought this is my
responsibility.

Having resources for new or potential job opportunities would be helpful. Although, I do
understand that the economy is bad and there are limited jobs available.

Try to find employers who want RGS/LGS employees

None

Unknown

Have specific training and/or conference events to attend

Everything is good.
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Regional Government Services/Local Government Services

Communication (Toc)

Areas That Communication Works Well
In what areas does the agency communicate effectively?

e Public outreach
e Minutes are posted to the website

e Payroll.

e n/a

o All

e | seldom receive communications, except those referencing benefits that are not applicable
to me.

o All

e Monthly briefing; Jennifer's visits.
e Policies and benefits.
e Excellent communication from my supervisor and elected officials.

e Payroll
e Human Resources.
e N/A

e In general, all of my information comes through Jennifer and is timely and relevant as it
pertains to assigned projects and related issues. No concerns there.

o | like the newsletters since | believe that they provide the latest news/developments that
do/could affect me.

e Most.

e Payroll and HR

o All

e All areas | have been exposed to.
e Routine information, explanations of what is happening are good.
e Benefits, updates, reminders for timesheets/expenses.

o All
o All
e HRis very attentive. Always answers the phone.
o All
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Areas That Communication Needs Improvement

In what areas does the agency need to improve communication?

e Direction, work in progress, representation to other government agencies.

e 403b - the people never call back.

e | do not have a response related to my sub-contractor status.

e None

e Not sure - don't know what I don't know. Other than how | see LGS/RGS through MTC, |
don't know what LGS/RGS is.

e Keeping us in the loop about the various projects and/or positions that RGS is involved
with.

e None

e no suggestions - am thoroughly satisfied

e None that | am aware of.

e N/A

e Communication to prospective clients concerning available services. Communication to
staff and consultants that serves to build a team. Communication to staff and consultants
as to the Board's direction, goals/objectives, and assessments of service delivery.

e Not sure.
e Orientation about agency history and process issues for new employees, as well as roles of
other staff.

e None that | am aware of.
e Setting expectations and then doing follow up on them....a little improvement would be

good.
e None that I know of.
e none
e None
e unknown
e none
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Improving Communication

What actions can the agency take to improve communication?

o Web postings, more newsletter about these topics, regional meetings - meet and greets

e (et a better retirement package contractor.

e What is there for a sub-contractor?

e Nothing else

o None that | see. Excellent City Manager and communication style.

e no suggestions - am thoroughly satisfied

e | think the agency does a good job now.

e N/A

e Hire/Assigh someone to assist HR in developing communication materials, coordinating
group meetings and identifying interested participants, scheduling those interested in
attending consortium training workshops, developing informational bulletins and alerts
concerning RGS/LGS issues and developments, and so on.

e Not sure.

e Provide more orientation/background on the agency for new staff -- See #2.

o Keep sending current payroll sheets with each reminder of dates to submit.

e This survey is a great idea.

e Just keep emailing and talking to me.

e Doing a great job!!

e n/a

e None

e unknown
e none
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The Agency (Toc)

Areas That Work Well
What things do you think the agency does really well?

e Consistent and fair with a good reputation within the community

e n/a
e payroll.
e n/a

e Volume of work.

e Facilitate another agency's work.

o | don't really interact with the agency, unless it is to find the status of an A/R from my
firm.

e Advocate at our employment site for equal benefits with other employees.

e Payroll processing seems smooth; communication with HR Director when needed is easy.

e Agency has been grossly mismanaged for years, but with the interim city manager it is
going in the right direction.

e payroll!

e Communicate and manage the benefit package.

e Not in the position to comment. Have only been employed w/RGS for a very short time.
7months to be exact.

e Don't have enough information to evaluate.

e Hiring Jennifer is a huge improvement over previous employee. She is very approachable
and knowledgeable about benefits.

e Most, for a small agency.

e Payroll

e communication

o Identify job openings, communicate with employees, timeliness of pay checks.

e Match employees with employer.

o | think the agency fully supports the employee and is cooperative.

e Great Place to Work

e unk
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Areas That Need Improvement

What things does the agency not do so well?

n/a

communicating the nature of LGS work vs. full time agency work; coordinating with
Agency HR staff; administering savings programs.

Timely production of whatever is needed for deadlines.

There can be a great deal of inconsistency in payment times for A/R from my firm.

I wish there was less time between submittal of timesheet to payday.

Manage its money.

no suggestions - am thoroughly satisfied

None that | can think of.

N/A

Macro communications - to the team on all issues not HR oriented.

Would like to see the ability to tailor the benefits package or parts of it to a specific
"agency" in the JPA.

As a small agency, everyone has to become somewhat of a generalist when it comes to
such things as contracting, marketing & financial management. It would be nice to have
specialists in these and other areas, so that | could focus more on my core tasks.

notify me of all benefits available to me

Nothing | can think of.

Detail communication.

Not sure... no issues.

None

unk
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Specific Policies/Procedures

What specific policies or procedures do you like?

e Highly professional treatment of staff

e n/a

e | do not interact with P/P.

e Approach to solving the budget issues.

e payday regularity!

e Just the right level of communication via e-mail.

e N/A

e Other than for being aware of those that impact my work among public client agencies -
such as discrimination and sexual harassment prevention/compliance policies, | can't say
that I am aware of them even though some were distributed recently. These would be a
good subject for a group meeting.

e Almost all.

e Format for submitting hours worked.

e Affordable health ins; match in retirement plan.

e Hmmm....
o Flexibility
e unk
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Improving The Agency

What steps can the agency take to improve itself?

e Again, continue to higher and retain well qualified staff

e n/a

e Pay A/R from my firm consistently and promptly. After all - it is my paycheck.

e Eliminate some staff members and reduce expenditures.

e no suggestions - am thoroughly satisfied

e | think the agency is doing a good job now.

e N/A

e By starting with this survey and then building on it with follow-up meetings involving staff
and consultants who were surveyed. If the idea is to improve the working environment of
this JPA, that is the starting place. This same survey might be sent to client agencies for
feedback on what they think we can do to improve our services, as well. If they are happy
and the employees are happy, the agency is moving in the right direction.

e Opportunities for interaction of employees with LGS/RGS Executive and HR staff

o Develop more formalized policies and procedures -- manuals. Also see #2 above.

e Nothing I can think of.

e Again, doing a great job!

¢ None

e unk
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Final Comments (Toc)

If You Ran RGS/LGS

If you were running LGS/RGS, what would you do differently?

e If I were running RGS / LGS, | would approach the business in three different areas. 1.
Business development - It isn't a secret that the government agencies are short staff or
lacking skill sets. As a leader | would be working with government agencies to determine
the skills sets and employee number need now and in the near future. 2. Employee
development — | would gather a list of current skills sets of the RGS /LGS employees. This
will build at service catalog. Then I would go beyond the current skill sets and work to
train the employees / contractors. 3. Lastly, RGS / LGS needs to catch up with the market
place as far as security and communications. | work to use internal resources to develop a
more functional website and to create a location for secure transfer of data.

e Better HR coordination with employing agencies.

e dunno

e lots of things

e Aggressively pursue more Client Firms. Several Cities | speak with are in need of LGS/RGS
consultants and with a little nudging could become some very good Clients for LGS/RGS.

e More marketing--1 know the philosophy is low-key, and I'm no fan of the hard sell, but
many (most?) people have never even HEARD of LGS/RGS! All public sector HR managers
should be aware of this option for staffing project work, oddball jobs not fitting their
classification systems, etc. Contracting for employees is also an excellent tool for dealing
with both current and future economic woes in the public sector. RGS/LGS can offer a
new model for doing business and | think it's time!

e RGS is very well run...

e None. Itis an excellent organization.

e | would not even attempt to think I could run LGS/RGS any more effectively, efficiently or
more organized that it already is!

e I'm not sure | have enough information about the background of LGS/RGS to make an
informed suggestion to change how business is run. 1 think the current process has
worked well for me and | assume it works well for the agency.

e Communicate constantly, about everything. It is the single most frustrating thing about
every organization to the employees in those organizations, both in good times and bad.
It is the first complaint | hear in all agencies - "nobody ever tells us anything."

e Aside from previous comments/suggestions made herein, I'm not sure. | think that you
are as visible as possible given the level of "active role" you have in HR issues.

e Provide opportunities for interaction between employees, executive and HR staff

e N/A

e Nothing I can think of.

e Hold a once a year or once a 6 month get together with local employees and RGS/LGS
staff. It doesn’t have to be fancy or long, but something which brings us together. In
person.

e Seems fine to me!

e change payroll companies find out a way to get a HRA

e Leave the same

e unk
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Other Services

Services Of Interest

e Bridge Loans

e Bridge Loans

o IT expertise, IT Management, Service Delivery, Project Management

e Financial Services

e Financial Services

e Financial Services

e Financial Services

e Financial Services

e Financial Services

e Financial Services

e To the extent possible, more marketing of part-time staff to public agencies

e Financial Services

e The better trained we are, the more services we can offer to the agencies. So, if we were
to be certified as trainers in certain areas (like sexual harassment/discrimination
compliance) the JPA could market us as providing those services.

e Financial Services

e Financial Services

e Financial Services

e Bridge Loans

e Bridge Loans

e Financial Services

e Bridge Loans
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Changes in Next 2 Years

What changes would you like to see implemented in the next 2 years?

A long term benefits policy design to retain employees, ie health after retirement and PERS
years of service credit

All the above

Better HR coordination with employing agencies.

Improved benefits.

Upgrade of existing services to current technology. online time sheets would be a good
start

Previously identified

See the response to #2 above

Pay dates every other week instead of twice monthly.

I am happy with everything RGS does.

no suggestions - am thoroughly satisfied

None that | can think of.

Twice yearly meetings for all consultant staff w/agency administrators to discuss client
agencies and address methods/options/issues in providing requested services and for the
purpose of brainstorming marketing strategies for bringing in new clients and maintaining
existing clients.

Flexibility in retirement plans.

N/A

Nothing | can think of.

No ideas.

None

unk

Some sort of schooling reimbursement and vision/dental care for part time employees....at
least at a reduced rate. | work one day a week right now, so don't know if that is even
possible
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Comments Outside Above Areas

Please tell us any additional issues/concerns/comments that were not
addressed by the questions in this survey that you feel should be
addressed:

What is there for a sub-contractor?

Nothing else

no suggestions - am thoroughly satisfied

I have not issues or concerns with the agency's performance. | am very pleased to be
associated with the agency and have been impressed with the level of professionalism that
I have dealt with. Thank you.

Issues/concerns/comments? - | think it would be helpful to have initial meetings with
consultants to discuss billing procedures, practices, timesheets, reimbursements etc. upon
hire and even as something that is addressed at twice yearly meetings to keep people on
track as to what is permissible with the agency and what needs to be reviewed with our
CPAs.

N/A. Keep up the good work!

thanks for the opportunity to comment

I have the highest regard for RGS and Jennifer Bower.

None

None
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