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Tentative Agreement
November 8, 2024

Section 1. Union Recognition [Part A and Part B]

Local 521, Service Employees International Union, hereinafter referred to as the "Union" or "SEIU 521",
is the recognized employee organization for the representation units listed below, certified pursuant to
Resolution No. 38586, adopted by the Board of Supervisors on May 16, 1978 (Regular Employees) and as
certified by the State Mediation and Conciliation Service in a letter dated July 18, 2005 (Extra-Help
Employees).

1) Accounting and Administrative Services Unit
(2) Appraisal Unit

3) Office and Technical Services Unit

4) Engineering Unit

(5) Library Unit

(6) Extra Help Unit

There are two Parts in this Agreement:

Part A applies to the Regular Employees.

Part B applies to the Extra Help Unit (covering Extra-help, Seasonal/Periodic, Relief and Limited Term
temporary employees as defined in Government Code section 3507.7(a)(1)(A)).

The following Sections in Part A of this MOU apply to Part A and Part B:

e Preamble

e Section 1 - Recognition

e Section 2 — Union Security

e Section 3 — Union Stewards and Official Representatives

e Section 4 — No Discrimination

e Section 31 — Bilingual Pay

e Section 38.6 — No Strike [MOVE and renumber]

e Section 38.7 — County Charter and Civil Service Commission
e Section 39 — Loss of Compensation
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e Section 40 — Personnel Files

e Section 42 — Separability [MOVE and renumber]

e Section 43 — Past Practices and Existing Memorandum of Understanding [MOVE and renumber]
e Section 46 — Contracting Out

e Section 47 —Term

Unless otherwise stated above that a section applies to both Part A and B; if the contract language does
not exist in Part A, then the contract language does not apply to SEIU Local 521-represented regular
employees. If the contract language does not exist in Part B, then the contract language does not apply
to SEIU Local 521-represented temporary employees.

Part B of MOU

[Sections will need renumbering]

Section 5. Salaries

5.1 Salary Ranges

The rates of pay set forth in the Exhibits represent for each classification the standard hourly rate of pay
as of the effective dates listed in the Exhibit header. INSERF-BATE. Salary adjustments for extra-help shall
occur at the time and in the same percentage of general salary and equity adjustments for parallel regular

classifications. Salary adjustments for extra-help in classifications for which there is no parallel regular
classification shall occur at the time and in the same percentage of the general salary adjustments.

The rates of pay set forth in the Exhibits represent the total compensation due extra-help, except for
overtime compensation and other benefits specifically provided for by the Board of Supervisors or by this
Memorandum of Understanding.

The rates of pay set forth in the Exhibits do not include reimbursement for actual and necessary expenses

for traveling, subsistence, and general expenses authorized and incurred incident to County employment.
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5.2 Entrance Salary

Except as herein otherwise provided, the entrance salary for a new extra-help employee entering County
service shall be the minimum salary for the class to which they are appointed. When circumstances
warrant, the Director of Human Resources may, upon recommendation of the department head, approve
an entrance salary which is more than the minimum salary. The Director of Human Resource’s decision
shall be final. Such a salary may not be more than the maximum salary for the class to which that extra-
help employee is appointed.

5.3 Salary Step Increases

Extra-help employees shall be considered by the appointing authority for advancement to the next higher
step in the salary schedule for their respective classes based on hours served in that classification as
defined below. All increases shall be effective as described below. Salary range adjustments for a
classification will not set a new salary advancement hours balance for extra-help employees serving in
that classification.

Hours of Service Necessary for Step Increases:

After completion of one thousand forty (1040) regular hours satisfactory service in Step A of the salary
schedule, and upon recommendation of the appointing authority, the extra-help employee shall be
advanced to the next higher step in the salary schedule for the classification. If an extra-help employee is
appointed at a step higher than the first step of the salary range for that classification, the first merit
increase shall be after completion of two thousand eighty (2080) regular hours of satisfactory service.

(1) After the completion of two thousand eighty (2080) regular hours satisfactory service in
each of the salary steps above A, and upon recommendation of the appointing authority, the
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extra-help employee shall be advanced to the next higher step in the salary schedule for the
classification until the top of the range is reached.

(2) If an extra-help employee completes the one thousand forty (1040) or two thousand
eighty (2080) hours in the middle of a pay period, the extra-help employee shall be eligible for an
increase as follows:

o if the merit increase period is completed during the first week of a pay period, the increase
will be made effective with the start of the then current pay period.

e if the meritincrease period is completed during the second week of a pay period, the increase
will be made effective with the start of the next pay period.

(4) If an operating department verifies in writing that an administrative or clerical error was made in
failing to submit the documents needed to advance an extra-help employee to the next salary
step on the first pay period when eligible, said advancement shall be made retroactive to the first
pay period when eligible (i.e. upon completion of required hours of service and recommendation
of appointing authority). Within two (2) pay periods of the manager’s discovery of the issue, the
manager will submit the documents to advance the employee to the next step. This section also
applies to fully flexibly staffed promotions in which case the advancement shall be made
retroactive to the first pay period when approved by the appointing authority.

5.4 Flexibly-Staffed Series

Upon recommendation of the department head, an extra-help employee hired into the entry level of a
flexibly-staffed series may advance to the journey level within that series based on length of service,
satisfactory performance, and ability to meet minimum requirements of the higher class.

5.5 Salary Step When Salary Range is Revised

Whenever the salary range for a class is revised, each incumbent in a position to which the revised
schedule applies shall remain at the same step as in the previous range, unless otherwise specifically
provided by the Board of Supervisors.

5.6 Salary Step After Entering a Higher-Paying Extra-Help Classification

When a currently employed extra-help employee takes an extra-help opportunity in a higher-paying
classification without a break in service and at the time is receiving a base salary equal to, or greater than,
the minimum base rate for the higher classification, that extra-help employee shall be entitled to the next
step in the salary schedule of the higher classification which is at least one step above the rate they have
been receiving, except that the next step shall not exceed the maximum salary of the higher classification.
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A break in service is defined as twenty-eight (28) consecutive calendar days during which the extra-help
employee was not in a pay status, except where the absence from pay status was due to an approved
leave of absence or a period during which the extra-help employee would not normally be scheduled to
work.

5.7 Salary Step After Entering a Lower-Paying Extra-Help Classification

When a currently employed extra-help employee takes an extra-help opportunity in a lower-paying
classification, that extra-help employee’s compensation shall be adjusted to the salary prescribed for the
lower-paying classification, and the specific rate of pay within the range shall be determined by the
Director of Human Resources, whose decision shall be final.

If an extra-help employee is hired into an extra-help classification they previously held, the extra-help
employee shall be placed at the same step in that classification which the extra-help employee held last.

5.8 Salary Step Defined
For purposes of salary administration in this contract a step is defined as 5.74%.

Section 6. Days and Hours of Work

The appointing authority shall fix the hours of work with due regard for the convenience of the public and
the laws of the State and the County. Extra-help employees shall work such hours and schedules as the
Board and the appointing authority shall prescribe.

Itis understood that extra-help employees are not entitled to a particular shift or schedule and are subject
to daily cancellation. An extra-help employee whose assignment is cancelled shall be provided at least
two (2) hours’ notice before the beginning of the scheduled shift. Should at least two (2) hours’ notice not
be provided, the extra-help employee shall be “floated” for a minimum of half of the scheduled shift ,
based on the needs of the department. Alternatively, the extra-help employee may choose to waive the
guaranteed “floating” work hours and its requisite compensation.

Except as provided below, the regular workweek shall consist of forty (40) hours within a seven (7) day
workweek which begins Sunday morning at 12:00 a.m. and ends Saturday night at 11:59 p.m.

For employees working a 9/80 work schedule (with a regular day off every other week) each employee’s
designated work week shall begin exactly four (4) hours after the start of their eight (8) hour shift on the
day of the week that corresponds to the employee’s alternating regular day off.
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Section 7. Overtime

7.1 Authorization

All compensable overtime must be authorized by the department head or their designated representative
in advance of being worked. If prior authorization is not feasible because of emergency conditions, a
confirming authorization must be made on the next regular working day following the date on which the
overtime was worked. Overtime worked must be in the job classification in which the person provides
extra-help services, or in a classification for which the extra-help employee is authorized higher pay for
work in a higher classification.

7.2 Definition

Except as otherwise provided by Charter, any authorized time worked in excess of 40 hours in the
workweek shall be considered overtime and shall be compensable at the rate of one and one-half (1-1/2)
times the overtime worked. Extra-help employee shall be paid at the overtime rate after having worked
forty hours during their normal workweek, which is a fixed and regularly recurring period of seven
consecutive twenty-four hour periods.

Overtime resulting from required attendance at training classes or training meetings shall be compensable
at the straight-time rate in an amount equal to the overtime worked unless monetary payment at a
different rate is prescribed for an employee covered by the Fair Labor Standards Act. The smallest
increment of working time that may be credited as overtime is six (6) minutes. Portions of six (6) minutes
worked at different times shall not be added together for the purpose of crediting overtime. Overtime
shall be calculated from the employee's base pay only unless monetary payment at a different rate is
prescribed for an employee covered by the Fair Labor Standards Act.

7.3 Work Groups

The Director of Human Resources shall allocate all job classifications to the following described work
groups for purposes of determining categories of extra-help to be compensated by monetary payment.
The decision of the Director of Human Resources shall be final; provided, however, that prior to changing
the work group of an existing classification covered by this Memorandum of Understanding the Director
of Human Resources shall notify the Union of the contemplated change and if requested, discuss with the
Union the reasons for the work group change.

(1) Work Group 1: All extra-help employees covered by the Fair Labor Standards Act shall be allocated
to Work Group 1. Extra-help employees in Work Group 1 shall be compensated for overtime
worked by monetary payment only. All monetary payments for overtime must be paid not later
than the next biweekly payroll following the pay period in which the overtime was worked.
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(2) Work Group 2: Extra-help employees in Work Group 2 shall not be assigned work beyond forty
(40) hours in a workweek.

Note: Work Groups 3 and 4 pertain to employees not covered by this Memorandum of
Understanding.

(3) Work Group 5: Extra-help employees in Work Group 5 are exempted from the Fair Labor
Standards Act and shall be compensated for overtime worked by monetary payment only.

Notwithstanding the allocation of job classifications to work groups, any extra-help employee covered by
the Fair Labor Standards Act shall be compensated in accordance with the Act.

Should the County, through some future Federal ruling, be exempted from the Fair Labor Standards Act,
the County shall then revert to the base rate for the computation of overtime.

7.4 Out of Town Weekend Work Assignments
Any extra-help employee who is assigned work that requires them to be out of town overnight on one (1)
or more weekend days shall be compensated as follows:

(1) Fifty dollars ($50.00) per day for each weekend day (Saturday and/or Sunday) the extra-
help employee is out of town; and

(2) Regular and/or overtime compensation as provided in this section for each hour actually
worked during such assignments, subject to the usual pre-approval requirements; and

(3) Travel time for such assignments shall be compensated at actual time traveled, portal-to-
portal. If such travel time results in actual time worked of more than forty (40) hours per week,
then such time shall be paid pursuant to the provisions of Overtime set forth in Section 7 of this
MOU.

Section 8. Shift Differential

8.1 Definition

Shift differential pay, for the purpose of this Section, is defined as pay at a rate which is one step above
the extra help employee’s base pay in the salary range for their classification. If the base pay is at the top
step, shift differential pay shall be computed at one step above such base pay.

8.2 Applicable Shifts
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of Shelter Care Counselors{Family-Care Werkers)and-Transportation-Officers), Shift differential will be

paid at shift differential rates for all hours worked between 6:00 pm and 6:00 am, excluding those on
alternate work schedules, regardless of when shift begins.

To be eligible for shift differential, such shifts must be approved by the Department Head or designee.

Time worked on a flexible schedule requested by the employee and approved by the supervisor shall not
be eligible for shift differential.

8.3 Split Shifts
A split shift shall be defined as a daily work schedule that is interrupted by non-paid, non-working periods

established by the County, other than bonafide rest or meal periods.

this Section shall be paid a minimum of one (1) hour of pay at the California state minimum wage, in
addition to the shift differential described in Section 8.2 where applicable.

Where shift differential is paid, it will only be paid for actual hours worked, not for the additional one (1)

hour of pay at the California state minimum wage.

Section 9. On-Call Duty

9.1 Assignment of On-Call Work

Extra-help employees shall not be placed in an on-call status except for hard-to-fill classifications working
in units that are required to maintain on-call coverage. In order to approve an extra-help employee to be
placed in an on-call status, the Department Head must request written authorization from the Director of
Human Resources, and the extra-help employee may not be assigned to an on-call status until written
authorization is received.
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9.2 Applicable Pay Rates

Extra-help employees who are authorized to be placed in an on-call status, shall be paid the hourly
equivalent on-call rate applicable for their classification in the regular service, during the time in which
they are required to be in an on-call status. Extra-help employees in an on-call status who are required to
physically report to work shall be compensated at the time and one half rate of pay (1 1/2 time) for a
minimum of three (3) hours as “call back-pay”. Extra-help employees receiving “call-back pay” shall not
be entitled to “on-call” pay simultaneously. Full time employees required by their supervisor to conduct
work via a remote connection (telephone or computer) during off-duty hours shall receive overtime pay
for a minimum of thirty (30) minutes and any additional actual time worked rounded up to the nearest
six-minute increment. Part time employees will receive compensation for work via a remote connection
during off-duty hours in accordance with hours worked within the workweek.

Section 10. Mileage Reimbursement Policy

10.1 General

Except where indicated below, the County does not reimburse extra-help for home to work and work to
home travel. Any disputes concerning the interpretation or application of the mileage reimbursement
policy shall be referred to the Director of Human Resources, whose decision shall be final. As soon as
practicable after notification is received from the IRS of a change in its allowable mileage rate, the County
shall increase its rate to coincide with that set by the IRS.

10.2  Definition of Work Location:
The County facility(ies) or designated area(s) within the County where an extra-help employee reports
when commencing their assigned functions. An extra-help employee is entitled to mileage reimbursement
under the conditions specified below:

(1) Once an extra-help employee arrives at their assigned work location, any subsequent
work related travel in the extra-help employee’s own vehicle shall be eligible for mileage
reimbursement.

(2) Travel to Trainings and Conferences

(a) If an extra-help employee uses their own vehicle for travel to and from any required training
program or conference, the extra-help employee shall be entitled to mileage reimbursement
for all miles traveled unless the extra-help employee is leaving directly from their residence,
in which case the total shall be less the normal mileage to or from the extra-help employee’s
assigned work location.
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(b) If an extra-help employee uses their own vehicle for travel to and from any optional work-
related training program or conference the extra-help employee may, with department head
approval, be eligible for mileage reimbursement up to the limits specified in paragraph "a"
above.

Any exceptions to the above policy may be considered on a case-by-case basis by the Director of Human
Resources, whose decision shall be final.

Section 11. Seasonal Positions - Right to Return

Extra-help employees in the classifications-of Park-Aide,PestDetection-Specialistand Election Technician

shall have the right to return as extra-help in the same classification the next season, under the following

conditions:
(1) Extra-help opportunities are available;
(2) The employee has performed satisfactorily;
(3) The employee has had no interim criminal convictions that are in conflict with the
classification; and
(4) The employee meets the qualifications for the classification.
Section 12. Holidays

12.1 The holidays for the County are:

(1) January 1 (New Year's Day)

(2) Third Monday in January (Martin Luther King, Jr's Birthday)

(3) Third Monday in February (Washington's Birthday)

(4) March 31 (Cesar Chavez Day)

(5) Last Monday in May (Memorial Day)

(6) June 19 (Juneteenth)

(7) July 4 (Independence Day)

(8) First Monday in September (Labor Day)

(9) Second Monday in October (Columbus Day/Indigenous Peoples Day)
(10)November 11 (Veterans Day)
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(11)Fourth Thursday in November (Thanksgiving Day)
(12)Friday following Thanksgiving Day
(13)December 25 (Christmas)

(14)Every day appointed by the President of the United States or the Governor of the State of
California to be a day of public mourning, thanksgiving, or holiday. The granting of such holidays
shall be discretionary with the Board of Supervisors.

If the legislature or the Governor appoints a date different from the one shown above for the observance
of one of these holidays, then San Mateo County shall observe the holiday on the date appointed by the
Legislature or the Governor.

In the event a County department temporarily closes or adopts minimal staffing on Winter Recess Days,
an extra help employee may request, and may be assigned, to work if the employee’s manager identifies
alternate, available work within the employee’s classification with appropriate supervision.

If one of the holidays listed above falls on Sunday, the holiday will be observed on a Monday. In County
facilities where there is 24-hour per day coverage, employees in those facilities working such coverage
shall observe holidays on the actual day of the holiday.

12.2 Holiday Pay
(1) Extra-help employees who work on a holiday shall be compensated for such time worked at the
rate of one and one-half (1 1/2) times the straight-time rate as provided in the Overtime Section
of this MOU for their work group.

(2) Extra-help employees who work their scheduled day immediately before and after a holiday, but
do not work on the holiday itself, shall receive holiday pay at straight time for the holiday in the
amount equal to:

e One-half of the normal hours worked per day by the extra help employee over the preceding
two pay periods up to a maximum of four (4) hours holiday pay per holiday, or

e If hours per day vary, one-half(1/2) of the daily average of normal hours worked over the
preceding two pay periods up to a maximum of four (4) hours holiday pay per holiday.

(3) For non-seasonal, Extra-Help Employees who have worked a minimum of two thousand eighty
(2,080) continuous hours of extra-help work with the County without a break in service, and who
work their scheduled day immediately before and after a holiday, but do not work on the holiday
itself, shall receive holiday pay at straight time for the holiday in the amount equal to:
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e The normal hours worked per day by the extra help employee over the preceding two pay
periods up to a maximum of eight (8) hours holiday pay per holiday, or

o If hours per day vary, the daily average of normal hours worked over the preceding two pay
periods up to a maximum of eight (8) hours holiday pay per holiday.

Subsections (2) and (3) do not apply to extra-help employees who work the holiday.

Section 13. Promotional Opportunities for Extra Help Applicants

13.1

Eligibility to Apply for County Recruitments

Extra Help employees with a minimum of one thousand forty (1,040) continuous hours of service,
defined as no break in service of greater than twenty-eight (28) consecutive calendar days
referenced in Section 5.6, are eligible to apply in recruitments designated as:

e Department Only
e County Promotional Only
e Openand Promotional

e QOpen
13.2 Promotional Points
For ranking purposes, Extra Help Employees with one thousand forty (1,040) hours of continuous
service will receive five (5) promotional points for Open and Promotional recruitments as afforded
to regular employees.
13.3  Appointment
Pursuant to Civil Service Rule 9(8), an extra help employee who was appointed as an extra help
employee from an existing eligible list may be given a probationary appointment without further
examination, provided:
a. The person is appointed to the same classification as originally certified for the
extra help appointment,
b. There has been no break in service of more than 30 days during the period of the extra
help appointment, and
C. The eligible list that the extra help employee was appointed from has since expired.
[Note: extra help employees may also be appointed from any active eligible list on
which they are reachable.]
13.4 Career Opportunities Program
The purpose of the Career Opportunities Program is to provide current employees with
opportunities to promote, transfer, or change careers within the County in a way that is fair,
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competitive, easily understandable, efficient and appropriate to the County’s needs. Investingin
and utilizing talents of its employees will enhance the performance of the organization.

13.5 Career Development Committee

© One representative from the SEIU Extra HeIp unit anel—ene—FepFesen%a%er—ﬁrem—t-he—A%GM-E
Extra-Help unit may participate in the CDP Committee. The CDP Committee will continue meeting

on a quarterly basis during the term of this agreement to address training and development

activities to enable employees to improve knowledge, skills and abilities in order to achieve
promotional and regular employment eligibility. Release Time requested for both Extra Help
representatives to attend CDP Committee meetings will be reviewed and approved by Employee
& Labor Relations under normal Release Time processes.

13.5 Learning Management System (LMS) Training
An Extra Help employee after ninety (90) days of employment whe-has-werked-atleast-one-thousand
forty-{1,040)-heurs-of service-with-the-County-may participate in the following County LMS Training

classes:

(1) “Nuts and Bolts of Applying for a County Position,” and

(2) “Presenting Yourself Effectively in a Civil Service Interview Process,”
or the successor classes, upon request. Training shall occur on paid County time, subject to the
advance approval of the Department manager. An employee may request, and the Department
manager or designee may agree, to substitute a different LMS Training class for one or both of
the afore-mentioned classes. Upon advance approval of the Department manager or designee,
Extra Help employees may attend additional LMS trainings related to the employee’s current
assignment and/or career development for other County opportunities on paid County time.

Section 14. Sick Leave

14.1  Accrual
Extra-help employees, excluding limited term employees, do not accrue sick leave credits.

Upon working thirty (30) days within one (1) year of beginning employment and on an annual basis
thereafter for the period of continued employment, the employer shall grant each employee thirky-six

(%6-) sixty (60) hours eethe—eqew&tem—ef—thpee—(%)%e—(%—mgu-taﬁy—sehedeﬂed—shﬁts of pald sick leave.

County of San Mateo
Page 13 of 38
For SEIU.___
Robert Klimezak For SMCO:

Date: 11.8.2024 Date: 11.8.2024



24-944 - 20241203 _att_November 8 2024 Extra Help | 2024
Tentative Agreement.docx

Unused sick leave shall expire at the end of the fiscal year upon receipt of the new, annual allocation or
failure to return to employment.

14.2 Usage
Employees may use accrued sick leave beginning on the ninetieth (90*") day of employment.

Employees may use up to-thirky-six{36} sixty (60) hours erup-te-the-eguivalent-ofthree{3}-five{5}
regularly scheduledshifts of sick leave in a twelve (12) month period, for the following purposes:

(1) Diagnosis, care, or treatment of an employee’s existing health condition of, or preventive care
or required medical or dental care or consultation;

(2) Diagnosis, care, or treatment of an existing health condition of, or preventive care for, an
employee’s immediate family member which includes parent, child, person for whom the
employee is a legal guardian, spouse, registered domestic partner, parent-in-law, sibling, step
children, grandchildren or grandparents; or

(3) Foranemployee who is a victim of domestic violence, sexual assault, or stalking, the purposes
described in Labor Code section 230(c) and Labor Code Section 230.1(a) to:

(a) Obtain or attempt to obtain a temporary restraining order or other court assistance to help
ensure the health safety or welfare of the employee or their child; or

(b) Obtain medical attention or psychological counseling; services from a shelter, program or
crisis center; or participate in safety planning or other actions to increase safety.

(4) The employee's preparation for or attendance at the funeral of a member of the immediate
family. For the purpose of preparation for or attendance at a funeral, immediate family also
includes son-in-law, daughter-in-law, grandparent-in-law, and sibling-in-law.

14.3  Procedures for Requesting and Approving Sick Leave

When the requirement for sick leave is known to the employee in advance of their absence, the employee
shall request authorization for sick leave at such time, in the manner hereinafter specified. In all other
instances, the employee shall notify their supervisor as promptly as possible by telephone or other means.

The department head may require a physician’s statement from an employee who applies for sick leave.
The department head may make whatever investigation into the circumstances of an employee’s request
for sick leave that appears warranted before taking action on the request.

14.4  Accounting for Sick Leave
Sick leave may be used in increments of six (6) minutes.

14.5 Separation from and Reinstatement to County employment
Sick leave shall not be subject to cash out upon separation.
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An employee’s unused, accrued paid sick leave shall be reinstated at the time of re-hire so long as the
employee resumes County employment within one (1) year of their previous separation from County
employment.

An employee who is rehired within one (1) year of separation but did not work the requisite ninety (90)
days during their previous employment shall be required to work the remaining number of days needed
to meet the ninety (90) days of employment before using any reinstated accrued and unused paid sick
leave.

14.6  Catastrophic Leave

Extra help employees may be permitted to participate in the catastrophic leave program.

Section 15. Vacation
15.1 Vacation Allowance

;£ For every 2,080 hours worked, an extra help employee

will be granted twenty-four (24) hours of vacation.
15.2. Vacation Schedule

The time at which employees shall be granted vacation time off shall be at the discretion of the
appointing authority. Length of service and seniority of employees shall be given consideration in
scheduling vacations and in giving preference as to vacation time. Written requests for vacation shall
normally be approved or denied within one (1) calendar month of the appointing authority's receipt of
the request, absent special circumstances. Special circumstances may include, but are not limited to,
uncertainty regarding sufficient staffing coverage for the requested time off. In the event of special
circumstances, within one (1) calendar month of receipt of the written request, the appointing authority
shall notify the requesting employee that special circumstances exist.

15.3. Vacation Allowance for Separated Employees

When an employee is separated from County service, their remaining vacation allowance shall be added
to their final compensation.

15.4 Vacation Credit Upon Hire Into Regular Service

Extra-Help employees, excluding limited term employees, do not accrue vacation credits.
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If an extra-help employee is appointed to a regular position, such appointee shall receive credit for their
extra-help period of service in computing accumulated vacation (up to a maximum accrual of fifty-two
(52) bi-weekly pay periods) and sick leave, provided that no credit shall be given for service preceding any
period of more than twenty-eight (28) consecutive calendar days in which they were not in a pay status,
except where the absence from pay status was due to an approved leave of absence or a period during
which the extra-help employee would not normally be scheduled to work.

Section 16. Bereavement Leave

Non-seasonal, Extra-Help Employees who have worked who have worked for the County for at least thirty
(30) days are eligible for five days of unpaid bereavement leave upon the death of an employee’s parent
(step-parent and step-parent in law), spouse, domestic partner, child (including through miscarriage or

stillbirth), step-child, sibling, sibling-in-law, mother-in-law, father-in-law, grandparent, grandparent-in-
law or grandchild.

In the following circumstances, paid leave may be substituted for unpaid leave:

e For non-seasonal, Extra-Help Employees who have worked a minimum of two thousand eighty
(2,080) continuous hours of extra-help work with the County without a break in service, and
Limited Term Employees, the County will provide up to twenty-four (24) hours paid bereavement
leave upon the death of an employee’s parent (step-parent and step-parent in law), spouse,

domestic partner, child (including through miscarriage or stillbirth), step-child, sibling, sibling-in-
law, mother-in-law, father-in-law, grandparent, grandparent-in-law or grandchild.

e In addition, non-seasonal, Extra-Help Employees who have worked a minimum of two thousand
eighty (2,080) continuous hours of extra-help work with the County without a break in service,
and Limited Term Employees, may utilize up to an additional five (5) days from their accrued
leave banks.

The department may require that the employee, within 30 days of the first day of the leave, provide
documentation of the death of the family member consistent with the County Policy on bereavement
leave.

Bereavement leave does not need to be taken consecutively and must be completed within three (3)
months of the day of death of the family member.
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Section 17. Voluntary Leaves of Absence Without Pay

17.1 General

Extra-help employees shall not be entitled to leaves of absence without pay as a matter of right, but only
in accordance with the provisions of law and this Memorandum of Understanding. Unless otherwise
provided, the granting of a leave of absence without pay also grants to the extra-help employee the right
to return to a position in the same classification, or equivalent classification in the same department as
they held at the time the leave was granted. The granting of any leave of absence without pay shall be
based on the presumption that the extra-help employee intends to return to work upon the expiration of
the leave.

17.2  Total Period of Leave

No leave of absence without pay, or combination of leaves of absence without pay, shall exceed the
amount of time off allowed under the Family and Medical Leave Act (FMLA)/California Family Rights Act
(CFRA), the Pregnancy Disability Leave Law (PDLL), and all other applicable laws, and provided the extra-
help employee meets the eligibility criteria as set forth in these laws. Such leave will be granted if it is
sufficiently substantiated by a licensed healthcare professional’s statement.

17.3  Approval and Appeals

Initial action to approve or disapprove any leave of absence shall be by the extra-help employee’s
department head; however, leaves of absence of more than two (2) biweekly pay periods must also be
approved by the Director of Human Resources. Denial of requested leave in whole or in part at the
department head level may be appealed by the extra-help employee to the Director of Human Resources,
whose decision shall be final.

17.4  Salary Adjustments
Any authorized absence without pay shall not be included in determining salary adjustment rights, based
on the length of extra-help employment.

17.5 Absence Without Leave or Refusal of Leave or Failure to Return After Leave
Failure to report for duty after a leave of absence request has been disapproved, revoked, or canceled by
the appointing authority, or at the expiration of a leave, shall be considered an absence without leave.

Section 18. Review of Extra Help Assignments

18.1 Assignment Limits

Employment of Extra Help employees (excluding those in positions designated as “Relief,” as defined in
Exhibit C of this MOU, and “Limited Term”) in an extra help assignment is limited to a maximum of one
thousand forty (1,040) hours in a fiscal year, unless a request for an exemption is filed by the
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department and approved by the Department Head, County Human Resources Director and County
Executive. On a monthly basis, Human Resources will provide the Unions with a list of approved
exemptions. Exemptions are limited to the following circumstances: ongoing temporary absence of a
regular employee, ongoing short-term variation in workload, ongoing short-term special project or
assignment, ongoing formal pilot program, and temporary filling of a vacant position. Exemptions shall
be limited to one per person, up to 1,040 hours per fiscal year.

18.2 Review of Extra Help Positions

The first week in November each year, the Director of Human Resources, or their designee, shall meet
with ARSEME-and SEIU representatives to discuss the unions’ recommendations and justifications for
conversion of extra help hours to permanent positions.

Human Resources will communicate the Unions’ recommendations and accompanying justifications
directly to the operating departments. Nothing precludes the Unions from having a separate meeting
with the operating departments to discuss their recommendations. Operating departments will
incorporate such recommendations as they deem feasible in preparing their recommended budgets for
the fiscal year, within the context of budget constraints. The conversion of extra help hours to regular
positions will be made within the context of the available budget.

In addition to the above, the County will provide updates regarding extra help and limited term
positions at labor management budget meetings. In the event the County cancels a labor-management

budget meeting, the County will email the Union representatives with updated report(s).

Section 19. Health Insurance

19.1 General

In accordance with the Patient Protection and Affordable Care Act (ACA) of 2010, Extra Help employees
and their qualified dependents who meet the eligibility criteria outlined below may elect to enroll in the
Kaiser High Deductible Health Plan (HDHP) or the Kaiser HMO Plan. Extra Help Employees who elect to
enroll in the Kaiser HDHP will automatically be enrolled in a Health Savings Account (HSA) and receive a
biweekly Employer contribution of twenty-eight dollars and eighty-four cents (528.84) in their HSA (seven
hundred fifty dollars ($750) annual amount.
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19.2  Eligibility

19.2.1 Initial Enrollment
The County will determine ACA eligibility by virtue of the extra-help employees’ appointed FTE (Full-Time
Equivalent) upon hire or actual hours worked within a measurement period.

Category A (Appointed FTE)

Extra-help employees who work a Full Time Equivalent (FTE) of 0.75 or more (as defined by the Patient
Protection and Affordable Care Act (ACA) of 2010 will be offered coverage effective the first of the
following month after hire. Employees who remain in this Category will be included in the County’s
Standard Measurement Period (October of current year to October of next year) and will be part of the
annual open enrollment process.

|II

Extra-Help employees in classifications designated as “relief” and “seasonal” are not eligible for coverage

under this category.
Category B (Actual Hours Worked)

For the purposes of the Patient Protection and Affordable Care Act (ACA) of 2010 the following types of
employee classification will be will be placed in an initial measurement period (IMP) of twelve (12) months
from hire date to determine if actual hours worked during this time is an average of thirty (30) hours or
more per week:

e Part-time employee: the County reasonably expects employee to be employed on average less
than thirty (30) hours of service per week during the initial measurement period, based on all
facts and circumstances on employee’s start date.

e Seasonal employee: customary annual employment for the position is six (6) months or less, and
that period begins each calendar year in approximately the same part of the year.

e Variable hour employee: based on the facts and circumstances on your start date, the County
cannot determine whether the employee is reasonably expected to be employed on average of
at least thirty (30) hours of service per week during the initial measurement period because the
hours will be variable or otherwise uncertain.

Eligibility of extra-help employees in classifications designated as “relief” and “seasonal” will be
determined under this category.

Employees who qualify for the Kaiser HDHP or Kaiser HMO Plan under Category B will be offered coverage
at the end of their individual IMP. There is a thirty (30) day administrative period and coverage will start
the first of the following month after the administrative period. Coverage is effective for twelve (12)
months (Stability Period).
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Ongoing Eligibility

If individuals drop off payroll, they continue to pay the employee part of the premium. If employees fail
to pay the premium they will be terminated from coverage and offered COBRA. Health coverage will be
terminated for covered extra-help employees who:

(1) Terminate employment (benefits terminate at the end of the month of termination).
(2) Fail to pay their portion of cost

19.2.2 Cost Share

The County’s share of the premium will be equal to eighty-five percent (85%) of the cost for employee
only coverage. The Employee cost will be any remaining cost of the premium for the coverage tier
selected.

Effective January 1, 2020, Extra help employees who meet the eligibility criteria as described under
Category A or B may elect to enroll in the Kaiser HDHP or the Kaiser HMO plan for employee only coverage.
The County will pay eighty-five percent (85%) of the total premium for employee-only coverage for
employees enrolled in the Kaiser HDHP or the Kaiser HMO plan (employees pay 15% of the total premium).

Extra help employees (excluding limited term) who meet the eligibility criteria as described under
Category A or B may enroll dependents in the Kaiser HDHP or the Kaiser HMO plan for dependent
coverage. The County will contribute eighty-five percent (85%) of the total premium for employee-only
coverage and the employees will pay the difference.

19.3  Health Benefits for Limited Term Employees
Sections 19.1 and 19.2 do not apply to Limited Term employees. Health benefits for Extra Help Limited
Term Employees is covered in Section 30, Section 5(c).

19.4 Optional Basic Short Term Disability Insurance
Effective January 1, 2020, Extra help employees who are designated as 0.75 FTE or greater may elect to
purchase basic short-term disability insurance through the County at the employee’s cost.

19.5 Vision Care Discount Program

Effective the first full pay period following Board of Supervisors’ approval of a successor MOU in 2023,
the County will offer a vision care discount program for extra help employees and their eligible
dependents. The County will pay the entire premium for this coverage. Eligibility will be determined
once per month.
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19.6 Wellness Resources

Extra help employees may access all county wellness resources and programs such as trainings, exercise

and nutrition challenges and emotional well-being videos and events.

Section 20. Retirement Plan
20.1 The County shall continue to enroll eligible extra-help employees in the Part-Time, Seasonal,
Temporary Retirement Plan.

20.2  Each pay period, seven and one-half percent (7.5%), or that amount designated by law, shall be
deducted from each extra-help employee’s salary and deposited into their Part-Time, Seasonal,
Temporary Retirement Plan account in lieu of Social Security.

20.3  Contributions and investment returns, minus administrative expenses, shall be credited to each
extra-help employee’s Part-Time, Seasonal, Temporary Retirement Plan account based on their monthly
account activity.

20.4  Subject to applicable federal regulations, the County agrees to provide a deferred compensation
plan that allows employees (extra help employees and limited term employees) to defer compensation
on a pre-tax basis through payroll deduction. Effective January 1, 2016, each new employee will be
automatically enrolled in the County’s Deferred Compensation Program, at the rate of one percent (1%)
of their pre-tax wages, unless they choose to opt out or to voluntarily change deferrals to greater than or
less than the default one percent (>1%) as allowed in the plan or as allowed by law. The pre-tax deduction
will be invested in the target fund associated with the employee’s date of birth. All deferrals are fully
vested at the time of deferrals; there will be no waiting periods for vesting rights.

Section 21. Reconsideration Process for Separation due to Performance or Conduct Issues
Extra-Help Employees (including Limited Term Employees) are at-will employees, but have the right to the
Reconsideration Process described in this section. In the event it is determined that the services of an
extra-help, seasonal, periodic, or relief employee who has worked at least one thousand three hundred
eighty six (1,386) cumulative extra-help hours in a given classification for the County will no longer be
utilized due to concerns about their performance and/or conduct, written notice shall be provided to
them at least nine (9) calendar days prior to the effective date of separation. This written notice shall
include the reason for separation, and the right to union representation. Notice postmarked nine (9)
calendar days before the effective date of separation to the extra-help employee’s address of record shall
be sufficient notice.
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The extra-help/seasonal/periodic/relief employee may request reconsideration of such action by
submitting a written request including a statement of any facts to substantiate a reversal of the decision
to their Department Head or designee. Such request for reconsideration must be received by the
Department Head or designee prior to the date of separation. Should the decision of the Department
Head or designee sustain the proposed separation, the union may take the matter to mediation through
the Peninsula Conflict Resolution Center. Cost for the mediation will be shared equally among the union
and the department. The department representatives at the mediation will be the manager and next level
manager. The union’s representatives at the mediation are selected by the union. If the mediation does
not result in an amicable resolution of the termination, within fourteen (14) calendar days of the close of
the mediation, the extra-help/seasonal/periodic/relief employee may appeal the termination to the
Director of Human Resources, whose decision shall be final. In the event the reconsideration is not
completed prior to the effective date of the separation, the extra-help employee shall be released pending
completion of the reconsideration.

This section of the contract shall not apply to extra-help who are released due to any other reason,
including but not limited to, lack of work, or the ending of time-specific projects or defined seasonal
periods.

Section 22. Grievances

22.1 Definition

A grievance is any dispute which involves the interpretation or application of any provision of this
Memorandum of Understanding excluding, however, those provisions of this Memorandum of
Understanding which specifically provide that the decision of any County official shall be final, the
interpretation or application of those provisions not being subject to the grievance procedure.

22.2  Procedure
Grievances shall be processed in the following manner:

(1) Step 1. Department Head and/or the Designated Representative

Any extra-help employee who believes that they have a grievance may discuss their complaint with
such management official in the department in which they work as the department head may
designate. If the issue is not resolved within the department, or if the extra-help employee elects to
submit their grievance directly to the Union recognized as the representative of their classification,
the procedures hereinafter specified may be invoked, provided, however, that all complaints involving
or concerning the payment of compensation shall be in writing to the Director of Human Resources.

(2) Step 2. Director of Human Resources
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Any extra-help employee or any official of the Union may notify the Director of Human Resources
in writing that a grievance exists, stating the particulars of the grievance and, if possible, the
nature of the determination desired. Such notification must be filed (as determined by postmark)
within twenty-eight (28) calendar days from the date of the employee's knowledge of an alleged
grievance. The Director of Human Resources or their designated representative shall have twenty-
eight (28) calendar days in which to investigate the merits of the complaint, to meet with the
complainant and, if the complainant is not the Union, to meet also with the officials of the Union,
and to settle the grievance. The period of time to investigate and settle the grievance may be
extended by mutual agreement of the parties. No grievance may be processed under paragraph
(3) below which has not first been filed and investigated in accordance with this paragraph (2).

(3) Step 3. Adjustment Board and/or Mediation

If the parties are unable to reach a mutually satisfactory accord on any grievance which arises and
is presented during the term of this Memorandum of Understanding, the Union may advance the
grievance to an Adjustment Board by submitting a written request to the Director of Human
Resources within twenty-eight (28) calendar days from the date that the grievance is denied at
Step 2. The Adjustment Board shall be comprised of two (2) representatives designated by the
Union and two (2) representatives designated by the County. Either party may request that one
member of the Adjustment Board for the other party not be a County employee. Adjustment
boards shall be convened within twenty-eight (28) calendar days from the date such notification
is received. A majority decision of the Adjustment Board on all issues, including procedural issues,
is final and binding.

If a majority decision is not reached in the Adjustment Board, or, if the Adjustment Board is
waived, either party may request Mediation prior to requesting Arbitration by submitting a
written request to the Director of Human Resources within fourteen (14) calendar days from the
date of the Adjustment Board, or within twenty-eight (28) days from the date the grievance is
denied. Mediation will only be held by mutual consent of both parties. The Director of Human
Resources shall assign a Mediator.

If mediation does not result in a mutually satisfactory result, the Union may elect to advance the
grievance to Arbitration without convening an Adjustment Board by following the procedures
described in paragraph (4) below.

(4) Step 4. Arbitration

If an Adjustment Board is unable to arrive at a majority decision, the Union may advance the
grievance to arbitration by submitting a written request to the Director of Human Resources
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within twenty-eight (28) calendar days after receipt of the Adjustment Board decision. When
arbitration is invoked in a timely manner, an impartial arbitrator shall be designated by mutual
agreement between the Union and the Director of Human Resources. The arbitrator shall
determine the issue according to the laws and case law of the State of California. The fees and
expenses of the arbitrator and of the Court Reporter shall be shared equally by the Union and the
County. Each party, however, shall bear the costs of its own presentation, including preparation
and post-hearing briefs, if any.

22.3  Scope of Adjustment Board and Arbitration Decisions
(2) Decisions of Adjustment Boards and arbitrators on matters properly before them shall be
final and binding on the parties hereto, to the extent permitted by the Charter of the County.

(2) No Adjustment Board and no arbitrator shall entertain, hear, decide or make
recommendations on any dispute unless such dispute involves a position in a unit represented by
the Union which has been certified as the recognized employee organization for such unit and
unless such dispute falls within the definition of a grievance as set forth in subsection 22.1.

(3) Proposals to add to or change this Memorandum of Understanding or written agreements
or addenda supplementary hereto shall not be arbitrable and no proposal to modify, amend or
terminate this Memorandum of Understanding, nor any matter or subject arising out of or in
connection with such proposals, may be referred to arbitration under this Section. Neither any
Adjustment Board nor any arbitrator shall have the power to amend or modify this Memorandum
of Understanding or written agreements or addenda supplementary hereto or to establish any
new terms or conditions of employment.

22.4 Compensation Complaints (MOU Complaints Only)

All complaints involving or concerning the payment of compensation shall be initially filed in writing with
the Director of Human Resources. Only complaints which allege that extra-help employees are not being
compensated in accordance with the provisions of this Memorandum of Understanding shall be
considered as grievances. Any other matters of compensation are to be resolved in the meet and confer
process if not detailed in the Memorandum of Understanding which results from such meet and confer
process shall be deemed withdrawn until the meet and confer process is next opened for such discussion.
No adjustment shall be retroactive for more than sixty (60) calendar days from the date upon which the
complaint was filed.

No change in this Memorandum of Understanding or interpretations thereof (except interpretations
resulting from Adjustment Board or arbitration proceedings hereunder) will be recognized unless agreed
to by the County and the Union.
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22.6 County Charter and Civil Service Commission
(2) The provisions of this Section shall not abridge any rights to which an extra-help employee
may be entitled under the County Charter, nor shall it be administered in a manner which would
abrogate any power which, under the County Charter may be within the sole province and
discretion of the Civil Service Commission.

(2) All grievances of extra-help employees in representation units represented by the Union
shall be processed under this Section. If the County Charter requires that a differing option be
available to the extra-help employee, no action under paragraph (2) of subsection 22.2 above
shall be taken unless it is determined that the extra-help employee is not availing himself/herself
of such option.

(3) If any award by an Adjustment Board or arbitrator requires action by the Board of
Supervisors or the Civil Service Commission before it can be placed in effect, the County Manager
and the Director of Human Resources will recommend to the Board of Supervisors or the Civil
Service Commission, as appropriate, that it follow such award.
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Section 25. Training

Departments will, at their sole discretion, provide training opportunities to extra-help employees and pay
them at straight time for their attendance, unless monetary payment at a different rate is prescribed for
an employee covered by the Fair Labor Standards Act.
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Section 30. Limited Term Employees
(1) The County will designate a separate group of Extra Help employees in the AFSCMELSEIU Extra
Help bargaining unit, entitled Limited Term Employees, consisting solely of limited term

employees.

(2) The County will use Limited Term Employees only in the following circumstances, at the County’s
discretion, for assignments not to exceed three (3) years). (Note: the terms “temporary” and
“short term” below shall be defined as not to exceed three (3) years) for the purpose of Limited
Term Employees.)

(a) Temporary absence of incumbent (such absences include those resulting from Family Medical
Leave, pregnancy disability, or industrial injury);

(b) Short-term variations in workload, substantiated by a written summary of how the term
position will address such variations, and methods for evaluating the outcome(s);

(c) Short-term special projects or assignments, substantiated by a written summary of the project
or assignment, including start and end date and all related timelines, expected deliverable(s)
or outcome(s), and a method for evaluating outcomes;
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(d) Formal pilot programs, substantiated by a written summary of the pilot program, including
start and end date and all related timelines, expected deliverable(s) or outcome(s), and a
method for evaluating outcomes;

(e) Temporary staffing to backfill for a regular employee’s assignment to a special project or
working out of class;

(f) Temporary filling of vacant positions due to business reason (for example, backfilling for
coverage during recruitment, delay in filling a regular position due to ongoing reclassification
study, or risk of position elimination) substantiated by a written description of the delay or
risk and related timelines;

(g) Intermittent work, substantiated by a written description of what makes the work irregular,
along with a method for evaluating when the intermittent work will begin and end;

(h) Temporary staffing prior to implementation of organizational changes, substantiated by a
written summary of the expected outcomes;

(i) Temporary staffing prior to implementation of technological changes (e.g. computer
programmers), substantiated by a written summary of the expected outcomes; and

(j) Work that has been traditionally outsourced, substantiated by production of prior contracts,
upon request from the Union(s).

Use of limited term employees in circumstances other than those listed in this section (a-k) except
by mutual agreement, shall be subject to the grievance procedure.

(3) To the extent Limited Term Employees are hired to facilitate work on planned projects,
Departments are encouraged to, and the County may exercise its discretion to, assign such project
work to Regular Employees while the Limited Term Employees backfill Regular Employee job
duties.

(4) The parties agree that the following classifications are examples of appropriate usage of Limited
Term positions, subject to the criteria listed in number 2 (a-j) of this section:
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= Information Services Department/Controllers/HR: Workday (HRIS) Project —
Asst/Advisory/Systems/Senior Systems Engineers, Department System Analyst

(5) The following terms and conditions of employment will apply solely to Extra-Help Limited Term
employees:

(a) Positions will be a Limited term as defined by the County, not to exceed three (3) years. The
limited term is not a guarantee of employment for any specified period of time, but instead
sets a maximum period of employment in the position.

(b) Upon termination or release from employment prior to the end of the limited term
assignment, qualifying Limited Term Employees have the right to the Reconsideration Process
described in Section 21 of the MOU.

(c) Compensation will consist of the following:

i Hourly wage, at the same rate of pay as Regular Employees who are in the same
classification

ii. Paid Time Off - holiday, vacation and sick leave at the same rate as Regular Employees
with the same tenure

iii. Health Benefits - the same as Regular Employees
iv.  401(a) plan.

1. Employer contribution of two percent (2%) in the first year of term employment,
three percent (3%) in second year of term employment, and four percent (4%) in
the third year of term employment

2. Additional employer matching contribution based on the level of employee
contribution, up to an additional three percent (3%).
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3. Employer contributions fully vest at the end of the third year of employment. (One-
third (1/3) of the County’s entire contribution (automatic contribution and
matching contribution combined) will vest at the end of each year of service.)
Employer contributions that have not vested upon employee separation shall be
forfeited. Effective the first full pay period following the Board of Supervisors’
approval of a successor MOU in 2022/23, employer contributions will vest as
follows:

One-third (1/3) of the County’s entire contribution (automatic contribution and
matching contribution combined) will vest at the end of the first year of
consecutive, limited term employment;

An additional one-third (1/3) of the County’s entire contribution (automatic
contribution and matching contribution combined) will vest at the end of the
second year of consecutive, limited term employment;

An additional one-third (1/3) of the County’s entire contribution (automatic
contribution and matching contribution combined) (100% of the County’s entire
contribution) will vest after two and one-half (2.5) years of consecutive, limited
term employment.

(d) Limited Term employees will not be eligible for retiree health benefits or SAMCERA defined
benefit pension.

(6) On a monthly basis, the County shall provide the Unions with an electronic copy of a list of
approved requisitions for Limited Term positions, along with the circumstances supporting use of
a Limited Term position, and a list of any approved extensions, in accordance with subsection 2
of this Section 30 regarding Limited Term Employees.

(7) The parties shall meet on a semi-annual basis to discuss issues related to the Limited Term
Employee Program. Every other meeting will be concurrent with the annual meeting referenced
in Section 16 of this MOU.

(8) Active recruitment for a Limited Term position shall begin no later than six (6) months following
the original approval of the position, or following an incumbent’s vacancy of the term position. If
active recruitment does not begin in the aforementioned time limit, the County shall close the

position.
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Section 32. Performance Evaluation

Upon request from an Extra-Help employee, and the employee’s completion of at least one thousand
forty (1,040) cumulative extra-help hours of service within the same assignment, the County shall
provide a performance evaluation to the employee. This section shall not be subject to the grievance
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procedure in this MOU. This section shall not apply for departments participating in the County’s
Performance and Development Program.

Section 33. Pay for Work-Out-Of-Classification

Extra-help and limited term employees will have opportunity to apply for working-out-of-class
opportunities. When feasible, the County will offer work-out-of-class assignments to interested
permanent employees who meet the minimum qualifications of the position prior to offering such
assighments to extra-help employees. If offered, it is the employee’s responsibility to inform
management of their interest in work-out-of-class assignments. Departments will solicit interest in such
assignments via bulletin board posting, internal memo, and/or email within the department or division as
the department deems appropriate. The intent of this section is to provide additional career development
opportunities to extra-help and limited term County employees when such assignments do not cause
unreasonable disruptions to the work environment or work production.

When feasible, the County will offer to rotate interested employees in previously identified long-term
(more than twenty (20) days) work-out-of-class assignments, and the County will notify the Union when
this occurs. The intent of this section is to provide additional career development opportunities to
permanent County employees when such assignments do not cause unreasonable disruptions to work
environment or work production.

When an employee has been assigned in writing by the department head or designated representative to
perform the work of a permanent position having a different classification and being paid at a higher rate,
and if they have worked in such classification for five (5) consecutive workdays (or four (4) consecutive
workdays for employees on a four (4) day workweek, or where due to a County holiday, the workweek is
only four (4) days), they shall be entitled to payment for the higher classification, as prescribed for
promotions in subsection 5.6 of this MOU, retroactive to the first workday and continuing during the
period of temporary assignment, under the conditions specified below:

(1) The assignment is caused by the temporary or permanent absence of the incumbent, or the
assignment is caused by a special project or need,;

(2) The employee performs the duties regularly performed by the absent incumbent, or at the
classification level for the special assignment and these duties are clearly not included in the job
description of their regular classification;

(3) The temporary assignment to work-out-of-class which extends beyond twenty (20) working days
be approved by the Human Resources Director, a copy of the approval form to be given to the
employee; and
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(4) A copy of the department head's written approval must be submitted in advance to the Human
Resources Director. If the Director determines that they will not approve pay for work in the
higher class which exceeds twenty (20) workdays, the employee will be so notified and have the
opportunity to discuss this matter with the Director whose decision shall be final.

The County shall not schedule work-out-of-classification assignments in a manner so as to purposely avoid

paying work-out-of-class pay as described in this Section.

EXHIBIT B. SEIU - Extra-Help Unit

(1) Advance Payments for Extra-Help Auditor-Appraiser Travel. For out of town overnight
assignments for a period greater than one week, extra-help Auditor-Appraisers will be allowed up

to two thousand ($2,000.00) dollars as an advance on expenses.

(2) Operational/Management Audit Differential. Extra-help Senior Internal Auditors in the
Controller’s Office who are assigned to conduct operational/management audits shall receive a

ten percent (10%) differential for all hours worked in said assignment.

EXHIBIT C. Definitions
I. Extra-help

Usage:
e Temporary absence of a regular employee
e Short-term variation in workload
e Short-term special project/assignment/pilot program
e Temporary filling of a vacant position
Eligible Classifications:
Classifications represented by AESCME-and SEIU, other than seasonal/periodic and relief.

Compensation:
Hourly wage, at the same rate of pay as regular employees who are in the same classification

Health Benefits:
Eligible under the criteria listed in Section 19 Health Insurance

Hours Limitations:
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Cannot work more than 1,040 hours in a fiscal year, unless an exemption is filed by the

department and approved by the County Executive Officer and-Exemptions-shal-belimited-te
sropersorsentete 1040 hoves nar fiseal oo,

Il. Seasonal/Periodic

Usage:
Operational need for increased staffing is on a predictable seasonal or periodic basis

Eligible Classifications:
e Periodic — Election Technician

Compensation:
Hourly wage. Feral-butthe Park-Aideclassification,£The wage is at the same rate of pay as
regular employees who are in the same classification

Health Benefits:
Eligible under the criteria listed in Section 19, Health Insurance

Hours Limitations:
Cannot work more than 1,040 hours in a fiscal year, unless an exemption is filed by the department and
approved by the County Manager’s Office

ll. Relief

Usage:
Where there is an ongoing need, based on health/safety requirements in certain 24/7 County
operations, for an ongoing relief pool of skilled professionals who work on a per diem basis.

Eligible Classifications:
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e Patient Services Assistant I/l
+— Pharmaecist

Radi e Tecl st LA/

Raci ol C lor i/t

. . T ot /1A
o Shelter Care-Counselort/H

Compensation:
The hourly wage for relief classifications is 5% above the rate for regular employees in the same
classification.

Health Benefits:
Relief employees are not covered by Section 17, Hospitalization and Medical Care.

Hours Limitations:
Relief employees are not limited to working 1,040 hours per fiscal year.

IV. Limited Term
Usage:
Circumstances listed in Section 30 (Limited Term Employees) of this MOU.

Eligible Classifications:
Classifications represented by AFSEME-and SEIU.

Compensation:
Eligible for the same base rate of pay as regular employees in the same classification.

Eligible for holiday, vacation and sick leave at the same rate as regular employees with the same tenure.

Eligible for monetary payment or by compensatory time off for overtime based upon the applicable
Work Groups as regular employees.

Eligible for County contributions to a 401(a) plan in accordance with Section 30 (Limited Term
Employees) this MOU.

Health Benefits:
Eligible for health benefits and coverage as provided to regular employees in the same classification.

Hours Limitations:
As defined by the County, not to exceed three (3) years.
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EXHIBIT D
Anti-Bullying Policy

The County of San Mateo considers workplace bullying unacceptable and will not tolerate it under any
circumstances. Itis the policy of the County that all employees should be able to work in an environment
free of bullying.

It is the County’s expectation that all communication and interaction between County workers will, at all
times be professional, courteous and respectful.

Workplace bullying is behavior that harms, intimidates, offends, degrades or humiliates an employee,
possibly in front of other employees, clients or members of the public.

Examples of bullying include, but are not limited to;

Profane or disrespectful language

Hostile and rude behavior and speech directed at a co-worker

Derogatory remarks or comments about a co-worker’s appearance or job performance, angry outbursts
or yelling

Name calling
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Throwing anything at or toward a co-worker
Retaliation against any person who has reported disruptive behavior

Managers and supervisors must take reasonable measures to prevent workplace bullying, and to respond
promptly if it is identified to address and prevent future instances.

The County has processes and investigative procedures to deal with workplace bullying. Any reports of
workplace bullying will be treated seriously and investigated promptly, confidentially (within limits) and
impartially. All employees are encouraged to report workplace bullying. Retaliation against any employee
who is a target of bullying behavior, as well as any employee who makes complaints about or participated
in any investigation or administrative process related to a complaint of workplace bullying is prohibited.

Employees who feel they are being bullied should report any such activity to their supervisor immediately.
If the employee is not comfortable reporting the activity to their supervisor, or the supervisor is the
subject of the complaint, the employee should report the conduct to their manager.

If the issue is not resolved at this level, the employee may submit a written statement to the next level
manager or to the EEO or Employee Relations Divisions of Human Resources who will oversee an
investigation of the allegation. The written statement should include factual information of recent
event(s) including name of employee raising the complaint, dates, times, witnesses (if any) location and
the circumstances of the event. Human Resources may not be able to investigate allegations that are
more than twelve (12) months old, or those which do not contain the name(s) of the reporting party, or
sufficient specifics to be properly investigated. Human Resources may contact the reporting party for
additional information if necessary and will work with departments to investigate and resolve complaints.
Disciplinary action, up to and including dismissal from County service, may be taken against anyone who
bullies a co-worker or retaliates against an employee that has reported workplace bullying.

Exhibit D

Add October 22, 2019 letter from Rocio Kiryczun to John Tucker

For SEIU: For SMCO:

Date:11/8/2024 Date: 11/8/2024
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