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MEMORANDUM OF UNDERSTANDING 

The San Mateo County Probation and Detention Association and representatives of the County of 
San Mateo have met and conferred in good faith regarding wages, hours and other terms and conditions, 
have exchanged freely information, opinions, and proposals and have endeavored to reach agreement on 
all matters relating to the employment conditions and employer-employee relations of such employees. 
This Memorandum of Understanding is entered into pursuant to the Meyers-Milias-Brown Act 
(Government Code Sections 3500 et seq) and has been jointly prepared by the parties. This MOU shall 
be presented to the County Board of Supervisors and if appropriate to the Civil Service Commission as 
the joint reconunendations of the undersigned for salary and employee benefit adjustments for the 
period commencing May 22, 2016 Mav 20. 2019, and ending May 19. 2016 Mav 28.2022. 

Section 1. Recognition 
The San Mateo County Probation and Detention Association, hereinafter referred to as "PDA", 
is the recognized employee organization for the Probation and Detention Unit, cettified pursuant 
to Resolution No. 38586, adopted by the Board of Supervisors on May 16, 1978. 

Section 2. Association Securitv 
2.1 Payroll Deduction 

PDA may have members' dues deducted from their paychecks under the County Controller's 
procedures. Deductions shall be made only upon certification from the Union that an emplovee 
has authorized such deductionoA the emplo~·ee's signed authorizatioA on a form furnished by the 
Couat;· and shall continue until 1) the employee re,·okes the authorizatioA such certification ts 
revoked in writing, by the Union or 2) the employee transfers to unit aaother representated~ 
Ufli.t bv another employee organization or transfers to another unit that is unrepresented. 
Employees may also authorize dues deduction for the California Probation, Parole and 
Correctional Association, but deduction may not be authorized for any other organization. 

Not more than once per week (preferably bi-weekly on non-payroll Fridavs), the PDA will send 
a list of chane:es to its member listine: bv email to the Controller"s Office at 
payrollursmce:o".org with the following Certification statement: 

o •·t. NAME. TITLE. hereb¥ certify that PDA possesses and will maintain an 
authorization (for dues deductions and/or voluntarv political contribution deductions. as 
indicated) sie:ned by the individuals on this list from whose salarv or wages the 
deductions is to be made.'' 

Certified spreadsheets that arrive by the non-paydav Friday will be processed for the folJowing 
week's payroll. 

2.2 Forfeiture of Deduction 

If, after all other involuntary and insurance premium deductions are made many pay penod, the 
balance is not sufficient to pav the deduction of Council dues required by this Section. no such 
deduction shall be made for the current pay period. 

2 .~} Indemnification 
PDA shall indemnify, defend, and save the County harmless against any and all claims, 
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demands, suits, orders, or judgments, or other forms of liability that arise out of or by reason 
of this union security section, or action taken or not taken by the County under this Section. 
This includes, but is not limited to, the County's attorneys' fees and costs. 

2 .~ Maintenance of Membership 
Members who pay dues through paycheck deductions and aJI employees who become members 
and pay dues through such deductions shall continue to pay dues for the duration of this and 
each subsequent MOU. During the twenty-one (21) day pe1iod that is at least seventy (70) days 
prior but no more than ninety (90) days prior to the expiration of this and any subsequent MOU, 
members shall have the right to withdraw membership by discontinuing dues deduction. The 
employee shall communicate the withdrawal in 'Niiting to the Controller PDA by ce1tified mail. 
Employees subsequently employed in a position outside of the unit represented by PDA shall 
not be required. to continue dues deduction. 

PDA sl=taU hold the Count) and lls officers and emplo)ees, including but not limited to tl=te 
Contfeller, l=tarR'l:Jess fer following tHe ifl5tructions contained in dues deduction authorizations. 
Tl=te Collflt)" shall deli••er re .. ·oeatiofl5 of membership to PDA on a biweeld) basis aAd include 
••erification that receipt ·was by certified mail. The Controller sl=tall accept auili.orization fur dues 
deduction on a biweeld) ba5is. 

2.1 Agency £hop 
/\ . 

2.5 PDA agrees that it has a duty to provide fair and nondiscriminatory representation to all unit 
employees regardless of whether they are members of the Uruon. 
B. All employees employed in the PO:\ representation unit sl=tall as a condition of 

emplo)ment either: 

l. Become and remain a member ofPDA: or 

2. Pay an agency fee .,., hich does not eN:ceed an amount whi:ch may be Ia\\ fully collected 
Uflder applicable cofl5tirutional, statutory, and case Ia\', (e.g .. Hudson Y . Chicago 
Teachers Union; Local i'Io. l ). which shall be less than the monthly dues made dur.ng 
the duration of this MOU, it being Uflderstood that it shall be the sole responsibility of 
PDA to determine an agency fee \\ hieh meets the abo'+ e criteria; or 

3. Do boili. of the folio\\ mg: 

a. e·a~cute a written declaration that the emplo)·ee is a member of a hemtfok religion, 
bod)', or sect which has mstorically held a conscientious objection to jointng or 
financially supporting any public employee organization as a condition of employment; 
and 

b. Pay a swn equal to the agency shop fee to o:ee of the negotiated non religious, aon 
labor, charitable fimds that is exempt frorn ta,<ation under Section 50 I (c) (3) of the 
Internal Re••enue Code. 

C. As a condition of emplo)ment. all ne\', .,,orkers who are hired into a classtfieatton 
covered by this MOU. sl=t:al l at tHe time of hire execute an authorization for the payroll 
deduction of one of the options specified in Section B. l, 2, and 3 abo .. e. 
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D. Employees who elect membership shall cofltinue to pay dues for the duratioR of this and 
each subsequeRt MOU. DuriRg tke tweRty ORe (21) day period that is at least se' eRty 
(70) days prior but RO more than niRety (90) days prior to tke eKpiratioR of this aRd any 
suBsequeRt MOU, any empiO)'ee ·uho is a memBer shall ha' e the right to withdraw B)' 
discoRtiHui:ng dues deductioR aAd selectiRg ORe of the optiofl5 specified iA SectioR B 
abo,·e. Said \vithdrav•al shall be communicated by the employee dwiRg that period of 
time iH writiRg to the CoRlroller by certified mail and must be postmariEed withiR the 
PNeRE)' one (21) day period that is at least seveaty (70) days prior but ao more than 
ninety (90) days prior to the expiration of this and any suBSe€}ueat MOU. 

E. The Association shall provide the Couaty ,.,·ith a cop) of the Uaioa·s .. Hudsoa 
procedure"' for the determiaation aad protest of its ageRC) fees. PDA shall pro,'ide a 
copy of said "HudsoR Procedure" to e••ery fee payer covered by this MOU aruJ:ually, aad 
as a coadition to any change in the agency shop fee. Failure B)' an emplo)·ee to i:nYoke 
the Hudson Procedure within one month afier aoRtal aolice of the Hudsoa Procedure 
shall Be a wai,·er by the empiO)'ee of their right to coatest the arnoU:At of the ageAC)' shop 
.feeo 

f . lf, after all other i-twoiU:Atary and iRsurance premiUA1 deductioRs are made in any pay 
period, the Balance is Rot sufficient to pa)' the deductioA of dues, ageRC)' fee, OF CAaflE)' 
fee re€}l:lired B)' this Sectioa, no Sl:ICA dedl:lction shall be made for the cl:I1Teat pay period. 

G. The pro,·isions of Sections B and C shall not apply during periods that an employee is 
separated from the represeatatioA unit bl:lt shall be reinstated upoa the rerum of the 
employee to the represeatatioR l:lnit. The term separatioa i.Bcludes traasfer out of tke 
l:lnit, layoff, and leave ofaBsence of more than 30 days. 

H. A:nnl:lall)', PDA shall pro.,·ide Employee Relatiofl5 with copies of the fmaneial retJort 
whick PDA annually files with the California franchise Tax Board (CT 2) and theIR~ 
(Form 990). Such retJort shall be available to employees in the wtit. Fai:lure to ftle suck 
a report within si.xty days after the end of it-s tiscal year skall resl:llt in the termi:Ration of 
all agenC)' shop fee dedl:lctiofl5 without jeopard)' to any employee, uetil said report is 
~ 

I. Compliance 

I. PDA shall pro,ide all empiO)'ees hired ifHo a job class coYered by this MOU v;ith an 
"Employee Authorization for Payroll Deductioa" card. 

2. If the form authoriziRg pay-roll deduction is aot returned to the ConlFOIIer within 30 
calendar days after notice of tke ageAC)' fee pro\ision and PDA's "Hudsoa Procedure," 
and the dl:les, ageacy fee or charitable eoatributioa required U:Ader Section B.3 are ROt 
recei·.•ed and the employee has Rot timely i:nvoked the HudsoR Procedure, or if irwoked 
the employee's I ludson Pwcedu:re rights haYe beeR e>i:hausted. PDA may te writi:ng 
direct H1e Col:!Rty to withhold H1e agency fee from H1e employee's salary, in 'Nhic8 ease 
the employee's moRthly salary shaH be reduced by an amount equal to the ageecy fee 
and H1e CoURty shall pay PDl\ an eql:lal amount. 
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J. J:n the e•+eAt that employees iR a bargaining unit represeAted b)' PDA vote to rescind 
"AgeAC)' Shop." the proYisiofl5 of SeetioA 2.1 shall apply to d1:1es paying members of 
~ 

2.~ Communications with Employees 
The Probation Department shall allow PDA use of available bulletin board space fo r 
communications involving official organization business, such as times and places of 
meetings, provided such use does not interfere with department needs. PDA may distribute 
materials to unit employees through County mail distribution channels if approved by 
Employee RelatioAsthe Human Resources Director. If the Association violates the terms of 
this provision~ the County may take such action it deems appropriate, to the extent authorized 
by law. AA)' represeAtati'.-e of the UR-ioA PDA representatives shall g ive notice to the 
employees· department head or designee at least twentv-four (24) hours in advance of~ 
contacting departmental employees during an emplovee's the-duty period of employees, 
provided that solicitation for membership and other internal employee organization business 
shall be conducted only during the non-duty hours of all employees concerned. Pre­
arrangement for routine contact may be made by agreement between the Union and the 
department head and when made shall continue until revoked. 

2.16 Use of County Buildings 
County buildings and facilities may be made available for use by employees or PDA 
representatives in accordance with such administrative procedures as may be established by the 
County Manager or department head concerned. 

2.~+ Advance Notice 
Except in cases of emergency as provided below, PDA, if affected, shall be given reasonable 
advance written notice of any nev. or change to an existing ord inances, resolution, rule or 
regulation direcdy relating to matters within the scope of representation proposed to be adopted 
by the County and shall, upon request, be given the opportunity to meet with the appropriate 
management representatives p1ior to adoption. 

Any written notice of dismissal, suspension, reduction is step or demotion sent to an employee 
shall include a statement advising him/her of the right to be represented by the Association 
concerning the disciplinary action. The County agrees to remind and support the depa1trnent 
sending copies of final decision letter.·s in the disciplinary process to the Association, where the 
Association has represented the employee in the Skelly process. 

In cases of emergency when the foregoing procedure is not practical or in the best public 
interest, the County may adopt or put into practice immediately such measures as are required. 
At the earliest practicable date thereafter the PDA shall be provided with the notice described in 
the preceding paragraph and be given an oppmtunity to meet with the appropriate management 
representatives. 

2.9 New Employee Orientation 
The County and the Union shall continue to work on best practices to ensure labor access to 
new emplovees for the purpose of educating them on their representation opportunities. 
Toward that goaL the County shall administer an oppmtunitv for the PDA to meet with new 
employees as follows: 
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All new employees are encouraged to attend the fliSt new employee orientation following the 
commencement of their employment. New employee orientation is scheduled for every other 
Monday. and the PDA shall have up to thirty (30) minutes at the end of each new employee 
benefits orientation session to provide information regarding its organization to represented 
employees and members. One steward may be granted release time for this purpose. 

For employees who do not attend a new employee orientation within the ftrst month of their 
emplovment. the PDA may schedule. at the ne\\ emplovee·s supervisor's discretion. up to 
thirtY (30) minutes with each employee to meet directly with them to provide information. 
Release Time requested for this activity will be reviewed and approved by Director of 
Human Resources under normal Release Time processes. 

2.1 08 Employee Roster 
The Countv shall supply PDA. at no cost. a monthly electromc and sortable list report of the 
names and classifications of all employees represented by PDA. indicating whether PDA dues 
are being withheld from their pay checks as of the date the report was prepared. whether 
names were added to or deleted from the previous reports. and whether each such change in 
status was due to any type of leave of absence. termination or withdrawal from the PDA. 
Social Securitv numbers will be provided for PDA members onlY. 

2.119 The Countv shall notifv the PDA of emplovees who are on an unpaid leave of absence status 
in excess of twenty-eight (28) days. 

Section 3. No Discrimination 
There shall be no discrimination because of race, creed, color, national ongm, sex, sexual 
orientation, age, Legitimate union activities, or any protected class as set forth in Section 2 of the 
EEO policy or protected by law at the time of the grievance, against any worker or applicant for 
employment by the Union or by the County or by anyone employed by the County. To the 
extent prohibited by applicable state and federal law, there shall be no discrimination against 
any disabled person solely because of such disability unless that disability prevents the person 
from adequately performing the essential duties of the position. 

Section 4. PDA Representatives 
4. 1 Attendance at Meetings 

County employees who are official PDA representatives shall be given reasonable time off with 
pay. including reasonable travel time. to~ 

A. Formally meet and confer or consult with management representatives on matters within 
the scope of representation: 

B. To er-t:e-be present at hearings where matters within the scope of representation are 
being considered~ 

C. To testify or appear as the designated representative of the Association in settlement 
conferences. hearings. or other proceedings before the Public Employment Relations 
Board. in matters related to unfair practice charges: or 

D. To testifv or appear as the desiQJlated representative of the Association in matters before 
the Civil Service Conunission or grievance arbitration. 

The use of official time for tht~s~ purpose~ shall be reasonable and shall not interfere with the 
performance of County services as determined by the County. Such rR:epresentatives shall 
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submit written requests for excused absences to the Human Resources Director ~e Empleyee 
Relatiens at least two (2) working days prior to the scheduled meeting in advance whenever 
possible. Except by agreement with the Human Resources Director. effif3leyee Relatiens the 
number of employees excused for such purposes shaU not exceed three (3)four ( 4) individuals at 
any one time. If any employee's request is not approved, disapproval shall be subject to appeal 
to the County Manager whose decision shall be fmal. 

4.2 Handling of Grievances 
PDA shall designate a reasonable number of representatives to assist in resolving grievances 
depending on geographical locations, hours of employment, and departmental organizational 
structure, notifying the Human Resources DirectorEmf3leyee Rela~iens of the individuals desig­
nated. Alternates may be designated to perform such functions during the absence or 
unavailability of the designees. Representatives may be relieved fi:om work duties by their 
supervisors to investigate and process grievances initiated by other employees within the same 
'•'• erie area er representation unit. Release time requests shall not be denied unreasonably. 
Representatives shall promptly report to PDA any gri.evances which may arise and cannot be 
adjusted on the job. Supe1visory employees shall not represent non-supervisory employees in 
grievances. Neither a representative nor PDA shall order any changes, and no change shall be 
made except with the consent of the department head. 

Section 5. Salaries 
5.1 The salary ranges for all employees represented by PDA will be as set f01th in the Exhibits 

which are attached hereto and made a part hereof. The rates of pay set forth in the Exhibits 
represent the standard biweekly rate of pay for full-time employment, unless the schedule 
specifically indicates otherwise and represent the total compensation due employees, except 
for overtime compensation and other benefits specifically provided for by the Board of 
Supervisors or by this MOU. The rates of pay in the Exhibits do not include reimbursement 
for actual and necessary expenses for traveling, subsistence, and genera l expenses autl1orized 
and incurred incident to County employment. 

As reflected in the Exhibits, salaries shall be adjusted as follows. 

Effecti\e the first. full pav period following Board of Supervisors' approval of a successor 
MOU. there shall be a three percent (3%) cost of living adjustment, plus a one percent ( l %) 
equitv adjustment (for a total adjustment of four percent (4%)) for all represented 
classifications. 

Effective the last pav period that falls partially in Mav 2020. there shall be a three percent 
(3%) cost of li ving adjustment. plus a one percent {1 % ) equity adjustment (for a total 
adjustment of four percent ( 4%)) for all represented classifications. 

Effective the last pay period that falls partially in May 2021. there shall be a three percent 
(3% ) cost of living adjustment, plus a one percent ( l % ) equity adjustment (for a total 
adjustment of four percent ( 4%)) for all represented classifications. 

A. Cast efLivi:ng Adjustments 
Effecti't e the first full f38Y f3eried fellev. ing Asseciatien ratificatien ef a successer 
MOU. salaries shall be increased b)' a 4° o cast ef living adjustment. 

I ERtsM UP&DA03 Probation & Delention Assoc MOU ~~019~.doc 6 



E~cti'd~ tl:te second, 1~11 pa) period in Ma) 2017, salanes shall ae increased ay a 3°o 
cost of living adjustment. 

effecti" e tl:te second, full pay penod in Ma) 20 I 8, salaries si:lall ae increased by a 3~o 
cost of li., ing adjustment. 

B. Eguitv Adjustment 
Effecti., e tl:te first full pay period following Association ratification of a successor 
MOU, tfle salary schedule for Deputy Probation Officers shall be increased by tv.·o 
aRd seven tenths percent (2 . 7~o) . 

5.2 Except as herein otherwise provided, the entrance salary for employees entering County 
service sha ll be the minimum salary for the class to which appointed. When warranted, the 
Human Resources Director, with the department head's recommendation, may approve an 
entrance salary which is more than the minimum salary. The Director's decision shall be 
fmal. Such a salary may not be more than the maximum salary for the class to wh.ich the 
employee is appointed unless such salary is designated as a Y rate by the Board of 
Supervisors. 

5.3 Permanent and probationary employees in regular established positions shall be considered 
on their salary anniversary date for advancement to the next step in the salary schedule for 
their classes as follows. A step shall be defmed as 5.74% and all references to a "step" in this 
agreement are understood to equate to 5.74%. All increases shall be effective at the 
beginn.ing of the next full pay period. 

A. After completion of one thousand fortv ( l 040) regular hours satisfactory service in Step 
A of the salary schedule, and upon recommendation of the appointing authority, the 
employee shall be advanced to the next higher step in the salary schedule for the 
classification. If an 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. 

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

C. When recommended by the appointing authority and approved by the Human Resources 
Director, employees may receive special merit increases at intervals other than those 
specified in this section. The Director's decision shall be final. 

D. If an employee completes the one thousand forty ( l 040} or two thousand eighty {2080} 
hours in the middle of a pay period, the employee shall be eligible for an increase as 
follows: 

I . if the merit increase period is completed during the fust week of a pay period the 
increase will be made effective the start of the then current pay period. 

2. if the merit increase period is completed during the second week of a pay period 
the increase will be made effective the start of the next pay period. 
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5.4 Employees shall be considered for sa lary step increases based on their appointment date or 
revised salary anniversary date. If an employee begins service later than the first business 
day of a biweekly pay period, or has changes which would cause the salary anniversary date 
to be on other than the first business day of a biweekly pay period, the sa lary anniversary 
date shall be determined from the first day of the following biweekly pay period. 

Changes in an employee's salary because of promotion, upward reclassification, postponement 
of salary step increase, or special merit increase will set a new salary anniversary date as stated 
in the preceding paragraph. Employees rejected during the probationary period who revert to 
their f01mer class shall retw-n to the salary anniversary date held in the f01mer class unless 
otherwise determined by the Human Resources Director. Employees· salary anniversary dates 
shall not be affected by a transfer, downward reclassi fication or a demotion. 

A pennanent employee accepting provisional employment in a higher or different class in the 
Classified Service who reverts to the former class shall retain the salary anniversary date in the 
former class on the same basis as if there had been no such provisional appointment. Salary 
range adjustments for a class will not set a new salary anniversary date for employees serving in 
that class. 

When recommended by the appointing authority and approved by the Human Resources 
Director, provisional and temporary employees shall be advanced to the next higher step upon 
completion of the periods of service presc1ibed in this Section, provided their service has been 
satisfactory. When reconunended by the appointing auth01ity and approved by the Human 
Resources Director continuous service in a provisional, temporary, or extra help capacity shalJ 
be added to service in a regu lar established position to determine salary anniversary date, 
eligibility for sa lary increases, and vacation and sick leave accrual. Such service may not be 
added if it preceded a period of over 28 consecutive calendar days during which the employee 
was not in a pay status except when the absence was due to an approved leave of absence. 

5.5 Salary Step When Salary Range Is Revised 
When the salary range for a class is revised, incumbents in positions to which the revised 
schedule applies shall remain at the step in the previous range, unless otherwise specifically 
provided by the Board of Supervisors. 

5.6 Salary Step After Promotion or Demotion 
When an employee is promoted from a position in one class to a position in a higher class, and 
at the time of promotion is receiving a base salary equal to, or greater than the minimum base 
rate for the higher class, that employee shall be entitled to the next step in the salary schedule of 
the higher class which is at least one step above the rate fle..sflethev hasve been receiving except 
that the next step shall not exceed the maximum salary of the higher class. lf an employee is 
demoted. voluntarily or otheTWise, that employee's compensation sha ll be adjusted to the salary 
prescribed for the class to which demoted, and the specific rate of pay within the range shall be 
detennined by the Human Resources Director whose decision shall be final; provided, however, 
that the Board of Supervisors may provide for a rate of pay higher than the maximum step of the 
schedule for the classification and designate such rate of pay as a Y rate. 

5.7 Should the County determine that recruitment and retention of employees in the umt IS 

directly impacted by salary and benefit levels outlined in this MOU, the County may at its 
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sole discretion increase such salary and benefit levels after discussing such increases with 
PDA. 

5.8 Reclassification of Position 
An employee reclassified to a lower class shall have the right of either ( l ) transferring to a 
vacant position in ~eir present class in the same or another department, provided the 
head of the department into which the transfer is proposed agrees, or (2) continuing in the same 
position in the lower class at a "Y" rate of pay when the incumbent's pay is higher than the 
maximum step of the salary range for the lower class. 

5.9 "Y" Rate Process 
Employees reclassified downward shall continue in their present salary range, with cost of living 
adjustments, for two years, at which point their salary shall be frozen ("Y"-rated) until the salary 
assigned to the lower class equals or exceeds the "Y" rate. These "Y" rate provisions shall not 
apply to layoffs, demotions, or other personnel actions resu lting in an incumbent moving from 
one position to another. 

5. 10 Longevitv Pay 

Effecti\e the pav period followin!! the Board of Supervisors· appro\al of a successor MOU in 
2019. general and safety longevitv pav provided in Section 37 of the 2016-2019 MOU shall 
cease. 

Be!!innin!! the first full pa' period folio'' in!! Board of Supef\ isors· approval of a successor 
MOU in 2019. longevity pay shall be phased in over the tenn of this Agreement as described 
in this Section. 

Phased-in. incremental increases to longevity pav will be ttmed to coincide '' ith COLA 
increases. as follows: 

Years of Ser vice Pa \ Period Mav 2020 Mav 2021 
(Hours} Comuleted following BOS 

Approval 
Five years ( l 0,400 0.5% +0.5% for a total of 
hours) 1% 
Ten vears (20.800 1.5% + I 0o for a total of 
hours) 2.5% 
Twenty vears 2% +2% for a total of 
(41 ,600 hours) 4°/o 
Twenty-fi ve years 2% .J..2% for a total of + 2% for a total of 
(52.000 hours) 4°'0 6% 

Effecti ve the last pay period that falls partially in May 2021. longevity pay shall be paid as 
follows: 
A. One percent ( l % ) of base salary after the equivalent of five (5) years of full time County 

service ( l 0.400 hours). 
B. An additional one and one-half percent ( 1.5%) of base salarv (for a total of two and one 

half percent (2 .5%)) after the equivalent of ten (l 0) years of full time County service 
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(20.800 hours) 
C. An additional one and one-half percent ( 1.5°,o) of base salary (for a total of four percent 

(4%)) after the equivalent of twentv (20) vears of full time Countv senice (41.600 
hours) 

D. An additional two percent (2%) of base salarv (for a total of six percent (6°/oU after the 
equivalent oftwentv-five (25) vears of full time Countv service (52.000 hours) . 

Section 6. Days and Hours of Work 
The standard work week for employees occupying full-time positions consists of 40 hours 
unless otherwise specified by the Board of Supervisors. Except as provided below. the regular 
work-\veek shall consist of forty (40) hours \l.ithin a seven (7) dav workweek which begins 
Sunday morning at 12:00 a.m .. and ends Saturday night at 11 :59 p.m. 

For emplovees ~orkin!! a 9 80 work schedule (1.\ith a re!!Ular dav off even other ~eek). each 
emplovee·s desi!!nated work \veek shall be!!in exact!\ four(~) hours after the start of their eight 
(8) hour shift on the dar of the \\eek that corresponds to the emplo\ee·s alternating regular dav 
off. 

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. Employees occupying part-time positions shall 
work such hours and schedules as the Board and the appointing authority shall prescribe. 

Section 7. Overtime 
7. 1 Authorization 

All compensable overtime must be authorized by the appomtmg authority or ~eir 
representative in advance of being worked. If p1ior authorization is not feasible due to 
emergency conditions a confirming authorization must be made on the next regular working day 
fo llowing the day on which the overtime was worked. 

7.2 Definition 
Except as otherwise provided by Charter, any authorized time worked in excess of tbe .funy__(40} 
hour weekly work schedule shall be considered overtime compensable at the rate of one and 
one-half times the ove1tirne worked whether by monetary payment or compensatory time off. 
[n determining eligibility for overtime compensation any absence with pay shall be considered 
time worked. 

Effective January I , 2007, paid sick leave will not count as hours worked in determining 
overtime eligibility. 

7.3 Work Groups 
The Human Resources Director shall allocate all job classes to the following described work 
groups for purposes of determining categories of employees to be compensated by monetary 
payment or by compensatory time off. The decision of the Director sha ll be final ; provided, 
however, that prior to changing the work group of an existing class covered by this MOU the 
Director shall notify PDA of the contemplated change and if requested, discuss with PDA the 
reasons for the work group change. 

Work Group I : All employees covered by the Fair Labor Standards Act shall be allocated to 
Work Group I. Work Group I employees may be compensated for overtime worked either 
by monetary payment or by compensatory time off, at the option of the employee. 
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Work Group 5: Employees in Work Group 5 are exempted from the Fair Labor Standards Act 
and may be compensated for overtime worked either by monetary payment or by compensatory 
time off, at the option of the employee. Compensatory time off in excess of eighty (80) hours 
must be liquidated by monetary payment. 

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

Should tbe 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 Compensatory Time Off 
Utilization of comp time off shall be by mutual agreement between the employee and the 
department head. The smallest increment of compensatory time which may be taken off is six 
minutes. 

Compensatory time off which accrues in excess of eighty (80)ninetv-six (96) hours must be 
liquidated by monetary payment. All monetary payments for overtime must be paid no later 
than the next biweekly payroll following the pay period in which the overtime was worked . 

ElTective the first full pay perioel folloY•ing the Boarel of Supen isor·s aeloption of a successor 
MOU, Tthe maximum compensatory time off accrual shall be increaseel from the current 
amount of eighty (80) hoUTS to ninety-six (96) hours. This provision shall be in effect for six (6) 
month5. At the eeel of ilie si?( meetll perioel the Deflartmeat wi±l COffiflare overtim.e usage fer 
this flast six month flerioel \\ ith the same six month perioel in the prior year. The overtime usage 
to be comparee! will be on:l; that usee! to backfill for members who are absent from worle elue to 
the use of accrueel camp time off. If the comflarison sho·Ns a m:i:Rimum of 15° o increase in 
overtime usage for the specific reason noteel above. the comfl time accrual limit \'lill re·.ert to 
eighty (80) hoUFs. If the result is less than a 15qo increase. ninety six boUTS will become the new 
cap for CTO accrual. 

Section 8. Shift Differential 
8. L (I) Shift differential pay, for the purpose of this Section, is defined as pay at a rate which is 

one step above the employee's base pay in the salary range for b:isthertheir 
classification. Lf the base pay is at the top step, shift differential pay shall be computed 
at one step above such base pay. 

(2) Notwithstanding the paragraph (-l+-above, the monthly shift differential pay for full­
time employees shall be at least $35.00 above the employee's base pay, to be prorated 
for part-time employees. 

8.2 Effective as soon as possible but no later than within the first three pav periods following 
Board of Supervisors' adoption of a successor MOU in 2019. F_!Ull-time employees who are 
regularly assigned bv a supervisor to work a shift of eight (8) hours or more thatanel are 
working a shift \'• hich stat1s between 2:00p.m. L L :59 a.m. and 5:00 a.m.before 1:01 a.m. shall 
be paid at shift differential rates for all hours worked during such shift. To be eligible for 
shift differential, such shifts must be approved by the Department Head or designee. Time 
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worked on a flexible schedule requested by the employee and approved by the supervisor 
shall not be eligible for shift differential. 

8.3 F1:dl time employees assigned to and working a shift of eight hours or more which starts at or 
eefore 3:00 p.m. and includes at least five hours worl(ed after 2:00 p.m. shall ee paid saift 
differential rates for all hours so "'•Orked after 1 :00 p.m. 

8.4 Application of Differential 
Employees who have been regularly working a shift described in Section 8.2,+ or 8.2 above for 
thirtv (30} or more days immediately preceding a paid holiday, or the commencement of a 
vacation, or the commencement of a paid sick leave period, or compensatory time off, as the 
case may be, the applicable differential shall be included in such employee's holiday pay, 
vacation pay, paid sick leave or paid compensatory time. The vacation, sick leave, ho liday and 
compensatory time off pay of an employee on a rotating shift shall include the differential such 
employee would have received had he/she been working during such period. 

Section 9. On-Call Duty 
When warranted and in the interest of the County operation, the department head may assign 
employees to "on-call" status. EmpiO)'ees shall ee paid an how·ly rate of S3.95 for time in 
wruch tRey are required to ee in an OR call stafl:tS. Effective the pay period following the Board 
of Supervisors' adoption of a successor MOU in 2019, employees shall be paid an hourly rate of 
four dollars and t\venty cents (S4.20)five dollars and fortv cents ($5.40) for time in which they 
are required to be in an on-call status. EtTective tfie first pay period ofJanuar,· 2017, employees 
shall ee paid an hourly rate of four dollars and forty cents (S1 .10) fer time in which tHe)' are 
required to ee in an on call status. 

Emplovees required to respond to issues remotely \\hile .. on call .. shall be paid the applicable 
rate of pay, in accordance with this MOU, for all time spent responding remotely. and for 
corresponding record-keeping that is required bv a supervisor to be completed while ofT-

~ 
Employees required to physically report back to work during off-duty hours shall be 
compensated for a minimum of three (3) hours of overtime. An employee receiving call-back 
pay shall not be entitled to on-call pay simultaneously. 

Section 10. Lavoffand Re-Employment 
I 0.1 Notice of Layoff 

The deprutment head will give at least thirty (30) days advance written notice to employees to 
be laid off unless a shorter period of time is authorized by the Human Resources Director. 

I 0.2 Precedence by Employment Status 
No permanent employee shall be laid off while employees in an extra help, temporary, 
provisional, or probationary status are retained in the same class unless that employee has been 
offered the extra help, temporary, or provisional appointment. The order of layoff among 
employees not having permanent status shall be according to the following categories: 

A. Extra help or seasonal 
B. (2) Temporary 
C. (3) Provisional 
D. (4) Probationary 
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Senionty 

Layoffs shall be by job classification according to reverse order of seniority as determined by 
total continuous County civil se1vice, except as specified above. 

The following provisions shall apply in computing total continuous service: 

A. ( 1) The folio"" ing shall count as Countv sef\. ice. 
a l. Time spent on military leave, 
e2. lea,·es Leave to accept temporary employment of less than one ( l) vear outside 

the County government, and 
e3 . -lea¥e-Leave to accept a position in the unclassified service shall counl as County 

ser.tce. 

B. (2) Periods of time during which employees are required to be absent from their 
position due to an injury or disease for which they are entitled to and currently receiving 
Worker's Compensation benefits shall be included in length of service in determining 
that employee's seniority rights. 

~C.!.... __ t-:(3~)--Time worked in an extra help status shall not count as County service. 

D. (1) Time worked in permanent, probationary, provisional, or temporary status shall 
count as County service. Part-time status shall count at the rate of one ( l) year of 
continuous employment for each two thousand ei!!htv 2080 straight-time hours worked. 

If two (2) or more employees have the same seniority, the examination scores for the ir present 
classifications shall determine seniority. 

I 0.3 Procedures 
A. ( l) Employees laid off may take a voluntary demotion within the same department 

to a classification in which the employee had prior probationary or permanent status 
provided such a position is held by an employee with less senimity. 

B. (2) Displaced employees may request the Human Resources Director to place their 
name on the promotional eligible list or open eligible list for any classification for 
which, in the Director's opinion, the employee is qualified. The employee's name will be 
above the names of persons who have not been displaced. ranked in the order specified 
in subsection I 0.2. 

C. (3) Pursuant to the C ivil Service Rules as revised, an employee may, with the 
approval of the Human Resow-ces Director and the gaining department head, demote or 
transfer to a vacant position in the same department for which fte.:sflethey possesses the 
necessary skills and fitness. 

D. (~) At the sole discretion of the Human Resow·ces Director, an employee may be 
allowed to transfer and displace a less senior employee in a position in the same 
department in which fler:shethey had prior probationary or permanent status and which 
the Director determines is equivalent with respect to duties and responsibilities to the 
position the employee presently occupies. 
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E. (5) ln addition to all other options, employees in class at risk of being eliminated, as 
detennined by the affected department head, may also be placed on the reinstatement list. 

F. (6) A transfer is defmed as a change from one position to another in the same class, 
the salary range of which is not more than ten percent ( 1 0.0%} higher. 

G. (7) Part time employees shall not displace full -time employees, unless the part-time 
employee has held full-time status in the class. 

I 0.4 Names of Employees Laid Off to be Placed on Reemployment and General Eligible Lists 
The names of employees laid off shall be placed on reemployment eligible lists as hereinafter 
speci fied . Fonner employees appointed from a reemployment eligible list shall be restored all 
rights accrued prior to being laid off, such as sick leave, vacation credits, and credit for years of 
service. However, such reemployed employees shall not be eligible for benefits for which they 
received compensation at the time of or subsequent to the date they were laid off. 

The departmental reemployment eligible list for each class shall consist of the names of 
employees and former employees having probationary or permanent status who were laid off or 
whose positions were reallocated downward as a result of reclassification. The rank order on 
such lists shall be determined by relative seniori ty as specified in section I 0.2. Such lists shall 
take precedence over all other eligible lists in making certi fications to the department in which 
the employee worked. 

The general reemployment eligible list for each classification shall consist of the names of 
current employees and former employees having probationary or permanent status who wet·e 
laid off or whose positions were reclassitied allocat~d downward as a resuh of reclassificattoA. 
The rank order on such lists shall be determined by relative seniority. Such lists shall take 
precedence over aiJ other eligible lists, except departmental reemployment eligible lists, in 
making certifications on a County-wide basis. 

The provisions of this subsection 10.4 shall not apply to employees who have accepted 
severance pay upon tennination of employment. 

I 0.5 Abolition of Position 
The provisions of this Section l 0 shall apply when an occupied position is abolished resulting in 
a classified employee losing status in ~eir assigned classification in ffis.:.Rertheir assigned 
department. 

I I 0.6 Ln the event that an employee's position is aboli shed and he she tsthev are unable to displace 
another County employee as provided in this Section 10, such employee shall receive 
reimbursement of one week o f pay for each full year (2080 hours) of regular service to the 
County and fifty percent (50%) of the cash value of his herthe1r unused sick leave; provided 
that ~thev shall be e ligible for re imbursement only if fte:i.5flethev remains in the service 
of the County until his/het-their services are no longer required by the department head. The 
County shall make evety effort to secure comparab le employment for the displaced employee 
in other agencies, and if such employment is secured, the employee will not be entitled to the 
aforementioned reimbursement. 
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I 0.7 The County will pay the County prenlium for six (6) months of medical coverage only for 
employees who are laid off. This coverage is contingent on the following conditions; 
-hA,__ The employee has not refused a County job offer. 
~Ih._ The employee is unemployed. 
~£,____The employee continues to pay their share of the premium. 

Section L L. Holidays 
I I . I Regular full-time employees in established positions shall be entitled to take all authorized 

holidays at full pay not to exceed eight hours for any one LU_day, provided they are in a full 
pay status on both their regularly schedul ed workdays immediately preceding and following 
the holiday. Part-time employees shall be entitled to holiday pay in proportion to the average 
percentage of full-time hours worked in the two pay periods immediately before the pay 
period with the holiday. If two.....{l) or more holidays fall on succeeding or alternate pay 
periods, the average full-time hours worked in the two pay periods immediately preceding 
the first holiday shall be used to determine the holiday pay entitlement for the subsequent 
holiday. 

I I .2 The holidays in this County are: 

fl+--January l ....................................................... (New Years Day) 
~Third Monday in January ......... ..................... (Martin Luther King, Jr.'s Birthday) 
(3) February 12 * ................................................ (Lincoln's Birthday)* 
f41-Third Monday in February ............................ (Wasrungton's Buthday) 
~Last Monday in May .............. ................ ....... (Memorial Day) 
f61----Jul y 4 .... .... ... .. ... ................... ..... .... ...... ......... .. (Independence Day) 
f+1---First Monday in September. .......................... (Labor Day) 
f8+-Second Monday in October .......................... (Columbus Day) 
t9t-November !! ................................................. (Veterans Day) 

(I 0) Fourth Thursday in November.. .................... (Thanksgiving Day) 
( 11) Friday following Thanksgiving Day 
(I?) December 25 ........................ .. ...... .. ............... (Christmas) 

Floating Holidav (Accrued on Februarv 12th 
(13) 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. 

* EfTeethe FebruaF) I 2. 200 I. the Lineoln · s Birthda) hoi ida) shall be eliminated and 
replaeed \\ ith a floating holida) (& hot-us of holiday time) wh:ieh 'Hi::l:l aeerue on eaeh 
February 12. 

lfthe legislature or the Governor appomts a date different from the one shown above for the 
observance of one of these holidavs. then San Mateo County shall observe the holiday on the 
date appointed bv the Legislature or the Governor. 

Winter Recess Days 
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A. Effective in December 2019. December 2020. and December 202 L the County shall 
provide two (2) paid winter recess holidays (the equivalent of sixteen (16) hours for a 
full time emplovee) per year. 

B. For a two (2) dav period designated by the Countv between December 26th and 
December 31st of each year during the term of this 2018 MOU. the County agrees to 
hold a Winter Recess. During the Winter Recess. County departments and divisions 
emploving bargaining unit employees may move to minimum staffing levels and or 
close business. depending on the needs of the department and the public served. Which 
departments and divisions will close or go to minimum statTmg and which bargaining 
unit employees will be required to work is entirely within the discretion of the 
Appointing Authority or their designee. The determination for closure shall be made by 
the Department Head and subject to Countv Manager and Board of Supervisors' 
approval. 

C. During the Winter Recess, regular full-tlme employees in established positions shall be 
entitled to eight (8) hours of full pav for each dav of the two-dav Winter Recess. 
provided they are in a full pav status on both their regularly scheduled workdays 
immediately preceding and following the holiday. Part-time employees shall be entitled 
to holidav pav. not to exceed eight (8) hours for anv one (I) dav. in proportion to the 
average percentage of hours worked during the two (2) pay periods without holidays 
immediatelv preceding the pav period which includes the holidav. 

D. If either of the Winter Recess days falls on a day the emplovee is not regularly 
scheduled to work. or if an employee is required to work on a Winter Recess dav. the 
employee shall be entitled to equivalent straight time off with paY. "Winter Recess·· 
exchange days shall be scheduled in the same manner as vacation, unless the 
department's policv is to schedule vacation per a vacation sign up list. in vvhich case 
these days shall be scheduled in the same manner as a Floating Holiday This 
equivalent time off is limited to sixteen (16) hours, with anv time earned in excess of 
thirtv-two (32) hours forfeited. If an employee leaves Countv service with accrued 
Winter Recess hours. those hours will be cashed out with terminal pay. Employees 
working on a Winter Recess day shall be compensated in accordance with the 
provisions of this MOU. 

E. Winter Recess hours will not be included as hours worked for the purpose of calculating 
overtime. 

11.3 If one of the ho lidays listed above falls on 1L.Sunday and the employee is not reg1:1larly 
sehedttled to work that day, the emplo)'ee's flfst regttlarly seheduled ·.vorkday follovling .. the 
ho liday shall be eonsidered a holidaywill be observed Monday. 

11.4 If any of the ho lidays listed above fall s on a day other than Sunday and the employee is not 
regularly scheduled to work that day, or if an employee is required to work o n a ho liday, the 
employee shall be entitled to equ ivalent straight time off with pay. This equivalent straight 
time off earned is limited to one hundred twenty ( 1201 hours with any time earned in excess 
of one hundred twenty (1201 hours cashed out at the equiva lent straight time rate. If an 
employee leaves County service with accrued hours, those hours will be cashed out. 
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In County facilities where there is twenty four (24} hour per day coverage, employees working 
such coverage shall observe holidays on the actual date of the holiday. 

ll.5 Extra help employees are not entitled to holiday pay or to time off with pay in lieu of holiday 
pay. 

11 .6 Employees in Work Group I working on a holiday shall be compensated for time worked at 
the rate oftime and one-half the straight-time rate as provided in Section 7 (Overtime). 

11 .7 One Probation Officer assigned to Intake in Juvenile Probation and one Probation Officer 
assigned to the Community Release Program when working a holiday shall receive monetary 
compensation for such time worked at the rate of time and one-half the straight time rate. 

ll.8 Employees regularly scheduled to work a 9/80 or 4/10 schedule may use vacation, accrued 
holiday pay, or compensatory time off to account for the additional one Qlor two (2) how·s of 
their shift, or they can request to flex those hours within the same work week, with approval of 
their supervisor. 

Section 12. Election Days 
The County does not intend to prohibit employees from being absent from work on election 
days if employees can charge time off to the floating holiday, accumulated vacation, or 
compensatory time. Every effoxt will be made to grant their requests unless the absences would 
be likely to create serious problems in rendering proper services to the public. 

Section 13 . Vacations 
13 . l Vacation Allowance 

Employees, excluding extra help, or as herein othetwise provided, shall be entitled to vacation 
with pay in accordance with the following schedules. Accruals shall be prorated for any 
employees, except extra help who work less than full time during a pay period. 

Effective the first full pay period following Board approval of a successor MOU in 20 I 9. 
vacation accrual shall be as follows: 

A.fB During the first five (5) years of continuous service, vacation will be accrued at the rate 
of 4.0 hours per biweekly pay period worked. 

B.P--) After the completion of five (5) years of continuous service, vacation will be accrued at 
the rate of +.9_2 hours per biweekly pay period worked. 

C.{-31 After the completion of ten (I 0) years of continuous service, vacation will be accrued at 
the rate of ~.Q hours per biweekly pay period worked. 

D.f41 After the completion of fifteen (15) years of continuous service, vacation will be accrued 
at the rate of g1 hours per biweekly pay period worked. 

E.~ After the completion of twenty (20) years of continuous service, vacation will be 
accrued at the rate of e:-&~ hours per biweekly pay period worked. 

F.~ After the completion of twenty-five (25) years of continuous service, vacation will be 
accrued at the rate of +.4.2 bow-s per biweekly pay period worked. 
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G.(-+1 No employee will be allowed to carry an accumulation of more than fiftv-two (522 
biweekly pay periods' vacation accrual at any one time. However, employees may 
accrue unlimited vacation time in excess of the maximum allowance when such vacation 
accrues due to remaining in a pay status during periods of illness or injury which 
precluded liquidating vacation earned in excess of the maximum allowed. 

H.(-81 No vacation will be permitted prior to the completion of thirteen ( 13) full biweekly pay 
petiods of continuous service. 

lf91 Vacation may be used in increments of(six) 6 minutes. 

J.Jl·(}} Extra help do not accrue vacation credits, except that the service in an extra help 
capacity may be included with service in a regular established position in computing 
vacation allowance for purposes of this Section. Such serv ice in an extra help capacity 
may not be included if it preceded a period of over h\entv-ei!ilit (282 days during which 
the employee was not in a pay status. 

13.2 Vacation Schedule 
The time at which employees are granted vacation shaJI be at the discretion of the appointing 
authotity. Length of service and seniority of employees shall be given consideration in 
scheduling vacations and in giving preference as to vacation time. 

13 .3 Vacation Allowance for Separated Employees 
When an employee is separated from County service any remaining vacation allowance shall be 
added to the fmal compensation. 

13.4 Vacation Pay 
Payment for vacation shall be at the base pay of the employee plus applicable differential, if 
any, as provided in Section 32. 

Section 14. Sick Leave 
14.1 Accrual 

All employees, except extra help, shall accrue sick leave at the rate of 3.7 hours for each 
biweekly pay period of full-time work. Such accrual shall be prorated for any employees, 
except extra he lp, who work less than full time during a pay period. For the purpose of this 
Section absence in a pay status shall be considered work. 

14.2 Usage 
Sick leave is accrued paid leave from work that can be used for any of the following purposes: 
Employees are eAtitled to be paid for siek leave used. to a ma,irnum of the time aeerued, ooder 
Lhe following eondition:s: 

A.(-1-) Dtagnosis. care. or treaunent of Siek lea"'e may ee used for an employee's illness. 
injury. health condition, or exposure to contagious disease which incapacitates him/her 
from the performance of duties. This includes disabilities caused or contributed to by 
pregnancy, miscarriage, abortion, childbirth and recovery therefrom as determined by a 
licensed physician. or under the Kaiser plan. a licensed health care professional. Use of 
accrued sick leave may run concurrently with applicable statutory leaves, '"hich as 
Family Medical Leave. or an immediate farn:ily member. for pre,·enti\'e eare or 
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diagA:osis, ear~ er tr~atrn~nt ef an ~:>tisling k~altk condition, er fOr sp~cified purposes tf 
tHe employee is a \'ictim ef domestic "'ielence, sexual assault or staUciRg. 

B. (') i\R)' appre\·ed lea'e ef aasence pro\ ided fOr a)' an) applicaale local, slate or 
federal law iR which tfie law grants me eFRpleyee tHe right te use accrued sick leave. The 
emplovee's receipt of preventative care or required medical or dental care or 
consultation. 

C . The emplovee's attendance. for the ouroose of diagnosis. care. or treatment of an 
existing health condition of. or preventative care. or an immediate family member who 
is ill. For the purpose of this subsection of Section 14.2. " immediate famil\' member" 
means parent. spouse. domestic partner (defined as registered domestic partner under 
Calitomia Familv Code §297). son. daughter. sibling, stepchildren. mother-in-law, 
father-in-law. grandparents or grandchildren. 

D. (31) The employee's preparation for or attendance at the funeral of a member of fhei§ 
or her immediate family. For the pUI]JOSe of preparation for or attendance at a funeral, 
immediate family member Fer tfie purposes ef Hlis 8eetien immediate fam:il)' FReafl5 
parent, spouse, doFRestic partner. sen. daughter. sialing. step children. FRotfler in law. 
fatHer iR la•N, grandparents er grandckildr~n. Fer tfie purpose ef paragraph (3) abo' e 
ealy, immediate family also includes son-in-law, daughter-in-law, grandparents-in-law 
and siblings-in-law. Use of sick leave for this expanded definition is Limited to threefive 
ill days if travel is required. 

~L_ The employee's attendance to an adoptive child or to a child born to the employee or the 
employee· s spouse for up to six. ( 6} weeks immediately after the birth or arrival of the 
child in the home.c fer ilie unpaid portion of suck l~a' e er to suppleFRent partial .,., age 
replaceFReflt aeRefits 'NRCFe appltcaale. 

Sick leave used concurrently with CFRA leave for the purpose of bonding following the 
birth. adoption or foster care placement of a child of the employee must be concluded 
within one ( l) vear ofthe birth or placement of the child. However. an emplovee is 
entitled to leave for one of these purposes (e.g. bonding with a newborn) for less than 
two (2) weeks duration on anv two (2) occasions. 

F. An emplovee who is a \ ictim of domestic violence. sexual assault. or stalking mav use 
up to one half (I '2) of his or her annual sick leave allotment to: 

1. Obtain or attempt to obtain a temporary restraining order or other court 
assistance to help ensure the health. safety or welfare of the emplovee or his or 
her child: or 

2. 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. 
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14.3 Procedures for Requesting and Approving Sick Leave 
When the requirement for sick leave is known to the employee in advance of the 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 his hertheir supervisor as promptly as 
possible by telephone or other means. If an employee does not return to work prior to the 
preparation of the payroll, other arrangements may be made with the approval of the department 
head and the Controller. 

The department head may require a physician's statement from an employee who applies for 
sick leave, or make whatever investigation into the c ircumstances that appears warranted before 
taking action on the request. 

14.4 Accounting for Sick Leave 
Sick leave may be used in increments no smaller than six minutes. Payment for sick leave used 
shall be at the employee's base pay plus applicabl e di fferential, if any, as provided in Section 32. 

14.5 Credits 
When an employee who has been working as extra help is appointed to a permanent position 
such appointee may receive credi t fo r such extra help period of service in computing 
accumulated sick leave, provided that no credit shall be given for service preceding any period 
of more than twentv-ei{!bt (28) consecuti ve calendar days in which an employee was not in a 
pay status. 

If an employee who has unused sick leave acclUed is laid off and subsequently re-employed in a 
permanent position, such sick leave credits shall be restored upon reemployment. The 
employee shall not have any portion of sick leave credits restored for which fle:.shethev received 
compensation at the time of or subsequent to the day of layoff 

14.6 Incapacity to Perform Duties 
If the appo inting authority has been informed through a doctor's report of a medical examination 
that an employee is not capable of properly performing hHrherthetr duties, fle..-shethey may 
require the employee to absent himselti'herself from work until the incapacity is remedied. 
Dwing such absence the employee may util ize any accumulated sick leave, vacation, holiday 
and compensatory time. 

14.7 Use of Sick Leave While o n Vacation 
An employee who is injured or who becomes ill while on vacation may be paid for s ick leave in 
lieu of vacation provided that the employee: 

A.fB was hospitalized during the period for which sick leave is claimed, or, 

B.P-1 received medical treatment or diagnosis and presents a statement indicating illness or 
disability s igned by a physic ian covering the period for which sick leave is claimed, or, 

C.~ was preparing for or anending the funeral of a member of the immediate family. 

To have sick leave considered in lieu of vacation the request and substantiation must be 
provided within ten { I 0) days of the employees' return to work. 

14.8 Sick Leave During Holidays 
Paid holidays shall not be considered as part of any period of sick leave, unless the employee is 
scheduled to work on that holiday. 
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14.9 Catastrophic Leave Program 

A.(-&} Pwpose 
The Catastrophic Leave Policy is designed to assist employees who have exhausted paid 
time credits due to serious or catastrophic illness, injury or condition of the employee or 
~eir family. This policy allows other employees to make voluntary grants of 
time to that employee so that 5A\e-thev can remain in a paid status for a longer period of 
time, thus pattially ameliorating the financial impact of the illness, injury or condition. 

B.(lH Program Eugibilitv 
Leave credits may voluntarily be transfened from one or more donating employees to 
another receiving employee under the following conditions: 

1. The receiving employee is a permanent full or part-time employee whose 
participation has been approved by ~eir department head; 

2. The receiving employee, and/or the employee's family member, has sustained a 
life threatening or debilitating illness, injury or condition. (The department head 
may require that the condition be confirmed by a doctor's report); 

3. The receiving employee has exhausted all paid time off; 

4. The receiving employee must be prevented from retwning to work for at least 
!hi..!::!y_(30} days and must have appued for a medical leave of absence. 

C.{:ei Transfening Time 

1. Vacation and holiday time may be transfetTed by employees in all work groups. 
Comp time may be transferred by employees in work groups l , 4, and 5. 

2. Sick leave may be transfened at the rate of I hour of sick leave for every four ( 4} 
hours of other time (holiday, vacation, MOT or comp time). 

3. Donated time wiU be converted from the type of leave given to sick leave and 
credited to the receiving employee's sick leave balance on an hour-for-hour basis 
and shall be paid at the rate of pay of the receiving employee. 

4. Donations must be a minimum of eight (8} hours and, thereafter, in whole hour 
increments. 

5. The total leave credits received by the employee shall normally not exceed three 
{3} months; however, if approved by the depattment head, the total leave credits 
received may be up to a maximwn of six {6} months. 

6. Donations approved shall be made on a Catastrophic Leave Time Grant form 
signed by the donating employee and approved by the receiving employee's 
depa1tment head. Once posted, these donations are in-evocable except as 
described in paragraph #7 below. 

7. In the event of the untimely death of a Catastrophic Leave recipient, any excess 
leave will be returned to the donating employees on a last inlfust out basis 
(excess leave would be returned to the last employee(s) who donated). 

D.(&) Appeal Rights 
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Employees denied participation in the program by the department head may appeal the 
decision to the Human Resources Director and the County Manager whose decision 
shall be final. 

The County shall address changes to the Catastrophic Lea\e policv through a Countv-wide 
process. The County will prepare a modified policy and present it to all labor organizations for 
comments at the Benefits Committee in 2019 

Section 15. Leaves of Absence 
15. L General 

A. Employees shall not be entitled to leaves of absence as a matter of 1ight, but only in 
accordance with the provisions of law and this code. Unless otherwise provided, the 
granting of a leave of absence also grants to the employee the right to return to a position 
in the same class, or equivalent class in the same department, as held at the time the 
leave was granted. The granting of any leave of absence shall be based on the 
presumption that the employee intends to return to work upon the expiration of the 
leave. However, if a disability retirement application has been filed with the County 
Board of Retirement a leave may be granted pending a decision by that Board. Nothing 
in this Section 15 shall abridge an employee's rights under the Family and Medical 
Leave Act. 

B. Total Period of Leave: Except for Disability Leaves as provided above and in 
Section 15.4 (2) (c) below, no leave of absence or combination of leaves of absence 
when taken consecutively, shall exceed a total period of twenty-six (26) biweekly pay 
periods. 

C. Aooroval and Aooeals: Initial action to approve or disapprove any leave of absence 
shall be by the employee's department head; however, leaves of absence of more than 
two (2) biweekly pay periods must also be approved by the Human Resources Director. 
Denial of requested leave in whole or in pru1 at the department head level may be 
appealed by the employee to the Human Resources Director, whose decision shall be 
final. 

15.2 Benefit Entitlement 
To the extent consistent with applicable local, state and federal laws, employees on leaves of 
absence without pay in excess of two (for more thaR 2) biweekly pay periods shall not be 
entitled to payment of the County's portion of the premiums for their health, dental, life, or long 
term salary continuation insurance, except as provided hereinafter or in accordance with legal 
requirements. The entitlement to payment of the County's portion of the premiums shall end on 
the last day of two (2) full biweekly pay periods in which the employees was absent. An 
employee who is granted a leave of absence without pay for reasons of the employee's illness or 
accident shall be entitled to have two (2} biweekly pay periods of the County's portion of the 
insurance premiums for each year of County service, or major fraction thereof, up to a 
maximum of twenty-six (26) biweekly pay periods. 

Where applicable. pa\ment ofthe Count} ·s portion ofthe insurance premiums described in this 
Section 15.2 shall count toward fulfillment of statutory requirements for payment of the 
Countv's contributions tO\vard health insurance under the Family Medical Leave Act (FMLA), 
California Family Rights Act (CFRA) and California Pregnancy Disabilitv Leave (POL). 
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15.3 Seniority Rights and Salary Adjustments 
Authorized absence without pay which exceeds twenty-eight (281 consecutive calendar days, for 
eithef: (I) a leave of absence for personal reasons; (2) a leave of absence on account of illness 
or injwy not compensated through Worker's Compensation benefits; or (3) a leave of absence to 
fill an unexpired term in an elective office shall not be included in determining salary 
adjustment rights, or any seniority rights based on length of employment. 

15.4 Job Incurred Disability Leave 

A.fB Job Incurred Disability Leave With Pay 

.L~ Definition: Disability leave with pay is an employee's absence from duty with 
pay because of disability caused by illness or injwy arising out of and in the 
course of employment which has been declared to be compensable under the 
Workers' Compensation Law. Only petmanent or probationary employees 
occupying permanent positions are eligible for disability leave with pay. 

2.(B1 Payment: Payment of disability leave shall be at the base pay of the employee 
and shall be reduced by the amount of temporary disability indemnity received 
pursuant to Workers' Compensation Law. 

3.~ Application for and Approval of Job Incurred Disability Leave With Pav: In 
order to receive pay for disability leave an employee must submit a request on 
the presctibed form to the appointing authority describing the illness or accident 
and all information required for the department head to evaluate the request. 
The employee must attach to the request a statement from a physician certifying 
to the nature, extent, and probable period of illness or disability. 

No job incurred disability leave with pay may be granted until after the State 
Compensation Insurance Fund or County's Workers' Compensation Adjustor has 
declared the illness or injwy to be compensable under Worker's Compensation 
Law and has accepted liability on behalf of the County, or the Workers' 
Compensation Appeals Board has ordered benefits to be paid. 

4.fl)) Length of Job Incurred Disability Leave With Pay: Except for Safety members 
of the Retirement System, eligible employees shall be entitled to disability leave 
for the period of incapacity as detetmined by a physician, but not to exceed a 
maximum of ninetv (901 calendar days for any one illness or inquiry. Members 
of this unit who elect safety retirement and thereby become safety members, as 
defmed in the Govemment Code and in detetminations made by the San Mateo 
County Board of Retirement, may be found eligible for disability leave up to a 
maximum of twentv-six (26) biweekly pay periods. Holidays falling within the 
period of disability shall extend the maximum days allowed by the number of 
such holidays. 

B.(-21 Job Incurred Disabili ty Leave Without Pay 
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l.W Detinition: Disability leave without pay is an employee's absence from duty 
without County pay because of clisability caused by illness or injury arising o ut 
of and in the course of employment which has been declared to be compensable 
under Workers' Compensation Law. Only permanent or probationary employees 
occupying petmanent positions are eligible for clisability leave without pay. 
Such leave is taken after the disabled employee has used up allowable disability 
leave with pay, as well as accrued credits for sick leave. At the employee's 
option, vacation and compensatory time off accruals may a lso be used. 

2.fB-} Application for and Approval of Job Incurred Disability Leave Without Pay: ln 
order to receive disability leave without pay an eligible employee must submit a 
request on the prescribed form to the appointing authority describing the illness 
or accident and all information required for the appointing authority to evaluate 
the request. The employee must attach a physician's statement certifying to the 
nature, extent, and probable period of illness or disability . 

.JjG) Length and Amount of Job Incurred Disability Leave Without Pay: Job incurred 
disability leave without pay may not exceed twenty-six {261 biweekly pay 
periods for any one injury. The combined total of disability leave w ith pay and 
disability leave without pay for one accident or illness may not exceed thirty-two 
i 32} biweekly pay periods. However, Safety members of the Retirement System 
may be allowed a maximum of fiftv-m o (521 biweekly pay periods for any one 
il.Linjury total disability leave. In the event an employee is disabled and is 
receiving WorkerJs Compensation benefits this leave may be extended as long as 
such clisability continues. 

15.5 Leave of Absence Without Pay 

A.f-l-1 Granting of Leaves of Absence Without Pay: An appointing authority may grant leaves 
of absence without pay for personal reasons up to a maximum of two (2} biweekly pay 
periods. 

B.P-) Leaves of Absence Without Pay for Non-Job Incurred illness or Iniurv: Leaves of 
absence on account of illness or injury which are not job incurred may be granted for a 
maximum of twentv-six (261 full biweekly pay periods encompassing use of accrued 
paid leave and approved unpaid leave once accrued leave is exhausted, except as 
required by law. This inc ludes disabilities caused or contributed to by pregnancy, 
miscarriage, abortion, childbirth, and recovery therefrom. All accrued sick leave credits 
must be used before going into an unpaid leave status. Such leaves must be substantiated 
by a phys ician· s statement. 

C.(-31 Leaves o f Absence Without Pay for Personal Reasons: Leaves of absence on account of 
personal reasons may be granted for a maximum period of thirteen ( 13} full biweekly 
pay periods encompassing use of accrued paid leave and approved unpaid leave once 
accrued leave is exhausted . Such leaves shall only be granted after all accrued vacation 
and holiday credits have been used; however, a worker may request in case ofpersonal 
emergency, including an emergency relating to the non-disability portion of maternity 
leave, that one week's vacation be retained. The decision of the Human Resources 
Director shall be fmal. 
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0 .(41 Parental Leave: Employees/parents of either sex may be granted a leave of absence 
without pay for the purpose of fulfilling parenting responsibilities during the period of 
one year following the child's birth, or one year following the filing of application for 
adoption and actual arrival of child in the home. Such leave shall be for maximum 
petiod of thirteen biweekly pay periods. Use of accrued vacation, sick, comp time or 
holiday credits shall not be a pre-condition for the granting of such parental leave. 

15.6 Military Leaves of Absence 
The provisions of state and federal law shall govem military leave of County employees. 

15.7 Absence Due to Required Attendance in Court 
V\ ith the department head· s approval. a An employee shall be permitted authorized absence from 
duty for appearance in Court because of jury service, in obedience to subpoena related to the 
emploYee' s San Mateo Count\ employment. or as dtrected by direction ofthe proper authority, 
in accordance with the fo llowing provisions: 

+.&__Absence from duty will be with full pay to a maximum of eight (8) hours for each day 
the employee serves on the jury or testifies as a witness in a criminal case, other than as 
a defendant, including necessary travel time. As a condition of receiving such full pay, 
the employee must, within fifteen ( 15} days of receipt, remit to the County Treasurer 
through the department head all fees received except those specifically allowed for 
mileage and expenses. 

B. Attendance in Court in connection with an employee's usual official duties or in 
connection with a case in which the County of San Mateo is a party, together with travel 
time necessarily involved, shall not be considered absence from duty within the meaning 
of this Section. 

C. (3) Absence from duty will be without pay when the employee appears in private 
litigation to which the County of San Mateo is not a pruty. 

•!L__Any fees allowed, except for reimbursement of expenses incurred, shall be remitted to 
the County Treasurer through the employee's deprutment head. 

•_E_. _ An employee required to appear in court in a matter unrelated to his or her County job 
duties or because of c ivil or administrative proceedings that he or she initiated does not 
receive compensation for time spent related to those proceedings. An employee may 
request to receive time off using vacation, compensatory, holiday or voluntary time off 
if accrued balances are available, or will be in an unpaid status, for time spent related to 
those proceedings. The time spent in these proceedings is not considered work time. 
This provision does not apply to grievance proceedings pursuant to this MOU, San 
Mateo County Civil Service Conunission proceedings, EAP or Peninsula Conflict 
Resolution Center (PCRC) mediation proceedings, or administrative proceedings related 
to the Meyers Milias Brown Act or the MOU between the parties. 

F. Prompt notification to one ·s supervisor is required within one business day of receipt of 
a subpoena or summons to appear. 

15.8 Absence Without Leave 
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A.{-+1 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. 

B.P-} Absence Without Leave: Absence from duty without leave for any length of rime 
without an explanation satisfactory to the appointing authority is cause for dismissal. 
Absence without leave for four (4) or more consecuti ve days without an explanation 
satisfactory to the appointing authority shall be deemed a tender of resignation. lf within 
!h!!:!y_i30J days after the frrst day of absence without leave a person who has been absent 
makes an explanation satisfactory to the Board of Supervisors, the Board may reinstate 
such person. 

15.9 Educational Leave of Absence With Pay 
Educational leave of absence with pay may be granted to employees under the conditions 
specified in this Section. In order to be granted educational leave of absence with pay an 
employee must submit on the prescribed form a request to the appointing authority containing 
all information required to evaluate the request. 

The County may, after approval of an employee's application, grant leave of absence with pay 
for a maximum of sixtv-five (65} working days during any fiftv-two (52} biweekly pay periods 
for the purpose of attending a f01mal training or educational course of study. Elig ibility for such 
leaves will be limited to employees with at least thirteen (1 3} biweekly pay periods of 
continuous service and who are not extra help, or temporary. Such leaves will be granted only 
in cases where there is a reasonable expectation that the employee's work performance or value 
to the County wi ll be enhanced as a result of the course of study. Courses taken as pru1 of a 
program of study for a college undergraduate or graduate degree will be evaluated individually 
for job-relatedness under the above-described criteria. 

The employee must agree in writing to continue working for the County for at least the 
following minimum periods of time after expiration of the leave of absence: 

Length of Leave of Absence 
44 to 65 workdays 
22 to 43 workdays 
6 to 21 workdays 

15.10 Bereavement Leave 

Period of Obligated Employment 
52 biweekly pay periods 
26 biweekly pay periods 
13 biweekly pay periods 

The County wi ll provide up to twentv-four (24) hours two days paid bereavement leave upon 
the death of an employee's parent. spouse, domestic partner. chi ld (including through 
miscarriage or stillbirth). er-step-child, sibling, sibling-in-law. mother-in-Ia\\. father-in-law, 
grandparent. grandparent-in-law or grandchild. 

[n addition, employees may utilize accrued sick leave pursuant to Section 14.2. subsection 
(4). 

Section 16. Hospital ization and Medical Care 
16. 1 Medical Insurance: 

Regular Employees Assigned to Work Eighty (80) Hours Per Pay Period: 
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The County pays eighty-five percent (85%) of the total premium for Kaiser HMO, Blue Shield 
HMO or Kaiser High Deductible Health plans (employees pay fifteen percent {15%) of the total 
premium). 

The County pays seventy-five (75%) of the total premium for Blue Shield PPO plan (employees 
pay twenty-five percent (25%) of the total premium. 

16.2 Regular Employees Assigned to Work Less Than Eighty (80) Hours Per Pay Period: 
For County employees occupying pe1manent part-time positions, who work a minimum of 
forty...HQ}, but less than sixty L§Ql_hours in a biweekly pay period, the County will pay 
one-half U1l_of the County contribution to hospital and medical care premiums described 
above. Employees will pay the remainder of the total premium. 

For County employees occupying permanent part-time positions who work a minimum of sixty 
(60), but less than eighty iliQLhours in a biweekly pay period, or qualify for health benefits 
under the Affordable Care Act (ACA), the County will pay eighty-five percent (85%) of the 
Kaiser High Deductible Health Plan (HDHP) or three-fowths .(]cl)_of the Countv contribution 
to the hospital and medical care contnbutions premiums described above. Employees will pay 
the remaining 15% or 25%, as applicable, of the total premium. 

16.3 Cadillae Tax Reopener: 

After July 1, 2019. the County rnay reopen with the i\ssociation to meet and confer regarding 

pa~men£ of .. tl:!e Cadillac Ta~, .. as deserieed in the Affordaele Care /\et. 

16.4} General ACA Healthcare Le!!islation Reopener: 

Upon request from the County, the parties will reopen this Section 16 (and any other Section 
in this MOU relating to health insurance) dw·ing the term of the agreement if necessary to 
address changes required under the ACA or other healthcare legislation. Upon the Countv or 
PDA 's request. the Count\ and PDA shall reopen the issue of pavment of anv taxation 
assessed against emplovers in association with employer health insurance contributions (e.g., 
the excise tax referred to as .. the Cadillac Tax·· under the ACA). or other taxation resulting 
from future healthcare legislation. 

I 16.5 Sick Leave Converted to Medical msurance Premiums at Retirement: 
Workers whose employment with the County is severed by reason of retirement during the 
term of this MOU shall be reimbursed by the County for the unused accrued sick leave at 
time of retirement on the following basis: 

A.(-li Employees Hired Prior to May 1, 2011 : 
For employees hired prior to May l , 2011 who retire with less than fifteen ( 15) years 
of service with the County of San Mateo, the conversion rate for each eight (8) hours 
of sick leave will be four hundred forty dollars ($440.00). 
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For employees hired prior to May 1, 2011 who retire with at least fifteen ( 15) but less 
than twenty (20) years of service with the County of San Mateo, the conversion rate 
for each eight (8) hours of sick leave will be four hundred ninety two dollars and nine 
cents ($492.09) in 2016. This amount will be increased annually on January I st by 
two percent (2%). Such contribution shall not exceed ninety percent (90%) of the 
Kaiser Employee-Only premium non-Medicare rate. 

For employees hired prior to May I, 20 II who retire with twenty (20) or more years 
of service with the County of San Mateo, the conversion rate for each six (6) hours of 
sick leave will be five hundred seventy four dollars and eighty cents ($574.80) in 
2016. This amount shall be increased annually on January l 5

t by four percent (4%). 
Such contribution shall not exceed ninety percent (90%) of the Kaiser Employee-only 
premium non-Medicare rate. 

Workers may increase the number of hours per month to be converted up to a 
maximum of fourteen ( 14} how·s of sick leave per month. Such conversion may be in 
one full hour increments above a minimum of eight hours. The number of hours to be 
converted shall be set upon retirement and can be changed annually during open 
enrollment, or upon a change in family status that impacts the number of covered 
individuals (e.g., death of spouse, marriage and addition of spouse). 

B.P-1 Emplovees hired on or after May 1, 20 II : 
For employees hired on or after May I , 20 II who retire from service with the County 
of San Mateo, the conversion rate for each eight (8) hours of accrued unused sick 
leave will be four hundred do!Jars ($400). No inflation factor and no conversion at a 
lower number of hours based on years of service. 

16.6 Should a retired worker die while receiving benefits under this section, the worker's spouse 
and eligible dependents shall continue to receive coverage to the limits provided above. 

16.7 The County will provide up to a maximum of 288.6 hours of sick leave (three (3} years of 
retiree health coverage) to workers who receive a disability retirement. For example, if a 
worker who receives a disability retirement has one hundred ( I 00} hours of sick leave at the 
time of retirement, the County will add another 188.6 hours of sick Leave to hislhertheir 
balance. 

16.8 The surviving spouse of an active worker who dies may, if fle.:5hethev elects a reti rement 
allowance, convett the worker's accrued sick leave to the above specified limits, providing 
that the worker was age fifty-fi ve (55} or over with at least t\ventv (20) years of continuous 
servtce. 

16.9 Employees who retire after March 31 , 2008 will, upon exhaustion of accrued sick leave, be 
credited with additional hours of sick leave as follows: 

• With at least ten (10} bur less than fi fteen (15} years of service with the County of 
San Mateo - ninetv-six (96} hours 

• With at least fifteen (1 5} but less than t\\enty (20} years of ervice with the County of 
San Mateo- one hundred ninetv two ( 192) hours 

• With t\\enty (20) or more years of service with the County of San Mateo - two 
hundred eightv-eight (288} hours 
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16.10 Out of Area 
Retirees who live in areas where neither Kaiser nor Blue Shield coverage is available, and 
who are eligible for conversion of sick leave credits to a County contribution toward health 
plan premiums, may receive such contribution in cash while continuously enrolled in an 
alternate health plan in the area of residence. It is understood that such enrollment shall be 
the sole responsibility of the retiree. This option must be selected either: 
A.B At the time of retirement. or 
B.~ During the annual open enrollment period for the County's health plans, provided the 

retiree has been continuously enrolled in one of the County's health plans at the time 
of the switch to this option. 

Payment to the retiree will require the submission to the County of proof of continuous 
enrollment in the alternate health plan, which proof shall also entitle the retiree to retain the 
right to change back to any County-offered health plan during a subsequent open enrollment 
period. 

Out-of-area retirees who have no available sick leave credits for conversion to County 
payment of health premiums may also select the option of enrollment in an alternate hea lth 
plan in the area of residence provided that no cash payment will be made to the retiree in this 
instance. Should such retiree elect this option during an open enrollment period rather than 
at the time of retirement s/he must have had continuous enrollment in a County-offered 
health plan up to the time of this election. Continuous enrollment in the altemate plan will 
enti tle the retiree to re-enroll in a County-offered health plan during a subsequent open 
enrollment period. 

It is understood that the County is actively seeking coverage for out-of-area retirees under a 
nationwide HMO or other health insurance plan and that, should such coverage become 
available during the term of this MOU, the County will meet with the Union regarding 
substitution of this plan for the atTangement described in this subsection 22.5. Upon 
agreement by both the County and employee organizations such new plan will replace the 
cash option. 

16.11 Retiree Health Coverage Committee 

Within the first six (6) months of this MOU and contmgent upon the agreement of the 
majoritv of the major County labor groups to participate the Countv and Council shall form a 
Retiree Health Coverage Committee to review Sections 16.5-16.10 of the MOU related to 
sick leave conversion upon retirement for health coverage/contributions to premiums and 
identify alternative or supplemental retiree medical options. including potential variations on 
the current program. Within thirty (30) calendar davs of the formation of the Retiree Health 
Coverage Committee. the parties shall schedule committee meetings. The panies agree to 
review the current terms of the MOU and develop alternatives for consideration. Alternatives 
identified should include information (as applicable) on potential outside vendors. a timeline 
for implementation. identified opportunities and challenges with the alternative. and the 
funding methodologv. 

A Retirement Health Saving Program (RHSP) will be evaluated for its fea::.ibi1itv as one of 
the alternatives for the committee to review. RHSP programs that permit both employer and 
employee contributions along with options for leave conversions will be requested and 
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reviewed by the committee. Should an alternati'. e allov. for the replacement of the existmg 
sick leave com ersion process and elimination of the additional sick leave credit in Section 
18.6. those options will be evaluated for inclusion in an alternative contemplated bv the 
committee. 

To the extent that an e\aluation on the impact to the Count\ 's OPEB liabil it'v can be 
identified for any alternatives identified. the committee will prov ide this information or 
identify a proposal fo r obtaining this data. 

In addition to the alternati'.es identified. if necessary, the committee should suggest a 
transition process for acti ve employees (at the time a transition is made) from the cunent sick 
leave conversion program. to be reviewed in conjunction with anv alternative identified by 
the committee. 

Upon the Count\· s appro\ al of a replacement and or supplemental benefit for the PDA 
bargaining unit, the Additional Sick Lea\ e benetit described in Section 16.9 ofthi s MOU 
'"' ill be eliminated. unless otherwise mutual I v agreed bv the parties. 

Althou!!h the Countv 's goal is to create consistent benefits across all labor groups. we 
recognize that not all labor groups \\ill agree on one resolution. 

The Retiree Health Coverage Committee will consist of up to two (2) representatives from 
AFSCME. up to two (2) representatives from SEIU and one (I) representative from every 
other uniot1J association in the Countv. The Countv mav designate representatives to serve on 
the committee at its discretion. 

Section 17. Dental Care and Vision Care 
The County shall contribute an amount necessary to pro\·ide the current Yision care benefits plan 
for the mdi·ridual employee and eligible dependents including adult dependents aAd domestic 
partners and lhe children and young adull dependents of domestic par.ners. The County 'Nill 
pay the entire premium for lhis co\erage. 

Section I 8. Dental Care 
1]8. 1 The County shall continue to pro'.ide dental insurance and contribute a sum equal to 90% of 

the premium for the County Plan aAd the Delta Dental PMI PlaA~ _for employees and eligible 
dependents, including young adu lt dependents and domestic partners. All employees must 
participate in dental insurance. one of these plans. 

1] 8 .2 The Countv shall contribute an amount necessarv to provide the current vision care benefits plan 
for the individual employee and eligible dependents including adult dependents and domestic 
partners and the children and young adult dependents of domestic partners. The Countv will 
pay the entire premium for this coverage. 

Dunng an emplo)·ee's first year of emplo)'fftent '•'• ith the Count), there shall be a cap on County 
Dental Plan eo\erage consisting of$100 00 deductible and 60~·o U.C.R. 

I 8.3 Tl:tere is an aA:Aual $2500.00 per person maxtmurn benefit in tl:te County Dental Plan. 

Section 18. Optional Additional Benefits 
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Optional additional benefits may be available during open enrollment at an additional cost to the 
employee. 

Section 19. Change in Employee Benefit Plans 
19.1 Benefits Committee 

___ During the term of this MOU, the County and .p.f)A-Unions shall comene the Benefits 
Committee for the fo llowing purposes: 

A. To continue o ngomg discussions regarding cost structures as part o f an overall 
strategy to maintain balanced enrollment in Countv plans. 

B. To investigate the feasibility offering additional med1cal and or dental coverage &f 
revising medical plan(s) CO\'erage and/or plan(s) and strategies to integrate wellness 
program participation into benefit~ insurance cost structure~ 

C. To address legislative changes to health insurance legislatio n. including but not limited 
to the Affordable Care Act. 

, including fSA debit cafds. The Benefi!:S Committee ""ill be composed of Count} and labor 
representati••es, not to exceed two (2) representati\es from each participating labor 
organization and four (1 ) Count) representati,es. 

Siel< Leave C r edi t: 
EtTecti·, e July l , 2017, the Count)' ancl Association .,., ill reopen Section 16.9 regardiAg the 
elimination of the Additional Sick Lea .. ·e Credit howe·•er; meetings pursuant to the 
reopener shall not e1tceed three (3) except by mutual agreement, and changes to Section 
16.9 of the MOU shall not be made e'(cept by ffiUll:!ad agreement. 

·~Agreements reached as patt of the Benefits Committee may be implemented outside 
of negotiations if employee organizations representing a majority of employees agree, 
providing, however, all employee organizations are given an opportunity to meet and 
confer regarding such agreements. 

The Benefits Committee will be composed o f Countv and labor representatives. not to exceed 
two (2) representatives from each participating labor organization and four (4) County 
representatives. 

19.2 Agreements reached as part of the Benefits Committee may be implemented outside of 
negotiations if employee organizations representing a majority of employees agree, 
providing, however, all employee organiza tions are given an opportunity to meet and confer 
regarding such agreements. 

19.3 Agreements reached with the American federation of State, Coun~ aad Municipal 
Employees (AfSCME) or Ser•iee Employees [nternational Union (SEru) on Health Plan 
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design changes ·.viii be ap13lied to the PDA bargatntng unit. Thts does not a13f3ly to changes in 
13remium eosl sharing between the County and employees. The intent of this language is to 
establish a .. FAe too .. agreeFAent regarding Health Plan design changes. 

Section 20. Life lnsurance 
20.1 Employees shall be covered by life insurance and accidental death insurance as follows: 

A The County shall provide $50,000 of life insurance for each employee, $2,000 of Life 
insurance for the employee's spouse and up to a maximum of $2,000 of life insurance 
for each of the employee's children, depending on ages in accordance with the plan 
document. 

B. The County shall provide an additional $ Ll 0,000 of Life insurance payable to the 
employee's beneficiary if the employee's death results from an accident either on or off 
the job. 

20.2 An employee, depending on pre-qualification, may purchase. at the employee's expense. 
additional term life insurance to a maximum of $500,000 for employee, $250,000 for spouse, 
and $ 10,000 for dependents. 

Section 2 1. Income Protection Insurance 
The County shall continue to provide its present long-term income protection plan for 
permanent employees at no cost to employees who have been employed by the County for three 
or more years. The maximum monthly salary cap is t\>v o thousand foUl hundred dollars ($2400). 
Benefits for psychiatric disabilities that result from stress, depression or other Life events is 
restricted to two_(f_} years. However, a disability resulting from certain chronic psychotic 
disorders or a disorder with demonstrable organic brain deficits can qualify for benefits payable 
up to the age ofsixty-fivel.Qi}. 

Effective with disabilities commencing on or after January I, 1988, the one hundred twentv 
1120) day disability period required to qualify for long tenn income protection shall no longer 
require continuous disability but shall be cumulative for any single medically verified illness or 
injury within a period of six.JQ) full months from the date of the disability's onset. The onset 
date shall be defined as the first workday the employee was unable to work. 

Section 22. Probationary Period 
22.1 Probationary employees shall undergo a probationary period of one thousand fortv ( l 040) 

regular hours, unless a longer period, no t to exceed two thousand eightv (2080) regular hours 
is prescribed by the Civil Service Commission for their classifications. Individual 
probationary periods may be extended with good cause upon request of the department head 
and concurrence of the Human Resources Director; however, no probationary period shall 
exceed two thousand eight (2080) regular hours. lf an employee is incapacitated due to 
medical conditions and is reassigned to work that is not part of the employee's normal duties 
the probation period for the primary j ob wi ll be extended for the duration of the 
reassigrun ent. The employee shal l be notified in writing of the probationary extension at the 
time of the reassignment. 

Time worked by an employee in a temporary, extra help, or provisional status shall not count 
towards completion of the probationary period. The probationary period shall start from the 
date of probationary appointment. 
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22.2 An employee who is not rejected prior to the completion of the prescribed probationary 
period shall acquire permanent status automatically. Former permanent employees appointed 
from a reemployment e ligible list shall be given permanent appointments when re-employed. 

Permanent employees who are demoted to lower classifications shall be given permanent 
appointments in the lower classifications. 

22.3 An employee who is laid off and subsequently appointed as a result of certification from a 
general employment eligible list to a position in a different classification than that from 
which laid off shall undergo the probationary period prescribed for the class to which 
appointed. Former probationary employees whose names were placed on a reemployment 
eligible list before they achieved permanent status shall start a new probationary period when 
appointed from a reemployment e ligible list. 

22.4 The appointing authority may terminate a probationary employee at any time during the 
probationary period without right of appeal in any manner and without recourse to the 
procedures provided in Section 30 (Grievance Procedure), except when the employee alleges 
that the termination was due to discrimination prohibited by county, state, or federa l statutes 
or regulations. If discrimination is a lleged, the appeal or grievance shall be decided solely on 
the basis of whether or not the termination was due to discrimination; and unless it is 
determined that there was discrimination, the person or persons hearing the appeal or 
grievance shall not substitute their judgment for that of the appointing authority. In case of 
rejections during probationary periods, employees shall be g iven written notice, with reasons 
therefore, at once. 

The Human Resources Du·ector may, upon request by an employee rejected during the 
probationary period, restore that employee's name to the eligible list for that classification. 
However, the employee's name shall not be certified to the department from which rejected 
without approval of the department head. 

22.5 Permanent employees who transfer to another position in the same classification sha ll not be 
required to undergo a new probationary period in the position into which transferred. 
Employees who transfer to a class in another series or in another department may be required 
by the department head to start a new probationary period. At the discretion of the Human 
Resources Director, examinations to demonstrate qualifications may be required before 
transfers between separate classes can occur. 

If a new probationary period is in force, the employee shall have a window period of 
twenty-eight aiD_ days from the date of trans fer to elect to return to J:H.sLRertheir former position. 
Should an employee be rejected at a point beyond the window period, fte.!sflethey shall have the 
right to return to their former department if a vacancy in their former classification exists. lf no 
vacancy exists, such employees shall be placed in the longest standing vacancy, as determined 
by the requisition form date, County-wide. If no vacancy exists, such employees shall displace 
the least senior employee as detetmined by Rule XVL If no less senior position ex ists, then the 
employee shall be removed from County service. 

Section 23. Promotion 
23 .1 Examinations 

I ERtsMUP&DA03 Probation & Detention Assoc MOU ~20 l ll~.doc 33 



A.(-+1 Open Exams: Any person meeting the minimum qualifications for the job class may 
compete. 

B.P--) General Promotional Exams: Permanent and probationary employees who have served 
at least six {.Ql_months in such status prior to the date of the exam are eligible to 
compete. Persons who have been laid off and whose names are on a reemployment list 
are also eligible provided they had served at least six.J.§_) months prior to layoff. 

C.(.J1 Departmental Promotional Exams: Permanent and probationary employees of the 
department in which a promotional opportunity exists who have served at least six .@ 
months in such status prior to the date of the exam are eligible to compete. Persons who 
have been laid off and whose names appear on the appropriate departmental 
reemployment eligible list are also eligible provided they had served at least six months 
prior to layoff. 

0 .(4-} Open and Promotional Exams: Any person meeting the minimum qualifications for the 
job class may compete. Ln addition, any person competing in this type of an exam who 
meets the critelia described in (~~) above, shall have five (5) points added to the final 
passmg score. 

E.W Qualifying Exams: Qualifying exams may be given to probationary and permanent 
employees for specifically designed position reclassifications, transfers, demotions, and 
alternately staffed classifications. 

The name of an employee who has successfull y passed a qualifying exam shall be 
placed on the eligible list for the class for which examined. The Director may place the 
employee on such eligible list with or without an exam score. If an exam score is 
assigned, such employee's rank on that eligible list shall be based on the exam score, as 
determined by the Director. Such exams shall not require the publication of an 
examination notice. 

F.W Veterans preference shall not apply to promotional exams. 

23.2 Promotional Eligible Lists 

A.f-+1 General Promotional Eligible Lists: The names of applicants successful in general 
promotional exams shall be placed on general promotional eligible lists for the classes 
examined. 

B.P--) Departmental Promotional Eligible Lists: The names of applicants successful in 
departmental promotional exams shall be placed on departmental promotional eligible 
lists for the classes examined. 

C.~ These lists shall take precedence over General Eligible Lists. 

0 .{41 If, at the time of termination, an employee's name appears on a promotional e ligible ljst 
~heir name shall be removed from the promotional list and placed on the open 
competitive eligible list for that classification in accordance with ffi51hertheir fmal score. 

23.3 Probationary Period 
Pe1manent employees who are promoted to a higher class shall undergo the probationary peliod 
prescribed for the higher class, but shall have the right to demote to their former class in their 
former department if rejected dwing their probationary pe1iod if a vacancy in their former class 
erists, except that trainees who are promoted to joumey level classes shall not have the light to 
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revert to their former trainee class if rejected during the probationary period. lf no vacancy 
exists, such employees shall be placed in the longest standing vacancy, as determined by the 
requisition form date, County-wide. If no vacancy exists, such employees shall displace the 
least senior employee as determined by Rule XVI. rf no less senior position exists, then the 
employee shall be removed from County service. 

Section 24. Scheduled Workday 
Unit employees will not have a scheduled workday reduced in whole or in part to compensate 
for time which they are ordered to work in excess of another regularly scheduled workday. 

Section 25. Geographical Displacement 
When organizational changes result in geographical displacement of an employee, the 
department head shall establish crite1ia for the selection of employees to be relocated based on 
his-hettheir determination of the needs of the depat1ment. The department head shall consider 
such job-related factors as fte-sfiethev deems appropriate including, but not limited to, 
experience in the particular work, length o f service in the classification, and special skills 
possessed by employees. 

Section 26. Dismissal. Suspension. or Demotion for Cause 
The appointing authority may dismiss, suspend or demote any employee in the classified service 
provided the rules and regulations of the Civil Service Commission are followed. 

Any classified employee may either appeal such dismissal, suspension or demotion to the Civil 
Service Commission or file a grievance in accordance with Section 30.2. Appeal to the Civil 
Service Commission must be filed within the timelines established by the Commission Rules. 
Grievances filed in accordance with subsection 30.2 must be filed within fourteen calendar days 
after receipt of written charges. No grievance involving demotion, suspension or dismissal of 
an employee will be entertained unless it is filed in writing with Employee Relations within 
fourteen f.l1l_calendar days of the tin1e at which the affected employee was notified of such 
action. An employee may not both appeal to the Civil Service Commission and file a grievance 
under subsection 30.2 of this MOU. 

A permanent classified employee may be dismissed, suspended or demoted for cause only. 

Section 27. Change of Assigned Duties 
No employee shall be required regularly to perf01m duties of a position above the class to which 
appointed. However, employees may be assigned temporari ly duties outside their class. In 
addition, under the conditions described in the Civil Service Commission Rules, department 
heads may temporru·ily assign employees whatever duties ru·e necessary to meet the 
requirements of an emergency situation. 

Section 28. Pay for Work-Out-of-Classification 
When an employee has been assigned in wntmg by the department head or ffis.!Rertheir 
representative to perform the work of a pennanent position having a different class and being 
paid at a higher rate, and if helshethev haves worked in such class for more than five ill 
consecutive work days (or four ffi._consecutive workdays for employees on a "4110" shift), 
hefsRethey shall be entitled to payment for the higher class as prescribed for promotions in 
subsection 5.6, starting on the sixth .(Q)_ workday and continuing during the period of temporary 
assigrment, under tl1e conditions specified below: 
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At+-) The assignment is caused by the absence of the incumbent; 

B.P--) The employee perfonns the duties regularly perfonned by the absent incumbent, and 
these duties are clearly not included in the job description of fti.sfflerthetr regular class; 

C.~ The temporary assignment to work out of class which extends beyond twenty (20) 
workdays must be approved by the Human Resources Director, a copy o f the approval 
fonn to be given to the employee; and 

D.f4) A copy of the department head's written approval must be submitted in advance to the 
Human Resources Director. If the Director determines that fle.lsbethev wiJl 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 
decis ion shall be final. 

When an Institutional Servtces Manaf!er (ISM) or Probation Sen ices Managers (PSM) is on 
a long-tenn absence of one (I) calendar month or longer. the Department will prepare a 
CO\ erage plan that mav include coverage by other managers. work out of classification 
assignment. or combination thereof. A copy of the coverage plan will be prov ided to 
employees who report to the ISM or PSM on leave. 

Section 29. Reallocation of Position 
Upon reclassification o f filled positions the Human Resources Director sha ll determine whether the 
action constitutes an upward, lateral or downward movement of the level of the position. 

f-BA Downward: The incumbent will be assigned to a vacant position in the same 
depattment in the same class previously held . In lieu of reassignment, the incumbent 
may accept a demotion in the reallocated position. If ne ither of these optio ns is 
exerc ised, the lay-off procedure in the Civil Service ru les will be employed. 

P-)B. Lateral: The status o f the incumbent will remain unchanged in the class to which the 
positio n is reallocated. 

fBC. Upward: The Human Resources Director will grant status to the incumbent when 
either: 

B_l __ there has been no essential change in the duties and responsibilities of the 
position during the individual's incumbency; or 

~_2_. _ there has been a gradual change in the duties and the incumbent has satisfactorily 
perfonned the higher level tasks fo r at least six months. If neither of the 
conditions listed above exist, the incumbent may be transferred, demoted, la id 
off or compete for the reallocated position as specified in the Civil Service 
Rules. 

Section 30. Grievances 
30.1 A grievance is any dispute which involves the interpretation or application of any provis ion 

of this MOU excluding, however, those provis ions of thi s MOU which specifically provide 
that the decision of any County offic ial shall be final , the interpretation o r applicatio n of 
those provis ions not being subj ect to the g.·ievance procedure. Any grievance will be 
tennin ated once an EEO compla int is filed on the issue being grieved. 
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30.2 Grievances shall be processed in the following manner: 

A.faj Step 1. Department Head and/or the Designated Representative 
Any employee who believes that flersfiethey have~ a grievance may discuss ~heir 
complaint with such management official as fl:i.s.llerthei.r department head may 
designate. If the issue is not resolved within the department, or if the employee elects to 
submit .ffis...flertheir grievance d irectly to PDA, the procedures hereinafter specified may 
be invoked, provided, however, that all complaints involving or concerning the payment 
of compensation shall be in writing to Employee Relations . 

. ~.J&) Step 2. Employee Relations 
Any employee or official of PDA may notify Employee Relations in writing that a 
grievance exists, stating the pat1iculars of the grievance and, if possible, the nature of the 
remedy desired. Such notification must be received within twenty-eight (28) calendar 
days from the date of the employee's knowledge of an alleged grievance. Any grievance 
involving demotion, suspension or dismissal must be received within fourteen .l.!i) 
calendar days of the above specified action. Employee Relations or a designated 
representative who in the case of a grievance alleging discrimination shall be the EEO 
Coordinator shall have twenty (20) workdays to investigate the merits of the complaint, 
to meet with the complainant, and, if the complainant is not PDA, to meet also with the 
officials of PDA and to settle the grievance. No grievance may be processed under 
paragraph ~e) below which has not first been filed and investigated in accordance with 
this paragraph @ ). 

C.~ Step 3. Adjustment Board 
If the parties are unable to reach a mutually satisfactory accord on any grievance which 
arises and is presented during the term of this MOU, PDA may advance the grievance to 
an Adjustment Board by submitting a written request to Employee Relations within 
twenty (20) working days from the date that the grievance is denied at Step 2. The 
Adjustment Board shaU be comprised of two (2) representatives designated by PDA and 
two (2) representatives designated by the County. 

D .. (-61 Step 4. Arbitration 
If an Adjustment Board is unable to arrive at a majority decision, the issue may be 
advanced to arbitration, if within twenty (20) working days of the date upon which the 
Adjustment Board hearing was held the moving party notifies the other in writing of its 
desire to arbitrate. The question shall be submitted to an arbitrator mutually agreed 
upon by the pat1ies. The fees and expenses of the arbitrator and of the Court Reporter 
shall be shared equally by PDA and the County. Each party, however, shall bear the 
costs of its own presentation, including preparation and post hearing briefs, if any. 

30.3 Scope of Adjustment Board and Arbitration Decisions 

A.faj Decisions of Adj ustment Boards and arbi trators on matters properly before them shall be 
final and binding on the parties, to the extent pennitted by County Charter. 

B.(&) 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 PDA and unless such dispute falls within the defmition of a grievance as 
set forth in subsection 30.1. 
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C.fe-) Proposals to add to or change this MOU or written agreements or addenda 
supplementary hereto shall not be arbitrable and no proposal to modify, amend, or 
terminate this MOU, may be referred to arbitration under this Section. Neither any 
Adjustment Board nor any arbitrator shall have the power to amend or modify this MOU 
or written agreements or addenda supplementary hereto or to establish any new terms or 
conditions of employment. 

D.f&} If Employee Relations in pursuance of the procedures outlined in subsection 30.2 @ ) 
above, or the Adjustment Board in pursuance of the provisions of subsection 30.2 (he) 
above resolve a grievance which involves suspension or discharge, they may agree to 
payment for lost time or to reinstatement with or without payment for lost time. 

30.4 Compensation Complaints 
Al l complaints involving or concerning the payment of compensation shall be initially filed in 
writing with Employee Relations. Only complaints which allege that employees are not being 
compensated in accordance with the provisions of this MOU shall be considered as grievances. 
Any other matters of compensation are to be resolved in the meeting and confening process if 
not detailed in the MOU which results from such meeting and confening process shall be 
deemed withdrawn until the meeting and conferring process is next opened for such discussion. 

o adjustment shall be retroactive for more than sixty (60) days from the date upon which the 
complaint was filed. 

No change in trus MOU or interpretations thereof (except interpretations resulting from 
Adj ustment Board or arbitration proceedings hereunder) will be recognized unless agreed to by 
the County and PDA. 

30.5 No Strike 
PDA, its members and representatives, agree that it and they will not engage in, authorize, 
sanction, or support any strike, slowdown, stoppage of work, cu1tailment of production, 
concerted refusal of overtime work, refusal to operate designated equipment (provided such 
equipment is safe and sound) or to perform customa1y duties; and neither PDA nor any 
representatives thereof shall engage in job action for the purpose of effecting changes in the 
directives or decisions of county management, nor to effect a change of personnel or operations 
of management or of employees not covered by this MOU. 

30.6 County Charter and Civil Service Commission 

A.~ The provisions of th.is Section shall not abridge any rights to wruch the employee may 
be entitled under the County Chruter, nor shall it be adm inistered in a manner which 
would abrogate any power wruch, under the County Charter may be within the sole 
province and discretion of the Civil Service Commission. 

B.W All grievances of employees in representation units represented by PDA shall be 
processed under this Section. lf the County Charter requires that a differing option be 
available to the employee, no action under pru-agraph (e!i) of subsection 30.2 above 
shall be taken unless it is detennined that the employee is not availing himselflherself of 
such option. 
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C.~ No action under paragraph (a~) of sub ection 30.2 above shall be taken if action on the 
complaint or grievance has been taken by the Civil Service Commission, or if the 
complaint or grievance is pending before the Civil Service Commission. 

D.(&) 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 Human Resources Director will recommend to the Board of 
Supervisors or the Civil Service Commission, as appropriate, that it follow such award. 

Section 31. Tuition Reimbursement 
The County may reimburse an employee for tuition and related fees paid for taking cow·ses of 
study in an off-duty status if the subject matter content of the course is closely related to the 
employee's present or probable future work assignments. Limits to the amount of reimbursable 
expense may be set by the Human Resources Director with concurrence of the County Manager. 
There must be a reasonable expectation that the employee's work performance or value to the 
County will be enhanced as a result of the course of study. Courses taken as part of a program 
of study for a college undergraduate or graduate degree wiU be evaluated individuaUy for job 
relatedness under the above-described criteria. The employee must both begin and successfully 
complete the course while employed by the County. 

The employee must submit an application on the prescribed form to ~heir department 
head with all information needed for an evaluation of the request. The department head shall 
recommend approval or disapproval and forward the request to the Human Resources Director 
whose decision shall be final. In order to be reimbursed the employee's application must have 
been approved be fore enrolling in the course. If a course is approved and later found to be 
unavailable, a substitute course may be approved after enroUment. Upon completion of the 
course the employee must submit to Human Resources a request for reimbursement 
accompanied by a copy of the school grade report or a certificate of completion. The Human 
Resources Department shall, if the employee satisfactorily completes the course, forward it to 
the Controller for payment. Reimbursement may include the costs of tuition and related fees, 
but may not include costs of books or materials which become the property of the employee. 

Section 32;. Bilingual Pay 
A salary differential of $50.00 ei .... eekly shall ee ~aid iflcl:lffleents or ~0SitiOR5 requwofig 
bilingual ~roficiency a:s designated by the appointing authority a:Ad Hl:lffia:A Resources Director. 
Biliflgual pay for em~loyees carrying a ca:seload at lea:st 50% of which is comprised of non 
English speaking clien~ shall be $65 .00 biweekly. Said differential shall be prorated for 
em~loyees working less tha:A fl:ill time or in a:A un~aid leave of absence status for a portion of 
a:AY giYen month. Designation of~ositioR5 for .,., hich bilingl:lal proficiency is required is the sole 
prerogatiYe of the County and the decision of the Human Resources Director is fmal. PDA shall 
ee notified when such designatioR5 are made. 

A salary differential of Seventy Dollars ($70.00) biweekly shall be paid to incumbents of 
positions requiring bilingual proficiency as designated bv their respective Department Heads or 
their designee. Said diiTerential shall be prorated for employees working less than full-time or 
who are in an unpaid leave of absence status for a portion of any given pay period. 

Bilingual pay is effective the first pay period after Human Resources certifies the result of the 
bilingual exam. Under no circumstances is bilingual pay retroactive. 
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Designation ofpos1t1ons for \\hich bilingual proficiency is required is the sole prerogati\e of the 
Department and is based on operational and staffing needs of the Department. Human 
Resources will oversee the bilingual examination. certifv exam results and determine effective 
date of bilingual pay of any individual submitted bv the Department for testing. The Union 
shall be provided listings of employees receiving bilingual pay on a biweekly basis. 

Individuals who promote or transfer to another position or Department will be reevaluated bv 
the recei\ ing Department to dete1mine if bilingual pay should be continued. Should bilingual 
pay be continued. the Deprutment must submit a request for continuation with the Human 
Resources Department. 

If am emplovee's request for bilingual pa\ consideration is denied bv the Department. such 
denial shall be subject to appeal to the Human Resources Director \\hose decision shall be 
final. 

32.1 Hiring and Selection 
The Countv will continue to recruit and hire unit members based on a specific need for bilingual 

32.2 Testing 
All unit members hired to fill positions requiring bilmgual skills "'ill be tested for bilingual 
proficiency. Employee requests for bilingual testim! will be referred to the Human Resources 
Department Director's designee \\hose decision regarding bilingual assi!!l1ment shall be final. 

32.3 Continued Use of Bilingual Language Skit! 
Unit members hired to fill positions requiring bilingual skills mav be reqUired to remain in 
bilingual pav positions. Unit members who were selected to fill positions requiring bilingual 
skills during the implementation of the bilingual program will be allowed to voluntarily leave 
such positions provided management can reasonably replace said unit members and there are 
sufficient positions within the classification that said unit member can fill. Nothing herein 
precludes any of the above specified unit members from promoting to higher classifications. 

32.4 Transfers 
Transfers of unit members occuoving bilingual pav positions shall be in accordance with 
County policy and practice and shall not be in violation of the Memorandum of Understanding. 
It is recognized that utilization of a bilingual skill mav be the sole reason for transfer in order to 
meet a specific Countv need. 

32.5 Exclusions 
All unit members in super\'lsorv positions, as opposed to working lead persons, will not be 
eligible for bilingual pay. 

32.6 Review 
Management shall period1call'r re\ iew the number and location of bilingual pay positions. If the 
County decides to reduce the number of filled positions in a specific division or location eligible 
for bilingual pay, the Countv shall provide individual unit members with one full pav period of 
notice prior to loss of the bilingual pay eligibilitv. 
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32.7 Administration 
Administration of the bilmgual pav plan will be the overall responsibility of the Human 
Resources Department. Any disputes concerning the interpretation or application of the 
administration of bilingual pay shall be referred to the Human Resources Department Director, 
whose decision shall be fmal. 

Section 343. Safety Retirement 
34} 1 Safety Retirement Plans 

A.fB For those employees hired before July 13, 1997, and who moved from the Genera l to 
Safety Reti rement Plan the Safety Retirement schedule of benefits shall be based on 
the employee's s ingle highest year salary and they shall have the maximum COLA 
capped at three percent (3%} per year. 

li:.P-1 For those employees hired into covered classifications after July 13, 1997, they shall 
be placed in the Safety Retirement Plan, their retirement schedule of benefits shall be 
based on the employee 's average salary o f the highest thirrv-six (36} consecuti ve 
months rather than s ingle highest year and their Plan 2 COLA will be capped at two 
percent (2%} rather than three percent (3%}. 

C.W [t is expressly understood that safety membership in the retirement plan bas been 
agreed upon on the condition that Soc ial Security benefits need not be paid by the 
County on behalf of the employees. 

In the event that federal or dec isional law shall mandate the granting to employees of benefits 
under the Social Security Act which duplicate, supplement, or otherwise impinge upon 
retirement benefits or other tenns and conditions of employment set forth herein, the parties 
hereto shaJI meet and confer with regard to such benefit or other term and condition of 
employment, as soon as feasible, in order to assure that the federal or decis ional mandate does 
not result in an overall increase of benefits to employees which would result in an overall 
increase in cost to the County. 

34J.2 Safety Retirement Benefit Formulas 
A. For those safety employees hired prior to July I 0, 2011 who are in the safety plan: 

The County implemented the 3% @ 50 retirement benefit consistent with Government 
Code section 31664.1 effective January 1, 2005 for employees in Plans 1, 2 or 4. 

The enhancement applies to all future safety service and all safety seiVice back to the 
date of employment pursuant to the Board of Supervisors' authori ty under to 
Gove1mnent Code section 3 1678.2 (a). Gove1mnent Code section 31678.2(b) authorizes 
the collection, from employees, of all or part of the contlibutions by a member or 
employer or both, that would have been required if section 31 664.1 had been in effect 
during the time period specified in the resolution adopting section 3 1664.1, and that the 
time period specified in the resolution will be all future and past safety service back to 
the date of employment. Employees will share in the cost of the enhanced retirement 
benefits as fo llows: a contlibution of an additional 3.5% total compensation earnable as 
defined in SamCERA regulation. 

This additional contribution will not be reduced by any employer pick-up. 

I ERtsMUP&DA03 Probation & Detl!nuon Assoc MOU ~~lll9~.doc 41 



These cost sharing contributions will not be reduced for employees with 30-years of 
service. 

B. For employees in the safety retirement sy tern hired on or after July I 0, 20 II and before 

January l, 20 13: 

All new employees hired or rehired on or after July I 0, 20 11 and before January 1, 
2013, the retirement benefit options shall be: 

Plan 5: 3% @ 55 (Plan 5) safety retirement benefit consistent with Government Code 
section 31 664.2. Those new employees electing Plan 5 shall contribute an additional 
3.5% of compen ation earnable as set forth in paragraph (3) below. 

Plan 6: 2% @ 50 safety retirement benefit consistent with Government Code section 
31664. Those safety employees electing Plan 6 will not pay the contributions set forth in 
paragraph (c) below. 
~_I. __ Any new employee fai ling to make an election within 60 days from date of hire 

shall be deemed to have elected Plan 6 with the 2% @ 50 safety retirement 

benefit consistent with Government Code section 3 1664. 

lr.1.__A11 elections are permanent decisions and shall be irrevocable after 60 days from 

the date of hire. Any employee who has elected, or is deemed to have elected, a 

benefit plan and who tetminates his or her employment and is later reemployed 

shall not be enti tled to change his or her election upon that reemployment. 

~_3. __ For all safety members in Plan 5 with benefits under Government Code section 

3 1664.2 which are applicable to all safety service back to the date of 

employment pursuant to the Board of Supervisors· authority under Government 

Code section 31 678.2(a), section 31 678.2(b) authorizes the collection, from 

employees, of all or part of the contributions by a member or employer or both, 

that would have been requi red if section 3 1664.2 had been in effect during the 

rime period specified in the resolution adopting 3 1664.2, and that the time period 

specified in the resolution will be all future and past safety service back to the 

date of employment. These employees will share in the cost of such retirement 

benefits by contributing an additional 3.5% total of compensation earnable as 

defmed in SamCERA regulations. 

• 
• 

This additional contribution will not be reduced by any employer pick-up . 

These cost sharing contributions will not be reduced for employees with 
thirtv {30l_years of service. 

C. For employees in the safety retirement system hired on or after January I, 20 13: 

Employees hired on or after January l , 20 13 who are placed in Plan 7 (2. 7% @ 57) by 
SamCERA are not subject to the provisions in section 34.2(2). 
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Employees hired on or after January l , 20 13 who are placed in Plan 5 or Plan 6 by 
SamCERA will be subject to the applicable provisions of section 34.2(2). 

Section 3~. General Retirement 
3~. 1 General Retirement Plan 

For those employees who currently have some or all of their service time in the General 
Retirement Plan, the following will apply: 

A. Employees in the non-contributory retirement plan, also known as Plan 3, and who 
have fi ve years of service, shall have the opportunity to transfer to the contributory 
retirement plan, also known as Plan 2 or Plan 4 (depending on original date of hire). 
This change in plans covers future service only. Employees will have a one: time 
option to make such a transfer and the transfer decision can be made at any point after 
five years of service. The selection must be made in writing and is irrevocable. 

B. Retirement Plan 2 participants will be eligible for a maximum annual cost of living 
adjust to the retirement benefit of 3% per year. There is no "banking" or "roll-over" 
of any cost of living adjustment in excess of the annual adjustment. 

For employees hired on or after Jul y 13, 1997, the Plan 2 COLA will be limited to 2% 
per year and retirement will be calculated based on average salary for the thirty-six 
consecutive highest months rather than single highest year. 

lmplementation of these improvements to the retirement plans shall be made in 
accordance with the policies and practices of the Retirement Board and any disputes 
relative to implementation shall be settled by the Reti rement Board, whose decision 
shall be fmal. 

3~.2 General Retirement Plans 
A. For those employees who currently have some or all of their service time in the 

conn·ibutory General retirement plan, effective March 2005, the County implemented 

the 2%@55.5 retirement enhancement (Govenunent Code Section 31676. 14) for these 

employees who retire after that date. 

The enhancement will apply to all future general service and all general service back to 
the date of employment pursuant to the Board of Supervisor's authority under 

Govemment Code section 31678.2 (a). Govemment Code section 31678.2(b) authorizes 

the collection, from employees, of all or pa1t of the contributions by a member or 

employer or both, that would have been required if section 3 1676.14 had been in effect 

during the time period specified in the resolution adopting 31676.14, and that the time 

period specified in the resolution will be all future and past general service back to the 

date of employment. Based upon thi s understanding and agreement, employees will 
share in the cost of 3 1676. 14 enhancements through increased retirement contributions 

by way of payroll deductions an additional three percent {3%) of compensation earnable 

as defmed in SamCERA regulations compensation earnable as defined in SamCERA. 
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• These contributions will not be reduced by the employer pick-ups. 

• These cost sharing contJibutions will not be reduced for employees with 30-

years of service. 

• Employees with ··mixed·· general and safety time shall not contribute 111 

accordance with the schedule set forth above but rather shall contribute m 

accordance with the schedule set forth in section 34.2. 

B. For those employees who cwTently have some or all of their service time in the non­

contributory retirement plan, also known as Plan 3, and who have five years of service. 

shall have the opportunity to transfer to the contributory retirement plan, also known as 

General Plan 2 or General Plan 4 (depending on original date of hire). This change in 

plans covers future service only. Employees will have a onetime option to make such a 

transfer and the transfer decision can be made at any point after five years of service. 

The selection must be made in writing and is irrevocable. 

___ After the transfer, these employees may transfer to Retirement Plan 2 or Plan 4 as 

determined by SamCERA, all county service rendered under Plan 3, provided that the 

employee deposits into the retirement fund within a specified time, an amount equal to 

the contJibutions he or shethey would have made dwing that time and what the County 

would have made on the employee 's behalf, had the employee been a member of Plan 2 

or Plan 4, together with regular interest on that amount as determined by SamCERA. 

C. Those employees who currently have some or all of their service in the General Plan and 

w ish to transfer into and or transfer service credit into a Safety Plan, and were employed 

on or before March I, 1991 , any such a·ansfer is subject to the provis ions of Government 

Code section 3 1469.5 . 

Section 365. Deferr-ed Compensation Plan - Automatic Enrollment for New Emplovees 
Subject to applicable federal regulations, the County agrees to prov ide a defeiTed 

compensation plan that allows employees to defe r compensation on a pre-tax basis through 

payroll deduction. EITecti'+ ~ th~ first full pay period of the agreeFHeAt or th~ first day of first 

pay penod follov. iAg rati ficatioA aAd Board appro' al, ·~thiche\ er is later, egach new employee 

will be automatically enrolled in the County' s Deferred Compensation program. at the rate of 

one percent ( I%) of their pre-tax wages, unless he or she c hooses to opt out or to 

voluntari ly change deferrals to greater than or less than the default one percent (> l %) as 

allowed in the plan or as allowed by law. The pre-tax deduction will be invested in the target 

fund associated with the employees ' date o f birth . All deferrals are ful ly ested at the time of 

deferrals; there wi ll be no waiting periods for vesting rights. 

Effective Mav l, 2019, all employees will be enrolled in the deferr-ed compensation program 

at the rate of one percent (I%) of their pre-tax wages, unless he or she chooses to opt out or 

to voluntarily change deferr-als to greater than or less than the default one percent (> l %) as 

allowed in the plan or as allowed by law. The pre-tax deduction will be invested in the target 
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fund associated \vith the emplovee·s date of birth. Deferrals are full¥ vested at the ttme of 

deferrals: there will be no\\ aiting period for vesting rights. 

Concun·ent with the Cost of Li\ ing Adjustments (COLA) the deferrals will be increased to 

one percent (I 0 o) increments to a maximum of five percent (5°-o). 

The County \\til pro\ ide training to employees regarding how to make volumarv changes to 

deferrals. 

Section 3+6. Retirement COLA 
• emj3loyees J:HreEI OR or after July 10. 2011 v.ill 13a)' 50~o of tl:!e Retir~meRt COLA cost as 

d~termiaed B) SamCeRA. 

• CommeRci:ng May 30, 20!3, emj31oyees hired before Jul; 10, 2011 '•\ ill pay 25°o of the 
RetiremeRl COLA cost as d~l~FFAiRed ey SamCERi\. 

Effective July 3, 20 16, a ll employees, regardless of plan or hire date, will pay a COLA cost 
share equal to fifty percent (50%) of the retirement COLA costs as determined by 
SamCERA. Plan 7 members do not pay the COLA cost share as the Plan 7 COLA costs are 
part of the Plan 7 contributions. 

Ia reeognitioR of th~ additional emf'llo;ee contribution to reliremeal COL\, effectt\ e tl:!e first 
pay perioEI following Association ratification oftl:!e successor MOU. emp1o;ees shall recei .. ·e an 
offset eased on f'lension memeershif'l as follov. s: 

• emj3loyees l:!ireEI ey tl:!e Count; of San Mateo into Probation Retirem~Al Tier I or 
Tier 2 ..., ill receiYe oHe and si~. tenths· percent (I.e%) Sa~t; Longe\ it~ Pa~: 

• emj3lo;'ees hired ey LRe County of SaA Mateo iato ProeatiOA Retirement Tter 1 will 
recei\ e one percent ( 1 ~ o) Safety Loagevity Pay; 

• emj3loye~s hireEI ey the CouRt)' of Saa Mateo into GeReral Retirement Tier I or Tier 
2 will reeei .. e oRe f'lerceRt ( 1° o) Geaeral LoRge·, ity Pay; aRd 

• emj3loyees l:!ireEI ey the County of San Mateo imo GeReral Retirement Tier 4 wtll 
reeei .. ·e oRe l:!alf pereeat (.5°o) GeReral LoRge·, ity Pay. 

Section 3&7. Retirement Contributions 
Effecti't'e April 13, 2006, for all represeated eFRj3loyees. th~ CouRt) shall assume 20% of the 
employee's retiremeal contributions. This pick 1:1p of tl:!e employee's retirement eomribmioRs 
wiU Rot reduce coRtrieutions requires unEier SectioRs 3 1.2 or 35.2 aeo\e. 

Effective July 3. 2016. the flrst full pa) penod of the agreement or the first day of fH"st pay 
13eriod follov. iRg ratificatioR BREI Board Bf'lpFO\ al, wA:iehe\er is later, the employer paid member 
contribution as described above will eewas eliminated. There shall bewas a salary increase of 
one percent ( I%) for all employees on July 3, 2016, regardless of retirement plan or hire 
date, to offset the e limination of the employer paid member contribution to retirement. 

Section 398. No Strike 
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PDA, its members and representatives, agree that it and they will not engage in, authorize, 
sanction, or support any strike, including a sympathy strike, slowdown, stoppage of work, 
curtailment of production, conce11ed refusal of overtime work, refusal to operate designated 
equipment (provided such equipment is safe and sound) or to perform customary duties; and 
neither PDA nor any representatives thereof shall engage in a job action for the purpose of 
effecting changes in the directives or decisions of county management, nor to effect a change of 
personnel or operations of management or of employees not covered by this MOU. 

Section 4Q39. Separability of Provisions 
In the event that any provision of this MOU is declared by a court of competent jUtisdiction to 
be illegal or unenforceable, that provision of the MOU shall be null and void but such 
nullification shall not affect any other provisions of this MOU, all of which other provisions 
shall remain in full force and effect. 

Section 40+. Past Practices 
Continuance of working conditions and practices not specifically authorized by ordinance or by 
resolution of the Board of Supervisors is not guaranteed by this MOU. 
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Made and entered into this __ day of _____ 20126. 

For the Probation Detention Association: For the County: 

Mark Salvo, Mastagni Holstedt Mike CaUagy, County Manager 

Lauren Espino, PDA Rocio Kilyczun, Human Resources Director 

Becky Powers PDA Michelle Kuka, Employee Relations Manager 

Dana Johnson, PDA Michelle Kozul, Probation Department 

Marcus Clifford, PDA 
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EXHIBIT A 

Deputy Probation Officer UI's who are currently assigned lead responsibilities shall receive premium 
pay at the rate of o'ne step of their salary in addition to all other compensation. DPO Ill's accepting the 
lead assignment agree that they can be transferred anywhere within the Department without regard to 
the Depanment Transfer Policy. The number of employees assigned to the lead assignment will be 
reduced, through attrition, proportionally to the size of the workforce. The parties will meet over the 
course of the following year to develop new criteria to detennine employee election for future 
assignments, a well as clarifying the duties of the work assignment. 

I ERtsMUP&DA03 Probauon & Detenuon A>>OC MOU ~.w.l..!1~.doc 48 



EXHIBIT B: PDA-Probation and Detention Salary Schedule 

to be updated with final MOU 
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Mark Salvo & Melvin Parker 
PDA 

Dear Mark & Melvin: 

Th.is letter shall confirm certain understandings reached in negotiations for a Memorandum of 
Understanding covering the period of May 22, 2016 through May 19, 2019. 

I . Vacation Requests. Any vacation request for 2 weeks or longer will be responded to not later 
than one month after the written request. Any request for time off for less than two (2} 
weeks will be responded to as quickly as possible, but not later than t\\0 (2} weeks after the 
written request. 

2. Holdover Overtime. In making "holdover" overtime ass ignments, seniority among 
employees possessing the skills and abili ties required for the specific overtime assignment 
will be the determining factor. 

3. Late Evaluations. The Probation Department agrees that, should sa lary step increases be 
delayed due to late evaluations, the step increase wi ll be granted retroactively to the date the 
salary increase was due. 

4. Direct Deposit - Direct Deposit of pay checks shall be mandatory for all employees hired on 
or after October 31 , 1999. 

5. Overtime in Juvenile Hall. The Probation Department agrees that overtime assignments in 
the Juvenile Hall will be offered to permanent Group Supervisors prior to offering overtim e 
assignments (paid at the one and one-half rate) to Extra Help. This does not include 
situations where Extra Help can work additional shifts without being paid at the overtime 
rate. The Probation Department wi ll offer such assignments to staff at the appropriate 
classification (i.e., if a GS l is required to fill a shift and no Extra Help GS l's can fill the 
shift at the straight time rate, permanent GS r s will be offered the shift before offering it to 
Extra Help GS l" s) . 

6 . The Probation Department agrees that supervision and investigation caseloads shall be a 
factor in determining the necessity of overtime work. Issues that arise will be proactively 
handled by management and the unjon on a case-by-case basis. The Department will work 
with PDA to discuss workload standards for the Pre-Tri al Services Unit. 

7. The parties agree that payroll deductions for the Legal Defense Fund wi ll be implemented for 
PDA in the same manner as such deductions are made for the Deputy Sheriff's Assoc iation. 
These deductions will be implemented as soon as is practicable following ratification and 
adoption of the MOU. 

8. The Probation Department and PDA in an effort to address issues regarding the recru itment 
and retention of bilingual Probation Officers as well as the transfer pol icy for bilingual staff 
agree to establish a Labor-Management Committee. The committee will convene as soon as 
is practicable following ratification and adoption of the MOU. The committee will be 
equall y represented by Probation management and PDA. Both parties shall. select their 
committee members. The parties shall meet at such times and locations as mutually agreed 
to by the parties. 
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The Committee shall provide progress reports to both Probation management and PDA in a 
manner agreed to by the Committee. 

9. Flex Promotions for Group Supervisors Illl. Group Supervisors I will be promoted to Group 
Supervisor II provided that: 
I . He or sheThev haves worked the equivalent of 12 months of full-ti me hours as a Group 

Supervisor I. 
2. He or she hasThev have obtained a college degree. 
3. The Division Director overall rating for the employee is satisfactory. 
4. A Group Supervisor will be deemed to have had a satisfactory evaluation if the 

Department does not provide an evaluation within 30 days of the employee·s appl ication 
for promotion. 

5. In the event of a denial of a flex promotion where the employee meets all of the above 
cri teria, the Department wiH advise in writing the reason for the denial. 

6. A Group Supervisor I may appeal the denial to the Chief Probation Officer. 
7. A Group Supervisor who is denied the promotion may be reconsidered for promotion in 

six (6) months or earlier at the discretion of the Chief Probation Officer. 

I 0. The Probation Depa1tment and PDA in an effort to address the criteria and process for 
selection of Senior Deputy Probation Officer assignments agree to establish a Labor­
Management Committee. The committee wiU convene as soon as is practicable following 
ratification and adoption of the MOU. The committee will be equally represented by 
Probation management and PDA. Both parties shall select their committee members. The 
parties shall meet at such times and locations as mutually agreed to by the parties. 

The Committee shall provide progress reports to both Probation management and PDA in a 
manner agreed to by the Committee. 

II . Group Supervisors who are required to wear specific shirts shall be provided 5 shirts per 
year. Damaged shirts will be replaced. The County will consider vendors suggested by PDA 
who submit bids. 

If the foregoing is in accordance with your understanding, please indicate your acceptance and approval 
in the space provided below. 

Dated: __________ _ 

APPROVED AND ACCEPTED: 

Probation and Detention Association County of San Mateo 

By By _______ _____ _ 
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enior Deputv Probation Officer Differentia l 

The parties agree to discuss changes to this policy dunng the term of the MOU. The dtscussion will not 
result in changes to the one step differential afTorded to Senior DPO" sunder the current policv. 

Compensation 
One Step Differential - Effective April 12, 20 II , this assignment is limited to 27 DPO Ill's. As agreed 
upon during negotiations, the number of employees assigned to this assignment will be reduced, or 
increased, proportionally to the size of the workforce. 

Duties 

Ln addition to managing a caseload, DPO lll 's selected for the Senior Differential will: 

0 Review and sign reports 

0 Act as supervisor in the supervi or's absence 

0 Develop and conduct on-going training for new employees 

0 Coach and provide training/assistance to DPO's with performance problems 

0 Provide support and guidance to staff in difficult situations 

0 Act as a mentor or coach in departmental career development programs 

0 Serve as a resource to DPO's experiencing difficulty with specific cases 

0 Coordinate special proj ects 

0 Handle more difficul t or complex cases 

Requirements 
0 Satisfactory and current evaluation 

0 3years (cumulative) as a DPO lll in San Mateo County 

0 Willingness to transfer to any location o r assignment within the Department 

0 Ability to perform the above duties 

Selection C riteria 
Annually, from JanuaJy l st to Janua1y 15th, interested DPO ill's meeting the above requirements will 
submit an application. The application will be reviewed to screen out applicants who do not meet the 4 
above requ irements by the Chief Probation Officer or their designee. The remaining applicants will be 
ranked on the following basis: 

0 ( I) point for every assignment while a DPO IlL ln o rder to receive a point, you must have 
spent at least two years in the assignment. The TRU unit w ill be considered one assignment 
for this purpose. 

0 (2) points for each acting supervisory assignment in the Probation Department lasting for one 
month or longer. (1) point for each acting Senior DPO assignment lasting one month or longer. 

0 (3) points for a relevant advanced degree and ( I) po int for a non-relevant advanced degree. 

0 ( I) point for each formal training cow-se connected to your employment with the San Mateo 
County Probation Department that you have facili tated, up to a maximum of 5 points. 
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D ( I) point for each instance of demonstrated leadership connected to yow· employment with the 
San Mateo County Probation Department (seiVing as a Union Official, special project 
participation, etc.), up to a maximum of 5 points. 

0 ( I) point for bilingual skills. 

The names of all qualified applicants will be sent to the Chief Probation Officer in rank order. PDA 
will be sent a copy of the ranking materials by February 15th annually. Employees only have to 
resubmit an app lication annually if they believe their points should change from the prior years. 

When a Senior DPO vacancy occurs a letter of notice will frnt be sent to all current Senior DPOs. 
Senior DPOs are eligib le to submit a letter of interest in the vacancy if they have been in their 
assignment for at least three (3) years. The remaining vacancy will be filled using the Senior DPO 
candidate list. A letter of notice will be sent to all of the applicants on the list. Then, the top 4 ranked 
interested applicants will talk to the Deputy Chief and PSM of the unit to learn more about the 
position. The Deputy Chief will dete1mine who would be the best fi t fo r the current vacancy. 

Should the Deputy Chief Probation Officer not select any of the top 4 candidates, written reasons for 
non-selection will be provided to the applicants. Managers will assist any of the candidates who are 
not selected in prepruing career development plans to overcome any problem areas which led to their 
non-selection. A candidate may decline an appointment without prejudicing his hertheir availability 
for future vacancies. 

If none of the Deputy Probation Officer Llls on the Senior DPO list have requested an assignment to the 
announced opening, the Probation Department will noti fy PDA of the lack of response to the announced 
opening. With the consent of PDA, the department may pick any San Mateo County DPO ill who 
requests the assignment to the opening in question. If no DPO lii requests the assignment, the 
Probation Department may offer the position to any DPO IT who requests the assignment. The 
individual who accepts this assignment will receive the same compensation and assume the same duties 
as a Senior DPO for 12 months (26 pay periods). After 12 months, the position will again be opened to 
Senior DPOs and to DPO Ills on the Senior DPO list. If once again, no Senior DPO or DPO ill on the 
Senior DPO list requests the assignment, the Probation Department may repeat the process outlined in 
tlus agreement to ftll the position. 

If a Senior DPO cannot fulfill the duties of their assignment, because they are not performing up to 
standard, it needs to be accurately documented in the annual evaluation and the employee will have a 
year to bring their work up to satisfactory or else they will lose their Senior DPO assignment and 
differential. If you are removed, or if you voluntarily remove yourself, from a Senior DPO 
assignment, you must re-apply at the next application period in order to be placed back on the Senior 
DPO list. 

Acting Senior DPO 

If a Senior DPO position is vacant for less than 45 days and management determines that it should be 
filled temporarily, management will select a DPO 111 from that unit who is currently on the Senior DPO 
candidate list as a fi rst option. If no DPO m from that unit is on the Senior DPO candidate list, then a 
then a qualified DPO III from that unit will be selected. lf a Senior DPO position is vacant, or 
anticipated to be vacant, for more than 45 days, the Senior DPO candidate list will be util ized to fill the 
temporary vacancy. 
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Transfer Policy 

Senior Deputy Probation Officers may ask for a transfer utilizing the depa1tment transfer po licy after 
they have served three years in a Senior DPO assignment. The Department will make an effort to 
accommodate the person· s request for transfer. balancing the request with the needs of the Department. 
If a transfer request is denied, the employee will be notified of the justification in writing. After 20 
years of service, a Senior DPO can stay in their assignment unless they request to transfer to a new 
assignment. 

Training Lead IHstrueter Assignment- Training Unit 

In addition to the above, the Chief Probation Officer may assign employees in the classification of 
Deputy Probation Officer fil and Group Supervisor II or III to act as Training Lea~ I:nstructors . Such 
employees shall be paid one salary step above their cwTent salary for all paid hours, in recognition of 
the Training Lead Instructor assignment. The parties acknO\\ led2e that the Department mav assi!!t1 thts 
work to classifications not represented b'v this bargaining unit. 

In addition to their regular responsibilities, employees assigned as the Trainin2 Lead~ Instructors wiU be 
responsible for developing, preparing, coordinating and delivering formalized training. Employees in 
this assignment may have a reduced caseload to aUow for this additional responsibility. 

The selection process for the Training Lead mstructor assignments will be developed by the Chief 
Probation Officer and will be entirely separate and apart from the other Senior Deputy Probation Officer 
assignments and selection process. The County shall present the selection process to the Jo int Labor 
Management Committee and invite feedback . 

. \ ss istaet Traieerlnstructor Pav 

A. Defens1ve Tactics Use of Force Training 

Effective the first full pay period following Board of Supervisors approval of a 

successor MOU in 2019. for Deputv Probation Officers and Group Supervisors assi!!ned to 

present formaL use of force training courses as Instructors. the County shall pay a differential at 

the hourlv equivalent rate of ten percent ( l OQo). in addition to all other compensation. Such 

compensation shall be paid only while the individual is actually conducting one of the following 
formal trainin!! courses: 

• Emergencv Response Team (ERTl (3 Courses 10 the series) 

• Defensive Tactics <DT) 

• Firearms ( 4 courses in the series) 

• Chemical Agents 

• Taser 

• Ground Defense 

• Arrest and Control 

• Handcuffmg 

• Weapons Retention 
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B. on-Use of Force Trammg 
Deputy Probation Officers and Group Supervi ors assigned to present fo rmal, non-use of force 
training courses as 1\sststaAt TraiAeFtilnstructors shall be paid at the hourly equivalent rate of 
one step in addition to all other compensation. Such compensation shall be paid only while the 
individual is actually conducting one of the following formal training courses: 
• l;"'@Fgi!MilY RiiBfJi!IM:Bcl Tcl81fi ( t;R:r) (3 Gi!I~U8clls ifl (Mil lsill"h~B) 

• QilfclM:sive TsBtias (QT) 

• Trauma Informed Care 

• LGBT 

• fireafffis (4 emiFses tA the series) 

• Chemieal AgeAts 

• Taser 

• PREA 

• Radio Protocol 

• CAIS/JAIS 

• Peer Support 

L The Chief Probation Officer shall give advance notice to the Union and the opportunity to meet 
and confer over changes to the identified training courses subject to AssistaAl Traint:?rlnstructor 
Pay. 

Employees assigned to present formal tin~arm EHldnon-use-of-force (e.g., DefeAsi·, e Taeties, 
Tasers) training courses shall receive Assistant Trainer Pay for up to four (4) hours per 
scheduled training, subject to approval of the Deputy Chief assigned to overseeing the ~ 
feree.-program. Employees assigned to present other formal training courses listed above who 
require preparation time shall not receive pay for preparation time, but may work with their 
supervisor to adjust their workload. 

AsststaAt Traffier Instructor Pay shall not be applicable to employees receiving the Trammg 
Lead ln5truetor Differential. 
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Attached is the Probation Department Transfer Policy. The parties agree that application and 
interpretation of this policy is subject to the negotiated grievance process. The parties further agree that 
the Department retains the right to amend, suspend or terminate this policy in accordance with the 
provisions set forth in the attached policy. The parties agree that, prior to implementing any decision to 
amend, suspend or terminate this policy. the Department will meet and confer in good fai th with PDA 
about the proposed change. 

Dated: _____________ _ 

Probation Department Probation & Detention As ociation 

I ERtsMUP&DA03 Probauon & Dctenuon Assoc MOU ~:!OJQ~.doc 56 



DEPARTMENTAL TRANSFER POLICY 
DEPARTMENT TRANSFERS/INITIATED BY STAFF 

POLICY 
All Department staff are encouraged to increase their professional developmental and job satisfaction 
through transfer or reassignment to o ther functions consistent with the needs of the Department, the 
courts and clients. This includes inter-service and intra-service reassignments and transfers. By this 
policy, it is not the intent of the Chief Probation Officer to mandatorily or arbitrarily invoke a system of 
periodic individual or group transfers or reassignments throughout the Department. 

EXEMPTION 
Deputy Probation Officers within their fi rst four years of employment and Group Supervisors within 
their fi rst two years of employment are exempted from this policy for purposes of training and 
development within their job classification. The tetm of assignment commences upon the date 
assignment is made. 

DEFINITIONS 
Reassignment is the designation of an employee to perform specific tasks within the same work site 
consistent with agency expectations and does not involve relocation to another district and/or 
geographical location. Reassignment also refers to change in service assignment, e.g., investigation 
to Supervision, Adult to Juvenile. 

Trans fer is the designation of an employee to physically relocate from one work site to another 
work site in a different district. 

Voluntary refers to a transfer based on employee request or concunence. 

Vacancy is a vacant position without an incumbent. This normally occurs by the retirement. 
resignation or termination of the incwnbent or by the initiation of a new program. 

GU ID ELINES 
I. Staff at any level may request transfer to any position within the Department for which cunent 

employment classification qualifies him/her. Those requesting transfer may identi fy the position(s) 
in which they have an interest. 

2. Each Deputy Chief Probation Officer shall establish a list of transfer or reassignment requests to 
him/her. These requests will be considered annually whether or not a vacancy exists. 
a. All requests will be reviewed by the Deputy Chiefs involved. 
b. Transfer and reassignment requests must be submitted by the last work day of the calendar year 

to be included for the annual January transfer consideration. Every effort will be made to 
implement transfers on March I. 

3. The Department will make an effort to accommodate the person' s request for transfer and will take 
note of requests for reassignment. 

4. The Department will make an effort to accommodate the involuntarily-transferred person's request 
for future transfer by giving him/her first consideration when ~they qualify~ for another 
trans fer. 

REQUIREMENTS 
Staff requesting transfer must have: 

I. Two years of continuous work in their present assignment if they are in a Probation Officer 
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category. Because of the nature of the Group Supervisor position, they must have at least one 
year of continuous work in that present assignment. 

2. A standard, or better, performance evaluation in present assignment. 

PROCEDURES 
I . Staff are encouraged to submit a request for transfer or reassigrunent when they have determined 

that they are interested in a different job experience. When you desire a transfer o r reassignment 
and meet the requirements, you are responsible to initiate discussion to any location within the 
Department having positions comparable to yours. 

2. Submit your request for transfer or reassignment in writing using the depa1tment form. Direct 
your request to the Deputy Chief of the service to which you wish to transfer. Send a copy to 
your present Deputy Chief(s) through the chain of command. State your reasons for request for 
transfer; briefly outline work experience and qualities you feel you have which will help in your 
new assignment. 

3. The Deputy Chief(s) involved wi ll place the person·s name on a list of those interested in 
transferring to be acted upon when a need exists. 

4. Submit a written request for reassignment only to your Deputy Chief through the chain of 
command. 

5. When a need exists, and there are inter-service requests involved, the Deputy Chief shall notify 
other Deputy Chiefs having staff on the transfer list. ln inter-service transfers, the Supervisor will 
be asked to update the person's personnel file, including an updated evaluation of work 
performance. The receiving Deputy Chief will consider all persons on the transfer and 
reassignment Lists when filling the need. 

6. When a vacancy occurs by departure of a staff member, the Deputy Chief of the Service wil l first 
review transfer and reassignment applications on file. If no relevant applications are on file, the 
Deputy Chief wi ll publish the opening for voluntary requests, and if the position cannot be filled 
by a new hire, the Deputy Chief will proceed to fill the position through the involuntary transfer 
policy. 

7. When a vacancy occurs as the result of the creation of a new program, the Deputy Chief will 
publish the opening(s) for voluntary transfer or reassignment. lf there are no voluntary requests, 
the policy of involuntary transfers wi ll be used if the position cannot be filled by a new hire. 

8. If a request is for transfer to an assignment currently filled , the request will be honored as soon as 
management concludes that it can be accomplished. All parties will be notified of request status 
on a regular basis. The person must qualify for the desired assignment. The current occupant of 
the position must have been in that assignment three years, if is a Probation Officer position, or 
two years, if it is a Group Supervisor position. The needs of the agency must be met, and other 
factors will be considered. 

9. The need for an involuntary transfer wi ll be cla1ified by the Chief Probation Officer or designee in 
writing and communicated to the Union prior to implementation. lf the current occupant is 
··involuntarily displaced·· by transfer, that person shall be given first consideration\\ ith ~they 
quali fYi-es for another transfer. 

I 0 . If a request is not granted, the Deputy Chief making the decision will respond to the person who 
submitted the request. The person may withdraw his hert:heir name from further consideration. 

FACTORS TO BE CONSIDERED 
The fo llowing listed factors are not a prioritized ranking. ln cases where factors being considered are 
relatively equal in most respects, then seni01ity will be heavily weighted: 

• Service needs to Cowt, client and community. 
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• Administrative mandates. 
• Professional growth and development. 
• Preference of staff involved. 
• Length oftime in and nature of current assignment. 

• Seniority as determined by total, continuous department service. 

DEPARTMENTAL TRANSFERS/ INITIATED BY MANAGEMENT 
POLICY 
All Depa1tmental staff are subject to transfer or reassignment consistent with the needs of the 
Department and clients and to inc rease professional development and job satisfaction. Involuntary 
transfers will be used infrequentl y and usua lly after seeking volunteers. By this po licy, it is not the 
intent of the Chief Probation Officer to mandatorily or arbitrarily invoke a system of periodic 
individual or group transfers or reassignments throughout the Department. 

EXEMPTION 
Two employee categories are exempted from the involuntary transfer policy as follows: 

2-.LAn incumbent with less than three years in an assignment will not normally be invo luntarily 
displaced unless the needs of the Department dictate otherwise and/or circumstances exist where 
the nature of the assignment requires special knowledge, skills and competence. Newer 
employees are not normally expected to backfill key assignments wh ich require special 
knowledge skills and competence. 

~2 Employees with twenty years of continuous service in the Department are exempted from 
involuntary geographical transfer, provided that no more than 75% of staff within the ir work unit 
come under this exemption. 

The requirement o f three or more various assignments shall apply only to persons hired after 
January 1, 1985. Total Departmental seniority will apply to circumstances wherein more than 
75% of unit staff are exempted . 

FACTORS TO BE CONSIDERED 
The following listed factors are not a prioritized ranking. ln cases where factors being considered are 
relatively equal in most respects, then seniority will be heavily weighted: 

• Efficient management of Departmental workload. 

• Service needs to Court, client and community. 
• Fiscal constraints. 

• Equal Employment Opportunity 
• Professional growth and development. 

• Special Skills. 
• Length of time in and nature of current assignment. 
• Seniority as determined by total, continuous department service. 
• Legislative requirements. 

Ln any circumstance which may dictate agency need to invoke involuntary transfer, those staff who do 
not come under exemption will be considered. Longevity in assignment will be a primary factor. 
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EXCEPTIONS 
Because of Departmental needs, it may be necessary to modify the above requirements. Such 
exceptions should occur infrequently and for good cause only. Should such a modification of the above 
factors be necessary, it will be communicated to the parties involved prior to implementation of the 
planned transfer, and the Union will be advised. ln the event of extreme disaster, severe budget 
restrictions and/or reductions in staffing, all exemptions and exceptions set forth in this policy statement 
are withdrawn and removed. 

Contents of this policy statement will not apply to shift assignment or units witllin Institution Services 
and shall be applicable only to geographical transfer for staff in the Group Supervisor series. 

Revised 214/91 
RMB:as 

I ERtsMUP&DAOJ Probataon & Dctenuon Assoc MOU ~~~.doc 60 



SIDE LETTER RE: GROLP SLPER' ISOR P.\Y DPO SHIFT DIFFERE TIAL 

This side letter agreement between County of an Mateo (hereinafter referred to as the ··county"') 
and the Probation Detention Association (hereinafter referred to as the ··Association'') (hereinafter 
collectively referred to as the .. pa1ties .. ) shall confirm certain understandings reached in negotiations 
for a Memorandum of Understanding. 

Deputy Probation Officers CDPO's) assil!ned b\ their super\ isor to perfom1 night operations as part 
of their regularly assigned job duties to accommodate department needs (not for personal 
preference). DPO's for whom it is mandator\ to participate in night operations. and DPO's who 
volunteer for night operations upon Department request. shall be eligible to receive hift differential 
if the scheduled hours meet the criteria as outlined in Section 8 of this MOU 
The Cotint; agrees te reviev. the seler; ana eoneltit:t a market anel;·sis for the Grotip Stipe!'\ iser~ in 
\1a~ 2Q I 8 i1~eerperating the j')artie!) · negotiated Ma:• 2Q 18 COLA. L' 130n eempletien ef the re., iey,. 
the Count; shell pro·, iele elate te the Assoeiation regareling ib finelings. If the Gretip Stipe!'\ iser 
ma'\tmtim salary is fo~:tnel to et etlo.,.. the mean of tht Cetinl~ · s eomperaele egtneies ( '\lemeela. 
Contra Caste. San Franeisee anel Sante Clare Cetinties). the Group Stipe!'\ isor selar; shall ee 
aelj~:~steel to the meaR effeeti•, e the filbl ftill pa; t>erioel in Ma; 2018. Salaries shall not ee reeltieeel as 
a res1:1lt of thts Sl:H'\ e;·. 

The foregoing is in accordance with the parties· understanding. 

APPROVED AND ACCEPTED: 

FOR THE COUNTY FOR THE ASSOClA TIO 

Date: Date: ___________ _ 
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SIDE LETTER RE: OFFICER OF THEDA Y PAY 

This side letter agreement between County of an Mateo (hereinafter referred to as the ··count.,··) 
and the Probation Detention Association (here inafter referred to as the "Association'") (here inafter 
collectively referred to as the '·parties .. ) shall con firm certain understandings reached in negotiations 
for a Memorandum ofUnderstanding. 

I. effeeti\ e tke first full J3a) 13erieel fellewtng Board afJproYal of a sueeesser MOU eetv. eeR l=he 
j3Brties aRel fer a perioe:l of three (3) months thereafter, Effective the first full paY period 
fo llowing Board of upervisors· approval o f a successor MOL in 2019. Group Supervisors 
!..!.!.:1_temperaril)' assigned to Officer o f the Day shall be paid oRe half stefJ (two EtHel etgkt) 
se .. eR one huedreelths percent (2.87°o)one-step (5 74°o) for the hours as igned to Officer of 
the Day only. 

2. Group uperv is or Irs \\iII not be assiened to Officer o f the Dav . e:\cept \\here assigned to 
work out of class as a Group Super\isor HI in accordance \\ ith Section 28 of this MO U 
entttled .. Pa\ for \vo rk-Out-Of-Ciassification ... .\t the enel of the aeo' e deserieeel three 
ffionth l"eriocl, Offieer of the Da)· pa) shall eease. uAJess etkerwise agn~ecl te ey the f)arties. 

3. Employees shall not be eligible to simultaneously receive Officer of the Day pay and Work­
Out-of-Classification pay as an Institutional Services Manager. 

4. The Probation Department plans to study co\ erage of shifts bY Institution Sef\ ices Managers 
(I M's). The study is anticipated to last approximatelY six mo nths fo llov. ing the 20 19 
adoption of a successor MOU bet\veen the Countv and PDA. The CountY and the 
Association\\ ill discuss the results o f the studv in the Labor lanagement Committee. 
During the aeoYe cleserieecl tl::-ee (3) month peri eel. the parties shall estaelish a eeffifflittee to 
!'fleet and eliseuss the freEjueney. eircumstanees ana eompensatien fer assignffient of Offieer 
of t:Re Day to Group Super>iser::.. The goal of the eefflffiittee is to detefffiine whetHer tke 
Officer of the Da)· assignment is eeing apJ3FOf)riately assigned and whether adduienal 
eOffif)ensatwn en an ongeiRg easis b suitaele gi•, en the needs o f the departffient. 

The fo regoing is in accordance with the parties' understanding. 

FOR THE COUNTY FOR THE ASSOCLA TIO 

Date: Date: _ __________ _ 
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GROUP SUPERVISOR REAS IGNMENT POLICY 

Purpose 

To meet the public service need of the Department and promote the career development of staff 
through a process that a llows staff to obtain a broad base of experience and provides the Department 
with lnstitution staff who have extensive background, skill s and knowledge. 

Voluntary Reassignment 
Voluntary- Initiated at the employees' request. 
All employees are encouraged to submit their assignment preferences indicating up to three choices, 
including geographical preference. Employees are e ligible to apply for voluntary rea signment 
regardless of time in their current assignment once they complete their probationary period. 
Preference wi ll be g iven to employees with 12 or more months in their current assignment. 

Institutions Division per onnel are also eligible for transfer to equivalent Group Supervisor 
positions in the Adult and Juvenile Probation Services Divisions. 

lnvoluntarv Reassignment 
Involuntary/ Administrative - Initiated bv Administration/Management. 

Management has the responsibility and authority to reassign employees at any time to accommodate 
Department needs1 regardless of employees' time in position and/or employee preferences. 
Management will advise PDA of involuntruily transfers. 

[n cases of involuntary transfer selection will be based on reverse seniority2
. If this order of transfer is 

not fo llowed management and union will meet and confer. Final decision will remain with the Chief 
Probation Officer. lf a person is involuntarily transferred that person shall be given ftrst consideration 
when ~the\ quali fyte., for another transfer. 

The department will only involuntarily transfe~ staff due to serious departmental need as determined by 
the Chief Probation Officer. 

Assignment Preference Form 
An Assignment Preference Form (APF) can be submitted to the Deputy Chief of Institutions at any 
time. The Deputy Chief will maintain a file with all current APFs. Staff may have only one APF on file 
at any given time. 

Every six months the Deputy Chief of lnsti tutions shall update the Assignment Preference Form file. 

1 For example, unit stability and safety, CSA staffing standards, staff emergency, stafT deve lopment 
or fam il y leave accommodation. 
2 Reverse seniority means that the person who was hired into San Mateo County last will be the first 
to be considered for transfer. 
3 The Probation and Detention As ociation MOU defines a transfer a a movement of an individual 
to a di fferent geographic location. 

ERtsl'viUP&DA03 Probation & Detention Assoc MOU ~~~.doc 64 



Guidelines 
Each of the following guidelines are to be considered in evaluating reassignments: 

I. The specialized skills and/or specialized training requirements of the position. 
2. Employee's skill, experience and career development needs. 
3. Employee's requested ass ign ment preference (if avai lable). 
4. Performance concerns and level of supervision required. 
5. Employee seniority based on their start date with San Mateo County will be used to separate 

equal applicants. 

Process for Filling Vacancies 

I. When a vacancy occurs, the Director of that insti tution will review Assignment Preference 
Forms currently on file and in consultati on with the DC PO of Lnstitutions determine if a 
selection can be made. 

2. If the Director elects not to select an individual from those who expres ed interest in the 
assignment or if no staff expresses intere t, the Division Director may solicit memos of 
interest from all employees within the vacated classification. If the Division Director chooses 
no t to select an employee who submi tted a memo of intere t, the Deputy Chief Probation 
O fficer shall decide between an administrative/ involuntary reassignment and a new hire to 
fill the position. The Director shall respond verbally to any applicant who expressed interest 
and was not chosen identifying the reasons for the decision4

. 

3 . When the development of a new program or function results in the creation of a position(s), 
the DCPO or designee will send a noti ficat ion to employees within that classification 
describing the position and soliciti ng memos of interest. The selection shall be made in 
accordance with the guidelines outl ined above in sections I and 2. 

Two Year Reassignment Recommendations 
Every two years staff will be subj ect to reassignment within all Lnstitutions Division assignments. 

E ery two years the Directors and Lnstitutional Services Managers shall meet to di scuss and submit 
their reassignment recommendation(s) in agreement with this policy and the PDA MOU. The 
Division Directors shall submit their final reassignment recommendations to the Deputy Chief for 
review and approval. 

Applicable Positions 
(nstitutions Division 
Margaret Kemp Girls Program 

Juvenile Hall Older Boys Unit 

Juvenile Hall Younger Boys Unit 

Juvenile Hall Girls Unit 

Juvenile Hall Mental Health Unit 

4 Written reasons for the decision wil l be on the Assignment Preference Form with training plan to 
resolve concerns 
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Juvenile Hall Behavior Management Unit 

Juvenile Hall lntake-Probation Management Unit 

Gateway & Community Schools5 

Camp Glenwood 

Transportation Unit 

Juvenile Probation Services Division 

Placement Unit 

Juvenile Drug Courts 

Preventing Repeat Offender Program 

Fami ly Pre ervation Programs 

Adult Probation Services Division 

Bridges 

5 These positions require an ability to work independently with min imal supervision 
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Group Supervisor Assignment Preference 

NAME _ --:-----------­
Last First M.l. 

PRESENT ASSIGNMENT LOCATION-------------------­

PRESENT CLASSIFICATION (circle one) GS I GS II GS Ill ISM 

Start date for current GS classification _ _ / _ _ / __ 

Start date for San Mateo County __ / _ _ / __ _ 

LANGUAGE(S) FOR WHICH YOU ARE RECEIVING BILINGIUAL PAY 

SPECIAL SKILLS AND ABILITIES AND APPLICABLE TRAINING YOU POSSESS (continue on back 
of page if needed ) 

ASSIGNMENT PREFERENCE 
YSC: Mental Health Unit, Behavior Management/ Flex unit, Lntake/ Probation Management, 
Post Court Housing Younger Bovs, Post Court Housing Older Bovs, Girls Unit, Kemp G ir ls 
Program, Camp Glenwood, T r ansportation Unit 
JUVENILE PROBATION SERVICES: Placement Unit, Juvenile Drug Courts, Preventing Repeat Offender 
Program 

Family Preservation Programs 
ADULT PROBATION SERVICES DIVISION: Bridges 

1. 2. _________ _ 3. ----------
PREFERRED SHIFT PATTERN 

1. 2. -----------
3. ________ _ 

SIGNATURE ______________________________________ DATE ____________ __ 

Comments (use back of page or attach page if needed) 

-··-··-··-··-··-··-··-··-··-··-··-··-
MANGEMENT TEAM REVIEW: (Is employee capable of performing/ learning requested assignments? 
If not, what training, experience, skills required ? ) 

YSC Assignment: ________________________ ____ _ 
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DEPUTY PROBATION OFFICER OVERTIME POLICY 

The attached Overtime Po licy has been developed to provide c lear and concise procedures and 
guide lines that are consistent with the Fair Labor Standards Act (FLSA) and with the Memorandum 
o f Understand ing between the County and the Probation and Detention As ociation (PDA). It is the 
intent of thi Policy to continue an atmosphere of open communication between line staff and 
management regarding overtime. Probation officers and their supervisor should d iscuss potential 
ove1time s ituations as ear ly as possible. 

The FLSA categorizes the nature of probation officer work as that which require overtime pay for 
work beyond 40 hours in a work week. Employees are not expected to ··flex·· their hours in order to 
avoid overtime compensatio n. except when agreed to by both the supervisor and probatio n o fficer. 
Furthermo re, supervisors are also expected to plan fo r case load coverage during the absence of staff. 
In some c ircumstances, absences may result in the need to approve ove1time how·s for sta ff who are 
required to pick up portions of a co-wo rker's assig nment during thei r absence. 

PROCEDURES FOR OVERTIME APPROVAL 

No employee shall work overtime unless authorization is rece ived in advance of being worked in 
accordance with the Memorandum of Understanding and this Procedure. If emergency conditions 
justify overtime without prior authorization, authorization must be obta ined on the next workday or 
as soon as feasible, in accordance with the proced ures be low. 

PRIOR AUTHORIZATION 

Unless otherwise directed by the department head, the fi rst-line supervisor (PSM I), directors (PSM 
ll), and or deputy chiefs may represent the department head for the purpose of authoriz ing overtime. 
At their discretion these representatives (of the management team) may authorize overtime under the 
fol lowing conditions: 

The required work cannot be postponed until it can be performed during normal work hours or 
merged with the normal workload. 

The required work cannot be assigned to other staff whose workload has not reached maximum 
capac ity. 

An employee who is failing to perfo rm the same wo rk due to incompetence or insubordination is not 
perform ing the required work. 

Generally, the intent o f overtime i to complete work in excess of routine workload. 
If an employee needs overtime to complete work in exces of their routine workload, they should ask 
their supervisor for approval prior to working the overtime. 

Non-emergency overtime must be requested and authorized in ad ance. Overtime autho rizations 
must be in writing. A copy must be sent to the deputy chief of the d ivision where the overtime is 
required. Deputy chiefs will record division overtime and provide the deputy director and 
department head with a monthly overtime report. The overtime report sha ll include the total hours 
o f overtime performed and the reasons the overtime wa necessary. 
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Failure of a Management team member to submit an overtime authorization or report shall not, on its 
own, disquali fy an employee who is otherwise entitled to receive overtime. 

EMERGENCY AUTHORIZATION 

The requirement for "prior authorization" may be waived whenever either of the following 
emergency situations occur: 

The required work is a consequence of an emergency, or an off-duty phone call resulting tn a 
required action taking six minutes or longer. 

An immediate o r imminent situation involving officer safety, public safety, department liabil ity, or 
vital court services demands immediate attention. 

COMPENSATORY TIME JN LIEU OF OVERTIME 

An employee can elect to accrue compensatory time in lieu of overtime payment. 

NO RETALIATION 

The Department does no t tolerate retaliation, and therefore an employee who requests overtime or 
files an overtime complaint on their own behalf or on behalf of another employee is protected from 
retaliation. 
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February 7, 2003 

David H. Anderson 
President, Probation and Detention Association 

Dear Mr. Anderson: 

It is the County's policy and goal that all workers shall be treated with respect and dignity. To that 
end, managers, supervisors, and line workers will each have an obligation of mutua l respect. 

This hall not prevent a manager or supervisor from providing training or correction to workers and 
shall not prevent a line worker from responding on their own behalf or offering their personal 
opinion on the subject under discussion. However, each is expected to do so in a civil manner and 
without name-calling or demeaning tone. Correction of work performance, when given by a 
supervisor, shall normally be done in private. 

Sincerely, 

Mary Welch 
Employee and Public Services 
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June 5. 2019 

Lauren Espmo. President 
Probation and Detention Association 

Dear Ms. Espino, 
The ProbatiOn Department plans to study cO\erage of shifts bv Institution Sel"'\ices Managers 

!I M's). 

The Department commits to schedule at least one ISM or alternate manager to work on site at 
the Youth Services Center (YSC) campus at all times. The Department will endeavor to schedule 
one ISM or alternate manager to work at each worksite (YSC and Camp Kemp). For Camps. this 
\\ill be during dav shift hours onlv. 

The Department\\ Ill onlv use Ofticer of the Dav to cover. 

I) Unplanned ISM absences of less than one \\eek. and 

2) Partial or full shifts due to ISM attendance at meetings. trammgs. or unforeseen 

circumstances. 

3) Partial and full shifts at Camps when an ISM is not scheduled 

If there ts an ISM in the building. they are expected to relieve the Officer of the Day, unless 
an urgent issue requires the ISM's attention. 

Anv concerns \\ith respect to the use of Officers of the Dav should be brought to mv 
anentton as thev arise. 

Sincerelv, 

Chief John Keene 
Probation Department 
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