
 
CITY COUNCIL REGULAR MEETING AGENDA 

Wednesday, May 08, 2024 at 6:00 PM 
Kerman City Hall, 850 S. Madera Avenue, Kerman, CA 93630 

 
LEVINE ACT DISCLOSURE. Pursuant to the Levine Act (Govt Code Section 84308), any party to a permit, 
license, contract, or other entitlement before the City Council is required to disclose on the record any 
campaign contribution, including aggregated contributions, of more than $250 made by the party or 
the party’s agents within the preceding 12 months to any City official. Participants and agents are 
requested to make this disclosure as well. The disclosure should be made when the agenda item is 
called and must include the name of the party, participant, or agent, and any other person making the 
contribution, the name of the recipient, the amount of the contribution, and the date the contribution 
was made. Council Members are also required to make such disclosures and recuse themselves.  
 
CONFLICT OF INTEREST. City Council Members with a conflict of interest under the Political Reform Act 
are required to make disclosure of financial interest when the item is called and recuse themselves. 

 
1. OPENING CEREMONIES 

 
A. Welcome – Mayor 

 
B. Call to Order 

 
C. Roll Call 

 
D. Invocation 

At this time the Council wishes to provide anyone an opportunity to give a brief invocation or 
inspirational thought. In accordance with law, we would request this opportunity not be used to 
recruit converts, to advance anyone, or to disparage any other faith or belief. If no one steps 
forward, we will observe a moment of silence so that we may all focus our thoughts on how best 
to serve our community. 
 

E. Pledge of Allegiance 
 

2. AGENDA APPROVAL/ADDITIONS/DELETIONS 
To accommodate members of the public or convenience in the order of presentation, items on the 
agenda may not be presented or acted upon in the order listed.  
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3. PRESENTATIONS/CEREMONIAL MATTERS 
 
A. Proclamation - Public Service Recognition Week 

 
B. California Society of Municipal Finance Officers Award 

 
C. Kerman Animal Shelter Award of Excellence 

 
4. REQUEST TO ADDRESS COUNCIL 

This portion of the meeting is reserved for members of the public to address the Council on items of 
interest that are not on the Agenda and are within the subject matter jurisdiction of the Council. 
Speakers shall be limited to three minutes. It is requested that no comments be made during this 
period on items on the Agenda. Members of the public wishing to address the Council on items on 
the Agenda should notify the Mayor when that Agenda item is called, and the Mayor will recognize 
your discussion at that time. It should be noted that the Council is prohibited by law from taking any 
action on matters discussed that are not on the Agenda. Speakers are asked to please use the 
microphone, and provide their name and address. 
 

5. CONSENT CALENDAR 
Matters listed under the Consent Calendar are considered routine and will be enacted by one motion 
and one vote. There will be no separate discussion of these items. If discussion is desired, a member 
of the audience or a Council Member may request an item be removed from the Consent Calendar 
and it will be considered separately. 
 

A. SUBJECT: Minutes - April 24, 2024 
 
RECOMMENDATION: Council approve minutes as presented. 
 

B. SUBJECT: Warrants (JA) 
 

1. Nos. 29065-29153 $ 1,341,759.72 ACH $710.78 
 
RECOMMENDATION: Council approve warrants and electronic bank transfers as presented. 
(Pursuant to Government Code 37208) 
 

C. SUBJECT: Payroll (JA) 
 
03/31/24 - 04/14/24: $216,275.90; Retro Pay & Other: $0.00; Overtime: $11,624.96; Standby: 
$1,563.67; Comp Time Earned: 161.63 
 
RECOMMENDATION: Council approve payroll as presented. 
 

D. SUBJECT: Approve a reimbursement agreement with Kerman Unified School District (KUSD) 
for the construction of a segment of 12” master planned water main related to Well 18 (JG) 
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RECOMMENDATION: Council by motion adopt resolution approving reimbursement 
agreement with Kerman Unified School District for installation of water main and authorizing 
the City Manager to sign.  
 

E. SUBJECT: Agreement with Family Healing Center (SW) 
 

RECOMMENDATION: Council by motion adopt resolution approving Memorandum of 
Understanding with Family Healing Center. 
 

F. SUBJECT: Resolution Approving Updated 2024 Personnel Rules and Regulations (JAJ) 

 

RECOMMENDATION: Council by motion adopt resolution approving updated Personnel Rules 
and Regulations. 

 

G. SUBJECT: Amendment to Agreement for Legal Services with Montoy Law Corporation (JAJ) 
 

RECOMMENDATION: Consider adoption of resolution approving Amendment No. 3 to 
agreement for legal services with Montoy Law Corporation adjusting rates effective July 1, 2024 

H. SUBJECT: Second Reading and Adoption of Ordinance Relating to Infectious Materials (JAJ) 

RECOMMENDATION: Council by motion waive second reading and adopt ordinance adding 
Chapter 8.44 to Title 8 of the Kerman Municipal Code relating to Infectious Materials. 

6. PUBLIC HEARINGS 
 

None. 
 

7. DEPARTMENT REPORTS 
 

A. SUBJECT: Presentation and Review of Draft Emergency Operations Plan (JAJ) 
 
RECOMMENDATION: Council hear a presentation by Michael Brady, E.M. Consulting and 
discuss draft Emergency Operations Plan development, and next steps in Kerman emergency 
preparedness, with possible direction to staff. 
 

B. SUBJECT: Rules of Procedure for Conducting City Council Meetings (HCM) 
 
RECOMMENDATION: It is recommended that Council adopt resolution establishing Rules of 
Procedure for Conducting City Council Meeting. 

 
8. CITY MANAGER/STAFF COMMUNICATIONS  
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9. MAYOR/COUNCIL REPORTS/ANNOUNCEMENTS/FUTURE AGENDA ITEMS 
This portion of the meeting is reserved for the Mayor and Councilmembers (i) to make brief reports 
on boards, committees, and other public agencies, and at public events, (ii) to request updates, (iii) 
to initiate future agenda items at the request of any one Council Member, and (iv) to take action 
on matters initiated under this section of the agenda. (Under this section the Council may take 
action only on items specifically agendized and which meet other requirements for action.) 
 

10. CLOSED SESSION 
 
A. A. Pursuant to Government Code Section 54957.6 

CONFERENCE WITH LABOR NEGOTIATORS 
Agency Designated Representatives: City Manager 
Employee Organization: Kerman Miscellaneous Employees Association 
 

B. A. Pursuant to Government Code Section 54957.6 
CONFERENCE WITH LABOR NEGOTIATORS 
Agency Designated Representatives: City Manager 
Employee Organization: Kerman Peace Officers Association 

 
11. ADJOURNMENT 

 
NOTICE OF AVAILABILITY OF AGENDA MATERIALS: Any writings or documents provided to a majority of 
the City Council within 72 hours of the meeting regarding any item on this agenda will be made available 
for public inspection at the City Clerk’s Office located at 850 S. Madera Ave., Kerman, CA 93630 and on 
the City website at www.cityofkerman.net. 
 
ADA Compliance and Reasonable Accommodation. The Council has adopted a Reasonable 
Accommodation Policy, which is available on the City website at www.cityofkerman.net or upon request 
by emailing the City Clerk at publicmeeting@cityofkerman.org or calling (559) 846-9450. The Policy 
provides a procedure for receiving and resolving requests for accommodation to participate in this 
meeting. If you need assistance in order to attend this Council meeting or require auxiliary aids or 
services, e.g., hearing aids or signing services to make a presentation to the Council, please contact the 
City Clerk at (559) 846-9450 or email at publicmeeting@cityofkerman.org so such aids or services can be 
arranged. Accommodations should be requested as early as possible as additional time may be required 
in order to provide the requested accommodation. The meeting room is accessible to persons with 
physical disabilities. 
 

AGENDA POSTING CERTIFICATION 
 

I, Dalia Santana Zamudio, Deputy City Clerk for the City of Kerman, do hereby declare under penalty of 
perjury that I caused the above agenda to be posted at City of Kerman Council Chambers at 850 S. 
Madera Ave., Kerman, CA 93630 and on the City website at www.cityofkerman.net. 
 
Date: May 3, 2024         /s/ Dalia Santana Zamudio, Deputy City Clerk 
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PUBLIC SERVICE RECOGNITION WEEK 
 
 

WHEREAS, National Public Service Recognition Week has been designated 
as the first week of May since 1985 to honor those men and women who serve 
our nation as federal, state, county and local government employees; and 

 
WHEREAS, the City of Kerman appreciates and respects the contribution 

made by its over 80 full time and part time employees who provide vital 
services to our community, and 

 
WHEREAS, to many, public service is a calling more than a career, and 
 

WHEREAS, public service demands high performance and strong 
character; and 

 
WHEREAS, the City Council of the City of Kerman honors its public 

servants for the work they do in service to the community. 
 

NOW THEREFORE, BE IT PROCLAIMED by the City of Kerman City 

Council, recognizes National Public Service Week, May 5 through 11, 2024  and 

expresses our heartfelt gratitude for the service to our community provided by the 

employees of the City of Kerman. 

 

I have hereunto set my hand and caused the Official Seal of the City of Kerman 

to be affixed on this 8th day of May 2024. 
 

 

 

 

 

 

        ________________________ 

                      Maria Pacheco 

                        Mayor 
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CITY COUNCIL REGULAR MEETING MINUTES 

Wednesday, April 24, 2024 at 6:00 PM 
Kerman City Hall, 850 S. Madera Avenue, Kerman, CA 93630 

 
1. OPENING CEREMONIES 

 
A. Welcome – Mayor 

 
B. Call to Order - 6:07 p.m. 
 
C. Roll Call - All present except for Council Member Yep and Mayor Pro Tem Nijjer. 

 
D. Invocation - A moment of silence was observed. 

 
E. Pledge of Allegiance - Performed 

 
2. AGENDA APPROVAL/ADDITIONS/DELETIONS 
 

Motion made by Council Member Coleman, Seconded by Council Member Herrera. Voting Yea: 
Coleman, Herrera, Pacheco. Motion passes 3-0-2. 
 

3. PRESENTATIONS/CEREMONIAL MATTERS 
 

Mayor Pro Tem arrives at 6:19 p.m. 
 
A. Proclamation - Building & Safety Month – Presented 

 
B. Kannami Presentation - Spring 2024 Delegation (TJ) - Presented 
 

4. REQUEST TO ADDRESS COUNCIL 
 

Kyle Savage 
 

5. CONSENT CALENDAR 
 

A. SUBJECT: Minutes - April 10, 2024 
 
RECOMMENDATION: Council approve minutes as presented. 
 

B. SUBJECT: Warrants (JA) 
1. Nos. 29065-29153 $336,409.70 ACH $60,847.59. 
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RECOMMENDATION: Council approve warrants and electronic bank transfers as presented. 
(Pursuant to Government Code 37208) 
 

C. SUBJECT: Payroll (JA) 
03/17/24 - 3/30/24: $211,854.35; Retro Pay & Other: $2,651.00; Overtime: $9,236.05; 
Standby: $1,702.17; Comp Time Earned: 38.63 
 
RECOMMENDATION: Council approve payroll as presented. 
 

D. SUBJECT: Monthly Investment Report 
 

RECOMMENDATION: Council accept monthly investment report as presented. 
 

E. SUBJECT: Annual Progress Report for the General Plan and Housing Element (JRO) 
 

RECOMMENDATION: Council by motion, adopt a resolution accepting the 2023 Annual 
Progress Report for the General Plan and Housing Element, and authorizing submittal to the 
State Department of Housing and Community Development and the Governor’s Office of 
Planning and Research including adopting a finding of a Categorical Exemption pursuant to 
Section 15306 of CEQA Guidelines. – Res 24-30 
 

F. SUBJECT: Resolution Accepting the Waste Water Treatment Plant Biolac Sludge 
Dredging/Hauling Project and Authorizing Filing of the Notice of Completion (MB) 
 
RECOMMENDATION: Council by motion adopt the resolution accepting the Waste Water 
Treatment Plant Biolac Sludge Dredging/Hauling Project and authorizing the City Staff to record 
the Notice of Completion. – Res 24-31 
 

G. SUBJECT: Approve the contribution of $3,200 towards the cost to replace two electronic 
scoreboards at Rotary Park and approval of budget amendment (TJ) 

 
RECOMMENDATION: Council by motion authorize $3,200 contribution to replace two 
electronic scoreboards at Rotary Park and adopt resolution approving a budget amendment to 
appropriate $1,000 towards the cost to replace two electronic scoreboards at Rotary Park. – 
Res 24-32 
 

Motion made by Council Member Herrera, Seconded by Mayor Pro Tem Nijjer. Voting Yea: 
Herrera, Nijjer, Coleman, Pacheco. Motion passes 4-0-1. 

 

6. PUBLIC HEARINGS 
 

Opened 6:30 p.m. 
 
A. SUBJECT: Public Hearing – Ordinance Text Amendment 2024-01 repealing Title 17 of the 

Kerman Municipal Code and addition of a new Title 17 to the Kerman Municipal Code (JRO) 
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RECOMMENDATION: That the City Council conduct the Public Hearing and: 
 

1. Find that no additional environmental documentation beyond an Addendum is necessary 
for the Zoning Code update and adopt an Addendum to Program Environmental Impact 
Report Prepared for the City of Kerman 2040 General Plan (SCH #2019049018); and  
 

2. Waive full reading and introduce Ordinance Text Amendment 2024-01 repealing Title 17 of 
the Kerman Municipal Code and adding a new Title 17 to the Kerman Municipal Code as 
recommended by the Planning Commission with minor modifications recommended by 
staff and refer the ordinance with modifications to the Planning Commission for its report 
and recommendation; OR 

 
Waive full reading, and introduce Ordinance Text Amendment 2024-01 repealing Title 17 of 
the Kerman Municipal Code and add a new Title 17 to the Kerman Municipal Code as 
recommended by the Planning Commission. – Ord. 24-01 
 

Motion made by Council Member Coleman, Seconded by Council Member Herrera. Voting 
Yea: Coleman, Herrera, Nijjer, Pacheco. Motion passes 4-0-1. 
 
Closed 6:54 p.m. 
 
Opened 6:54 p.m. 

 
B. SUBJECT: Public Hearing – Ordinance Text Amendment 2024-02 repealing Chapters 15.28 and 

15.32 from Title 15 of the Kerman Municipal Code (JRO) 
 
RECOMMENDATION: City Council conduct a public hearing, waive full reading, and introduce 
Ordinance Text Amendment 2024-02 repealing Chapter 15.28 relating to Mobile Home Parks 
and Chapter 15.32 relating to Environmental Quality Protection Procedures from Title 15 of the 
Kerman Municipal Code. – Ord. 24-02 

 
Motion made by Council Member Coleman, Seconded by Mayor Pro Tem Nijjer. Voting Yea: 
Coleman, Nijjer, Herrera, Pacheco. Motion passes 4-0-1. 
 
Closed 6:57 p.m. 

 
7. DEPARTMENT REPORTS 

 
A. SUBJECT: Presentation of the City of Kerman 2022/2023 Auditor’s Report and Financial 

Statements (JA) 
 
RECOMMENDATION: Council accept the City of Kerman 2022/2023 Auditor’s Report and 
Financial Statements as presented. 
 
Motion made by Council Member Coleman, Seconded by Mayor Pro Tem Nijjer. Voting Yea: 
Coleman, Nijjer, Herrera, Pacheco. Motion passes 4-0-1.  
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B. SUBJECT: Consideration of MOU with County of Fresno City Ordinance Relating to Infectious 
Materials (JAJ) 
 
RECOMMENDATION: That the Council take action as follows: 
 
(1) Adopt Resolution Approving Memorandum of Understanding (MOU) with County of Fresno 

to Authorize County to enforce Fresno County Infectious Materials Ordinance in the City of 
Kerman; and – Res. 24-33 
 

(2) Waive full reading and Introduce Ordinance Adding Chapter 8.44 to Title 8 of the Kerman 
Municipal Code Relating to Infectious Materials. – Ord. 24-03 

 
Motion made by Mayor Pro Tem Nijjer, Seconded by Council Member Coleman. Voting 
Yea: Nijjer, Coleman, Herrera, Pacheco. Motion passes 4-0-1. 
 

C. SUBJECT: Annual Agreement with the Kerman Unified School District for School Resource 
Officers (SW) 
 
RECOMMENDATION: Council by motion adopt resolution approving agreement with the 
Kerman Unified School District for School Resource Officers for FY 2024-2025. – Res. 24-34 
 
Motion made by Mayor Pro Tem Nijjer, Seconded by Council Member Herrera. Voting 
Yea:  Nijjer, Herrera, Coleman, Pacheco. Motion passes 4-0-1. 

 
8. CITY MANAGER/STAFF COMMUNICATIONS 

 
9. MAYOR/COUNCIL REPORTS/ANNOUNCEMENTS/FUTURE AGENDA ITEMS 

 
10. CLOSED SESSION - 7:20 p.m. Council Member Coleman recused from Item 10.A 
 

A. Conference with Legal Counsel – Existing Litigation (Government Code Section 54956.9) 
Eric Antuna, Appellant v. City of Kerman, Respondent 
Court of Appeal, Fifth Appellate District Case No. F086661 
 

8:11 p.m. reconvene from closed session with no reportable action.  
Three members present. 

 
11. ADJOURNMENT – 8:11 p.m.  
 

MINUTES CERTIFICATION 
 

I, Josie Camacho, Interim City Clerk for the City of Kerman, do hereby declare under penalty of perjury 
that the above minutes are a true depiction of all actions taken at the City Council meeting held on the 
first date above written at Kerman City Hall, 850 S. Madera Ave., Kerman, CA. 
 
Date: April 25, 2024         /s/ Josie Camacho, Interim City Clerk 
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Accounts Payable

User:

Printed: 

vsandoval

4/29/2024  8:07 AM

Checks by Date - Summary by Check Date

Check No Check DateVendor NameVendor No Check Amount

10644 US BANK EQUIPMENT FINANCE 04/17/2024  710.78ACH

 710.78Total for 4/17/2024:

10136 DIVISION OF THE STATE ARCHITECT 04/18/2024  92.4029154

11493 24 / 7 PET VETS 04/18/2024  200.7029155

10040 AT&T MOBILITY 04/18/2024  4,238.5229156

10545 WILBERT BARCOMA 04/18/2024  57.0029157

12348 BRADY INDUSTRIES 04/18/2024  524.7829158

10617 C A REDING CO INC 04/18/2024  169.1929159

10096 CHILDS AND COMPANY INC 04/18/2024  246.5629160

12560 CITY OF FRESNO POLICE REGIONAL TRAINING CENTER04/18/2024  345.0029161

10452 CITY OF FRESNO WMD 04/18/2024  376.0029162

10104 COMCAST 04/18/2024  498.4829163

10106 CON EDISON CLEAN ENERGY 04/18/2024  21,028.4529164

10114 CROWN SHORT LOAD CONCRETE 04/18/2024  1,014.5629165

11209 DARRENS BODY SHOP 04/18/2024  950.0029166

10128 DEPARTMENT OF JUSTICE 04/18/2024  528.0029167

11475 DISCOUNT PLAYGROUND SUPPLY INC 04/18/2024  97.1729168

12570 EAST KERMAN DEVELOPMENT 04/18/2024  99,863.0029169

11832 EPIC BUSINESS ESSENTIALS LLC 04/18/2024  146.2329170

11398 FASTSIGNS 04/18/2024  835.0129171

12379 GILL CHEVROLET 04/18/2024  169.1029172

11358 GREAT AMERICA FINANCIAL SERVICES04/18/2024  185.6129173

10201 HORIZON 04/18/2024  854.0129174

11761 JOHN JANSONS 04/18/2024  95.0029175

10222 JERRY'S AUTOMOTIVE 04/18/2024  300.0029176

11142 KIMBALL MIDWEST 04/18/2024  80.1029177

11096 LOZANO SMITH LLP 04/18/2024  100.0029178

11250 M & M SCREEN PRINTING & EMBROIDERY04/18/2024  327.5729179

10678 MAC'S EQUIPMENT INC 04/18/2024  1,619.0229180

10261 MID VALLEY DISPOSAL INC 04/18/2024  144,763.3129181

12507 MARGARET MIMS 04/18/2024  516.1829182

10265 MONTOY LAW CORPORATION 04/18/2024  43,500.0029183

10282 OFFICE DEPOT 04/18/2024  1,183.5229184

10286 O'REILLY AUTOMOTIVE INC 04/18/2024  2,107.4029185

11833 ORKIN 04/18/2024  127.9929186

10289 P.G.& E. 04/18/2024  42,408.7229187

10301 PETTY CASH 04/18/2024  220.7229188

10305 PITNEY BOWES BANK INC PURCHASE 04/18/2024  380.2529189

11060 R MITCH COVINGTON 04/18/2024  16,761.0029190

10319 RENO'S HARDWARE 04/18/2024  220.2929191

10324 RIVERSIDE NURSERY & LANDSCAPE INC04/18/2024  1,999.9129192

11041 ROSENBALM ROCKERY 04/18/2024  2,179.6029193

12475 SAN JOAQUIN PEST CONTROL 04/18/2024  135.0029194

11650 SITEONE LANDSCAPE SUPPLY, LLC 04/18/2024  3,171.0129195

10337 SLUMBERGER LUMBER 04/18/2024  466.5729196

Page 1AP Checks by Date - Summary by Check Date (4/29/2024  8:07 AM)
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Check No Check DateVendor NameVendor No Check Amount

12368 SPECIALTY HOSE EXPRESS LLC 04/18/2024  190.2929197

12581 TATES TSHIRT DESIGNS AND PRINTS, LLC04/18/2024  741.7929198

10015 THE ADVANCE GROUP INC 04/18/2024  104.2129199

10754 THE HOME DEPOT PRO-SUPPLY WORKS04/18/2024  1,130.7329200

10399 VETERINARY MEDICAL CENTER 04/18/2024  104.0029201

10401 WALLYS TIRE AND WHEEL 04/18/2024  478.1429202

12209 WELL SPY 04/18/2024  700.0029203

10413 YAMABE & HORN ENGINEERING INC 04/18/2024  138,711.2729204

12267 IRENE ZAMORA 04/18/2024  150.0029205

 537,393.36Total for 4/18/2024:

10060 BRYANT L JOLLEY CPA'S 04/22/2024  43,500.0029206

 43,500.00Total for 4/22/2024:

11493 24 / 7 PET VETS 04/26/2024  248.8429207

10020 AJ EXCAVATION INC 04/26/2024  46,737.9829208

10021 ALERT O LITE 04/26/2024  963.5829209

12544 AMERICAN PAVING CO 04/26/2024  149,435.0029210

12537 AMERITAS GROUP INSURANCE CORP- DENTAL CLAIMS04/26/2024  2,154.3029211

12257 AMERITAS LIFE INSURANCE CORP- VISION FEES04/26/2024  841.4729212

12489 JOSE ARCIGA 04/26/2024  232.0029213

11355 BADGER METER 04/26/2024  1,720.8829214

10920 JEFF BELDING 04/26/2024  133.0029215

11917 BLAIS & ASSOCIATES LLC 04/26/2024  9,658.0029216

10054 BLUE SHIELD OF CALIFORNIA 04/26/2024  53,777.6929217

10056 BOGIE'S PUMP SYSTEMS 04/26/2024  12,702.1929218

12348 BRADY INDUSTRIES 04/26/2024  186.8129219

10617 C A REDING CO INC 04/26/2024  382.2029220

11633 FAVIOLA CARDENAS 04/26/2024  84.0029221

10564 CITY OF KERMAN 04/26/2024  240.4929222

12361 COASTAL MOUNTAIN ELECTRIC 04/26/2024  218,809.7029223

11498 COMCAST CABLE COMMUNICATIONS MANAGEMENT LLC04/26/2024  717.0429224

10826 CROWN SERVICES CORPORATION 04/26/2024  312.6929225

10114 CROWN SHORT LOAD CONCRETE 04/26/2024  1,572.5129226

12562 MUNIQUE CUBILLOS 04/26/2024  133.0029227

10119 DASH MEDICAL GLOVES 04/26/2024  248.1329228

11382 DATA TICKET INC 04/26/2024  66.1029229

10133 DEPARTMENT OF TRANSPORTATION 04/26/2024  2,565.9529230

10713 DIAMOND LOCKSMITHS 04/26/2024  10.7229231

10144 ELBERT DISTRIBUTING INC 04/26/2024  742.2329232

12349 ELK GROVE AUTO-WINNER CHEVROLET04/26/2024  52,356.8129233

11550 FRESNO COUNTY SHERIFFS OFFICE - CIVIL UNIT04/26/2024  137.0029234

11358 GREAT AMERICA FINANCIAL SERVICES04/26/2024  544.7229235

12270 GLORIA GUTIERREZ 04/26/2024  747.2829236

12187 HAMNER JEWELL & ASSOCIATES 04/26/2024  180.0029237

12485 HIGHLY ADDICTIVE CANDY 04/26/2024  89.0029238

10201 HORIZON 04/26/2024  625.7229239

10204 IDTS INC 04/26/2024  154.5529240

11923 JOE A GONSALVES & SON 04/26/2024  1,250.0029241

10239 KERWEST INC 04/26/2024  242.0029242

12582 MARIA LEON 04/26/2024  219.5129243

10250 LIEBERT CASSIDY WHITMORE 04/26/2024  10,383.0029244

12482 MADERA QUEEN HONEY 04/26/2024  43.0029245

12576 MAINTAIN X 04/26/2024  2,489.0029246

10265 MONTOY LAW CORPORATION 04/26/2024  7,478.5029247
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Check No Check DateVendor NameVendor No Check Amount

10272 MUTUAL OF OMAHA 04/26/2024  3,065.0129248

10282 OFFICE DEPOT 04/26/2024  218.2829249

10289 P.G.& E. 04/26/2024  8,787.9529250

12026 PRECISION CIVIL ENGINEERING INC 04/26/2024  8,486.2529251

10315 QUINN COMPANY 04/26/2024  437.3129252

12053 R & L MUSIC ENT 04/26/2024  525.0029253

10316 R G EQUIPMENT OF FRESNO INC 04/26/2024  2,014.1829254

10596 RED WING BUSINESS ADVANTAGE ACCOUNT04/26/2024  211.8129255

10329 SAN JOAQUIN VALLEY AIR POLL 04/26/2024  160.0029256

10862 SIGNMAX 04/26/2024  131.1029257

11650 SITEONE LANDSCAPE SUPPLY, LLC 04/26/2024  1,691.6229258

11460 SUPERIOR POOL PRODUCTS LLC 04/26/2024  1,854.3129259

10015 THE ADVANCE GROUP INC 04/26/2024  529.2829260

10754 THE HOME DEPOT PRO-SUPPLY WORKS04/26/2024  348.5929261

11502 TIREHUB LLC 04/26/2024  696.6629262

10371 TJ LAW & ASSOCIATES INVESTIGATIONS04/26/2024  250.0029263

12048 UNITED STATES TREASURY 04/26/2024  133.3529264

12156 URBAN RESTORATION GROUP US INC 04/26/2024  376.4729265

12178 VALLEY ANIMAL CENTER SPAY & NEUTER CLINIC04/26/2024  210.0029266

10406 WEST HILLS OIL INC 04/26/2024  12,882.1829267

10413 YAMABE & HORN ENGINEERING INC 04/26/2024  124,196.8229268

10419 ZIM INDUSTRIES INC 04/26/2024  12,043.6029269

 760,866.36Total for 4/26/2024:

Report Total (117 checks):  1,342,470.50
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CITY OF KERMAN

PAYROLL REPORT

RETRO PAY GROSS COMP TIME
EMPLOYEE SALARY & Other HOURS AMOUNT HOURS AMOUNT HOURS AMOUNT SALARY  EARNED

ADMINISTRATION

Alvarez, Josefina 3,748.31$   -$  0 -$  0 -$  0 -$  3,748.31$    0.00

Camacho, Josie 3,219.85$   -$  0 -$  0 -$  0 -$  3,219.85$    4.50

Cheema, Akayla 2,804.31$   -$  0 -$  0 -$  0 -$  2,804.31$    0.00

Garcia, Alex 1,584.62$   -$  0 -$  0 -$  0 -$  1,584.62$    4.50

Gonzalez,  Diana 3,730.97$   -$  0 -$  0 -$  0 -$  3,730.97$    0.00

Jansons, John 7,012.54$   -$  0 -$  0 -$  0 -$  7,012.54$    0.00

Leon, Ulysa 1,584.62$   -$  0 -$  0 -$  0 -$  1,584.62$    1.88

Linares, Vanessa 1,793.69$   -$  0 -$  0 -$  0 -$  1,793.69$    1.50

Lopez, Jacqueline 2,431.54$   -$  0 29.77$   0 -$  0 -$  2,461.31$    4.50

Mendoza Hernandez, Ariana 2,009.23$   -$  3.25 119.39$   0 -$  0 -$  2,128.62$    0.00

Sandoval, Veronica 1,793.69$   -$  0 -$  0 -$  0 -$  1,793.69$    6.75

Santana Zamudio, Dalia 2,009.23$   -$  0 -$  0 -$  0 -$  2,009.23$    4.50

TOTAL 33,722.58$ -$  3.25 149.16$   0 -$  0 -$  33,871.74$  28.13

REC/SOCIAL

Acosta-Parra, Melany 107.20$    -$  0 -$  0 -$  0 -$  107.20$   0.00

Aguilar, Corina -$   -$  0 -$  0 -$  0 -$  -$   0.00

Argumedo-Vargas, Frank -$   -$  0 -$  0 -$  0 -$  -$   0.00

Arredondo, Raquel 416.00$    -$  0 -$  0 -$  0 -$  416.00$   0.00

Bankston, Jacob 16.00$   -$  0 -$  0 -$  0 -$  16.00$   0.00

Barrett, Shannon 2,019.13$   -$  0 -$  0 -$  0 -$  2,019.13$    0.00

Beltran, Isabelle -$   -$  0 -$  0 -$  0 -$  -$   0.00

Brar, Manreet 112.00$    -$  0 -$  0 -$  0 -$  112.00$   0.00

Burdine-Slaven, Jeanna 2,332.15$   -$  0 -$  0 -$  0 -$  2,332.15$    0.00

Chouhan, Arnoop 112.00$    -$  0 -$  0 -$  0 -$  112.00$   0.00

Chouhan, Gurnoor 112.00$    -$  0 -$  0 -$  0 -$  112.00$   0.00

Cruz Paramo, Xitlali -$   -$  0 -$  0 -$  0 -$  -$   0.00

Escamilla, Paloma 168.00$    -$  0 -$  0 -$  0 -$  168.00$   0.00

Flores, Haley 1,008.33$   -$  0 -$  0 -$  0 -$  1,008.33$    0.00

Garcia, Anthony 1,778.31$   -$  0 -$  0 -$  0 -$  1,778.31$    0.00

Gonzalez Corrales, Aleena 128.00$    -$  0 -$  0 -$  0 -$  128.00$   0.00

Hurlbert, Ronald 320.00$    -$  0 -$  0 -$  0 -$  320.00$   0.00

Jauriqui, Jose 577.50$    -$  0 -$  0 -$  0 -$  577.50$   0.00

Johnson, Theresa 3,343.54$   -$  0 -$  0 -$  0 -$  3,343.54$    0.00

Leon Morales, Yesenia 608.00$    -$  0 -$  0 -$  0 -$  608.00$   0.00

Lemm, Kylie -$   -$  0 -$  0 -$  0 -$  -$   0.00

Lua, Daniela -$   -$  0 -$  0 -$  0 -$  -$   0.00

Lua, Joshua -$   -$  0 -$  0 -$  0 -$  -$   0.00

Lua, Miguelangel -$   -$  0 -$  0 -$  0 -$  -$   0.00

Lujan, Vanessa 408.00$    -$  0 -$  0 -$  0 -$  408.00$   0.00

Manriquez Valdovinos, Ema 1,663.08$   -$  0 -$  0 -$  0 -$  1,663.08$    0.00

Martinez, Aylah 635.25$    -$  0 -$  0 -$  0 -$  635.25$   0.00

Martinez, Jeness 96.00$   -$  0 -$  0 -$  0 -$  96.00$   0.00

Naranjo, Alexander -$   -$  0 -$  0 -$  0 -$  -$   0.00

Nazaroff, Rebekah -$   -$  0 -$  0 -$  0 -$  -$   0.00

Negrete, Dean 1,960.62$   -$  0 -$  0 -$  0 -$  1,960.62$    0.00

Pena, Alexis -$   -$  0 -$  0 -$  0 -$  -$   0.00

Pena, Mercedes -$   -$  0 -$  0 -$  0 -$  -$   0.00

Ruiz, Rosalba 627.00$    -$  0 -$  0 -$  0 -$  627.00$   0.00

Salvador, Mark 3,270.18$   -$  0 -$  0 -$  0 -$  3,270.18$    0.00

Sidhu, Nirmal 2,400.30$   -$  0 -$  0 -$  0 -$  2,400.30$    0.00

OVERTIME STANDBY HOLIDAY at 1/2 

PAY  PERIOD: March 31, 2024 - April 14, 2024
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CITY OF KERMAN

PAYROLL REPORT

RETRO PAY GROSS COMP TIME
EMPLOYEE SALARY & Other HOURS AMOUNT HOURS AMOUNT HOURS AMOUNT SALARY  EARNED

OVERTIME STANDBY HOLIDAY at 1/2 

PAY  PERIOD: March 31, 2024 - April 14, 2024

Silva, Jessica 216.00$    -$  0 -$  0 -$  0 -$  216.00$   0.00

Tovar, Jessica 352.00$    -$  0 -$  0 -$  0 -$  352.00$   0.00

Villarreal, Arlene 2,500.62$   -$  0 -$  0 -$  0 -$  2,500.62$    0.00

TOTAL 27,287.20$ -$  0 -$  0 -$  0 -$  27,287.20$  0.00

POLICE 

Antuna, Miguel 11,834.94$ -$  0 -$  0 -$  0 -$  11,834.94$  0.00

Arciga, Jose 3,736.23$   -$  6.5 430.77$   0 -$  0 -$  4,167.00$    0.00

Barbosa, Isaias 1,596.36$   -$  0 -$  0 -$  0 -$  1,596.36$    0.00

Barcoma, Wilbert 5,142.47$   -$  0 -$  0 -$  0 -$  5,142.47$    0.00

Barra, Brenden 2,648.15$   -$  7 323.21$   0 -$  0 -$  2,971.36$    0.00

Barrera, Eduardo 2,662.95$   -$  3 142.66$   0 -$  16 126.81$   2,932.42$    0.00

Belding, Jeff 4,458.61$   -$  22 $1,727.04 0 -$  0 -$  6,185.65$    0.00

Castro, Jaclynn 2,674.89$   -$  0 -$  0 -$  0 -$  2,674.89$    23.25

Chapman, Tom 4,558.52$   -$  0 -$  0 -$  0 -$  4,558.52$    4.50

Clark, Patrick 3,064.81$   -$  15 820.93$   0 -$  0 -$  3,885.74$    4.50

Cubillos, Munique 2,402.04$   -$  3 131.60$   0 -$  0 -$  2,533.64$    0.00

Cubillos, Theresa 3,308.12$   -$  0 -$  0 -$  0 -$  3,308.12$    0.00

Farr, Jonathan 2,536.17$   -$  25.5 $1,154.86 0 -$  0 -$  3,691.03$    0.00

Garcia, Andrew 2,598.00$   -$  25 $1,159.82 0 -$  0 -$  3,757.82$    0.00

Gempis, Danzel 2,356.62$   -$  4 112.22$   0 -$  0 -$  2,468.84$    0.00

Gutierrez, Gloria 1,160.62$   -$  0 -$  0 -$  0 -$  1,160.62$    0.00

Gutierrez, Luis 2,499.31$   -$  0 -$  0 -$  0 -$  2,499.31$    15.00

Inthasone, Bryant 2,474.31$   -$  16.45 720.20$   0 -$  0 -$  3,194.51$    0.00

Irazoqui, Mario -$   -$  0 -$  0 -$  0 -$  -$   0.00

Lim, Jim 2,598.67$   -$  0 -$  0 -$  0 -$  2,598.67$    0.00

Lopez, Matt 340.00$    -$  0 -$  0 -$  0 -$  340.00$   0.00

Lozano, Daniel 2,325.18$   -$  4.5 196.19$   0 -$  0 -$  2,521.36$    0.00

Mendoza, Sandra 3,995.15$   -$  4.5 212.69$   0 -$  0 -$  4,207.84$    0.00

Nery De La Cruz, Fabiana 1,978.38$   -$  0 -$  0 -$  0 -$  1,978.38$    0.00

Ramirez, Victoria 1,808.70$   -$  0 -$  0 -$  0 -$  1,808.70$    0.00

Roth, Adriana 2,598.67$   -$  7 211.35$   0 -$  0 -$  2,810.02$    21.00

Ruiz, Jose 2,478.03$   -$  16 690.15$   0 -$  0 -$  3,168.18$    0.00

Vasquez, Francisco 2,440.53$   -$  0 -$  0 -$  0 -$  2,440.53$    47.25

Velez, Bernice 1,906.50$   -$  5 178.73$   0 -$  0 -$  2,085.23$    0.00

Wilkins, Steve 5,312.82$   -$  0 -$  0 -$  0 -$  5,312.82$    0.00

TOTAL: 89,495.74$ -$  164.45 $8,212.42 0 -$  16 126.81$   97,834.96$  115.50

PUBLIC WORKS

Arrellano, Antonio 2,077.81$   -$  0 -$  0 -$  0 -$  2,077.81$    0.00

Barajas, Michael 3,762.85$   -$  0 -$  0 -$  0 -$  3,762.85$    0.00

Camacho, Armando 2,216.46$   -$  2 81.24$   0 -$  0 -$  2,297.70$    1.50

Castro, Joseph 3,778.55$   -$  0 -$  0 -$  0 -$  3,778.55$    0.00

Cervantes, Pedro 1,722.67$   -$  0 -$  0 -$  0 -$  1,722.67$    0.00

Cruz Villalobos, Eulises 1,663.08$   -$  24 776.29$   0 -$  32 645.23$   3,084.60$    0.00

Garcia, Destiny 1,115.46$   -$  0 -$  0 -$  0 -$  1,115.46$    0.00

Garcia, Guadalupe 992.46$    -$  0 -$  0 -$  0 -$  992.46$   1.50

Garcia Pina, Gilberto 1,663.08$   -$  0 -$  0 -$  0 -$  1,663.08$    0.00

Gastelum, Humberto 3,270.18$   -$  0 -$  0 -$  0 -$  3,270.18$    0.00

Gutierrez Olivarez, Norberto 1,867.38$   -$  0 -$  0 -$  0 -$  1,867.38$    0.00

Hernandez, Julian 2,108.92$   -$  0 -$  0 -$  0 -$  2,108.92$    9.00
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CITY OF KERMAN

PAYROLL REPORT

RETRO PAY GROSS COMP TIME
EMPLOYEE SALARY & Other HOURS AMOUNT HOURS AMOUNT HOURS AMOUNT SALARY  EARNED

OVERTIME STANDBY HOLIDAY at 1/2 

PAY  PERIOD: March 31, 2024 - April 14, 2024

Isaak, Denise 2,500.62$   -$  0 -$  0 -$  0 -$  2,500.62$    0.00

Jimenez, Gabriela 1,828.31$   -$  0 -$  0 -$  0 -$  1,828.31$    0.00

Kaur, Harmeen 2,437.08$   -$  0 -$  0 -$  0 -$  2,437.08$    4.50

Lopez, Josue 2,029.08$   -$  52.75 $2,096.58 0 -$  32 791.63$   4,917.29$    0.00

Morales, Andres 2,359.08$   -$  0 -$  0 -$  0 -$  2,359.08$    0.00

Ortiz, Carlos 2,324.46$   -$  0 -$  0 -$  0 -$  2,324.46$    0.00

Perez, Ruben Lopez 2,166.46$   -$  3 121.86$   0 -$  0 -$  2,288.33$    0.00

Ramirez, Manuel 3,137.68$   -$  0 -$  0 -$  0 -$  3,137.68$    0.00

Sanchez, Daniel 3,114.71$   -$  0 -$  0 -$  0 -$  3,114.71$    1.50

Sanchez, Joseph 970.05$    -$  0 -$  0 -$  0 -$  970.05$   0.00

Soto, Samuel 2,236.77$   -$  1 41.00$   0 -$  0 -$  2,277.77$    0.00

Tinoco, Alfonso 2,713.54$   -$  1 49.94$   0 -$  0 -$  2,763.48$    0.00

Valdivia, Blanco 50.00$   -$  0 -$  0 -$  0 -$  50.00$   0.00

TOTAL 54,106.73$ -$  83.75 $3,166.93 0 -$  64 $1,436.86 58,710.52$  18.00

PLANNING

Belmonte, Ruth 2,464.77$   -$  0 -$  0 -$  0 -$  2,464.77$    0.00

Campos, Manuel 2,622.15$   -$  2 96.46$   0 -$  0 -$  2,718.61$    0.00

Gomez, Juliana 969.00$    -$  0 -$  0 -$  0 -$  969.00$   0.00

Meza, Isela 244.80$    -$  0 -$  0 -$  0 -$  244.80$   0.00

Orozco, Jesus 3,763.92$   -$  0 -$  0 -$  0 -$  3,763.92$    0.00

Zamora, Karina 799.00$    -$  0 -$  0 -$  0 -$  799.00$   0.00

TOTAL 10,863.65$ -$  2 96.46$     0 -$  0 -$  10,960.10$  0.00

PLANNING COUNCIL

Bandy, R -$   Yep, G 125.00$   

Molloy, Cory 75.00$   Herrera, I 125.00$   

Nehring, K 75.00$   Nijjer, B 125.00$   

Felker, R 75.00$   Coleman, J -$    

Bishop, S 75.00$   Pacheco, M 125.00$   

Total 300.00$   Total 500.00$   

GRAND TOTAL: $216,275.90 $0.00 253.45 $11,624.96 0 $0.00 80 $1,563.67 $229,464.52 161.63
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STAFF REPORT 

MEETING DATE: May 8, 2024 

PRESENTER: Jesus A. Gonzalez, City Engineer 

SUBJECT: Approve a reimbursement agreement with Kerman Unified School District (KUSD) for the 
construction of a segment of 12” master planned water main related to Well 18 (JG) 

RECOMMENDATION: Council by motion adopt resolution approving reimbursement agreement 
with Kerman Unified School District for installation of water main and authorizing the City Manager 
to sign.  

EXECUTIVE SUMMARY: 

The City of Kerman is currently in preparation of construction documents for Well 18 located on the 
east side of First Street, north of Whitesbridge Road. The construction documents are for the 
construction of Well 18 for potable water production and includes the construction of a segment of 
master planned 12” water main in First Street.    

Kerman Unified School District (KUSD) is currently in construction of Harvest Elementary (Campus), 
situated adjacent to the north of Well 18. The Campus is required to open in the Fall of 2024 and as 
such is in immediate need of the master planned 12” water main intended to be constructed by 
Well 18. Based on its need, KUSD is proposing to construct the necessary segment of 12” water 
main for connecting the Campus to the City’s water system. The costs of the improvements are fully 
reimbursable to KUSD in the estimated amount of $107,601.82. Final reimbursement amount for 
the work will be based on actual incurred costs in accordance with the provisions of the mutually 
agreed upon cost reimbursement agreement. 

Construction of the of the master planned 12” water main by KUSD will 1) allow for its Fall 2024 
opening, 2) provide the City an economy of scale cost savings based on other KUSD work related to 
the Campus, and 3) avoid the need for future reconstruction of Campus constructed street 
improvements. 

FISCAL IMPACT: 

The total estimated reimbursement cost is $107,601.82, inclusive of  construction and KUSD 
administrative costs. The funding will be through the Water Major Facilities Reimbursements 
account. There are sufficient accounts funds in the FY 23/24 Budget to cover the necessary cost. 

ATTACHMENTS:  

A. Resolution 
B. Reimbursement Agreement  
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Attachment ‘A’ 
 

RESOLUTION NO. 24-___ 
 

RESOLUTION OF THE CITY COUNCIL OF THE CITY OF KERMAN 
APPROVING A REIMBURSEMENT AGREEMENT WITH KERMAN UNIFIED SCHOOL 

DISTRICT RELATING TO INSTALLATION OF WATER MAIN AND AUTHORIZING 
EXECUTION BY CITY MANAGER 

 

WHEREAS, the City of Kerman is currently preparing construction documents for Well 
18, located on the east side of First Street, just north of Whitesbridge Road; and  

 
WHEREAS, the Project includes construction of a 12” master planned water main in First 

Street, north of Whitesbridge Road; and 
  

 WHEREAS, Kerman Unified School District (KUSD) is currently in construction of Harvest 
Elementary, adjacent to the north of Well 18; and  
 

WHEREAS, KUSD requires immediate use of the 12” master planned water main 
intended to be installed by Well 18; and 

 
 WHEREAS, KUSD has agreed to construct the 12” master planned water main 
improvements for an estimated reimbursement amount of $107,601.82; and 
 
 WHEREAS, the final reimbursement amount will be based on actual costs incurred in 
accordance with provisions of the mutually agreed upon cost reimbursement agreement.    
  
NOW, THEREFORE, THE CITY COUNCIL OF THE CITY OF KERMAN RESOLVES AS FOLLOWS:  

 
1. The foregoing recitals are true and correct. 

 
2. The Council approves the Reimbursement Agreement with Kerman Unified 

School District Relating to Installation of Water Main attached as Exhibit A and 
incorporated by reference.   

 
3.  The City Manager is authorized to sign the reimbursement agreement. 

 
4. This resolution is effective upon adoption. 

 
(Certification on Next Page) 
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The foregoing resolution was adopted by the Kerman City Council at a regularly scheduled 
meeting held on the 8th day of May, 2024, by the following vote: 

 
AYES: 

NOES: 

ABSENT: 

ABSTAIN: 

The foregoing resolution is hereby approved. 

 
 
                                                                                   
       Maria Pacheco  

Mayor 
ATTEST: 
 
 
                                                                  
Josie Camacho 
Interim City Clerk 
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STAFF REPORT 

MEETING DATE: May 8, 2024 

PRESENTER: Steve Wilkins, Chief of Police 

SUBJECT: Agreement with Family Healing Center (SW) 

RECOMMENDATION: Council by motion adopt resolution approving Memorandum of 
Understanding with Family Healing Center. 

EXECUTIVE SUMMARY: 
 
The City of Kerman has been in agreement with Family Healing Center for Forensic Interviews-offered on 

call for all needed interviews including emergency, after hours, and weekends. Children and adults that 

have been victims of sexual assault and domestic violence, and those who have witnessed any form of a 

violent crime, the Deaf and Hard of Hearing community, and developmentally delayed.  These victims 

and witnesses may require the expert assistance offered by Family Healing Center to aid the police in 

successful resolution to cases.  The Family Healing Center provides expert court testimony, consultation, 

and training to the police department for a flat fee of $1,000.00 

DISCUSSION: 
 
The Police Department 2023-2024 Current Budget includes $1,000.00 flat fee for services to Family 
Healing Center.  The cost remains the same for the 2024-2025 budget. 

 
FISCAL IMPACT: 
 
The costs remains the same as currently budgeted. 

 
ATTACHMENTS: 
 
A. Resolution w/Exhibit 
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Attachment ‘A’ 
 

RESOLUTION NO. 24–__ 
 

RESOLUTION OF THE CITY COUNCIL OF THE CITY OF KERMAN 
APPROVING AGREEMENT BETWEEN THE CITY OF KERMAN 

AND FAMILY HEALING CENTER 
 

WHEREAS, the annual agreement between the City of Kerman (City) and the Family Healing 
Center provides needed law enforcement investigative support; and 

 
WHEREAS, the City would like to continue this annual agreement for forensic interviews, 

expert witness court testimony, and training services as described in the attached Exhibit ‘A’. 
 
NOW THEREFORE, the City Council of the City of Kerman resolves as follows: 

 
1. The foregoing recitals are true and correct. 

 
2. The Council approves the 2024/2025 Agreement with Family Healing Center attached as 

Exhibit ‘A’ and authorizes the City Manager to sign the agreement on behalf of the City. 
 

3. This resolution is effective upon adoption. 
 

The foregoing resolution was adopted by the Kerman City Council at a regularly scheduled meeting 
held on the 8th day of May, 2024, by the following vote: 
 

AYES: 

NOES: 

ABSENT: 

ABSTAIN: 

 
The foregoing resolution is hereby adopted. 
 
 

_____________________ 
Maria Pacheco 
Mayor 

ATTEST:  
 
 
_____________________ 
Josie Camacho 
Interim City Clerk 
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Exhibit ‘A’ 

Family Hcaling Center 
.       I ' ;    •    1 "   :  1   •     j ,:  J ,-           ,' ·         • 1 
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MEMORANDUM OF UNDERSTANDING 

 

 
WHEREAS, The Family Healing Center and the Kerman Police Department have come together to 

collaborate and create a partnership to assist victims of Sexual Assault, Child Abuse and Domestic 

Violence, and 

 
WHEREAS, the partners herein desire to enter into a Memorandum of Understanding setting forth the 

services to be provided by the partnership; and 

 
WHEREAS, the MOU prepared and approved by the partners may be used to be submitted at any time 

during the life of the agreement as part of an RFP for grant funding, and 

 
WHEREAS, this MOU is in effect from April 1, 2024 through March 31, 2025 or until the end of the 

current Cal OES Grant cycle should it be extended. 

 
I) Description of Partner Agencies 

 
The Family Healing Center has been assisting victims of domestic violence and sexual assault since 

2011. The agency uses a multidisciplinary team approach by combining law enforcement, district 

attorney's office, forensic interviewers, therapy and counseling, forensic nursing through a separate 

contract or MOU with Central Valley Forensic Nursing Specialists Inc. (herein after referred to as 

CVFNS), and advocacy all in one abuse center. 

 
The Kerman Police Department is responsible for ensuring the safety of the individuals in their cities. The 

agencies provide routine law enforcement duties such as being proactive in deterring crime and proactive 

in investigations, follow-ups, and arrest. 

 
II) History of Relationship 

 
The Kerman Police Department has been assisting the victims of domestic violence and sexual assault  

by referring individuals and families to the Family Healing Center. The Kerman Police Department Sexual 

Assault Unit routinely utilizes the services primarily for Forensic Interviews of victims and witnesses and 

referring victims and their families for therapeutic counseling services. Forensic Sexual Assault 

Examinations conducted by CVFNS via a separate MOU or contract. Consequently, their relationship 

has helped the victims by providing needed services. 

 
111) Roles and Responsibilities 

 
NOW, THEREFORE, it is hereby agreed by and between the partners as follows: 

 
The Family Healing Center will work collaboratively with the Kerman Police Department to assist victims 

of domestic violence and sexual assault. The Family Healing Center will work with men, women and 

children who are survivors of sexual and physical abuse through a multidisciplinary team approach. The 

agency will be utilized combining law enforcement, district attorney's office, forensic interviewers, therapy 

and counseling services, forensic nursing through CVFNS, and advocacy all in one center. The goal is to 

optimize outcomes for the victims by providing all assessments and treatment services in one supportive 

environment. 
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The Kerman Police Department will work on investigation, follow-up interviews, and arrest of the 

perpetrators. They are the first line of contact in the chain of support services that the victim(s) will 

receive. The Kerman Police Department will be responsible for referring victims to the Family Healing 

Center for services; these services will include but are not limited to; 

MEMORANDUM OF UNDERSTANDING 

□ Forensic Interviews-offered on call for all needed interviews including emergency, 

after hours and weekends. Children and adults that have been victims of sexual 

assault and domestic violence and those who have witnessed any form of a violent 

crime, the Deaf and Hard of Hearing community, and developmentally delayed. A 

Spanish speaking interpreter is also available as needed. Cost for these services is 

paid for through a grant from Ca/OES from April 1, 2024 through March 31, 

2025 and any grant extension or subsequent grant for the same services. 

□ The grant does not reimburse for Expert Court Testimony, Law Enforcement 

Consultation, Prevention Training and Education, Mandated Reporter Training, or 

other Roll Call Training requested by Law Enforcement. These are all necessary in 

order to ensure consistency in the MDIC process and to continue Team efficiency 

and proper victim care. We also try to maintain our availability as a 24/7 operation, 

which requires maintaining a high level of protection and security for our staff, your 

victims and staff if they are required to need our services after hours. This is provided 

for a flat rate of $1,000 for the fiscal year 2024-2025 as indicated. 

□ If victims or victim's family members require counseling or therapeutic intervention 

(individual, group or family) services will be provided on site by expert Family Healing 

Center staff. Referrals for legal assistance or court accompaniment will be provided 

to victims of domestic violence, dating violence, sexual assault, human trafficking and 

stalking with no restriction on age. These services also paid for through a grant 

from Ca/OES or funding through the VOCA from April 1, 2024 through March 

31, 2025. 

□ If victims require a Forensic Medical Evidentiary Exam one can be provided on site 

24/7 by Central Valley Forensic Nursing Specialists, Inc. (CVFNS). This service 

requires a separate contract or MOU with CVFNS and will be conducted at the 

discretion of the Law Enforcement agency. 
 

IV) Timeline 

 
The roles and responsibilities described above under this Memorandum of Understanding will commence 

on the date the MOU is signed and continue until March 31, 2025. 

 
V) Commitment to Partnership 

 
1) The Partnership service area includes the incorporated areas of the City of Kerman. 

 
2) The partners agree to collaborate and provide service/assistance as described in the MOU to victims of 

domestic violence, child abuse and sexual assault. 

 
3) Compensation under this MOU is defined in section Ill. All MDIC's are paid for by a grant from 

CalOES from April 1, 2024 through March 31, 2025. This does not include the 20% match required 

for the grant. In the event the grant is extended this MOU will be extended for the life of the grant. If a 

subsequent grant or different grant is acquired a new MOU will be required with the new or different 

grant information. This is subject to change based on any subsequent RFP's, grant funding 

opportunities or contracts. Changes to this effect will be appropriately considered and ratified through 

agency council and or boards. 
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VI) Severability  

The provisions of the MOU are severable with 30-day notice of either party. The invalidity or 

unenforceability of any one provision in this MOU shall not affect the other provisions. 

 

VII) Entire MOU 
 

It is mutually understood and agreed that the foregoing constitutes the entire agreement between the 

parties as to the subject matter hereof. Any modifications or amendments to this MOU must be in 

writing and signed by authorized agent of each party within 30 days of said modification or 

amendment. 

 

Indemnity for Professional Liability 

When the law establishes a professional standard of care for Consultant's Services, to the fullest extent 

permitted by law, Consultant shall indemnify, protect, defend, and hold harmless the City and any and all of its 

officials, employees and agents ("Indemnified Parties") from and against any and all losses, liabilities, 

damages, costs, and expenses, including legal counsel's fees and costs to the extent same are caused in 

whole or in part by any negligent or wrongful act, error, or omission of Consultant, its officers, agents, 

employees, or Subconsultants (or any Agency or individual that Consultant shall bear the legal liability thereof) 

in the performance of professional services under this Agreement. 

 

Indemnity for Other Than Professional Liability 

Other than in the performance of professional services and to the full extent permitted by law, Consultant shall 

indemnify, defend, and hold harmless the City, and any and all of its employees, officials and agents from and 

against any liability (including liability for claims, suits, actions, arbitration proceedings, administrative 

proceedings, regulatory proceedings, losses, expenses or costs of any kind, whether actual, alleged or 

threatened, including legal counsels fees and costs, court costs, interest, defense costs, and expert witness 

fees), where the same arise out of, are a consequence of, or are in any way attributable to, in whole or in part, 

the negligent performance of this Agreement by Consultant or by any individual or Agency for which Consultant  

is legally liable, including, but not limited to, officers, agents, employees, or subcontractors of Consultant.  

 

Insurance Requirements 

Without limiting Consultant's indemnification of the City, and prior to commencement of Work, Consultant shall 

obtain, provide, and continuously maintain at its own expense during the term of this Agreement, and shall 

require any subconsultants to obtain and maintain, policies of insurance of the type and amounts described 

below and, in a form, satisfactory to the City. 

 
a. Workers' Compensation. Consultant shall maintain Workers' Compensation Insurance 

(Statutory Limits) and Employer's Liability Insurance 

(with limits of at least one million dollars ($1,000,000)). Consultant shall submit to the City, 

along with the certificate of insurance, a Waiver of Subrogation endorsement in favor of the City, 

its officers, agents, employees, and volunteers. 

 
b. General Liability. Consultant shall maintain commercial general liability insurance with 

coverage at least as broad as Insurance Services Office form CG 00 01, or equivalent, in an 

amount not less than one million dollars ($1,000,000) per occurrence, two million dollars 

($2,000,000) general aggregate, for bodily injury, personal injury, and property damage, including 

without limitation, blanket contractual liability. General liability policies shall provide or be endorsed 

using Insurance Services Office forms CG 20 10 to provide that the City and its officers, officials, 

employees, and agents shall be additional insureds under such policies. 

 
c. Automobile Liability. If Consultant (or subconsultants) utilizes automobiles in the performance 

of services under this agreement, Consultant shall maintain automobile insurance at least as 

broad as Insurance Services Office form CA 00 01 covering bodily injury and property damage for 

all activities of the Consultant arising out of or in connection with Work to be performed under this 

Agreement, including coverage for any owned, hired, non-owned or rented vehicles, in an 

amount not less than one million dollars ($1,000,000) combined single limit for each accident. 

 
 
 
Professional Liability (Errors & Omissions). Consultant shall maintain professional liability insurance that insures 
against professional errors and omissions that may be made in performing 
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the Services to be rendered in connection with this Agreement, in the minimum amount of one 

million dollars ($1,000,000) Per claim and in the aggregate. Any policy inception date, continuity 

date, or retroactive date must be before the effective date of this agreement, and Consultant 

agrees to maintain continuous coverage through a period no less than one year after completion 

of the Services required by this Agreement. 

 
d. Proof of Insurance. Consultant shall provide to City, certificates of insurance and 

endorsements, as required, as evidence of the insurance coverage required herein. Insurance 

certificates and endorsements must be approved by Cities prior to commencement of 

performance. Current evidence of insurance shall be kept on file with the City at all times during 

the term of this Agreement. The City reserves the right to require complete, certified copies of all 

required insurance policies, at any time. 

 
e. Acceptable Insurers. All insurance policies shall be issued by an insurance company currently 

authorized by the Insurance Commissioner to transact business of insurance in the State of 

California, with an assigned policyholders' Rating of A- (or higher) and Financial Size Category 

Class VII (or larger), in accordance with the latest edition of Best's Key Rating Guide, unless 

otherwise approved by the City. 

 
f. Enforcement of Contract Provisions (non estoppel). Consultant acknowledges and agrees that 

any actual or alleged failure on the part of the City to inform Consultant of non-compliance with 

any requirement imposes no additional obligations on the City, nor does it waive any rights 

hereunder. 

 
g. Specifications not Limiting. Requirements of specific coverage features, or limits contained in 

this Section are not intended as a limitation on coverage, limits or other requirements, or a waiver 

of any coverage normally provided by any insurance. Specific reference to a given coverage 

feature is for purposes of clarification only as it pertains to a given issue and is not intended by 

any party or insured to be all inclusive, or to the exclusion of other coverage, or a waiver of any 

type. 

 
h. Notice of Cancellation. Consultant agrees to oblige its insurance agent or broker and insurers 

to provide to Agency with thirty (30) days' notice of cancellation (except for nonpayment for which 

ten (10) days' notice is required) or nonrenewal of coverage for each required coverage. 

 
i. Self-insured Retentions. Any self-insured retentions must be declared to and approved by the 

City. The City reserves the right to require that self-insured retentions be eliminated, lowered, or 

replaced by a deductible. Self-insurance will not be considered to comply with these specifications 

unless approved by the City. 

 

j. Timely Notice of Claims. Consultant shall give the City prompt and timely notice of claims 

made or suits instituted that arise out of or result from Consultant's performance under this 

Agreement, and that involve or may involve coverage under any of the required liability policies. 

 

 
MEMORANDUM OF UNDERSTANDING 

 
IN WITNESS THEREOF, the parties have caused their authorization agents to execute this MOU: 

 

 
SIGNATURES 

 
By 

 
Executive Director, Family Healing Center 

 
Date 

 
By 

 
City Manager or Designee, 

 

 
Date  
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STAFF REPORT 

MEETING DATE: May 8, 2024 

PRESENTER: John Jansons, City Manager 

SUBJECT: Resolution Approving Updated 2024 Personnel Rules and Regulations (JAJ) 

RECOMMENDATION: Council by motion adopt resolution approving updated Personnel Rules 
and Regulations. 

EXECUTIVE SUMMARY: 
 
The City of Kerman’s Personnel Rules and Regulations were last updated April 18, 2018. They 
have now been revised to conform to legal requirements to eliminate inconsistencies and to 
bring the policies into uniformity with practices that have changed over time.  
 
DISCUSSION: 
 
The City Attorney has reviewed and approved of the policy revisions. Most changes implement 
new State and Federal laws that are to the benefit of employees.  Exhibit A to the resolution, 
presents the updated 2024 Personnel Rules and Regulations. Updates include, for example, 
changes to Fair Employment Policies and Practices, Sick leave, Family and Medical leave, 
Bereavement Leave and Drug and Alcohol Testing al in favor of employees and in accordance 
with new laws. 
 
The draft document was presented to representatives of both Employee Groups (KPOA and 
KMEA). As a result, adjustments were made in several Sections, including Section 6.2 “subject 
to the specific terms of the applicable MOU” was added, Section 1.1 operating departments 
were updated, and Section 9.11 “piercings” was updated.   Other non-substantive questions 
and comments were discussed with employee representatives, but those clarifications did not 
result in any additional changes. 

 
FISCAL IMPACT: 
 
None. 
 
ATTACHMENTS: 
 
A. Resolution w/Exhibit  

 
 

 

31

Section 5, Item F.



 

Attachment ‘A’ 
 

RESOLUTION NO. 24-___ 
RESOLUTION APPROVING THE UPDATED 2024 PERSONNEL RULES AND REGULATIONS 

 
WHEREAS, the City Manager has the responsibility under  Kerman Municipal Code 2.12.03 

to prepare and recommend to the City Council personnel rules and revisions and amendments 
to those rules; and  

 
WHEREAS, Kerman Municipal Code 2.12.030 requires that personnel rules and revisions 

to those rules, be reviewed by the City Council and when voted upon and passed by Resolution 
will create the personnel systems for the City; and  

 
WHEREAS, the objectives of these rules are to facilitate efficient and economic service to 

the public and to provide for an equitable system of personnel management in the municipal 
government; and 

 
WHEREAS, these rules set forth in detail those procedures which ensure similar treatment 

for employment and employees and define many of the obligations, rights privileges and 
prohibitions which are in effect for City employment. 

 
NOW, THEREFORE, the City Council of the City of Kerman resolves as follows: 

 
SECTION 1.  The above recitals are true and correct and incorporated herein by 

reference  
 
SECTION 2. This Resolution hereby supersedes and replaces Resolution 18-26 and any 

administrative polices inconsistent therewith. 
 
SECTION 3.  The 2024 Personnel Rules and Regulations attached hereto as Exhibit “A” 

are hereby adopted.  
 
SECTION 4. Copies of 2024 Personnel Rules and Regulations and if amended in future, 

will be provided to the City Council, Department Directors, all employees 
of the City, and new City employees. 

 
SECTION 5.    This Resolution is effective upon its adoption. 

 
The foregoing resolution was adopted by the Kerman City Council at a regular meeting held on 
the 8th day of May 2024, by the following vote. 

 
AYES:  

NOES:  

ABSENT:  

ABSTAIN:  
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The foregoing resolution is hereby approved.   
 
             
       __________________________ 
       Maria Pacheco 

Mayor  
 
 
ATTEST: 
 
 
___________________________ 
Josie Camacho, Interim City Clerk  
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PERSONNEL RULES AND REGULATIONS 
(EMPLOYEE HANDBOOK) 

 
 

Effective: April 18, 2018 
Updated May __, 2024 

  

Exhibit ‘A’ 
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INTRODUCTION 
 
Welcome! As an employee of the City of Kerman (the “City”), you are an important member of a team 
effort. We hope that you will find your position with us challenging and productive. 
 
Because the quality of service we provide to our community depends on the dedication of our 
employees, we are highly selective in choosing new members of our team. The City is committed to 
treating employees respectfully, paying them fairly and providing good and safe working conditions.  
 
We look to you and other employees to support our commitment to making Kerman a place “where 
community comes first.” 
 
Again, welcome to our team!  We trust that you will find your work with us a rewarding experience.   
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RULE 1. PERSONNEL POLICIES 

Section 1.1   Organization 

The legislative power of the City of Kerman (the “City”) is vested in the City Council.  The City 
Council consists of five persons who are elected by the citizens of Kerman.  The position of Mayor, one 
of the five Council seats, is also directly elected by these citizens.  Through its powers to pass ordinances, 
levy taxes, award contracts, and appoint certain City commissions, the City Council directs the course of 
City government.  The Mayor, who is a member of the City Council, signs official documents, chairs 
Council meetings, and acts as the official head of the City at public and ceremonial occasions. 
 

The day-to-day affairs and management of the government are directed by the City Manager, 
who is appointed by the City Council as the Chief Administrative Officer of the City of Kerman.  To 
facilitate effective administration, the organization is divided into the following operating departments: 
 
Office of the City Manager/Management Services 
 A.  Office of the City Manager 
 B.  City Clerk 

C.  Human Resources 
D. Community Investment/Economic Development 
 

Community Development Department 
A. Land Use Planning (Long Range and Current 
B. Building and Safety Services 
C. Business Licenses 
D. Code Compliance/Neighborhood Livability 
E. Development Services/Engineering 

 
Community Services Department 

A. Parks and Facilities 
B. Recreation Services for Seniors, Adults, and Youth 
C. Community Social Services 
D. Community Events 

 

Finance Department 
A. Director of Finance and City Treasurer 
B. Budgets and Investments 
C. Accounts Payable/Accounts Receivable 
D. Utility Billing and Collections 
E. Payroll Services 

 
Police Department 

A.  Community Policing and Crime Prevention 
B.  Patrol Divisions 
C.  Detectives and Investigations 
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D.  Evidence, Property, and Records 
E.  Traffic Safety/Vehicle Abatement 
F.  School Resource Officers 
G. Animal Control 

 
Public Works Department 
 A.  Operations and Street Maintenance 
 B.  Waste Supply and Distribution 
 C.  Sewer and Waste Water Treatment 
 D.  Fleet and Equipment Maintenance 
 E.  Park and ROW Maintenance 
 F.  Water/ Utility Conservation 

Section 1.2   Purpose of the Employee Handbook 

These Personnel Rules and Regulations (also referenced as “Employee Handbook” or 
“Handbook”) are intended to govern the Personnel System for the City.  This Employee Handbook 
includes personnel policies and procedures that govern the day-to-day operations of our organization.  
These policies are intended to increase an employee’s understanding of the agency’s expectations and 
set forth levels of responsibility and authority for all employees and supervisors. 
 

This Employee Handbook, however, cannot anticipate every situation or answer every question 
about employment with us.  The Handbook is not, nor is it intended to be, an employment contract.  Nor 
is it intended to create legal rights.  In order to retain the necessary flexibility in the administration of 
policies and procedures, the City reserves the right to change or revise policies and procedures described 
in this Handbook without notice whenever it determines that such action is warranted.  Any written 
changes to this Handbook will be distributed to all employees so that employees are aware of the new 
policies or procedures. No oral statements or representations can in any way alter the provisions of this 
Handbook. 

Section 1.3   Administration of Personnel Rules; Human Resource Officer 

The City Manager, as authorized by the City Council, and the City Manager’s designee shall 
administer these Personnel Rules and Regulations. This system effectively allows the City Council to voice 
its policies and instructions through this officer. The Human Resource Officer is the City Manager’s 
designee under these Personnel Rules and Regulations. The City Manager may also authorize other 
designees in writing. The City Manager shall have general control and supervision over all employees 
and shall also have the authority to control, order and give directions to all employees through 
supervisory employees. 

 
The City Manager may establish written administrative rules and regulations which are consistent 

with these Personnel Rules and written administrative rules and regulations required by state or federal 
law unless such laws require adoption by the City Council. 
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Section 1.4   Non-Contract 

These Personnel Rules do not create a contract of employment, express or implied, or any rights 
contractual in nature. 

Section 1.5   Coverage of Personnel Rules 

These Personnel Rules shall apply to all employees unless a section or provision specifically 
excludes them.  

 
Independent contractors, volunteers, and City Council members are not City employees, and are 

therefore not covered by the Personnel Rules included herein.  

Section 1.6   Memorandums of Understanding 

Certain City employees are represented by an association.  Each group negotiates a 
Memorandum of Understanding (MOU) governing certain aspects of employment including but not 
limited to compensation structure, work schedules, overtime pay, insurance benefits, and paid time off 
benefits.  
 

Unless otherwise required by law, in the event that any provision in this Handbook conflicts with 
a provision in an MOU, the City will abide by the applicable MOU provision. 

Section 1.7   Definitions and Interpretation 

A. Interpretation 

All words and phrases shall be construed according to the common and approved usage of the 
language, but technical words and phrases and such others as may have acquired a peculiar and 
appropriate meaning in the law shall be construed and interpreted according to such peculiar and 
appropriate meaning. 

 
B. Definitions 

Where appropriate, specific definitions are utilized in these Personnel Rules and shall prevail. 
Such definition shall be applicable throughout these Personnel Rules unless otherwise stated. 

Section 1.8   Violation of Rules 

Violation of any of the provisions of these Personnel Rules by any City employee may be subject 
to disciplinary action as set forth in Rule 5. 

Section 1.9   Employment Constitutes Acceptance of Rules  

In accepting employment with the City, each employee agrees to be governed by and to comply 
with these Personnel Rules and written administrative rules and procedures established by the City 
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Manager. Upon accepting employment with the City, an employee shall be provided electronic access 
to a copy of these Personnel Rules and sign for their receipt. The receipt will be made a part of the 
employee’s personnel file. A hard copy of the written Personnel Rules is also available within each 
department. 

Section 1.10   Severability 

If any rule, subsection, sentence, clause, phrase or portion of this Employee Handbook is for any 
reason held to be invalid by a court of competent jurisdiction, the remaining rules, sections, sentences, 
clauses, and portions of the Employee Handbook shall nonetheless remain in full force and effect. 
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RULE 2. FAIR EMPLOYMENT POLICIES AND PRACTICES: EQUAL EMPLOYMENT POLICY; 
POLICY AGAINST DISCRIMINATION, HARASSMENT AND RETALIATION; COMPLAINT 

PROCEDURE 
 
Notwithstanding any language in this Employee Handbook, this Rule 2 shall be applicable to all 

City employees, independent contractors, volunteers, and City Council members 

Section 2.1   Equal Employment Opportunity 

The City affords equal employment opportunity for all qualified applicants and employees to all 
terms of employment with the City including, but not limited to, compensation, hiring, training, 
transfer, discipline, and termination. Employment decisions will comply with all applicable laws 
prohibiting discrimination in employment including Title VII of the Civil Rights Act of 1964, the Age 
Discrimination in Employment Act of 1967, the Americans with Disabilities Act of 1990, the Immigration 
and Nationality Act, the California Fair Employment and Housing Act and any other applicable laws. 

The City prohibits discrimination against employees and applicants for employment on the basis 
of any status protected under state or federal law. 

Any employee, volunteer, or applicant who believes they have experienced any form of 
employment discrimination or abusive conduct are encouraged to report the conduct immediately by 
using the complaint procedures provided in these Policies, or by contacting the Equal Employment 
Opportunity Commission (“EEOC”), or the Civil Rights Department (“CRD”). 

Section 2.2   Purpose 

The City is committed to preventing discrimination, harassment, and retaliation in the 
workplace. Supervisors, co-workers and third parties are prohibited from engaging in unlawful behavior 
under the Fair Employment and Housing Act. This policy establishes a complaint procedure by which 
the City will investigate and resolve complaints of harassment, discrimination, and retaliation by and 
against City covered individuals. The City encourages all covered individuals to report any conduct that 
they believe violates this policy as soon as possible.  

This policy establishes a complaint procedure by which the City will investigate and resolve 
complaints of discrimination, harassment and retaliation by and against City covered individuals. The 
City encourages all covered individuals to report any conduct that they believe violates this policy as 
soon as possible.  

The City expressly prohibits any retaliation against an employee because they filed or supported 
a complaint or because they participated in the investigation or complaint resolution process. 
Individuals found to have retaliated against an employee in violation of this policy will be subject to 
appropriate sanction or disciplinary action, up to and including termination. 
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Section 2.3   Covered Individuals and Scope of Policy 

This policy covers the following individuals: applicants for employment at the City employees 
regardless of rank or title; elected or appointed officials of the City; interns; volunteers; and contractors.  

 
This policy applies to all terms and conditions of employment, internships, and volunteer 

opportunities, including, but not limited to, selection, hiring, placement, promotion, disciplinary action, 
layoff, recall, transfer, leave of absence, compensation, and training.    

Section 2.4   Zero Tolerance 

The City has zero tolerance for any conduct that violates this policy.  Conduct need not rise to 
the level of a violation of state or federal law in order to violate this policy.  A single act by a City 
employee may constitute a violation of this policy and provide sufficient grounds for the City to 
discipline the City employee. 

Section 2.5   Definitions 

A. Protected Classifications  

This policy prohibits discrimination, harassment or retaliation because of an individual’s 
protected classifications.  

“Protected Classification” includes race (including hair texture and protective hairstyles), 
religious creed, color, national origin, ancestry, physical disability, mental disability, medical condition, 
genetic information, marital status, sex, gender, gender identity, gender expression, age (40 and over), 
sexual orientation, or military and veteran status, reproductive health decision-making, or any other 
basis protected by law. 

B. Protected Activity  

i. This policy prohibits discrimination, harassment, and retaliation because of an 
individual’s protected activity.  

ii. Protected activity includes, but is not be limited to, the following activity: (1) making a 
request for an accommodation for a disability; (2) making a request for accommodation 
for religious beliefs; (3) making a complaint under this policy; (4) opposing violations of 
this policy; or (5) participating in an investigation under this policy. 

C. Discrimination  

i. This policy prohibits treating a covered individual differently and adversely because of 
the individual’s actual or perceived protected classification; because the individual 
associates with a person who is or is perceived to be a member of a protected 
classification; or because the individual participates in a protected activity as defined in 
this policy.   
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D. Harassment  

i. This policy prohibits harassment of a covered individual because of the individual’s actual 
or perceived protected classification. Harassment includes, but is not limited to, the 
following conduct: 

(a) Derogatory, offensive or inappropriate speech, such as epithets, slurs or 
stereotypical comments, or verbal propositions made on the basis of the 
individual’s protected classification. This includes, but is not limited to, 
comments, stories, and jokes about appearance, dress, physical features, 
gender identification, and race. 

(b) Physical acts, such as assault, impeding or blocking movement, offensive 
touching, or physical interference with normal work or movement. This 
includes, but is not limited to, pinching, grabbing, patting, or making 
explicit or implied job threats or promises in return for submission to 
physical acts. 

(c) Visual acts, such as derogatory, offensive or inappropriate, posters, 
cartoons, emails, pictures or drawings related to a protected 
classification.  

(d) Unwanted sexual advances, requests for sexual favors and other acts of a sexual 
nature, where submission is made a term or condition of employment, where 
submission to or rejection of the conduct is used as the basis for employment 
decisions, or where the conduct is intended to or actually does unreasonably 
interfere with an individual’s work performance or create an intimidating, 
hostile, or offensive working environment.     

ii. Other Examples of Conduct That Might Constitute Harassment – Harassment includes 
conduct that another individual who is a member of a protected classification would find 
unwelcome or unwanted. Harassment may include the following:  

(a) Conduct to which the recipient appears to have consented. The City does 
not recognize as a defense that the recipient appeared to have consented 
to the conduct at issue by failing to protest about the conduct. A recipient 
may not protest offensive or inappropriate conduct for many legitimate 
reasons, including, but not limited to, the need to avoid being perceived 
as insubordinate or to avoid being ostracized or subjected to retaliation. 

(b) Conduct about which no employees previously complained. The fact that 
no employee previously complained about the same or substantially 
similar conduct does not mean that the conduct is inoffensive or 
appropriate nor does that fact preclude an employee from complaining 
about such conduct if it is repeated. 

(c) Conduct witnessed by a third party or about which a third party learns, 
even if they did not witness such conduct. Visual, verbal, or physical 
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conduct between two (2) people who do not find such conduct to be 
offensive or inappropriate may constitute harassment of a third party 
witnesses such conduct or learns about the conduct later and finds the 
conduct to be offensive or inappropriate. Conduct can constitute 
harassment even if it is not explicitly or specifically directed at a particular 
individual. 

(d) Conduct can constitute harassment even if the individual has no intention 
to harass. Conduct that may be well-intentioned conduct (e.g., gifts, over-
attention, endearing nicknames, hugs) may nevertheless constitute 
harassment if the conduct is directed at, or implicates a protected 
classification, and if the individual finds such conduct 

Section 2.6   Retaliation  

Retaliation occurs when an employer takes adverse action against a covered individual because 
of the individual’s protected activity as defined in this policy.  
 

“Adverse action” may include, but is not limited to, the following actions: (1) disciplinary action; 
(2) counseling; (3) taking sides because an individual has reported harassment or discrimination; (4) 
spreading rumors about a complainant or about someone who supports or assists the complainant or 
who participates in the investigation; (5) shunning or avoiding an individual who reports harassment or 
discrimination; or (6) making real or implied threats of intimidation to prevent or deter an individual 
from reporting harassment or discrimination.   

Section 2.7   Reporting Harassment, Discrimination, or Retaliation 

An individual who believes he or she has been the subject of, or has witnessed harassment, 
discrimination, or retaliation in violation of this policy, should promptly report the conduct.  The 
individual may use any of the following procedures: 

A. Object to the Conduct:  Sometimes an individual is unaware that his/her conduct is 
offensive.  The offensive behavior may be eliminated by informing the offender that the 
conduct or language in question is unwelcome and offensive and requesting that it be 
discontinued immediately. 

B. Verbal or Written Complaint:  The individual may report the alleged harassment, 
discrimination, or retaliation verbally or in writing to a supervisor, the City Manager, or 
Human Resources, without regard to any chain of command. 

C. Report to Outside Administrative Agency:  Individuals may report the alleged 
harassment, discrimination, or retaliation to the U.S. Equal Employment Opportunity 
Commission (EEOC) or the California Civil Rights Department (CRD). 
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Section 2.8   Complaint Procedure Regarding Discrimination, Harassment, or Retaliation 

A. Employees:  All individuals must promptly report discriminatory, harassing, or retaliatory 
behavior, whether directed at themselves or other employees. 

B. Supervisors:  Supervisory employees are required to report all complaints of 
discrimination, harassment, or retaliation on the basis of a protected category.  If a 
complaint is made to a supervisory employee, or if a supervisory employee becomes 
aware of a potential violation of this policy, the supervisory employee must promptly 
report the complaint or potential violation to the City Manager.  If the City Manager is 
the alleged perpetrator, the complaint or potential violation shall be reported to the City 
Council. Any supervisor who fails to timely report the complaint or potential violation 
may be subject to disciplinary action. 

Section 2.9   Investigation of Harassment, Discrimination, or Retaliation Complaint 

A. Response to a Complaint:  All complaints will be followed by a fair, complete and timely 
investigation. The City Manager is responsible for coordinating the investigation unless 
the complaint is against the City Manager, in which case the complaint will be 
coordinated by Human Resources. 

B. Scope of Investigation:  The type and scope of the investigation undertaken and the party 
chosen to conduct the investigation will depend on the nature and severity of the 
complaint. 

C. Interim Action:  Interim action may be taken such as placing the alleged perpetrator on 
paid administrative leave or temporarily transferring the alleged perpetrator to another 
assignment.   

D. Confidentiality:  The City will maintain the confidentiality of the complaint to the extent 
possible.  Complete confidentiality, however, cannot be guaranteed due to the need to 
fully investigate potential policy violations and take effective remedial action. 

E. Closure of Complaint:  At the conclusion of the investigation, the City will notify the 
complainant of the conclusion of the investigation.  The City will not disclose a completed 
investigation report except as it deems necessary to support a disciplinary action, to take 
remedial action, to defend itself in adversarial proceedings, or to comply with the law or 
a court order. 

F. Retention of Records Where EEOC/CRD Complaint Filed:  California law requires that all 
employment records be retained for a minimum of three (3) years, or in the case of 
citizen complaints against peace officers, for a minimum of five (5) years.  However, 
when the EEOC or CRD complaint has been filed, all records related to the complaint 
shall be kept until the EEOC or CRD has closed its inquiry and the limitations period or 
any resulting lawsuit has been terminated. 
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Section 2.10   Discipline or Other Appropriate Remedial Action 

If the investigation finds that the alleged conduct occurred and the conduct violated this policy, 
the City will notify the complainant and perpetrator of the general conclusion(s) of the investigation 
and take disciplinary or other appropriate remedial action. 

Section 2.11   Accommodations for Disability 

To comply with applicable laws ensuring equal employment opportunities to qualified 
individuals with a disability, the City will make reasonable accommodations for the known physical or 
mental limitations of an otherwise qualified individual with a disability who is an applicant or an 
employee, unless undue hardship would result.  The intent of a reasonable accommodation is to allow 
an employee to perform the essential job duties; therefore a reasonable accommodation will be 
directed to the limitations created by the identified disability. 

 
If an employee requires an accommodation in order to perform the essential functions of the job, 

contact the Human Resources Officer or Human Resources Specialist to request an accommodation.  A 
member of City management will meet with the employee to identify and discuss possible 
accommodations, if any, which may assist the employee in performing the job.  The applicant or 
employee is responsible for requesting an accommodation and to communicate with the City to 
determine effective reasonable accommodations.  This duty to communicate remains throughout the 
accommodation period.  If the applicant or employee fails to communicate, the City will be compelled 
to make decisions with the limited information in the City’s  possession.   
 

In order to fully evaluate an employee’s needs and to determine possible accommodations, the 
City and the employee must engage in an open, interactive discussion.  The interactive discussion may 
consist of multiple communications, including ongoing efforts to accommodate a disability, the 
identification of vacant positions which the employee may be qualified to perform, and consideration of 
the employee’s ideas for potential accommodations.  In considering possible accommodations, the City 
cannot eliminate essential functions of a position in an effort to place the employee in a particular 
position.  The employee may be asked  to provide documentation from a health care provider of the 
limitation(s) as well as possible accommodations.  The City will document the interactions with the 
employee and the employee.  The City will make a reasonable accommodation that does not impose an 
undue hardship to assist a qualified individual with a disability. 
 

The City is unable to provide an employee with an indefinite leave of absence as an 
accommodation.  Indefinite leaves of absence typically arise when a health care professional cannot 
provide a reasonable time frame for an employee’s return to work.  An indefinite leave of absence may 
also arise when a health care professional provides us with multiple excuses from work for a specific 
period of time, but fails to provide a reasonable return date. 
 

In the event there is a conflict between a person’s religious belief or observance, religious dress 
or grooming practice and any employment requirement, the City will explore available reasonable means 
of accommodating that religious belief or observance.  Religious belief or observance includes 
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observance of a Sabbath or other religious holy day, and reasonable time to travel to and from a religious 
observance.  The City will provide an accommodation unless it is an undue hardship  The City will not 
retaliate or discriminate against a person for requesting a religious accommodation.   

Section 2.12   Reporting Hotline 

For more information about employee rights and the telephone number of the reporting hotline, 
employees may reference the Labor Law posters located in the following areas: 
 

Administration Lunch Room Police Patrol Ops Room 
Senior Center Office Area Public Works Break Room 
Community Team Center North Office Waste Water Treatment Office Area 

Section 2.13   Genetic Information Nondiscrimination Act (GINA)   

The City will not ask employees for any genetic information with respect to their employment. 

Section 2.14   Public Assistance 

The City understands that its employees may, at times, need to participate in public assistance 
programs.  The City will not discriminate or retaliate against an employee who enrolls in a public 
assistance program.  Nor will the City refuse to hire a person because of enrollment in a public assistance 
program.  The City will not disclose to anyone, unless required by law, that an employee or applicant 
receives or is applying for public benefits.   
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RULE 3. EMPLOYMENT SELECTION, APPOINTMENT AND SEPARATION 

Section 3.1   Filling of Employee Positions 

The City Manager may fill employee positions which are authorized in the approved City budget 
or by specific action of the City Council. 

Section 3.2   Employee Status  

A. Permanent Full-Time Employees:  Employees who are employed in a permanent position who 
successfully complete their probationary period and who regularly work a minimum of forty (40) 
hours per week shall be deemed permanent full-time employees.  During their probationary 
status, these employees may be referred to as Probationary Employees. 

B. Permanent Part-Time Employees:  Employees who are employed in a permanent position who 
successfully complete their probationary period and who work less than thirty (30) hours per 
week, shall become permanent part-time employees. Permanent part-time employees are not 
eligible for benefits except as required by applicable law. During their probationary status, these 
employees may be referred to as Probationary Employees. 

C. Temporary Employees:  Employees who are employed in an intermittent or short-term position 
of work where the load is not year-round or of sufficient amount to justify a permanent full-time 
work shall be deemed Temporary Employees. The term “Seasonal Employees” may also be used 
from time to time.  Temporary Employees are not eligible for benefits except as required by 
applicable law. The terms and conditions of employment will be decided individually for each 
case prior to actual employment, subject to approval by the City Manager. Temporary 
employees are at-will and may be subject to discharge for any reason or for no reason and have 
no right to appeal, grievance, or hearing.  

Section 3.3   Recruitment 

It is the responsibility of authorized staff to ensure that all applicants are treated fairly and to 
ensure that the procedures outlined herein are followed. Recruitment shall be open to all applicants 
who meet the minimum qualifications and other requirements of the position, as stated in the 
announcement.   

 
The City may use all available, timely and cost effective means of recruiting qualified applicants. 

Such announcement should include the following information: position title, salary range, summary of 
the job and duties, minimum qualifications, and recruitment closing date. 

Section 3.4   Employment of Relatives:  No Nepotism Policy 

To ensure against preferential treatment, internal control problems, and other related 
managerial problems, the City has a “No Nepotism Policy.” The City shall not hire or promote anyone 
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who is an immediate family member to a Councilmember or to a City employee who would have direct 
supervision over the person to be hired or promoted, or where there would be a conflict of interest. 

 
No City employee or City Councilmember shall supervise, initiate, or participate in personnel 

actions which include, but are not limited to, appointment, transfer, promotion, demotion, layoff, 
discipline, work assignments, evaluations, pay increases, training or any other personnel action that 
may affect an immediate family member.   

 
For purposes of this Rule, the term immediate family includes spouses, registered domestic 

partners, parents, children, siblings, grandchildren, grandparents, uncles, aunts, nieces, and nephews 
by blood or marriage. 

Section 3.5   Selection of Employees 

The objective of recruitment and selection is to provide the City with the most qualified 
applicant for a position. Selection should be done in accordance with employment opportunities as 
described in these Personnel Rules. 

 
A. Application Form 

Job applications must be made on forms approved by the Human Resource Officer. 
Applications must be completed in full and signed by the applicant. The City will not process 
any incomplete or unsigned applications. All completed applications must be received at the 
City office by the closing date and time. It is the job applicant’s responsibility to confirm 
receipt of his/her application by the City by the application deadline. If a job-seeker needs an 
accommodation to apply for a job, a request must be received in writing at the City office at 
least two days prior to the application deadline.  

 
B. Qualifying and Referral 
 

(1) The City will only consider applications received by the closing date for the recruitment. 

(2) The Human Resources Officer should develop the selection criteria used for evaluation 
of the applicants. Based upon these criteria the top applicants should be identified. The most 
qualified applicants may be interviewed, assessed, background and references checked or 
otherwise tested to select the best applicant for the position.   

(3) The Human Resources Officer may reject an application at any time during the 
application or selection process if the applicant: 

a. Makes a false statement of material fact or practiced fraud or deception in the 
application, examination or interview to secure eligibility or appointment. 

b. Uses or attempts to use political pressure or bribery to secure an advantage in 
establishing eligibility for an examination or appointment. 

51

Section 5, Item F.



 

5 

c. Directly or indirectly obtains information the applicant was not entitled to regarding 
a test or examination for the position. 

d. Violates provisions of state or federal law. 

e. Is a current user of illegal drugs.  

f. Is a relative of an employee or the Council and is subject to the No Nepotism Policy. 

C. Final Selection 

Based on the City’s evaluation of the best applicant for the position from among the qualified 
candidates, the Department Head will make a recommendation to the City Manager for final 
selection. 
 
D. Reference Checks 

Reference checks of previous employers, co-workers and other individuals with personal 
knowledge of the applicant may be made by authorized personnel on all applicants who are 
selected as finalists for an opening. Adverse or unsatisfactory references may disqualify the 
applicant from further consideration. 
 
E. Background Checks 

Background and/or credential checks may be made, when deemed necessary by the City 
Manager and in such manner as authorized by law. Also, where pertinent or legally required, 
driver’s license and criminal background checks will be made. Adverse or unsatisfactory results 
of background, credential, or criminal background checks may disqualify an applicant from 
further consideration. 
 
F. Fingerprinting   

The City is prohibited from employing persons who have a supervisory or disciplinary 
authority over minors if the person has been convicted of certain criminal offenses. Therefore, 
the City requires that any applicant who will have supervisory or disciplinary authority over a 
minor be fingerprinted and cleared prior to the start of employment.  Applicants who are subject 
to this provision shall be required to complete an application that inquires as to convictions 
specified in Public Resources Code Section 5164. 
 

The City shall screen, pursuant to Penal Code Section 11105.3 any applicant or volunteer 
having supervisory or disciplinary authority over a minor for that person’s criminal background.  

Section 3.6   Probationary Period 

A. New Employees 
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(1) A probationary period of actual and continuous service applies to new and rehired 
employees serving in a full-time permanent position or part-time permanent position.  For 
sworn police officers the probationary period is eighteen (18) months for new officers and 
twelve (12) months for lateral officers (employed as a public safety employee when hired). 
For Miscellaneous, non-management employees, this period is twelve (12) months. City 
Manager and Department Heads are hired by contract, are at-will, and are not subject to 
this section. 

(2) Probationary employee benefits and leaves shall accrue according to Rules 6 and 7.   

(3) Performance appraisal is ongoing and a written performance appraisal will be prepared 
before the end of the probationary period to determine if a permanent appointment is to 
be made by the City Manager.  Thereafter, all employees will receive a performance 
appraisal annually on or about the employee’s anniversary date.  However, per Department 
Head determination, employee evaluations may be more frequent. 

(4) The employee will be notified prior to expiration of the probationary period that he/she 
has been accepted or rejected for regular employment. 

(5) The probationary period is considered to be part of the selection process. Employees 
have no right to employment during this probationary period. Probationary employees may 
be dismissed at any time without cause by the City and without the right of appeal, grievance 
or hearing. 

Section 3.7   Anniversary Dates  

The employee's date of hire is the employment anniversary date and initially coincides with the 
employee's classification anniversary date. The classification anniversary date is that date on which the 
employee began in a particular classification or salary step within that classification's salary range. The 
classification anniversary date changes with any change in classification, salary step or salary range, 
except that the classification anniversary date does not change as a result of certification compensation. 
 
Section 3.8   Resignation 
 

An employee may resign from City employment at any time. The City requests but does not 
require at least two weeks written notice to the Department Head. The notice should state the effective 
date. The City requests but does not require the reasons for leaving.  The Department Head shall 
forward the resignation to the Human Resource Department. The two week notice period is not 
reduced by any accrued compensated leave. Such leave is paid upon resignation when required by law, 
policy or MOU. A resignation becomes final when the Department Head accepts the resignation in 
writing. Once a resignation has been accepted, it is final and irrevocable. A resignation can be accepted 
by the Department Head even if it is submitted less than two weeks prior to the planned resignation 
date.  

Section 3.9   Discharge for Cause 

Employees discharged for cause are ineligible for future employment with the City.    
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RULE 4: WORKING CONDITIONS 

Section 4.1   Job Duties 

Job responsibilities and performance standards will be explained at the time of hire.  Employees 
are to refer to their applicable job description and MOU for further details about their position.   
 

Job descriptions are meant only to describe the general nature of work. Job responsibilities may 
change at any time during your employment.  From time to time, employees may be asked to work on 
special projects or to assist with other work necessary or important to the employee’s department or 
the City.  A supervisor may alter or change job responsibilities, reassign or transfer job positions, or assign 
additional job responsibilities. 

Section 4.2   Workday and Workweek 

A workday is defined as any consecutive 24-hour period beginning at the same time each 
calendar day.  The workday begins at 12:00 am. See Section 4.6 Flextime for flexible workday/workweek. 
 

A workweek is a fixed and regularly recurring period of 7 consecutive 24-hour periods, as defined 
by the applicable MOU. 
 

The work period for Police Department Personnel is defined as a fourteen day period beginning 
one Sunday and ending the Saturday of the concurrently following week. 

Section 4.3   Work Hours and Attendance   

Employees are expected to be at their work area on time and working in accordance with their 
work schedule. In an organization such as ours, the timely and efficient production of work depends on 
each employee. If one person is late in arriving, the quality of our services may be impaired.  Thus, while 
occasional, infrequent emergencies are to be expected, repeated or frequent tardiness cannot be 
permitted. 
 

Absenteeism and tardiness will ultimately affect your employment at the City, and may result in 
termination of employment.  If an employee is unable to report on time for any reason, the employee 
must inform their supervisor of their absence or tardiness as early as possible.  
 

Anticipated absences must be arranged in advance.  When an absence from work is required, 
employees  should request permission for such an absence from your supervisor.  An absence will be 
approved subject to the City policies and the needs of your department.  If an employee is absent without 
approval for three or more days and the employee has not contacted their  supervisor or the Department 
Head, the supervisor or the Department Head will assume the employee voluntarily terminated their 
employment and the employee will be deemed to have automatically resigned. 
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Attendance and other records related to hours worked and wages paid are kept for a period of 
five years. These records are available for review by the employee during normal office hours by 
scheduling a time to review them with the Human Resources Department.   

Section 4.4   Time Keeping 

All non-exempt employees are required to record hours worked on time sheets.  For those 
employees paid on an hourly basis, a time sheet is a record of the hours worked and for which the 
employee will be paid.  

Employees are responsible for accurately recording all of the employee’s work hours.  The City 
will pay the employee for all hours accurately recorded, including overtime.  Employees are not 
permitted to work “off the clock” and must record all time worked.     

Employees must complete their own time sheets.  Moreover, the City cannot monitor all 
employees and determine when they are working and whether they have clocked in.  It is the employee’s 
responsibility to clock in and to accurately maintain their time sheets.   

Section 4.5   Overtime 

Only non-exempt employees are eligible for overtime compensation.  Employees should refer to 
the approved salary scale to determine whether the employee is  non-exempt employee.  Exempt 
employees are not eligible for overtime compensation. Exempt employees are paid on a salary basis and 
are in executive, administrative or professional positions. 

Unless otherwise stated in an MOU, “overtime” is all hours an overtime-eligible employee 
actually works over 40 in his/her work week, or for sworn Police Department personnel, all hours over 
84 hours in a work period.  Certain exceptions may apply pursuant to Stand-By/Call-Out guidelines 
developed by the department as specified in the applicable MOU.  Overtime is compensated at 1.5 times 
the Fair Labor Standards Act regular rate of pay or as may be otherwise provided in the MOUs applicable 
to the employee.  Unless specified in the MOUs, overtime will be calculated based on actual time worked, 
not including time for sick leave, vacation, or compensating time off (CTO).  No overtime shall be 
recorded or reported for less than 8 minutes of work. 

Non-exempt employees are not permitted to work overtime except as permitted by the 
guidelines developed by the applicable department.  Employees may not work overtime without 
receiving the approval of the appropriate supervisor prior to performing the work.  Working overtime 
without advance approval may be cause for disciplinary action. 

Section 4.6   Flextime 

The City’s Flextime policy gives employees the flexibility to perform their assigned duties outside of 
conventional five day/eight hour days each week. The City believes that flexible work hours can help 
motivate staff, improve productivity, accommodate education activities or routine health appointments, 
and promote a culture that respects work-life balance. Flextime is a management option that provides 
an alternative means to fulfill work requirements. Participating in a flextime program is strictly voluntary. 
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A. Approval Required 
 

The opportunity to engage in flextime must be requested by the employee on the Flextime 
Application Form (contact Human Resources for a copy) and approved by the employee’s 
Department Head and the City Manager, and must demonstrate mutual benefit.  The City 
reserves the right to revoke flextime privileges at any time for reasons including, but not limited 
to, scheduling conflicts, concerns regarding the productivity of employees, and a decline in 
customer service levels. The Department Head will provide a one pay period notice to the 
employee whose flextime privileges are being revoked. 

 

B. Scope 
 
This Flextime Policy applies to all non-exempt employees of the City. All managers, supervisors, 
and flextime employees should be familiar with the contents of this policy. No employee is 
entitled to flextime; however, where possible, flextime may be granted to employees to help 
accommodate outside commitments. 
 

Participation in the flextime program should have no negative impact on: 

 The employee or another employee’s performance. 

 Customer service or internal service level agreements. 

 Inter-departmental collaboration and communication. 
 

Due to the time-sensitive nature of their associated tasks, and in order to ensure appropriate 
service levels, some departmental areas are not eligible for flextime schedules. 

 

C. Eligibility 
 

Full-time employees who have worked at the City for a minimum of six months are eligible for 
the flextime program. Employees in a training capacity will not normally be approved to 
participate in the flextime program.   

 

D. Requests for Flextime 
 

Flextime requests must be submitted in writing to the employee’s Department Head with 
approval being at the sole discretion of the City. Flextime requests are  
granted on a case-by-case basis, factors that will be considered in the decision include: 
 

 Operational requirements of the job function. 

 Work team schedules and time commitments. 

 Overall job performance as documented in performance reviews. 

 Degree of self-motivation. 

 Degree of organizational, prioritization, and time-management skills. 

 Ability to work independently in an unsupervised environment. 

 Disciplinary record from the past year, especially in the areas of reliability and attendance.  
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E. Available Flextime Schedules 
 
The following are the flextime arrangements offered by the City: 

 4/10 fixed schedule: Employee adheres to a set schedule of four workdays per week, with 
hours that differ from regular business hours of the office.  (Same day off each week.) 

 9/80 pay period: Employee alternates working five days and four days per calendar week.  
Scheduled shifts are nine hours, with the exception of one day during the five-day week, 
which will be eight hours.  When an employee adopts this type of flextime schedule, 
his/her workweek for the purposes of calculating overtime will be re-defined to result in 
a 40-hour workweek and an 80-hour pay period. 

 
F. Communication 

 
Employees participating in the flextime program are required to take responsibility for their 
relationships with team members and clients.  If employees are working flexible hours, this 
should also be conveyed in their voice mail, email auto response, office hours, points of client 
contact, and shared Outlook calendars. 

 
G. Compensation Adjustments 

 
The employee’s compensation, benefits, work status, and work responsibilities will not change 
as a result of participation in the flextime program.  A flexible work schedule cannot: 

 Create instances of overtime or shift differential.  

 Be used to take away the opportunity for overtime or shift differential pay. 

Section 4.7   Pay Day and Paychecks 

All employees are paid every other Friday. 
 

Each pay day the City will pay employees with a check or by direct deposit.  Employees will receive 
an itemized statement of earnings, typically referred to as a “paycheck stub.”  The statement will show, 
for the pay period, gross wages earned, total hours worked (except for employees paid a salary and who 
are exempt from the payment of overtime compensation), all deductions, net wages earned, the dates 
of the pay period, your name and part of your social security number, the name and address of the 
business, and the applicable hourly rate.  The City will also provide employees with the state mandated 
paid sick leave benefits employees have accrued either on the paycheck stub on or a separate document 
distributed with employees’ paychecks.  Employees shall  assure that all personal information is true and 
correct.  If changes need to be made, please contact the Human Resources Specialist. 
 

The City processes the payroll for each employee.  Processing payroll requires the City to make 
many calculations for each employee, and it is possible that an error may occur.  For this reason, 
employees should carefully review each paycheck stub for accuracy.  If an employee has any questions, 
or if there is an error, the employee shall bring the error to the City’s attention immediately.  No 
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employee will suffer adverse action because he/she expressed or made a written or oral inquiry or 
complaint regarding wages.   

 
Employees’ paycheck’ will be subject to payroll deductions.  This will include federal and state 

income taxes which the City is required to withhold, payroll taxes such as social security, and any other 
deductions the employee has authorized.   For example, employees may be responsible for paying part 
of an insurance premium.  Another example might be that an employee asked the City to deduct a certain 
amount from their earnings to be transferred to a retirement account.  A deduction from your paycheck 
may be made if an overpayment arises from the previous pay period. 
 

Before the City makes any deductions, the employee will be required to sign an authorization as 
required by law.  If the amounts of the deductions change (such as for health care premiums), the 
employee will be required to sign a new authorization form. 

Section 4.8   Payroll Records 

 The City will keep payroll records showing hours worked daily and wages paid to each employee 
at 850 S. Madera Avenue in Kerman, California.  These records will be kept for at least five years. 
Employees  may also keep personal records of hours worked.  If the employee’s record differs from the 
information the City provides the employee on their paycheck, contact the Human Resources 
Department immediately.   

Section 4.9   Meetings and Training Courses 

Employees will be paid for all hours spent attending meetings or training courses required by the 
City. 
 

The City will provide at least two hours of classroom or other effective interactive training and 
education regarding sexual harassment and other forms of unlawful harassment to supervisory 
employees within six months of assuming a supervisory position.  All supervisory employees shall 
complete training  once every two years.  Training will include prohibition against, and the prevention 
and correction of harassment, remedies available to victims, and the prevention of abusive conduct.  The 
training will be provided by persons with knowledge and expertise in the prevention of harassment, 
discrimination and retaliation.  

 
Nonsupervisory employees will receive at least one hour training of classroom or other effective 

interactive training and education in the prevention of sexual harassment and abusive conduct in the 
workplace. New hires shall receive training within six months of hire and all non-supervisory employees 
will receive training every two years.  

Section 4.10   Travel Time 

On occasion, non-exempt employees will be required to travel during the course of a workday, 
or to meetings or training courses.  Whether or not travel time constitutes hours worked will depend on 
the kind of travel involved.  Travel between the employee’s primary work location and a meeting location 
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during the workday will be counted as hours worked.  However, time spent traveling directly between 
the employee’s home and a meeting location is not considered hours worked, unless the meeting 
location is further than the employee’s usual home to work travel.   

 
Travel, whether by driving or other mode of transport, which keeps   an employee away from 

home overnight is considered hours worked. Travel time does not include time spent at a hotel; time 
spent after the meeting/project is completed for the workday; time spent during meal breaks; or time 
spent on purely personal pursuits such as sightseeing and visiting family or friends.  Non-exempt 
employees are required to accurately record their travel and work hours in these situations.   
 

Time spent by exempt employees on travel related to the performance of their job duties is 
included in the employee’s salary, and no additional compensation will be paid for travel time. 

Section 4.11   Off-Duty Activities 

Participation in any off-duty recreational, social or athletic activity offered by the City is strictly 
voluntary. 

Section 4.12   Pay Increases 

 The City has three (3) published salary schedules as approved by Council Resolution: 
Management, Miscellaneous, and Public Safety Employees. 
 
 A merit increase is an advancement to a higher step in the appropriate range/classification 
schedule based on a positive evaluation.  The merit increase must be approved by the Department Head 
and City Manager. A salary merit increase is not automatic with time served but must be accompanied 
by a satisfactory or better job performance evaluation from the employee’s supervisor and be approved 
by the Department Head and City Manager.   
 
 Merit increases, within the assigned range/classification are normally considered annually, 
within the applicable salary range, on the employee’s merit anniversary date. Based on positive 
evaluations, Management employees are eligible for the first step increase twelve (12) months from the 
date of hire; miscellaneous employees six (6) months from the date of hire; and sworn/non-sworn police 
department personnel are eligible for the first step increase, including sworn employees serving an 18-
month probation period, twelve (12) months from the date of hire.   

Section 4.13   Performance Evaluations 

Employees will receive periodic performance reviews.  The Department Head or the employee’s 
supervisor will discuss the review with the employee.  Evaluations will generally be conducted once per 
year, on or about the employee’s anniversary date. They may be conducted more often depending upon 
length of service, job position, past performance, changes in job duties or recurring performance 
problems.  Performance evaluations are required whether or not an employee is eligible for a merit/step 
increase.  
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Performance evaluations may review factors such as the quality and quantity of the work 
performed by the employee, employee’s knowledge of the job, employee’s initiative, employee’s work 
attitude and employee’s attitude toward others.  The performance evaluations should help the 
employee become aware of their progress, areas for improvement and objectives or goals for future 
work performance.  While annual evaluations have a direct bearing on determining salary step 
advancements as defined by in the applicable MOU, a successful evaluation does not automatically result 
in a pay increase. 
 

After the review, the employee will be required to sign the evaluation report to acknowledge 
that it has been presented to the employee and discussed with the employee, and that the employee is 
aware of its contents.  

Section 4.14   Meal Periods 

The City will make a 60 minute unpaid and uninterrupted meal period available to each overtime 
eligible employee who works at least a five-hour shift.  Employees are encouraged to take a meal period 
to relax or to take care of personal matters.  Employees will be relieved of all duty during the meal period 
and are not required to remain on the premises.  If the City concurs, employees may waive their meal 
period if their work period is no more than six hours in the workday.  If an employee works 10 hours in 
a workday, the employee is entitled to a second unpaid meal period of 30 minutes.  An employee cannot 
waive the second meal period unless the City concurs and the employee has not waived their first meal 
period.  Meal periods may be arranged around work requirements, but should be taken before 
employees have completed five hours of work.  
 

If, due to the press of business or for other reasons, an employee feels as though they cannot 
take a meal period, the employee shall contact a supervisor or Department Head.  By coordinating 
schedules the City can assure that everyone can take a meal period.  An employee’s failure to record 
meal periods properly may result in disciplinary action. 
 

An on-duty meal period will be permitted only when the nature of the work prevents an 
employee from being relieved of all duty and when the employee and the City agree in writing.  The 
agreement will state that the employee can, in writing, revoke the agreement at any time. 

Section 4.15   Rest Periods 

City employees who are overtime eligible will generally be permitted to take brief rest periods 
when needed during the work day, with approval from a supervisor.  Rest periods should not exceed 15 
minutes for every four hours worked, and should not be allowed to negatively impact the efficient 
production of work.  Employees may need to coordinate schedules so that everyone can take a rest 
period.    

Section 4.16   Recovery Period 

When the outside temperature exceeds 80 degrees, the City will provide shade for employees 
who are working outdoors.  Shade will also be provided upon request.  Employees are encouraged to 
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take a cool down recovery period in the shade for a period of no less than five minutes when they feel 
the need to do so to protect themselves from overheating.  Employees must take a minimum 10-minute 
preventative cool-down rest period every two hours when temperatures reach 95 degrees.   
 

The recovery period must be taken in an area approved by the supervisor or Department Head 
to provide for proper monitoring.  Recovery periods are counted as hours worked.   

Section 4.17   Lactation Accommodation 

An employee may make a request for lactation accommodation, either orally or in writing, to the 
employee’s supervisor, Department Head or the Human Resources Department. 

 
Following receipt of a request for lactation accommodation, the City will provide a timely written 

response to the employee in which the City will indicate if it is unable to provide the requested break 
time or a requested location for the purposes of expressing breast milk.  

 
An employee who does not believe that the City is providing an appropriate lactation 

accommodation should immediately inform the Human Resources Department.  
 
An employee who does not believe that the City is providing an appropriate lactation 

accommodation as required by state law has the right to file a complaint with the California Division of 
Labor Standards Enforcement/Labor Commissioner. 

 
The City will provide a reasonable amount of break time to accommodate any employee desiring 

to express breast milk for the employee’s infant child each time the employee has a need to express 
milk. The break time shall, if possible, run concurrently with any break time already provided to the 
employee.  If the employee takes lactation breaks at times other than their provided break times, then 
the lactation break shall be unpaid or the employee may choose to use accrued leave.  

 
Those desiring to take a lactation break at times other than their provided break times must 

notify a supervisor prior to taking such a break. Breaks may be reasonably delayed if they would seriously 
disrupt operations. Once a lactation break has been approved, the break should not be interrupted 
except for emergency or exigent circumstances. 

 
The City will provide a room or other appropriate location in close proximity to the employee’s 

worksite that is not in a bathroom to express milk in private. The room or location will meet the following 
requirements:  

 
(a) Be shielded from view and free from intrusion while being used to express milk; 
 
(b) Be safe, clean, and free of hazardous materials;  
 
(c) Contain a surface on which to place a breast pump and personal items;  
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(d) Contain a place to sit; and  
 
(e) Have access to electricity needed to operate an electric battery-powered breast pump.   
 
An employee occupying such private area shall either secure the door or otherwise make it clear 

to others through signage that the area is occupied and should not be disturbed. All other employees 
should avoid interrupting an employee during an authorized break under this section, except to 
announce an emergency or other urgent circumstance.   

 
The City will provide access to a sink with running water and a refrigerator, or other cooling 

device, suitable for storing milk, in close proximity to the employee’s work area.    
 
Any employee storing expressed milk in any authorized refrigerated area within the City shall 

clearly label it as such. No expressed milk shall be stored at the City beyond the employee’s work 
day/shift. 
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RULE 5.  RULES OF CONDUCT; DISCIPLINARY PROCEDURE AND APPEAL PROCESS 

Section 5.1   Disciplinary Action General Guidelines 

This Rule contains rules of conduct and constitutes the City’s policy regarding disciplinary actions. 
These procedures shall not apply to a layoff or a reduction in pay which is part of a reclassification action, 
reorganization or layoff.    

 
Excepted Positions:  The following categories of persons can be terminated at-will and have no 

rights to receive a Notice of Intent or to any of the pre- or post-disciplinary processes or procedures 
provided in this Rule 5: (1) Temporary employees; (2) Probationary employees; (3) Any person who 
serves pursuant to a contract; and (4) Any person who is designated “at-will” in any City policy, 
document, acknowledgement, contract, resolution or ordinance.  In addition, any regular employee who 
is exempt from the overtime provisions of the Fair Labor Standards Act (FLSA) is not subject to any 
disciplinary penalty which is inconsistent with his/her FLSA overtime-exempt status.   

Section 5.2   Employee Conduct and Causes for Disciplinary Action 

A. Job Performance 
 

Employees may be subject to discipline, including termination, for poor job performance, 
including but not limited to the following: 

 
(1) Unsatisfactory work quality or quantity. 

(2) Failure to follow instructions or City procedures.  

(3) Inefficiency. 

(4) Failure to meet the requirements for continued employment in an employee’s job description 
such as possession of a valid driver’s license, particular certificate, or permit. 

B. Misconduct 
 
The City  requires all employees to conduct themselves in a professional manner at all times.  

Employees may be disciplined for, including but not limited to, any of the following causes: 

(1) Insubordination, refusal to obey orders or to perform job assignments, or rude behavior. 

(2) Sleeping or leaving the job during work hours. 

(3) Theft, unauthorized removal or willful damage to any property belonging to another 
employee, a citizen, a vendor or the City. 

(4) Possession or use of weapons, firearms or explosive materials on City premises or City 
vehicles while on duty when not required by job duties. 
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(5) Working while under the influence of alcohol or illegal drugs, including marijuana. 

(6) Mishandling and/or misappropriation of public funds. 

(7) Falsification or omission of pertinent information on City records. 

(8) “Horseplay,” which includes, but is not limited to, wrestling, dangerous practical jokes, or 
throwing objects. 

(9) Disregard for safety rules or practices, security regulations or safety disciplinary rules. 

(10) Any conduct that impairs, disrupts, or causes discredit to the City. 

(11) Making any false statement, or omission or misrepresentation of a material fact. 

(12) Providing untrue, wrong or misleading information or other fraud in securing appointment, 
promotion or maintaining employment. 

(13) Dishonesty. 

(14) Leaving the workplace without notifying employee’s supervisor. 

(15) Unauthorized operation, repair, or attempt to repair machinery, tools, or equipment. 

(16) Unauthorized use of the telephone or computers.   

(17) Committing any act of violence against another employee, citizen or vendor. 

(18) Using City-owned material, time, equipment, or personnel for any unauthorized purpose. 

(19) Failure to immediately report an injury or accident to employee’s supervisor. 

(20) Posting or removing any materials on City property without proper approval. 

(21) Discourteous, abusive conduct, rude or harassing treatment of the public, vendors, or other 
employees.  Examples of this type of conduct includes, but is not limited to, repeated 
infliction of verbal abuse such as the use of derogatory remarks, insults, epithets, verbal or 
physical conduct that a reasonable person would find threatening, humiliating or 
intimidating or the gratuitous sabotage or undermining a person’s work performance.  A 
single act may be considered discourteous.  A single act may be considered abusive conduct 
if severe or egregious.  

(22) Smoking on the job or in City facilities or unauthorized areas as defined in Section 8.8 of this 
Handbook. 

(23) Provoking a fight, or fighting during working hours or on City premises. 

64

Section 5, Item F.



 

18 

(24) Engaging in criminal conduct related to job performance. 

(25) Personal use of City equipment, facilities, funds, property, vehicles and supplies as well as 
computers and electronic technology.  See Sections 9.13 to 9.18 of this Handbook. 

(26) Unlawful harassment as defined in Rule 2 of this Handbook. 

(27) Violation of any Drug-Free and Alcohol Free Workplace Policy. 

(28) Violation of any City  policy, regulation, ordinance, or Memorandum of Understanding. 

C. Attendance 

In addition to the general rules stated above, employees may be subject to discipline, including 
termination, for failing to observe attendance rules including but not limited to the following: 

 

(1) Failure to report to work on time, observing the time limits for rest and lunch periods, and a 
failure to obtain approval to leave work early. 

(2) Notifying the supervisor in advance of anticipated tardiness or absence. 

(3) Unauthorized leave. 

(4) Excessive absenteeism, tardiness, or abuse of break and lunch privileges.  

 
The City reserves the right to terminate the employment of any employee at any time, with or 

without notice or reason. 

Section 5.3   Types of Disciplinary Action  

As used in this Rule, “disciplinary action” shall mean any of the following and may be taken singularly 
or in combination: 

 
A. Counseling or Oral Warning  

Documentation of oral counseling or warning will not be placed in an employee’s personnel file 
except as part of a regular or special performance evaluation of the employee for which the employee 
is given an opportunity to respond. Documentation of oral counseling or warnings will be confirmed in 
writing by the supervisor and shall be provided to the employee prior to being placed in the employee’s 
personnel file. The employee shall have the right to have a written rebuttal attached to the 
documentation of the oral counseling or warning in the employee’s personnel file if the rebuttal is 
submitted to the City Manager’s office within 10 days of the date the documentation was received by 
the employee. Counseling or an oral warning or a performance evaluation report is not subject to appeal. 
However, the employee may request a meeting with his/her supervisor or the City Manager to discuss. 
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B. Written Reprimand   

A written reprimand shall be provided to an employee prior to being placed in the employee’s 
personnel file. The employee shall have the right to have a written rebuttal attached to the written 
reprimand in the employee’s personnel file if the rebuttal is submitted to the City Manager’s office within 
30 days of the date the written reprimand was received by the employee. A written reprimand is not 
subject to appeal. However, the employee may request a meeting with his/her supervisor or the City 
Manager to discuss.     

 
C. Reduction in Pay  

An employee’s pay may be reduced for cause. A reduction in pay for disciplinary purposes may 
take one of two forms:  (1) a decrease in salary to a lower step within the salary range; or (2) a decrease 
in salary paid to an employee for a fixed period of time. Documents related to a reduction in pay shall 
become part of the employee’s personnel file when the discipline becomes final. An employee subject 
to a reduction in pay will receive prior written notice and the opportunity to be heard in accordance with 
the disciplinary appeal process set forth below.   

 
D. Demotion  

An employee may be demoted from his/her position for cause. Documents related to a demotion 
shall become part of the employee’s personnel file when the discipline is final. An employee subject to 
a demotion will receive prior written notice and the opportunity to appeal in accordance with the 
disciplinary appeal process set forth below.   

 
E. Suspension  

An employee may be suspended from his/her position without pay for cause. Documents related 
to a suspension shall become part of the employee’s personnel file when the discipline is final. Vacation 
and sick leave shall not accrue during a suspension. An employee subject to suspension will receive prior 
written notice and the opportunity to appeal in accordance with the disciplinary appeal process set forth 
below. Employees who are exempt from FLSA overtime will be suspended as authorized by the FLSA.  

 
F. Discharge   

An employee may be discharged from his/her position for cause. Documents related to discharge 
shall become a part of an employee’s personnel file when the discipline becomes final. An employee 
subject to discharge will receive prior written notice and the opportunity to appeal in accordance with 
the disciplinary appeal process set forth below.   

Section 5.4   Administrative Leave With Pay 

The City may place an employee on administrative leave with pay pending investigation of 
misconduct, potential disciplinary action, or for any other reason that the City Manager, in his/her sole 
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discretion, believes warrants such leave. Administrative leave with pay shall not, in and of itself, be 
considered a disciplinary action and is not subject to any grievance, hearing or appeal procedure. 

Section 5.5   Notice of Intended Disciplinary Action for Significant Discipline 

In cases of proposed suspensions, demotions, reductions in pay or discharges (hereinafter 
referred to as “Significant Discipline”), the proposed disciplinary action shall be served on the employee 
personally or by mail at the last known address on file in the City Office.  The written notice of intended 
disciplinary action shall include: 

 
A. The level of discipline intended to be imposed; 

B. The specific charges upon which the intended discipline is based; 

C. A summary of the facts upon which the intended discipline is based; 

D. A copy of all written materials, reports, or documents upon which the intended discipline is 
based; 

E. Notice of the employee’s right to respond to the charges either in writing or orally, at the option 
of the employee. The employee shall be advised that he/she has seven (7) calendar days within which 
to file a written response or request, in writing, a pre-disciplinary conference, or both; 

F. Notice of the employee’s right to have a representative of his/her choice at the conference, 
should he/she choose to respond orally; and 

G. Notice that the failure to respond at the time specified shall constitute a waiver of the right to 
respond prior to the imposition of discipline. 

Section 5.6   Employee’s Response and the Pre-disciplinary (Skelly) Conference 

If the employee requests an opportunity to respond orally, the conference must be scheduled at 
least ten (10) calendar days after the date of the request. The conference will be an informal meeting 
with the City Manager or designee, at which the employee has an opportunity to provide his/her version 
of events and present any mitigating circumstances. The City Manager or designee will consider the 
employee’s presentation before any final disciplinary action.  

 
The employee’s failure to make an oral response at the arranged conference time, or the 

employee’s failure to cause his/her written response to be delivered by the date and time specified in 
the notice, constitutes a waiver of the employee’s right to respond prior to the imposition of the 
discipline. In that case, the proposed disciplinary action will be imposed on the date specified pursuant 
to a Final Notice of Disciplinary Action.  

 
 
 

67

Section 5, Item F.



 

21 

Section 5.7   Final Notice of Disciplinary Action 

Within fifteen (15) calendar days of the pre-disciplinary conference or within ten (10) days of the 
receipt of the employee’s timely written response, the City Manager or his/her designee will: (1) dismiss 
the notice of intent and take no disciplinary action against the employee; (2) modify the intended 
disciplinary action; or (3) impose the intended disciplinary action. If disciplinary action is pursued, the 
City will prepare and provide the employee with a Final Notice of Disciplinary Action that contains the 
following: 

 
A. The level of discipline, if any, to be imposed and the effective date of the discipline; 

B. The specific charges upon which the discipline is based; 

C. A summary of the facts upon which the charges are based; 

D. A copy of all written materials, reports, or documents upon which the discipline is based; and  

E. A statement of the employee’s right to appeal. 

The Final Notice of Disciplinary Action will be sent by mail using a method that verifies delivery 
to the last known address of the employee, or delivered to the employee in person. If the notice is 
undeliverable because the employee has moved without notifying the City or the employee refuses to 
accept delivery, the effective date of discipline will be the date the post office or delivery service 
attempted delivery. 

Section 5.8   Right of Appeal 

If Significant Discipline is imposed on an employee through issuance of a Final Notice of 
Disciplinary Action, the employee shall have the right to appeal the Significant Discipline in accordance 
with the procedures set forth herein.  

 
A. Appeal and Request for Hearing 

An employee served with a Final Notice of Disciplinary Action may file an appeal and request a 
hearing. The employee shall give written notice to the City Manager’s office of his/her request to appeal 
the disciplinary action within ten (10) calendar days after the employee receives the Final Notice of 
Disciplinary Action. The appeal shall include the following: 

 
(1) An admission or denial of each charge with an explanation of why the charge is admitted or 

denied; 

(2) A statement of any affirmative defenses; 

(3) A statement that the employee disagrees with the penalty with an explanation of the 
employee’s position; 
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(4) The employee’s current mailing address and contact information; and  

(5) A request for a hearing. 

An employee’s failure to file an appeal within the ten (10) calendar day period shall waive his/her 
right to a hearing and the Significant Discipline imposed by the Final Notice of Disciplinary Action shall 
be deemed final. 

 
B. Discipline Remains in Effect 

If the employee requests an appeal of the disciplinary action, it shall not prevent the discipline 
from being served or imposed prior to the appeal hearing. 

 
C. Selection of an Independent Hearing Officer 

An appeal of a Final Notice of Disciplinary Action imposing Significant Discipline shall be heard by 
an independent Hearing Officer. Within five (5) business days of receiving an employee’s appeal 
demanding a hearing, the City Manager or his/her designee shall request a list of neutrals from the State 
Mediation and Conciliation Service (SMCS). Not later than three (3) business days after receiving the list 
from SMCS, the City Manager and the employee or his/her authorized representative shall meet to select 
the Hearing Officer utilizing the alternate strike method. The party striking first shall be determined by 
the toss of a coin.   In the event the person selected as the Hearing Officer is unavailable to commence 
the hearing process within three months of the date of selection, the parties shall request another name 
from the SMCS and shall proceed to select the Hearing Officer in the same manner provided above.  

 
The parties may at any time mutually agree to another selection process in writing. 
 

D. Scheduling of Hearing 

The Hearing Officer shall set the date, time, and place of the hearing (such place shall be on City 
premises) and give not less than ten (10) calendar days’ notice of such date, time, and place to the 
employee or his/her authorized representative and the  City’s representative with a copy to the Human 
Resources Officer. 

 
E. Subpoenas 

 
The City Clerk or designee shall have the authority to issue subpoenas in the name of the City 

prior to the commencement of the hearing at the request of either party. Each party is responsible for 
seeking timely subpoenas and for serving his/her own subpoenas.  City employees who are subpoenaed 
to testify during working hours will be released with pay to appear at the hearing. City employees who 
are subpoenaed to testify during non-working hours will be compensated for the time they actually 
spend testifying.  
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F. Hearing Procedure 

The Hearing Officer shall regulate the conduct of the hearing process. 
 

G. Right to Representation 

(1) The employee may be represented at the appeal by a representative of his/her choice who 
may or may not be an attorney. 

(2) The City may be represented by a representative of its choice who may or may not be an 
attorney. 

H. Witnesses 

Both the employee and the City shall have the right to call and cross-examine witnesses at the 
hearing, subject to the following: 

(1) The employee and the City shall provide each other and the Hearing Officer with a list of all 
witnesses (except rebuttal witnesses) intended to be called at the hearing no later than five 
days prior to the hearing. Neither party will be permitted to call any witness that has not been 
listed, unless that party can show that party could not have reasonably anticipated the need 
for the witness or the witness is being called for rebuttal; 

(2) All witnesses shall testify under oath; and 

(3) After the commencement of the hearing, subpoenas may be issued by the Hearing Officer 
only for good cause. Each party is responsible for serving his/her own subpoenas. 

I. Exhibits 

(1) The employee and the City shall provide each other and the Hearing Officer with an exhibit 
list and a copy of all exhibits (except rebuttal exhibits) intended to be introduced at the 
hearing no later than five business days prior to the hearing. The City will use numbers to 
identify its evidence; the employee will use alphabet letters. Neither party will be permitted 
to introduce any evidence that has not been listed, unless that party can show that the party 
could not have reasonably anticipated the need for the exhibit or it is being used for rebuttal.  

J. Conduct of Hearing 

(1) The Hearing Officer shall preside over the hearing.  The hearing need not be conducted in 
accordance with technical rules relating to evidence and witnesses, but the hearing shall be 
conducted in a manner that the Hearing Officer decides is the most conducive to determine 
the truth. In no event shall the Hearing Officer impose rules of procedure or evidence more 
stringent than the California Code of Civil Procedure or the California Evidence Code. 
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(2) The hearing shall be a closed hearing unless the employee appellant requests an open 
hearing.  If an open hearing is held, witnesses will be sequestered. 

 
(3) Any relevant evidence may be admitted if it is the type of evidence upon which responsible 

persons are accustomed to rely upon in the conduct of serious affairs, regardless of the 
existence of any common law or statutory rules which make improper the admission of such 
evidence over objection in a civil action. 

(4) Irrelevant and unduly repetitious evidence may be excluded. 

(5) The hearing shall be recorded by an electronic process. 

(6) The Hearing Officer shall determine the relevancy, weight, and credibility of testimony and 
evidence. The Hearing Officer shall neither add to, detract from, nor modify the language of 
the City’s Personnel Rules or policies in considering any issue properly before him/her. The 
Hearing Officer shall expressly confine himself/herself to the precise issues submitted and 
shall not have the authority to consider any issue not so submitted. Decisions made by the 
Hearing Officer shall not be invalidated by any informality in the proceedings. 

(7) During the examination of a witness, all other witnesses, except the parties, shall be 
excluded from the hearing upon motion of either party. 

(8) Hearsay evidence may be used for the purpose of supplementing or explaining any direct 
evidence, but over timely objection shall not be sufficient to by itself support a finding. 

 
(9) The rules dealing with privileges shall be effective to the same extent that they are 

recognized in civil actions. 
 

(10) The City shall have the burden of proof based on a preponderance of the evidence. 

(11) The hearing shall proceed in the following order unless the Hearing Officer directs otherwise: 

i. The City shall be permitted to make an opening statement. 

ii. The employee shall be permitted to make an opening statement. 

iii. The City shall produce its evidence. 

iv. The employee shall produce his/her evidence. 

v. The City, followed by the employee, may offer rebuttal evidence. 

vi. Closing arguments of no more than 20 minutes may be permitted at the 
discretion of the Hearing Officer. The City shall have the right to argue first, the 
employee may argue second, and the City may reserve a portion of its argument 
time for rebuttal. 
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K. Written Briefs 

Either party may request to submit a written brief and/or a draft decision. The Hearing Officer 
may request the parties to submit written briefs. The Hearing Officer will determine whether to 
allow written briefs, deadline for submission, and page limit. 

 
L. Written Findings and Decision 

Within forty (40) days following the close of the appeal hearing, the Hearing Officer shall issue 
a written Notice of Decision. The Notice of Decision shall include findings of fact and specify the 
following: 

 
(1)  Whether the discipline imposed is upheld, reduced, or voided; and 

(2)  The grounds upon which the decision is made. 

The Notice of Decision and a copy of this Disciplinary Procedure and Appeal Process policy shall 
be mailed to the employee or the employee’s representative by first-class mail, postage prepaid, 
including a copy of a proof of service. 

 
If any portion of the discipline is reduced or voided, the employee shall be entitled to 

corresponding back wages and/or benefits lost, if any. 
 

The decision of the Hearing Officer shall be final and binding unless an action or proceeding is 
commenced in a court of competent jurisdiction to determine the validity of the decision as set forth 
below. 

 
M. Judicial Review 

Judicial review of any decision of the Hearing Officer may be had pursuant to Section 1280 et 
seq. of the California Code of Civil Procedure only if a petition for writ of mandate is filed within the 
applicable time limits. Pursuant to Section 1288 of the California Code of Civil Procedure, the employee 
must file the petition in a court of competent jurisdiction within one-hundred (100) days after the 
Notice of Decision is mailed to the employee or the employee will waive their right to have the decision 
reviewed. 

 
N. Waiver 

An employee who chooses not to exercise his/her right to appeal a Final Notice of Discipline 
imposing Significant Discipline consistent with the terms and conditions of this Rule shall be barred from 
appealing the imposition of such discipline in Superior Court for failure to exhaust administrative 
remedies. This shall include any employee who chooses to prematurely terminate appeal proceedings 
before the Hearing Officer has issued the Notice of Decision. 
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RULE 6. TIME OFF 

Section 6.1   Paid Vacation 

Represented employees are eligible to accrue paid vacation benefits subject to the specific terms 
of the applicable MOU.  
 

Vacation requests must be submitted at least 30 days in advance and are subject to approval by 
the employee’s supervisor.  The scheduling of vacation depends in part on the City’s operational needs 
and the requests for vacation and leaves of absence of other employees.  Employees should  not make 
unchangeable plans, such as purchasing an airline ticket, until employee  knows their request has been 
approved. 

Section 6.2   Paid Sick Leave for Full-Time Employees 

Full-time employees accrue paid sick leave beginning the first day of employment at a rate of 
3.08 hours per pay period, for an annual total of 80 hours subject to the specific terms of the applicable 
MOU 

Sick leave is paid leave from work that an employee may use for the following purposes:  

(a) Diagnosis, care or treatment of an existing health condition of, or preventive care for the 
employee or for a family member.  Family members include a child of any age or dependency 
status (biological, adopted, foster, step); a parent (biological, adoptive, step); a parent-in-law; 
a spouse; a registered domestic partner; a grandparent; a grandchild;  a sibling, or designated 
person. A “designated person” for the purposes of the Paid Sick Leave law means a person 
identified by the employee at the time the employee requests paid sick days. An employee 
may designate a person at the time of their request. An employee is limited to identifying one 
designated person per 12-month period.     

(b) For an employee who is a victim of domestic violence, sexual assault, stalking, or other crime 
in order for the employee to engage in any of the following activities: (1) obtain or attempt 
to obtain a temporary restraining order or other court assistance to help ensure the health 
safety or welfare of the employee or their child; or (2) obtain medical attention or 
psychological counseling, services from a shelter, program or crisis center, or (3) participate 
in safety planning or other actions to increase safety.   

To request to use sick leave if the need for leave is foreseeable, an employee must give the 
immediate supervisor reasonable advance written or oral notice.  If the need for sick leave is not 
foreseeable, the employee shall provide written or oral notice of the need for the leave as soon as 
practicable. If the employee is required to be absent on sick leave for more than one day, the employee 
must keep the immediate supervisor informed each day as to the date the employee expects to return 
to work and the purpose of the leave. Failure to request sick leave as required by this policy without 
good reason, may result in the employee being treated as absent without leave.   Employees may use 
sick leave in a minimum increment of two hours.  
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For Full-time employees, one-half of the employee’s accrued and available annual sick leave is 
protected and may be used for any of the purposes stated in this policy.  

The City may require Full-time employees to provide a physician’s certification to support any 
absence that involves the illness of the employee or family member if the City suspects that there is an 
abuse of sick leave by the employee. Employees who use paid leave to address issues related to domestic 
violence, sexual assault, stalking, or other crimes and who cannot provide advance notice of their need 
for leave must provide certification of the need for leave within a reasonable time thereafter.   
 

Accrued sick leave is paid to the employee upon termination or retirement as described in the 
applicable MOU.  If the employee is rehired by the City within one year of the date of separation, any 
sick leave that was not paid out will be reinstated at rehire.   
 

Sick leave will be paid at the employee’s regular hourly rate of pay.   
 

The City will maintain records documenting hours worked and PSL accrued and used.  The City 
will make them available within 21 days upon request.   

Section 6.3   State Mandated Paid Sick Leave for Part-Time and Temporary Employees 

Part-time and Temporary Employees accrue state-mandated Paid Sick Leave (“PSL”) beginning 
the first date of employment. PSL is different from the City’s sick leave policy for full-time employees.   
 

PSL accrues at the rate of one hour per every 30 hours worked.  An employee is entitled to use 
accrued PSL beginning on the 90th day of employment.   

PSL is paid leave from work that an employee may use for the following purposes:  

(a) Diagnosis, care or treatment of an existing health condition of, or preventive care for the 
employee or for a family member.  Family members include a child of any age or 
dependency status (biological, adopted, foster, step); a parent (biological, adoptive, step); a 
parent-in-law; a spouse; a registered domestic partner; a grandparent; a grandchild; a 
sibling, or designated person. A “designated person” means a person identified by the 
employee at the time the employee requests paid sick days. An employee may designate a 
person at the time of their request. An employee is limited to identifying one designated 
person per 12-month period.     

(b) For an employee who is a victim of domestic violence, sexual assault, stalking, or other crime 
in order for the employee to engage in any of the following activities: (1) obtain or attempt 
to obtain a temporary restraining order or other court assistance to help ensure the health 
safety or welfare of the employee or their child; or (2) obtain medical attention or 
psychological counseling, services from a shelter, program or crisis center, or (3) participate 
in safety planning or other actions to increase safety.   
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To request to use PSL if the need for leave is foreseeable, an employee must give the immediate 
supervisor reasonable advance written or oral notice.  If the need for PSL is not foreseeable, the 
employee shall provide written or oral notice of the need for the leave as soon as practicable. If the 
employee is required to be absent on PSL for more than one day, the employee must keep the immediate 
supervisor informed each day as to the date the employee expects to return to work and the purpose of 
the leave. Failure to request PSL as required by this policy without good reason, may result in the 
employee being treated as absent without leave.  Employees must use accrued PSL in a minimum 
increment of two-hour.   

For Part-time and Temporary Employees, up to 24 hours, or three (3) days, whoever is great, of 
accrued and available sick leave each year is protected and may be used for any of the purpose stated 
in this policy. The year is measured beginning on July 1, 2015, or the employee’s anniversary of hire date, 
whichever is later.  

Employees who use PSL to address issues related to domestic violence, sexual assault, stalking, 
or other crimes and who cannot provide advance notice of their need for leave must provide certification 
of the need for leave within a reasonable time thereafter. 

An employee may accrue a maximum of 48 hours of PSL.  Once the maximum is reached, the 
employee must reduce accrued PSL before accrual will recommence.  An employee can use no more 
than 24 hours of PSL in each year of employment.  The City will not lend PSL to employees in advance of 
accrual.  Unused PSL will not be paid to the employee at the separation of employment.  However, if the 
employee is rehired within one year of the date of separation, previously accrued but unused PSL will be 
reinstated at rehire.   
  

PSL will be paid at the employee’s regular hourly rate of pay.   
  

The City will maintain records documenting hours worked and PSL awarded and used.  The City 
will make them available within 21 days upon request.   

Section 6.4   Make-Up Time 

The City allows the use of make-up time when non-exempt employees need time off to tend to 
personal obligations.  Employees may take time off and then make up the time later in the same 
workweek, or may work extra hours earlier in the workweek to make up for time that will be taken off 
later in the workweek.  Make-up time worked will not be paid at an overtime rate.   
 

Make-up time requests must be submitted in writing or via email to the Department Head.  
Requests will be considered for approval based on the legitimate business needs of the City at the time 
the request is submitted.  A separate request is required for each occasion an employee requests make-
up time. 
 

All make-up time must be worked in the same workweek as the time taken off.  Employees may 
not work more than 40 hours in a workweek as a result of making up time that was or would be lost due 
to personal obligations. 
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If an employee takes time off and is unable to work the scheduled make-up time for any reason, 
the hours missed will be paid from the employee’s accrual bank.  If no accrual time is available, the hours 
missed will be unpaid. If an employee works make-up time before the employee plans to take time off, 
the employee must take that time off, even if the employee no longer need the time off for any reason. 
 

An employee’s use of make-up time is completely voluntary.  The City does not encourage, 
discourage or solicit the use of make-up time. 

Section 6.5   Holidays 

The City observes the following paid holidays for all permanent full-time employees (subject to 
change per MOUs): 

 

New Year’s Day Veteran’s Day 
Martin Luther King Jr. Day Thanksgiving Day 
President’s Day Day After Thanksgiving 
Memorial Day Christmas Eve  
Independence Day Christmas Day 
Labor Day  

 

If a holiday falls on a weekend, the holidays may be observed the preceding Friday or the 
following Monday. All holiday observances will be announced in advance.  Employees covered by an 
MOU should refer to the applicable  MOU for additional details. 

Section 6.6   Family and Medical Leave of Absence (FMLA/CFRA) 

The City provides family and medical care leave for eligible employees as required by federal 
and state law. Employees who misuse or abuse family and medical care leave may be disciplined, up to 
and including termination. Employees who fraudulently obtain or use California Family Rights Act 
(“CFRA”) leave are not protected by the CFRA’s job restoration or maintenance of health benefits 
provisions. This policy is supplemented by the Federal Family and Medical Leave Act (“FMLA”), and the 
CFRA. Unless otherwise stated in this policy, “Leave” means leave pursuant to the FMLA and CFRA. 
Unless otherwise provided by law, the City will run each employee’s FMLA and CFRA leaves 
concurrently. 

 
The FMLA and the CFRA provide job protection and continued health insurance when an eligible 

employee needs to take time off from work for a qualified purpose.  If an employee believe they may 
need to take a leave of absence for a qualifying reason, employee should speak with their supervisor or 
the Human Resources Department to gather important details with as much advance notice as 
possible.  With open communication, an employee’s leave and return to work can be handled as 
smoothly as possible for both the employee and the City.   
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A. Definitions 
 

(a) “12-Month Period” means a rolling 12-month period measured backward from the date 
leave is taken and continuous with each additional leave day taken.   

 
(b) “Single 12 Month Period” means a 12-month period which begins on the first day the 

eligible employee takes FMLA leave to take care of a covered service member and ends 12 
months after that date.  

(c) “Leave for the purposes of CFRA” means leave that only qualifies under the CFRA and does 
not run concurrently with FMLA.  

 
(d) “Family member” for FMLA leave means an employee’s child, parent, and spouse.  “Family 

member” for CFRA leave means an employee’s child, parent, spouse, domestic partner, 
grandchild, grandparent, sibling, and designated person. 

 
(e)  “Child” 

 
a. Under the FMLA, “child” means a child under the age of 18 years of age, or 18 years 

of age or older who is incapable of self-care because of a mental or physical 
disability. An employee’s child is one for whom the employee has actual day-to-day 
responsibility for care, and includes a biological, adopted, foster or step-child. A 
child is “incapable of self care” if he/she requires active assistance or supervision to 
provide daily self-care in three or more of the activities of daily living or instrumental 
activities of daily living, such as caring for grooming and hygiene, bathing, dressing 
and eating, cooking, cleaning shopping, taking public transportation, paying bills, 
maintaining a residence, or using telephones and directories. 

 
b. Under the CFRA, “child” means a child, including a child who is 18 years of age or 

older who is capable of self-care. An employee’s child means a biological, adopted, 
foster, step-child, legal ward, a child of a domestic partner, or a person to whom the 
employee stands in loco parentis.     

 
(f) “Parent” means the biological parent of an employee or an individual who stands or stood 

in loco parentis (in place of a parent) to an employee when the employee was a child. This 
term does not include parents-in-law.   

 
(g) “Spouse” means one or two persons to a marriage, regardless of the sex of the persons, and 

for purposes of CFRA leave, includes a registered domestic partner as defined below.     
 

(h) “Domestic Partner” is another adult with whom the employee has chosen to share their life 
in an intimate and committed relationship of mutual caring and with whom the employee 
has filed a Declaration of Domestic Partnership with the Secretary of State, and who meets 
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the criteria specified in California Family Code section 297. A legal union formed in another 
state that is substantially equivalent to the California domestic partnership is also sufficient.   

 
(i) “Designated Person” means any individual related by blood or whose association with the 

employee is the equivalent of a family relationship. The designated person may be 
identified by the employee at the time the employee requests the leave. An employee may 
designate one designated person per 12-month period. 
 

(j) “Grandparent” means a parent of the employee’s parent. 
 

(k) “Grandchild” means a child of the employee’s child. 
 

(l) “Sibling” means a person related to the employee by blood, adoption, or affinity through a 
common legal or biological parent. 
 

(m)  “Serious Health Condition” means an illness, injury impairment, or physical or mental 
condition that involves: 

 
1) Inpatient Care in a hospital, hospice, or residential medical care facility, including 

any period of incapacity (e.g., inability to work or perform other regular daily 
activities due to the serious health condition, treatment involved, or recovery 
therefrom). A person is considered “inpatient” when a health care facility admits 
them to the facility with the expectation that they will remain at least overnight, 
even if it later develops that such person can be discharged or transferred to 
another facility, and does not actually remain overnight; or  

 
2) Continuing treatment by a health care provider: A serious health condition involving 

continuing treatment by a health care provider includes any one or more of the 
following:   

a. A period of incapacity (i.e., inability to work, or perform other regular daily 
activities) due to serious health condition of more than three consecutive 
calendar days; and  

 
b. Any subsequent treatment or period of incapacity relating to the same 

condition, that also involves: 
 

i. Treatment two or more times by a health care provider, by a nurse or 
physician’s assistant under direct supervision by a health care 
provider, or by a provider of health care services (e.g., a physical 
therapist) under orders of, or on referral by a health care provider; or 

 
ii. Treatment by a health care provider on at least one occasion which 

results in a regimen of continuing treatment under the supervision of 
the health care provider. This includes, for example, a course of 
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prescription medication or therapy requiring special equipment to 
resolve or alleviate the health condition. If the medication is over the 
counter, and can be initiated without a visit to a health care provider, 
it does not constitute a regimen of continuing treatment.  

 
3) Any period of incapacity due to pregnancy or for prenatal care. Note that pregnancy 

is a “serious health condition” only under the FMLA. Under California law, an 
employee disabled by pregnancy is entitled to pregnancy leave.  

 
4) Any period of incapacity or treatment for such incapacity due to a chronic serious 

health condition. A chronic serious health condition is one which: 
 

i. Requires periodic visits for treatment by a health care provider, or by 
a nurse or physician’s assistant under direct supervision of a health 
care provider; 

 
ii. Continues over an extended period of time (including recurring 

episodes of a single underlying condition); and  
 

iii. May cause episodic rather than a continuing period of incapacity 
(e.g., asthma, diabetes, epilepsy, etc.). Absences for such incapacity 
qualify for leave even if the absence lasts only one day. 

 
5) A period of incapacity that is permanent or long-term due to a condition for which 

treatment may not be effective. The employee or family member must be under the 
continuing supervision of, but need not be receiving active treatment by health care 
provider. 
 

6) Any period of absence to receive multiple treatments (including any period of 
recovery therefrom) by a health care provider or by a provider of health care 
services under orders of, or on referral by, a health care provider, either for 
restorative surgery after an accident or other injury, or for a condition that would 
likely result in a period of incapacity of more than three consecutive calendar days in 
the absence of medical intervention or treatment.   

 
(n) “Health Care Provider” means any of the following: 

 
1) A doctor of medicine or osteopathy who is authorized to practice medicine or 

surgery in the State of California; 
 

2) An individual duly licensed as a physician, surgeon, or osteopathic physician or 
surgeon in another state or jurisdiction, including another country, which directly 
treats or supervises treatment of a serious health condition; 
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3) A podiatrist, dentist, clinical psychologist, optometrist, or chiropractor (limited to 
treatment consisting of manual manipulation of the spine to correct a subluxation as 
demonstrated by x-ray to exist) authorized to practice in California and performing 
within the scope of their practice as defined under California State law; 

 
4) A nurse practitioner or nurse-midwife or a clinical social workers who is authorized 

to practice under California State law and who are performing within the scope of 
their practice as defined under California State law; 

 
5) A Christian Science practitioner listed with the First Church of Christ, Scientist in 

Boston, Massachusetts; and 
 

6) Any health care provider from whom an employer or group health plan’s benefits 
manager will accept certification of the existence of a serious health condition to 
substantiate a claim for benefits. 

 
(o) “Covered active duty” means: (1) in the case of a member of a regular component of the 

Armed Forces, duty during deployment of the member with the Armed Forces to a foreign 
country; or (2) in the case of a member of the reserve component of the Armed Forces, 
duty during the deployment of members of the Armed Forces to a foreign country under a 
call or order to active duty under certain specified provisions.  
 

(p) “Covered Service Member” means: (1) a current member of the Armed Forces, including a 
member of the National Guard or Reserves, who is undergoing medical treatment, 
recuperation, or therapy, is otherwise in outpatient status, or is otherwise on the temporary 
disability retired list, for a serious injury or illness; or (2) a veteran who is undergoing 
medical treatment, recuperation, or therapy, for a serious injury or illness and who was a 
member of the Armed Forces, including a member of the National Guard or Reserves, at any 
time during the period of five years preceding the date on which the veteran undergoes 
that medical treatment, recuperation, or therapy.  

 
(q) “Outpatient Status” means, with respect to a covered service member, the status of a 

member of the Armed Forces assigned to either: (1) a military medical treatment facility as 
an outpatient; or (2) a unit established for the purpose of providing command and control 
of members of the Armed Forces receiving medical care as outpatients.  

  
(r) “Next of Kin of a Covered Service Member” means the nearest blood relative other than the 

covered service member’s spouse, parent, son, or daughter, in the following order of 
priority: blood relatives who have been granted legal custody of the covered service 
member by court decree or statutory provisions, brothers and sisters, grandparents, aunts 
and uncles, and first cousins, unless the covered service member has specifically designated 
in writing another blood relative as their nearest blood relative for purposes of military 
caregiver leave under the FMLA.   
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(s) “Serious Injury or Illness” means: (1) in the case of a member of the Armed forces, including 
a member of the National Guard or reserves, means an injury or illness that a covered 
service member incurred in the line of duty on active duty in the Armed Forces (or existed 
before the beginning of the member’s active duty and was aggravated by the service in the 
line of duty on active duty in the Armed Forces) and that may render the service member 
medically unfit to perform the duties of the member’s office, grade, rank, or rating; or (2) in 
the case of a veteran who was a member of the Armed Forces, including a member of the 
National Guard or Reserves, means an injury or illness that was incurred by the member in 
the line of duty on active duty in the Armed Forces (or existed before the beginning of the 
member’s active duty and was aggravated by service in the line of duty on active duty in the 
Armed Forces) and that manifested itself before or after the member became a veteran.   

 
B. Reasons for Leave 

 
An eligible employee may take a leave for the following reasons: 
 

(1) The birth of a child or to care for a newborn of an employee; 

(2) The placement of a child with an employee in connection with the adoption or foster care 
of a child; 

(3) To care for a child, spouse (or registered domestic partner) or parent with a serious health 
condition;  

(4) Under the CFRA only, leave is permitted to care for a domestic partner, grandparent, 
grandchild,  sibling, or designated person who has a serious health condition. Leave for 
this purpose does not apply to FMLA leave and will not run concurrently with leave 
under the FMLA. 

(5) Leave because of a serious health condition that makes the employee unable to perform 
any one or more essential functions of their position;  

(6) Leave for a variety of “qualifying exigencies” arising out of the fact that an employee’s 
spouse, son, daughter, or parent is on active duty or call to active duty status in the 
National Guard or Reserves in support of a contingency operation;   

(7) Under the CFRA only, leave for a variety of “qualifying exigencies” arising out of the fact 
that an employee’s domestic partner is on active duty or call to active duty status in the 
National Guard or Reserves in support of a contingency operation. Leave for this 
purpose does not apply to FMLA leave and will not run concurrently with leave under 
the FMLA; or 

(8) Leave to care for a spouse, son, daughter, parent, or “next of kin” who is a covered 
service member of the U.S. Armed Forces who has a serious injury or illness: incurred in 
the line of duty while on active military duty; or existed before the beginning of the 
member’s active duty and was aggravated by service in the line of duty on active duty in 
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the Armed Forces. This leave can run up to 26 weeks of unpaid leave during a single 12-
month period.  

C. Eligibility Employees Eligible for Leave 

An employee is eligible for leave if the employee satisfies the following conditions:  
 

(a) The employee has been employed by the City for at least 12 months; 

 
(b) The employee has been employed by the City for at least 1,250 hours during the 12-month 

period immediately preceding the commencement of the leave; and 

 
(c) For FMLA leave eligibility, the City directly employs at least 50 full or part-time employees 

within a 75-mile radius.  
 

A break in service of seven years or more will not be counted in determining whether the 
employee has been employed for at least 12 months, except for a break in service caused by a military 
service obligation.  The 12-month period may include part of the leave of absence.  In that case, FMLA 
and CFRA would start after the leave commenced.  For FMLA eligibility, the reporting worksite will 
typically be the assigned location for an employee without a fixed worksite. 
 

Employees’ eligibility must be verified. Employees  should refrain from making any plans, such as 
scheduling a non-emergency surgery or purchasing non-refundable air tickets, unless the employee has 
received verification from Human Resources of their eligibility to take family and medical leave.   
 

D. Amount of Leave 
 

Eligible employees are entitled to a total of 12 workweeks (or 26 workweeks to care for a 
covered service member) of leave during any 12-month period. If FMLA leave qualifies as both military 
caregiver leave and care for a family member with a serious health condition, the leave will be 
designated as military caregiver leave first.   
 

E. Minimum Duration of Leave  
 

(a) If leave is requested for the birth, adoption or foster care placement of a child of the employee, 
leave must be concluded within one year of the birth or placement of the child. In addition, the 
basic minimum duration of such leave is two weeks. However, an employee is entitled to leave 
for one of these purposes (e.g., bonding with a newborn) for less than two weeks duration on 
any two occasions.    

 

(b) If leave is requested to care for a child, parent, spouse, domestic partner, grandparent, 
grandchild, sibling, designated person, or the employee themselves with serious health 
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condition, there is no minimum amount of leave that must be taken. However, compliance with 
the notice and medical certification provisions in this policy is required.  

 
F. Parents Both Employed by the City  

 
If both parents of a child, adoptee, or foster child are employed by the City and are entitled to 

bonding leave: 
 

(a) The aggregate number of workweeks of FMLA leave to which both may be entitled may be 
limited to 12 workweeks during any 12-month period; and  

 
(b) Each parent is entitled to take 12 workweeks of CFRA leave during any 12-month period. 

 
If both parents of a covered service member are employed by the City and are entitled to leave to 

care for a covered service member, the aggregate number of workweeks of leave to which both may 
be entitled is limited to 26 work weeks during the 12-month period. This limitation does not apply to 
any other type of leave under this policy.   
 

G. Employee Benefits While on Leave  
 

During the employee’s absence under the Family and Medical Leave of Absence policy, the City 
will continue to maintain coverage under its health care policies to the same extent as if employee were 
not on leave. If a health care policy requires an employee contribution, the employee will remain 
responsible for all payments during the leave of absence.  The City will provide the employee with 
advance written notice of the terms and conditions under which premium payments must be made.  The 
City may cancel the employee’s health care benefits if the employee is more than 30 days late in paying 
their premium.  The City will provide the employee with 15 days’ written notice of the intent to cancel 
coverage due to non-payment.   
 

If the employee fails to return to work after the leave of absence, as defined by FMLA/CFRA, the 
employee will be required to repay the City for premiums it paid on the employee’s behalf.  If a key 
employee out on FMLA leave is notified that the City can’t reinstate the key employee due to substantial 
and grievous economic injury to the operations of the City, the City will not attempt to recover the costs 
of health care premiums. 
 

Employee will not earn vacation time or sick leave during  family leave.  Additionally, unpaid FMLA 
leave will not be treated as credited service for purposes of benefit accrual, vesting dates and eligibility 
to participate. 
 

If an employee’s leave is related to pregnancy disability, the employee may be able to continue 
their health care benefits for up to four months in a 12-month period.  Please review the Pregnancy 
Disability Policy (Section 6.7) for more information on the continuation of benefits.  Additionally, if the 
employee fails to return to work after the leave, as defined by FMLA/CFRA, the City may recover the 
premiums paid on the employee’s behalf. 
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An exempt employee’s pay may be reduced due to an intermittent or reduced work schedule. 

H. Substitution of Paid Accrued Leaves 

Although family and medical care leave is unpaid, an employee may elect and the City will 
require an employee to concurrently use all paid accrued leaves during family medical care leave as 
described below.  

I. Employee’s Right to Use Paid Accrued Leave Concurrently with Family Leave  

An employee may use any earned or accrued paid leave except sick leave for all or part of any 
unpaid family and medical care leave. An employee is entitled to use sick leave concurrently with 
family and medical care leave for the employee’s own serious health condition or that of the 
employee’s parent, spouse, domestic partner, child, grandparent, grandchild, sibling, or designated 
person.   

J. City’s Right to Require an Employee to Use Paid Leave When Using FMLA/CFRA Leave  

Employees must use and exhaust their accrued leaves concurrently with family and medical care 
leave to the same extent that employees have the right to use their accrued leaves concurrently with 
family and medical care leave with two (2) exceptions as described below:   

 
(a) Employees are not required to use paid leave during leave pursuant to a disability plan that pays 

a portion of the employee’s salary while on leave unless the employee agrees to use paid leave 
to cover the unpaid portion of the disability leave benefit; and 

 
(b) An employee must agree to use accrued sick leave to care for a child, parent, spouse or domestic 

partner, grandparent, grandchild, sibling, designated person.   
 
The City will attempt to integrate sick leave benefits with any state disability insurance benefits for 

which the employee may be eligible.  All paid time off will count toward your maximum leave total.   

K. City’s Right to Require an Employee to Exhaust FMLA/CFRA Leave Concurrently With Other 
Leaves 

An employee may use any earned or accrued paid leave except sick leave for all or part of any 
unpaid family and medical care leave. An employee is entitled to use sick leave concurrently with 
family and medical care leave for the employee’s own serious health condition or that of the 
employee’s parent, spouse, domestic partner, child, grandparent, grandchild, sibling, or designated 
person.   
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L. City’s and Employee’s Rights if an Employee Requests Accrued Leave Without Mentioning FMLA 
or CFRA 

 
If an employee requests to utilize accrued vacation leave or other accrued paid time off without 

referenced FMLA/CFRA qualifying purpose, the City may not ask the employee if the leave is for a 
FMLA/CFRA qualifying purpose. However, if the City denies the employee’s request and the employee 
provides information that the requested time off is for FMLA/CFRA qualifying purpose, the City may 
require the employee to exhaust accrued leave as described above.  

M. Employee Notice of Leave 
 

Although the City recognizes that emergencies arise which may require employees to request 
immediate leave, employees are required to give as much verbal or written notice as possible of their 
need for leave. If leave is foreseeable, at least 30 days’ notice is required. In addition, if an employee 
knows that he/she will need leave in the future, but does not know the exact day(s) (e.g., for the birth 
of a child or to take care of a newborn), the employee shall inform their supervisor as soon as possible 
that such leave will be needed. For foreseeable leave due to a qualifying exigency, an employee must 
provide verbal or written notice of the need for leave as soon as practicable, regardless of how far in 
advance such leave is foreseeable. For events that are unforeseeable 30 days in advance, but are not 
emergencies, employees must notify the City as soon as the employee learns of the need for the leave, 
ordinarily no later than one to two working days after the employee learns of the need for the leave.  If 
the leave is requested in connection with a planned, non-emergency medical treatment, the City may 
request the employee reschedule the treatment so as to minimize disruption of business. 
 

All requests for family care or medical leave should include the anticipated date(s) and duration 
of the leave.  It is expected that an employee will provide notice to the City of the need for a leave 
extension within no more than one or two working days of learning of the need for additional leave or 
as soon as practicable where such notice is not feasible. 
 

N. Medical Certification/Recertification   
 
Employees who request leave must provide a medical certification and/or recertification to 

support the need for the leave as described below: 

(a) Employee’s Own Serious Health Condition: Employees who request leave for their own serious 
health condition must provide written certification from the health care provider that contains 
all of the following: the date, if known, on which the serious health condition commenced; the 
probable duration of the condition; and a statement that, due to the serious health condition, 
the employee is unable to work at all or is unable to perform any one or more of the essential 
functions of their position.  Upon expiration of the time period the health care provider originally 
estimated that the employee needed for their own serious health condition, the employee must 
obtain recertification if additional leave is requested.  

(b) Family Member Serious Health Condition: Employees who request leave to care for a child, 
parent, domestic partner, spouse, grandparent, grandchild, sibling, or designated person who 
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has serious health condition must provide written certification from the health care provider of 
the family member requiring care that contains all of the following: the date, if known, on which 
the serious health condition commenced; the probable duration of the condition; an estimate of 
the amount of time which the health care provider believes the employee needs to care for the 
child, parent, domestic partner, spouse, grandparent, grandchild, sibling, or designated person 
and a statement that the serious health condition warrants the participation of the employee to 
provide care during a period of treatment or supervision of the child, parent, domestic partner, 
spouse, grandparent, grandchild, sibling, or designated person. The term “warrants the 
participation of the employee” includes, but is not limited to, providing psychological comfort, 
and arranging third party care for the covered family member, as well as directly providing, or 
participating in, the medical care. Upon expiration of the time period the health care provider 
originally estimated that the employee needed to care for a covered family member, the 
employer must obtain recertification if additional leave is requested.    

(c) Service member Serious Injury or Illness: Employees who request FMLA leave to care for a 
covered service member who is a child, spouse, parent or “next of kin” of the employee, must 
provide written certification from a health care provider regarding the injured service member’s 
serious injury or illness. The City will verify the certification as permitted by the FMLA regulations.   

(d) Qualifying Exigency: The first time an employee requests leave because of a qualifying exigency, an 
employee may require the employee to provide a copy of the military member’s active duty orders or 
other documentation issued by the military which indicates that the military member is on covered active 
duty or call to active duty status in a foreign country, and the dates of the military member’s active duty 
service. A copy of the new active duty orders or similar documentation shall be provided to the City if the 
need for leave because of a qualifying exigency arises out of a different active duty or call to active duty 
status of the same or a different military member.  The City will verify the certification as permitted by 
the FMLA and CFRA regulations.   

O. Time to Provide a Medical Certification 

When an employee has provided at least 30 days’ notice for a foreseeable leave, the employee 
must provide a medical certification before the leave begins. When this is not possible, the employee 
must provide the medical certification to the City within the time frame requested by the City (which 
must allow at least 15 calendar days after the employer’s request), unless it is not practicable under the 
particular circumstances to do so despite the employee’s diligent, good faith efforts. 

P. Consequences for Failure to Provide an Adequate or Timely Certification 

If an employee provides an incomplete medical certification, the employee will be given a 
reasonable opportunity to cure any such deficiency. However, if an employee fails to provide a medical 
certification within the time frame established in this policy, the City may delay the taking of FMLA/CFRA 
leave until required certification is provided, or deny FMLA/CFRA protections following the expiration of 
the time period to provide an adequate certification.   
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Q. Human Resources’ Review of the Contents of Medical Certification for Employee’s Own Serious 
Health Condition 

The employee must provide a certification for their own serious health condition that is complete 
and sufficient to support the request for leave. A certification is incomplete if one or more of the 
applicable entries on the certification form have not been completed. A certification is insufficient if the 
information on the certification form is vague, ambiguous, or not responsive. If the certification is 
incomplete or insufficient, the Human Resources Officer will give the employee written notice of the 
deficiencies and seven days to cure, unless a longer period is necessary in light of the employee’s diligent, 
good faith efforts to address the deficiencies. 

After giving the employee an opportunity to cure the deficiencies in a medical certification for 
the employee’s own serious health condition, the Human Resources Department may contact the 
health care provider who provided the certification to clarify and/or authenticate the certification. 
“Authentication” means providing the health care provider with a copy of the certification form and 
requesting verification that the information on the form was completed or authorized by the health 
care provider who signed the form. “Clarification” means contacting the health care provider to 
understand the handwriting on the medical certification or to understand the meaning of the 
response. The Human Resources Department may not ask for additional information beyond that 
required on the certification form.   

R. Second and Third Medical Opinions for Employee’s Own Serious Health Condition 

If the City has a good faith, objective reason to doubt the validity of a certification for the 
employee’s serious health condition, the City may require a medical opinion of a second health care 
provider chosen and paid for by the City. If the second opinion is different from the first, the City may 
require the opinion of a third provider jointly approved by the City and the employee, but paid for by 
the City. The opinion of the third provider will be binding. The City must provide the employee with a 
copy of the second and third medical opinions, where applicable, without cost, upon the request of the 
employee.   

S. Intermittent Leave or Leave on a Reduced Leave Schedule 

If an employee requests leave intermittently (a few days or hours at a time) or on a reduced leave 
schedule for their own serious health condition, or to care for an immediate family member with serious 
health condition, the employee must provide medical certification that such leave is medically necessary. 
“Medically necessary” means there must be a medical need for the leave and that the leave can best be 
accomplished through an intermittent or reduced leave schedule.  The City may require an employee 
who certifies the need for a reduced schedule or intermittent leave to temporarily transfer to an 
alternate position of equivalent pay and benefits that better accommodates the leave schedule.   

T. Reinstatement 
 

(a) Upon expiration of leave, an employee is entitled to be reinstated to the position of employment 
held when the leave commenced, or to an equivalent position with equivalent benefits and pay. 
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Employees have no greater rights to reinstatement, benefits, and other conditions of 
employment than if the employee had been continuously employed during the FMLA/CFRA 
period.   

 
(b) If a definite date of reinstatement has been agreed upon at the beginning of the leave, the 

employee will be reinstated on the date agreed upon. If the reinstatement date differs from the 
original agreement of the employee and the City, the employee will be reinstated within two 
business days, where feasible, after the employee notifies the employer of their readiness to 
return.     

 
(c) Employees may be required to periodically report on their status and intent to return to work. 

This will avoid any delays to reinstatement when the employee is ready to return.   
 

(d) As a condition of reinstatement of an employee whose leave was due to the employee’s own 
serious health condition, which made the employee unable to perform their job, the employee 
must obtain and present a fitness-for-duty certification from the health care provider stating that 
the employee is able to resume work. Failure to provide such certification will result in denial of 
reinstatement.   

 
(e) Under the FMLA only, the City may deny reinstatement to a “key” employee (i.e., an employee 

who is among the highest paid 10 percent of all employed by the City within 75 miles of the 
worksite) if such denial is necessary to prevent substantial and grievous economic injury to the 
operations of the City, and the employee is notified of the City’s intent to deny reinstatement on 
such basis at the time the employer determines that such injury would occur. Under the CFRA, 
the City may not deny reinstatement to a “key” employee during or upon the expiration of CFRA 
leave. 
 
The City will engage in an interactive process if an employee is unable to return to work after a 

Family and Medical Leave of Absence. 
 

U. Required Forms 
 

Employees must complete the applicable forms to receive family and medical care leave. The forms 
may be found at Human Resources. 

 

Section 6.7   Pregnancy Disability 
 

An employee who is disabled because of pregnancy, childbirth, or a related medical condition is 
entitled to an unpaid leave for up to the number of hours she would normally work within four calendar 
months (one-third of a year or 17 1/3 weeks). For a full-time employee who works 40 hours per week, 
“four months” means 693 hours of leave entitlement, based on 40 hour per week times 17 1/3 weeks. 
An employee who works less than 40 hours per week will receive a pro rata or proportional amount of 
leave.     
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Requests for pregnancy disability leave must be submitted in writing with reasonable advance 
notice (no less than 30 days advance notice when practicable) of the medical need for the leave. All 
leaves must be confirmed in writing, having an agreed-upon specific date of return, and be submitted to 
the Human Resources Department.  

 
The request for pregnancy disability leave must be supported by a written certification form the 

attending physician stating that: (1) the employee is disabled form working by pregnancy, childbirth or 
a related medical condition; (2) the date on which the employee became disabled by pregnancy, 
childbirth or a related medical condition; and (3) the estimated duration or end date of the leave. 
 

An employee requesting a transfer due to pregnancy disability must provide a certification from 
employee’s health care provider stating it is medically advisable for the employee to be transferred to a 
less strenuous or hazardous position or to less strenuous or hazardous duties. A certification indicating 
the medical advisability of the transfer should contain: (1) the date on which the need to transfer became 
medically advisable; (2) the probable duration of the period or periods of the need to transfer; and (3) 
an explanatory statement that, due to the employee’s pregnancy, the transfer is medically necessary. 
Requests for transfers of job duties will be reasonably accommodated if the job and security rights of 
others are not breached. Temporary transfers due to health considerations will be granted when 
possible. However, the transferred employee will receive the pay that accompanies the job, as is the 
case with any other temporary transfer due to temporary disability.  
 

Pregnancy disability leaves are without pay.  An employee on unpaid pregnancy disability leave 
will be required to first use sick leave, if any. Once sick leave is depleted, the employee may elect to use 
vacation leave or any other accrued paid time off during the leave.  

 
An employee on pregnancy disability leave may be entitled to disability insurance payments 

through the California Employment Development Department (EDD) depending on their evaluation of 
the employee’s medical condition. An employee on pregnancy disability leave should contact the local 
EDD office for more information on eligibility for pregnancy disability insurance.  An employee on 
pregnancy disability leave receiving disability benefits from a third party (such as the EDD), will not be 
required to use accrued leave but elect to use accrued sick time benefits concurrently. An employee will 
be allowed to use accrued vacation, or other leave time previously accrued (separate from the use of 
any sick leave) during an eligible pregnancy disability leave. 
 

For employees on pregnancy disability leave, the City will maintain the employee’s group health 
insurance coverage for up to a maximum of four months in a 12-month period, if such insurance was 
provided before the leave was taken on the same terms as if the employee had continued to work. The 
City may recover premiums it paid to maintain health coverage if an employees does not return to work, 
as defined, following pregnancy disability leave, unless the reason for the failure to return is a 
circumstance beyond her control or the use of the separate right to 12 weeks of bonding leave under 
the FMLA. Sick and vacation leave does not accrue while an employee is on unpaid pregnancy disability 
leave. Employees should contact City management for further information. Employee is still responsible 
for dependent care costs. 
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The employee retains employee status during the leave.  The leave is not a break in service for 
purposes of longevity or seniority under any collective bargaining agreement or employee benefit plan. 
Benefits will be resumed upon the employee’s reinstatement in the same manner and at the same levels 
as provided when the leave began, without any new qualification period, physical exam, or other 
qualifying provisions.   
 

Upon the expiration of pregnancy leave, the employee will be reinstated to her original or 
comparable position, so long as it was not eliminated for a legitimate business reason during the leave. 
If the employee’s original position is no longer available, the employee will be assigned to a comparable, 
open position if available. An employee returning from a pregnancy disability leave has no greater right 
to reinstatement than if the employee had been continuously employed. Leave returns will be allowed 
only when the employee’s physician sends a release allowing the employee to return to work. 

Section 6.8   Extended Medical Leave of Absence 

To the extent that an employee exhausts the 12 weeks of family/medical leave under the City’s 
policy or is otherwise ineligible to receive family/medical leave and still has a temporary medical 
disability which prevents the employee from returning to work, the City will engage in the interactive 
process to determine to what extent any further leave can be granted as a reasonable accommodation 
under state and federal disability accommodation laws. Any such leave will be contingent on a valid 
medical certification from a medical care provider verifying the need for continued medical leave of 
absence. During this time, the employee will be required to use any available accrued sick leave. To the 
extent such sick leave is exhausted, the employee will then be required to use any remaining vacation 
or other accrued leave. To the extent that the employee’s leave is unpaid, the City will no longer continue 
the employee’s health insurance benefits and the employee will be provided a COBRA notice of his/her 
rights to continued health benefits at his/her cost. 

 
A medical leave begins on the first day the employee’s doctor certifies that he/she is unable to 

work, and ends when the doctor certifies that the employee is able to return to work per the terms of 
this policy. The employee will provide an original form/note from his/her doctor showing the date the 
employee was disabled and the estimated date the employee will be able to return to work. An employee 
returning from a medical disability leave must present an original doctor’s certificate declaring fitness to 
return to work. 

 
If returning from a non-work-related medical leave, the employee will be offered the same 

position held at the time his/her leave began, if available. If the former position is not available, a 
comparable position will be offered. If neither the same nor a comparable position is available, the return 
to work will depend on job openings existing at the time of the scheduled return. The City makes no 
guarantees of reinstatement, and the return will depend on the employee’s qualifications for existing 
openings. 

Section 6.9   Organ and Bone Marrow Donation Leave of Absence  

Employees may be permitted a leave of absence with pay, not exceeding 30 business days for 
the purpose of organ donation and up to five business days for bone marrow donation in any one-year 
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period, as prescribed.  The employee must provide written verification that the employee is an organ or 
bone marrow donor and that there is a medical necessity for the donation of the organ or bone marrow.   
 

The employee will be required to use up to five days of accrued vacation for bone marrow 
donation and up to two weeks of accrued vacation for organ donation.  Accrued vacation, sick leave, or 
other paid time off that is otherwise available may be used for these purposes.  During the period of 
leave under this policy, the City will maintain any group health benefits for which the employee is 
eligible. 
 

Upon returning from this leave of absence, the employee shall be restored to the position held 
when the leave began or to a position with equivalent seniority status, employee benefits, pay and other 
terms and conditions of employment.  The City may decline to restore the employee to the same or 
equivalent position because of conditions unrelated to the leave of absence for organ or bone marrow 
donation. 

Section 6.10   Leave for Domestic Violence, Sexual Assault, Stalking or Other Crimes  

Any employee, who is a victim of domestic violence, sexual assault, stalking, or other crime   may 
take time off from work to obtain or attempt to obtain relief, including, but not limited to: a temporary 
restraining order, restraining order, or other injunctive relief, to help ensure the health, safety, or 
welfare of the employee or their  child, if the employee provides advance notice of the need for leave. 
If advance notice is not foreseeable, the employee must provide any of the following certifications within 
a reasonable time after the leave: 

 A police report indicating that the employee was a victim;  

 A court order protecting the employee from the perpetrator;  

 Evidence from the district attorney or court that the employee has appeared in court; 
or  

 Documentation from a health care provider or counselor that the employee was 
undergoing treatment for physical or mental injuries or abuse. 

The leave is unpaid unless the employee elects to use Healthy Workplace Healthy Family Act of 2014 sick 
leave, accrued vacation or any other accrued time off. 

 
An employee who is a victim of domestic violence, sexual assault, stalking or other crime, may 

take leave from work to attend to any of the following: obtain medical attention; obtain services from a 
domestic violence shelter, program or crisis center; obtain psychological counseling; or participate in 
safety planning or other activities to increase safety, if the employee provides advance notice of the 
employee’s intentions to take time off for these purposes. If advance notice is not feasible, the employee 
must provide any of the following to the city within a reasonable time after the leave:  

 A police report indicating the employee was a victim; 

 A court order protecting the employee from the perpetrator; 

 Evidence from the court or district attorney that the employee has appeared in court; or  
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 Documentation from a health care provider or counselor that the employee was 
undergoing treatment for physical or mental injuries or abuse. 

 The leave is unpaid unless the employee elects to use Healthy Workplace Healthy Family Act of 
2014 sick leave, accrued vacation or personal leave or other accrued time off.  
 

The City will also provide reasonable accommodations for an employee who is the victim of 
domestic violence, sexual assault, stalking, or other crime and who requests an accommodation for 
his/her safety while at work.  Employees are encouraged to meet with their Department Head to discuss 
any request for a reasonable accommodation that might be effective.  The City will take into account any 
exigent circumstance or danger facing the employee.  The City will also consider how to best protect the 
health and safety of others.  Some examples of reasonable accommodations include job transfer or 
reassignment, changed telephone number or work station, the installation of locks, or the 
implementation of safety measures to protect the employee.  
 

The City may ask the employee to confirm in writing that the accommodation is for the purpose 
of providing the employee a safe workplace. The City may also request certification that the employee 
is actually a victim of domestic violence, sexual assault, stalking or other crime.  The City will keep the 
certification confidential and not disclose it except as required by law or to protect the employees’ 
safety. The City will provide the employee  advanced notice of any disclosure.   

Section 6.11   Regarding Crime Victim/Victim Family Member Court Attendance Leave  

Any employee, including a part-time and temporary employee, who is a victim of a crime may 
take leave from work to attend judicial proceedings related to that crime, if the employee provides the 
City notice of the scheduled proceeding in advance. If advance notice is not feasible, the employee must 
provide the City, within a reasonable time after the leave is taken, documentation from the district 
attorney, victim’s rights office, or court/governing agency that shows that the judicial proceeding 
occurred when the leave was used. An employee who is an immediate family member of such a crime 
victim, including: a registered domestic partner; the child of the registered domestic partner; spouse; 
child; stepchild; brother; stepbrother; sister; stepsister; mother; stepmother; father; or stepfather of the 
crime victim is also entitled to leave from work to attend judicial proceedings relating to that crime. The 
leave is unpaid unless the employee elects to use accrued vacation, sick, or other paid leave. 

Section 6.12   Regarding Crime Victim/Family Member Victims’ Rights Proceeding Leave 

 Any employee, including a part-time and temporary employee, who is a victim of a crime listed 
in Labor Code section 230.5(a)(2)(A), may take leave from work to appear in court to be heard at any 
proceeding in which the right of the victim is at issue, if the employee provides the employer reasonable 
advance notice. If advance notice is not feasible, the employee must provide the City, within a 
reasonable time after the leave is taken, certification from a police report, a district attorney or court, 
or from a health care provider or victim advocate, that the employee was a victim of any of the crimes 
listed in Labor Code section 230.5(a)(2)(A). An employee who is a spouse, parent, child, sibling, or 
guardian of such a crime victim is also a victim who is entitled to this leave if the above notice or 
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certification requirements are met. The leave is unpaid unless the employee elects to use accrued 
vacation or paid leave.    

Section 6.13   School Visits 

Any employee who is a parent, guardian, stepparent, or person who stands in loco parentis to 
one or more children who are enrolled in kindergarten or grades 1 through 12, or who are in a licensed 
child care facility, shall be allowed up to 40 hours each school year, not to exceed 8 hours in any calendar 
month of the school year, to: participate in activities of their child’s school or licensed child care facility; 
find, enroll, or reenroll a child in a school or with a licensed child care provider; or to pick up a child due 
to a child care provider or school emergency.  

 
The employee must provide reasonable advance notice to their supervisor of the planned 

absence. The leave is unpaid unless the employee uses vacation, personal leave or compensatory time 
off. The employee must provide documentation from the school or licensed child care facility as 
verification that the employee participated in school or child care facility activities on a specific date and 
at a particular time.  

 
If both parents, guardians or grandparents having custody work for the City at the same  City 

work site, only the first parent requesting leave will be entitled to leave under this provision. 
 
Any employee who is the parent or guardian of a child in grades 1 through 12 may take unpaid 

leave to go to the child’s school in response to a request from the child’s school, if the employee gives 
advance notice to their supervisor. A school has the authority to request that the parent attend the 
child’s school if the child has: committed any obscene act; habitually used profanity or vulgarity; 
disrupted school activities; or otherwise willfully defied the valid authority of school personnel. 

 Section 6.14   Jury Duty 

Any employee who is summoned to serve on a jury must notify their supervisor immediately or 
as soon as possible.  Any employee who is released from jury service prior to the end of their scheduled 
work hours must report to work unless otherwise authorized by their supervisor. An employee who fails 
to return to work immediately after an approved leave for jury duty will be assumed to have voluntarily 
resigned from their employment.  
 

Employees will be required to provide documentation from the court of their arrival and 
departure times each day, and will be compensated for the total number of hours served plus commute 
time. 

Section 6.15   Subpoenaed or Court-Ordered Witness Leave 

Any employee, including a part-time or temporary employee, who is subpoenaed or ordered to 
be a witness may take unpaid time off.  The employee must notify their supervisor as soon as possible.  
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Any employee, including a part-time and temporary employee, who is subpoenaed to appear in 
court in a matter regarding an event or transaction in the course of their City job duties, must give their 
supervisor as much advance notice as is possible.  The City will determine whether the matter involves 
an event or transaction in the course of the employee’s City job duties. If so, and the employee is not 
the plaintiff or claimant, this leave to appear in court will be without loss of compensation, and the time 
spent will be considered work time. The City will offset the amount from pay the employee receives for 
witness fees.      

Section 6.16   Voting Time 

If any employee does not have sufficient time outside of working hours to vote, the employee 
may request up to two (2) hours of paid leave either at the beginning or end of their scheduled work 
hours to enable them to vote. Employee must present a voter’s receipt before the employee will receive 
paid time off to vote.  Employees may also take unpaid time off to serve as an election official.  The 
employee must request time off to vote or to serve as an election official from their supervisor at least 
two (2) days prior to Election Day. 

Section 6.17   Military Leave  

The City will grant military leave with a right to reinstatement and any other entitled benefits to 
an employee who is a member of the Armed Forces, Armed Forces Reserve, National Guard or Naval 
Militia in accordance with federal and state law. An employee requesting leave for this purpose shall 
promptly provide the Human Resources Officer with a copy of the military orders specifying the dates, 
sites and purpose of the activity or mission.  Within the limits of such orders, Human Resources may 
determine when the leave is to be taken and may modify the employee’s work schedule to 
accommodate the request for leave.  

 
Generally, an employee is entitled to reemployment and other rights, so long as the individual 

complies with applicable state and federal law. An individual is entitled to reemployment if:  

 The individual provided advance notice of the need for military leave (unless military 
necessity or other exigent circumstances precluded the notice); 

 The cumulative length of absence by reason of service was five years or less; 

 The individual was not discharged from service under dishonorable or other punitive 
conditions; and 

 The individual reported to the City or submitted a timely application for reemployment 
as required by law. 

A. Return to Work 
 

An individual must report to the City upon the completion of their military service and within the 
required period. An individual, who has served less than 31 days, is required to return to employment 
by the beginning of the first regularly scheduled work period after the completion of military service. An 
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individual is, however, excused for the amount of time required to return home safely and for an eight-
hour rest period.  
 

An individual serving between 31 and 180 days, must file an application for reemployment within 
14 days after the completion of military service. If an individual served more than 180 days, the individual 
must file an application for reemployment no later than 90 days after the completion of military service.  
 

In all cases, if compliance with the time limits becomes impossible or unreasonable through no 
fault of the individual, the individual will be given additional time. Furthermore, reporting and 
application deadlines are extended for up to two (2) years for persons who are hospitalized or 
convalescing from a service-related illness or injury. 
 

An individual returning from military leave and entitled to reemployment, will be reinstated to 
the position the individual had prior to military leave, or if the position has been abolished, to a position 
of like seniority, status and pay if such a position exits or to a comparable vacant position for which the 
employee qualifies.  The City will provide training or other assistance to returning service members to 
help them refresh or upgrade their skills to qualify for reemployment. 
 

B. Benefits 
 

Service members and their families will continue to receive health benefits for 31 days.  An 
employee may continue their health benefits and that of their family at their expense for up to 24 
months. When returning from military leave the employee will resume health plan coverage without a 
waiting period or other exclusion. 
 

The period of military duty will be counted as covered service for the purposes of retirement plan 
eligibility, vesting and benefit accrual.  The City may not make plan contributions during a military leave.  
However, upon reemployment, the City will restart contributions, and make up contributions that would 
have been made during the employee’s absence.  If the employee is required to contribute to the 
retirement plan, the employee will have up to three times the period of military duty or five years, 
whichever is first, to make the contributions, subject to the rules under the retirement plan. 

Section 6.18   Emergency Service Volunteers 

Any employee who takes time off to perform emergency duty as a reserve peace officer, or 
emergency rescue personnel, volunteer firefighter, or a disaster medical response entity will not be 
discharged or discriminated against in the terms of their employment.  An employee who is a health care 
provider must notify the City when he/she becomes designated as an emergency rescue personnel and 
when he/she is notified of deployment as a result of the designation.   

Section 6.19   Discretionary Leave of Absence 

The City recognizes that there may be times when additional time off may be requested beyond 
the benefits provided.  In such cases, which may include times of an extended illness or personal 
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problems, the employee’s Department Head may provide the employee with additional time off.  The 
decision to provide time off is the sole discretion of the City.  Generally, a discretionary leave of absence 
will not be permitted to exceed 90 days.  Exceptions may be made in limited circumstances with the 
approval of the City Manager. 
 

If it becomes necessary to fill the employee’s position during a discretionary leave of absence, 
the City will make reasonable efforts to notify the employee to determine if the employee will return to 
work.  If the employee is unwilling or unable to return, the employee’s position will be filled.  If the 
employee elects not to return from a discretionary leave of absence, the employee will be considered to 
have voluntarily terminated employment with the City.  All employees returning from a medical leave of 
absence must provide a physician’s statement that indicates the employee is released to return to work. 

Section 6.20   Bereavement Leave. 

Eligible employees may utilize paid bereavement leave to attend a funeral or memorial service, 
or to take care of family matters, that are related to the death of a member of the employee’s family 
member. “Family member” consists of the following: employee’s spouse, domestic partner, child, 
stepchild, parent, grandparent, grandchild, brother, sister, mother/father-in-law, son or daughter-in-
law, brother or sister-in-law, legal guardian, or custodial child, or the same relatives of a domestic 
partner, or a designated person. “Designated person” means any individual related by blood or whose 
association with the employee is the equivalent of a family relationship. The designated person may be 
identified by the employee at the time the employee requests bereavement leave. An employee may 
designate one designated person per 12-month period. 

 
Employees are entitled to up to five days of bereavement leave for each death of a family 

member. The City provides eligible employees with three (3) days of paid bereavement leave per year. 
Eligible employees may use any available and accrued leave, including, but not limited to, sick leave, 
vacation, or compensatory time off for any unpaid bereavement leave. An employee who utilizes 
bereavement leave shall notify their supervisor or Department Head of the intent to use such leave. 
Bereavement leave must be completed within 3 months of the death of the family member, and is not 
required to be taken consecutively.  

 
The City may require eligible employee provide documentation to support their use of 

bereavement leave. “Documentation” includes, but is not limited to, a death certificate, a published 
obituary, or written verification of death, burial or memorial services from a mortuary, funeral home, 
burial society, crematorium, religious institution, or governmental agency.  

   
If additional time is necessary, vacation leave, compensatory time, or leave without pay maybe 

taken to extend bereavement leave with the approval of the City Manager.  
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RULE 7 BENEFITS 

Section 7.1   Health Care 

Certain employees and their dependents including spouses, children, registered domestic 
partners and children of the registered domestic partner may be eligible for coverage under the City’s 
medical, dental, and vision plans as described in the applicable MOU.   
 

The MOU and official plan documents set forth the specific terms, conditions, and limitations 
regarding program eligibility and benefit entitlement.  This Handbook is not part of any official plan 
document of any benefit program, nor does it restate all of the features of the health care benefits 
program. The employee’s applicable MOU and the official plan documents should be consulted for 
further information regarding each benefit program.  Questions and requests for copies of official plan 
documents should be directed to the Human Resources Department.   
 

Unless otherwise required by law or an MOU, the City of Kerman will maintain group insurance 
benefits during an employee’s unpaid leave of absence for a maximum of 30 days.  If the employee is 
unable to return to work within 30 days, the employee’s insurance plan(s) will be cancelled and the 
employee may elect to continue coverage at their own expense through COBRA.  If the employee is on 
a leave of absence protected by FMLA, CFRA, PDL or other legal requirement, the 30-day time frame will 
begin after the legally-protected leave has been exhausted.   

Section 7.2   Life Insurance 

 A City-paid group life insurance plan is provided to all full time employees, as defined in the 
applicable MOU. 
 
 Each year, the month of June is designated as “open enrollment period”.  Only during this month 
may eligible employees change their insurance plan and/or add dependents.  Exceptions include the 
addition of a spouse or other dependents within 30 days of marriage, the addition of a newborn within 
30 days of birth, and other insurance-related qualifying events.  Eligible employees must contact the 
Human Resources department immediately if they have a change in dependent status or loss of 
insurance coverage to avoid a delay in benefits. 

Section 7.3   Long Term Disability Insurance 

 Long-term disability insurance is provided to eligible City employees as specified in the applicable 
MOU. Benefits are generally coordinated with the State of California Disability Insurance (SDI). 
 
Section 7.4   Deferred Compensation (457 Plan) 
 
 Full-time employees of the City  may elect to contribute a portion of their payroll into a 457 
deferred compensation plan.  Contributions are deducted pre-tax and benefits are taxable when 
withdrawn from the plan.  Contact the Human Resources department for additional information. 
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Section 7.5   Employee Development 

 The City of Kerman firmly believes in the importance of providing career growth and 
development opportunities for employees.  Because of this commitment to our employees, the City will 
reimburse its employees the cost of tuition and/or materials, subject to approval, for all accredited 
courses and seminars attended when the following criteria is met: 

 The course is relevant to our business and within your city vocation; 

 Minimum grade of “C” or its equivalent is obtained; and  

 A recommendation must come from the Department Head and approval be obtained from the 
City Manager prior to registration. 

Section 7.6   Retirement 

 The City provides a comprehensive defined benefit retirement program for all permanent full-
time and permanent part-time employees that work over 1,000 hours per fiscal year or otherwise qualify 
through the California Public Employees Retirement System (CalPERS).  The retirement coverage formula 
is referenced in the applicable MOU and is subject to the City’s CalPERS contracts and statute.  

Section 7.7   Employee Assistance Program 

 The Employee Assistance Program (EAP) is available to all City  employees who are eligible for 
insurance benefits.  The EAP offers certain counseling and support services to employees and their family 
members for a variety of personal needs including substance abuse, relationship issues, depression, 
financial concerns, and many others.  The EAP is confidential.  Contact information can be found in the 
EAP literature in each department or may be obtained from Human Resources. 

Section 7.8   Workers' Compensation 

The City maintains workers' compensation insurance coverage as required by law to protect 
employees who are injured on the job.  This insurance provides medical, surgical, and hospital treatment 
in addition to payment for loss of earnings that result from work-related injuries.  If an injury occurs, 
notify your supervisor for directions to the nearest medical facility of an approved health care provider.  
Employees are required to immediately notify their supervisor of all work-related injuries or illnesses. 
 

The City or its insurance carrier may not be liable for the payment of workers' compensation 
benefits for any injury which arises out of an employee's voluntary participation in any off-duty 
recreational, social, or athletic activity which is not a part of the employee’s work-related duties.  Any 
questions regarding workers' compensation should be addressed to the Human Resources Department.   
 
 
 

 

Section 7.9   State Disability Insurance 
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Pursuant to the California Unemployment Insurance Code, disability insurance is payable when 
an employee is unable to work due to non-work-related illness or injury, pregnancy, or childbirth. If an 
employee is unable to work due to illness or injury, pregnancy, or childbirth, the employee may apply to 
receive State Disability (SDI) benefits.  Compensation payments received through SDI may be 
supplemented by the use of the employee’s accrued and unused sick leave and/or vacation credits. 
Eligibility for benefits is determined by the state.  

Section 7.10   Paid Family Leave (PFL) 

PFL does not provide an employee with a leave of absence.  However, if an employee is entitled 
to a leave of absence under a state or federal law or by City policy, the employee may receive pay from 
the state for up to eight (8) weeks in a twelve (12) month period to (1) bond with a minor child within 
the first year of the child’s birth or placement in connection with foster care or adoption;  (2) to care for 
a family member who has a serious health condition; or (3) take time off to participate in a qualifying 
exigency related to covered active duty or a call to covered active duty for the employee’s spouse, 
domestic partner, child, or parent in the Armed Forces of the United States. “Family member” is defined 
as the employee’s child, parent, grandparent, grandchild, sibling, spouse, registered domestic partner, 
or the parent of a spouse or domestic partner. Eligibility for benefits is determined by the state.   
 

Employee must provide medical certification to the state establishing that a serious health 
condition warrants PFL coverage. The certificate must include a diagnosis and International Classification 
of Diseases code; the commencing date of the disability; the probable duration, and the estimated time 
care is needed. A separate certification must be completed for leave associated with bonding.   
 

“Covered active duty” means, with respect to a member of the regular Armed Forces of the 
United States, duty during the deployment of the member with the regular armed forces to a foreign 
country and, with respect to a member of the reserve components of the Armed Forces of the United 
States, duty during the deployment of the member of those reserve components to a foreign country 
under a federal call or order to active duty. 
 

Benefits under PFL include approximately fifty-five percent (55%) of lost wages for employees 
who contribute to SDI. Employees collecting workers’ compensation, unemployment or SDI are not 
eligible to collect PFL.   
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RULE 8. HEALTH AND SAFETY 
 

At the City of Kerman, health and safety is a priority.  To maintain both a safe and productive 
working environment, the City needs employees’ cooperation.   

Section 8.1   Injury and Illness Prevention Program 

The City maintains an Injury and Illness Prevention Program (IIPP).  Employees will receive 
training in order to enable employees to safely perform their job duties.  The IIPP is available for 
employees’ review during working hours.  Employees are also required to participate in periodic training 
meetings.  If an employee has any questions related to health and safety, they may refer to the IIPP, or 
speak with their supervisor or Department Head.   

Section 8.2   Reporting On-The-Job-Accidents 

All accidents or injuries that occur in the course of an employee’s employment must be reported 
to a supervisor upon the occurrence, regardless of how minor the injury may appear. 

Section 8.3   Safety Suggestions 

In keeping with our goal of creating a safe and healthy working environment, the City welcomes 
any and all safety related employee suggestions, concerns and complaints. If employees have a question 
or concern regarding the safety of their working environment, employees should discuss the matter with 
their supervisor or the Department Head.  Employees who wish to remain anonymous may submit a 
written report of the concern to the City Manager or Human Resources.  The City will follow-up on 
received suggestions, concerns and complaints and take corrective action when necessary. 
 
  If employees observe employee conduct that creates an unsafe workplace, employees must 
report it to their supervisor or Department Head immediately. If employees feel uncomfortable doing so 
or if their supervisor is the source of the problem, condones the problem, or ignores the problem, report 
to the next level of management or Human Resources. Employees may also call the City’s Safety Hotline 
at 877.312.6149. 
 
  If employees do not find these reporting options satisfactory, employees should direct their 
questions, problems, complaints, or reports to the City Manager. Employees are not required to confront 
the person who is the source of their report, question, or complaint before notifying any of the 
individuals listed above. Nevertheless, employees are required to make a reasonable effort to promptly 
make unsafe conditions or conduct known should they exist. 

Section 8.4    Safety While Driving 

Safety is the first priority when driving. The following rules apply when driving on City business 
or traveling to or from home from City business, whether in the employee’s personal vehicle or in a City 
vehicle: 
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 Operate the vehicle safely. 

 Observe all traffic laws and drive courteously. 

 The way employee’s drive reflects on the employee and the City. 

 Employees are required to wear their seat belt at all times while operating the vehicle. 

 Employees must report any accident, regardless of how minor, to their supervisor as soon 
as possible, and no later than the end of your shift. 

 Do not carry unauthorized riders or passengers, including non-employees and/or others 
not specifically assigned to accompany the authorized driver. 

 
Before using a personal vehicle for City business, employees must provide a current copy of their 

driver's license and proof of satisfactory automobile liability insurance.  

Section 8.5   Safe Use of Cellular Phones and Electronic Wireless Communications Devices  

Safety is the first priority when driving.  Employees shall avoid distracting activities while driving.   
 
A. California Law 

 
Under Vehicle Code Section 23123.5, a person shall not drive a motor vehicle while holding 
and operating a handheld wireless telephone or an electronic wireless communications 
device unless the wireless telephone or electronic communications device is specifically 
designed and configured to allow voice-operated and hands-free operation and it is used in 
that manner while driving.  This limitation does not apply to manufacturer-installed systems 
that are embedded in the vehicle. 
 
A handheld wireless telephone or electronic wireless communications device may be 
operated in a manner requiring the use of the driver’s hand while the driver is operating the 
vehicle only if (i) it is mounted like a portable GPS per Vehicle Code Section 26708(b) or 
mounted/affixed to the dashboard or center console in a manner that does not hinder the 
driver’s view of the road; and (ii) The driver’s hand is used to activate or deactivate a 
feature/function with the motion of a single swipe or tap of the driver’s finger. 
 
This section does not apply to an emergency services professional using an electronic wireless 
communications device while operating an authorized emergency vehicle in the course and 
scope of his/her duties. 
 
Under this section, “electronic wireless communications device” includes, but is not limited 
to, a broadband personal communication device, a specialized mobile radio device, a 
handheld device or laptop computer with mobile data access, a pager, or a two-way 
messaging device. 
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B. Other Rules 
 

If employees use a cellular telephone while driving, please adhere to the following safety 
precautions: 

 Comply with all driving laws. 

 Do not take notes or look for phone numbers while driving.   

 Do not text message until you are safely off- the road. 

 Pause or discontinue the conversation if necessary due to hazardous conditions requiring 
your full attention. 

 Refrain from emotional or complicated discussions. 

 Use your phone or device to call for help. 

Section 8.6   Prohibition on Drugs and Alcohol in the Workplace    

A. Purpose and Scope 
 

The purpose of this policy is to promote a drug and alcohol-free workplace and to eliminate drug 
and alcohol-related inefficiencies and risks. This policy applies to all City employees, whether they are 
on City property, or they are performing City-related business elsewhere, except as this policy is 
superseded by a memorandum of understanding or federally mandated drug and alcohol policies. 
Compliance with this policy is a condition of employment. Disciplinary action will be taken against those 
who violate this policy. 

 
This policy establishes the rules and procedures regarding the use of alcohol and/or drugs as it 

pertains to employment and the procedures to be used to test alcohol, marijuana (recreational and 
medical) and/or drug abuse in the following two circumstances: (1) pre-employment testing of external 
applicants for the City’s special need jobs in the Police Department; and (2) reasonable suspicion testing. 
This policy will help ensure that City employees are in a condition to perform the duties of their job safely 
and efficiently in the best interest of themselves, their fellow workers, and the public they serve. 

 
B. Prohibited Conduct of  All City Employees 
 
(a) The manufacture, distribution, sale, dispensation, possession, or use of any controlled substance, 

narcotic (including marijuana), or prescription drug that has not been lawfully prescribed to the 
employee in either City workplaces or wherever City business is performed.   

 
(b) Working or being subject to call in if impaired by alcohol or any controlled substance, narcotic 

(including marijuana), or prescription drug that has not been lawfully prescribed to the employee. 
 

(c) An employee’s failure to notify their Supervisor or Department Head before beginning work 
when taking medications or drugs, including but not limited to: prescription drugs, over the 
counter medications, or illegal drugs or narcotics (including marijuana) which could interfere with 
the safe and effective performance of duties or operation of City equipment.   
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(d) An employee’s failure to notify the City Manager or designee of any criminal conviction for a drug 
violation that occurred in the workplace within five days after such conviction.  

(e) An employee’s criminal conviction for a drug violation that occurred in the workplace. 
 
C. Drug and Alcohol Testing 

The City has discretion to test applicants and employees for alcohol and drug use under the 
following circumstances. The City will use an outside laboratory to perform all testing. 

a.) Pre-Employment Testing for External Applicants for Certain Jobs: Those external applicants 
who apply for certain jobs where a special need for pre-employment drug and alcohol testing 
exists must take and pass a drug and alcohol test following a conditional offer of employment. 
The categories of jobs subject to pre-employment drug and alcohol testing include, but is not 
limited to, the following: 

1. Safety sensitive jobs that have public safety implications, such as operating heavy trucks 
to transport hazardous material, protecting national security, enforcing drug laws, and/or 
operating natural gas pipelines; and 

2. Jobs that involve the direct influence over children. 

b) Reasonable Suspicion Testing: The City may require a blood test, urinalysis, or other drug 
and/or alcohol screening of those employees who are reasonably suspected of using or being 
under the influence of a drug or alcohol at work, under the following circumstances. 

1. “Reasonable suspicion” to test exists if, based on objective factors, a reasonable 
person would believe that the employee is under the influence of drugs or alcohol at 
work. Examples of objective factors, include, but are not limited to: unusual behavior, 
slurred or altered speech, body odor, red or watery eyes, unkempt appearance, 
unsteady gait, lack of coordination, sleeping on the job, a pattern of abnormal or 
erratic behavior, a verbal or physical altercation, puncture marks or sores on skin, 
runny nose, dry mouth, dilated or constricted pupils, agitation, hostility, confused or 
incoherent behavior, paranoia, euphoria, disorientation, inappropriate wearing of 
sunglasses, tremors, or other evidence of recent drug or alcohol use. If City suspects 
drugs or alcohol may have played a role in an accident involving City property or 
equipment that will also constitute reasonable suspicion. 

2. Document and Analysis: In order to receive authority to test, the supervisor must 
record the factors that support reasonable suspicion in writing and analyze the matter 
with the Department Head. Any reasonable suspicion testing must be pre-approved 
by the Department Head. 

3. Testing Protocol: If the documentation and analysis show that there is a reasonable 
suspicion of drug or alcohol abuse at work, and the Department Head has approved, 
the employee will be relieved from duty, transported to the testing facility and to their 
home after the test. The employee will be placed on sick or other paid leave until the 
test results are received. 
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D. Testing Procedures 
 

The City may require a City employee to undergo drug and alcohol testing if there is reasonable 
suspicion by the supervisor or other management personnel that the employee is under the influence of 
drugs or alcohol  during work hours.  

 
A supervisor may, upon reasonable suspicion and approval from the Department Head, ask any 

on-duty employee to submit to an alcohol and drug screening test for the presence of alcohol and drugs, 
including marijuana. The employee shall be immediately informed of the supervisor’s suspicions and 
advised that he/she may have a representative present who is reasonably available. The employee shall 
be permitted up to 15 minutes to confer with his/her representative upon arrival. The employee will be 
given an opportunity to provide an explanation for his/her condition. 

 
Before a drug and alcohol test is administered, employees and job applicants will be asked to sign 

a consent form (see Consent Form herein) authorizing the test and release of test results to those City 
officials with a need to know. The consent form shall provide space for employees and applicants to 
acknowledge that they have been notified of the City’s drug testing policy and to indicate current or 
recent use of prescription and over-the-counter medication(s). 

 
An employee who refuses to consent to a drug and alcohol  test when reasonable suspicion has 

been identified is subject to disciplinary action up to and including termination. The reasons for the 
refusal shall be considered in determining the appropriate disciplinary action. No disciplinary action shall 
be taken without first discussing the matter with the employee. 

 
a) Confirmation of Test Results: 

 
If the testing procedures confirm a positive result, the applicant or employee shall be notified of 

the results in writing by authorized personnel.  An employee or job applicant whose drug test yields a 
positive result shall be allowed to request a second confirmation test.   

 
i. Second Confirmation Test: 

 
 The applicant or employee may request, at their own expense, a second confirmation test of the 

same sample and a review by the City within 24 hours of notification of the positive test results.  The 
second test shall use a portion of the same test sample withdrawn from the employee or applicant for 
use in the first test. The confirmation test may be performed by a laboratory of the employee’s or the 
applicant’s choice at the employee’s or applicant’s expense; provided, the selected laboratory is licensed 
by the California Department of Health Services, Laboratory Field Services.   

 
The cost of the second confirmation test must be paid in advance by the applicant or employee. 

If the test is negative, the City shall reimburse the applicant or employee for the cost of the test.  If the 
second test confirms the positive test result, the employee or applicant shall be notified of the results in 
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writing by authorized personnel. The notification shall identify the particular substance found and its 
concentration level. 

 
An employee or applicant whose second test confirms the original positive test result, may, at 

the employee’s or applicant’s own expense, have a third test conducted on the same sample at a 
laboratory selected by the City. 

 
E. Laboratory Testing Requirements. 

All drug and alcohol testing of employees and applicants shall be conducted at medical facilities 
or laboratories selected by the City which are licensed by the California Department of Health Services, 
Laboratory Field Services. To be considered as a testing site, a medical facility or lab must submit in writing 
a description of the procedures that will be used to maintain test samples. Factors to be considered by 
the City in selecting a testing facility include but are not limited to: 

 
(1) Collection and testing procedures which ensure privacy and accuracy; 

(2) Chain of custody procedures which ensure accuracy; 

(3) Procedure that ensure confidentiality of test results. 

(4) Methods of analysis which ensure reliable test results. 

F. Consequences for Positive Test Results. 

(1) Applicants:  Job applicants will be denied employment with the City if their initial positive 
test results have been confirmed. Applicants shall be informed in writing if they are 
rejected on the basis of a confirmed positive drug test result. 

(2) Employees:  If an employee’s positive test result has been confirmed, the employee is 
subject to disciplinary action up to and including termination. Factors to be considered in 
determining the appropriate disciplinary response include the employee's work history, 
length of employment, current job performance, and the existence of past disciplinary 
actions. If termination is not selected as the appropriate course of action, a documented 
course of corrective action may be established. In addition, if the drug and alcohol  test is 
positive, and the employee is not terminated, the employee may be referred to an 
Employee Assistance Program (EAP) (only available to regular employees with benefits) 
counselor to establish a course of therapy or arrange action to address the drugs or 
alcohol abuse. A "Return to Work/Rehabilitation Agreement,” to be approved by the City 
Manager and the may be established between the employee and the City at the City’s 
sole discretion. 
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G. Confidentiality 
 
The drug and  alcohol analysis results will not appear in an employee or applicant’s general 

personnel folder.  This information will be maintained in a separate confidential medical folder that will 
be securely kept under the control of the Human Resource Department. Disclosure of analysis results 
will be made to City management strictly on a need to know basis and to the employee upon request. 
 

Disclosures, without the employee’s consent, may also occur when: (1) the information is 
compelled by law, judicial or administrative process; (2) the information has been placed at issue in a 
formal dispute between the employer and employee or applicant; (3) the information is to be used in 
administering an employee benefit plan i.e. EAP; or (4) the information is needed by medical personnel 
for the diagnosis or treatment of the patient who is unable to authorize disclosure. 
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REPORT FORM - ALCOHOL AND DRUG-FREE WORKPLACE POLICY  

 
 
This is to certify that ______________________________________________________ has reasonable  
    (Supervisor Name) 
 
suspicion to believe that _____________________________________ on _____________________ at  
     (Employee)     (Date) 
_________________ was: 

(Time) 
 

_____ (a) in possession of or  

_____ (b) under the influence of a substance or substances in violation of the City's Alcohol and Drug-
Free Workplace Policy. 

 
The following are the specific facts that have led me to suspect that the above named employee has 
violated the City's Alcohol and Drug-Free Workplace Policy: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
________________________________________________        ________________ 

(Supervisor’s Signature)        (Date) 
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AUTHORIZATION FOR RELEASE OF MEDICAL INFORMATION 
 
 
I, __________________________, hereby authorize ___OCCU-MED_______________ 
 [employee name]                                                         
 
to release the medical information described below to City of Kerman.                       
 
This authorization is limited to the following types of information: 
______________________________________________________________________. 
 
The recipient of this information may use it for the following purpose(s): 
_____________________________________________________________________ 
[e.g., to assess reasonable accommodations] 
 
This authorization shall expire on ______________________________________ 
                                                                                        [date] 
 
I understand that I have the right to receive a copy of this authorization upon my 
request.  By placing my initials in the margin to the right of this clause, I hereby 
acknowledge that a copy of this authorization has been received. 
 
 
 Signature: ___________________________ Dated: _____________________ 
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Section 8.7   Vehicle Accident Policy 

When operating a City vehicle or personal vehicle to conduct City business, employees shall comply 
with all municipal and state laws, regardless of the class of driver's license held. 

 
If an accident occurs, the following procedures apply for all City employees: 

 
A. The employee should immediately notify his/her supervisor about the accident, even if it 

is minor in nature. If the supervisor is unavailable, the employee should notify another 
supervisor in his/her department. When an injury results from the accident, the employee 
should seek medical treatment as soon as possible. Injuries which are not life threatening 
should be treated at the City’s preferred medical center. 

 
B. Before leaving the accident scene, the employee should record the name and contact 

information of the other driver, his/her driver’s license number, and auto insurance policy 
number. The employee should also make notes regarding how the accident occurred and 
any other pertinent details.   

 
C. The employee should also notify the local law enforcement agency and remain on site 

until an agency representative prepares a report. If the local law enforcement agency with 
jurisdiction cannot take a report at the accident scene, or if the accident is minor in 
nature, then the employee must complete a report with the appropriate agency within 
24 hours or upon return to work as applicable. 
 

D. All accidents must be brought to the attention of the City Manager or his/her designee 
immediately. Depending on the circumstances, the employee may be held personally 
liable for the damage and any liability claims arising from the accident. The accident, 
depending on the circumstances, may also be grounds for discipline including dismissal.  

Section 8.8   Smoking Prohibited 

The City is committed to providing a healthy and safe work place. In keeping with this 
commitment, smoking is prohibited in any building or enclosed premise, including lobbies, lounges, 
waiting areas, stairwells, elevators, restrooms and offices. Smoking is prohibited inside public buildings, 
except covered parking lots. Employees who smoke do not receive extra rest periods. 

 
“Smoking” means inhaling, exhaling, burning, using, or carrying any lighted, heated, or ignited 

cigar, cigarette, cigarillo, pipe, hookah, electronic cigarettes, and any electronic smoking device. 

Section 8.9   Policy Against Workplace Violence  

The City is committed to providing a safe and secure workplace and will not tolerate acts or threats 
of violence in the workplace. The workplace includes any location where City business is conducted, 
including vehicles and parking lots. Any violation of this policy may lead to criminal prosecution, and/or 
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disciplinary action, up to and including termination.  All employees, vendors and business associates 
should be treated with courtesy and respect at all times.  

(1) Prohibited Behavior 

Employees are prohibited from participating in or promoting acts of intimidation, violence, 
threats, coercion, assault and/or abusive behavior toward any person while in the course of City 
employment. The City has zero tolerance for any conduct that references workplace violence, even if it 
was intended to be harmless, humorous, a prank, blowing off steam, or venting.   

(2) Definition of “Workplace Violence” 

“Workplace violence” is defined as any conduct that causes an individual to reasonably fear for 
their personal safety or the safety of their family, friends, and/or property. Specific examples of 
workplace violence include, but are not limited to, the following: 

(a) Threats or acts of physical harm directed toward an individual or their family, friends, 
associates, or property; 

(b) The destruction of, or threat of destruction of City property or another employee’s property; 

(c) Fighting, challenging another person to fight, or participating in dangerous or threatening 
horseplay; 

(d) Striking, punching, slapping, or assaulting another person; 

(e) Grabbing, pinching, or touching another person in an unwanted way whether sexually or 
otherwise; 

(f) Harassing or threatening phone calls; 

(g) Surveillance; 

(h) Stalking; and 

(i) Possessing a weapon(s) during work hours unless the City issues the weapon(s) for 
performance of the job. “Weapon” is defined as a firearm, chemical agent, club or baton, 
knife, or any other device, tool, or implement that can cause bodily harm if used as a weapon 
or displayed in such a manner to cause harm or threaten a person with harm. 

(3) Incident Reporting Procedure  

(a) Employees must immediately report to their supervisor or department head whether 
they have been a victim of, or have witnessed, workplace violence. The supervisor or 
department head will immediately report the matter to the Human Resources Officer. 

(b) The Human Resources Officer or their designee will document the incident, including 
the employee names(s), date/time, location, incident description, witness names and 
statements, description of unidentified parties, description of the act(s) and/or 
behavior arising from the incident, action taken, and provide any other relevant 
information regarding the incident. 
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(c) The Human Resources Officer or designee will take appropriate steps to provide 
security, such as: 

1) Placing the employee alleged to have engaged in workplace violence on 
administrative leave, pending investigation; 

2) Asking any threatening or potentially violent person to leave the site; or 

3) Immediately contacting an appropriate law enforcement agency. 

(4) Investigation  

The Human Resources Officer or designee will see that reported violations of this policy are 
investigated as necessary.  

(5) Prevention  

Each Department Head has authority to enforce this policy by: 
 

(a) Training supervisors and subordinates about their responsibilities under this policy; 
 

(b) Assuring that reports of workplace violence are accurately and timely documented and 
addressed; 

 
(c) Notifying the Human Resources Officer and/or law enforcement authorities of any 

incidents; 
 

(d) Making all reasonable efforts to maintain a safe and secure workplace; and 
 

(e) Maintaining records and follow up actions as to reports of workplace violence. 

Section 8.10   Concealed Weapons 

  The City prohibits weapons at City facilities, on City property, or at any event sponsored by the 
City.  Police Officers are authorized by state and federal law to carry concealed weapons anywhere. 
 
  Weapons include visible and concealed weapons, including those for which the owner has 
necessary permits. Weapons can include firearms, knives with a blade longer than three (3) inches, 
explosive materials or any other objects that could be used to harass, intimidate, or injure another 
individual, employee, manager, or supervisor.  
 
  Violators of this policy are subject to disciplinary action, up to and including discharge, for any 
violation reasonably established or proven to have been committed.    
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RULE 9. PERSONNEL ADMINISTRATION POLICIES 

Section 9.1   Personnel Documents 

A. Establishment and Maintenance of Personnel Files 
 

(1) An official personnel file for each City employee shall be maintained by and shall be under 
the control of the City Manager. Only the City Manager, Human Resource Officer, or 
persons expressly authorized by the City Manager may access personnel files. 
 

(2) A personnel file shall contain only material that is necessary and relevant to the City’s 
administration of its Personnel System or required by law. 

 
(3) Personnel records are the property of the City, and access to the information they contain 

is restricted to protect employee privacy interests.  
 
(4) Files are kept for at least three years after separation of employment.  
 
(5) Payroll and benefit records shall be maintained by authorized staff. Access is limited to the 

City Manager, Human Resource Officer and authorized staff on a “need to know” basis. 
 

(5) It is important that employee personnel records contain accurate and up-to-date 
information. Any changes of name, address, telephone number, or number of dependents 
should be reported to the Human Resources Department promptly.  The City requests that 
employees supply the City with the name, address, and telephone number of the person 
the City should contact in the event of an emergency. The City will not take adverse action 
against an employee who updates their personal information based on a lawful change of 
name, social security number, or federal employment authorization document. 

 
(6) The City will not display, disseminate or require employees to use their social security 

number for any purposes, unless strict security devices are in place or required by law. 
 
(7) Employees may inspect their own personnel files relating to their performance or to any 

grievance concerning the employee.  Employees are entitled to a copy of any document 
signed by the employee. Employees wishing to review their personnel file shall contact 
Human Resources to arrange a mutually convenient time to review their personnel file. 

 
(8) Attendance and other records related to hours worked and wages paid are kept for a 

period of five years.  Current employees may review these records during normal office 
hours by scheduling a time with the Human Resources Department. The City will respond 
to a request to inspect these records within 21 days. 

 
(9) The City shall immediately disclose to affected employees, any breach of the security of 

our computerized systems that includes personal information.  Personal information is a 
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first name or first initial and last name in combination with the individual’s social security, 
driver’s license or California Identification Card number.  A breach of security includes 
unauthorized acquisition of computerized data that compromises the security, 
confidentiality or integrity of personal information.  Good faith acquisition of personal 
information by an employee or agent of the City in the course of duties is not considered 
a breach, provided the personal information is not used or subject to further unauthorized 
disclosure. 

 
(10) If a current employee’s personal information is released, the City will provide written 

notification to the individual.  Former employees will be notified through written 
correspondence to the most recent address on file.  Notification may be delayed if a law 
enforcement agency determines the notification will impede a criminal investigation. 

 
B. Medical Information 
 

(1) All medical information about an employee or applicant is kept separately and is treated 
as confidential in accordance with state and federal law. 

  
(2) The City will not obtain medical information about an employee or applicant except as 

authorized by the California Confidentiality of Medical Information Act. In order to enable 
the City to obtain certain information the employee or applicant may need to provide an 
authorization for release of the employee’s medical information. Access to an employee’s 
or applicant’s medical information is strictly limited only to those with a legitimate need 
to have that information for City business reasons, or if access is required by law, 
subpoena, or court order. The City will not provide employee or applicant medical 
information to third parties (except as authorized by the California Confidentiality of 
Medical Information Act) unless the employee or applicant signs and provides a release of 
medical information to the City.  

 
(3) In the case of an employee with a disability, supervisors may be informed regarding 

necessary restrictions on the work or duties of the employee and necessary 
accommodations.  

 
C. Employee Access to Personnel File/Information  
 

(1) All personnel records are confidential. 
 
(2) Employment reference checks and requests for information concerning current or former 

employees must be referred to the Human Resource Department. The City will release such 
information only if the employee has provided and signed an authorization to release of 
employment information. Absent a signed release, the only information to be released shall be 
the position held, dates of employment, salary and records requiring disclosure under the 
California Public Records Act.  
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(3) Subpoenas for personnel information must be reviewed by the City Manager and City Attorney. 

 
(4) Written verification of employment for major purchases such as real estate will be 

completed by the Human Resources Department.  The employee’s signature authorizing 
the release of the information must accompany a request for verification of employment. 

 
(5) A current employee may inspect their own personnel files, at reasonable times and at 

reasonable intervals, within 30 days of a written request. Employees may not remove any 
documents or unilaterally add to or delete from documents in their personnel files. A 
former employee is entitled to inspect their personnel records one time per year. A 
current or former employee and/or their representative, who wishes to review their 
personnel file should make a written request to the Human Resources Officer. The 
inspection must occur in the presence of the Human Resource Officer or other authorized 
designee and: (1) at a location where the employee works and at a time other than the 
employee’s work time; or (2) at another agreed upon location without loss of 
compensation to the employee.  

 
(6) A current or former employee is entitled to receive a copy of their personnel records 

within 30 days after the employer receives a written request. A current or former 
employee who wishes to receive such a copy should contact the Human Resource Officer or 
their designee in writing. The City may charge a fee for the actual cost of copying.   

 
(7) If the current or former employee wishes to have another person/representative inspect 

their personnel file, they must provide the person/representative with written 
authorization. The Human Resources Officer or their designee will notify the employee 
and/or representative of the date, time and place of the inspection in writing. No person 
inspecting a personnel file is permitted to add or remove any document or other item 
to/from the personnel file.  

 
D. Changes Regarding Employee Information 
 

It is important that the City have accurate personal information regarding employees.  Each 
employee must promptly notify authorized staff in writing regarding changes in personal information 
such as name change, mailing address, telephone number, emergency contact information, and number 
of dependents. 

 
E. Limitations on Access or Copying of Personnel File 

 
Prior to making a copy of personnel records or allowing inspection, the City may redact the names 

of nonsupervisory employees. Under no circumstances will the City provide access or copying of the 
following categories of personnel file documents: records relating to the investigation of a possible 
criminal offense; letters of reference; ratings, reports, or records that were obtained prior to 
employment, prepared by identifiable examination committee members, or obtained in connection with 
a promotional examination. 
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Section 9.2   No-Match Letter 

Each year, the Social Security Administration (SSA) sends letters to employers informing them 
that the Wage and Tax Statement (form W-2) contains employee names and social security numbers 
that do not match SSA records.  If the City receives a “no-match” letter, it will take the following steps: 
 

(1) Within 30 days, the City will check its records to determine if the discrepancy is because of a 
typographical or clerical error in its records or in communications with SSA.  If there is an 
error, the City will correct it. 

(2) If the records are accurate, the City will, within five (5) business days of completing its review, 
ask the employee to confirm that the information on file is correct.  If the employee provides 
corrected information, the City will correct its records, inform SSA or the Department of 
Homeland Security (DHS), and verify that the corrected name and number match SSA or DHS 
records.  If City records are correct, the employee will be asked to resolve the discrepancy 
with SSA or DHS within 90 days of receipt of the no-match letter. 

(3) If the discrepancy is not resolved within 90 days of receipt of the no-match letter, the City 
may re-verify the employee’s employment eligibility and identity by completing a new Form 
I-9 within three (3) days (93 days from the receipt of the no-match letter).  In this case, the 
employee may not use a document containing the social security number or the alien number 
that is the subject of the no-match letter to establish employment eligibility or identity.  In 
addition, all documents used to prove identity or both identity and employment eligibility, 
must contain a photograph. 

(4) If the no-match issue is not resolved by this process, the City may be compelled to terminate 
employment.  

Section 9.3   Conflict Resolution and Grievance Procedure 

The purpose of this policy is to provide a procedure by which employees may resolve differences, 
inform the City of any concerns, or to grieve any action or decision of the City or its representatives.  
Please refer to the Rule 5 in this Handbook for procedures relating to employee discipline as this 
procedure does not apply to employee discipline.  Employees are encouraged but not required to utilize 
this policy.  In particular, employees with issues, concerns, complaints of unlawful harassment may 
proceed immediately to the procedures in Rule 2. 
 

Employees are expected to treat one another with respect and courtesy. In the event a 
misunderstanding, disagreement or a dispute arises, employees are encouraged to speak privately and 
directly with the person(s) involved.  This meeting should focus on the issues causing concern.  Each 
person should speak kindly and listen carefully to the other person in an attempt to resolve all issues. 
 

If the persons involved cannot arrive at a satisfactory resolution of their differences, they should 
meet with a supervisor.  The supervisor will listen to the concerns expressed and reach a decision on the 
matter.  He/she may seek advice from another member of management before rendering a decision. 
 

116

Section 5, Item F.



 

70 

All employees are expected to cooperate and support any decision that is reached.  Employees 
should not continue to debate and discuss the merits or wisdom of the decision.  Instead, each employee 
should focus on what he/she can do to improve the workplace environment. 

The most effective way of resolving conflict is to discuss the matter with the persons involved in 
the conflict, or with those persons in management positions who can assist in the resolution of the 
conflict.  Rarely, if ever, will discussing the matter with co-workers help resolve the issue.  Most often, 
that will make the problem worse.  

If these differences cannot be resolved or if the employee has a concern about a serious matter 
such as a safety issue, or if the employee wishes to grieve an action or decision by the City, the employee 
may file a formal grievance with the employee’s Department Head.  The employee should include any 
evidence supporting the employee’s claim, the identity of witnesses, and other pertinent information 
with their complaint. The Department Head or his/her designee will investigate the employee’s claim 
and take any other action necessary to make a decision respecting the employee’s grievance.  The 
grievance should be filed within 30 days of the incident giving rise to the employee’s claim. 
 

Employees dissatisfied with the decision of the Department Head, may request a review by the 
City Manager.  The employee must explain why the employee believes the Department Head’s decision 
should be changed.  The objection must be filed within 10 calendar days of receiving the decision. The 
City Manager will review the objection and may also ask for additional information from the employee 
or any other person involved.  Generally, the City Manager’s review will be limited to determining if all 
relevant evidence was considered and whether the decision of the supervisor and/or Department Head 
was supported by the evidence. 

Section 9.4   Consumer Reports 

Generally, if the City hires a third-party to provide an investigative consumer report (background 
investigation) of any employee or applicant, the City will comply with the Federal and State Fair Credit 
Reporting Acts.  The City will obtain the employee’s or applicant’s prior written consent by disclosing the 
information gathered or received to the employee or applicant, and provide the employee or applicant 
with a summary of rights.  An investigative consumer report provides information regarding the 
character, general reputation, personal characteristics, and mode of living of the subject of the report.   
 

If the City conducts an investigation that includes compiling information about a person’s 
character, general reputation, personal characteristics and mode of living but does not include matters 
of public record, the information compiled will remain confidential to the extent permitted by law.  
Public records are those records documenting an arrest, indictment, conviction, civil judgment, action, 
tax lien or outstanding judgment.  If public records are used in the investigation, the employee or 
applicant will be given a copy of the public records. 

Section 9.5   Privacy of Health Information 

Pursuant to state and federal law, including the Health Insurance Portability and Accountability 
Act (HIPAA) and Confidentiality of Medical Information Act (CMIA), the City must take certain measures 
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to protect employees’ “protected health information.”  “Protected health information” is information 
relating to an individual’s medical condition, the provision of medical care for that individual, or the 
payment for that individual’s medical care, which can identify the individual to whom it relates.   

 
The City will not intimidate, threaten, coerce, discriminate against, or take any retaliatory action 

against an individual for exercising their HIPAA or CMIA rights, filing a complaint, participating in an 
investigation or opposing any improper practice.  Employees will not be required to waive these rights 
as a condition of treatment, payment enrollment or eligibility. 

Section 9.6   Limitation on Political Activities 

The City prohibits the use of City resources and employee work time for engaging in political 
activities during work hours and/or using City’s equipment or resources to promote a candidate or 
political activity during working hours.  Employees may not engage in political campaigning in City 
buildings or on premises adjacent to City buildings. (The exception to this rule would be 
attendance/participation in such an activity at a City location normally utilized for such events (i.e. 
Community Teen Center, Park, etc.) 
 

An employee or officer is prohibited from using his/her office to coerce or intimidate members 
of the public or other employees to promote, propose, oppose, or contribute to any political cause or 
candidate. 

 
Officers or employees of the City, or candidates for elective office of the City, may not directly or 

indirectly solicit political contributions from other officers or employees of the City unless the solicitation 
is part of a solicitation made to a significant segment of the public which may incidentally include officers 
from and employees of the City.  

 
No City employee or official shall participate in political activities of any kind while in a City 

uniform or other City-issued clothing.  
 
City employees and officials are prohibited from engaging in political activity during working 

hours or on City property.  

Section 9.7   Confidentiality of City Information  

During the course of an employee’s employment with City, the employee may learn or have 
access to information that must be kept confidential. This information may include, but is not limited to, 
information on IT configurations, security settings, employees, and financial and business operations of 
the City.  Employees may also learn information regarding the personal or financial matters of 
community members.  Confidential information may be in any form, e.g., written, electronic, oral, 
overheard or observed. Employees must safeguard confidential information and in no way reveal or 
divulge any such information except in the performance of the employee’s duties to authorized 
individuals.  Access to confidential information should be on a "need-to-know" basis and must be 
authorized by a member of City management. 
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In compliance with the California Public Records Act (Government Code sections 6250 – 6270.5) 
the City’s public records may be searched and inspected by members of the public.  If employees are 
unsure whether requested information is considered  public or confidential, employees shall confirm 
with their  Department Head or the City Clerk immediately and prior to disclosure.  
 

Employees may be given a personal password to log onto the City’s computer system.  Passwords 
are given to allow the City to control and restrict access to information to certain employees.  Employees 
may not share their password with others or allow others to access City data using the employee’s 
password.  Nor should employees ever, directly or indirectly, copy, download or disseminate or help 
another person copy, download or disseminate City information for a non-work purpose.  Employees 
should never download information to take with them upon separation of employment with  the City, 
even if the employee created the document(s).  Engaging in these activities could subject an individual  
to civil and/or criminal liability. 

Section 9.8   Attorney-Client Confidentiality 

On occasion, employees may  participate in discussions involving confidential City business, 
including matters that are the subject of a pending or potential lawsuit.  The dissemination of this 
information to employees and others is necessary to communicate litigation strategy and implement the 
advice of counsel.  Employees must maintain the confidentiality of this information.  The information is 
protected by the attorney-client privilege.  The privilege is owned by the City Council of the City of 
Kerman.  As a result, only the City Council can authorize the dissemination of any litigation information.  
Employees cannot discuss the information with others including co-workers, spouses, domestic partners, 
family members, or friends. 

Section 9.9   Document Retention 

In some cases, such as when litigation is pending or foreseeable, employees may have a duty to 
stop normal purging procedures and preserve existing data.  The City will provide notice to affected 
employees if this duty arises.  Altering or deleting documents during a purging hold will be considered 
grounds for discipline up to and including termination.   

Section 9.10   Garnishment 

If the City receives an order to garnish an employee’s wages, it must comply with that order.  A 
garnishment is a stoppage of a specified sum from wages to satisfy a creditor. This will reduce the 
employee’s  take-home pay.   

Section 9.11   Appearance Standards 

These dress code, tattoo, and body piercing appearance standards are designed to promote the 
City’s legitimate and non-discriminatory goals to promote workplace safety and a professional image 
that is consistent with the employee’s jog duties and level of public contact.  
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A. Grooming Standards 

All City employees are required to dress appropriately for the job they are performing. The 
following dress code regulations shall apply to all City employees. If an employee has questions about 
how these standards apply to them, the matter should be immediately raised with their supervisor for 
consideration and determination: 

 
a. All clothing and footwear must be neat, clean, in good repair, and appropriate for the 

work environment and functions performed; 
 

b. Prescribed uniforms and safety equipment must be worn; 
 

c. Hair must be neat, clean and well-groomed; 
 

d. Beards, mustaches, and sideburns must be maintained in neat and well-groomed fashion; 
 

e. Jewelry that does not pierce the skin is acceptable except where it constitutes a health or 
safety hazard; 
 

f. Good personal hygiene is required;  
 

g. Dress must be professionally appropriate to the work setting, particularly if the employee 
has contact with the public at work; and. 

 
h. Employees of the Police Department shall comply with any regulations in the 

Department’s Policy and Procedures regarding dress or appearance. 

B. Tattoos  

Employees are expected to project a professional appearance while at work and must abide by 
the standards below. If an employee has questions about how these standards apply to them, the matter 
should be immediately raised with their supervisor for consideration and determination. 

 
(a) Any visible tattoos shall not be obscene, sexually explicit, discriminatory to sex, race, 

religion,  national origin, or any other protected status, extremist, and/or gang-related; 
and 

 
(b) Any non-conforming tattoos will be covered with clothing, bandage or makeup while at 

work, or removed. 

C. Piercing 

Employees are expected to project a professional appearance while at work and not endanger 
themselves or others with excessive body piercing. If an employee has questions about how these 
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standards apply to them, the matter should be immediately raised with their supervisor for 
consideration and determination. 

 
(a) No objects, articles, jewelry or ornamentation of any kind shall be attached to or through 

the skin if visible on any body part including the tongue or any part of the mouth. 
 

(b) Any non-conforming piercing shall be removed, covered with a bandage, or replaced with 
a clear, plastic spacer. 

 

Section 9.12   Use of City Facilities, Funds, Property, Vehicles, Equipment, and Supplies. 

A. Public Resources 

City facilities, funds, property, vehicles, equipment and supplies are public resources and are to 
be used for City business only. Under Government Code section 8314 and Penal Code section 424, 
employees may not use these public resources for personal purposes, campaign activity or private gain. 

 
Employees are expected to exercise due care, safety and economy in the use of City facilities, 

funds, property, vehicles, and equipment. For example, turning off electrical lights when not needed and 
reporting needed repairs are essential to the City’s economy. City facilities, property, vehicles, 
equipment and supplies may be used only for the purpose for which they were intended. 

B. Restitution and Repayment to City 

In addition to the imposition of discipline for misconduct for violation of this Rule, employees 
may be required to repay City funds and to provide restitution to the City for any City facilities, property, 
vehicles and equipment which are damaged, destroyed, stolen and/or converted. 

Section 9.13   The Use of City Vehicles 

As with all other City property, City-owned vehicles are to be used for business purposes only, and 
only in compliance with the following rules: 

 Operate the vehicle safely. Observe all traffic laws and drive courteously.  The employee’s driving 
practices reflect on the employee and the City. 

 Employees must wear their seat belt at all times while operating the vehicle. 

 Set the emergency brake, remove the keys and lock the doors when the vehicle is not in use. 

 Employees shall keep the vehicle clean of personal belongings and/or materials when not using 
the vehicle.  Remove all litter. 

 Do not smoke in the City vehicle. 

 Report any mechanical or maintenance problems.   
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 Employees shall visually inspect the vehicle each day and report any damage or problems to their 
supervisor and/or the repair garage. 

 Employees shall report any accident, regardless of how minor, to their department supervisor as 
soon as possible, and not later than the end of their shift. 

 Do not carry unauthorized riders or passengers. 

 Do not carry weapons in the City vehicle unless specifically authorized as part of the employee’s 
job duties. 

Section 9.14   Tools and Equipment 

Tools or equipment necessary to the performance of a job shall be provided and maintained by 
the City.  Personal use of City property, including tools, vehicles and other equipment is strictly 
prohibited.  In addition, employees are prohibited from using tools and equipment that the employee 
has not been trained to use.  

Section 9.15   Expense Reimbursements 

The City will reimburse employees for reasonable expenses incurred for business purposes.  
Generally, receipts must be provided to the employees’ supervisor for approval of expenses.  Employees 
will be reimbursed the IRS standard mileage rate if the employee uses their personal vehicle for City 
purposes and has been authorized to do so.  However, employees are still responsible for any expenses 
associated with operating their own vehicle during business travel time, including but not limited to 
insurance deductibles.   

Section 9.16   Cash Shortages and Breakage 

The City may require reimbursement, if, after an investigation, it is determined that the shortage, 
breakage or loss was caused by a dishonest or willful act, or by the gross negligence of the employee. 

Section 9.17   The Use of Communication Equipment 

The City has made a significant investment in technology, including equipment that allows the 
City to better and more efficiently communicate with one another and with third parties.  The 
technology, including computers and telephone systems, were purchased to improve operations.  
Unfortunately, some employees may attempt to use the equipment inappropriately. 
 

Employees should refrain from putting any information on City-owned equipment that is 
inappropriate, unlawful or that could prove embarrassing.  Among those considered offensive are 
communications that contain sexual implications, racial slurs, gender-specific comments, or any other 
comment that offensively addresses someone’s age, sexual orientation, religious or political beliefs, 
national origin, disability, or any other protected class.  Communications that violate any other rule or 
policy contained in this manual are also prohibited.  In order to protect its property, maintain costs and 
improve efficiency, the City reserves the right to search office property including computers, cell phones 
or pagers and associated billing and usage records.   
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Access to any website that is offensive or discriminatory is prohibited.  Employees may not use 

City technology to state positions or opinions that give the impression that he/she is speaking on behalf 
of the City, unless the employees was specifically authorized to do so. 
 

The communication systems should not be used to send or receive (download) copyrighted 
materials, trade secrets, proprietary financial information, or similar materials without prior 
authorization.  Under no circumstances should any confidential or sensitive materials be disclosed to 
third parties except for appropriate and authorized business purposes.   
 

Employees are advised that all information placed on the computers, telephones or any 
electronic data system, whether or not personal in nature, is property of the City and may be assessed 
and reviewed by the City, without notice or reason.  This information includes, but is not limited to, 
monitoring sites employees visit on the internet, monitoring chat groups and news groups, reviewing 
downloaded or uploaded material, and reviewing e-mail sent and received by employees.  The City will 
require employees provide copies of all internet and e-mail passwords used to access or use City-owned 
equipment.  Passwords do not guarantee privacy of any data or information.  Nor do system security 
features such as passwords and message delete functions prevent our ability to access equipment 
employees have used or data employees have created, received or sent.  Inappropriate use of the 
equipment could lead to discipline. Employees have no expectation of privacy in City-owned equipment 
or systems. 
 

Employees are further cautioned that the use of communication equipment shall only be used 
for its authorized purposes.  As an example, unless specifically instructed to do so employees may not 
access or email City information for personal reasons.  After employees are no longer with the City, 
employees are no longer authorized to use City information or log into City accounts and must return 
any City property located on personal computers or in their home. 

Section 9.18   The Use of Social Networking Communications 

Employees may not use City property to create, maintain, amend, view, access, download, 
contribute to, or store a blog, or post entries on the internet (whether through a social network of any 
form, or using another method), unless employees have authorization from the Department Head to do 
so.   Employees may not blog or post entries on the internet (whether through a social network of any 
form, or using another method) while employees are on duty, unless employees have authorization from 
the Department Head to do so.  Do not use City equipment to post or disseminate any copyrighted 
materials or other intellectual property belonging to someone other than the employee. 
 

The City has access to all City-provided electronic equipment and property, and may from time 
to time, and without notice, inspect the condition of the equipment and the communications, content, 
data and imagery stored on it.  Employees have no privacy rights in any communications, content, data 
or imagery in City-provided digital equipment employees access, view, create or save.  Those 
communications, content, data and imagery are also subject to monitoring by the City.   
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Employees may be subject to discipline if any comments, material or information employees 
post, blog, tweet, comment or disseminate on non-City-owned equipment:  

 Violates the privacy rights of another City employee; 

 Discloses confidential business information of the City or any affiliated business entity, 
the City’s suppliers or vendors;  

 Discloses confidential strategies or prospects of the City or any affiliated business entity;  

 Purports to represent the position, viewpoint, statements, opinions or conclusions of the 
City (unless specifically authorized in writing);  

 Violates laws that prohibit defamation, harassment, discrimination, or retaliation;  

 Displays contemptuous, opprobrious or abusive comments about the City or its 
representatives; or 

 Suggests that the City endorses or promotes a particular product, commercial enterprise, 
opinion, cause or political candidate.    

This policy does not, however, prevent employees from engaging in concerted activities for the 
purpose of collective bargaining or other mutual aid. 
 

Remember, employees are personally responsible for any posting they make.   Employees can be 
held personally liable for any statements deemed to be defamatory, obscene, harassing, discriminating, 
or retaliatory, violate privacy rights, include confidential or copyrighted information (e.g., music, videos 
or texts that belongs to someone else) or are otherwise unlawful.  The City is not responsible for 
protecting employees from the consequences of any information posted by the employee. 

Section 9.19   Social Media Passwords 

Generally, the City will not require or request employees disclose a user name or account 
password to access a personal social media account.  Nor will the City ask employees to access their 
personal social media accounts in the City’s presence or to divulge any personal social media.  The City 
may ask employees to divulge personal social media if the City reasonably believes it is relevant to an 
investigation of employee misconduct or employee violation of applicable laws and regulations.  Even in 
this situation, the City will use the information for the investigation or proceeding only.   
 

City employees are required to disclose usernames, passwords or other methods of accessing 
employer-issued electronic devices.   

Section 9.20   Limitations on Outside Employment 

A. No Outside Employment without Prior Approval  

An employee shall not engage in any paid or self-employment, activity, or enterprise which is 
inconsistent, incompatible or in conflict with their City duties, functions, responsibilities, or that of the 
department in which they are employed at the City. In order to avoid perceived or actual conflicts of 

124

Section 5, Item F.



 

78 

interest that may arise from outside employment, all employees must obtain written approval from the 
Human Resources Officer or their designee prior to undertaking any outside employment as described 
in this policy. 

B. Authorization and Appeal Process 

(a) Written Request: Any employee who wants to undertake a paid outside employment, 
activity, or enterprise must submit a written request to their Department Head. The 
written request must include: (1) the work hours and/or time required; (2) job title or the 
nature of the activity; (3) the work location; and (4) the supervisor, manager and name of 
the employer or activity.   

(b) Analysis and Decision: The Department Head will determine if the outside employment, 
activity, or enterprise is compatible with the employee’s employment at the City. If the 
Department Head determines such activity is compatible, or would be if any conditions 
or restrictions applied, they will authorize the activity and specify the 
conditions/restrictions in writing, give the employee the outside employment 
authorization, and place a copy of the written authorization in the employee’s personnel 
file. 

(c) One (1) Year Authorization: An outside employment authorization is valid only up to one 
(1) year. Should the employee continue the outside employment, activity, or enterprise 
for a longer duration, they must make another request following the process in this policy. 

(d) Appeal: If the Department Head denies an employee’s outside employment request, the 
employee may submit a written notice of appeal to the City Manager within 10 days after 
the date of the denial. The decision on appeal will be put in writing, provided within 10 
days after the receipt of the appeal, and will be final.   

C. Prohibited Outside Activities  

An employee’s outside employment, activity, or enterprise may be prohibited if it:  

(a) Involves the use for private gain or advantage of City time, facilities, equipment, and 
supplies, or the badge, uniform, prestige, or influence of the City or employment at the 
City; 

(b) Involves receipt or acceptance by the employee of any money or other consideration 
from anyone other than the City for the performance of an act which the employee 
would be required or expected to render in the regular course of their City employment; 

(c) Involves the performance of an act in other than their capacity as a  City employee which 
act may later be subject directly or indirectly to the control, inspection, review, audit, or 
enforcement by such employee or the department by which he/she is employed; or 

(d) Involves time demands that would render the employee’s performance of their regular 
City employment less efficient or dangerous to the employee. 
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D. Change in Outside Employment Status  

The employee must promptly report in writing to the Human Resources Officer any of the 
following changes that may occur during the year of an authorized outside employment: the outside 
employment ends; or the authorized employment changes as to the number of work hours, location, or 
types of duties.  

E. Revocation/Suspension of Outside Employment 

Any outside employment authorization may be revoked or suspended during the year it is 
granted under the circumstances listed below. An employee may appeal the revocation or suspension 
as provided in this policy. 

(a) The employee’s work performance declines; or 

(b) An employee’s conduct or outside employment conflicts with the conditions of the outside 
work authorization or is incompatible with the employee’s work for the City. 

F. Use of City Equipment Prohibited  

Under no circumstances may an employee use any City equipment, vehicles, tools, supplies, 
machines, or any other item that is City property while an employee is engaged in any outside 
employment, activity or enterprise.  

Section 9.21   Personal Business 

Personal phone calls, e-mails and visits during work hours should be kept to an absolute 
minimum.  Except for emergencies, employees shall restrict personal business to meal and rest periods.  
Attending to personal business during work hours is extremely costly.   

Section 9.22   Romantic Relationships or Employment of Relatives, Spouses, Domestic Partners 

A. Romantic Relationships in the Workplace 

 The City prohibits employees in the line of authority from engaging in romantic relationships due 
to potential conflicts of interest or claims of unlawful harassment. If such a relationship develops, the 
employees are expected to disclose the relationship to their superiors so that a transfer can be made, if 
possible.  Similarly, employees are encouraged to avoid romantic relationships with co-workers because 
of potential complications in the workplace.   

B. Employment of Relatives, Spouses, Domestic Partners 

 The City regulates the employment and placement of relatives, spouses, and domestic partners 
so as to avoid conflicts of interests and to promote safety, security, supervision, and morale.  

i. Definitions 
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(a) “Relatives” means child, step-child, parent, grandparent, grandchild, brother, sister, 
half-brother, half-sister, aunt, uncle, niece, nephew, or in-laws of those enumerated 
by marriage or domestic partnership. 

(b) “Spouse” means one of two persons to a marriage, or two people who are registered 
domestic partners, as those terms are defined by state law.   

(c) “Supervisory relationship” means one in which one employee exercises the right or 
responsibility to control, direct, reward, or discipline another by virtue of the duties 
and responsibilities assigned to their City appointment. 

ii. Relatives  

The City will not appoint, promote or transfer a person to a position within the same 
department, division, or facility in which the person’s relatives already hold a position, if any of the 
following would result:  

(a) A direct or indirect supervisory relationship between the relatives;  

(b) The two employees having job duties which require performance of shared duties on 
the same or related work assignment;  

(c) Both employees having the same supervisor; or  

(d) A potential for creating an adverse impact on supervision, security, morale or 
efficiency.  

iii. Spouses or Domestic Partners 

The City will not appoint, promote, or transfer a person, to the same department, division, 
or facility in which the person’s spouse or registered domestic partner already holds a position, if such 
employment would result in any of the following:  

(a) One spouse or domestic partner being under the direct supervision of the other 
spouse or domestic partner; or  

(b) Potential conflict of interest or hazards for married persons or those in domestic 
partnership which are greater than for those who are not married or in domestic 
partnerships.  

iv. Marriage or Domestic Partnerships After Employment  

(a) Transfer: If two City employees who work in the same department later become 
spouses or domestic partners, the Human Resources Officer has discretion to transfer 
one of the employees to a similar position in another department. Although the 
wishes of the two employees will be considered, the Human Resources Officer retains 
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sole discretion to determine which employee will be transferred based upon City 
needs for supervision, safety, security or morale. Any such transfer that results in a 
salary reduction is not disciplinary and is not subject to any grievance or appeal, or 
pre- or post-disciplinary appeal due process. 

(b) Separation: If continuing employment of both employees, who work in the same 
department and who later become spouses or domestic partners, cannot be 
accommodated in a manner the Human Resources Officer finds to be consistent with 
the City’s interest in the promotion of supervision, safety, security, or morale, then 
the Human Resources Officer retains sole discretion to separate one employee from 
City employment. Absent the resignation of one employee, the less senior employee 
will be separated. Any such separation is not considered to be disciplinary and is not 
subject to any grievance or appeal, or pre- or post-disciplinary appeal due process. 

Section 9.23   Housekeeping 

All employees are expected to keep their work areas clean and organized.  Common areas such 
as break rooms and restrooms should be kept clean by those using them.  Please clean up after meals 
and dispose of trash properly. 

Section 9.24   Searches and Inspections 

In order to protect its property and employees, the City reserves the right to search City-owned 
property including desks, computers, containers, storage areas, vehicles and any other equipment 
without notice.  The City also reserves the right to inspect personal property on the premises as 
warranted, including vehicles, clothing, packages, lunch boxes, purses and other containers for illegal 
drugs, alcohol, weapons, stolen property or evidence of a violation of City policies.  Searches of personal 
property will only be conducted when there is reasonable cause to believe that an employee has illegal 
drugs, alcohol, weapons, stolen property or evidence of a violation of City rules in his/her possession.   
 

City property and administrative offices may be monitored by means of audio, visual or electronic 
equipment at any time, without prior notice.  Monitored information includes, but is not limited to, 
monitoring sites employees visit on the internet, monitoring chat groups and news groups, reviewing 
downloaded or uploaded material, and reviewing email sent and received by employees.  The City will 
keep copies of all Internet and email passwords.  System security features such as passwords and 
message delete functions, do not neutralize or inhibit our ability to access such materials.  Employees 
do not have an expectation of privacy in any area not specifically designated to the employee for their 
exclusive use. 

Section 9.25   Postings 

Federal and state employment posters and all other postings are located in the following areas: 
 

Administration Lunch Room Police Patrol Ops Room 
Senior Center Office Area Public Works Break Room 
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Community Team Center North Office 
Animal Shelter  

Waste Water Treatment Office Area 

 
A copy of Wage Order No. 4-2001 may also be viewed via the Internet at: 

 
www.dir.ca.gov/iwc/WageOrderIndustries.htm 
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EMPLOYEE HANDBOOK ACKNOWLEDGEMENT FORM 
 
By signing this form, I acknowledge receipt of the Handbook.  I understand that this Handbook does not 
imply or constitute a contract or employment agreement for a specified term between myself and the 
City of Kerman. 
 
I have received the Handbook, and I understand that it is my responsibility to read and comply with the 
policies contained in this Handbook.  If I have any questions about the Handbook, or any employment 
matters, I will contact my supervisor or Department Head. 
 
 

Employee Signature ___________________________________ 

Employee Name Printed _______________________________ 

Date ________________ 
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STAFF REPORT 

MEETING DATE: May 8, 2024 

PRESENTER: John Jansons, City Manager 

SUBJECT: Amendment to Agreement for Legal Services with Montoy Law Corporation (JAJ) 

RECOMMENDATION: Consider adoption of resolution approving Amendment No. 3 to 
agreement for legal services with Montoy Law Corporation adjusting rates effective July 1, 
2024. 

EXECUTIVE SUMMARY: 
 
The City of Kerman has contracted with the Montoy Law Corporation (“Firm”) since 2015 to 

provide the City with municipal legal services. Ms. Montoy has requested an adjustment to her 

rates effective July 1, 2024. The resolution attached would approve Amendment No. 3 to the 

contract for services and increase rates and fees charged to the City of Kerman for legal 

services.  

The proposed new rates are commensurate with Ms. Montoy’s high level of expertise and 

knowledge in municipal law. They are competitive in our geographic region and reasonable to 

keep pace with rising costs experienced by firms who serve cities in the Central Valley. See 

comparable rates under Discussion below.  

DISCUSSION: 

The City of Kerman has contracted with the Montoy Law Corporation (“Montoy”) since 2015 to 

provide the City with municipal legal services. Since that time, Hilda Cantu Montoy has served 

as City Attorney. Her rates have been adjusted twice in July 2021 and July 2023. Ms. Montoy 

has requested an adjustment to reflect rising costs to provide legal services and to ensure her 

rates are commensurate with her high level of expertise and knowledge in municipal law. The 

resolution attached, would approve Amendment No. 3 to the contract for services and increase 

rates charged to the City of Kerman for legal services.  

Rates for general services would be increased from $215 to $250 and rates for litigation would 

be increased from $260 to $295. The proposed rates are competitive in our geographic region 

and reasonable to keep pace with rising costs. The following table reflects rates for general 

legal services for surrounding cities effective July 1, 2024: 
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Entity Advisory Rate Litigation 
Rate 

Note: 

Coalinga $265   

Del Rey CSD $260/hour $285/hour  

Firebaugh   $6,500 monthly retainer 

Fowler $235/hour   

Madera $265/hour $290/hour  

Mendota $255/hour   

Reedley $225/hour   

Selma X X $16,500 monthly retainer 

AVERAGE $251.00/hr $287.00/hr  

 

Note: A similar rate adjustment is in progress with City of San Joaquin and City of Sanger. 

The proposed new rates are responsible and are competitive for the region, available legal 

budget resources of Kerman, and for the complexity of routine issues requiring legal advisory 

services. At the rates proposed, Ms. Montoy will continue to be able to utilize some outside 

legal support as needed when circumstances dictate, at the Montoy firm rate, with exceptions. 

FISCAL IMPACT: 
 
The primary hourly fees charged to the City for general legal services will increase from $215 
per hour to $250 per hour and $260 per hour to $295 per hour for litigation and special services. 

 
ATTACHMENTS: 
 
A. Resolution w/Exhibit 
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Attachment ‘A’ 
 

RESOLUTION NO. 24-___  
 

RESOLUTION APPROVING AMENDMENT NO. 3 TO AGREEMENT FOR LEGAL SERVICES 
WITH MONTOY LAW CORPORATION 

 
WHEREAS, the City of Kerman requires competent and professional municipal legal 

services and advice; and 
 
WHEREAS, Hilda Cantu Montoy of Montoy Law Corporation (Firm) has served the City of 

Kerman since 2015 as contract City Attorney and both parties wish to continue this relationship; 
and 

 
WHEREAS, a rate increase is warranted to keep pace with recent inflation and increased 

costs of doing business, as well as to recognize Ms. Montoy’s high level of expertise and 
knowledge in municipal law; and  

 
WHEREAS, the City deems the proposed increases reasonable and appropriate in the 

marketplace and a continuance of good value for competent and professional legal services; and  
 
WHEREAS, Firm further represents that it is willing to accept responsibility for performing 

such services in accordance with the terms and conditions set forth in Amendment No. 3 to 
Agreement. 
 
NOW, THEREFORE, the City Council of the City of Kerman resolves as follows: 
 

SECTION 1.  The above recitals are true and correct and incorporated herein by 
reference. 

 
SECTION 2.  The City Council approves Amendment No. 3 to Agreement for Legal Services 

with Montoy Law Corporation (Exhibit ‘A’). 
 
SECTION 3. The City Council authorizes the Mayor to execute the Amendment. 
 
SECTION 4.    This Resolution is effective upon its adoption. 

 
The foregoing resolution was adopted by the City Council of the City of Kerman at a regularly 
scheduled meeting held on this 8th day of May 2024, by the following vote. 

 
AYES:  

NOES:  

ABSENT:  

ABSTAIN:  
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The foregoing resolution is hereby approved.  
 
 
 
       __________________________ 
       Maria Pacheco 

Mayor  
ATTEST:  
 
 
 
___________________________ 
Josie Camacho 
Interim City Clerk 
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Exhibit ‘A’ 

Page 1 of 2 

 

__________________________________________________ 

 

AMENDMENT NO. 3 TO 

LEGAL SERVICES AGREEMENT  

__________________________________________________ 

 

 

The City of Kerman (“City”) and Montoy Law Corporation (“Firm”) agree to enter into 

Amendment No. 3 to Legal Services Agreement as follows: 

 

RECITALS 

 

A. The City and Firm entered into a Legal Services Agreement (“Agreement”) on July 

1, 2015, for City Attorney legal services which was amended on July 1, 2019, and July 1, 2023.    

B. Hilda Cantu Montoy has served as City Attorney to City under the Agreement. 

C. Firm has the legal competence, experience, and qualifications to provide 

professional legal services required by City. 

D.  The parties have determined to set new rates for legal services as set forth in this 

Amendment No. 3 to Agreement (“Amendment”). 

AGREEMENT 
 

1. Section 3 of the Agreement shall be amended to read as follows: 

 

“3. Compensation.”  CITY shall compensate FIRM for legal services as  

        follows: 

 

  3.1 General Services Attorney Rate: $250.00 Hourly. 

 

3.1.1 General Services shall include all legal services except 

Pitchess Motions, Administrative Hearings, and Litigation. 

 

3.1.2 Examples of General Services include: staff meetings, 

advisory services, agenda review, drafting/negotiating contracts, 

drafting/reviewing correspondence, documents, resolutions, and 

ordinances, research, and preparation of legal memoranda. 

 

3.1.3 No travel time will be charged to attend meetings at Kerman 

City Hall or in the City of Kerman. 

 

3.2 Administrative Hearings and Litigation Attorney Rate: $290.00 

Hourly. 

 

  3.3 Rate for Paralegal Work: $100.00 Hourly. 
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 3.4 Administrative Fees: NONE. 

 

 3.5 Reimbursement: 

 

3.5.1 FIRM will not be reimbursed for any secretarial or clerical service, 

mileage reimbursement, printing expense of less than 500 pages per 

particular item, or normal office operating expenses except as set 

forth in the next paragraph of this Agreement. 

 

3.5.2 FIRM will be reimbursed for reasonable and necessary out-of-

pocket expenses directly related to legal services such as required 

courier charges and extraordinary copying or printing expenses 

(over 300 pages per particular item), and expenses relating to 

litigation in accordance with Exhibit A of Agreement and 

incorporated herein by reference. 

 

2. Except as amended by this Amendment No. 3, all terms and conditions of the 

Agreement shall continue in full force and effect. 

 

3. This Amendment No. 3 shall be effective on July 1, 2024. 

 

 

MONTOY LAW CORPORATION 

 

 

______________________________ 

Hilda Cantú Montoy 

President 

 

 

Date:  _________________, 2024 

 

 

CITY OF KERMAN 

 

 

______________________________ 

Maria Pacheco 

Mayor 

 

 

Date:  _______________, 2024 
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STAFF REPORT 

 
MEETING DATE: 
 

 
May 8, 2024 

PRESENTER: 
 

John Jansons, City Manager 

SUBJECT:  Second Reading and Adoption of Ordinance Relating to Infectious Materials (JAJ) 
 
RECOMMENDATION:  Council by motion waive second reading and adopt ordinance adding 
Chapter 8.44 to Title 8 of the Kerman Municipal Code relating to Infectious Materials. 
  
DISCUSSION: 
 
At the April 24, 2024 meeting, staff presented to Council the proposed ordinance. The proposed 
Ordinance will add Chapter 8.44 to Title 8 of the Kerman Municipal Code to address Infectious 
Materials.  The proposed Ordinance was approved and advanced to Second Reading.  
 
The County Board of Supervisors adopted the Fresno County Infectious Materials Ordinance, a 
local ordinance that will provide some local oversight and authority to oversee privately funded 
laboratories that do not fall under the Clinical Laboratory Improvement Amendments (42 USC 
263a).   
 
The County ordinance applies only to the unincorporated area of Fresno County. The County 
has offered an MOU to incorporated cities that will allow the County to enforce the ordinance 
within cities if executed and if the City delegates authority to County to enforce. The MOU is 
drafted to reflect that cities maintain their local control, entities are only liable for costs they 
incur and thus the County would not charge their costs to a city, and County’ communication 
with the City will be key on a joint response.   
 
Approval of the recommended action will approve and adopt an Ordinance relating to 
Infectious Materials.  The Ordinance, if adopted, will incorporate by reference the recent 
County’s ordinance which will provide the authority for the County to conduct onsite visits on 
private property and evaluate if laboratories that are not regulated by CLIA, 42 USC 263a and 
42 CFR 493 are in compliance with Hazardous Materials laws and general applicable clinical 
laboratory safety requirements (e.g. medical waste, environmental controls, policy, and 
procedures). This Ordinance will not apply to CLIA operated laboratories which include 
commercial laboratories (e.g. Quest, Lab Corp), doctors’ offices that obtain a CLIA license or 
waiver from CLIA, and/or clinics operating under a CLIA license or waiver from CLIA.  

 
ATTACHMENT: 
 
A. Ordinance 24-XX 
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Attachment ‘A’ 

ORDINANCE NO. 24-__ 
 

AN ORDINANCE OF THE CITY COUNCIL OF THE CITY OF KERMAN ADDING CHAPTER 8.44 TO 
TITLE 8 OF THE KERMAN MUNICIPAL CODE RELATING TO INFECTIOUS MATERIALS 

 
THE CITY COUNCIL OF THE CITY OF KERMAN DOES ORDAIN AS FOLLOWS: 
 

SECTION 1. CHAPTER 8.44 is added to Title 8 of the Kerman Municipal Code to read as 
follows: 

 
8.44.010  This chapter shall be known as the Kerman Infectious Disease 

Ordinance. 
 
8.44.020  The City of Kerman hereby adopts Fresno County Ordinance Section 

1 Chapter 8.52 and delegates enforcement authority to the County 
of Fresno under said ordinance (Fresno County Ordinance Code 
Section 8.52.070). 

 
SECTION 2.    CEQA.  A preliminary environmental assessment has been performed for 
this project pursuant the California Environmental and Quality Act (CEQA). The City 
Council finds and determines with certainty that, pursuant to CEQA Guidelines Section 
15061(b)(3), there is no possibility that this project may have a significant, adverse, impact 
on the environment. This is because this project involves purely procedural policies with 
no impacts on the environment.  Therefore, this project is not subject to CEQA. 
 
SECTION 3. Publication. The City Clerk is authorized to cause this ordinance or a 
summary of this ordinance in accordance with Government Code Section 36933 to be 
published in a newspaper of general circulation in the City of Kerman, within fifteen days 
after its adoption. If a summary of the ordinance is published, the City Clerk shall cause a 
certified copy of the full text of the proposed ordinance to be posted at City Hall at least 
five days prior to the meeting at which the ordinance is adopted and again after the 
meeting at which it is adopted. The ordinance shall become effective thirty days after its 
adoption. 

 
SECTION 4. Effective Date. This ordinance shall become effective thirty (30) days after 
its adoption.  
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The foregoing ordinance was introduced at a regular meeting of the City Council of the City of 
Kerman held on April 24, 2024, and was passed and adopted at a regular meeting of the City 
Council held on May 8, 2024, by the following vote:  
 
 AYES:   

 NOES:   

 ABSENT:  

 ABSTAIN:  
 
        _______________________ 
        Maria Pacheco 
        Mayor 
Attest: 
 
 
_______________________ 
Josie Camacho 
Interim City Clerk 
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STAFF REPORT 

MEETING DATE: May 8, 2024 

PRESENTER: John Jansons, City Manager 

SUBJECT: Presentation and Review of Draft Emergency Operations Plan (JAJ) 

RECOMMENDATION: Council hear a presentation by Michael Brady, E.M. Consulting and 
discuss draft Emergency Operations Plan development, and next steps in Kerman emergency 
preparedness, with possible direction to staff. 

EXECUTIVE SUMMARY  
 
The City has identified the need to update the City’s Emergency Operations Plan (EOP) last 
adopted in 2008.  As a priority project of Management, a solicitation was done for Emergency 
Management support to assist with rewriting the City’s plan.  The City contracted with Michael 
Brady E.M. Consulting to evaluate the needs of the City, rewrite the plan and meet with City 
Staff for rudimentary training and introduction of emergency planning and incident command 
system training. 
 
The draft plan is presented as Attachment ‘A’.  The plan is organized into several sections 
mirroring best practices in Emergency Management. This draft plan has been review by all 
operating departments of the City and has had the benefit of input from Fresno County Office 
of Emergency Services and the North Central Fire Protection District representatives. 
 
The plan is designed to be a living document requiring updates and adjustments based upon 
changing risk scenarios, industry standards, best practices and lessons learned. The plan will be 
reviewed annually by Management to consider any adjustments. 
   
Additionally, the City’s’ Emergency Management Program and readiness also requires a 
retooling of  Chapter 2.52 of the Kerman Municipal Code (KMC)  to address the antiquated Civil 
Defense and Disaster Council described in KMC Chapter 2.52. and establish a Disaster Council 
such as that described in Attachment ‘B’.  The City will need to update or replace provisions in 
KMC Chapter 2.52 by ordinance amendment.  It is time as the current provisions were adopted 
in 1951.  Experts agree that the current KMC provisions are sorely antiquated and in need of 
revision or replacement.  As such, a Disaster Council will be designed and proposed to function 
as a community based emergency preparedness and response tool in accordance with the 
California Emergency Services Act (CESA) and the City of Kerman Municipal Code. 
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Finally, it should be noted that Government Code §8630 et seq., governs statutory provisions 
on local emergencies, Government Code §8610 et seq., provides provisions on local disaster 
councils, and Government Code §38791 provides provisions on City emergency executives and 
these may be reviewed for further explanation of City responsibilities and roles. 
 
DISCUSSION: 
 
Preserving life, property, and the environment are inherent responsibilities of local, state, and 
federal governments. As disasters can occur at any time, the City of Kerman must provide 
safeguards that will save lives and minimize property and environmental damage through 
careful planning, preparedness measures, and training. Sound emergency plans carried out by 
knowledgeable and well-trained personnel can and will minimize losses.  
 
The City’s Emergency Operations Plan establishes an Emergency Management Organization 
and assigns functions and tasks consistent with California’s Standardize Emergency 
Management System (SEMS) and the National Incident Management System (NIMS). It 
provides for the integration and coordination of planning efforts through a whole community 
approach and authorizes city personnel to perform their duties and tasks before, during, and 
after an emergency. 
 

This plan was developed for City Departments and local Special Districts with emergency 
services responsibilities within the City. The content is based upon guidance approved and 
provided by the Federal Emergency Management Agency and the California Office of 
Emergency Services. The intent of the plan is to provide directions on how to respond to an 
emergency from the onset, through an extended response, and into the recovery process.  
Once adopted, this plan is an extension of the Fresno County Emergency Operations Plan and 
the California Emergency Plan.  It will be reviewed, exercised periodically, and revised as 
necessary to meet changing conditions. 
 

This promulgation shall be effective upon its signing and shall remain in effect until amended 
or rescinded by further promulgation  The promulgation of this EOP further affirms the City of 
Kerman’s support for emergency management and a safe and resilient community. 
The City of Kerman's Emergency Operations Plan (EOP) serves as a strategic framework for a 
prepared response to extraordinary emergencies, encompassing natural or man-made 
disasters under an all-hazards approach. This plan is distinct from the routine procedures 
applied to day-to-day emergencies within departments.  Instead, it is crafted to address 
operational concepts essential for large-scale disasters that pose significant threats to life, 
property, and the environment, necessitating unique and extensive emergency responses. 
 

Key Objectives of the EOP: 
 

1. Establishment of Emergency Management Organization: 
 

 Initiates the formation of the Emergency Management Organization to efficiently mitigate 
significant emergencies or disasters affecting the City. 
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2. Identification of Roles and Responsibilities: 
 

 Clearly delineates roles and responsibilities required to protect the health and safety of 
City residents, preserve public and private property, and safeguard the environment 
during natural or human-caused emergency disasters. 

 
3. Operational Concepts for Response, EOC, and Recovery: 

 

 Outlines operational concepts associated with field responses to emergencies, the 
functioning of the City’s Emergency Operations Center (EOC), and the subsequent recovery 
process. 
 
Following official adoption and promulgation, distribution will extend to city departments, 
supporting agencies, and community organizations with primary responsibilities related to 
the Emergency Operations Plan. 
 
Delegated by the City Manager, this plan allows for specific modifications without 
necessitating additional signatures. It is imperative to note that this Emergency Operations 
Plan and its attachments supersede all prior versions, ensuring the most up-to-date and 
effective guidance for emergency response in the City of Kerman. 
 

CONCLUSION: 
 
Staff will incorporate comments by City Council, City Staff and community, regional emergency 
management partners in to the final Emergency Operations Plan.  Staff will amend, revise and 
calendar related KMC Sections and ordinances to effectuate adoption the new EOP and 
establishment of a Disaster Council. 
 

FISCAL IMPACT: 
 
The FY 24/25 Budget will propose $15,000 for future staff EOC training and to initiate the 
development of a Disaster Council.   
 
ATTACHMENT(S): 
 
A. Final Draft Emergency Operations Plan) 
B. Overview of a Disaster Council 
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1 Introduction 
1.1 Letter of Promulgation 

 

To: Officials, Employees, and Citizens of the City of Kerman 

 

Preserving life, property, and the environment are inherent responsibilities of local, state, and federal 

governments. As disasters can occur at any time, the City of Kerman must provide safeguards that will 

save lives and minimize property and environmental damage through careful planning, preparedness 

measures, and training. Sound emergency plans carried out by knowledgeable and well-trained 

personnel can and will minimize losses.  

 

The City’s Emergency Operations Plan establishes an Emergency Management Organization and 

assigns functions and tasks consistent with California’s Standardize Emergency Management System 

(SEMS) and the National Incident Management System (NIMS). It provides for the integration and 

coordination of planning efforts through a whole community approach and authorizes city personnel 

to perform their duties and tasks before, during, and after an emergency. 

 

This plan was developed for city departments and local special districts with emergency services 

responsibilities within the City. The content is based upon guidance approved and provided by the 

Federal Emergency Management Agency and the California Office of Emergency Services. The intent 

of the plan is to provide directions on how to respond to an emergency from the onset, through an 

extended response, and into the recovery process.  

 

Once adopted, this plan is an extension of the Fresno County Emergency Operations Plan and the 

California Emergency Plan. It will be reviewed, exercised periodically, and revised as necessary to meet 

changing conditions. 

This promulgation shall be effective upon its signing and shall remain in effect until amended or 

rescinded by further promulgation. The promulgation of this EOP further affirms the City of Kerman’s 

support for emergency management and a safe and resilient community. 

 

________________________ 

John Jansons, City Manager 
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1.2 Approval & Implementation 

 

The City of Kerman's Emergency Operations Plan (EOP) serves as a strategic framework for our 

prepared response to extraordinary emergencies, encompassing natural or man-made disasters under 

an all-hazards approach. This plan is distinct from the routine procedures applied to day-to-day 

emergencies within departments. Instead, it is crafted to address operational concepts essential for 

large-scale disasters that pose significant threats to life, property, and the environment, necessitating 

unique and extensive emergency responses. 

Key Objectives of the EOP: 

1. Establishment of Emergency Management Organization: 

 Initiates the formation of the Emergency Management Organization to efficiently mitigate 

significant emergencies or disasters affecting the City. 

2. Identification of Roles and Responsibilities: 

 Clearly delineates roles and responsibilities required to protect the health and safety of City 

residents, preserve public and private property, and safeguard the environment during 

natural or human-caused emergency disasters. 

3. Operational Concepts for Response, EOC, and Recovery: 

 Outlines operational concepts associated with field responses to emergencies, the 

functioning of the City’s Emergency Operations Center (EOC), and the subsequent recovery 

process. 

Following the concurrence of City Departments, the plan will undergo official adoption and 

promulgation, with the approval date prominently featured on the title page. Distribution will extend 

to city departments, supporting agencies, and community organizations with primary responsibilities 

related to the Emergency Operations Plan. 

Delegated by the City Manager, this plan allows for specific modifications without necessitating 

additional signatures. It is imperative to note that this Emergency Operations Plan and its attachments 

supersede all prior versions, ensuring the most up-to-date and effective guidance for emergency 

response in the City of Kerman. 
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1.3 Plan Concurrence 

The following list of signatures documents each City Department’s concurrence with this Emergency 

Operations Plan. 

Management Services Department  

City Manager, John Jansons 
Date 

  

Police Department  

Police Chief, Steven Wilkins 
Date 

  

Finance Department  

Finance Director, Josefina Alvarez 
Date 

  

Community Development Department (Planning, Building and Safety, Code 

Compliance)  

Community Development Director, Jesus Orozco 

Date 

  

Community Services Department (Parks, Recreation, Senior Center)  

Community Services Director, Theresa Johnson 
Date 

  

Public Works Department  

Public Works Director, Michael Barajas 
Date 

  

North Central Fire Protection District  

Fire Chief, Tim Henry 
Date 

  

Fresno County Office of Emergency Management  

Liaison,  
Date 
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1.4 Record of Changes 

 

Version 

Number 

Date of 

Change 

Change 

Made By 

Date of 

Approval 

Change Approved 

by 

Description of 

change 

1      

2      

3      
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5      
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Recipient Name Recipient Title Recipient Agency 
Date of 

Delivery 

Number of 

Copies 
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2 Purpose, Scope, Situation and 

Assumptions 
2.1 Purpose 

 

The purpose of the City of Kerman’s Emergency Operations Plan is to establish the foundational 

framework for a unified and coordinated response to extraordinary emergency situations arising from 

natural or human-caused emergencies or disasters within or impacting the City. Serving as the 

primary guide for the City’s response, management, and recovery efforts during real or potential 

emergencies within its designated geographic boundaries, this plan is specifically designed to: 

 Outline the methods and procedures employed by emergency management personnel to 

assess emergency situations and initiate actions to save lives, reduce injuries, prevent or 

minimize damage to public and private property, and protect the environment. 

 Identify the components of an Emergency Management Organization and establish associated 

protocols essential for an effective response, management, and recovery from major 

emergencies and disasters. 

 Foster a whole community approach to emergency management, promoting a response that is 

inclusive of the entire community. 

 Establish the organizational framework for the overall management and coordination of 

emergency operations in the city by implementing the National Incident Management System 

(NIMS) and Standardized Emergency Management System (SEMS). 

 Clearly outline the responsibilities of local, state, and federal agencies in the event of an 

emergency or disaster affecting the city. 

 Define the operational concepts and procedures associated with the Emergency Operations 

Center (EOC) interface with field emergency responders. 

 Facilitate mutual aid to supplement local resources. 

 Promote multi-agency and multi-jurisdictional coordination among local government, the 

private sector, operational area (OA), state, and federal agencies. 

 Support the provision of emergency public information, including guidance on personal 

protective actions the public can take. 

 Serve as an operational plan and reference document applicable for both pre-emergency 

planning and emergency operations. 

159

Section 7, Item A.



INTRO PURPOSE 
CONCEPT OF 

OPS 

ORG 

ASSIGNMENTS 

DIRECTION, 

CONTROL 
COMS INFORMATION 

ADMIN, 

FIN & LOGS 

PLAN 

DEVELOPMENT  
EOC OPS 

 

 17 Table of Contents 

 Be used in coordination with applicable local, state, and federal contingency plans. 

Allied agencies, special districts, private enterprises, and volunteer organizations with roles and 

responsibilities in this plan are encouraged to develop operating protocols and emergency action 

checklists to support their commitment to this plan. 

 

2.2 Scope 

 

The policies, procedures, and provisions outlined in this plan are universally applicable to all agencies 

and individuals, both public and private, entrusted with responsibilities for emergency preparedness, 

response, recovery, and/or mitigation activities within the City of Kerman. The scope of this plan 

extends to extraordinary situations related to any hazard, whether natural or human-caused, capable 

of impacting the City. Additionally, it encompasses situations demanding a planned and coordinated 

response involving multiple agencies or jurisdictions. 

Aligned with the guidelines set forth in the Federal Emergency Management Agency (FEMA) 

Comprehensive Preparedness Guide (CPG) 101: Developing and Maintaining Emergency Operations 

Plans, September 2021, Version 3.0; the CalOES Emergency Operations Plan Crosswalk - Local 

Government, January 2023; and the State of California Emergency Plan best practices, this plan is 

intentionally crafted for comprehension and implementation well in advance of any emergency. It 

establishes the framework for executing the Standardized Emergency Management System and 

National Incident Management System within the City. 

 

Furthermore, this plan is designed to operate in tandem with the State Emergency Plan and the 

National Response Framework, ensuring seamless coordination and integration with broader 

emergency management frameworks at the state and national levels. Its comprehensive approach and 

adherence to recognized best practices empower the City of Kerman to effectively prepare for, 

respond to, and recover from a diverse range of emergency scenarios. 
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2.3 Situation Overview 

 

 
Figure 1: Geographical Boundaries of the City of Kerman 

The City of Kerman is located on the west side of Fresno County in the central portion of the San 

Joaquin Valley. Over the past decade, the City of Kerman has expanded its boundaries slightly, 

annexing land along the eastern reach of its Sphere of Influence. The City and its Sphere of Influence 

cover a 3,091-acre area. 

The City is bisected by State Route 145 (Madera Avenue), which runs north/south, and State Route 

180 (Whitesbridge Road), which runs east/west. State Highway 99, the major highway through the San 

Joaquin Valley, is 15 miles east of Kerman. Kerman is 17 miles south of Madera, the county seat of 

Madera County, and 15 miles west of Fresno, county seat of Fresno County. The smaller cities of San 

Joaquin and Mendota are about 13 miles southwest and 18 miles west, respectively. 

The mountains of the Coast Range and the Sierra Nevada are roughly equidistant from Kerman, about 

35 miles to the southwest and northeast, respectively. The topography in and around Kerman is very 

level with a gentle, imperceptible slope to the southwest. Elevations in the planning area vary from 

about 210 feet to 225 feet. There are no natural waterways in the planning area. The largest nearby 
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waterway of consequence is the San Joaquin River, about ten miles north. However, there are several 

irrigation canals that traverse the planning area.  

The climate of the Kerman area is described as Mediterranean, which is typified by hot, dry summers 

and mild winters. Temperatures recorded at Lemoore Naval Air Station (LNAS), located 41.2 miles 

south of Kerman, show the mean monthly high temperature for July to be 80.6°F, while the mean 

temperature for January is 45.1°F. It is not uncommon for maximum temperatures to exceed 100°F 

during the summer months; nor for temperatures to drop below freezing in the winter. The highest 

temperature ever recorded at LNAS was 113°F in July of 1975. The lowest temperature of record was 

14°F in January of 1962.  

Approximately 90 percent of all rainfall in Kerman occurs between November and April. Average 

rainfall measured in Kerman is 6.08 inches per year compared to 7.83 inches in Coalinga and 9.5 

inches in Fresno.  

Air movement through the San Joaquin Valley is in a southeasterly direction. Wind enters the valley 

over the passes east of the San Francisco Bay and exits through mountain passes at the southern end 

of the San Joaquin Valley. Meteorological data from LNAS indicates that the average wind speed is 4-

6 knots with maximum gusts of 40-50 knots recorded from October to May. The prevailing wind 

direction is from the north and north-northwest, except in December and January, when the winds 

blow from the southeast or east-southeast. 

High level City demographic information can be found below: 

Population Estimate: 16,208 
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Figure 2: City of Kerman, Census 2022, Age Demographic 
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Figure 4: City of Kerman, Census 2022, Education Demographic 

 

 

Figure 5: City of Kerman, Census 2022, Health Demographic 
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Figure 3: City of Kerman, Census 2022, Race/Ethnicity Demographic 
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This plan was developed using an all-hazards planning approach and leverages the hazard summary 

for the City in the Fresno County Hazard Mitigation Plan. 

The Hazard Summary can be found below, and more detailed information regarding the hazards to 

the County and the City, can be found in the most current Fresno County Hazards Mitigation Plan. 

 

Hazard 
Geographic 

Extent 

Probability of 

Future Occurrences 

Magnitude / 

Severity 
Significance 

Agricultural Hazards Limited Highly Likely Critical  Medium 

Avalanche N/A N/A N/A N/A 

Dam Failure Extensive Occasional Critical  Low 

Drought Significant Likely Limited High 

Earthquake Significant Occasional Catastrophic Medium 

Hazardous Material Incident Significant Likely Critical  High 

Epidemic/Pandemic Extensive Occasional Catastrophic Medium 

West Nile Virus Limited Highly Likely Negligible Low 

Landslide N/A N/A N/A N/A 

Extreme Cold/Freeze Extensive Likely Negligible Low 

Extreme Heat Extensive Highly Likely Limited Low 

Fog Extensive Likely Limited Medium 

Heavy Rain / Thunderstorm Extensive Highly Likely Limited Low 

Tornado Extensive Occasional Negligible Low 

Windstorm Extensive Likely Limited Medium 

Winter Storm Extensive Highly Likely Negligible Medium 

Erosion No Data Likely No Data Low 

Expansion Soils No Data Occasional No Data Low 
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Hazard 
Geographic 

Extent 

Probability of 

Future Occurrences 

Magnitude / 

Severity 
Significance 

Land Subsidence Limited Occasional No Data Low 

Volcano Extensive Unlikely Negligible Low 

Wildfire Limited Highly Likely Limited Low 

Cyber Attack Extensive Occasional Critical  Medium 

Table 1: City of Kerman, Fresno County Hazard Mitigation Plan 2018, Summary 

Geographic Extent  

Limited: Less than 10% of planning area  

Significant: 10-50% of planning area  

Extensive: 50-100% of planning area    

 

Probability of Future Occurrences  

Highly Likely: Near 100% chance of occurrence in next year, or happens every year.  

Likely: Between 10 and 100% chance of occurrence in next year, or has a recurrence interval of 10 

years or less.   

Occasional: Between 1 and 10% chance of occurrence in the next year, or has a recurrence interval 

of 11 to 100 years.  

Unlikely: Less than 1% chance of occurrence in next 100 years, or has a recurrence interval of 

greater than every 100 years. 

 

Magnitude/Severity  

Catastrophic—More than 50 percent of property severely damaged; shutdown of facilities for more 

than 30 days; and/or multiple deaths  

Critical—25-50 percent of property severely damaged; shutdown of facilities for at least two weeks; 

and/or injuries and/or illnesses result in permanent disability  

Limited—10-25 percent of property severely damaged; shutdown of facilities for more than a week; 

and/or injuries/illnesses treatable do not result in permanent disability  

Negligible—Less than 10 percent of property severely damaged, shutdown of facilities and services 

for less than 24 hours; and/or injuries/illnesses treatable with first aid   

 

Significance   

Low: minimal potential impact  

Medium: moderate potential impact  

High: widespread potential impact 
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2.4 Planning Assumption  

 

The following are assumptions used during the development of this plan. These assumptions translate 

into basic principles for conducting emergency management operations in preparation for, response 

to and recovery from major emergencies. 

 Emergencies or disasters may occur at any time, day, or night, in populated and remote areas 

of the City. 

 Major emergencies and disasters will require a multi-agency, multi-jurisdictional response. 

Therefore, it is essential that NIMS, SEMS, and ICS are implemented immediately by responding 

agencies, and expanded as the situation dictates. 

 Large-scale emergencies and disaster may overburden local resources and require the need for 

mutual aid from neighboring jurisdictions. 

 Large-scale emergencies and disasters and the complex organizational structure required to 

respond to them pose significant challenges in terms of warning and notification, logistics, and 

agency coordination. 

 The City is primarily responsible for emergency actions within city boundaries and will commit 

all available resources to save lives, minimize injury to persons, protect the environment and 

minimize property damage. 

 Major emergencies and disasters may generate widespread media and public interest; 

information provided to the public needs to be accurate and timely. Additionally, the media 

must be considered an ally in large-scale emergencies and disasters; it can provide 

considerable assistance in emergency public information and warning. 

 Large-scale emergencies and disasters may pose serious long-term threats to public health, 

property, the environment, and the local economy. While responding to significant disasters 

and emergencies, all strategic decisions must consider each of these threats. 

 Disasters and emergencies may require an extended commitment of personnel and other 

resources from involved agencies and jurisdictions. 

 The Emergency Management Organization is familiar with this plan, supporting 

documentation, and NIMS, SEMS, and ICS. 

It is the City’s intent to fulfill the policies described here, within the capabilities and resources 

available at the time of an emergency or disaster. 

This plan uses the whole community concept where residents, emergency management 

representatives, organizational and community leaders, and government officials can understand and 

assess the needs of their respective communities and determine the best ways to organize and 
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strengthen their resources, capabilities, and interest. Engaging in the whole community emergency 

management planning process builds a more effective path to societal security and resilience. This 

plan supports the following whole community principles: 

 Understand and meet the needs of the entire community, including people with disabilities and 

those with other access and functional needs. 

 Engage and empower all parts of the community to assist in all phases of the disaster cycle. 

 Strengthen what works well in communities daily. 

In keeping with the whole community approach, this plan was developed with representation from 

city departments and various other stakeholders. The effectiveness of the emergency response is 

largely based on the preparedness and resiliency of the community. 

Community Resiliency Consists of Three Key Factors: 

1. The ability of first responder agencies (e.g., fire, law etc.) to divert from their day-to-day 

operations to the emergency disaster effectively and efficiently. 

2. The strength of the emergency management system and organization with the region, to 

include Emergency Operations Centers (EOCs), mass notification systems and communication 

systems. 

3. The preparedness of the region’s citizens, businesses, and community organizations. 

By focusing on enhancing all three of these components, the City is improving not only the city’s 

resiliency to emergency disaster, but also the regions. 
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3 Concept of Operations 
3.1 Response 

 

In major emergency responses, the City of Kerman collaborates with numerous governmental, non-

governmental, and private organizations. To facilitate this multi-faceted operation, the City adheres to 

a specific response structure, delineating how local, county, and state-level entities coordinate and 

communicate during emergencies. 

 

This section guides City decision-makers and plan users on the sequence and scope of actions during 

a citywide emergency response. The response phase concept of operations can be summarized in six 

key elements: goals, priorities, and strategies; plan activation; proclaiming an emergency; presidential 

declarations; emergency management response levels; and the sequence of events during disasters. 

 

3.1.1 Goals, Priorities and Strategies 

 

Operational Goals:  

1 Mitigate Hazards 

2 Meet basic human needs 

3 Address needs of People with Access and Functional Needs 

4 Restore essential services 

5 Support community and economic recovery 

Operational Priorities:  

1 Save Lives: Preservation of life takes precedence over all considerations. 

2 Protect Health and Safety: Mitigate the impact of emergencies on public health and safety. 

3 Protect Property: Make feasible efforts to safeguard public and private property, including 

critical infrastructure. 

4 Preserve the Environment: Take all possible measures to protect the environment during 

emergencies. 

Operational Strategies:  

1 Mitigate hazards: Suppress, reduce, or eliminate hazards/risks promptly. 

2 Meet basic human needs: Supply resources for food, water, shelter, medical treatment, and 

security. 
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3 Address needs of individuals with disabilities: Consider and address the needs of vulnerable 

individuals. 

4 Restore essential services: Swiftly reinstate power, water, sanitation, transportation, and other 

critical services. 

5 Support Community and Economic Recovery: Collaborate for efficient, effective, and equitable 

recovery. 

 

3.1.2 Plan Activation 

 

The City Emergency Operations Plan may be activated under specific circumstances: 

1 By order of the following, in order shown: 

a. City Manager 

b. Chief of Police 

c. Director of Public Works 

2 Upon proclamation of a State of Emergency by the Governor. 

3 Automatically on the proclamation of a State of War Emergency. 

4 Upon the President's declaration of a National Emergency. 

5 Automatically on receipt of an attack warning, actual attack, or a catastrophic disaster requiring 

immediate government response. 

 

3.1.3 Proclaiming an Emergency 

 

The California Emergency Services Act provides for three types of emergency proclamations in 

California: (1) Local Emergency, (2) State of Emergency, (3) State of War Emergency. 

Local Emergency Proclamations:  

In the case of the existence or likely existence of an emergency that threatens the people, property, or 

environment of the City; and the condition is beyond the capability of the City to control effectively; 

the City Manager can proclaim a Local Emergency.  

A Local Emergency may be proclaimed to exist due to a specific situation, such as flood, fire, storm, 

pandemic, drought, sudden and severe energy shortage, or other condition. 

If assistance will be requested through the California Disaster Act (CDAA), a Local Emergency may be 

recommended by the City Manager as specified by the Municipal Code and issued within 10 days 

after the actual occurrence of a disaster.  
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A Local Emergency proclamation must be ratified by the City Council within 7 days. 

The governing body must review the need to continue the proclamation at least every 60 days until 

the Local Emergency is terminated. The Local Emergency must be terminated by resolution as soon as 

conditions warrant.  

The Proclamation of a Local Emergency provides the governing body with the legal authority to: 

 Request the Governor proclaim a State of Emergency, if necessary 

 Promulgate or suspend orders and regulations necessary to provide for the protection of life 

and property, including issuing orders or regulations imposing a curfew within designated 

boundaries 

 Exercise full power to provide mutual aid to any affected area in accordance with local 

ordinances, resolutions, emergency plans, or agreements 

 Request state agencies and other jurisdictions to provide mutual aid 

 Require the emergency services of any local official or employee 

 Requisition necessary personnel and materials from any local department or agency 

 Obtain vital supplies and equipment; and, if required, immediately commandeer the same for 

public use 

 Impose penalties for violation of lawful order 

 Conduct emergency operations without incurring legal liability for performance, or failure of 

performance (Article 17 of the Emergency Services Act provides for certain privileges and 

immunities) 

Proclamation of a State Emergency:  

The Governor proclaims a State of Emergency based on the formal request from the City Council and 

the recommendation of the California Office of Emergency Services. If conditions and time warrant, 

the Governor drafts and signs a formal State of Emergency Proclamation. The Governor has expanded 

emergency powers during a proclaimed State of Emergency. The Governor: 

 Has the right to exercise police power as deemed necessary, vested in the State Constitution 

and the laws of California within the designated area 

 Is vested with the power to use and commandeer public and private property and personnel, 

to ensure all resources within California are available and dedicated to the emergency when 

requested 

 Can direct all state agencies to utilize and employ personnel, equipment, and facilities for the 

performance of any and all activities designed to prevent or alleviate the actual and threatened 

damage due to the emergency. Can also direct them to provide supplemental services and 
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equipment to political subdivisions to restore any service to provide for the health and safety 

of the residents of the affected area. 

 May make, amend, or rescind orders and regulations during an emergency and temporarily 

suspend any non-safety-related statues, ordinances, regulations, or rules that impose 

restrictions on emergency response activities. 

Proclamation of a State of War Emergency 

In addition to a State of Emergency, the Governor can proclaim a State of War Emergency whenever 

California or the nation is attacked by an enemy of the United States, or upon receiving a warning 

from the federal government indicating that such an enemy attack is probable or imminent. The 

powers of the Governor granted under a State of War Emergency are commensurate with those 

granted under a State of Emergency. 

 

3.1.4 Presidential Declarations 

 

When it is clear that State capabilities will be exceeded, the Governor can request federal assistance, 

including assistance under the Robert T. Stafford Disaster Relief and Emergency Assistance Act 

(Stafford Act). The Stafford Act authorizes the President to provide financial and other assistance to 

state and local government, certain private nonprofit organizations, and individuals to support 

response, recovery, and mitigation efforts following Presidential Emergency or Major Disaster 

declarations. 

Declaration of Emergency or Major Disaster: The President of the United States can declare an 

Emergency or Major Disaster under the Robert T. Stafford Disaster Relief and Emergency Assistance 

Act (41 USC §5121 et seq.). This also allows the president to provide federal government resources to 

support the States’ response and recovery activities. While Presidential Declarations under the 

Stafford Act release federal resources and funding to support response and recovery, federal agencies 

may also provide assistance under other authorities or agreements that do not require a Presidential 

Declaration. 

 

3.1.5 Emergency Management Response Levels  

 

The City Emergency Operations Plan will be activated when an emergency occurs or threatens to 

exceed normal day to day capabilities to adequately respond to and mitigate an incident(s). The scope 

of an emergency, rather than the type, will determine whether the Emergency Operations Plan and 

Emergency Operations Center will be activated, and to what level. 

172

Section 7, Item A.



INTRO PURPOSE 
CONCEPT OF 

OPS 

ORG 

ASSIGNMENTS 

DIRECTION, 

CONTROL 
COMS INFORMATION 

ADMIN, 

FIN & LOGS 

PLAN 

DEVELOPMENT  
EOC OPS 

 

 30 Table of Contents 

For planning purpose, the California Office of Emergency Services has established three EOC 

activation “levels” which the City follows. The table below defines those levels: 

 

Activation  

Level 
Detail Event or Situation 

Minimum  

Staffing 

Three 

Level Three is a minimum 

activation. This level may be 

used for situations which 

initially only require a few 

people 

 Events with potential impacts on 

the health & safety of the public 

and/or environment 

 Weather Alerts 

 Incident involving 2+ departments 

 Low risk planned event 

 Wind or rainstorm 

 Power outage and Stage 1 & 2 

emergencies 

1. EOC Director 

2. Other Designees 

(Such as Section 

Coordinators,) 

Two 

Level Two activation is 

normally achieved as an 

increase from Level Three or a 

decrease from Level One. This 

activation level is used for 

emergencies or planned 

events that would require 

more than a minimum staff 

but would not call for a full 

activation/staffing 

 Two or more large incidents 

involving 2 or more departments 

 Major wind or rain 

 Major scheduled event 

 Large scale power outage and 

Stage 3 power emergencies 

 Hazardous Material Incident 

involving large scale or possible 

large-scale evacuations 

1. EOC Director 

2. Section 

Coordinators 

3. Branches & Units 

as appropriate 

4. Liaison/Agency 

Representatives as 

appropriate 

5. Public Information 

Officer 

One 

Level One activation involves 

a complete & full activation of 

all organizational elements & 

staffing. Level One would be 

the initial activation for any 

major emergency requiring 

acute State help. 

 Major County/City or Regional 

emergency, multiple departments 

with heavy resource involvement 

1. All EOC as 

appropriate 

Table 2: EOC Activation Levels 

3.1.6 Sequence of Events 

 

Disasters involve two key sequences of events: one for response and the other for emergency 

proclamations. The response sequence focuses on saving lives, protecting property, and preserving 

the environment. It entails deploying response teams, activating emergency management 

organizations, and coordinating across government levels. The emergency proclamation sequence 
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outlines steps to gain expanded emergency authorities and request state and federal disaster 

assistance. 

3.1.6.1 Before Impact 

 

Before any emergency, the City prioritizes preparedness activities like plan development, personnel 

training, exercises, public education, and resource arrangements. The City maintains readiness by 

keeping communication systems, warning systems, and the Emergency Operations Center (EOC) 

prepared at all times. 

Before Impact Activities: 

1 Routine Monitoring: Constant monitoring for alerts, watches, and warnings to identify threats. 

2 Increased Readiness: Actions to enhance agency readiness, including briefings, plan reviews, 

information dissemination, and system testing. 

3 Pre-Impact: Actions taken when a disaster is highly likely, involving activation of warning 

systems, resource mobilization, and evacuation. 

 

Proclaiming and Emergency:  

In cases where an emergency surpasses the City's capability to control effectively, the City Council or 

City Manager (if the Council is not in session) can proclaim a local emergency. 

3.1.6.2 Immediate Impact 

 

During this phase, the focus is on controlling the situation, saving lives, and minimizing disaster 

effects. Actions include alert and notification, resource mobilization, incident response, establishing 

incident command, and activation of Emergency Operations Centers (EOCs) at various levels. 

Immediate Impact Activities: 

1 Alert and Notification: Informing response agencies and mobilizing first responders. 

2 Resource Mobilization: Activating and mobilizing response resources. 

3 Incident Response: Coordinated response within the City. 

4 Establishing Incident Command: Organizing on-scene command structures. 

5 Activation of Coordination Systems: Coordinating resources through Multiagency Coordination 

Systems and EOCs. 

6 Local, Operational Area, Regional EOC Activation: Activating EOCs based on the incident's 

magnitude or need for coordination. 
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State and Federal Involvement: 

1 State Level Field Teams: Deployed to provide situation reports to Regional EOC. 

2 State and Federal EOC Activation: Activation for monitoring, resource processing, and 

interstate coordination. 

 

3.1.6.3 Sustained Operations 

 

As the emergency persists, ongoing assistance is provided to affected individuals, and efforts focus on 

preventing secondary damage. Mutual aid and activities such as search and rescue continue. 

 

3.1.6.4 Transition to Recovery 

 

Following initial and sustained operational priorities, the transition to recovery involves damage 

assessment, opening assistance centers, performing hazard mitigation surveys, and planning for 

future emergencies. 

 

Recovery Activities: 

1 Local Assistance Centers (LAC): Opened to provide services and resource referrals. 

2 Joint Field Office (JFO): Coordinated with FEMA for federal support. 

3 Demobilization: Resources are demobilized, ensuring safe return and compliance with mutual 

aid provisions. 

 

This structured approach ensures effective response and recovery, emphasizing coordination and 

resource utilization at all levels. 
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The sequence of activities occurring for the emergency response and proclamation process is 

illustrated below: 

 

FIGURE 6: Response Phase Sequence of Events 
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3.2 Recovery 

 

After a disaster, citizens often have specific needs that must be addressed before resuming their pre-

disaster lives. Key recovery services include assessing damages, restoring essential services, repairing 

infrastructure, and providing mental health support. Recovery unfolds in two phases: short-term and 

long-term. 

 

3.2.1 Short-Term  

 

Short-term recovery operations commence during the response phase but may last for weeks. These 

activities focus on stabilizing the situation, restoring services (electricity, water, and sanitary systems), 

implementing critical infrastructure recovery plans, initiating community restoration planning, and 

addressing debris threatening public health. For federally declared disasters, the Federal Emergency 

Management Agency (FEMA) may establish Disaster Assistance Centers to aid victims in accessing 

grants, loans, and benefits. The City, in collaboration with the American Red Cross, may offer 

temporary shelter for disaster victims. 

 

3.2.2 Long-Term  

 

Long-term recovery extends short-term efforts and centers on comprehensive community restoration. 

The duration varies based on the disaster's severity.  

 

Activities include: 

 Reconstruction: Rebuilding facilities, infrastructure, and technology systems for full 

operational restoration. 

 Community Planning: Developing long-term housing plans and land-use legislation to foster 

recovery. 

 Assistance Programs: Supporting displaced families with financial aid, social services, and 

health services. 

 Economic Restoration: Rebuilding the local economic system. 

 Mitigation Integration: Incorporating mitigation strategies into recovery efforts. 

 Cost Documentation: Documenting disaster-related costs for state and federal 

reimbursement. 
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These recovery phases ensure a structured and sustained approach to rebuilding communities after a 

major disaster, addressing immediate needs and fostering long-term resilience. 

 

3.3 Continuity 

 

Continuity of Operations and Government is a critical aspect of the city's emergency management 

strategy, ensuring that government functions persist during and after a major emergency or disaster. 

Preserving essential government operations, including the continuity of lawfully constituted authority, 

is a primary responsibility. 

In the aftermath of a major disaster, which could result in significant loss of life, property, and key 

government officials, maintaining law and order becomes crucial. The ability to sustain government 

services is imperative during the reconstruction period. Local government units must continue 

functioning to preserve order and provide necessary services. 

Authority for the continuity and preservation of State and local government is derived from relevant 

portions of the California Government Code and the State Constitution, including: 

 Continuity of Government in California (Article IV, Section 21 of the State Constitution) 

 Preservation of Local Government (Article 15 of the California Emergency Services Act) 

 Temporary Seat of State Government (Section 450, Title 1, Division 3, Chapter 1 of the 

Government Code) 

Key authorities within Sections 8635 through 8643 of the Government Code include provisions to: 

 Ensure the continued functioning of political subdivisions by preserving and continuing 

(City and County) government operations in case of an enemy attack or a statewide State of 

Emergency or Local Emergency. 

 Authorize political subdivisions to plan for succession of officers (department heads) 

responsible for law and order and/or health and safety. 

 Empower governing bodies to appoint standby officers for each member of the governing 

body and the Chief Executive in case of a State of War Emergency, State of Emergency, or Local 

Emergency. Standby officers, residents or officers of a different subdivision, take the same oath 

as regular officers. 

 Direct standby officers to report ready for duty at the designated place in the event of an 

emergency. 
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 Mandate local governing bodies to convene promptly when a State of War Emergency, State 

of Emergency, or Local Emergency occurs, at a location outside the political subdivision if 

necessary. 

These measures ensure the resilience and functionality of government operations during challenging 

circumstances. 

In the City of Kerman, the City Manager has designated the following order of succession: 

1 Chief of Police (1st Alternate) 

2 Director of Public Works (2nd Alternate) 

The alternate seat of government is: 

The Kerman Community Center 

15101 W. Kearney Blvd. 

Kerman, CA 93630 

 

Preservation of Vital Records 

Vital records are defined as those records that are essential to: 

1 Protect the rights and interests of individuals (ie: vital statistics, land and tax records, license 

registers and articles of incorporation) 

2 Conduct emergency response and recovery operations (ie: utility system maps, location of 

emergency supplies and equipment, EOP and personnel rosters) 

3 Reestablishing normal governmental functions (ie: charter, ordinance, court records and 

financial records) 

Each level of government down to the departmental level is responsible for designating a custodian 

for vital records, and ensuring the vital records storage and preservation is accomplished. 

The City Clerk is the designated custodian of vital records. After the City Clerk, the Director of Finance 

is responsible for vital records. 
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4 Organization and Assignment of 

Responsibilities 
4.1 Use of SEMS, NIMS, and ICS 

 

The city's emergency response relies on the Standardized Emergency Management System (SEMS), 

the National Incident Management System (NIMS), and the Incident Command System (ICS). These 

frameworks ensure consistency with the National Response Framework and coordination with other 

partners in Fresno County. The plan outlines the city's organizational structure, departmental roles, 

and responsibilities during Emergency Operations Center (EOC) activation. 

 

4.2 Role of Elected Official  

 

Local elected officials play a crucial role in providing leadership and policy guidance before, during, 

and after disasters. Their support during an emergency is vital, focusing on empowering first 

responders and EOC staff. This includes facilitating communication with other agencies, declaring 

emergencies, issuing orders, and ensuring a coordinated and accessible message to the public. In the 

aftermath, elected officials transition to a leadership role, supporting recovery, enforcing codes and 

regulations, and identifying opportunities for rebuilding. 

 

4.3 Role of City Departments  

 

In the event of an Emergency Operations Center activation, each City department is responsible to 

support emergency response and recovery objectives and taking the lead regarding the emergency 

function to which they have been assigned. The departments also provide representatives to the EOC 

to coordinate people, resources, and information to manage an incident that occurs in the City, and to 

communicate emergency efforts between departments and/or jurisdictions.  

Designated department representatives are trained in emergency management and response 

operations. In addition, these representatives have assigned successors to support EOC staff in the 

event of extended operations. The sections below outline the designated responsibilities for each of 

the City departments.  
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City Manager’s Office. The executive staff in the City Manager's Office takes charge of policy-level 

decisions related to incident management. The City Manager, or their designate, oversees all EOC 

operations, including policy formation, expenditure authorization, and coordination with external 

entities. They also appoint a Public Information Officer (PIO) to ensure accurate information reaches 

the public and media. During recovery, the office transitions to the Recovery Coordination Group, 

supporting redevelopment efforts. Additionally, they manage City personnel and volunteers, handle 

workers' compensation, and oversee volunteer management. This office may staff the Personnel 

Branch and the Communications Unit, along with other critical EOC positions as needed. 

Community Development Department. The Community Development Department shoulders 

responsibilities related to public assets and infrastructure evaluation and damage assessment, GIS 

support, and administration of evaluations and permits in the recovery process. Representatives from 

Community Development lead the Planning Section and may serve in various EOC sections and 

branches as needed. 

Finance Department. The Finance Department oversees all expenditures related to emergency 

management and response operations, including tracking and documentation necessary for recovery 

reimbursement. It provides representatives to staff the Finance Section and Logistics Section in the 

EOC, ensuring financial protocols are followed during emergency operations; and resources are made 

available inclusive of critical IT infrastructure. 

Community Services Department (Parks and Recreations). The Community Services Department is 

responsible for supporting mass care operations, the Community Services Department mobilizes and 

deploys personnel and resources for shelter operations. It manages shelter facilities, coordinates with 

organizations like the American Red Cross, and reports damage assessment information related to 

park facilities. In addition, the department also serves in a primary role for the provision of services for 

people with access and functional needs (PAFN) during an emergency. 

 

North Central Fire Protection District. The Fire Protection District is responsible for fire and medical 

operations within the city. It responds to immediate threats, provides support for emergency 

operations, and coordinates with other agencies. A Fire Protection District representative is appointed 

to serve in the Fire Branch of the Operations Section in the EOC. 

Police Department. The Police Department is responsible for law enforcement operations and 

terrorism prevention within the city. It responds to immediate threats, provides support for 

emergency operations, and coordinates with other agencies. A Police Department representative is 

appointed to serve in the Law Branch of the Operations Section in the EOC. 
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Public Works Department. The Public Works Department plays a multifaceted role, including 

damage assessment, critical infrastructure restoration, debris management, transportation, 

evacuation, and general logistics operations. It also manages flood services and coordinates with the 

EOC and other agencies during emergency restoration efforts. 

 

EOC, DOC and Responder Personnel. While this Emergency Operations Plan primarily focuses on 

the City's organizational response, all city employees with responsibilities for emergency functions are 

encouraged to have a personal and family preparedness plan. Employees reporting to the EOC, a 

department operations center (DOC), or field response operations should prioritize personal and 

family preparedness to ensure their availability during emergency situations. 

 

Department Management Plans & Intel Operations Logistics Fin & Admin 
Recovery 

Group 

City Manager’s 

Office  
  

 
 

 

Community 

Development 

Department 

 
 

    

Finance 

Department 
   

  
 

Community 

Services 

Department 

(Parks and 

Recreations) 

  
 

   

North Central 

Fire Protection 

District 

  
 

   

Police 

Department 
  

 
   

Public Works 

Department 
  

 
   

Table 3: City Department Mapping to EOC Sections 
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4.4 Role of the Private Sector 

 

4.4.1 Contracted City Services 

 

In the event of an Emergency Operations Center activation, each contract city service partner is 

responsible to support emergency response and recovery objectives and taking the lead regarding 

the emergency function to which they have been assigned. At a minimum contract City service 

partners will either provide a representative to the City EOC or provide a contact number for their 

Business Operations Center to coordinate people, resources, and information in order to manage an 

incident that occurs in the City, and to communicate emergency efforts between their organization 

and the City.  

4.4.2 Residents 

 

Residents are primary beneficiaries of the emergency management system but also play a crucial role. 

Before an emergency, they should undergo training, maintain supplies, and prepare for evacuation or 

shelter-in-place. Residents can join volunteer programs, such as Community Emergency Response 

Teams, and follow authorities' directions during emergencies. 

 

4.4.3 Population with Access and Functional Needs 

 

Populations with access and functional needs include those members of the community that may 

have additional needs before, during and after an incident in functional areas, including but not 

limited to maintaining independence, communication, transportation, supervision, and medical care. 

Individuals in need of additional response assistance may include those who: 

 Have disabilities – temporary and/or lifelong 

 Live in assisted living settings 

 Are elderly 

 Are unaccompanied children 

 Are from diverse cultures 

 Have limited English proficiency or a non-English speaking 

 Have sight or hearing losses (impairments) 

 Are transportation disadvantage; or 

 Other situations that would require assistance 
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Lessons learned from recent emergencies concerning people with disabilities and older adults have 

shown that existing paradigm of emergency planning, implementation and response must change to 

meet the needs of these groups during an emergency. These lessons show four areas that are 

repeatedly identified as most important to people with disabilities and older adults: 

 Communications and Public Information: Emergency notification systems must be accessible 

to ensure effective communication for people who are deaf/hard of hearing, blind/low vision, 

or deaf/blind 

 Evacuation and Transportation: Evacuation plans must incorporate disability and older adult 

transportation providers enable the movement of people with mobility impairments and those 

with transportation disadvantages 

 Sheltering: Care and shelter plans must address the access and functional needs of people 

with disabilities and older adults to allow for sheltering in general population shelters 

 Americans with Disabilities Act: When shelter facilities are activated, the State will work with 

local officials to ensure they accommodate the provisions of the Americans with Disabilities Act 

 

4.4.4 At Risk Individuals 

 

Another perspective is to consider the needs of people who are not in contact with traditional 

emergency service providers. These people may feel they cannot comfortably or safely access and use 

the standard resources offered in preparedness, response, and recovery. These include, but are not 

limited to individuals who are: 

 Homeless 

 Without transportation 

 Out of hearing range of community alert sirens/systems 

 Without radio or television to know they need to take action 

 Without access to telephones 

 Visiting or temporarily residing in an impacted region 

 Not familiar with available emergency response and recovery resources 

 Limited in their understanding of English 

 Geographically or culturally isolated 

 

4.4.5 Businesses 

 

Most of the City’s critical infrastructure is owned and maintained by businesses and must be 

protected during a response to ensure a quick and complete recovery from an emergency. These 
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same businesses provide valuable resources before, during and after an emergency, as well as play a 

critical role in meeting the needs of those impacted by an emergency. They coordinate with 

governments to integrate emergency plans, follow hazard-specific plans, and develop comprehensive 

business emergency plans covering employee safety, business continuity, and cooperation with local 

emergency management. 

 

4.4.6 Volunteer Organizations 

 

The City recognizes the value and importance of organizations that perform voluntary services in their 

community. These organizations have resources, which can augment emergency response and 

recovery efforts. Some examples of voluntary organization are the following: 

 American Red Cross 

 Community Emergency Response Team within the City or County 

 Amateur Radio Groups within the City or County 

 

4.4.7 Public-Private Partnerships 

 

The private sector provides valuable assistance and resources to support emergency response and 

recovery activities. The goal of the Public-Private partnership is to advise on: 

 Appropriate agreements to provide for quick access to emergency supplies and essential 

services to minimize the need to stockpile such supplies during normal times 

 Logistic measures required to quickly deliver needed supplies and services to affected areas 

 Methods to utilize non-profit and private sector capabilities to increase the surge capacity of 

local agencies responding to emergencies 

 Methods to promote the integration of the non-profit and private sectors into the emergency 

services system so that people can be better informed and prepared for emergencies 

 Systems that aid business and economic recovery after an emergency 
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5 Direction, Control and 

Coordination 
5.1 Direction and Control 

 

In managing events surpassing field responders' capacity, the City holds the responsibility for 

coordinating resources, strategies, and policies. Tactical control remains with field Incident 

Commanders. The City Manager, operating through the Emergency Operations Center (EOC), directs 

and controls multi-departmental and multi-jurisdictional resource coordination. Policy decisions may 

be made by the EOC Manager/Director, staffed by the City Manager or designee. 

 

5.2 Coordination 

 

The City's Emergency Operations Center coordinates resource requests from the field and other 

jurisdictions. If demand exceeds supply, the EOC prioritizes resource allocation. If city resources are 

insufficient, requests escalate to the Operational Area Emergency Operations Center, which, if needed, 

coordinates with the Inland  Regional Emergency Operations Center. The Regional Emergency 

Operations Center, in turn, collaborates with the State Operations Center. If necessary, the State 

Operations Center may request resources from the Federal Emergency Management Agency and 

other federal agencies. 

 

5.3 Multi-Entity/Jurisdiction Coordination and Mutual Aid  

 

Operational Area Coordination: When an incident overwhelms City resources, additional support is 

sought from various entities and jurisdictions. Following the Standardized Emergency Management 

System (SEMS), requests for assistance are made through the operational area. For state and federal 

support, the operational area collaborates with the Regional Emergency Operations Center, adhering 

to SEMS, NIMS, and ICS structures. 

Coordinating with External Partners: City representatives in the EOC ensure external partners, 

including private companies and non-profit organizations, operate within the city EOC's designated 

organizational structure. Coordination procedures for new partners are determined by the City EOC 

Manager/Director. 
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Mutual Aid: California's emergency assistance relies on a statewide mutual aid system. The California 

Disaster and Civil Defense Master Mutual Aid Agreement (MMAA) obligates signatory entities to 

provide aid during emergencies. Four approved Mutual Aid Systems cover Fire and Rescue, Law 

Enforcement, Coroner, and Emergency Management. Informal mutual aid extends to Public 

Information, Medical and Health, Communications, Transportation Services, Facilities, Hazardous 

Material Mutual Aid System, Volunteer and Private Agencies. California's six mutual aid regions 

facilitate coordination and resource sharing within multiple Operational Areas. 

A map of the Regions is shown in Figure 7: California Mutual Aid Regions. The City of Kerman, is 

located in Mutual Aid Region V. 

Mutual Aid Coordination: 

Formal mutual aid requests 

follow specified procedures. 

Requests move through 

discipline-specific chains, such 

as fire or law enforcement, 

from one level of government 

to the next. The mutual aid 

coordinator processes 

requests and coordinates 

resources within their area. If 

resources are unavailable, the 

request is forwarded to the 

next higher level of 

government. Requests can 

originate from the Field Level, 

Local Government, 

Operational Area, Region, or 

State Level, depending on the 

scope and nature of the 

incident. Coordination ensures 

efficient resource allocation 

and response across 

jurisdictions 

 

 

Figure 7: California Mutual Aid Regions 
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Figure 8: Flow of Requests and Resources 
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5.4 NIMS, SEMS, and ICS 

 

Emergency management operations in the City adhere to the principles outlined by the National 

Incident Management System (NIMS), Standardized Emergency Management System (SEMS), and 

Incident Command System (ICS). These frameworks establish the groundwork for all emergency 

operations, offering a flexible organizational structure adaptable to incidents of any size, scope, or 

impact. This local plan aligns with and supports the Fresno County and Operational Area Response 

Plan. 

The City manages internal operations per this plan, collaborating with county operations when 

necessary. The City EOC is organized into sections: Management Staff, Operations Section, Planning 

Section, Logistics Section, and Finance Section. 

NIMS (National Incident Management System): NIMS, established by FEMA, serves as the national 

standard for incident management operations. Adopted by the City through resolution, NIMS ensures 

a standardized incident management system. ICS, within NIMS, defines the organizational structure 

for emergency management operations. Compliance with NIMS and ICS standards is crucial for 

federal reimbursement eligibility for emergency-related costs. 

SEMS (Standardized Emergency Management System): Adopted by the City based on California 

emergency management standards, SEMS manages multi-agency and multi-jurisdictional responses. 

It facilitates communication and coordination across all system levels. SEMS is mandatory for local 

public agencies, as per California Government Code § 8607, to be eligible for state reimbursement. 

Both NIMS and SEMS details can be accessed on FEMA's website and the California Office of 

Emergency Services (CalOES) website, respectively. 

These systems, along with ICS, are integral components of the broader national emergency response 

structure. They address the need for a unified and coordinated approach at all levels of government, 

private sector, and non-governmental agencies. The National Incident Management System provides 

a consistent framework for incident management, integrating best practices into a nationwide 

approach for various emergencies. 
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National Incident Management System Structure: 

1 Command and Management 

2 Preparedness 

3 Resource Management 

4 Communications and Information Management 

5 Supporting Technologies 

6 Ongoing Management and Maintenance 

Standardized Emergency Management System Organization Levels: 

7 State Level: Coordinates state resources and mutual aid. 

8 Region Level: Manages information and resources within mutual aid regions. 

9 Operational Area: Coordinates information and resources within a county's boundaries. 

10 Local Government (The City): Involves cities, counties, and special districts. 

11 Field Level: Where emergency response personnel and resources operate. 

Standardized Emergency Management System Functions: 

1 Command/Management: Directs and controls resources at the field response level, and 

coordinates emergency policy and management at EOC levels. 

2 Operations: Coordinates jurisdictional operations in response to the emergency. 

3 Logistics: Provides facilities, services, personnel, equipment, and materials. 

4 Planning/Intelligence: Collects, evaluates, and disseminates operational information, prepares 

incident action plans, and maintains situational awareness. 

5 Finance/Administration: Manages financial and administrative aspects of the emergency. 

This structured approach ensures a cohesive and effective response to incidents, aligning local, 

regional, and state efforts for comprehensive emergency management. The table below provides a 

comparison of Standardized Emergency Management Functions between the field and the Emergency 

Operations Center. 
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SEMS Function Field Level EOCs 

Command / 

Management 

Command is responsible for directing, 

ordering and/or controlling resources 

Management is responsible for 

facilitation of overall policy, 

coordination, and support of the 

incident 

Operations 

The coordinated tactical response of all 

field operations in accordance with the 

Incident Action Plan 

The coordination of all jurisdictional 

operations in support of the response 

to the emergency in accordance with 

the Emergency Center Action Plan 

Planning & 

Intelligence 

The collection, evaluation, 

documentation, and use of intelligence 

related to the incident 

Collecting, evaluating, and 

disseminating information and 

maintaining documentation relative to 

all jurisdiction activities 

Logistics 

Providing facilities, services, personnel, 

equipment, and materials in support of 

the incident 

Providing facilities, services, personnel, 

equipment, and materials in support of 

all jurisdictional activities as required 

Finance & 

Administration 

Financial and cost analysis and 

administrative aspects not handled by 

the other functions 

Responsible for coordinating and 

supporting administrative and fiscal 

consideration surrounding and 

emergency incident 

Table 4: Field and Emergency Operation Center Comparison  
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6 Communication 
City Emergency Operations Center (EOC): In response to emergencies or potential threats, the City 

EOC establishes communication channels with various entities, including field responders, 

department-level personnel, media, and external agencies. Communication tools such as telephones, 

cell phones, radios, email, and internet applications (e.g., WebEOC) are utilized for direct 

communication. 

The City EOC can connect with the Operational Area (OA) EOC to access the State OASIS satellite 

system. OASIS supports operational area entities by enabling direct satellite communication with the 

State’s Regional EOC (REOC) and the State Operations Center (SOC). OASIS voice transmission 

functions like a standard telephone, while data transmission resembles a computer modem. 

City Operations and Responders: In the field, City operational staff employ interoperable 

communications using radios to facilitate interaction with all responding departments and City 

entities. If necessary, alternative communication methods such as cell phones, text messaging, email, 

and amateur radio may be utilized. The interoperable radio system allows for seamless 

communication between Department Operations Centers (DOCs), EOCs, and the Incident Command 

Post (ICP) near the emergency site. DOCs and dispatch centers for private entities, like private EMS 

providers, maintain communication with the City EOC during activation. 

Notification and Warning: Apart from effective communication, the government must employ 

efficient warning systems to alert and inform affected or at-risk populations during emergencies. The 

City utilizes Notify Me, a subscription based mass notification system that provides emergency alert 

notifications by phone, email, or text to keep citizens informed of emergencies such as evacuation 

notices, utility outages, water main breaks, fire or floods, chemical spills, or other emergency 

situations. Additional methods, such as special broadcasts or using public address systems while 

moving through streets, may also be employed to notify and warn citizens. Police and Fire 

departments may disseminate emergency warnings to individuals unreachable through primary 

warning systems. 
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7 Information Collection, Analysis 

and Distribution 
Before an Incident: 

Information, often sourced from weather reports, NOAA alerts, levee monitoring data, crime reports, 

and credible threats, is crucial before an incident. This data aids in EOC activation, preparing 

emergency personnel, and informing the city population. Advanced information enhances 

preparedness, helping size responder and resource needs. It also facilitates notifying and supporting 

individuals in harm’s way, reducing potential harm. 

During an Incident:  

Information gathered during incidents guides emergency decisions. Collected from various sources 

like field responders, DOCs, private entities, media, social media, and community members, it 

undergoes analysis, rumor control, and documentation by EOC sections. Documentation is shared 

with the Situation Unit in the Planning Section, contributing to the EOC Action Plan. Action Plans 

outline objectives, priorities, and task assignments, involving the EOC Director, Section 

Chiefs/Coordinators, and relevant staff. 

Action Plans are verbal initially, applicable for short, limited-scope incidents. A written plan is required 

for broader responses, involving multiple agencies, spanning operational periods, or with fully staffed 

EOC functions. Plans address specific operational periods, regularly reviewed, and revised as needed. 

The Planning Section Chief/Coordinator, with input from EOC Manager/Director and Operations 

Section Chief/Coordinator, establishes planning and information dissemination schedules. Meetings 

may vary in frequency based on operational levels. Situation status reports and Action Plans are 

shared through scheduled meetings, OASIS, radio, telephone, email, internet, or fax. Regardless of 

communication method, data verification is crucial, with unverified data clearly designated. 

The City uses EOC forms for recording and reporting information. 

After an Incident:  

Information collected during emergency operations is documented by the Planning Section. This data 

aids in post-emergency recovery, developing a history of actions and expenditures. It contributes to 

after-action reports documenting effective practices, tools, training needs, and areas for program 

enhancement. Various agencies collect information on social and economic impacts, relief support, 

and ongoing recovery operations. 
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Emergency Public Information:  

Emergency Public Information is a top priority during emergencies. The City government ensures 

accurate and timely information dissemination about conditions, threats, and protective measures. 

Centralized and coordinated Emergency Public Information function avoids conflicts and confusion 

among jurisdictions, agencies, and organizations involved. 
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8 Administration, Finance and 

Logistics 
8.1 Administration 

 

Emergency management operations supporting administration, finance, and logistics are primarily 

conducted in the Logistics and Finance Sections of the EOC, providing for the following: 

 Track and document expenses 

 Document all actions taken during emergency operations 

 Procure necessary equipment, resources, and additional support 

 Track and document city employee working hours 

 Manage continuity of operations (COOP) for the city 

 Develop staff rotation schedules for extended operations 

 Manage compensation and claims related to emergency operations 

 Track and document the deployment and utilization of resources 

 Manage additional staff and volunteers to support emergency operations 

 Manage financial and in-kind donations 

 Oversee and manage information technology components and issues as they arise 

 Other actions as appropriate 

 

8.1.1 City Emergency Operations Policy Statement 

 

Limitations: The plan serves as a guideline due to unpredictable outcomes in emergency response. 

Day-to-day functions may be suspended, and employees redirected to support emergency tasks. 

Suspension of Routine Activities and Availability of Employees: Routine activities may be 

suspended during emergencies, and employees not assigned disaster-related duties may be made 

available to augment departmental work. 

Households of Emergency Response Personnel: Employees on disaster response duties are 

encouraged to make arrangements for checking on their families, enhancing their efficiency during 

emergencies. 

Non-Discrimination: All local activities will be carried out in accordance with federal 

nondiscrimination laws. It is the City’s policy that no service will be denied on the basis of race, 
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religion, national origin, age, sex, marital status, veteran status, sexual orientation, or the presence of 

any sensory, mental, or physical disability. 

Citizen Preparedness: The plan emphasizes individual responsibility, expecting citizens to be aware 

and prepared for emergencies, as City resources may be initially overwhelmed. 

 

8.1.2 Disaster Service Workers 

 

Under California Government Code, Section 3100-3109, all public employees are obligated to serve as 

Disaster Service Workers. Public employees (civil service) are all persons employed by any City, 

County, State agency or public district in the State of California. Disaster Service Workers provide 

services and support during declared emergencies or disasters. 

In the event of a major emergency or disaster, City employees may be called upon to perform certain 

duties in support of emergency management operations, such as: serve in a position in the 

Emergency Operations Center, support shelter operations, or work at a logistics base in the field. 

 City employees may be required to work at any time during a declared emergency and may be 

assigned to disaster service work 

 Assignments may require service at locations, times and under conditions other than normal 

work assignments 

 Assignment may include duties within the Emergency Operation Center, in the field or at 

another designated location 

Under no circumstances will City employees that do not usually have a response role in their day-to-

day responsibilities be asked to perform duties or functions that are hazardous, that they have not 

been trained to perform or are beyond their recognized capabilities. 

 

8.1.3 Documentation 

 

The Emergency Operations Center Finance/Administration Section will be responsible for maintaining 

records on damage assessment expenditures, recovery cost expenditures, insurance related 

documents, personnel overtime and other cost associated with the emergency.  

The Emergency Operations Center Planning Section will maintain copies of documents that are 

integral to Emergency Operation Center functions such as Emergency Operation Center Action Plans, 

Situation Status Logs, Position Logs etc. that together make up the history and chronology of the 

emergency events.  
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8.2 Finance 

 

In the case of a major disaster, the Emergency Operations Center will support county, state, and 

federal entities with cost recovery efforts, if requested and as able. City citizens may benefit from the 

Small Business Administration, and the City may benefit from the State and/or the Federal Emergency 

Management Agency Public Assistance Program. The City may assist the citizenry with public service 

announcement regarding available unemployment benefits, worker’s compensation, and insurance 

benefits. 

 

8.2.1 Expenditure Tracking 

 

The city may be reimbursed for insurance, state and/or federal sources for disaster-related expense. 

The purpose of this section is to provide guidance on the record keeping requirements for claiming 

such expenses. 

 

8.2.2 Eligible Expenses 

 

Eligible costs are extraordinary costs incurred while providing emergency services required by the 

direct impact of a declared disaster and which service is the responsibility of the applicant agency. 

Eligible costs are generally considered to be the net costs over and above any increased revenue or 

subsidy of the emergency service. Ineligible expense includes costs for standby personnel and/or 

equipment and lost revenue. 

 

8.2.3 Recordkeeping Requirements 

 

State and federal governments require detailed information to support claims for reimbursement. 

Funding will be approved or denied based upon the information supplied by applicant agencies. 

Documentation supporting all cost claimed will be required, and all information must relate back to 

individual original source records. The following guidelines should be followed when documenting 

disaster-related reimbursable expenses: 

 Costs and revenue associated with emergency operations should be segregated from normal 

operating expenses 

 Separate records should be maintained for each vehicle and piece of heavy equipment used for 

emergency operations 
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 Vehicles and equipment documentation should include the limes and/or hours operated by 

location and operator 

 Vehicle operating expenses should include fuel, tires, and maintenance 

 Labor costs should be compiled separate from vehicle and/or equipment expenses 

 Equipment documentation should include exactly where the equipment was used and for what; 

hours and minutes used; and the name of the equipment operator if applicable 

 Revenues and subsidies for emergency operations must be subtracted from any costs claimed 

 Requisitions, purchase orders, and invoices must be maintained for all supplies, materials and 

equipment expenses claimed 

 Costs for supplies and materials must include documentation of exactly where resources were 

used and for what purpose 

 All non-competitive procurements must be justified 

Expenditure tracking should commence upon notice or obvious occurrence of a disaster. The 

following section focuses on logistics and resource management, priorities, and requests. 

 

8.3 Logistics 

 

8.3.1 Resource Management 

 

The resource management function describes the system that will be utilized for identifying available 

resources within the City to enable timely, efficient, and unimpeded access to resources needed to 

prepare for, respond to, or recover from an incident. Resource management under the National 

Incident Management System (NIMS) includes mutual aid and assistance agreements, the use of 

special federal, state, territorial, tribal, and local teams, and resource mobilization protocols. This 

function specifically includes the management of personnel for emergency management operations 

and addresses necessary coordination efforts with local jurisdictions to secure necessary support and 

resources. 

 

8.3.2 Resource Priorities 

 

When activated, the City Emergency Operations Center establishes priorities for resource allocation 

during the emergency. All City resources are considered part of a pool, which may be allocated by the 

Emergency Operations Center to fulfill priority missions. Each department retains control of its non-

assigned resources until released for an emergency assignment by the Emergency Operations Center. 
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8.3.3 Resource Requests 

 

Resource requests will be made through one of the following processes:  

 Discipline-specific (usually Fire and Law) mutual aid systems: Request for resources that are 

normally within the inventories of the mutual aid system will go from local coordinator to 

Operational Area Mutual Aid Coordinator to the Regional Mutual Aid Coordinator. 

 All other resource request will be made through the logistics function at each level. 

Resource requests from the City will be coordinated with the Fresno Operational Area Emergency 

Operations Center to determine if the resource is available internally or other more appropriate 

sources located within the Operational Area. Emergency Management Mutual Aid Coordinators at 

each level will keep the Operations Chief informed of the status of resource request and allocations. 

Coordinators at each level will communicate and coordinate with each other to maintain current 

status on resource requests and allocations within the disaster area. 

Resource requests from the City Emergency Operations Center to the Fresno Operational Area 

Emergency Operations Center may be verbally requested and then documented. Available resources 

will be allocated to the requesting local government, if a request for a specific resource exceed the 

supply, the available resources will be allocated consistent with the priorities established through the 

action planning process. The Section Chiefs in the Emergency Operations Center are responsible for 

ensuring that priorities are followed. 

Resource requests for equipment, personnel, or technical assistance not available to the City should 

be coordinated with the Fresno County Emergency Operations Center to the Inland Region Regional 

Emergency Operations Center. Once the request is coordinated, approved and resources deployed, 

planning in coordination with various Operational Branches, is important for tracking the resources.  
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9 Plan Development and 

Maintenance 
This section of the City EOP discusses the overall approach to plan development and maintenance 

responsibilities. 

This plan is developed under the authority of the City Manager’s office in accordance with the City’s 

Emergency Organization who has the primary responsibility for ensuring that necessary changes and 

revisions to this plan are prepared, coordinated, published, and distributed. The City uses the planning 

process prescribed by the Federal Emergency Management Agency and the State of California. This 

Plan and supporting documentation are reviewed and updated on a regular basis. The review and 

updates are coordinated with City Departments, Fresno County and relevant response partners. 

 

The City Manager is responsible for ensuring that necessary changes and revisions to this plan are 

prepared, coordinated, published, and distributed. 

 

9.1 Administrative Practices  

 

Adherence to standard administrative and financial procedures is critical to ensure resources and 

funding to support response and recovery activities are accurately tracked and accounted for. 

Standard administrative and financial practices also support proper cost accounting in order to obtain 

any reimbursement provided through disaster assistance programs.  

The City follows administrative practices required by state law and the SEMS Guidelines in Part III of 

the SEMS Guidelines documents California’s Emergency Management administrative practices. 

 

9.2 Standard Operating Procedures (SOP)  

 

This Plan aligns with county, operational area, and State plans and associated SOPs. Inconsistencies 

with the State Emergency Plan result in the state plan superseding supporting plans. SOPs provide 

details for performing functions uniformly and may be adjusted under threat of disaster, with careful 

consideration and realistic projection of consequences. 

 

 

203

Section 7, Item A.



INTRO PURPOSE 
CONCEPT OF 

OPS 

ORG 

ASSIGNMENTS 

DIRECTION, 

CONTROL 
COMS INFORMATION 

ADMIN, 

FIN & LOGS 

PLAN 

DEVELOPMENT  
EOC OPS 

 

 61 Table of Contents 

9.3 Training and Exercises  

 

All city department personnel that are designated responsible for staffing the EOC are 

required to complete training related to emergency management operations. All 

designated personnel will be provided a copy of this plan and are required to read and 

become familiar with the plan.  

A multi-year training and exercise plan (MYTEP) will be developed and followed that will 

identify and prioritize the levels of training and exercises the City will follow. This MYTEP should, 

as best as possible, align with other trainings and exercises within the operational area to 

ensure practice and integration with OA partners as often as possible.  

Partner jurisdictions and agencies having assigned responsibilities under this plan must ensure 

their assigned personnel are properly trained to carry out identified responsibilities. Individual 

jurisdictions and agencies are responsible for maintaining their own plans, training, and 

program maintenance. 

Additionally, the City may opt to include and have EOC personnel participate in the Cal OES 

EOC credentialing program, which credentials EOC staff in specific EOC positions and helps 

ensure that personnel possess the minimum knowledge, skills, and experience necessary to 

execute emergency management EOC activities safely and effectively. Additional 

information on the Cal OES EOC credentialing program can be found: 

https://www.caloes.ca.gov/cal-oes-divisions/california-specialized-training-

institute/credentialing-certificate-programs/eoc-position-credentialing-program 

Finally, training and exercises involve a variety of scopes, scales, and participation. Training 

can include the following:  

Drills. A drill is a small, organized exercise that tests one specific action, such as evacuation 

of a building, or sheltering-in-place. 

Tabletop exercises. A tabletop exercise is a discussion-based exercise in a low-stress 

environment to discuss a possible emergency scenario. 

Functional exercise. A functional exercise is an activity designed to exercise a single 

function, or multiple functions through the simulation of a realistic scenario. The functional 

exercise is designed to simulate real conditions in the EOC, and as such includes time 

constraints on decision making and, by its nature, allows for a more stressful environment. 

Full-scale exercise. A full-scale exercise is an activity involving multiple agencies, jurisdictions, 

entities, organizations, etc., and exercises multiple functions through the simulation of a 

realistic scenario. This exercise includes the mobilization and utilization of city resources. 
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9.4 Essential Records Retention  

 

Administrative records maintenance is continuous. During an emergency, entities ensure 

documentation is collected, covering personnel activities, equipment use, and emergency 

expenditures. Records are protected and maintained for audit purposes post-response. The Cost Unit 

handles cost recovery records and aids in collecting missing information. Problem areas are identified, 

corrective measures taken, and employees retrained in updated procedures. 

 

9.5 After Action Reports and Corrective Actions  

 

SEMS regulations mandate completing an After-Action Report (AAR) for each Governor-proclaimed 

emergency within 120 days. Additionally, any jurisdiction responding to a Local Emergency with a 

State of Emergency proclamation must submit an AAR to Cal OES within 90 days of the emergency's 

close. Corrective actions, stemming from identified issues in the response or exercises, are crucial. 

Recommendations for improvements, from individual agency plans to system-wide enhancements, 

are tracked to ensure implementation. The AAR includes response actions, SEMS application, plan 

modifications, lessons learned, areas of improvement, best practices, needed training, and recovery 

activities. Findings and recommendations inform updates to the City EOP, with input from all 

personnel involved in the incident or exercise. 
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10 Authorities and References 
FEDERAL 

Authorities  

 Robert T. Stafford Disaster Relief and Emergency Assistance Act of 1988, 42 U.S.C. 5121, et seq., as 

amended 

 Homeland Security Presidential Directive 5, Management of Domestic Incidents, February 28, 2003 

 Homeland Security Presidential Directive 8, National Preparedness, December 17, 2003 

 The Code of Federal Regulations, Title 44, Chapter 1, Federal Emergency Management Agency, 

October 1, 2007 

 Public Law 920, Federal Civil Defense Act of 1950, as amended 

 Public Law 84-99, U.S. Army Corps of Engineers - Flood Fighting 

 Public Law 93-288, Federal Disaster Relief Act of 1974 

 Public Law 107-188, Bio-terrorism Act, June 2002 

 Public Law 107-296, Homeland Security Act, January 2002 

 Executive Order 13228, Office of Homeland Security, October 8, 2001 

 Executive Order 13231, Critical Infrastructure Protection, October 16, 2001 

 Executive Order 13234, Citizens Prepared, November 9, 2001 

 Presidential Decision Directive 39 - U.S. Policy on Counterterrorism, June 1995 

 Presidential Decision Directive 62 - Combating Terrorism, May 1998 

 Presidential Decision Directive 63 – Critical Infrastructure Protection, May 1998 

 National Security Presidential Directive 17 - National Strategy to Combat Weapons of Mass 

Destruction 

References 

 National Response Framework (as revised) 

 National Incident Management System 

 Federal Emergency Management Agency’s (FEMA) Comprehensive Preparedness Guide (CPG) 101: 

Developing and Maintaining Emergency Operations Plans, November 2020, Version 3.0 (draftv0.5) 

 

STATE 

Authorities  

 California Disaster Assistance Act, California Government Code Section 8680 et. seq. 

 California Disaster and Civil Defense Master Mutual Aid Agreement 
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 California Government Code, Title 1, Chapter 4, Division 8, Section 3100 - Disaster Service Workers 

 California Government Code, Title 1, Chapter 4, Division 8, Section 8635 - Continuity of 

Government 

 California Government Code, Title 2, Division 1, Chapter 7 – California Emergency Services Act 

 California Government Code, Title 19, Division 2 – Standardized Emergency Management System 

 California Water Code, § 128-Department of Water Resources - Flood Fighting 

References 

 Standardize Emergency Management System 

 California Disaster Assistance Act 

 California State Emergency Plan, October 1, 2017 (2023 version in Draft) 

 

COUNTY 

Authorities  

 Fresno County Emergency Services Code of Ordinances Chapter 2.68 as amended 

References 

 Fresno County Emergency Plan 2018 

 Fresno County Hazards Mitigation Plan 2018 

CITY 

 City Resolution No. 06-75 adopting the Emergency Operations Plan, Basic Plan and designates the 

City Manager as the Director of Emergency Services 2006 

 City of Kerman, California Municipal Code, Chapter 2.52 Emergency Organization 

 City of Kerman, 2040 General Plan, Section 7-1 Public Health and Safety 
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11 Appendix A – EOC Operations 
11.1 EOC Activation  

The City EOC serves as a central hub for inter-agency coordination and executive decision-making to 

support incident response and recovery operations in Kerman. Its primary goal is to provide a 

centralized location where public safety, emergency response, and support agencies collaborate on 

planning, preparedness, and response activities. The EOC does not directly command on-scene 

response efforts but facilitates coordination through: 

 

1. Collecting, evaluating, and disseminating incident information. 

2. Analyzing jurisdictional impacts and establishing priority actions. 

3. Managing requests, procurement, and utilization of resources. 

 

Decisions made in the EOC are broad in scope, offering general guidance on priorities. Information 

flows through the EOC Manager/Director, while tactical decisions are coordinated by field response 

personnel. The EOC acts as a coordinated link between the Chief Elected Official (CEO) of each 

jurisdiction and the field personnel responsible for executing event priorities. 

 

11.2 EOC Facilities  

 

The main City of Kerman’s EOC is co-located with the North Central Fire Protection District Station 55 

at:  

Address 15850 W. Kearney Blvd 

Kerman, CA 93630 

 

In the event that the North Central Fire Protection District Station is not available the EOC will be 

relocated to the Kerman City Hall at: 

Address 850 S Madera Ave. 

Kerman, CA 93630 
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11.3 Initial Response 

 

Initial field response operations will be carried out by relevant City departments, member jurisdictions, 

volunteer agencies, and segments of the private sector. During these initial response efforts, the focus 

will be on saving lives, protecting property and the environment, gaining control of the situation, and 

minimizing the impact of the emergency. The Incident Command System will be employed to 

effectively manage and control the response operations. 

 

The management of the disaster/event may involve City emergency responders exclusively or may 

include collaboration with other agencies through the mutual aid system. If the resources available at 

the field response level are inadequate to mitigate the situation, the Incident Commander has the 

authority to request the activation of the City Emergency Operations Plan or the Emergency 

Operations Center to provide support for field operations. 

 

Field Reports, generated by incident responders, contain information about the nature, severity, and 

extent of the situation. This information is crucial for assessing the overall impact of the disaster/event 

and determining the appropriate level of response required for the City. 

 

11.3.1 Levels of EOC Activation 

 

The City EOC may be activated as needed to support City emergency operations. The EOC may be 

activated by one of the following: 

• City Manager 

• City Manager designated alternate 

• Upon the request of the City Council/Disaster Council 

• Upon the request of the Field Incident Commander 

The City has developed EOC activation criteria that include conditions based on a hazard analysis as 

well as regulatory requirements. The goal is a rapid EOC activation when it is needed. 

Three levels of activation have been identified that will provide EOC staffing commensurate with the 

coordination needs of varying emergency situations. Table 5: EOC Activation Criteria, contains the 

activation criteria for the City EOC. 
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Activation  

Level 
Detail 

Event 

or Situation 

Minimum  

Staffing 

Three 

 Level Three is a minimum 

activation. This level may be 

used for situations which 

initially only require a few 

people 

 Events with potential impacts 

on the health & safety of the 

public and/or environment 

 Weather Alerts 

 Incident involving 2+ 

departments 

 Low risk planned event 

 Wind or rainstorm 

 Power outage and Stage 1 & 2 

emergencies 

 EOC Director 

 Other Designees 

(Such as Section 

Coordinators,) 

Two 

 Level Two activation is 

normally achieved as an 

increase from Level Three or a 

decrease from Level One. This 

activation level is used for 

emergencies or planned 

events that would require 

more than a minimum staff 

but would not call for a full 

activation/staffing 

 Two or more large incidents 

involving 2 or more 

departments 

 Major wind or rain 

 Major scheduled event 

 Large scale power outage and 

Stage 3 power emergencies 

 Hazardous Material Incident 

involving large scale or 

possible large-scale 

evacuations 

 EOC Director 

 Section 

Coordinators 

 Branches & Units as 

appropriate 

 Liaison/Agency 

Representatives as 

appropriate 

 Public Information 

Officer 

One 

 Level One activation involves a 

complete & full activation of 

all organizational elements & 

staffing. Level One would be 

the initial activation for any 

major emergency requiring 

acute State help. 

 Major County/City or Regional 

emergency, multiple 

departments with heavy 

resource involvement 

 All EOC as 

appropriate 

Table 5: EOC Activation Criteria 

11.3.2 EOC Notification/Personnel Recall 

 

Key personnel will receive notifications of an impending or actual emergency, as well as the activation 

of the Emergency Operations Center (EOC), by the City Manager or Designee. These key city 

personnel reach out and notify support staff. Each City Department assigned a response and recovery 

mission to maintain alert and recall phone trees. 
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If EOC activation becomes necessary, the City Manager or Designee will notify everyone on the EOC 

Recall List and provide directions to the primary EOC. If the primary EOC is unavailable or inaccessible, 

the alternate EOC will be activated. 

The EOC Emergency Recall List includes personnel representing each Standardized Emergency 

Management System (SEMS) function in the Emergency Operations Center, along with other technical 

support employees of the City. Activation of the Emergency Recall List occurs when an emergency or 

disaster affects the City and poses a significant threat to life, property, and/or the environment. 

Maintenance of the Emergency Recall List is overseen by the City Manager’s Office. Activation of the 

Emergency Recall List is carried out by the City Manager or Designee at the request of the: 

 City Manager 

 City Manager designated alternate 

 Upon the request of the City Council/Disaster Council 

 Upon the request of the Field Incident Commander with approval from the City Manager or 

City Manager designated alternate 

 

Notification Implementation begins with the City Manager, and if unreachable, designees are 

contacted until someone assumes the EOC Manager/Director position. Dispatchers provide the EOC 

Manager/Director with a comprehensive status report of the incident or disaster, detailing damage 

sustained, current response actions, resource status, etc. Based on this information, the EOC 

Manager/Director decides which parts of the Emergency Recall List to implement, including activating 

specific sections of the City’s Emergency Operations Center. 

Additionally, the EOC Manager/Director, when appropriate, directly informs the City Council of the 

situation. The EOC Manager/Director may request that dispatchers notify the Operational Area of the 

EOC activation. 

Recalled personnel, upon notification, should inform their families, retrieve their emergency 

operations go bag, and report to the designated City Emergency Operations Center. Preparedness for 

an extended stay is essential, contingent on the nature of the disaster and its expected duration. Each 

department head is responsible for assigning three (3) alternates for each key position and ensuring 

that all designated alternates possess knowledge and training in their EOC-assigned job functions. 
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11.4 EOC Operations 

11.4.1 Summary of EOC Operations 

 

In accordance with State law, the City operates under the Standard Emergency Management System 

(SEMS), categorized as Local Government, one of the five SEMS levels. As the Local Government level, 

the City manages and coordinates information, resources, and priorities within its boundaries, serving 

as the coordination link between the Field Level and the Operational Area. The City, in its role as the 

Local Government, is responsible for: 

 Establishing coordination and communications with Incident Commanders either through 

department operations centers to the EOC, when activated, or directly to the EOC, when 

activated. 

 Using existing mutual aid systems for coordinating fire and law enforcement resources, while 

maintaining the coordination of discipline-specific resources through their established mutual 

aid systems. 

 Establishing coordination and communications between the local government EOC, when 

activated, and any federal, state, or local emergency response agency having jurisdiction within 

the local government's boundaries. 

 Using multi-agency or inter-agency coordination to facilitate decisions for overall local 

government level emergency response activities. 

 

11.5 Emergency Operation Center Protocols  

 

The City EOC serves as a central authority and information hub, facilitating face-to-face coordination 

for personnel making emergency decisions. Key functions include: 

 

 Managing and coordinating emergency operations. 

 Receiving and disseminating warning information. 

 Developing emergency policies and procedures. 

 Collecting and disseminating intelligence to EOC representatives, and, as appropriate, to 

County/Operational Area, State, and Federal agencies or other activated Emergency Operation 

Centers. 

 Preparing intelligence/information summaries, situation reports, operational reports, and other 

necessary reports. 

 Maintaining maps, information display boards, and data related to emergency operations. 

 Continually analyzing and evaluating all data related to emergency operations. 
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 Controlling and coordinating operational and logistical support for departmental resources 

committed to the emergency. 

 Maintaining contact and coordination with support Departmental Operation Centers (DOCs) 

and the Operational Area EOC. 

 Providing emergency information and instructions to the public, making official releases to the 

news media, and scheduling press conferences, as necessary. 

 

Departments with critical response functions may also activate their Departmental Operation Centers 

(DOC) to act as conduits of information between field operations and the EOC. 

 

11.6 Management Organization  

 

The City EOC structure aligns with SEMS regulations, which require local governments to provide five 

functions: management, operations, planning/intelligence, logistics, and finance/administration. These 

functions, detailed in Table 6: SEMS Functions, form the basis for structuring the City EOC 

organization. The organizational structure includes: 

 Representatives from the Operational Area. 

 Mutual Aid Coordinators or their representatives from discipline-specific mutual aid systems. 

 Coordinators for other major functions required for mutual aid and inter-jurisdictional 

coordination. 

 Representatives from other agencies, community-based organizations, the private sector, and 

volunteer service programs, functioning as liaisons between their organizations and the City 

EOC. 

 Other functions as needed to fulfill the local government responsibilities of the lead agency. 
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Primary  

SEMS Function 
Role of Local Government Level 

Management 
Responsible for overall emergency policy and coordination through joint efforts of 

governmental agencies and private organizations 

Operations 
Responsible for coordinating all jurisdictional operations in support of the emergency 

response through implementation of the local government’s action plan. 

Planning/ 

Intelligence 

Responsible for collecting, evaluating, and disseminating information; developing the 

local government action plan in coordination with other functions; and maintaining 

documentation. 

Logistics Responsible for providing facilities, services, personnel, equipment, and materials. 

Finance/ 

Administration 

Responsible for financial activities and other administrative aspects, including 

documenting all costs and expenditures associated with a declared disaster. 

Table 6: SEMS Functions 

 

11.7 Resource Management  

 

Resource requests from the field and city departments, as well as requests to the operational area 

level, follow specific processes: 

 Discipline-specific mutual aid systems handle requests for resources normally within their 

inventories, moving from local coordinator to Operational Area Mutual Aid Coordinator to 

Regional Mutual Aid Coordinator. 

 Other resource requests go through appropriate branches in the Operations Section, which 

then initiate the request through the Logistics Section at each level, emphasizing lateral 

coordination with other EOC functions. 

 Internally, resource requests within the City EOC are coordinated to determine availability 

within City supplies, with allocations based on priorities established through the action 

planning process. 

 Resources not available within the City are requested through the Operational Area level. 

Requests are coordinated internally before moving to the Operational Area level. Functional 

coordinators in Operations and Logistics track resource requests. 
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11.8 EOC Information Management  

 

Within the City EOC, EOC Forms are utilized for written communications between Sections, Branches, 

and Units. These forms facilitate the ordering of disaster/event-related resources and record 

information to be transmitted to other EOC components. While face-to-face communication remains 

essential, EOC Forms ensure a paper trail of critical verbal communication is maintained, if not 

recorded on duty logs. City EOC Forms and other pertinent documents and templates are located in 

the Form and Tools section of this plan. 

 

Acting as the Local Government, the City coordinates emergency activities within its boundaries, 

enhancing, not replacing, any member jurisdiction’s emergency operations. It also serves as the 

communications link between the field and the Operational Area, providing a single point of contact 

for information on the emergency situation, resource needs, and priorities. The transmission of 

information to the Operational Area Emergency Operations Center occurs electronically via the 

Operational Area Response and Recovery System (OARRS), a web-based system serving as the OA’s 

primary tool for reporting status and needs to the OA. 

 

Critical information from the City to the Operational Area EOC is submitted via OARRS on a 

Preliminary Report, Situation Summary, Status Report, and a Flash Report: 

 

 Preliminary Report: Transmits information to the Operational Area Emergency Operations 

Center during the first two hours after an event. 

 Situation Summary: Assesses the emergency, identifying major incidents/problems and 

response and recovery priorities. Used after the first two hours of an event. 

 Status Report: Provides data about the effects of the emergency in several categories. 

Transmitted to the State together with the Situation Summary. 

 Flash Report: Transmits vital and/or time-sensitive information between the State and 

County/Operational Area outside regularly scheduled Situation Summaries and Status Reports. 

 

Resource requests follow specific processes: 

 

 Discipline-specific mutual aid systems handle requests for resources within their inventories, 

moving from Local Coordinator to Operational Area Mutual Aid Coordinator to Regional 

Mutual Aid Coordinator. 

 All other resource requests go through the operations and logistics functions at each level. 
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 Resource requests from jurisdictions within the City are coordinated to determine availability 

from other departments or sources within the City. Mutual Aid Coordinators at each level keep 

Operations Chiefs informed of resource request status and allocations. 

 Resource requests to the Operational Area are usually submitted through CALEOC. Available 

resources are allocated to the requesting local government. If requests for a specific resource 

exceed the supply, available resources are allocated based on priorities established through the 

action planning process, with the Section Chiefs of the Operational Area EOC ensuring priority 

adherence. 

 Resources not available within the Operational Area are requested through the regional level, 

the State's Coastal Region EOC. Resource requests are coordinated internally at the 

Operational Area level before being forwarded to the regional level. The Resource Status Unit 

Leader in the Logistics Section, in coordination with various Operations Branches, is responsible 

for tracking resource requests. 

 

11.9 EOC Action Planning 

 

The City EOC utilizes action plans to establish clear and measurable processes for identifying 

objectives and priorities for an event. Action planning, an essential management tool, involves: 

 

 Identifying priorities and objectives for emergency response or recovery efforts. 

 Documenting priorities, objectives, tasks, and personnel assignments associated with meeting 

the objectives. 

 

The action planning process involves the EOC Director, Section Chiefs, and other EOC staff as needed, 

such as special districts and other agency representatives. The Planning Section facilitates the action 

planning meeting, completes, and distributes the action plan, which covers a specified operational 

period, ranging from a few hours to 24 hours. The operational period is determined by establishing 

priority actions and setting a reasonable timeframe for accomplishing those actions. 

 

11.10 EOC Coordination 

 

Effective inter-agency coordination, both inside and outside the EOC, is crucial for: 

 Establishing overall priorities. 

 Allocating critical resources. 

 Developing strategies for handling multi-agency and multi-jurisdictional response problems. 
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 Sharing information. 

 Facilitating communications. 

 

Inter-agency coordination is integral to the City EOC's functioning, with representatives from 

departments and agencies collaborating to coordinate the City’s emergency response. Agency 

representatives from local governments, including special districts, community-based organizations, 

volunteer services programs (VSPs), and private organizations, may participate with EOC functional 

elements in coordinating the city's response effort. Coordination with agencies not represented in the 

EOC may be achieved through various electronic means. 

11.10.1 Field Responders 

 

City EOC communications and coordination must be established with city field responders responding 

to the emergency. When Departmental Operations Centers (DOCs) are not activated, Incident 

Commanders in the field report directly to the Operations Section Chief in the City EOC via City 

dispatchers or other available methods. When City Departments activate their DOCs, the Field 

Incident Commander continues to report directly to the Operations Section Chief in the City EOC, 

providing status reports to their DOC.  

11.10.2 Departmental Operation Centers (DOCs) 

 

The appropriate City EOC Section/Branch/Unit coordinates with DOCs to obtain information for 

advance planning, logistical needs, available personnel and equipment resources, and other required 

information. DOCs assist the City EOC in supporting field operations.  

 

11.10.3 Operation Area  

 

During EOC activation, direct communications and coordination may be established with the 

Operational Area and any Operational Area member jurisdictions, especially if an emergency incident 

occurs between the City limits and a neighboring jurisdiction. Communications will be established 

initially by any available means and with whoever is available, regardless of their functional EOC 

position. Ideally, communications and coordination with the Operational Area EOC and neighboring 

City EOCs will align along functional lines. Whenever possible, an agency representative from the City 

should report to the Operational Area EOC when the City EOC is activated, ensuring adequate 

coordination and information exchange arrangements. 

11.10.4 Private and Volunteer Agencies 
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Coordination of response activities with many non-governmental agencies primarily occurs at the 

field level. However, the City EOC establishes coordination with private and volunteer agencies with 

multi-jurisdictional or city-wide response roles. Key response agencies are encouraged to have 

representatives at the City EOC, while coordination with those without representatives occurs through 

telecommunications. 

11.10.5 Special Districts 

 

Special districts typically focus on their normal services or functional area of responsibility in 

emergency response. Ideally, the special district involved in emergency response will have a 

representative at the City EOC, serving as the focal point of coordination and working with other local 

government representatives in the EOC. If a special district cannot send a representative, the Liaison 

Officer in the EOC is responsible for establishing communications and coordination with the special 

district. 

11.10.6 Region Emergency Operations Center 

 

Direct coordination and communications with the Inland Region Emergency Operations Center 

(REOC) are crucial. Coordination occurs through: 

 Primary Method: The REOC sends a field representative to the Operational Area. 

 Alternate Method: The Operational Area and the REOC coordinate through various 

telecommunications systems. 

 

Coordination and communications between the County EOC and the Region EOC occur between the 

five SEMS functions. Direct coordination and communications are established between the 

Operational Area Mutual Aid Coordinators, located in the County EOC, and the Region's Mutual Aid 

Coordinator, located in the State's Coastal Region EOC. These coordinators may function from their 

respective Operational Area and regional EOCs or other locations depending on the situation and the 

mutual aid system. 

11.10.7 State & Federal Field Response 

 

In some instances, State or Federal agencies may be part of field responses in the County. 

Coordination is established when a State or Federal agency is involved in field operations: 

 State agency field response may result from various scenarios, and coordination occurs with 

the City EOC. State agencies may be found in any ICS section, branch, or unit, or part of a 

Unified Command, with their location determined by the incident. 
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 Federal field response, arising from specific scenarios or a military aircraft accident, involves 

coordination with the City EOC. Federal agencies may be part of any ICS section, branch, or 

unit or part of a Unified Command, with their location determined by the incident. 

Effective coordination ensures seamless communication and collaboration among all involved entities 

during emergency response efforts.  
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11.11 EOC Organizational Chart and EOC Section Overview 

The following pages contain functional descriptions for each section in the City EOC. Figures 9-11 are 

examples of EOC Organization Charts by EOC Activation Level. 
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Figure 9: EOC Organizational Chart [Level One Activation – All EOC Roles] 
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Figure 10: EOC Organizational Chart [Level Two Activation - Example] 
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Figure 11: EOC Organizational Chart [Level Three Activation - Example] 
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11.11.1 Management Section  

 

Figure 12: EOC Management Section 
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Section Overview:  

• The Management Section is responsible for overall emergency policy and coordination. 

Section Responsibilities Include: 

• Overall management and coordination of emergency response and recovery operations 

• Oversee and manage all Sections in the EOC. 

• Coordinate and liaison with appropriate federal, state, local government, private and volunteer 

entities 

• Establish priorities and resolve demand conflicts 

• Prepare and disseminate emergency public information, other essential information and data 

about impacts and damage 

Figure 12: EOC Management Section, above, shows all of the positions that are part of the EOC 

Management Section. 
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11.11.2 Operations Section  

 

 

Figure 13: EOC Operations Section 

 

 

 

 

 

 

 

227

Section 7, Item A.



INTRO PURPOSE 
CONCEPT OF 

OPS 

ORG 

ASSIGNMENTS 

DIRECTION, 

CONTROL 
COMS INFORMATION 

ADMIN, 

FIN & LOGS 

PLAN 

DEVELOPMENT  
EOC OPS 

 

 85 Table of Contents 

Section Overview:  

• The Operations Section is primarily responsible for managing the operations of various 

response elements involved in the disaster/emergency 

Section Responsibilities Include: 

• Fire: Fire/Rescue, Hazardous Materials, Emergency Medical Services, Environmental 

Preservation 

• Law: Coroner, Law Enforcement, Investigations, Security 

• Care & Shelter: Care and Shelter 

• Public Works: Street, Traffic, Utilities, Solid Waste, Wastewater, Parking, Facility and Vehicle 

Maintenance 

• Construction & Engineering: Building Safety, Building Damage, and Safe Access 

Figure 13: EOC Operations Section, above, shows all the positions that are part of the EOC 

Operations Section. 
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11.11.3 Planning & Intelligence Section  

 

 

Figure 14: EOC Planning & Intelligence Section 
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Section Overview:  

• The Planning & Intelligence Section is primarily responsible for compiling, assembling, and 

reporting all safety/damage assessment information 

Section Responsibilities Include: 

• Collect, evaluate, analyze, display, and disseminate incident information and status of all 

assigned and available resources 

• Functions as the primary support for decision-making to the overall emergency organization 

• Provides anticipatory appraisals and develops plans necessary to cope with changing events 

Figure 12: EOC Planning & Intelligence Section, above, shows all the positions that are part of the 

EOC Planning & Intelligence Section. 
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11.11.4 Logistics Section  

 

 

Figure 15: EOC Logistics Section 
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Section Overview:  

• The Logistics Section is responsible for providing resources to support the city’s disaster 

response, including, but not limited to, personnel, vehicles, and equipment. 

Section Responsibilities Include: 

 Provide operational and logistical support for emergency response personnel and optimize the 

use of resources 

 Provide support to the other sections of the EOC and support as directed for field emergency 

response activities 

 Support the restoration of essential services and systems 

Figure 13: EOC Logistics Section, above, shows all the positions that are part of the EOC Logistics 

Section. 
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11.11.5 Finance & Administration Section 

 

 

Figure 16: EOC Finance & Administration Section 
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Section Overview:  

• The Finance & Administration Section is responsible for providing financial support and 

coordination. 

 

Section Responsibilities Include: 

 Protect Life, Property, and the Environment 

 Provide Continuity of Financial Support to the City and Community 

 Document and Manage City costs and recovery of those costs as allowable 

 Maintain a positive image for the City in its dealings with the community 

Figure 14: EOC Finance & Administration Section, above, shows all the positions that are part of 

the EOC Finance & Administration Section. 
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11.12 EOC Forms & Tools 

11.12.1 EOC Action Planning 
 

EOC Action Planning is a process that allows for the coordination of EOC activities and the 

development of the EOC Action Plan. 

The EOC Action Plan (EAP) is a printed document which outlines the priorities and planned response 

of the organization for a defined operational period (time period). 

During the initial stages of incident management, EOC staff must develop a simple plan that can be 

communicated through concise verbal briefings. Frequently, this plan must be developed very quickly 

and with incomplete information. As the incident management effort evolves over time with 

additional lead time, staff, information, more detailed and concise EOC Action Plans are created. 

Overall – planning involves the following 5 phases: 

1. Understanding the situation 

2. Establishing incident objectives 

3. Developing the Plan 

4. Preparing and Disseminating the Plan 

5. Executing, Evaluating and Revising the Plan  

The basis for an efficient and effective EOC Action Planning process begins with the development and 

maintenance of a common operating picture. 

11.12.2 Common Operating Picture Guidance 

     

In order to develop a common operating picture an emergency management organization member 

must exercise effective situational awareness. 

Situational Awareness is the ability to identify, process, and comprehend the critical information about 

an incident – knowing what is going on around you [requiring] continuous monitoring of relevant 

sources of information regarding actual incidents and developing hazards (National Response 

Framework). 

Elements of situational awareness include: 

 Perception (Gather information)  

 Comprehension (Interpret information) 

 Projection (Anticipate future status and needs) 

Situational awareness can be obtained through the following sources: 
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 Responders and government agencies 

 911 centers 

 Citizens 

 Media 

 Social media 

 Non-governmental organizations (NGOs) 

Situational awareness information compiled together is used to develop a common operating picture. 

A common operating picture is a continuously updated overview of an incident compiled throughout 

an incident’s life cycle from data shared between integrated systems for communication, information 

management, and intelligence and information sharing (NRF Resource Center). 

Having a common operating picture enables: 

 Effective and timely decision-making 

 Increase collaboration among all responders and disseminates pertinent information 

 Improve incident safety 

 Inform predictions and proactive response 

 Help ensure consistency of messages 

A common operating picture contains the following elements: 

 Data: Collect bits from various sources 

 Information: Bits are put together 

 Intelligence: Analyze the information 

 Make recommendations for decisions 

Situational awareness influences the development of a common operating picture. 

Situational Awareness shared at every SEMS level through a common operating picture helps others 

achieve overall incident situational awareness as shown in the diagram on the right. 

If an event is not continuously monitored and the common operating picture updated and shared, 

situational awareness will decrease and in inaccurate operating picture will result. 

Situational awareness and common operating picture information can be shared through: 

 Senior leadership briefs 

 Formal reports 

 Information gathered from Incident/EOC Action Plans (I/EAPs), Situation Reports (SITREPs), etc. 
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11.12.3 Planning P 

   

The Planning “P” is a guide to the action planning process. The Planning “P” can be used for both 

smaller, short-term incidents or events, and for longer, more complex incident planning. 

The Planning “P” depicts the stages in the action planning process.  

The leg of the “P” includes initial steps to gain awareness of the situation and establish the 

organization for incident management. Steps in Phase 1 are done only one time. Once they are 

accomplished, incident management shifts into a cycle of planning and operations, that continues and 

is repeated each operational period. In this way, the Planning “P” becomes the Planning “O” after the 

first operation period. 

 

Figure 17: Planning “P” 
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Figure 18: Planning "O" 

11.12.4 Planning P Meeting Agendas 

 

The following are example Planning P meeting details and agendas: 

Initial Briefing Meeting  

 (Planning P Step 3): 

Meeting Called By: EOC Director 

Attended By: All EOC personnel deemed necessary by the EOC Director. 

Led By: EOC Director or Designee (ex: P&I Section Chief/Coordinator) 

Purpose: Provide information on current on-scene operations, agency and jurisdictional concerns and 

establish working EOC organization. 

Outcome: Organizational Structure and Common Operating Picture! 

Ground Rules: 

 Cell Phone on Silent or Vibrate 

 Come Prepared for each meeting 

 No side conversations 

 Ask questions if you don’t understand  

 Take Notes 

 Stick to agenda 
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Agenda/Flow 

 EOC Director brings meeting to order, conducts roll call, covers ground rules and reviews the 

agenda 

 Introduce EOC Management and General Staff 

 Provide situation update to include: 

 

1. What has happened  

2. Affected areas and individuals 

3. Incident Command Post Objectives and Priorities if known (ICS-201 for Field) 

4. Activated emergency response facilities 

5. Jurisdictions and agencies involved 

6. Any actions we have taken 

7. Safety Concerns 

8. Agency or jurisdiction restrictions 

 

 Verify that Incident commander(s), Area Command(s), supporting EOCs, DOCs, and coordinating 

agencies have been informed that the EOC is staffed and operational. 

 Establish the following:  

o Event name 

o Operational period duration and work shift hours 

o Initial goals and objectives 

o EOC staffing organization, structure, pattern 

o Meeting schedule 

 All resource requests will be facilitated through the EOC. 

 Agree on unified logistics approach to resource ordering procedures to follow. 

 Agree on resource authorization procedures. 

 Agree on Information/Intelligence matters and the flow of information into the EOC and vetted 

information out of the EOC. 

 Next meeting EOC Objectives meeting. 

 Prepare for the Objectives Meeting. 
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Objectives Updates & Policy Confirmation Meeting  

(Planning P Step 4): 

Meeting Called By: EOC Director 

Attended By: Management & General Staff 

Led By: Planning & Intelligence Chief/Coordinator or Designee 

Purpose: Develop EOC objectives to support on-scene and EOC operations and confirm policies. 

Outcome: EOC objectives updated and policies confirmed. 

Ground Rules: 

 Cell Phone on Silent or Vibrate 

 Come Prepared for each meeting 

 No side conversations 

 Ask questions if you don’t understand  

 Take Notes 

 Stick to agenda 

 

Agenda: 

 P&I Section Chief/Coordinator (PSC) brings meeting to order, conducts roll call, covers ground 

rules and reviews the agenda 

 Review and /or update key current actions 

 Review current and projected situation 

 Set prioritized SMART objectives in support of field Incident Commander(s) considering on-scene 

incident objectives/resource priorities, limitations, and constraints 

 Discuss the incidents potential for the next operational period 

 Review and confirm policies by EOC Management with input from General Staff which may 

include: 

 Managing sensitive information/intelligence  

 Information flow into and out of the EOC 

 Resource ordering process 

 Cost sharing and cost accounting (Finance/Admin.) 

 Operational security issues  

 Establishment of a JIC 

 Review, document, and/or resolve status of any open actions. 
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Resource Meeting 

(Planning P Step 5): 

Meeting Called By: EOC Director 

Attended By: Management & General Staff (other EOC positions as appropriate) 

Led By: Planning & Intelligence Chief/Coordinator or Designee 

Purpose: Develop a unified EOC strategy to support emergency management and on-scene 

operation resource needs. 

Outcome: Resources identified to support emergency management and field needs. 

Ground Rules: 

 Cell Phone on Silent or Vibrate 

 Come Prepared for each meeting 

 No side conversations 

 Ask questions if you don’t understand  

 Take Notes 

 Stick to agenda 

 

Agenda: 

 P&I Section Chief/Coordinator brings meeting to order, conducts roll call, covers ground rules and 

reviews the agenda 

 Review current and projected incident situation  

 Review and /or update key current actions 

 Review coordination and support objectives and ensures accountability for each 

 Resources on-scene, en-route, and ordered are identified (Plans Section and Operations Section) 

 Resource priorities are discussed P&I Section Chief/Coordinator and Operations Section 

Chief/Coordinator  

 PSC and OSC develop strategic and resource needs 

 Logs Section Chief/Coordinator verify support requirements and contributes logistics info as 

necessary 

 Logs Section Chief/Coordinator reviews resource ordering process 

 F&A Section Chief/Coordinator evaluates funding /fiscal implications 

 Quick recap of the meeting and assignments 

 End meeting and prepare for Planning Meeting 

 Sections/Staff conduct break out meetings to fill in the information gaps that may exist 

 Prepare for Planning Meeting 
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Planning Meeting  

(Planning P Step 6): 

Meeting Called By: EOC Director 

Attended By: Management & General Staff (other EOC positions as appropriate) 

Led By: Planning & Intelligence Chief/Coordinator or Designee 

Purpose: Validate EOC Action Plan components: objectives, policies, authorities, resources etc. 

Outcome: Validation of EOC Action Plan. 

Ground Rules: 

 Cell Phone on Silent or Vibrate 

 Come Prepared for each meeting 

 No side conversations 

 Ask questions if you don’t understand  

 Take Notes 

 Stick to the agenda 

 

Agenda: 

 Planning & Intelligence Chief/Coordinator brings meeting to order, conducts roll call, covers 

ground rules and reviews the agenda 

 EOC Director provides opening remarks 

 Situation Unit provides briefing on current situation, resources at risk, weather forecast, and 

incident projections. 

 Planning & Intelligence Chief/Coordinator reviews coordination and support priorities, objectives, 

and decisions  

 Operations Section Chief/Coordinator provides briefing on current operations followed with an 

overview on the proposed plan including strategy work assignments, resource commitment, 

contingencies, Operations Section organizational structure, and needed support facilities 

 Planning & Intelligence Chief/Coordinator reviews Operations Section Chief/Coordinator proposed 

plan to ensure that the EOC Management Priorities and operational objectives are met. 

 Planning & Intelligence Chief/Coordinator reviews and validates responsibility for any open 

actions/tasks and management objectives. 

 Planning & Intelligence Chief/Coordinator conducts round robin of EOC Management Group 

and Management Staff members to solicit their final input and commitment to the proposed 

plan. 

 Logistics Section Chief/Coordinator covers transport, communications and supply updates 

and issues, 

 Finance Section Chief/Coordinator covers fiscal issues, 

 Public Information Officer covers public affairs and public information issues, 
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 Liaison Officer covers interagency issues, and 

 Safety Officer covers any safety concerns or considerations 

 Planning & Intelligence Chief/Coordinator requests EOC Management Group’s approval of the 

plan as presented.  EOC Management Group may provide final comments 

 Planning & Intelligence Chief/Coordinator issues assignments to appropriate EOC members for 

developing Coordination Plan support documentation along with deadlines. 

 Planning Section prepares the EOC Action Plan using the forms and /or format as described in the 

EOP or determined during the Planning meeting preparation phase. 

 Sections conduct break out meetings to fill in the information gaps that may exist. 
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EOC Briefing Meeting  

(Planning P Step 9): 

Meeting Called By: EOC Director 

Attended By: All EOC personnel 

Led By: Planning & Intelligence Chief/Coordinator or Designee 

Purpose: To brief the oncoming shift on the EOC Action Plan and status of on-scene operations 

Outcome: Oncoming shift understands EOC Action Plan and situation to execute 

Ground Rules: 

 Cell Phone on Silent or Vibrate 

 Come Prepared for each meeting 

 No side conversations 

 Ask questions if you don’t understand  

 Take Notes 

 Stick to agenda 

 

Agenda: 

 Planning & Intelligence Chief/Coordinator brings meeting to order, conducts roll call for personnel 

required to attend both incoming and out-going shift, covers ground rules and reviews the 

agenda 

 EOC Director provides opening remarks 

 Planning & Intelligence Chief/Coordinator reviews objectives and any changes to the EOC Action 

Plan 

 Situation Unit conducts Situation Briefing. 

 Operations Section Chief/Coordinator discusses current response actions and accomplishments. 

 Logistics Section Chief/Coordinator covers transport, communications, and supply updates 

 Finance Section Chief/Coordinator covers fiscal issues. 

 Public Information Officer covers public affairs and public information issues 

 Safety Officer covers any safety concerns or considerations 

 Liaison Officer covers interagency issues and Intel covers intelligence issues 

 Planning & Intelligence Chief/Coordinator solicits final comments and adjourns briefing. 

 Out-going Sections Chiefs/Coordinators conduct individual break out meetings with the on-

coming Section Chiefs/Coordinators to complete process 
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11.12.5 EOC Action Plan 

 

11.12.5.1 EOC Action Plan Template 

 

OVERVIEW:  

Event Name: 

Operational Period: 

Jurisdiction: 

Date Prepared: 

Time Prepared: 

 

MAP SKETCH:  
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Prepared By: 

Approved By: 

SUMMARY OF PRIORITIES, OBJECTIVES AND ACTIONS 

Overall Event Priorities 

 

 

Management Section Objectives 

 

 

Operations Section Objectives 
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Planning Section Objectives 

 

 

Logistics Section Objectives 

 

 

Finance/ Administration Section Objectives 
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Organizational Chart:  
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Weather Impacts on Operations: 

 

 

Weather Forecast 5-Day 

 

Weather Maps: 

    

 

Additional Attachments 
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11.12.5.2 EOC Action Plan [Example] 
 

OVERVIEW:  

Event Name: Earthquake  

Operational Period: 1 

Jurisdiction: Hazard City 

Date Prepared: mm/dd/yyyy 

Time Prepared: 9:00am 

 

MAP SKETCH:  

 

Prepared By: First Last, Planning Section Chief 

Approved By: First Last, EOC Director 
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SUMMARY OF PRIORITIES, OBJECTIVES AND ACTIONS 

Overall Event Priorities 

1. Life safety 

2. Incident stabilization 

3. Preservation of the Environment/Property  

4. Damage Assessments 

 

Management Section Objectives 

1. In the next hour proclaim a Local Emergency  

2. In the next hour issue a mass notification message with basic direction to affected residents reminding them of 

jurisdictional earthquake protocol 

4. In the next 2 hours brief jurisdictional leadership on status of situation 

5. In the next 6 hours set-up a call center and form a joint information center with larger jurisdiction 

 

Operations Section Objectives 

6. In the next 6 hours access main roads in jurisdiction to determine if they are safe and passable for first 

responder vehicles 

8. In the next 24 hours identify at least safe locations for displaced residents and set-up 1 shelter locations 

9. In the next 24 hours assess and tag priority 1 pre-identified buildings in jurisdiction 

11. In the next 24 hours, assess debris conditions and develop a removal plan 
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Planning Section Objectives 

7. In the next 12 hours complete 1 planning cycle and distribute EOC action plan 

 

Logistics Section Objectives 

10. In the next 24 hours, identify needs and work on requesting/procuring and providing preliminary life 

sustaining commodities for citizens 

 

Finance/ Administration Section Objectives 

3. In the next hour set-up incident project code to begin tracking cost associated with incident 

 

 

 

252

Section 7, Item A.



INTRO PURPOSE 
CONCEPT OF 

OPS 

ORG 

ASSIGNMENTS 

DIRECTION, 

CONTROL 
COMS INFORMATION 

ADMIN, 

FIN & LOGS 

PLAN 

DEVELOPMENT  
EOC OPS 

 

 110 Table of Contents 

Organizational Chart:  
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Weather Impacts on Operations: 

None are forecasted. 

 

Weather Forecast 5-Day 

 

Weather Maps: 

    

Additional Attachments 

None. 
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11.12.5 EOC Forms 

 

The table below list all available EOC forms.  

Note that these forms can be accessed in two ways: through hard copies in the EOC and Alternate 

EOC; and by clicking on the file names in the electronic version of this plan. 

 # Name Form 

1.  FORM_EOC 201_Incident Briefing 
FORM_EOC 

201_Incident Briefing.docx
 

2.  FORM_EOC 202_Incident Objectives 
FORM_EOC 

202_Incident Objectives.docx
 

3.  FORM_EOC 205A_Communication List 
FORM_EOC 

205A_Communication List.docx
 

4.  FORM_EOC 207_Organization Chart 
FORM_EOC 

207_Organization Chart.docx
 

5.  FORM_EOC 208_Safety Message 
FORM_EOC 

208_Safety Message.docx
 

6.  FORM_EOC 209_Incident Status Summary 
FORM_EOC 

209_Incident Status Summary.docx
 

7.  FORM_EOC 210_Resource Status Change 
FORM_EOC 

210_Resource Status Change.docx
 

8.  FORM_EOC 211_Check-In 
FORM_EOC 

211_Check-In.docx
 

9.  FORM_EOC 213_Resource Request 
FORM_EOC 

213_Resource Request.docx
 

10.  FORM_EOC 214_Activity Log 
FORM_EOC 

214_Activity Log.docx
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 # Name Form 

11.  FORM_EOC 215_Resource Planning Worksheet 
FORM_EOC 

215_Resource Planning Worksheet.docx
 

12.  FORM_EOC 215A_Safety Analysis 
FORM_EOC 

215A_Safety Analysis.docx
 

13.  FORM_EOC 226_Individual Performance Rating 
FORM_EOC 

226_Individual Performance Rating.docx
 

14.  FORM_EOC 227_Claims Log 
FORM_EOC 

227_Claims Log.docx
 

15.  FORM_EOC 230_Daily Meeting Schedule 
FORM_EOC 

230_Daily Meeting Schedule.docx
 

16.  FORM_F&A_Cost Worksheet 
FORM_F&A_Cost 

Worksheet.docx
 

17.  FORM_F&A_Initial Damage Estimate 
FORM_F&A_Initial 

Damage Estimate.docx
 

18.  CalEOC IDE  
CalEOC IDE.pdf

 

19.  FORM_LOGS_DSWV Registration 2013 
FORM_LOGS_DSWV 

Registration 2013.docx
 

20.  FORM_LOGS_Resource Request 
FORM_LOGS_Resou

rce Request.docx
 

21.  FORM_LOGS_Resource Tracking 
FORM_LOGS_Resou

rce Tracking.xlsx
 

22.  FORM_MGT Media Briefing Schedule 
FORM_MGT Media 

Briefing Schedule.docx
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 # Name Form 

23.  FORM_MGT_Disaster Assistance Directory 
FORM_MGT_Disast

er Assistance Directory.docx
 

24.  FORM_MGT_Media Call 
FORM_MGT_Media 

Call.docx
 

25.  FORM_MGT_Press Release 
FORM_MGT_Press 

Release.docx
 

26.  FORM_MGT_Proclamation Resolutions 
FORM_MGT_Procla

marion Resolutions.docx
 

27.  FORM_MGT_Public Call 
FORM_MGT_Public 

Call.docx
 

28.  FORM_OPS_Fire Deployed Resources 
FORM_OPS_Fire 

Deployed Resources.docx
 

29.  FORM_OPS_Windshield Survey 
FORM_OPS_Winds

hield Survey.docx
 

 

11.12.6 EOC Reports 

 

The table below list all available EOC Report Templates.  

Note that these Report Templates can be accessed in two ways: through hard copies in the EOC and 

Alternate EOC; and by clicking on the file names in the electronic version of this plan. 

# Name Report 

1.  REPORT_OPS_Agricultural Status 
REPORT_OPS_Agric

ultural Status.docx
 

2.  REPORT_OPS_Communication Status 
REPORT_OPS_Com

munication Status.docx
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# Name Report 

3.  REPORT_OPS_Energy Status 
REPORT_OPS_Energ

y Status.docx
 

4.  REPORT_OPS_Firefighting Status 
REPORT_OPS_Firefi

ghting Status.docx
 

5.  REPORT_OPS_Hazmat Status 
REPORT_OPS_Hazm

at Status.docx
 

6.  REPORT_OPS_Mass Care Status 
REPORT_OPS_Mass 

Care Status.docx
 

7.  REPORT_OPS_Public Safety Status 
REPORT_OPS_Publi

c Safety Status.docx
 

8.  REPORT_OPS_Public Works Status 
REPORT_OPS_Publi

c Works Status.docx
 

9.  REPORT_OPS_Search&Rescue 
REPORT_OPS_Searc

h&Rescue.docx
 

10.  REPORT_OPS_Transportation Status 
REPORT_OPS_Trans

portation Status.docx
 

11.  REPORT_OPS_Utility Status 
REPORT_OPS_Utility 

Status.docx
 

12.  REPORT_P&I_Local Government After Action 
REPORT_P&I_Local 

Government After Action.docx
 

13.  REPORT_P&I_Situation Status 
REPORT_P&I_Situati

on Status.docx
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11.12.7 EOC Plans 

 

The table below list all available EOC Plan Templates.  

Note that these Plan Templates can be accessed in two ways: through hard copies in the EOC and 

Alternate EOC; and by clicking on the file names in the electronic version of this plan. 

# Name Plan 

1.  PLAN_P&I_Advance 
PLAN_P&I_Advance.

docx
 

2.  PLAN_P&I_Demobilization 
PLAN_P&I_Demobili

zation.docx
 

3.  PLAN_P&I_EOC Action 
PLAN_P&I_EOC 

Action.docx
 

 

11.12.8 EOC Guides 

 

The table below list all available EOC Guides.  

Note that these Guides can be accessed in two ways: through hard copies in the EOC and Alternate 

EOC; and by clicking on the file names in the electronic version of this plan. 

# Name Guides 

1.  GUIDE_F&A_PA Damage Categories 
GUIDE_F&A_PA 

Damage Categories.docx
 

2.  GUIDE_MGT_77 Most Asked Questions in an Emergency 
GUIDE_MGT_77 

Most Asked Questions in an Emergency.docx
 

3.  GUIDE_MGT_Emergency Alert System (EAS) 
GUIDE_MGT_Emerg

ency Alert System (EAS).docx
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# Name Guides 

4.  GUIDE_MGT_EPI-JIC SOP 
GUIDE_MGT_EPI-JIC 

SOP.docx
 

5.  GUIDE_MGT_Legal Authorities 
GUIDE_MGT_Legal 

Authorities.docx
 

6.  GUIDE_MGT_Recovery Plan_Project Management 
GUIDE_MGT_Recov

ery Plan_Project Management.docx
 

7.  GUIDE_P&I_EOC Org Chart 
GUIDE_P&I_EOC 

Org Chart.docx
 

8.  GUIDE_P&I_Planning P 
GUIDE_P&I_Plannin

g P.docx
 

11.12.9 EOC Deactivation 

 

The EOC may be deactivated by one of the following individuals: 

• City Manager 

• City Manager designated alternate 

• Upon the request of the City Council/Disaster Council 

• Upon the request of the Field Incident Commander 

Under the following three conditions: 

1. Reduced threat: If the incident's intensity or impact decreases significantly, the EOC can be 

deactivated. 

2. Completion of response: When primary response and initial recovery actions are finished, the 

EOC may no longer be needed. 

3. Authority decision: Deactivation is determined by the incident commander or designated 

authority based on the situation's assessment. 
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11 Appendix B - Acronyms 
Action Plan (AP) 

After Action Report (AAR) 

California Disaster and Civil Defense Master Mutual Aid Agreement (MMAA) 

California Disaster Assistance Act (CDAA) 

California Emergency Services Act (ESA) 

Continuity of Government (COG) 

Continuity of Operations (COOP) 

Department Operations Center (DOC) 

Emergency Management Assistance Compact (EMAC) 

Emergency Operations Center (EOC) 

Emergency Operations Plan (EOP) 

EOC Action Plan (EAP) 

Incident Action Plan (IAP) 

Incident Commander (IC) 

Incident Command Post (ICP) 

Incident Command System (ICS) 

Joint Information Center (JIC) 

Multiagency Coordination Group (MAC Group) 

Multiagency Coordination System(s) (MACS) 

Multi-year Training and Exercise Plan (MYTEP) 

National Incident Management System (NIMS) 

National Response Framework (NRF) 

Operational Area (OA) 

Public Information Officer (PIO) 

Regional Emergency Operations Center (REOC) 
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The Robert T. Stafford Disaster Relief and Emergency Assistance Act (Stafford Act)  

Standard Operating Procedure (SOP) 

Standardized Emergency Management System (SEMS) 

State Operations Center (SOC) 
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12 Appendix C – Glossary of Terms 
Action Plan (AP): See EOC Action Plan and Incident Action Plan. 

Activation: 1) Initial activation of an EOC may be accomplished by a designated official of the 

emergency response agency that implements SEMS as appropriate to accomplish the agency's role in 

response to the emergency. 2) An event in the sequence of events normally experienced during most 

emergencies. 

After Action Report (AAR): A report that examines response actions, application of SEMS, 

modifications to plans and procedures, training needs, and recovery activities. AARs are required 

under SEMS after any emergency that requires a gubernatorial state of emergency proclamation. 

Local government AARs must be submitted to Cal OES within 90 days. 

Agency: A division of government with a specific function offering a particular kind of assistance. In 

the Incident Command System (ICS), agencies are defined either as jurisdictional (having statutory 

responsibility for incident management) or as assisting or cooperating (providing resources or other 

assistance). Governmental organizations are most often in charge of an incident, though in certain 

circumstances private sector organizations may be included. Additionally, Non-Governmental 

Organizations (NGO) may be included to provide support. All-Hazards: Any incident, natural or 

human-caused, that warrants action to protect life, property, environment, public health, or safety, 

and minimize disruptions of government, social, or economic activities. 

California Disaster and Civil Defense Master Mutual Aid Agreement (MMAA): An agreement 

entered by and between the State of California, its various departments and agencies, and the various 

political subdivisions, municipal corporations, and public agencies of the State of California to assist 

each other by providing resources during an emergency. Mutual Aid occurs when two or more parties 

agree to furnish resources and facilities and to render services to each other in response to any type 

of disaster or emergency. California Emergency Support Functions (CA-ESF): The CA-ESFs are a 

grouping of State agencies, departments, and other stakeholders with similar functional 

activities/responsibilities whose responsibilities lend to improving the state’s ability to collaboratively 

prepare for, effectively mitigate, cohesively respond to, and rapidly recover from any emergency. CA-

ESFs unify a broad-spectrum of stakeholders with various capabilities, resources, and authorities to 

improve collaboration and coordination for a particular discipline. They also provide a framework for 

the state government to support regional and community stakeholder collaboration and coordination 

at all levels of government and across overlapping jurisdictional boundaries. 
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California Emergency Services Act (ESA): An Act within the California Government Code to ensure 

preparations within the state will be adequate to deal with natural, human-caused, or war-caused 

emergencies which result in conditions of disaster or in extreme peril to life, property, and the natural 

resources of the state, and generally to protect the health and safety and preserve the lives and 

property of the people of the state. 

Catastrophe: Any natural or human-caused incident, including terrorism that results in extraordinary 

levels of mass casualties, damage, or disruption severely affecting the population, infrastructure, 

environment, economy, national morale, and/or government functions. 

Command: The act of directing, ordering, or controlling by virtue of explicit statutory, regulatory, or 

delegated authority. 

Command/Management: Command is responsible for the directing, ordering, and/or controlling of 

resources at the field response level. Management is responsible for overall emergency policy and 

coordination at the SEMS EOC levels. 

Command Post: See Incident Command Post. 

Command Staff: The Command Staff at the SEMS Field Level consists of the Information Officer, 

Safety Officer, and Liaison Officer. They report directly to the Incident Commander. They may have an 

assistant or assistants, as needed. These officers are also found at the EOC levels in SEMS, and they 

report directly to the EOC Director and comprise the Management Staff. They may have an assistant 

or assistants, as needed. 

Communications: Process of the transmission of information through verbal, written, or symbolic 

means. 

Continuity of Government (COG): Activities that address the continuance of constitutional 

governance. COG planning aims to preserve and/or reconstitute the institution of government and 

ensure that a department or agency’s constitutional, legislative, and/or administrative responsibilities 

are maintained. This is accomplished through succession of leadership, the pre-delegation of 

emergency authority, and active command and control during response and recovery operations. 

Continuity of Operations (COOP): Planning should be instituted, including all levels of governments, 

across the private sector and non-governmental organizations as appropriate, to ensure the 

continued performance of core capabilities and/or critical government operations during any 

potential incident. 

Coordination: The process of systematically analyzing a situation, developing relevant information, and 

informing appropriate command authority of viable alternatives for selection of the most effective 
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combination of available resources to meet specific objectives. The coordination process (which can be 

either intra- or inter-agency) does not involve dispatch actions. However, personnel responsible for 

coordination may perform command or dispatch functions within the limits established by specific agency 

delegations, procedures, legal authority, etc. Multiagency or interagency coordination is found at all SEMS 

levels. 

Coordination Center: Term used to describe any facility used for the coordination of agency or 

jurisdictional resources in support of one or more incidents. 

Corrective Actions: Implementing procedures based on lessons learned from actual incidents or from 

training and exercises. 

Cost Unit: Functional unit within the Finance/Administration Section responsible for tracking costs, 

analyzing cost data, making cost estimates, and recommending cost-saving measures. 

Critical Infrastructure: Systems and assets, whether physical or virtual, so vital to the United States that 

the incapacity or destruction of such systems and assets would have a debilitating impact on security, 

national economic security, national public health or safety, or any combination of those matters. 

Demobilization: The orderly, safe, and efficient return of an incident resource to its original location and 

status. 

Department Operations Center (DOC): An Emergency Operations Center (EOC), specific to a single 

department or agency where the focus is on internal agency incident management and response. They are 

often linked to and, in most cases, are physically represented in a combined agency EOC by authorized 

agent(s) for the department or agency. 

Disaster: A sudden calamitous emergency event bringing great damage, loss, or destruction. 

Division: The partition of an incident into geographical areas of operation. Divisions are established when 

the number of resources exceeds the manageable span of control of the Operations Section Chief. A 

Division is located within the ICS organization between the Branch and resources in the Operations 

Section. 

Documentation Unit: Functional unit within the Planning/Intelligence Section responsible for collecting, 

distributing, recording, and safeguarding all documents relevant to an incident or within an EOC. 

Emergency: Any incident(s), whether natural or human-caused, that requires responsive action to 

protect life or property. Under the Robert T. Stafford Disaster Relief and Emergency Assistance Act, an 

emergency means any occasion or instance for which, in the determination of the President, federal 

assistance is needed to supplement state and local efforts and capabilities to save lives, protect 

property and public health and safety, or to lessen or avert the threat of a catastrophe in any part of 

the United States. 
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Emergency Management Assistance Compact (EMAC): A congressionally ratified organization that 

provides form and structure to interstate mutual aid. Through EMAC, a disaster-affected state can 

request and receive assistance from other member states quickly and efficiently, resolving two key 

issues upfront: liability and reimbursement. 

Emergency Management Community: The stakeholders in emergency response in California 

including the residents of California, the private sector and federal, state, local, and tribal 

governments. 

Emergency Operations Center (EOC): The physical location at which the coordination of information 

and resources to support incident management (on-scene operations) activities normally takes place. 

An EOC may be a temporary facility or may be located in a more central or permanently established 

facility, perhaps at a higher level of organization within a jurisdiction. EOC may be organized by major 

functional disciplines (e.g., fire, law enforcement, and medical services), by jurisdiction (e.g., federal, 

state, regional, tribal, city, county), or some combination thereof. 

Emergency Operations Plan (EOP): The ongoing plan maintained by various jurisdictional levels for 

responding to a wide variety of potential hazards. 

Emergency Response Agency: Any organization responding to an emergency, or providing mutual 

aid support to such an organization, whether in the field, at the scene of an incident, or to an 

operations center. 

Emergency Response Personnel: Personnel affiliated with or sponsored by emergency response 

agencies. 

EOC Action Plan: The plan developed at SEMS EOC levels, which contains objectives, actions to be 

taken, assignments, and supporting information for the next operational period. 

Essential Facilities: May include facilities such as law enforcement, fire, emergency operations 

centers, schools, medical facilities, and other resources that have a role in an effective and 

coordinated emergency response. 

Evacuation: Organized, phased, and supervised withdrawal, dispersal, or removal of civilians from 

dangerous or potentially dangerous areas and their reception and care in safe areas. 

Federal: Of or pertaining to the federal government of the United States of America. 

Finance/Administration Section: The section responsible for all administrative and financial 

considerations surrounding an incident or EOC activation. 

Function: Function refers to the five major activities in ICS: Command, Operations, Planning, Logistics 

and Finance/Administration. The same five functions are also found at all SEMS EOC Levels. At the 
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EOC, the term Management replaces Command. The term function is also used when describing the 

activity involved, (e.g., the planning function). A sixth function, Intelligence/Investigations, may be 

established, if required, to meet emergency management needs. 

Group: Established to divide the incident management structure into functional areas of operation. 

Groups are composed of resources assembled to perform a special function not necessarily within a 

single geographic division. Groups, when activated, are located between branches and resources in 

the Operations Section. See Division. 

Hazard: Something that is potentially dangerous or harmful, often the root cause of an unwanted 

outcome. 

Incident: An occurrence or event, natural or human-caused, which requires a response to protect life 

or property. Incidents can, for example, include major disasters, emergencies, terrorist attacks, 

terrorist threats, civil unrest, wildland and urban fires, floods, hazardous materials spills, nuclear 

accidents, aircraft accidents, earthquakes, hurricanes, tornadoes, tropical storms, tsunamis, war-related 

disasters, public health and medical emergencies, and other occurrences requiring an emergency 

response. 

Incident Action Plan (IAP): An oral or written plan containing general objective reflecting the overall 

strategy for managing an incident. It may include the identification of operational resources and 

assignments. It may also include attachments that provide direction and important information for 

management of the incident during one or more operational periods. At the SEMS EOC Level, it is 

called the EOC Action Plan. 

Incident Command: Responsible for overall management of the incident and consists of the Incident 

Commander, either single or unified command, and any assigned supporting staff. 

Incident Commander (IC): The individual responsible for all incident activities, including the 

development of strategies and tactics, and the ordering and the release of resources. The IC has 

overall authority and responsibility for conducting incident operations and is responsible for the 

management of all incident operations at the incident site. 

Incident Command Post (ICP): The field location where the primary functions are performed. The 

ICP may be co-located with the incident base or other incident facilities. 

Incident Command System (ICS): A standardized on-scene emergency management construct 

specifically designed to provide for the adoption of an integrated organizational structure that reflects 

the complexity and demands of single or multiple incidents, without being hindered by jurisdictional 

boundaries. ICS is the combination of facilities, equipment, personnel, procedures, and 

communications operating within a common organizational structure, designed to aid in the 
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management of resources during incidents. It is used for all kinds of emergencies and is applicable to 

small as well as large and complex incidents. ICS is used by various jurisdictions and functional 

agencies, both public and private, to organize field-level incident management operations. 

Information: Pieces of raw, unanalyzed data that identifies persons, evidence, events; or illustrates 

processes that specify the occurrence of an event. May be objective or subjective and is intended for 

both internal analysis and external (news media) application. Information is the “currency” that 

produces intelligence. 

Intelligence: Product of an analytical process that evaluates information collected from diverse 

sources, integrates the relevant information into a cohesive package, and produces a conclusion or 

estimate. Information must be real, accurate, and verified before it becomes intelligence for planning 

purposes. Intelligence relates to the specific details involving the activities of an incident or EOC, and 

current and expected conditions, and how they affect the actions taken to achieve operational period 

objectives. Intelligence is primarily intended for internal use and not for public dissemination. 

Intelligence/Investigations: Intelligence gathered within the Intelligence/Investigations function is 

information that either leads to the detection, prevention, apprehension, and prosecution of criminal 

activities (or the individual(s) involved) including terrorist incidents or information that leads to 

determination of the cause of a given incident (regardless of the source) such as public health events 

or fires with unknown origins. This is different from the normal operational and situational intelligence 

gathered and reported by the Planning Section. 

Joint Information Center (JIC): A facility established to coordinate all incident-related public 

information activities. It is the central point of contact for all news media. Public information officials 

from all participating agencies should co-locate at the JIC. 

Jurisdiction: A range or sphere of authority. Public agencies have jurisdiction at an incident related to 

their legal responsibilities and authority. Jurisdictional authority at an incident can be political or 

geographical (e.g., federal, state, tribal, and local boundary lines) or functional (e.g., law enforcement, 

public health). 

Key Resources: Any publicly or privately controlled resources essential to the minimal operations of 

the economy and government. 

Local Government: According to federal code36a county, municipality, city, town, township, local 

public authority, school district, special district, intrastate district, council of governments (regardless 

of whether the council of governments is incorporated as a nonprofit corporation under state law), 

regional or interstate government entity, or agency or instrumentality of a local government; an 
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Indian tribe or authorized tribal entity, or in Alaska a Native village or Alaska Regional Native 

Corporation; a rural community, unincorporated town or village, or other public entity. 

Logistics: Providing resources and other services to support incident management. 

Logistics Section: The section responsible for providing facilities, services, and material support for 

an incident or EOC activation. 

Management Staff: See Command Staff. 

Mitigation: Provide a critical foundation in the effort to reduce the loss of life and property from 

natural and/or human-caused disasters by avoiding or lessening the impact of a disaster and 

providing value to the public by creating safer communities. Mitigation seeks to fix the cycle of 

disaster damage, reconstruction, and repeated damage. These activities or actions, in most cases, will 

have a long-term sustained effect. 

Mobilization: The process and procedures used by all organizations - federal, state, tribal, and local - 

for activating, assembling, and transporting all resources that have been requested to respond to or 

support an incident. 

Multiagency Coordination Group (MAC Group): Typically, administrators/executives, or their 

appointed representatives, who are authorized to commit agency resources and funds, are brought 

together and form MAC Groups. MAC Groups may also be known as multiagency committees, 

emergency management committees, or as otherwise defined. It can provide coordinated decision-

making and resource allocation among cooperating agencies and may establish the priorities among 

incidents, harmonize agency policies, and provide strategic guidance and direction to support 

incident management activities. 

Multiagency Coordination System(s) (MACS): Multiagency coordination systems provide the 

architecture to support coordination for incident prioritization, critical resource allocation, 

communications systems integration, and information coordination. The elements of multiagency 

coordination systems include facilities, equipment, personnel, procedures, and communications. Two 

of the most commonly used elements are EOC and MAC Groups. These systems assist agencies and 

organizations responding to an incident. Mutual Aid Agreements and/or Assistance Agreements: 

Written or oral agreements between and among agencies/organizations and/or jurisdictions that 

provide a mechanism to quickly obtain emergency assistance in the form of personnel, equipment, 

materials, and other associated services. The primary objective is to facilitate rapid, short-term 

deployment of emergency support prior to, during, and/or after an incident. 
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Mutual Aid Coordinator: An individual at the local government, Operational Area, Region or State 

Level that is responsible to coordinate the process of requesting, obtaining, processing, and using 

mutual aid resources. Mutual Aid Coordinator duties will vary depending upon the mutual aid system.  

Mutual Aid Region: A mutual aid region is a subdivision of Cal OES established to assist in the 

coordination of mutual aid and other emergency operations within a geographical area of the state, 

consisting of two or more Operational Areas. 

National: Of a nationwide character, including the federal, state, tribal, and local aspects of 

governance and policy. 

National Incident Management System (NIMS): Provides a systematic, proactive approach guiding 

government agencies at all levels, the private sector, and non-governmental organizations to work 

seamlessly to prevent, protect against, respond to, recover from, and mitigate the effects of incidents, 

regardless of cause, size, location, or complexity, in order to reduce the loss of life or property and 

harm to the environment. 

National Response Framework (NRF): A guide to how the nation conducts all-hazards incident 

management. Non-governmental Organization (NGO): An entity with an association based on the 

interests of its members, individuals, or institutions. It is not created by a government, but it may work 

cooperatively with the government. Such organizations serve a public purpose, not a private benefit. 

Examples of NGO include faith-based charity organizations and the American Red Cross. 

Officer: 1) The ICS title for the personnel responsible for the Command Staff (Management Staff at 

EOC) positions of Safety, Liaison, and Public Information. 2) One who holds an office or post; 

especially one elected or appointed to a position of authority or trust in a corporation, government, 

institution, etc. 

Operational Area (OA): An intermediate level of the state emergency organization, consisting of a 

county and all other political subdivisions within the geographical boundaries of the county. 

Operational Period: The time scheduled for executing a given set of operation actions, as specified in 

the Incident Action Plan. Operational periods can be of various lengths, although usually last 12-24 

hours. 

Operations Section: The section responsible for all tactical incident operations and implementation 

of the Incident Action Plan. In ICS, it normally includes subordinate branches, divisions, and/or groups. 

At the SEMS EOC levels, the section is responsible for the coordination of operational activities. The 

Operations Section at an EOC contains branches, groups, or units necessary to maintain appropriate 

span of control. 
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Organization: Any association or group of persons with like objectives. Examples include, but are not 

limited to, governmental departments and agencies, private sector, and/or non-governmental 

organizations. 

Planning Section: The section responsible for the collection, evaluation, and dissemination of 

operational information related to the incident or EOC activities and for the preparation and 

documentation of the IAP or EOC action plan, respectively. This section also maintains information on 

the current and forecasted situation and on the status of resources assigned to the incident or EOC 

activation. 

Political Subdivisions: Includes any city, city and county, county, tax or assessment district, or other 

legally authorized local governmental entity with jurisdictional boundaries. 

Preparedness: A continuous cycle of planning, organizing, training, equipping, exercising, evaluating, 

and taking corrective action in an effort to ensure effective coordination during incident response. 

Within NIMS, preparedness focuses on the following elements: planning, procedures and protocols, 

training and exercises, personnel qualification and certification, and equipment certification. 

Prevention: Actions to avoid an incident or to intervene to stop an incident from occurring. 

Prevention involves actions to protect lives and property. It involves applying intelligence and other 

information to a range of activities that may include such countermeasures as deterrence operations; 

heightened inspections; improved surveillance and security operations; investigations to determine 

the full nature and source of the threat; public health and agricultural surveillance and testing 

processes; immunizations, isolation, or quarantine; and, as appropriate, specific law enforcement 

operations aimed at deterring, preempting, interdicting or disrupting illegal activity, and 

apprehending potential perpetrators and bringing them to justice. 

Private Sector: Organizations and entities that are not part of any governmental structure. The 

private sector includes for-profit and not-for-profit organizations, formal and informal structures, 

commerce, and industry. 

Protocols: Sets of established guidelines for actions (which may be designated by individuals, teams, 

functions, or capabilities) under various specified conditions. 

Public Information: Processes, procedures, and systems for communicating timely, accurate, and 

accessible information on the incident’s cause, size, and current situation; resources committed; and 

other matters of general interest to the public, responders, and additional stakeholders (both directly 

affected and indirectly affected). 
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Public Information Officer (PIO): A member of the Command Staff (Management Staff at the SEMS 

EOC Levels) responsible for interfacing with the public and media and/or with other agencies with 

incident-related information requirements. 

Recovery: The development, coordination, and execution of service- and site-restoration plans; the 

reconstitution of government operations and services; individual, private–sector, non-governmental, 

and public assistance programs to provide housing and to promote restoration; long-term care and 

treatment of affected persons; additional measures for social, political, environmental, and economic 

restoration; evaluation of the incident to identify lessons learned; post-incident reporting; and 

development of initiatives to mitigate the effects of future incidents. 

Regional Emergency Operations Center (REOC): Facilities found at Cal OES Administrative Regions. 

REOC provide centralized coordination of resources among Operational Areas within their respective 

regions and between the Operational Areas and the State Level. 

Reimbursement: Provide a mechanism to recoup funds expended for incident-specific activities. 

Resource Management: Efficient emergency management and incident response requires a system 

for identifying available resources at all jurisdictional levels to enable timely and unimpeded access to 

resources needed to prepare for, respond to, or recover from an incident. Resource management 

under NIMS includes mutual aid agreements and assistance agreements; the use of special federal, 

state, tribal, and local teams; and resource mobilization protocols. 

Resources: Personnel and major items of equipment, supplies, and facilities available or potentially 

available for assignment to incident operations and for which status is maintained. Resources are 

described by kind and type and may be used in operational support or supervisory capacities at an 

incident or at an EOC. 

Response: Activities that address the short-term, direct effects of an incident. Response includes 

immediate actions to save lives, protect property, and meet basic human needs. Response also 

includes the execution of EOP and of mitigation activities designed to limit the loss of life, personal 

injury, property damage, and other unfavorable outcomes. As indicated by the situation, response 

activities include applying intelligence and other information to lessen the effects or consequences of 

an incident; increased security operations; continuing investigations into nature and source of the 

threat; ongoing public health and agricultural surveillance and testing processes; immunizations, 

isolation, or quarantine; and specific law enforcement operations aimed at preempting, interdicting, 

or disrupting illegal activity, and apprehending actual perpetrators and bringing them to justice. 

Response Personnel: Includes federal, state, territorial, tribal, sub-state regional and local 

governments, private sector organizations, critical infrastructure owners, and operators, NGO and all 
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other organizations and individuals who assume an emergency management role. Also known as an 

Emergency Responder. 

Safety Officer: A member of the Command Staff (Management Staff at the SEMS EOC Levels) 

responsible for monitoring incident operations and advising the IC on all matters relating to 

operational safety, including the health and safety of emergency responder personnel. The Safety 

Officer may have assistants. 

Section: 1) The organizational level having responsibility for a major functional area of incident or 

EOC Management, (e.g., Operations, Planning, Logistics, Finance/Administration) and 

Intelligence/Investigations (if established). The section is organizationally situated between the branch 

and the Incident Command. 2) A separate part or division as: a. A portion of a book, treatise, or 

writing. b. A subdivision of a chapter. c. A division of law. 

Situation Report: Often contains confirmed or verified information regarding the specific details 

relating to the incident. 

Special District: A unit of local government (other than a city, county, or city and county) with 

authority or responsibility to own, operate, and maintain systems, programs, services, or projects [(as 

defined in California Code of Regulations (CCR) Section 2900(s)] for purposes of natural disaster 

assistance. This may include joint powers authority established under Section 6500 et. seq. of the 

California Code of Regulations. 

Stafford Act: The Robert T. Stafford Disaster Relief and Emergency Assistance Act (Stafford Act) 

establishes the programs and processes for the federal government to provide disaster and 

emergency assistance to states, local governments, tribal nations, individuals, and qualified private 

nonprofit organizations. The provisions of the Stafford Act cover all hazards including natural 

disasters and terrorist events. Relevant provisions of the Stafford Act include a process for Governors 

to request federal disaster and emergency assistance from the President. The President may declare a 

major disaster or emergency. 

Standard Operating Procedure (SOP): Complete reference document or an operation manual that 

provides the purpose, authorities, duration, and details for the preferred method of performing a 

single function or several interrelated functions in a uniform manner. 

Standardized Emergency Management System (SEMS): A system required by California 

Government Code and established by regulations for managing response to multiagency and 

multijurisdictional emergencies in California. SEMS consists of five organizational levels, which are 

activated as necessary: Field Response, Local Government, Operational Area, Region, and State. 
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Standardized Emergency Management System (SEMS) Guidelines: The SEMS guidelines are 

intended to assist those responsible for planning, implementing, and participating in SEMS. 

Standardized Emergency Management System (SEMS) Regulations: Regulations establishing the 

Standardized Emergency Management System (SEMS) based upon the Incident Command System 

(ICS) adapted from the system originally developed by the Firefighting Resources of California 

Organized for Potential Emergencies (FIRESCOPE) program including those currently in use by State 

agencies, the Multiagency Coordination System (MACS) as developed by FIRESCOPE program, the 

Operational Area concept, and the Master Mutual Aid Agreement and related mutual aid systems. 

Regulations are found at Title XIX. Division 2. Chapter 1, Section 2400 et. seq. 

State: When capitalized, refers to any State of the United States, the District of Columbia, the 

Commonwealth of Puerto Rico, the Virgin Islands, Guam, American Samoa, the Commonwealth of the 

Northern Mariana Islands, and any possession of the United States. See Section 2 (14), Homeland 

Security Act of 2002, Public Law 107−296, 116 Stat. 2135 (2002). 

State Operations Center (SOC): The SOC is operated by the California Governor’s Office of 

Emergency Services at the State Level in SEMS. It is responsible for centralized coordination of state 

resources in support of the three Regional Emergency Operations Centers (REOC). It is also 

responsible for providing updated situation reports to the Governor and Legislature. 

Strategy: The general plan or direction selected to accomplish incident objectives. 

System: An integrated combination of people, equipment, and processes that work in a coordinated 

manner to achieve a specific desired output under specific conditions. 

Technical Assistance: Support provided to state, tribal, and local jurisdictions when they have the 

resources, but lack the complete knowledge and skills needed to perform a required activity (such as 

mobile-home park design or hazardous material assessments). 

Technical Specialists: Personnel with special skills that can be used anywhere within the SEMS 

organization. No minimum qualifications are prescribed, as technical specialists normally perform the 

same duties during an incident that they perform in their everyday jobs and they are typically certified 

in their fields or professions. 

Terrorism: Under the Homeland Security Act of 2002, terrorism is defined as activity that involves an 

act dangerous to human life or potentially destructive of critical infrastructure or key resources; is a 

violation of the criminal laws of the United States or of any state or other subdivision of the United 

States in which it occurs; and is intended to intimidate or coerce the civilian population, or influence 

or affect the conduct of a government by mass destruction, assassination, or kidnapping. See Section 

2 (15), Homeland Security Act of 2002, Public Law107−296, 116 Stat. 2135 (2002). 
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Threat: An indication of possible violence, harm, or danger. 

Tools: Those instruments and capabilities that allow for the professional performance of tasks, such as 

information systems, agreements, doctrine, capabilities, and legislative authorities. 

Unified Command: An ICS application used when more than one agency has incident jurisdiction or 

when incidents cross political jurisdictions. Agencies work together through the designated members 

of the UC, often the senior person from agencies and/or disciplines participating in the UC, to 

establish a common set of objectives and strategies and a single IAP. 

Unit: The organizational element with functional responsibility for a specific incident planning, 

logistics, or finance/administration activity. 

Vital Records: The essential agency records needed to meet operational responsibilities under 

national security emergencies or other emergency or disaster conditions (emergency operating 

records), or to protect the legal and financial rights of the Government and those affected by 

Government activities (legal and financial rights records). 

Volunteer: For purposes of NIMS, a volunteer is any individual accepted to perform services by the 

lead agency (which has authority to accept volunteer services) when the individual performs services 

without promise, expectation, or receipt of compensation for services performed. See 16 U.S.C. 742f(c) 

and 29 CFR 553.101. 
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13 Appendix D - Resources 

Category Kind Function Specifications Quantity Owner Location 
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14 Appendix E - Contact List  

Person or 

Location Name 

Title or 

Function 
Phone Number Email Other 
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15 Appendix F – City 

Organizational Chart 

 

Figure 19: City Organization Chart 
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ATTACHMENT ‘B’ 

Disaster Council Overview and Implementation Guide 

Introduction: 

In times of crisis, effective coordination and decision-making are crucial for ensuring the safety and well-

being of a community. A Disaster Council serves as a vital mechanism for facilitating collaboration among 

key stakeholders and guiding emergency response efforts. This one-pager provides an overview of what 

a Disaster Council is and offers guidance on implementing one for the City of Kerman, in accordance 

with the California Emergency Services Act (CESA) and the City of Kerman Municipal Code. 

What is a Disaster Council? 

A Disaster Council is a multi-agency body responsible for coordinating emergency preparedness, 

response, and recovery activities within a jurisdiction. Comprising representatives from various city 

departments, emergency services, community organizations, and other relevant entities, the Disaster 

Council ensures a unified and coordinated approach to managing disasters and mitigating their impact 

on the community. 

Key Functions: 

Policy Development: The Disaster Council develops and approves policies, plans, and procedures 

related to emergency management and response, in accordance with CESA (Government Code, Division 

1, Title 2, Chapter 7). 

Resource Allocation: It facilitates the allocation of resources, including personnel, equipment, and 

funding, to support emergency operations, as outlined in the City of Kerman Municipal Code, Chapter 

2.52: Emergency Organization. 

Coordination: The Council coordinates communication and collaboration among different agencies and 

organizations involved in emergency response efforts, in compliance with CESA. 

Decision-making: It makes strategic decisions and provides guidance during emergencies to ensure an 

effective and efficient response, in accordance with the powers and duties prescribed by the City of 

Kerman Municipal Code. 

Community Engagement: The Disaster Council engages with the public to raise awareness, gather 

input, and foster community resilience, as mandated by CESA. 

Implementing a Disaster Council in Kerman: 

Establishment: Initiate the process by designating a lead agency or department responsible for 

convening and coordinating the Disaster Council, as outlined in the City of Kerman Municipal Code. 

Composition: Identify key stakeholders and representatives from relevant city departments, emergency 

services, utilities, healthcare providers, schools, businesses, and community groups to serve on the 

Council, as specified by CESA. 

Charter Development: Develop a charter outlining the purpose, roles, responsibilities, and operating 

procedures of the Disaster Council, ensuring compliance with CESA, the City of Kerman Municipal Code, 

and Chapter 2.52: Emergency Organization. 

Meetings and Exercises: Schedule regular meetings of the Disaster Council to discuss emergency 

preparedness, review plans, conduct training, and simulate response scenarios through exercises, as 

required by CESA, the City of Kerman Municipal Code, and Chapter 2.52: Emergency Organization. 
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Community Outreach: Engage with the community to raise awareness of the Disaster Council's role 

and encourage participation in preparedness efforts, in accordance with the provisions of CESA, the City 

of Kerman Municipal Code, and Chapter 2.52: Emergency Organization. 

Resource Mobilization: Identify and allocate resources necessary for the functioning of the Disaster 

Council and support its activities, such as staff time, meeting space, and administrative support, in 

compliance with the City of Kerman Municipal Code and Chapter 2.52: Emergency Organization. 

Conclusion: 

A Disaster Council plays a vital role in enhancing the resilience of a community and ensuring effective 

emergency response. By establishing and implementing a Disaster Council in the City of Kerman, we 

can strengthen our capacity to prepare for, respond to, and recover from disasters, safeguarding the 

well-being of our residents and enhancing our overall resilience. 
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STAFF REPORT 

MEETING DATE: May 8, 2024 

PRESENTER: Hilda Cantú Montoy, City Attorney 

SUBJECT: Rules of Procedure for Conducting City Council Meetings (HCM) 

RECOMMENDATION: It is recommended that Council adopt resolution establishing Rules of 
Procedure for Conducting City Council Meeting. 

EXECUTIVE SUMMARY: 
 
The proposed rules have been prepared by the City Manager and City Attorney. Government 
Code Section 36813 authorizes the City Council to establish rules  for  conducting City Council 
meetings. The adoption of meeting rules  contributes to the efficient and orderly conduct of 
the City’s business and will be convenient for Council, staff, and members of the public. The 
rules will serve as a guide so that there is a common understanding of how the City Council 
conducts its meetings. 
 
We have endeavored to provide detailed information to assist the Council in conducting their 
meetings as well as to provide members of the public with the procedures and reasons for such 
procedures (e.g., the Brown Act). While attempting not to be overly restrictive, the rules are 
articulated in a manner to guide Council Members in their actions and to explain the 
procedures to members of the public. 
 
DISCUSSION: 
 
The Rules provide a summary of important aspects of City Council meetings consistent with 
applicable laws. 
 

 Rule 1. General. This Rule addresses the authority and purpose of the rules as well as applicable 
laws and reference to the Code of Conduct. 
 

 Rule 2. Meetings. This Rule addresses the Brown Act, types of meetings, quorums, closed 
sessions and the role of the City Manager, City Attorney, City Clerk and employees.  
 

 Rule 3. Duties. This Rule provides the duties of the Mayor, Mayor Pro-Tem and Presiding 
Officer. 
 

 Rule 4. Agendas. This Rule includes the various requirements for agendas for regular and special 
meetings, the agenda order, how items are placed on the agenda, posting, availability of 
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documents for members of the public, adding items to the agenda, minutes, public hearings, 
and consent calendar. 
 

 Rule 5. Public Participation. This Rule provides detailed language concerning public 
participation at meetings such as public comments at meetings, manner of addressing the 
Council, time limits, rules of order and decorum.  The rules of decorum mirror the text of the 
ordinance. 
 

 Rule 6. Conflicts of Interest and Campaign Contributions. This Rule addresses disclosure of 
conflicts of interest. 
 

 Rule 7. Ordinances, Resolutions, and Contracts. This Rule explains the process for document 
approval including resolutions and ordinances, the number of votes required. 
 

 Rule 8. Procedures for Public Hearings. This Rule sets forth the procedures for conducting public 
hearings. 
 

 Rule 9. Boards, Commissions, and Committees. This Rule explains appointments. 
 

 Rule 10. Suspension and Amendment of Rules. This Rule describes process for suspension and 
amendment.   
 

 Rule 11. Miscellaneous Rules. This Rule includes miscellaneous rules for roll call, silence, 
abstentions, and continuance of agenda items. 
 

 Rule 12.  Rules of Debate.   
 
Upon adoption, the Rules will be distributed to staff and posted on the City’s website. The Rules 
will be maintained by the City Clerk.   
 
FISCAL IMPACT: 
 
None. 
 
ATTACHMENTS: 
 
A. Resolution w/Exhibit 

  

286

Section 7, Item B.



 

Attachment  ‘A’ 
 

RESOLUTION NO. 24-____ 

 
RESOLUTION OF THE CITY COUNCIL OF THE CITY OF KERMAN ADOPTING RULES OF 

PROCEDURE FOR CONDUCTING CITY COUNCIL MEETINGS 
 

WHEREAS, Government Code Section 36813 authorizes the City Council to establish rules 
of procedure for the conduct of City Council meetings; and 
 

WHEREAS, the adoption of rules of procedure will contribute to the orderly conduct of 
the City’s business and will be convenient for members of the public. 
 
NOW, THEREFORE, BE IT RESOLVED, by the City Council of the City of Kerman as follows: 
 

Section 1. The foregoing recitals are incorporated by reference as if fully set forth. 
 
Section 2. The City Council adopts the City of Kerman Rules of Procedure for the 

Conduct of City Council Meetings (“Council Meeting Rules of Procedure”) 
attached as Exhibit A to this Resolution. These Rules supersede any prior 
rules and procedures regarding City Council Meetings adopted by resolution, 
minute order, or past. 

 
Section 3. This Resolution shall take effect upon adoption. 

 
The foregoing resolution was adopted by the City Council for the City of Kerman at a regularly 
scheduled meeting held on the 8th day of May, 2024, by the following vote: 
 

AYES:   

NOES:   

ABSENT:   

ABSTAIN:   
 

The foregoing resolution is hereby approved. 

            
                  _________________________  

  Maria Pacheco  
  Mayor 
ATTEST:  
 
   
   
__________________________ 
Josie Camacho 
Interim City Clerk 
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Adopted:  ____________ 
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CITY OF KERMAN  

RULES OF PROCEDURE FOR THE CONDUCT  

OF CITY COUNCIL MEETINGS 

 

RULE 1.  GENERAL. 

 

A. Authority and Purpose.  The City of Kerman establishes these Rules of Procedure (“Rules”) 

for the conduct of City Council meetings pursuant to Government Code Section 36813. 

These Rules shall be in effect upon adoption by the City Council and shall remain in effect 

until such time as they are amended or repealed or new rules are enacted by the Council. 

 

B. Applicable Laws.  These Rules of Procedure are in addition to, and not in place of, 

applicable ordinances and statutes.  In the event of a conflict between any part of these 

Rules and applicable ordinances and statutes, the latter shall govern. 

 

C. Code of Conduct.  Members of the Council and staff shall abide by the City’s Code of 

Conduct which was adopted by Council Resolution No. 24-04. 

 

D. E-mail, Text Messages, or Electronic Communications.  Council Members shall not use 

email, text messages, or other electronic communication during Council Meetings to send 

or receive communications to each other concerning the subject matter before City Council 

at the time of the communication.  

 

RULE 2.  MEETINGS. 

 

A. Brown Act.  All meetings are subject to the Brown Act.  In the event these Rules are in 

conflict with the Brown Act, the Brown Act shall prevail.  All meetings (except closed 

sessions authorized by the Brown Act) shall be open to the public. No member of the public 

shall be required, as a condition to attendance at a City Council meeting, to register his or 

her name, to provide other information or otherwise to fulfill any other condition precedent 

to attendance. 

 

B. Types of Meetings. 

 

1. Regular Meetings.  Regular meetings are meetings occurring at the dates, times, 

and locations set forth by ordinance and these Rules or other formal action of the 

City Council.  Regular meetings are subject to 72-hour agenda posting 

requirements.  See Rule 4. 

 

2. Special Meetings.  Special meetings are meetings called by the Mayor or majority 

of the Council to discuss only discreet items on the agenda under the Brown Act’s 

notice requirements for special meetings.    Special meetings are subject to 24-hour 

notice and agenda posting requirements.  Under the Brown Act, Special Meetings 

only require that members of the public be allowed to speak on items on the agenda.  

In other words, a general public forum is not required at Special Meetings. 

 

3. Emergency Meetings.  Emergency meetings are a limited and rare class of meetings 

which may be held when immediate and prompt action is necessary due to actual 

or threatened disruption of public facilities.  Emergency meetings may be 
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conducted as authorized in Government Code Section 54956.5 in the event of an 

“emergency situation” as defined in Government Code Section 54956.5. The 

special meeting provisions apply except for the 24-hour written notice requirement. 

 

4. Adjourned Meetings.  Adjourned meetings are regular or special meetings that have 

been adjourned to a time and place specified in the order of adjournment, with no 

agenda required for regular meetings adjourned for less than five calendar days as 

long as no additional business is transacted beyond those items on the agenda.  Such 

orders of adjournment shall be posted.   

 

C. Location of Meetings.  The Council ordinarily meets at City Hall, 850 S. Madera Avenue, 

Kerman, CA 93630.  The Council may conduct its meetings at other locations within the 

City provided that the alternate location is duly noticed on the posted agenda.  

 

D. Meeting Dates/Time.    

 

1. Regular Meetings. 

 

a. Per Section 2.04.010 of the City of Kerman Municipal Code (KMC), the 

City Council regular meetings are held on the second and fourth Wednesday 

of each month. Regular meetings of the City Council shall begin at 6:00 

p.m. in the Council Chamber of City Hall.  In the event KMC Section 

2.04.010 is amended, these Rules shall be deemed automatically amended.  

In the event a regular meeting falls on a holiday, the meeting shall be held 

the following day.  To ensure a quorum will be available, a majority of the 

Council may change the date of a meeting. 

 

b. The Council may meet at other locations within the City to accommodate 

members of the public, provided the alternate location is duly noticed in the 

posted agenda.  

 

c. A Council meeting will not be held in the event that a regular meeting of 

the Council falls on a legal holiday.  In such event, the meeting will be held 

the following day.  In the event a quorum of the Council will not be present 

at a regular meeting, the Council may cancel the meeting or change the 

meeting date. 

 

d. Council Members should inform the City Clerk as soon as possible if they 

intend to be absent from a meeting.   

 

E. Teleconferencing.  As permitted by the Brown Act, arrangements may be made in order 

for Council Members to remotely participate in Council meetings provided that all 

requirements of the Brown Act regarding teleconferencing are met.  There are instances 

when teleconferencing is required by law for certain public hearings.  In such instances, 

the City will comply with teleconferencing requirements. 

 

F. Quorum.  Three members of the Council constitute a quorum necessary to transact Council 

business. In the event a quorum is not in attendance, those attending will be named in the 

minutes.  If no quorum is present, the Mayor, Mayor Pro Tem or any member of the Council 
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shall adjourn such meeting, and if no member of the Council is present, the City Clerk shall 

adjourn the meeting.  See Rule 7 for number of votes required for taking action. In the 

event a member of the Council must leave the room as required under the Political Reform 

Act because of a conflict of interest, that person may not be counted towards a quorum. 

 

G. Closed Sessions.  Closed sessions may be held at any regular or special meeting for any 

purpose authorized under the Brown Act.   Council actions shall be governed by the Brown 

Act.  Public comments on any item to be heard in closed session shall be received prior to 

a closed session.  No discussions in closed session shall take place without a quorum 

present. 

 

When required by state law, actions taken in closed session shall be announced in open 

session promptly after the closed session.  A place may be listed on the agenda for such 

announcements.  After closed sessions, the Council will reconvene in open session and the 

City Attorney shall make any such required announcements prior to final adjournment of 

the meeting. 

 

H. Minutes of Proceedings.  An account of all public proceedings of the City Council shall be 

recorded by the City Clerk and entered into the official Minute Book of the City Council. 

The minutes shall be posted on the website and shall be available for inspection by the 

public. 

 

I. Right of Floor.  A member desiring to speak shall first be recognized by the Mayor and 

shall confine his or her remarks to the subject under consideration.  

 

J. City Manager.  The City Manager shall attend all meetings of the Council unless excused. 

If absent, the City Manager shall designate a substitute. The City Manager may make 

recommendations and shall have the right to take part in all discussions of the Council, but 

shall have no vote.  

 

K. City Attorney.  The City Attorney shall attend all meetings of the Council unless excused. 

If absent, the City Attorney shall designate a substitute. The City Attorney shall give 

opinions, either written or oral, on questions of law and shall serve as the Council’s 

parliamentarian.  

 

L. City Clerk.  The City Clerk shall attend all meetings of the Council unless excused. If 

absent, the Deputy City Clerk shall designate a substitute. The City Clerk shall prepare and 

post the agenda, record, prepare and maintain the official record of the Council and perform 

other related duties as prescribed by the Council and/or the City Manager.  

 

M. Department Directors/Employees.  Department Directors and City employees, as directed 

by the City Manager, shall attend Council meetings.  

 

RULE 3.  DUTIES. 

 

A. Mayor.   The Mayor shall be a member of the Council and shall have all of the powers of a 

Council Member. When the terms “Council” and “Council Member” are used in these 

Rules, they include the Mayor.   
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B. Mayor Pro-Tem.  The Mayor Pro-Tem shall perform the duties of the Mayor whenever the 

Mayor is absent or is unable to perform such duties. 

 

C. Presiding Officer.  The Mayor shall serve as Presiding Officer at all Council meetings. In 

the Mayor’s absence, the Mayor Pro-Tem shall serve as Presiding Officer. In the absence 

of both, the Council Members present shall select a Presiding Officer.  

 

1. Call to Order.  The Mayor shall call the meeting to order at the hour appointed. In 

the absence of the Mayor and the Mayor Pro-Tem, the meeting shall be called to 

order by the City Clerk and those Council Members present shall proceed to select 

a temporary Presiding Officer.  

 

2. Preservation of Order.   The Mayor shall preserve strict order and decorum, and 

shall confine debate to the item under discussion.  

 

3. Point of Order.  The Mayor shall determine all points of order, subject to the right 

of any Council Member to appeal the decision to the full Council. If an appeal is 

taken, the question to the Council shall be: “Shall the decision of the Mayor be 

sustained?” 

 

4. Motion to be Stated.  After a motion is made and seconded, the Mayor shall state 

the motion or ask the City Clerk to state the motion.  After the vote, the Mayor shall 

announce the result of all votes.  A roll call shall be taken at the request of any 

Council Member or, if required by law, for certain remote conferencing of 

meetings. 

 

5. Recess.  The Mayor may call a recess at his or her discretion or upon the request of 

a Council Member, staff, or City Attorney. 

 

RULE 4.  AGENDAS.  

 

A. General.  The term “Agenda” as used in these rules apply to regular meeting agendas and 

to special meeting notices and agendas.   

 

B. Regular Meeting Agendas.  The following shall be the general order of business.  The 

Council may decide to change the order during the Approval of the Agenda or as deemed 

necessary during a meeting.  The City Manager may also direct that an agenda be prepared 

with a different order to meet needs of Council Members or consultants. 

 

1.  

 

 

1. Opening Ceremonies (Call to Order, Roll Call, Invocation, Flag Salute) 

2. Agenda Approval/Additions/Deletions 

3. Presentations/Ceremonial Matters (No action may be taken on such matters) 

4. Public Forum (for matters not on agenda) 

5. Consent Calendar 

6. Public Hearings 
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7. Department Reports 

8. City Manager/Staff Communications 

9. Mayor/Council Reports/Announcements/Future Agenda Items 

(This portion of the meeting is reserved for the Mayor and Council Members (i) to make 

brief reports on boards, committees, and other public agencies, and at public events, 

(ii)to request updates, (iii) to initiate future agenda items at the request of a Council 

Member with consensus of the Council, and (iv) to take action on matters initiated 

under this section of the agenda. items.  Under this section the Council may take action 

only on items specifically agendized and which meet other requirements for action.) 

10. Closed Session 

11. Adjournment 

 

C. Special Meeting Agendas.  The following outlines the general order of business for special 

meetings.  Under the Brown Act, the general public comment section is not required but 

the agenda shall note that members of the public shall have an opportunity to provide 

comments on agenda items.  For Special Meetings, only those matters specified in the 

Special Meeting Notice and Agenda may be discussed at the meeting. The Special Meeting 

Notice and Agenda shall provide an opportunity for members of the public to address the 

Council on any items on the agenda before action is taken.    

 

1. Call to Order  

2. Roll Call  

3. Pledge of Allegiance  

4. Approval of Agenda 

5. Express Notice that Public May Comment on Items on the Agenda 

6. List of Items to be considered by Council 

7. Adjournment 

 

D. Content of Agenda for Meetings. 

 

1. The Agenda is prepared by the City Clerk under the direction of the City Manager. 

The City Clerk works with the City Attorney to ensure that items are worded 

correctly and meet legal requirements and to ensure that required notices, 

publication, and hearing requirements have been met prior to placement of items 

on the agenda.  The agenda shall be posted and transmitted to the Mayor and City 

Council at least 72 hours before a regular meeting and 24 hours before a special 

meeting. The agenda may not be amended within 72 hours of a regular meeting and 

within 24 hours of a special meeting. 

 

2. The Agenda shall specify the time, date, and location of the meeting and contain a 

brief description and recommendation of each item of business to be transacted or 

discussed at the meetingtems. 

 

E. Placing Items on the Agenda. 

 

1. General:  The City Manager shall determine items for placement on the agenda 

except for Closed Sessions at the request of the City Attorney.   

 

2. City Council:   
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At a City Council meeting, a member of the Council may request that items be 

placed on a future meeting agenda and request Council consensus.  Such direction 

will be made during the part of a Regular Meeting Agenda called “Matters Initiated 

by Council Members.”   The City Manager in consultation with the City Attorney 

will determine whether an item requested by the Council requires that other 

procedures be followed prior to placement on the Agenda.  For example, some 

action items require a notice of public hearing by publication or consideration by 

the Planning Commission.  The City Manager will advise the Council of such 

requirements and place the item on the Agenda when such requirements have been 

met.  

 

 

 

3. Members of the Public:  Requests by members of the public for placement of an 

item on the Agenda shall be made to the City Clerk.  The City Clerk will consult 

with the City Manager who shall determine if and when such matters shall be placed 

on the Agenda.  If the matter is not placed on the Agenda, the member of the public 

may make a request to a Council Member or to the Council at a regular meeting 

during public comment.  

 

F. Posting of Regular Meeting Agendas and Special Meeting Notices.  Per the Brown Act, 

the City Clerk shall post the Agenda for regular meetings at the front entrance of the City 

Hall, and the City website at least 72 hours before any regular meeting. The same process 

shall be followed for the posting of Special Meeting Notices except that the posting is to 

be done at least 24 hours prior to the meeting as required by the Brown Act and the posting 

will be referred to as Special Meeting Notice and Agenda.   

 

G. Availability of Agenda Documents.  The documents and materials regarding the agenda 

items will be posted on the City’s website with the Agenda and are available in the City 

Clerk’s office.  Documents not posted at the time the Agenda is posted will be distributed 

as described below.  A binder with the documents and materials regarding the agenda will 

be made available in the City Clerk’s Office at City Hall. 

 

1. Per the Brown Act under Government Code 56957.5, if a writing is a public record 

related to an agenda item (hereafter ‘writing’) for an open session of a regular 

meeting of the Council and is distributed to all or a majority of all of the members 

of the Council less than 72 hours before that meeting, the writing shall be made 

available for public inspection and the following requirements apply: 

 

a. City shall make available any writing described above for public inspection 

at a public office or location that the City designates for that purpose. 

 

b. Agendas shall list the address where such writings are available for public 

inspection. 

 

c. Posted on the City website. 

 

2. If the foregoing requirements are not met, the following requirements apply:  
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a. The initial staff report containing an executive summary and 

recommendation regarding the agenda item must be made available to the 

public at least 72 hours before the meeting.  This requirement is satisfied by 

posting both the agenda and staff report with a recommendation on the City 

website.   

 

b. The writing is posted on the City website in a position and manner that 

makes it clear that it relates to an upcoming agenda item.   

 

c. The City must list the City’s web address of the City’s internet website on 

the agendas for all meetings of the City Council. 

 

d. The City must make physical copies available for public inspection at City 

Hall at least 24 hours before the Council meeting. 

 

3. Writings that are public records and distributed during the Council meeting shall 

be made available for public inspection at the meeting if prepared by the City or a 

member of the Council, or after the meeting if prepared by some other person. 

 

H. Additions to Agenda. In accordance with the Brown Act, at a regular meeting, the Council 

may add items of business to the Agenda under the following limited circumstances, after 

the Mayor publicly identifies the item if the following requirements are met: 

 

1. Upon a majority vote that an “emergency situation” as defined in Government Code 

Section 54956.5 exists; or 

 

2. Upon a determination by a two-thirds vote (4 votes) or, if less than two-thirds of 

the members are present, a unanimous vote of those members present, that there is 

a need to take immediate action and that the need for action came to the attention 

of the City after the Agenda was posted; or 

 

3. The item was posted for a prior meeting of the Council not more than five calendar 

days prior to the date action is taken on the item, and at the prior meeting the item 

was continued to the meeting at which action is being taken.  

 

I. Minutes.  The City uses Action Minutes. The minutes may be approved without reading 

under the consent calendar if the City Clerk previously furnished a copy to each member 

via the agenda packet.  

 

J. Public Hearings.  Items requiring a public hearing will be noticed as required by law.  

(Requirements for noticing hearings may differ.  Staff responsible for public hearing 

agenda items shall coordinate with the City Clerk and City Attorney to insure proper 

notice requirements have been met; See also Rule 8.) 

 

K. Consent Calendar.  Items listed under the Consent Calendar are those items staff believes 

do not require Council discussion and are routine in content. The Consent Calendar may 

be approved by one motion.  Also listed under the Consent Calendar are resolutions 

confirming action from previous meetings which are brought back for approval of form 
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rather than approval of action or for minor correction and ratification. Items may be pulled 

from the Consent Calendar for separate discussion and action upon the request of any 

Council Member or member of the public. 

 

L. Action Limited to Posted Agenda.  No action or discussion may be taken on any item not 

appearing on the posted Agenda, except that Council Members or the City Manager may 

“briefly respond” to statements made or questions posed by persons exercising their public 

testimony rights under the Public Forum portion of the Agenda. (See Rule 4B and Rule 

5B). In addition, on their own initiative, or in response to questions posed by the public, 

Council Members may ask questions for clarification, provide a reference to staff or other 

resources for factual information, request staff to report back at a subsequent meeting 

concerning any matter, or direct staff to place a matter of business on a future agenda.  

 

RULE 5.  PUBLIC PARTICIPATION. 

 

A. Public Comment on Agenda Items.  Pursuant to the Brown Act, members of the public 

must be given an opportunity to comment on action items on the Agenda of a regular 

meeting or special meeting.  Each person’s comments will be limited to three (3) minutes 

except that where translations are required and are not simultaneous, the time will be 

extended to six (6) minutes to allow for translations.  Members of the public shall be 

afforded an opportunity to comment before a motion is made on an agenda item. However, 

members of the public do not have the right to give testimony outside the scope of or 

unrelated to the agenda item under consideration. Additionally, members of the public 

should strive to avoid unduly repeating their own or others’ testimony. Members of the 

public may not be prohibited from criticism of the policies, procedures, programs, or 

services of the City or acts or omissions of the City Council. 

 

B. Public Comment on Matters Not on Agenda (Public Forum).  At a regular meeting, 

members of the public shall have an opportunity to comment on any matter which is not 

on the Agenda but is within the City Council’s jurisdiction.  For Non-Agenda Items, each 

person’s comments will be limited to three (3) minutes except that where translations are 

required and are not simultaneous, the time will be extended to six (6) minutes to allow for 

translations.  Members of the public may not be prohibited from criticism of the policies, 

procedures, programs, or services of the City or acts or omissions of the City Council.  The 

City Council may not take action on any matter raised during the Public Forum.   

 

C. Manner of Addressing the City Council.  After being recognized by the Mayor, each 

member of the public addressing the City Council shall go to the podium and will be 

requested but not required to state their name and whom they represent. Each member of 

the public is encouraged, but not required, to also state his or her address. All remarks shall 

be addressed to the City Council as a whole and not to any individual member thereof. 

After public comment has been closed, no member of the public shall address the City 

Council on the matter under consideration without first securing Council approval.  

 

D. Time Limits for Public Comments.  Members of the public shall limit their remarks to three 

minutes per agenda item and three minutes under the Public Forum part of the agenda.  

Time will be adjusted for speakers utilizing translation assistance as required by law.   

 

If a speaker is being repetitious or discussing matters that are not relevant to the issue under 
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consideration, the Mayor may limit the time period. The Mayor, with the City Council’s 

consent, may shorten the time to accommodate a very lengthy agenda or when there is 

undue repetition on an item.  The Mayor, with the City Council’s consent may also lengthen 

the time limit for complicated matters.  The City Clerk shall monitor the time for each 

speaker and the Mayor shall be responsible for enforcing the time limit.  When a group 

wants to present the position of the group, the group may identify itself and request to have 

their spokesperson speak for ten minutes.  The Council will not entertain ad hoc requests 

to have one member of the public yield his or her time to another member of the public. 

 

 

E. Rules of Order and Decorum at Meetings.  This section of the rules has been prepared in 

a manner consistent with Government Code Section 54957.95 of the Brown Act.  

 

1. Meetings of the City Council must be conducted in an orderly manner to ensure 

that the public has an opportunity to be heard and that the Council’s deliberative 

process is not disrupted.   

 

2. The Presiding Officer at Council Meetings shall be the Mayor, Mayor Pro Tem, or, 

in their absence, another member so designated by the Council.  The Presiding 

Officer is responsible for maintaining the order and decorum of meetings.  Rules of 

Decorum and Order are intended to preserve the rights of persons addressing the 

Council and members of the audience at the meeting.  This will allow the City 

Council to continue its work on behalf of the public. 

 

3. While any meeting of the City Council is in session, the Rules of Decorum must be 

observed as follows: 

 

a. A person, other than members of the Council and the person having the floor 

shall not be permitted to enter into the discussion or make comments unless 

requested by the Presiding Officer to speak. 

 

b. All remarks shall be directed to the Council as a body, and not to any 

particular Council Member or member of staff. 

 

c. Members of the Council shall wait until a person completes his/her/their 

public comments before asking questions or commenting.  The Presiding 

Officer shall then ask Council Members if they have comments or 

questions.   

 

d. While the City Council is in session, all persons addressing the Council and 

all persons in attendance must preserve order and decorum and not engage 

in disruptive behavior. 

 

e. The Council Chamber is small.  Signs, placards, banners, or other similar 

items shall not be permitted in the audience if the presence of such item 

disturbs, disrupts or otherwise impedes the orderly conduct of the meeting. 

 

f. A person who attends a City Council meeting or who addresses the Council 

300

Section 7, Item B.



 

10 

under public comment for a specific agenda item or under the general public 

comment section of the agenda may not engage in speech or conduct which: 

 

i. disturbs the peace of the meeting by loud and unreasonable noise, 

 

ii. is irrelevant or repetitive, 

 

iii. goes beyond the time allowed for public comment,  

 

iv. disrupts, disturbs, impedes or renders infeasible the orderly conduct 

of any City Council meeting, or 

 

v. is likely to provoke others to violent or riotous behavior. 

 

4. Disruptive Behavior.  The Presiding Officer is authorized to remove, or cause the 

removal of, an individual for disrupting a Council meeting.  The term “disruptive” 

as used in this section means: (i) a failure to comply with reasonable and lawful 

regulations adopted by the Council including the Rules in this Section and rules 

adopted in the Kerman Municipal Code, and/or (ii) engaging in behavior that 

constitutes the use of force or a true threat of force. 

 

5. Enforcement.  The Presiding Officer shall be responsible for maintaining the 

decorum of the public meeting in a fair manner and for enforcing the rules of 

decorum. 

 

6. Enforcement Warning Required.  In the event a person breaks the rules of decorum 

in a manner that disrupts the meeting, the Presiding Officer shall warn a person who 

is breaching the rules of decorum to cease such conduct.  If after receiving such a 

warning, the person persists in breaching the rules of decorum, the Presiding officer 

may order the person to leave the City Council meeting.  If such person does not 

leave, the Presiding Officer may request the Police Chief or Police Chief’s designee 

to remove the person from the Council meeting.  In the event there is no one from 

law enforcement present, the Presiding Officer may direct the City Manager to 

contact law enforcement.   

 

7. No Warning for Use of Force or True Threat of Force.  The Presiding Officer is not 

required to give a warning to a person who is breaching the rules of order and 

decorum when the individual engages in behavior that constitutes use of force or a 

true threat of force.  The Presiding Officer may order the person to leave the City 

Council Meeting.  If the person does not leave, the Presiding Officer may request 

the Police Chief or Police Chief’s designee to remove the person from the Council 

meeting.  In the event there is no one from law enforcement present, the Presiding 

Officer may direct the City Manager or other staff person to contact law 

enforcement.  The term “true threat of force” means a threat that has sufficient 

indicia of intent and seriousness that a reasonable observer would perceive it to be 

an actual threat to use force by the person making the threat. 

 

8. Penalties.  Depending on the nature of the disruptive conduct, a person engaging in 

disruptive conduct may be subject to an infraction or misdemeanor for violation of 
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Kerman Municipal Code and/or subject to prosecution under the California Penal 

Code. 

 

9. Adjournment.  If a meeting of the Council is disturbed or disrupted in such a manner 

as to make infeasible or improbable the restoration of order, the meeting may be 

adjourned or continued by the Presiding Officer, or by a majority of the Council, 

and any remaining Council business may be considered at the next meeting. 

 

 

RULE 6.  DISCLOSURE OF CONFLICTS OF INTEREST AND CAMPAIGN 

CONTRIBUTIONS.  
 

A.  Conflicts of Interest. 

 

The Political Reform Act prohibits any public official from making, participating in making, or in 

any way attempting to use his or her official position to influence a governmental decision in which 

the public official knows or has reason to know he or she has a financial interest.  

 

Public officials who must comply with this Rule include, but are not limited to City Manager, City 

Attorney, Department Directors, City Clerk, and City Engineer (collectively referred to as “Staff” 

in this Rule) and Members of the City Council. 

 

1. Requirements for Members of City Council with Conflict of Interest.   

 

A public official who holds an office specified in Government Code Section 87200, and 

has a disqualifying financial interest in a decision, shall identify the conflict of interest or 

potential conflict of interest, and immediately prior to the consideration of the matter, do 

all of the following: 

 

a. Publicly identify the financial interest that gives rise to the conflict of interest or 

potential conflict of interest in detail sufficient to be understood by the public.  

 

b. Recuse himself/herself from discussing, participating and voting on the matter, or 

otherwise acting in violation of Government Code Section 87100. 

 

c. Leave the room until after the discussion, vote, and any other disposition of the 

matter is concluded, unless a matter is on the Consent Calendar. 

 

2. Requirements for Staff.  Staff with a conflict of interest shall be required to recuse 

themselves from all participation in the subject matter.  

 

B. Levine Act. 

Pursuant to the Levine Act (Government Code Section 84308), members of the City Council and 

any party to a permit, license, contract, or other entitlement before the Council is required to 

disclose on the record any contribution, including aggregated contributions, of more than $250 

made by the party or the party’s agents within the preceding 12 months to any City official.  
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Participants and agents are asked to make this disclosure as well.  The disclosure must include the 

name of the party, participant, or agent, and any other person making the contribution, the name 

of the recipient, the amount of the contribution, and date the contribution was made.  

RULE 7.  ORDINANCES, RESOLUTIONS AND CONTRACTS. 

 

A. Document Approval.  All ordinances and contracts shall be approved as to form and 

legality by the City Attorney and as to content by the City Manager before submission to 

the Council and before execution.  

 

B. Ordinance Introduction/Adoption.  Unless a member requests a full reading, a proposed 

ordinance will be read by title only. 

 

C. Number of Votes Required.  Per Government Code Section 36936, an affirmative vote of 

at least three members of the full Council shall be necessary to adopt any ordinance, 

resolution, or orders for payment of money. Urgency and emergency ordinances must be 

adopted by at least 4 votes of the Council. Resolutions of necessity (to command eminent 

domain) must be adopted by 4 votes of the Council. Other motions and other matters may 

be adopted or approved by the majority of those present except as required by State law. 

 

D. Ordinance Preservation.  The City Clerk will assign a number ordinances and publish and 

post the ordinance or a summary thereof as required by law. The ordinance shall be filed 

and preserved in the City Clerk’s office. The City Clerk shall also send copies of approved 

ordinances to the Municipal Code Publisher. 

 

RULE 8.  PROCEDURES REGARDING PUBLIC HEARINGS.  

 

Public hearings are matters which require a notice of publication or mail and are required to be 

heard on a set date and time.  If specific local or state statutes require different requirements, those 

statutes shall prevail. 

 

A. Hearing Opened.  Mayor announces subject of the public hearing and declares the public 

hearing open. 

 

B. Order of Proceedings.  Generally, public hearings shall be conducted in the following 

order: 

 

 Mayor announces the Agenda item and opens the hearing 

 Staff Report/Presentation 

 Presentation by Proponent, Applicant or Appellant 

 Questions of Staff, Proponent, Applicant or Appellant by Council  

 Public Testimony 

 Questions of public by Council 

 Staff clarification of issues raised 

 Mayor shall close the hearing 

 Deliberations by Council 

 Action by Council 
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C. Testimony Time Limits.   

 

Notwithstanding the public comment period in Rule No. 5, a project or entitlement 

applicant or an appellant shall have such time necessary for a fair and reasonable 

presentation in connection with the particular Noticed Public Hearing item. In general,  the 

time limit shall be set depending upon the complexity.  

 

The Mayor may inquire as to the number of persons wishing to speak for or against the 

matter under consideration.  If more than seven (7) persons wish to address the Council on 

the same side of the item, the Mayor may direct such persons to designate a limited number 

of speakers (the number to be determined by the Mayor based on the complexity and 

controversial nature of the issue)  to represent that side of the issue. If such persons are 

unable or refuse to designate representative speakers, the Mayor and Council may after 25 

minutes ask persons to raise their hands if they are for or against the matter under 

consideration.  The number shall be noted on the record.  The Mayor will then ask if there 

is anyone in the public who has something different to say.  If so, those persons may address 

the Council. In complex or controversial matters, the Council may extend the time limits 

commensurate with the amount of time reasonably necessary to present the matter fully 

and may allow a 5-minute rebuttal to the Applicant/Appellant. 

 

D. Motions.  No motions may be made until a hearing is closed. 

 

E. Public Hearing Closed.  

 

After the Mayor has determined that no other member of the public wishes to speak, or that 

all other speakers will be repetitious of the matters previously stated, and that members of 

the Council have asked questions of staff and speakers, the public hearing may be closed 

and the item shall be returned to the Council for deliberation.  Once the hearing has been 

closed, no additional public testimony will be taken without a majority vote of the Council 

to reopen the hearing, even in cases where the item is continued to a future date for Council 

consideration as described below. However, the Council may direct questions to staff, the 

applicant, or any other person who has testified during the hearing, and receive their 

answers, which shall be deemed to be part of the record at the hearing.  

 

After the hearing is closed, the Council may: 

 

1. Continue the matter to a later date for consideration (deliberations and a decision). 

No additional reports or testimony may be received under this option; OR 

 

2. Proceed to deliberate and vote on the matter or vote in concept only and direct City 

Attorney and staff to return with specific findings/decision that conforms with the 

vote; OR 

 

3. Continue the public hearing to a specific date if it wishes to receive additional 

information (e.g., a supplemental staff report).  In the event that public testimony 

is reopened to allow additional information or additional speakers, the Council shall 

permit a reasonable time for rebuttal.  
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RULE 9.  BOARDS, COMMISSIONS AND COMMITTEES. 

 

A. Creation.  The City Council may create such ad hoc advisory boards, commissions, and 

committees as the Council deems appropriate.  See Chapter 2.26 of the Kerman Municipal 

Code.   As to committees of the Council, whether standing or ad hoc, a resolution should 

be adopted noting the purpose and duration. 

 

B. Appointments.   The Mayor shall make all appointments to boards, commissions and 

committees with the consent and approval of each appointment by the City Council 

(Government Code 40605). All boards and commissions, as well as Council standing 

committees shall conduct their business activities consistent with the requirements of the 

Brown Act and other relevant provisions of State Law.  

 

RULE 10.  SUSPENSION AND AMENDMENT OF RULES. 

 

A. Suspension.  Any provision of these Rules not governed by the Kerman Municipal Code 

or State law may be temporarily suspended during a meeting by four (4) votes of the 

Council Members present at the meeting.  

 

B. Amendment.   Any provision of these Rules not governed by the Kerman Municipal Code 

or State law  may be amended by resolution adopted by a majority vote of the full Council 

(three (3) votes) if such an action item is on a regular meeting agenda.  

 

RULE 11.  MISCELLANEOUS RULES. 

 

A. Votes.  After a motion is made, the Mayor shall state the  motion or ask the City Clerk to 

read the motion, ask for a vote, and shall announce the result of all votes including the 

names of Council Members voting and how they voted.  Alternatively, the Mayor may ask 

the City Clerk to announce the result of all votes including the names of Council Members 

and how they voted. A roll call vote shall be taken upon the request of any Council Member 

or upon the City Attorney’s recommendation.  The Mayor’s name shall be called last by 

the City Clerk. Members shall not give explanations for their vote during a roll call. 

 

B. Silence.  During a collective vote (Ayes & Nays), silence of any member denotes an 

affirmative vote.  

 

C. Abstentions.  Council Members wishing to abstain from a particular vote shall orally state 

their abstentions.  Abstentions do no count in tallying the vote negatively or positively. 

 

D. Continuance of Agenda Item.  Requests for Continuances by Persons Other than Council 

Members may be made. If the request is on an item which is not subject to a deadline, the 

Council, by a majority vote of those present, may grant the continuance.   

 

RULE 12.  RULES OF DEBATE. 

 

A. Rules of Order.  These Rules and applicable laws will govern the proceedings of the City 

Council.  The City Council may utilize Robert’s Rules of Order as a non-binding guide and 

only where such rules are not inconsistent with the Brown Act, other applicable law, or 

these Rules of Procedure.  
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B. Obtaining the Floor.  Any member of City Council wishing to speak must first obtain the 

floor by being recognized by the Mayor.  The Mayor must recognize any Council Member 

who seeks the floor when appropriately entitled to do so.  The member must confine his or 

her remarks to the subject matter under consideration.   

 

C. Motions.  The Mayor and Council Members may make Motions.  The City Clerk shall 

record all motions and read them back when requested.  Upon request or if necessary, the 

City Attorney shall assist in the formation of motions.  Any motion that does not receive a 

second shall die and another motion may be made. 

 

D. Questions of Order and Appeals to Rulings of Presiding Officer.  A question of order may 

be raised at any stage of the proceedings, except during a calling of the roll when the ayes 

and noes on a vote are called for.  Such question shall be decided by the Mayor, without 

debate, subject to an appeal to the Council. 

 

E. Point of Order.  The Presiding Officer shall determine all points of order, subject to the 

right of any Council Member to appeal the decision to the full Council. If an appeal is 

taken, the appeal to the Council shall be generally as follows: “I appeal the decision of the 

Mayor to the City Council.”   

 

F. Appeals.  Any ruling of the Mayor may be appealed at the request of any Council Member. 

The mayor shall call for a roll call vote to determine if the ruling is upheld.  

 

G. Types of Motions. 

 

1. Main Motion.  This motion (and second) puts forward a substantive decision for 

Council consideration.  Only one main motion may be on the floor at one time. 

 

2. Motion to Amend.  This motion seeks to modify the main motion before the 

Council.  A motion to substitute a motion with another motion shall be treated as a 

motion to amend.  Only one motion to amend may be on the floor at one time, 

unless the Mayor allows Council Members to state two or more motions to amend, 

which may be accumulated and then voted upon in a series in the order made.  All 

motions to amend shall be resolved prior to voting on the main motion. 

 

3. Procedural Motion.  This motion is to address a rule of procedure, postpone, or take 

some other action.  Procedural motions take priority over main motions and motions 

to amend.  Only one procedural motion may be on the floor at one time.  A “point 

of order” may be raised at any time, interrupting a speaker when recognized by the 

Mayor, to make a procedural motion. 

 

4. Motion to Recess.  This motion, if passed, requires the Council to immediately 

recess.  The Mayor determines the length of the recess.  It is not subject to debate 

and requires a majority vote. Note, that a recess may also be called per Rule 3.C.5  

 

5. Motion to Adjourn.  This motion is not subject to debate and requires a majority 

vote. 
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6. Motion to Table.  This motion, if passed, requires the discussion of the agenda item 

to be halted and the agenda item placed on hold.   

 

a. The motion can contain a specific date and time in which the item can come 

back to Council.   

 

b. If the motion does not contain a specific date and time for the return of the 

item, a motion to take the item off the table will have to be taken at a future 

meeting to bring it back to Council.   

 

c. A motion to table or to bring it back to the Council requires a simple 

majority vote. 

 

7. Motion to Continue.  This motion, if passed, requires the particular agenda item to 

be withdrawn from the Agenda at that time and postponed either indefinitely or to 

a certain time and/or date, or to a time later in that meeting, as stated in the motion.  

A motion to continue may be made by any member of the Council, is debatable, 

and requires a simple majority vote. 

 

8. “Friendly Amendment.”  This is a “request,” rather than a formal motion.  The 

speaker asks whether the maker of the main motion would agree to amend the 

motion, as suggested.  If agreed, and if the member providing the second also 

agrees, or another second is offered, then the main motion is replaced with the 

amended motion.  If an offer for a “friendly amendment” is rejected, then a formal 

motion to amend may be made. 

 

9. Motion to Reconsider.  A motion to reconsider any action taken by the Council may 

be made on the day such action was taken.  It may be made immediately after a 

vote is taken.  Such motion must be made by one of the members on the prevailing 

side, but may be seconded by any member; it shall be debatable.  Nothing herein 

shall be construed to prevent any member of the Council from making a motion to 

reconsider at a subsequent meeting of the Council so long as the ability to make 

such motion meets the requirements of applicable laws. 

 

10. Tie Votes.  Tie votes result in a lost motion.  If the agenda item involves an appeal, 

and a tie vote occurs the result is that the decision appealed stands as decided by 

the decision-making person or body from which the appeal was taken unless the 

Kerman Municipal Code provides otherwise. 

 

If a tie vote occurs, the result is no action. Any member of City Council present 

may offer a new motion for action.  If there is no action by an affirmative vote, the 

result is no action.   

 

If  an action item results in a tie vote and no action is taken, the matter will be 

placed on the next regular meeting when the full Council is present  and within 

thirty days.  This provision will not apply if the member absent recused himself or 

herself.  

 

***************************** 
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