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MEMORANDUM OF UNDERSTANDING 
PEACE OFFICERS’ ASSOCIATION 

 

 

This Memorandum of Understanding (“MOU”) is made and entered into between the 
SUTTER COUNTY PEACE OFFICERS’ ASSOCIATION (hereinafter referred to as 
"Association") and the COUNTY OF SUTTER (hereinafter referred to as the "County") 
pursuant to the provisions of the Meyers-Milias-Brown Act (Government Code Section 
3500, et seq.). 
 
The Sutter County Personnel Rules and Regulations and Rules Governing Employee 
Compensation, Benefits and Working Conditions shall be applicable to all members of the 
Peace Officers’ Association except that where the County’s Rules are in conflict with 
provisions of this Memorandum of Understanding (MOU), the negotiated MOU language 
will take precedence.  In the event the MOU is silent, the County’s Rules shall apply. 
 
The Parties have met and conferred in good faith regarding wages, hours, and other terms 
and conditions of employment, and it is mutually agreed that the term of this MOU shall 
commence upon Board adoption, and end on June 30, 2026. 

 
 

ARTICLE 1 
RECOGNITION 

 
 

1.1 Exclusive Representative 
 

 County recognizes the Association as the recognized bargaining representative for 
 the purpose of establishing salaries, hours, fringe benefits, and working conditions 
 for all employees of the County whose employee classifications are contained within 
 the Law Enforcement Unit of the County as established in accordance with the 
 Sutter County Employer-Employee Relations Policy, Resolution No. 77-21.  Both 
 parties recognize their mutual obligation to cooperate with each other to assure 
 maximum service of the highest quality and efficiency to the citizens of the County.  
 This agreement will be available on the Human Resources page of the County 
 website.  
 
1.2 Payroll Deduction 

 

 During the term of this MOU, upon the Association’s receipt of an executed 
 voluntary written authorization, and notification of same to the County via a Certified 
 Written Member List, the County shall deduct Association dues from the salaries of 
 its members.  The amounts to be deducted for Association dues shall be certified in 
 writing to the County by the appropriate Association official via the Certified Written 
 Member List.  Such deductions shall be made only when the employee's earnings 
 for a pay period are sufficient after other legal required deductions are made.  Such 
 deductions shall be forwarded to the Association within ten (10) working days 
 following such deductions from the employee's pay. 
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 Authorization for dues deductions shall be revocable by the employee upon fifteen 
 (15) days' advance written notice to the Association. Inquiries by an employee to 
 cancel dues deductions shall be directed to the Association. 
 
 The employer shall not be liable to the Association, employees, or any party by 
 reason of the requirements of this article for the remittance or payment of any sum 
 other than that constituting actual deductions made from employee wages earned.  
 The Association shall hold the County harmless against any and all claims, 
 demands, suits, orders, judgments, or other forms of liability that may arise out of or 
 by reason of action taken by County under this article. 
 
1.3 Scope of Representation 
 
 The Scope of Representation of the Association shall include all matters relating to 
 employment conditions and employer-employee relations including, but not limited 
 to, wages, hours, and other terms and conditions of employment. 

 
1.4  No Discrimination 
 
 The County shall not interfere with, restrain, or coerce employees in the exercise of 
 the rights recognized or granted in the Sutter County Employer-Employee Relations 
 Policy, Resolution No. 77-21. 
 
1.5 Prevailing Rights 
 
 This MOU contains all the covenants, stipulations, and provisions agreed upon by 
 the Parties.  Except as amended by this MOU, it is understood that all items relating 
 to employee wages, hours, and other terms and conditions of employment not 
 covered herein shall remain the same as those in existence on June 30, 2024, 
 subject to the changes in such items contained in Board Resolution 83-123 and 
 MOU of parties entered subsequent to June 30, 2024.   
 
1.6 Full Understanding, Modifications, Waiver 
 
 It is intended that this Agreement sets forth the full and entire understanding of the 
 parties regarding the matters set forth herein, and any other prior or existing 
 understanding or agreements by the parties, whether formal or informal, regarding 
 any such matters are hereby superseded or terminated in their entirety. 
  
 Except as specifically provided herein, it is agreed and understood that the 
 Association voluntarily and unqualifiedly waives its rights, and agrees that the 
 County shall  not be required to negotiate with respect to any subject or matter 
 covered herein during the term of this Agreement.   
 
 Any agreement, alteration, understanding, variation, waiver, or modification of any 
 of the terms or provisions contained herein shall not be binding upon the parties 
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 hereto unless made and executed in writing by all parties hereto, and if required, 
 approved, and implemented by the Board. 
 

 The waiver of any breach, term, or condition of this Agreement by either party shall 
 not constitute a precedent in the future enforcement of all its terms and provisions. 
 
1.7 Continued Performance of County Service 
 

 Apart from and in addition to existing legal restrictions upon work stoppages, the 
 Association hereby agrees that neither it nor its officers, agents or representatives 
 shall incite, encourage, or participate in any strike, walkout, slow-down, speed-up, 
 sick-out, or other work action for any cause or dispute whatsoever, either with the 
 County or with any other person or organization, including compliance with the 
 request of other labor organizations to engage in such activities. In the event of 
 work stoppage as enumerated above, the Association, its officers, agents, and 
 representatives shall do everything within their power to end or avert the same.  
 Violation hereof will subject violator to legal and equitable judicial relief. 
 

 Any employee engaged in or assisting any work stoppage as enumerated above, or 
 refusing to perform duly assigned services in violation of this Article, shall be subject 
 to discipline up to and including termination. 
  
 The inclusion of this Article in this contract shall in no way be deemed to stop the 
 County from seeking any form of legal, equitable, or administrative relief to which it 
 may be entitled during the term of this contract. 
 
 

ARTICLE 2 
MANAGEMENT RIGHTS 

 
 

2.1 All management rights and functions, except those which are limited in this MOU, 
 shall remain vested exclusively in the County.  It is expressly recognized merely by 
 way of illustration and not by way of limitation that such rights and functions include, 
 but are not limited to: 
 

(a) Manage the County. 
 

(b) Schedule working hours. 
 

(c) Institute changes in procedures. 
 

(d) Direct the work force, including the right to hire, promote, demote, transfer, 
 suspend, discipline, or discharge any employee. 

 

(e) Determine the location of any new facilities, buildings, departments, 
 divisions, or subdivisions thereof, and the relocation, sale, leasing or closing 
 of facilities, departments, divisions, or subdivisions thereof. 
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(f) Determine services to be rendered. 
 

(g) Determine the layout of buildings and equipment and materials to be used 
 therein. 

 
(h)  Determine processes, techniques, methods, and means of performing work. 

 
(i)  Determine the size, character, and use of inventories. 

 
(j)  Determine financial policy including accounting procedure. 

 
(k)  Determine the administrative organization of the system. 

 
(l)  Determine the size and characteristics of the work force. 

 
(m) Determine the allocation and assignment of work to employees. 

 
(n) Determine policy affecting the selection of new employees. 

 
(o)  Determine the establishment of quality and quantity standards and judgment 

 of quality and quantity of work required. 
 

(p) Determine control and use of County property, materials, and equipment. 
 

(q) Place work with outside providers as authorized by Government Code 
 Section 31000. 

 
(r)  Determine the merits, necessity, or organization of any service or activity 

 provided by law or executive order. 
 

(s)  Require employees, where necessary, to take in-service training courses 
 during work hours. 

 
(t) Determine duties to be included in any newly created job classification. 

 
(u)  Determine the necessity of overtime and the amount of overtime required in 

 the event of any emergency. 
 

(v)  Take any necessary action to carry out the mission of the County in cases of 
 an emergency. 

 

(w) Prescribe a uniform dress to be worn by designated employees. 
 

 The exercise of the foregoing powers, rights, authority, duties and responsibilities by 
 the County, the adoption of policies, rules, regulations, and practices in furtherance 
 thereof, and the use of judgment and discretion in connection thereof, shall be 
 limited only by the terms of this contract, and then only to the extent such terms are 
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 in conformance with the law. This Article is not intended to limit the County’s 
 obligation to meet and confer regarding mandatory subjects of bargaining or, under 
 appropriate circumstances, the impacts of its Management Rights decisions. 

 
 

ARTICLE 3 
SALARY 

 
 

3.1 Salary Schedule: 
 

A. Effective the first day of the second full pay period after adoption of this MOU 
by the Board, the County will provide a two percent (2%) salary increase to 
each bargaining unit member. 
 

B. Effective July 12, 2025, the County will provide a two percent (2%) salary 
increase to each bargaining unit member. 

 
C. The County agrees to conduct and provide the Association with a salary 

survey by April 15, 2025, for the class titles of Deputy Sheriff, Sheriff's 
Sergeant Detective, and Senior Criminal Investigator. The salary data shall 
be the step 5 salaries in effect at comparison agencies as of July 1, 2025, as 
applicable. The agencies to be surveyed shall include the counites of Butte, 
Colusa, Nevada, Placer, Sacramento, Yolo, and Yuba, and the cities of 
Marysville and Yuba City. 

 
D. The County and Association agree to reopen negotiations limited to 

discussions regarding salary increase only no later than May 1, 2025, or a 
date mutually agreed to by the parties. 
 

 
ARTICLE 4 

MERIT INCREASES WITHIN SALARY RANGE AND LONGEVITY PAY 
 
 
4.1 Salary Adjustments   
 

 The following standards shall govern with regard to salary adjustments: 
 

A regular employee shall receive a merit salary increase to step two (2) of the 
employee's salary range on the first calendar day of the biweekly pay period following 
twenty-six (26) pay periods of continuous service in the first step. For purposes of merit 
advancement above step two (2), all employees shall serve a minimum amount of time 
at each salary level before becoming eligible to progress to the next step as follows: a 
minimum of twenty-six (26) biweekly pay periods service in step two (2) before 
becoming eligible for advancement to step three (3); a minimum of twenty-six (26) 
biweekly pay periods service at step three (3) before becoming eligible for advance to 
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step four (4); a minimum of twenty-six (26) biweekly pay periods service at step four 
(4) before becoming eligible for advancement to step five (5); a minimum of fifty-two 
(52) biweekly pay periods (2 years) service at step five (5) before becoming eligible for 
advancement to step six (6); a minimum of fifty-two (52) biweekly pay periods (2 years) 
service at step six (6) before becoming eligible for advancement to step seven (7); and 
a minimum of fifty-two (52) biweekly pay periods (2 years) service at step seven (7) 
before becoming eligible for advancement to step eight (8). 

 

 Effective the end of the first full pay period after Board adoption of this agreement, 
 merit steps 9-11 shall be eliminated. 
 

4.2 Longevity Pay:  
 
 A regular employee who has completed five (5) full years of continuous County service 

(130 biweekly pay periods) shall be eligible for an additional premium pay of two and 
one-half percent (2.5%) above their base  hourly  wage at their current salary step for a 
total of two and one-half percent (2.5%) of longevity premium pay.  

 

A regular employee who has completed ten (10) full years of continuous County 
service (260 biweekly pay periods) shall be eligible for an additional premium pay of 
two and one-half percent (2.5%) above their base hourly wage at their current salary 
step for a total of five (5%) of longevity premium pay. 

 

A regular employee who has completed fifteen (15) full years of continuous County 
service (390 biweekly pay periods) shall be eligible for an additional premium pay of 
two and one-half percent (2.5%) above their base hourly wage at their current salary 
step for a total of seven and one-half five percent (7.5%) of longevity premium pay. 

 

A regular employee who has completed twenty (20) full years of continuous County 
service (520 biweekly pay periods) shall be eligible for an additional premium pay of 
two and one-half percent (2.5%) above their base hourly wage at their current salary 
step for a total of ten percent (10%) of longevity premium pay. 

  

 Longevity pay shall be reported to CalPERS as special compensation. 
 
 

ARTICLE 5 
HOURS OF WORK AND WORK WEEK 

 
 
5.1 Official Work Week  

 
Except as otherwise provided below, the official work week for full time employees 
shall be forty (40) hours and shall begin on each Saturday and end with the 
following Friday. Employees not currently on a 5-2 work schedule shall be assigned 
a work schedule consisting of five (5) days on  and two (2) days off. 
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5.2 Canine Handlers 
 

Except as otherwise provided below, the official work period for employees in the 
classification of Deputy Sheriff or above who own police dogs which perform 
regularly as part of the Sheriff's Canine Patrol shall be compensated six (6) hours of 
unassigned time per pay period spent in the normal care, feeding, grooming, and 
training of the canine.  Such work period shall utilize a twenty-eight (28) day work 
cycle, including utilization of the Section 207(k) plan provided for in the Fair Labor 
Standards Act. 

 
5.3 Alternative Work Schedules 
 

 Notwithstanding the above, the Sheriff, with Board approval, may also utilize any of 
 the following schedules on a twenty-eight (28) day work cycle, including the 
 utilization of Section 207(k) plan provided for in the Fair Labor Standards Act. 
 
 1. Four On-Two Off Schedule 
 

 Employees may be assigned a work schedule consisting of four (4) days on 
 and two (2) days off.  Board approval is required. 

 
 2. Four (4) Ten (10) Hour Days On-Three (3) Off Schedule 
 

 Employees may be assigned a work schedule consisting of four (4) ten (10) 
 hour days on duty and three (3) days off.  Board approval is required. 

 
 In the event a dispute or grievance is raised involving the interpretation or 
 conflicting provisions in appropriate memoranda of understanding specifically 
 involving the ten (10) hour workday, the County Board of Supervisors shall 
 be the final interpreter and their decision shall be final and binding on the 
 parties. 
 

 3. Six (6) On-Three (3) Off Schedule 
 

 Employees may be assigned a work schedule consisting of six (6) days on 
 and three (3) days off.  Board approval is required. 
 

 4. Twelve (12) Hours Shift Schedule 
 

 Employees may be assigned a work schedule consisting of three (3) 12-hour 
 shifts on, three days off, three (3) 12-hour shifts on, one (1) 8-hour shift on 
 and four (4) days off. Board approval is required.  The County has the sole 
 right to cancel the 12-hour shift schedule at any time, without reasons, 
 provided employees are given at least a two (2) pay periods’ notice of the 
 change. 
 

 Since a twelve (12) hour shift schedule may have significant changes in 
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 benefits or salaries of which the parties may not be aware, in the event of 
 any disputes in interpretation, conflicting provisions, or other related 
 problems, any grievance on these issues filed pursuant to Section 23, 
 Grievance Procedures, shall proceed from a “Step IV” determination by the 
 Human Resources Director and/or County Administrative Officer directly to a 
 final and binding determination of the Grievance by the Board of Supervisors.  
 The “Step IV” determination by the Human Resources Director and/or the 
 County Administrative Officer shall be final and binding unless the employee 
 or the  department head within ten days of such determination files and 
 written appeal with the Board of Supervisors. 
 
5. Shift Assignment 
 

County and Association agree the Sheriff shall have the authority to assign 
employee work schedules to provide for 24-hour coverage consistent with the 
needs of the Department and the delivery of services to the public, provided 
he/she takes into consideration the affected employee's work schedule 
preference based on seniority in rank.  
 

 Bargaining unit members are encouraged to rotate through a day shift and 
 night shift within a time period of 1½ to 2 years. 

 
5.4 9-80 Work Schedule 
 

1. Employees may be assigned to work a nine (9) eighty (80) work schedule, 
 i.e. our (4) nine-hour days on and an eight (8) hour day on with two days off, 
 followed by four (4) nine-hour days on and three days off. For purposes of 
 the 9-80 work schedule, the official work week will begin and end after four 
 (4) hours scheduled worked during the eight (8) hour day. Department heads 
 are required to make a recommendation for consideration to the Board of 
 Supervisors to implement a 9-80 work schedule.  Board approval is required. 
 The Board of Supervisors and/or department head have the unconditional 
 right to cancel the 9-80 work schedule for an individual or for the department 
 at any time without reason, provided a two (2) week notice is given to the 
 employee(s).  Any change in work schedule will be effective at the beginning 
 of a pay period. 

 
2. Since a 9-80 work schedule may have significant changes in benefits or 
 salaries of which the parties may not be aware, in the event of any disputes in 
 interpretation, resulting grievances, conflicting provisions, or other related 
 problems, any grievance on these issues filed pursuant to Section 23, 
 Grievance Procedures, shall proceed from after a "Step IV" determination by 
 the Human Resources Director and/or County Administrative Officer directly to 
 a final and binding determination of the grievance by the Board of Supervisors.  
 The "Step IV" determination by the Human Resources Director and/or the 
 County Administrative Officer shall be final and binding unless the employee or 
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 the department head within ten days of such determination files a written 
 appeal with the Board of Supervisors. 

 
 3. It is further understood by the parties that the implementation of a 9-80 work 

 schedule shall not result in any gain or loss of salary and benefits to 
 employees, and it is not intended that either party gain or lose any advantage 
 currently provided for in appropriate Memoranda of Understanding, except as 
 outlined in Section 5.4,2 above. 

 
5.6 Normal Workday 
  

 Eight (8) hours shall constitute a normal minimum day's work except when 
 employee is assigned an alternative work schedule containing ten (10) or twelve 
 (12) hours days. 
 

Employees in the classification of Deputy Sheriff or above who own police dogs 
which perform regularly as part of the Sheriff's Canine Patrol shall be compensated 
in accordance with Section 5.2.   

 

5.7 Department Head Authority to Arrange Working Days or Work Week 
 

 Nothing contained in this section shall be construed to prevent department heads from 
 arranging, and they are expressly authorized to arrange, individual employee's 
 workdays, work weeks, or work periods so as to provide for the proper function of 
 departments at such hours and times as may be deemed necessary, provided that:   
 

 1. The provisions of the preceding sections are fully complied with.   
 

 2. The employee is given at least one week's notice of any change in regularly   
 scheduled workdays, work weeks or work periods. 

 
5.8 Flexible Work Hours 
 
 Flexible work hours may be arranged by mutual agreement between individual 
 employees and their respective Department Heads with concurrence of the County 
 Administrative Officer. Such hours shall allow the employee to work the standard 
 number of hours within each workweek and shall not exceed twelve (12) hours in 
 any workday. Such schedule shall state the specific hours the employee will work in 
 any biweekly pay period, by date, and will be agreed to in writing at least one 
 biweekly pay period in advance of the scheduled dates. The Department Head may 
 reassign an employee to the normal work schedule of the department by giving at 
 least two weeks written notice to the employee. The scheduled hours shall become 
 the "normal scheduled work hours" for all purposes, including the computation of 
 any additional overtime. It is further agreed that while such flexible scheduling will 
 be made available to all regular employees in the affected units on as equal a basis 
 as possible, it must not adversely affect the efficient operations of the department. 
 Any employee who receives less than an overall rating of "satisfactory" on his/her 



Peace Officers’ Association   10 

 

 last regular performance evaluation shall not be eligible for flexible scheduling. All 
 flexible schedules shall allow the employee to work the standard number of hours 
 within each biweekly pay period. 
 

5.9 Limitations on Work in More than One Department 
 

 No person employed in a full-time position shall work in any other permanent, 
 temporary, or seasonal position for the County of Sutter. No person shall work in two 
 or more part-time County positions which will in combination provide for more than 
 forty (40) hours of regularly scheduled work in any work week.  
 
5.10 Lunch Period 
 

  Each employee shall be guaranteed a lunch period of one-half hour or one hour, to be 
 determined by his/her department head and depending upon his/her workday. For 
 employees working a full shift, such lunch period shall be scheduled at or near the 
 midpoint of the scheduled hours of work. In the event an employee is requested in 
 advance by his/her Department Head to work during his/her regular lunch period, 
 he/she shall be credited at the applicable overtime rate for working during such lunch 
 period.   
 

 

ARTICLE 6 
OVERTIME 

 
 
6.1 Overtime Definition   
 

Except as otherwise provided herein, authorized overtime shall be compensated at 
the overtime rate of one and one-half (1 ½) times the “regular rate of pay” as defined 
by the Fair Labor Standards Act. 

 

 All paid leave with the exception of sick leave shall be considered hours worked for 
 overtime calculation purposes. 
 

 A. Non-exempt Employees - 40 Hour Work Period 
 

  "Overtime work" for non-exempt employees shall be defined as all authorized 
  work by an eligible employee in excess of forty (40) hours in a seven (7) day 
  work period or on the employee's scheduled day off. 
 
 B. Non-exempt Employees - 28 Day Work Period 
 

  In the event employees in the Sheriffs' Department are scheduled to work at 
  4-10 hour day on duty and 3 day off duty or a 6 day on duty and a 3 day off 
  duty, or a 4 day on duty and 2 day off duty or a 12-hour shift plan, "overtime 
  work" for those non- exempt positions assigned to such plans shall be defined 
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  as all authorized work by an eligible employee in excess of 171 hours in a  
  28 day work period or on the employee's scheduled day off. 
 
 C. Non-exempt Employees – 12 Hour Shift 
 

 Except for canine handlers, in the event the employees in the Sheriffs’ 
 Department are scheduled to work a 12-hour shift plan, “overtime work” for 
 those non-exempt positions assigned to such plan shall be defined as all 
 authorized work by an eligible employee in excess of 80 hours in a 14 day 
 work period, as provided by Section 207(k) of the Fair Labor Standards Act. 
 

 D. Non-exempt Employees – Canine Handlers 
 

 “Overtime work” for non-exempt employees in the classification of Deputy 
 Sheriff or above who own police dogs which perform regularly as part of the 
 Sheriff’s Canine Patrol, shall be defined as all authorized work by an eligible 
 employee in excess of 171 hours in a 28 day work period, as provided by 
 Section 207(k) of the Fair Labor Standards Act. 
 

6.2 County Policy Regarding Overtime Work 
 

 It is the policy of Sutter County to avoid overtime work whenever possible. Overtime 
 work shall be used only to supply essential public services or perform necessary duties 
 during emergencies or where performance of overtime work by regular employees is 
 more economical than adding new employees by creation of new regular or extra help 
 positions. 
 
6.3 Authorization 
 

 All compensable overtime must be authorized by the Department Head or his/her 
 designated representative in advance of being worked. If prior authorization is not 
 feasible because of emergency conditions as specified by the Department Head, 
 confirming authorization must be made on the next regular working day following the 
 date on which the overtime was worked. 
 

6.4 Rate and Type of Compensation  
 
  Except as specified herein, authorized overtime shall be converted to compensatory 
  time at a rate of one and one-half hours for each overtime hour worked, except that 
  with approval of the Board of Supervisors or the County Administrative Officer, such 
  overtime may be paid at the option of the appointing authority.    
 
   An employee who works overtime may request either time off or compensation in 
  the form of cash, subject to approval by the department head.   
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 After an employee has accumulated a maximum of one hundred-twenty (120) 
 compensatory hours at the close of any biweekly pay period, all compensatory 
 hours in excess of one hundred-twenty (120) shall be paid.    
  
 The department at its sole option may elect to cash out accrued compensatory time 
 for each employee with compensatory time balances during the month of June each 
 year, provided that each employee shall be entitled to maintain a minimum of forty 
 (40) compensatory time hours. An employee so paid, who is enrolled in the County-
 sponsored Deferred Compensation Plan, may elect to be compensated in the form 
 of cash or deferred compensation. The choice to receive deferred compensation
 will be subject to the rules and limitations of the Deferred Compensation Plan. 
 
6.5  Use of Accumulated Compensatory Time    
 
 Except as provided below, the use of compensatory time shall be on a date mutually 
 agreed upon by the employee and the department head, with due consideration 
 given to the efficient operation of the department and current departmental 
 workload. Employee requests to take compensatory time off shall not be 
 unreasonably denied by the department head. The smallest increment of 
 compensatory time which may be taken off is one-half (½) hour. 
 
 If an employee, who is assigned to a 12-hour shift plan, is required to work during 
 his/her regularly scheduled time off, the department head or his/her designee may 
 schedule time off during the next regularly scheduled shift to ensure the employee 
 has adequate time to rest, to avoid the possibility of fatigue. The period of time the 
 department head or his/her designee may schedule the employee off shall not 
 exceed the amount of time the employee was required to work during his/her 
 scheduled time off. 
 
 An employee who has reached 72 hours of accrued comp time shall be notified in 
 writing that he/she has six (6) weeks within which to schedule sufficient comp time 
 off to reduce his/her comp time balance to a balance of 56 hours or less by the 
 close of the six (6) week notification period. If an employee does not manage 
 his/her comp time accrual balance accordingly, the department head or his/her 
 designee shall schedule comp time off. Such time may be scheduled off without 
 notice to reduce such comp time to a balance of 56 hours.   

 
6.6 Prohibition Against Hiring Substitute to Replace Employee Taking Comp Time Off 
 
 No Department Head may employ a person from outside the service of the County or 
 from outside his/her department as a substitute for a regular employee who is on leave 
 of absence with pay on account of overtime service, nor shall any Department Head 
 assign or transfer any person within the department as a substitute for any person who 
 is on leave of absence with pay on account of overtime service, where such person 
 assigned or transferred receives an increase in pay as a result of such assignment or 
 transfer, it being the intent of this provision that where persons are allowed time off 
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 with pay for overtime service, the department must perform the work of such absentee 
 without additional cost or expense. Any exceptions of this policy must be approved by 
 the Board of Supervisors. 
 
6.7 Cash Payment Upon Termination  
 

A. Any employee who terminates employment with the County shall be entitled to  
 cash payment at the employee's equivalent hourly rate for accrued 
 compensatory time as of the date of termination. 

 
 B. Any employee who terminates employment with the County shall not be entitled 

 to take compensatory time off beyond the last day actually worked. 
 
6.8 Part-Time Employees 
 
 Part-time employees shall be compensated for overtime at their regular hourly rate or 
 one hour of compensating time off for each hour worked in excess of their normal 
 workday or week; provided, however, for work performed in excess of forty hours per 
 week,  they shall be compensated in accordance with the overtime rate. 
 
6.9 Limitation on Consecutive Hours of Work 
 
 No employee may be requested to work more than sixteen (16) consecutive hours, 
 except as may be necessary for the preservation of life or property. 
 
6.9.1 Emergency Pay 
 

Effective January 11, 2025, employees who perform work in response to a formally 
declared state or federal disaster or emergency shall be compensated at the 
overtime rate of two (2) times their regular rate of pay (“Emergency Pay”) as set 
forth below.  

 
A. Emergency Pay is authorized when the Governor of the State of California, 

the Director of the California Office of Emergency Services (“CalOES”), the 
Sutter County Board of Supervisors, or the federal government, formally 
declares or concurs in the declaration of a local disaster or emergency, and 
the Sutter County Sheriff or designee assigns the employee to perform work 
duties in response to the declared disaster or emergency. For the purposes 
of this section, "local" means Sutter County and the geographically 
contiguous counties of Butte, Colusa, Placer, Sacramento, Yolo and Yuba. 

 
B. Emergency Pay only applies to hours worked in excess of sixteen (16) 

consecutive hours during the employee’s regular work day or for hours 
worked in excess of sixteen (16) consecutive hours on the employee's 
scheduled day off. Paid time off is not considered time worked under this 
Section. 
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6.10 Overtime/Travel To and From Conferences and Training Sessions   
 
 Any time used by non-exempt employees traveling to and from required or mandated 

conferences, seminars, or training sessions shall be compensated at the overtime rate 
of one and one-half (1½) times the employee's regular rate of pay as defined by Fair 
Labor Standards Act. 

 
6.11 Daylight Savings 
 

 If the changeover from Daylight Savings Time to Standard Time in the fall results in  an 
 extended workday, employees shall be compensated for the actual number of hours 
 worked, including overtime compensation if appropriate. If the changeover from 
 Standard Time changes to Daylight Savings Time in the spring results in a reduced 
 workday, employees will be compensated for the actual number of hours worked, 
 except that employees shall be allowed to debit available vacation, compensatory 
 time, or holiday leave balances to offset any loss of pay that would otherwise occur.  
   
6.12 Court Witness - When Eligible for Overtime  
 

 Off-duty time spent as a witness in court in connection with regular duties as a 
 County employee shall be compensated as hours worked pursuant to Section 6.1, 
 Overtime Definition. 
 
 

ARTICLE 7 
CALL BACK PAY 

 
 
7.1 Call Back Pay/Definition and Minimum Credit   
 
 Except as otherwise specified in these rules, when an employee returns to work 
 because of a departmental request made after he/she has completed his/her normal 
 work shift and left his/her work station, he/she shall be credited with a minimum of two 
 (2) hours work at the overtime rate (3 hours straight time pay) except that employees 
 who are on standby and are called back to work shall be credited with a minimum of 
 two (2) hours work at the overtime rate for the first call back and a minimum of one (1) 
 hour work at the overtime rate for each additional call back occurring during a standby 
 shift. An employee credited with two (2) hours pursuant to this section may be 
 assigned other work in his/her job classification until the guaranteed time has elapsed.  
 An employee shall be credited with not more than one (1) minimum guarantee for work 
 performed during any two (2) consecutive hours period. 
 
 There shall not be any duplication of pyramiding of rates paid under this section. 
 
 Payment for work performed when an employee is called back to work shall include 
 the reasonable time necessary to arrive at and return from the job site. 
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7.2 Regularly Scheduled Night Meetings 
 
 Employees who attend regularly scheduled night meetings which require the employee 
 to return to work shall be credited only with the hours they actually work at the 
 overtime rate. 
 
 

ARTICLE 8 
STANDBY PAY 

 
 
8.1 Standby Pay   
 

Whenever any employee is required to remain available on a standby basis, the 
employee shall be compensated at the rate of fifteen dollars ($15.00) per day or thirty 
dollars ($30.00) per weekend day or holiday day. For purposes of this section a 
weekend day or holiday day is defined as a standby shift of 24 hours. The assignment 
of classifications of employees to standby duty shall be approved by the Board of 
Supervisors.  Standby duty means time in excess of the official work week during 
which an employee is required to return to duty when called to do so. For purposes of 
this section, individuals required to remain available on a standby basis must at all 
times leave a telephone number where they can be reached and can return to work 
within a reasonable length of time. The possession of a County "beeper" or "pager" 
shall not constitute standby duty unless the appointing authority or the designated 
representative has specifically assigned the employee's standby duties.   

 
 

ARTICLE 9 
VACATION LEAVE 

 
 
9.1 Vacation Entitlement  
 
 This section shall apply to regular, full-time employees in the classified service and 
 limited-term employees who have been granted vacation benefits by the Board of 
 Supervisors in accordance with Section 5.2 (d) of the Sutter County Rules Governing 
 Employee Compensation, Benefits and Working Conditions. 
 
 Employees shall be entitled to vacation at the following rates: 
 
 
     Years of Service  Vacation Accrual Rates       
 
 Less than 5 years  .0424 hours for each hour of pay during the regularly 

scheduled work period (i.e. eleven (11) 8-hour days 
per year). 
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 5, but less than 10 years .058 hours for each hour of pay during the regularly 
scheduled work period (i.e. fifteen (15) 8-hour 
workdays per year). 

 

 10, but less than 15 years .0654 hours for each hour of pay during the regularly 
scheduled work period (i.e. seventeen (17) 8-hour 
workdays per year). 

 

 15 or more years  .077 hours for each hour of pay during the regularly 
scheduled work period (i.e. twenty (20) 8-hour 
workdays per year). 

 

 Employees shall not exceed credit for more than the maximum listed above in any pay 
 period. Such credit shall be applied to the employee’s vacation accumulation account 
 only after completion of each pay period. 
 

 The above does not apply to extra help employees. 
 

9.2 Maximum Accumulation   
 

 Earned vacation for each regular employee in the classified service shall be credited 
 at the  end of each biweekly payroll period, computed on the basis of hours of actual 
 service, and may be accumulated to a total of not more than three hundred 
 twenty (320) hours. 
 

The above does not apply to extra help employees 
 

9.3 One Year Defined as Twenty-Six Biweekly Pay Periods 
 

 For purposes of this section, one year shall be equivalent to twenty-six (26) biweekly 
 pay periods. 
 
9.4 Ineligible Employees 
 

 Temporary or extra help employees do not earn vacation rights. 
 
9.5 No Vacation with Pay in Excess of Amount Accrued 
 

 No employee shall be allowed any vacation with pay in excess of that actually accrued 
 at the time such vacation is taken. 
 
9.6 Permanent Part-Time Employees 
 

 All employees occupying permanent positions who are employed on a part-time basis 
 shall be entitled to accrue vacation in the same ratio to the vacation of a full-time 
 employee as the number of hours per biweekly pay period in the part-time work 
 schedule is to the number of biweekly hours in the full-time work schedule of the 
 department. 
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9.7 No Vacation Accrual While on Leave Without Pay 
 

 No employee who has been granted a leave without pay shall accrue any vacation 
 leave during the time of such leave, nor shall an employee who is absent without leave 
 accrue vacation leave during the absence. 
 
9.8 Change in Basic Work Week – Vacation Balance Conversion 
 

 In the event an employee’s basic workweek is changed, any vacation balance 
 accumulation at the time of such change shall be converted to an equivalent balance 
 under the new basic workweek. 
 
9.9 Scheduling and Granting by Appointing Authority   
 

 Each Department Head shall be responsible for scheduling the vacation of his/her 
 employees in such a manner as to achieve the most efficient functioning of the 
 department and the County service. A request for vacation by an employee shall be 
 submitted in advance to his/her appointing authority. Vacations shall be taken at such 
 time as may be approved by the department head; however, consideration shall be 
 given to effectuating the wishes of those employees requesting specific vacation 
 periods. The appointing authority shall respond within five (5) working days from the 
 date the employee submits the request, whenever practical. No vacation shall be 
 granted to, or taken by, an employee without the consent of the appointing authority or 
 his/her designated representative. 

  
 This section is not intended to result in the loss of vacation accruals and/or 
 accumulations through no fault of the affected employee(s). During periods of high 
 overtime usage and/or staffing shortages the Department Head may, with the 
 approval of the County Administrative Officer, either temporarily suspend the 
 provisions of this section or may temporarily suspend the vacation accumulation 
 limits specified above. Temporary suspensions pursuant to this section shall be for 
 a time-certain and may be extended with the approval of the County Administrative 
 Officer. 
 
9.10 Payment Upon Separation from County Service 
 

Employees separating from County service shall not be entitled to use their vacation 
balances beyond the last date actually worked. Such employees shall be paid for all 
accrued vacation in a lump sum payment based on their hourly rate of pay in effect on 
the last day actually worked.   

 
 When separation is caused by death of an employee, payment shall be made to the 
 estate of such employee, or in applicable cases, as provided by Section 630 of the 
 Probate Code. 
 
 Employees terminating from County service prior to becoming eligible to take earned 
 vacation shall not be paid for earned (accrued) vacation. 
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ARTICLE 10 
SICK LEAVE 

 
 

10.1 General    
 
 Sick leave with pay shall be earned by regular employees in the classified service 
 and may be used in accordance with these rules.   
 
 For purposes of this section, one year shall be equivalent to twenty-six (26) biweekly 
 pay periods. 
 
 The Board of Supervisors recognizes that it may become necessary for an 
 employee who is ill or injured to be absent from work. For this reason, the Board has 
 established a sick leave plan designed to protect the earnings of the employee 
 during those times. 
 
 Sick leave is granted for necessary absences from work due to a legitimate personal 
 illness or injury, personal medical/dental appointments or for family illness or injury. 
 
 Sick leave is a monetary benefit, like insurance to protect the earnings of the 
 employee. It aids the employee in meeting bills and other financial obligations when 
 sickness or injury has temporarily taken away the ability to work. Sick leave is not 
 intended to provide a paid day off, like holidays and vacation, under the guise of 
 "sickness.” The County provides sick leave as a benefit to employees. However, 
 the County's first obligation to the residents of Sutter County is to provide 
 cost-effective services. Therefore, the effect of the use of sick leave on services 
 and employee performance is a critical matter. 
 
10.2 Sick Leave - Rate of Accumulation 
 
 Sick leave shall accrue at the rate of .0462 hours for each hour paid to a maximum 
 of approximately 3.7 hours in a pay period (i.e. twelve (12) 8-hour days per year). 
 Sick leave shall be credited at the end of each biweekly pay period. 
 

 The above does not apply to extra help employees. 
 
10.3 Permissive Uses of Sick Leave 
 
 Sick leave may be applied to: 
 
 A. An absence necessitated by an employee's personal illness or injury, 

 diagnosis, care, or treatment of an existing health condition of, or preventive 
 care for, an employee.  

 
 B. Absence due to an employee's exposure to a contagious disease when 

 quarantine is imposed by health authorities or when it is determined by a 
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 physician designated by the County that the presence of the employee on 
 duty would endanger the health of others. 

 
 C. Illness or disability to an employee caused or contributed to by pregnancy, 

 miscarriage, abortion, childbirth, or recovery from any of the foregoing. 
 
 D. Health and safety of an employee who is a victim of domestic violence, 

 sexual assault, or stalking:  
 

a. To obtain or attempt to obtain a temporary restraining order,   
  restraining order, or other injunctive relief; 

b. To seek medical attention for injuries; 
c. To obtain services from a shelter, program, or crisis center; 
d. To obtain psychological counseling; or 
e. To participate in safety planning and take other actions to increase  

  safety, including temporary or permanent relocation. 
 
 E. Medical and dental office appointments. Employees are requested to secure 

 medical and dental appointments on their own time, but when this is not 
 possible, appointments shall be secured to reduce to a minimum the time 
 away from work. Employees are encouraged to have periodic examinations 
 to maintain their health. 

 
 F. While the County's sick leave is designated to benefit the employee, this 

 does not mean that the employee does not have a responsibility. Generally, 
 employees are responsible for proper use of the benefit; and it is expected 
 they will make every effort to recuperate through rest and/or medication.   

 
 G. Sports and other non-county work activities are inappropriate and 

 unacceptable for an employee who is on paid sick or disability leave during 
 scheduled work time from  their county position unless such activity is 
 prescribed by the treating provider for the specific purpose of rehabilitation. 

 
10.4 Family Sick Leave 
 

Whenever any employee in the classified service believes it necessary to be absent 
from duty because of the diagnosis, care, or treatment of an existing health 
condition of, or preventative care for, the employee’s family member, the employee 
may request from their department head to be absent. Any such time off shall be 
charged against sick leave. Such leave shall be subject to all the provisions of 
Sections 10.8, 10.9, 10.11, and other appropriate sections. 

 

 Family member is defined as follows: child, parent, spouse/registered domestic 
 partner, grandparent, grandchild, and sibling. Child is defined as a biological, 
 adopted, or foster son or daughter, a stepson or stepdaughter, a legal ward, a son 
 or daughter of a domestic partner, or the person to whom the employee stands in 
 loco parentis, regardless of the child’s age or dependency status.   
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 Parent is defined as a biological, step or adopted parent or legal guardian of an 
 employee or the employee’s spouse or registered domestic partner, or a person 
 who stood “in loco parentis” to the employee when the employee was a child. A 
 “domestic partner” means a person who qualifies as a domestic partner under 
 Family Code Sections 297, et seq., and has registered as a domestic partner with 
 the California Secretary of State.   
 
10.5 Prohibitive Uses of Sick Leave 
 

No employee shall be entitled to sick leave with pay while absent from duty on 
account of any of the following reasons: 
 
1. Disability arising from any sickness or injury purposely self-inflicted, unless at 

the time of said sickness or injury the employee was under the care of a 
psychiatrist, psychologist or PSW.  

 
2. Inability to work because of intemperance or "hangover" except in those 

instances when an employee is under the care of a physician or recognized 
alcoholic treatment program. 

 
Sick leave shall not be used as vacation, but vacation or compensatory time off may 
be used in lieu of sick leave. 

 
10.6 Procedures for Sick Leave Accrual 
 
 An employee shall not begin to accrue sick leave with pay until the first day of the 
 biweekly pay period following the biweekly pay period in which such employee 
 begins work; provided, however, that if a new employee begins work on the first 
 working day of the biweekly pay period, such employee shall accrue sick leave 
 beginning as of that date. 
 
 Employees shall accumulate sick leave accruals without limit. Sick leave shall be 
 earned as follows: 
 

1. Each regular full-time employee shall accrue sick leave with pay as specified 
in Section 10.2 above. 

 

2. A regular part-time employee shall accrue sick leave with pay in the 
proportion that his or her regularly scheduled hours of part-time service bear 
to regular full-time service. 
 

3. Sick leave credit shall accrue on the first day of the biweekly pay period 
following the biweekly pay period when sick leave credit is earned. 
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10.7 Limit on Use of Sick Leave with Pay 
 

 No employee shall be allowed any sick leave with pay in excess of that actually 
 accrued at the time such sick leave is taken. 
 
10.8 Notification 
 

A key issue is the responsibility of the employee to notify the supervisor of the 
illness and to keep the immediate supervisor informed of his/her progress during the 
course of the illness.  
 
When the requirement for sick leave is known to the employee in advance of his/her 
absence, the employee shall request authorization for sick leave at such time from 
his/her first line supervisor or other individual designated by the appointing authority.  
In all other instances the employee shall notify his/her appointing authority or his/her 
designated representative within one-half hour after the time set for beginning 
his/her daily duties unless circumstances make it impossible to provide said notice 
within one-half hour after the time set for beginning his/her daily duties. 

 
If an employee is absent on an extended illness, it is the employee's responsibility to 
maintain contact with the immediate supervisor and to keep the supervisor informed 
of the expected date of return. 

 
10.9 Denial 
 

 If sick leave is denied, the subject absence shall be deemed to be leave without pay 
 unless vacation or comp time are authorized.  
 
 Up to one-half of an employee’s annual sick leave accrual used each calendar year 
 cannot be denied, if taken in accordance with these rules. In the event that sick 
 leave is denied, the supervisor shall document the reasons for such denial and 
 provide the reasons in writing to the employee. 
 
10.10 Medical Certification   
 
 There will be times when the supervisor will require the employee to provide a 
 medical certification to support the claim for the sick leave benefit. Such a 
 certification will be necessary under the following conditions, and/or Section 10.12: 
 

A. For an absence of three (3) days or less, the appointing authority may only 
require an employee to submit a medical certification if the employee is 
notified by the appointing authority or his/her designated representative at or 
before the time he/she calls in sick that such medical certification will be 
required. The appointing authority or his/her designated representative may 
only require a medical certification for an absence of three days or less if 
he/she has reason to believe that the employee is or may be abusing the sick 
leave privilege. Such reasons shall be documented in writing and provided to 
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the employee. In addition, the appointing authority may make whatever 
investigation into the circumstances that appear warranted so long as 
reasonable before approving any sick leave. If an employee believes that he 
or she has been wrongfully denied sick leave, the issue is subject to the 
grievance procedure.  
 

B. The medical certification must be signed by the treating provider and shall 
include: 

 
 1. The date the employee was seen by the treating provider. 

 
 2. The dates the injury or illness prevent the employee from working. 

  
 3. The expected date the employee can return to work. 

 
 4. Restrictions on or limitations of work activity upon return to work, and 

the time during which they apply. 
 

Failure to provide a medical certification acceptable to the appointing authority when 
required shall result in the denial of sick leave and may result in disciplinary action. 

 
10.11 Abuse of Sick Leave 
 

Recognizing a potential for the abuse of sick leave, the County may employ 
reasonable means to determine the validity of any sick leave use, including placing 
restrictions on the use of sick leave in situations where doing so is reasonable. If the 
County imposes any restrictions on use of an employee’s sick leave, the County 
shall provide the employee with written notice of the restrictions and the reasons for 
the same. If the employee disagrees with the restrictions or the basis for the same, 
the issue is subject to the grievance procedure. Evidence substantiating the abuse 
of sick leave including, but not limited to, instances of misrepresentation or violation 
of the rules set forth herein shall be construed as grounds for disciplinary action up 
to and including termination.   

 
Fraudulent claims for sick leave will not be paid and disciplinary action, up to and 
including termination from County employment, as appropriate, may be taken 
against the employee. 

 
Potential indicators of abuse: 

 
1. A pattern of sick leave use involving days adjacent to scheduled days off and 

holidays. 
 

2. Refusal or inability to provide medical substantiation when requested. 
 

3. Frequent absences with vague or questionable substantiation. 
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4. Frequent or recurring exhaustion of sick leave soon after it is earned (unless 
for substantiated medical reasons). 

 
5. Organized "sick out".   
 

 6. Use of available leave balances at a rate higher than what is accrued. 
 
 7. Recurring leave without pay (unauthorized absences) defined as an 

 absence from work without authorization and with no available leave. 
 
10.12 Unused Sick Leave Compensation 
 

 Upon termination of employment with the County of Sutter, an employee who has  
 at least seven (7) years of continuous service (periods of lay off shall not count as a 
 break in service for purposes of this section) shall receive payment in an amount 
 equal to fifteen percent (15%) of his or her unused sick leave balance at the 
 employee’s rate of pay at the time of termination to a maximum of one hundred 
 fifty-six (156) hours. 

  

 Upon termination of employment with the County of Sutter, an employee who has at 
 least fifteen (15) years of continuous service (periods of layoff shall not count as a 
 break in service for purposes of this section) shall receive payment in an amount 
 equal to twenty percent (20%) of his or her unused sick leave balance at the 
 employee’s rate of pay at the time of termination up to two hundred eight (208) 
 hours. 

 

 Upon termination of employment with the County of Sutter, an employee who has at 
 least twenty-five (25) years of continuous service (periods of lay off shall not count 
 as a break in service for purposes of this section) shall receive payment in an 
 amount equal to twenty-five percent (25%) of his or her unused sick leave balance 
 at the employee’s rate of pay at the time of termination up to a maximum of two 
 hundred sixty (260) hours. 
 
 Upon retirement, employees may elect to have all of their unused  sick leave applied 

as service credit with CalPERS or may elect to receive payment for their unused 
sick leave as provided for in the paragraphs above, and have the remaining balance 
of unused sick leave applied as service credit with CalPERS. 

 
10.13  Supervisory Review 
   
 Supervisory personnel are charged with the responsibility of reviewing and 
 evaluating sick leave usage. To accomplish this, supervisory personnel will be 
 looking for patterns of use that may indicate to them potential abuse. If employees' 
 pattern of sick leave usage is as described in Section 10.11,they should be made 
 aware that they are suspected of abusing the sick leave benefit and may have 
 restrictions placed on the usage of sick leave and other available leaves. 
 



Peace Officers’ Association   24 

 

10.14  Sick Leave/Disability Retirement 
 
Notwithstanding any provision of these rules to the contrary, no sick leave shall 
accrue or be taken and no payment for sick leave other than a payment authorized 
by Section 10.12. shall be made to any employee after a final administrative 
determination by the Board of Supervisors that the employee is eligible for disability 
retirement pursuant to Article 3, Division 5, Title 2 of the Government Code 
commencing at Section 21020 has become effective. 

 
10.15 Rehire 
 

An employee’s sick leave accruals forfeited at the time of separation from 
employment will be reinstated, up to 24 hours, if the employee is rehired within one 
year, pursuant to law. In the event that an employee is terminated through the 
disciplinary process and is subsequently reinstated, the employee shall receive all 
sick leave hours upon their return.  

 
 

ARTICLE 11 
HOLIDAYS AND HOLIDAY PAY 

 
 
11.1 Holidays and Holiday Pay/Established Holidays   
 
 Except as noted below, the following are established as holidays for all regular 
 employees: 

 
1.  January 1, New Year's Day 
2.  Third Monday in January, Martin Luther King, Jr. Day 
3.  Third Monday in February, Washington's Birthday 
4. March 31, César Chávez Day 
5.  Last Monday in May, Memorial Day 
6. June 19, Juneteenth 
7. July 4, Independence Day 
8. First Monday in September, Labor Day 
9. November 11, Veterans Day 

10. Thanksgiving Day 
11. The Friday following Thanksgiving Day 
12. December 24, the day before Christmas 
13. December 25, Christmas Day 
14. Either the day after the Christmas holiday or the day before the New 

Year's holiday* 
15. All other days as may be approved by the Board of Supervisors. 

 
*Employees may take either the next work day after the Christmas holiday or the 
work day before the New Year's holiday as a holiday. For those employees who 
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may receive either day as a holiday, the day to be taken as a holiday is subject to 
scheduling by the employee's department to ensure adequate staffing is available 
to provide coverage on both days.  

 
11.2 Scheduled Holidays 
 
 Full time regular employees who observe a holiday, shall be entitled to eight (8) 
 hours holiday time. Eligible full-time regular employees, who are assigned to work a 
 shift longer than eight (8) hours and who observe a holiday, shall have the 
 remaining hours of their shift charged against vacation and/or comp time balances, 
 if available. If no vacation or compensatory time balances are available, the 
 remaining hours will be uncompensated. 
 
11.3 Holidays Which Fall on a Saturday 
 
 When a holiday listed herein falls on a Saturday, the preceding Friday shall be 
 deemed to be the holiday in lieu of the day established. 
 
 Employees who are regularly assigned to a shift position shall observe January 1 – 
 New Year’s Day, July 4 – Independence Day, December 24 – Day before Christmas 
 and December 25 – Christmas Day on the actual calendar day for such holidays. 
 
11.4 Holidays Which Fall on a Sunday 
 
 When a holiday listed herein falls on a Sunday, the following Monday shall be 
 deemed to be the holiday in lieu of the day established. 
 
 Employees who are regularly assigned to a shift position shall observe January 1 – 
 New Year’s Day, July 4 – Independence Day, December 24 –Day before Christmas 
 and December 25 – Christmas Day on the actual calendar day for such holidays. 
 

11.5 When Christmas Falls on Saturday, Sunday, or Monday 
 
 If Christmas falls on Sunday or Monday, the preceding Friday as well as Monday 
 shall be observed; if Christmas falls on Saturday, the preceding Thursday and 
 Friday shall be observed. 
 
 Employees who are regularly assigned to a shift position shall observe 
 December 24 –Day before Christmas and December 25, Christmas Day on the 
 actual calendar day for such holidays. 
 
11.6 Full Time Regular Employees Who Are Required to Work a Holiday 
 
 Except as noted below, any full-time regular employee working a shift who is 
 required to work a holiday, in addition to receiving the regular rate of pay, shall 
 receive holiday time for up to eight (8) hours worked at the rate of time and one half.  
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 Such holiday time earned shall be maintained in a holiday time bank separate from 
 compensatory time earned for overtime purposes. 
 
11.7 Holiday Compensation/Sheriff's Department Shift Employees 
 
 A. Six Days On, Three Days Off Work Period 

 
Shift employees of the Sheriff's Department may be assigned a work period 

 consisting of six days on and three days off. Employees so assigned shall 
 not receive any additional compensation or compensatory time off in the 
 event that the six days on fall on a weekend or a holiday. 

 
 B. 4-10 Plan 

 
Employees assigned to work a 4-10 schedule shall not receive any additional 
compensation or compensatory time off in the event an employee is 
scheduled to work on a weekend or a holiday. 

 
 C. Four Days On, Two Days Off Schedule 
 
 Employees assigned to work four days on, two days off schedule shall not 
 receive any additional compensation or compensatory time off in the event an 
 employee is scheduled to work on a weekend or a holiday. 
 
11.8 Part-Time Regular Employees - Holiday Pay 
 
 Part-time regular employees shall be entitled to holiday pay in proportion to the ratio 
 of hours actually worked during the biweekly pay period which included each holiday 
 to the number of hours in the biweekly pay period or in proportion to the ratio of 
 hours designated on the employee’s payroll/personnel form to the number of hours 
 in the biweekly pay period, whichever is greater. At the discretion of the department 
 head, and upon the employee's request, a part-time regular employee may work 
 additional hours in a pay period in which a holiday occurs so that the employee's 
 combined holiday pay and on the job work hours equal the number of hours on the 
 employee's payroll/personnel form. 
 
11.9 No Pay for Holiday Preceding First Working Day 
 
 A new regular employee whose first working day is the day after a County holiday 
 shall not be paid for that holiday. 
 
11.10 No Pay for Holiday Following Last Day in Pay Status 
 
 A regular employee who is terminating his/her employment for reasons other than 
 paid County retirement and whose last day as a paid employee is the day before a 
 County holiday shall not be paid for that holiday. 
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11.11 Eligibility for Holiday Pay 
 
 In order to be eligible for holiday pay, an employee must either be at work or on paid 
 leave for his/her entire regularly scheduled shift on the workday immediately 
 preceding the holiday or day observed in lieu of the holiday and his/her entire 
 regularly scheduled shift the workday immediately following the holiday or day 
 observed in lieu of the holiday except as provided in Section 11.8. 
 
11.12 Procedure When Scheduled Day Off Falls on a Holiday 
 
 Full time, eligible regular employees whose regularly scheduled days off fall on any 
 holiday shall be entitled to an additional eight (8) hours off. Such hours shall be 
 applied to the employee’s holiday time bank. 
 
11.13 Holiday Time Bank  
 
 A. Employees Assigned to Patrol and Detective Divisions Only: 

 
Employees assigned to patrol and detective divisions will be credited with 56 
hours of holiday credit in the last full pay period immediately prior to January 
1, and 56 hours the beginning of the first pay period following July 5 of each 
year in lieu of designated holidays, for a total of 112 holiday hours annually. 
New employees will receive a prorated number of hours based on their hire 
date. Employees off work on an unprotected and unpaid leave at the time of 
the Holiday Time Bank credit do not receive the credit. Said employees shall 
receive a prorated credit upon their return to work based on the number of 
pay periods remaining between their return to work date and the date of the 
next Holiday Time Bank Credit.  

 
 All such credit between January 1 and July 4 shall be used between January 
 1 and July 4, or the employee shall be paid for such hours at the employee’s 
 current hourly rate of pay. All such holiday credit between July 5 and 
 December 31 shall be utilized by December 31 or the employee shall be paid 
 for such hours at the employee’s current hourly rate of pay.   
 
 Hours credited prior to January 1 or July 5 cannot be used or cashed out 
 prior to these dates, such that employees cannot use hours in advance.  
 
  Employees may utilize accrued leave (excluding sick leave) on designated 
  County holidays. 
 

 A request to use holiday time by an employee shall be submitted in writing to 
the appointing authority or designee, two weeks in advance of the day the 
employee is requesting to use holiday time off. Holiday time off shall be taken 
at such time as may be approved by the appointing authority or designee; 
however, consideration shall be given to effectuating the wishes of those 
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employees requesting specific time off. The appointing authority, or designee, 
shall respond within five (5) working days from the date the employee 
submits the request, whenever practical. No holiday time off shall be granted 
to, or taken by, an employee without the consent of the appointing authority 
or designee.       

 
 B. Remaining Unit Employees, who are not in Patrol or Detectives 
 

Equivalent time off earned by an employee because the employee is required 
to work a holiday and holiday earned because the employee’s scheduled day 
off falls on a holiday shall be maintained in a holiday time bank separate from 
compensatory time earned for overtime purposes. The maximum number of 
earned holiday hours in the holiday time bank shall be 60. Holiday time 
earned in excess of sixty (60) hours shall be paid.  

 
 A request to use holiday time by an employee shall be submitted in writing to 

his/her appointing authority or his/her designee, two weeks in advance of the 
day he/she is requesting to use holiday time off. Holiday time off shall be 
taken at such time as may be approved by the appointing authority or his/her 
designee; however, consideration shall be given to effectuating the wishes of 
those employees requesting specific time off. The appointing authority, or 
his/her designee, shall respond within five (5) working days from the date the 
employee submits the request, whenever practical. No holiday time off shall 
be granted to, or taken by, an employee without the consent of the appointing 
authority or his/her designee.       

 
 

ARTICLE 12 
LEAVES OF ABSENCE  

 
 

12.1 Leave of Absence Without Pay  
 
 A. Any employee in the classified service may be granted a leave of absence 

without pay upon the recommended of his or her department head and 
approval by the Human Resources Director. An employee shall not be 
entitled to a leave of absence without pay except as provided by law.   

 
 B.  Use of Leave Balances 
 

 Employees shall be required to use sick leave, as provided in Section 12.0, 
Sick Leave, of the Rules Governing Employee Compensation, Benefits and 
Working Conditions. Employees shall be required to use all sick leave, 
holiday bank, admin leave and comp time, except vacation, balances 
concurrent with all leaves of absence prior to going on an unpaid status. 
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Employees may but are not required to use vacation time concurrent with 
FMLA or other leave.  

 
 C. When an employee has exhausted all leave accruals and is off work on an 

approved leave of absence without pay, no sick leave, holidays, vacation or 
other paid benefits shall accrue to the employee during the absence without 
pay.  

  
 D. An employee off work in an unpaid status, shall be required to pay the full 

premium amount for health, dental and vision insurance coverages, except 
as provided for by law. 

 
12.2   Leave for Political Purposes   
  

Notwithstanding the provisions of Section 12.4 below, any request for leave of 
absence without pay to campaign on behalf of another or against another for 
partisan or nonpartisan State or local office, or for the purpose of promoting or 
urging the defeat of any State or local ballot measure shall be made to the Board of 
Supervisors. 

 
12.3 Leave of Absence Without Pay Not Qualifying for the Family and Medical Leave Act, 

the California Family Rights Act or California Pregnancy Disability Leave  
 

A department head may authorize a leave of absence without pay for an employee 
for a period of time not to exceed a total of 12 workweeks of leave during any 12 
month period for any reason, for which the employee is not eligible for leave under 
the Family and Medical Leave Act, the California Family Rights Act or California 
Pregnancy Leave. The twelve-month period shall be measured backward from when 
the leave is taken and continuous with each additional leave day taken. 

 
12.4 Procedure for Requesting Leave   
 

Employee requests for leave of absence without pay shall be made in writing to the 
department head and shall contain the following: 

 
 1. A statement that the request is made voluntarily. 
 
 2. A date on which the leave will commence. 
 
 3. A definite return to work date. 
 
 4. A statement of the nature of the leave. 
 
 5. If the request is medically related, a statement from a treating provider 

certifying to the nature, extent, and probable period of illness or disability. 
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 The use of paid time off during a leave of absence must be in accordance with 
Section 12.1.B. 

 
12.5 Approval of Employee Request for Leave of Absence Without Pay 
 

The department head shall respond to the employee’s written request for a leave of 
absence without pay within ten (10) calendar days, recommending either granting or 
denying the request. If recommending denial, the department head shall state in 
writing the reasons for denial. 

 
12.6 Postponement of Anniversary Date and Probationary Period   
 

The granting of any leave of absence without pay exceeding seven (7) consecutive 
calendar days shall cause the employee's salary anniversary date and/or 
probationary period date to be postponed a number of pay periods equal to the 
nearest whole number of pay periods for which the leave was taken. All such 
calculations shall be based on the number of calendar days of such leave. Any 
employee whose salary anniversary date and/or probationary period date is 
postponed pursuant to this section shall assume a new salary anniversary date 
and/or probationary period date which shall be the date to which his or her previous 
salary anniversary date and/or probationary period date has been postponed. 

 
12.7 Abandonment of Employment  
 
  A. Absence without leave, whether voluntary or involuntary, for three 

consecutive working days is an automatic resignation from County service, as 
of the last date on which the employee worked. This section shall not apply to 
illnesses documented by a medical certificate or if a request for leave with or 
without pay is pending determination by the appointing authority or the Board 
of Supervisors.   

 
  B. The employee shall be notified of the proposed separation from employment 

by certified mail, return receipt requested, mailed to the last recorded address 
in the personnel file. Such notice shall contain a recommended date and time 
for a response meeting with the appointing authority or his or her designee. 

 
  C. Reinstatement may be granted only if the employee makes a satisfactory 

explanation to the appointing authority as to cause of his/her absence and 
his/her failure to obtain leave approval prior to the absence. 

 
12.8 Family and Medical Leave (FMLA Leave)   
 
 A. Entitlement to Leave and Time Periods 

 
1. Any eligible employee may be granted a family and medical leave 

(FMLA leave) in accordance with applicable statutes, federal and state 
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regulations, case law, ordinances and policies in effect at the time of 
the family and medical leave. An eligible employee shall be entitled to 
a total of 12 workweeks of leave during any 12 month period for one or 
more of the following: 

 
a. Because of the birth of a son or daughter of the employee. 
 

b. Because of the placement of a son or daughter with the 
employee for adoption or foster care. 

 
c. In order to care for the spouse, or a son, daughter, parent, or 

designated person of the employee, if such spouse, son, 
daughter, or parent has a serious health condition. 

  

d. Because of a serious health condition that makes the employee 
unable to perform the functions of the position of such 
employee. 

 
2. The measurement period shall be a rolling 12 month period measured 

backward from when the leave is taken and continuous with each 
additional leave day taken. 

 
3. For eligible employees who work a part-time schedule or variable 

hours, the amount of leave shall be determined on a pro-rata basis 
under this section. 

 
 B. Definitions 
 

 The definition of terms used in conjunction with family and medical leave are 
as follows: 

 
  1. Eligible employee means an employee who has been employed: 
 

a. for at least 12 months by Sutter County; and 
b. for at least 1,250 hours of service with Sutter County during the 

previous 12 month period. 
 
  2. Serious health condition means an illness, injury, impairment, or 

physical or mental condition that involves: 
 

a. inpatient care in a hospital, hospice or residential medical care 
facility; or 

b. continuing treatment by a health care provider. 
 

 3. Son or daughter means a biological, adopted, or foster child, a step-
child, a legal ward, or a child of a person standing in loco parentis, 
who is: 
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   a. under 18 years of age; or 
   b. 18 years of age or older and incapable of self-care because of a 

mental or physical disability; an adult dependent child. 
 

4. Parent means the biological, foster or adoptive parent, a step-parent, a 
legal guardian, or other person who stood in loco parentis to the 
employee when the employee was a child. 

 
5. 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. 

 
6. Incapable of self-care means that the individual requires active 

assistance or supervision to provide daily self-care in several of the 
"activities of daily living.” Activities of daily living include adaptive 
activities such as caring appropriately for one's grooming and hygiene, 
bathing, dressing, eating, cooking, cleaning, shopping, taking public 
transportation, paying bills, maintaining a residence, using telephones 
and directories, using a post office, etc. 

 
7. Physical or mental disability means a physical or mental impairment 

that substantially limits one or more of the major life activities of an 
individual. 

 
 C. Intermittent Leave   
  

Intermittent leave or leave on a reduced leave schedule may be taken 
provided there is a medical need for leave and such medical need can be 
best accommodated through an intermittent or reduced leave schedule. 
Employees needing intermittent leave or leave on a reduced leave schedule 
must attempt to schedule their leave so as not to disrupt the employer's 
operations. 

 
 D. Advance Notice Requirements 
 
  Foreseeable Leave:   
 

1. In any case in which the necessity for leave under section A. 1. a. or b. 
is foreseeable based on an expected birth or placement, the employee 
shall provide the employer with reasonable notice which shall be not 
less than 30 days' notice, before the date the leave is to begin, of the 
employee's intention to take leave under such subparagraph, except 
that if the date of the birth or placement requires leave to begin in less 
than 30 days, the employee shall provide such notice as is practicable. 
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2. In any case in which the necessity for leave under section A. 1. c. or d. 
is foreseeable based on planned medical treatment, the employee: 

 
a. shall make a reasonable effort to schedule the treatment so as 

not to disrupt unduly the operations of the employer, subject to 
the approval of the health care provider of the employee or the 
health care provider of the son, daughter, spouse, parent or 
designated person of the employee, as appropriate; and 

 
b. shall provide the employer with reasonable notice which shall 

be not less than 30 days' notice, before the date the leave is to 
begin, of the employee's intention to take leave under such 
section, except that if the date of the treatment requires leave to 
begin in less than 30 days, the employee shall provide such 
notice as is practicable. 

 
 E. FMLA, Pregnancy Disability Leave and California Family Rights Act Leave 
 

 Except for pregnancy disability leave, leave taken under FMLA is considered 
to be leave taken under the CFRA. CFRA and FMLA leave may not be added 
to each other, and may not exceed a total of 12 weeks in a 12-month period. 

 
 F. Written Certification Requirements 
 
  1. Certification by health care provider: 
 
   a. A request for leave under section A. 1. c. or d. shall be 

supported by a certification issued by the health care provider of 
the eligible employee or of the son, daughter, spouse, parent or 
designated person of the employee, as appropriate. The 
employee shall provide, in a timely manner, a copy of such 
certification to the employer.  Such certification shall contain: 

 
1) the date on which the serious health condition 

commenced; 
 

2) the probable duration of the condition; 
 

3) the appropriate medical facts within the knowledge of the 
health care provider regarding the condition; 

 
4) for purposes of leave under section A. 1. c., a statement 

that the eligible employee is needed to care for the son, 
daughter, spouse, parent or designated person and an 
estimate of the amount of time that such employee is 
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needed to care for the son, daughter, spouse, parent, or 
designated person; 

 
5) for purposes of leave under section A. 1. d., a statement 

that the employee is unable to perform the functions of 
the position of the employee; 

 
6) in the case of certification for intermittent leave, or leave 

on a reduced leave schedule, for planned medical 
treatment, the dates on which such treatment is expected 
to be given and the duration of such treatment; 

 
7) in the case of certification for intermittent leave, or leave 

on a reduced leave schedule, under section A. 1. c., a 
statement that the employee's intermittent leave or leave 
on a reduced leave schedule is necessary for the care of 
the son, daughter, parent, designated person or spouse 
who has a serious  health condition, or will assist in their 
recovery, and the expected duration and schedule of the 
intermittent leave or reduced leave schedule. 

 
   b. The employee shall receive certification from the health care 

provider of the employee that the employee is fit for duty or to 
return to duty, including restrictions, if any, when the absence 
was caused by the employee's serious health condition. 

 
Failure to comply with these requirements may result in the denial of 
FMLA leave. 
 

 G. Benefits 
 

1. Except as provided in paragraph 2. below, during any period that an 
eligible employee takes leave under section A., Sutter County shall 
maintain coverage under any group health plan for the duration of 
such leave at the level and under the conditions coverage would have 
been provided if the employee had continued in employment 
continuously for the duration of such leave. The employee shall 
continue to pay their share of premiums during the leave period. 
 

2. An employee who returns to work for at least 30 calendar days is 
considered to have "returned" to work. 

 
  3. Certification:  Sutter County may require that a claim that an employee 

is unable to return to work because of the continuation, recurrence or 
onset of the serious health condition described in H. 2. b. (1) be 
supported by: 
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a. A certification issued by the health care provider of the son, 
daughter, spouse or parent of the employee, as appropriate, in 
the case of an employee unable to return to work because of a 
condition specified in section A. 1. c.; or 

 
b. A certification issued by the health care provider of the eligible 

employee in the case of an employee unable to return to work 
because of a condition specified in section A. 1. d.   

 
The employee shall provide, in a timely manner, a copy of such certification 
to Sutter County. 

 
12.9 California Family Rights Act (CFRA)    
 
 A. Terms, Conditions, Benefits and Entitlement to Leave 
 

Any eligible employee may be granted a California Family Rights Act leave in 
accordance with applicable statutes, federal and state regulations, case law, 
ordinances and policies in effect at the time of the California Family Rights 
Act leave. Terms, conditions, benefits and entitlement shall be the same as 
provided for by FMLA leave as described in Section 12.8, above, except that 
CFRA leave cannot be used for a disability related to pregnancy, childbirth, or 
related medical condition. 

 
 B. CFRA Leave, FMLA and Pregnancy Disability Leave 
 

Except for pregnancy disability leave, leave taken under FMLA is considered 
to be leave taken under the CFRA. CFRA and FMLA leave may not be added 
to each other, and may not exceed a total of 12 weeks in a 12-month period. 

 
12.10 California Pregnancy Disability Leave (CPDL)   
 
 A. Entitlement to Leave 
 

Any eligible employee may be granted a California Pregnancy Disability 
Leave in accordance with applicable statutes, federal and state regulations, 
case law, ordinances and policies in effect at the time of the California 
Pregnancy Disability Leave. Any employee, full or part-time, may take up to 
four months (or 88 work days for a full time employee) of leave per pregnancy 
for a disability related to pregnancy, childbirth or related medical condition. 
The CPDL does not need to be taken in one continuous period of time but 
can be taken on an as needed basis. Time off needed for prenatal care, 
severe morning sickness, treating provider-ordered bed rest, childbirth and 
recovery from childbirth are covered by CPDL. 
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 B. CFRA Leave, FMLA and Pregnancy Disability Leave  
 

Employees are entitled to take pregnancy disability leave in addition to any 
entitlement they might have to CFRA leave. An employee may take up to four 
months of pregnancy disability leave during the period of her disability and be 
entitled to an additional 12 weeks CFRA leave for the birth of the child. 

 
 C. Notification and Written Certification Requirements 
 

1. In any case in which the necessity for leave is foreseeable, the 
employee shall provide the employer with reasonable notice before the 
date the leave is to begin. In the event the leave is based on planned 
medical care, the employee shall make a reasonable effort to schedule 
the treatment so as not to disrupt unduly the operations of the 
employer, subject to the approval of the health care provider of the 
employee. If the leave is not foreseeable, the employee shall provide 
such notice as is practicable. 

 
2. A request for California Pregnancy Disability Leave shall be supported 

by a certification issued by the health care provider of the employee. 
Such certification shall contain: 

 
a. the date on which you become disabled due to pregnancy; 

 

b. the probable duration of the period(s) of disability; 
 

c. a statement that, due to the disability, you are unable to work at 
all or to perform any one or more of the essential functions of 
your position without undue risk to yourself, the successful 
completion of your pregnancy or to other persons; 

 

d. in the case of certification for planned medical care, a statement 
of the expected schedule and duration and that the employee's 
leave  is necessary. 

 
 Failure to comply with these requirements may result in the denial of 

CPDL. 
 
3. At the end of the period of disability the employee shall receive 

certification from the health care provider that the employee is fit for 
duty or to return to duty, including restrictions, if any. 

 
 D. Benefits 
 

The County shall continue health insurance under the pregnancy disability 
leave in accordance with State Law.   
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12.11 Guarantee of Employment  
 

An employee taking FMLA, FRA and/or PDL leave generally will be returned to the 
same position the employee held when the leave commenced or to an equivalent 
position with equivalent pay, benefits and working conditions at the conclusion of the 
leave. 

 
12.12 Anniversary Date  
 

Postponement of the employee's anniversary date and calculation of probationary 
period due to leave of absence without pay while on FMLA, FRA and/or PDL leave 
shall be as provided for in Section 12.6 of this Section. 

 
12.13 Leave of Absence With Pay  
 

A department head may authorize a regular employee to be absent with pay for a 
period not to exceed 120 regularly scheduled working hours, if the department head 
finds that such absence is necessary to either complete an investigation of alleged 
violation of County rules or policies by an employee or to place an employee on 
such leave until such time as the County can determine whether or not to bring 
action against an employee pursuant to Article 21. 

 
Prior to such leave being approved, the department head shall have concurrence of 
the Human Resources Director or the County Administrative Officer. 

 
An employee’s leave of absence may be extended for an additional 120 regularly 
scheduled work hours, or longer, upon a request by the department head if the 
Human Resources Director or the County Administrative Officer determine it is 
necessary to either complete an investigation of alleged violation of the County's 
rules or policies by the employee or to place an employee on such leave until such 
time as the County can determine whether or not to bring action against an 
employee pursuant  to  Section 18.0  of  the  Personnel  Rules  and Regulations. If 
the employee is represented, a copy of the notice extending the employee’s leave 
will be provided to his/her representative. If the leave is to be extended beyond a 
cumulative total of more than 240 hours, the Human Resources Director will review 
the circumstances necessitating the additional leave at least every 80 hours to 
determine whether the leave should be terminated, and the employee returned to 
work or whether other action would be appropriate. Forms for requesting an 
absence shall be prescribed by the Human Resources Director and shall state 
specifically the reason for the request and the beginning and ending dates of the 
absence.  
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12.14  Assignment of Leave Balances for Catastrophic Illness or Injury 
 
 A. Purpose  
 

To provide a mechanism for regular County employees to assign the 
monetary value of their vacation, compensatory time, holiday time bank, or 
administrative leave balances, if applicable, to another regular County 
employee who is facing financial hardship due to a catastrophic illness or 
injury.   

 
 B. Employee Eligibility for Assigned Leave 
 

 To be eligible to receive the monetary value of assigned leave an employee 
must: 

  
1. be a regular employee with the County of Sutter and have completed 

new employee probation, 
 

2. have exhausted all available leave balances, 
 

3. personally have or have an immediate family member (as defined by 
FMLA/CFRA in 2023) with a verifiable long-term illness or injury, i.e., 
cancer, heart attack, stroke, serious injury, etc.,         

 
4. follow all applicable leave of absence procedures as set forth in 

Section 12.0 of these rules and be on an authorized, unpaid leave of 
absence that will last or is anticipated to last thirty (30) calendar days 
or more, 

 
5. provide a written request to be considered for the assignment of leave 

balances which states that the request is made voluntarily, the nature 
of the event for which the assignment of leave balances is requested 
and the probable duration of the leave of absence. 

 
 C. Procedure for Requesting Leave 
 

 The written request shall be submitted by the proposed assignee to the 
respective Department Head for recommendation and then forwarded to the 
Human Resources Department for final approval by the Human Resources 
Director who shall review the request for consistency with the intent of this 
policy and application of appropriate rules and regulations. 

 
 D.   Employee Eligibility to Assign Leave Balances 

 
The employee assigning leave balances must be a regular County employee 
and have completed new employee probation.  
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Only existing vacation, compensatory time, holiday time bank, or 
administrative leave balances, if applicable, may be assigned. Assignment of 
leave balances must be in eight (8) hour increments. 

   
   Assignment of leave balances must be made to a specific individual only.   
 

Assigned leave balances actually received by the assignee cannot be 
reclaimed by the assignor. 

 
 E. Assignment of Leave Balances 
 

The assigned leave balances shall be converted to a gross wage amount 
based upon the assignor's hourly rate of pay at the time of conversion. 

 
All appropriate income and other employment taxes, state and federal, shall 
be withheld from all payments to the assignee pursuant to this rule. Such 
assigned leave shall not apply toward retirement credits for either the 
employee assigning the leave or the employee receiving the monetary value 
of the leave, nor is a retirement deduction taken from the assigned leave. The 
receipt of monies from assigned leave balances shall in no way affect or 
modify the assignee's employment status with the County and shall not be 
treated as hours worked or hours on a paid leave for purposes of adjustment 
of employee's anniversary date, sick leave and vacation accruals, eligibility 
for holiday pay or health related benefits.   

 
 F. Procedure for Assigning Leave Balances 
 

After initial approval of transfers by the Human Resources Director, eligible 
employees may indicate their intent to assign vacation, compensatory time, 
holiday time bank, or administrative leave balances by completing an 
Authorization to Assign Leave Balance Form and forwarding it to the Auditor-
Controller's Office. Assigned leave balances shall be processed and applied 
in the order they are received and processed by the Auditor-Controller's 
office.  Assigned vacation, compensatory time, holiday time bank, and 
administrative leave balances that are not converted to a monetary amount 
shall remain with the assignor. Only upon conversion to a dollar amount shall 
the assignor's leave balances be reduced.   

 
 Monies will be paid to the assignee on a regular biweekly payroll basis and 

shall not exceed the assignee's regular biweekly gross pay less any State 
Disability Benefit, Worker's Compensation Benefit, or Paid Family Leave 
Benefit amount the employee is receiving for that pay period. Monies shall 
only be paid to the assignee during those biweekly pay periods when 
assigned leave balances are available to the assignee. 
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 Assignee must remain on an authorized leave of absence to receive 
assigned leave from other employees. 

 
 G. Solicitation of Leave Balances 
 

 No employee shall solicit for assignments of leave from any subordinate 
employee.   

 
Department heads shall assure that no pressure, either implicit or explicit, 
shall be placed on any County employee by any other County employee to 
make an assignment. Any pressure to assign leave balances and/or any 
employment decision based on pressure to make an assignment shall be 
considered harassment.   

  
 No solicitation shall be made by any employee during work hours. Notices 

may be posted on bulletin boards in accordance with County and 
departmental policy and procedures. 

 
 H. Administration of Assignment of Leave Policy 
 

 Any dispute in interpretation or application, any grievance on these issues 
filed pursuant to Article 23, Grievance Procedures, shall be submitted at 
"Step IV" of the grievance procedure for a final and binding determination by 
the Human Resources Director and/or the County Administrative Officer. 

 
 The Employee(s) and County agree that this policy is to address 

extraordinary and unforeseen circumstances and shall not be used for any 
other purposes other than stated herein.  

 
  This policy shall be consistent with current or future state and federal laws. 

 
12.15 Bereavement Leave 
 

Employees may take up to forty (40) hours of paid bereavement leave at the 
employee's hourly rate of pay in the event of a death of an immediate family 
member. An immediate family member shall be defined as a wife, husband, 
domestic partner, child, parent, brother, brother-in-law, sister, sister-in-law, son-in-
law, daughter-in-law, grandparent, grandchild, person for whom the employee is 
legal guardian or other family member living in the employee’s household. 

 
Child, parent, and domestic partner are defined as follows: A child means a 
biological, adopted, or foster son or daughter, a stepson or stepdaughter, a legal 
ward, a son or daughter of a domestic partner, or the person to whom the employee 
stands in loco parentis. A parent means a biological, foster, or adoptive parent, a 
parent-in-law, a stepparent, a legal guardian, or other person who stood in loco 
parentis to the employee when the employee was a child. A “domestic partner” 
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means a person who qualifies as a domestic partner under Family Code Sections 
297, et seq., and has registered as a domestic partner with the California Secretary 
of State. 

 
Bereavement leave may be taken intermittently or consecutively but must be used 
within three (3) months of the death. Paid bereavement leave does not accrue, has 
no cash value, and does not accumulate over time. 

  
The above does not apply to extra help employees. 

 
12.16 Temporary Disability Indemnity, State Disability Insurance & Paid Family Leave 

Benefits  
 

An employee who is absent from work by reason of disability and is receiving State 
Disability Insurance (SDI) benefits or is absent from work and is receiving Paid 
Family Leave (PFL) benefits will be allowed to use available paid time off (sick 
leave, holiday, compensatory time off, vacation, administrative leave, etc.) to 
supplement SDI or PFL up to a maximum of 40% of his/her full salary. An employee 
shall earn vacation and sick leave only during such portion of absence from work 
during which he/she uses previously earned vacation leave, sick leave, holiday 
comp time or compensatory time off. 

 
 

ARTICLE 13 
SHIFT DIFFERENTIAL PAY 

 
 
13.1 Shift Differential Pay   
 

All employees shall be entitled to an extra allowance of $1.50 per hour for all hours 
worked between the hours of 5:30 p.m. and 6:00 a.m.  

 
 

ARTICLE 14 
UNIFORM ALLOWANCE 

 
 
14.1 Uniform Allowance  

The County agrees to pay a uniform allowance of nine hundred and fifty dollars 
($950.00) per year to all employees in the Unit. County agrees to pay said uniform 
allowance in a lump sum on the pay day following the close of pay period number 
twenty-five (25) each year, providing that eligible employees who leave County 
service shall be reimbursed on a prorated basis. New employees shall receive one-
half of the annual uniform allowance on their first pay day, and the remaining one-
half on the pay day following the close of pay period twenty-five (25) their first year.  
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14.2 Damage and Change in Uniform  
 
 In the event the Board of Supervisors approves a change in uniform, the full cost of 
 any such new uniform shall be borne by the County. In the event of uniform damage 
 in the line of duty, replacement shall be made by the County. Such replacement 
 shall be for damage only, as determined by the Department Head, and shall not be 
 for ordinary wear and tear. All damaged uniforms being replaced shall be turned in 
 to the department. 
 
 

ARTICLE 15 
BILINGUAL PAY 

 
 
15.1 Bilingual Pay  
 
 The County agrees to pay a bilingual premium pay of $100 per month to all eligible 
 employees proficient in a second language or American Sign Language (ASL) who 
 are routinely and consistently assigned to positions requiring skills in languages 
 other than English. The determination of the needs of the community for employees 
 fluent in a language shall be determined by the Sheriff or designee. Bilingual stipend 
 can be stopped by the Sheriff or designee and shall not be considered disciplinary 
 nor subject to the grievance process.  
 
 

ARTICLE 16 
JURY DUTY 

 
 
16.1 Jury Duty   
 
 A regular employee shall be allowed such time off with pay as is required in 
 connection with the jury duty. An employee shall notify his Department Head 
 immediately upon receiving notice of jury duty.   
  
 If an employee volunteers for jury duty, such as county grand jury, they must 
 request to use applicable accruals for time off during work hours.  

 
 

ARTICLE 17 
OCCUPATIONAL HEALTH 

 
 

17.1 Fitness for Duty 
 

1. The Employer may require employees to submit to a job-related fitness for 
duty examination to ensure employees can safely perform the essential 
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functions of their job classifications as specified in established County job 
descriptions. The Employer may subject employees to such examinations 
when there are objectively identifiable reasons to believe an employee may 
not be capable of performing the essential functions of their job classification.  
Employees shall not be required to authorize a greater release of information 
to the Employer other than whether the employee is fit or unfit for duty and, if 
unfit, the employee's functional limitations and expected duration of such 
limitations to safely performing the essential functions of their job 
classification. In the event of a disagreement between the employee's 
treating provider and the County's appointed provider regarding whether or 
not an employee is fit for duty or to return to duty, a third-party provider 
approved by both the employee and the County will be appointed at the 
County's expense to resolve the disagreement. 
 

2. The Employer shall be solely responsible for the cost of any fitness for duty 
examinations ordered by the Employer. Employees shall receive their 
hourly rate of pay for all time spent commuting to and from the fitness for duty 
examinations and for the time spent in the examination itself measured from 
the employee's normal worksite to the location of the fitness for duty 
examination. If an employee is placed off work by the Employer pending 
the results of the fitness for duty exam, the employee will remain in a paid 
status and may be required to work, including light duty. Employees who are 
found fit to perform the essential functions of their job classifications shall be 
returned to their regular positions and assignments.  
 

3. There may be times when the appointing authority will require an employee 
to provide a statement from his or her treating provider to ensure that an 
employee is able to perform or to safely perform the essential functions of 
his/her position. The County will pay out-of-pocket medical expenses the 
employee is required to incur to obtain the medical information required by 
the County. The employee will be in a paid status and may be required to 
work, including light duty, pending receipt of the required information from the 
provider.  
 

 
ARTICLE 18 

HEALTH INSURANCE 
 
 
18.1 Medical Plan Insurance  
 

 A. Available Plans  
 

 An eligible employee may enroll himself/herself and his/her eligible 
 dependents in one of the County sponsored plans.   
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 The County shall, from time to time, check the marketplace to ascertain that 
 County sponsored plans are competitive in pricing and in benefit plan 
 offerings. The County may determine to make changes as set forth in Section 
 18.1.F. and 18.5.  
 

 The County shall offer plans that meet the Affordable Care Act (ACA) 
 requirements relative to benefit levels and affordability. Nothing in this section 
 precludes an employee from seeking coverage from the exchange; however, 
 contributions made to the medical insurance coverage shall only be for those 
 plans offered through the County’s cafeteria plan. 

 

 B. County Contribution  
 

1. Effective December 1, 2020 (for the 2021 plan year) , the County 
 contributions to employee medical premiums shall be: 

 

1)  Employee Only Coverage:   $       688.50 
2)  Employee Plus 1 Coverage:  $    1,362.50 
3)  Employee Plus Family Coverage:  $    1,896.00 

 
 County contributions made pursuant to this section shall not exceed 
 the full monthly premium for the PPO-1500 Plan at the coverage 
 level the employee is enrolled or the full monthly premium for 
 any other medical plan option and coverage level to which the 
 employee is enrolled, whichever is less. 
 
 The medical insurance contribution to the cafeteria plan made by the 
 County may only be used to pay medical insurance premiums to one 
 of the County sponsored plans selected by the employee and may not 
 be used to pay for any other benefit or cost. The cafeteria plan will not 
 contain any cash out provision and any employee electing not to enroll 
 in a County sponsored plan shall not receive any credit for the 
 County's contribution. Employees electing coverage in a County 
 sponsored plan shall enroll in the cafeteria plan for the plan year and 
 authorize a deduction from their pay for the balance of the premium 
 cost. Employees who enroll in a County sponsored plan offered 
 through the IRC Section 125 cafeteria plan for the plan year will have 
 their contribution for medical insurance deducted from their pay on a 
 pre-tax basis, and pay for their share of premiums with pre-tax salary 
 reduction dollars. The employee's election during the plan year is 
 irrevocable except as provided by law. 
 
2. For future plan years, if the cost  of the PPO 1500 Plan should 
 increase over the prior plan year, the County will increase its 
 contribution to one-half of the increase amount. Should the cost of 
 the PPO 1500 Plan decrease from the prior plan year’s cost, the 
 County contribution amount shall  decrease by one-half the difference 
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 between the prior plan year’s cost and the new plan year lower 
 amount. 

 
3. Concurrent with the start of the increased County medical contribution 
 indicated above, the County will provide the following incentives to 
 those employees who enroll in the County-sponsored HDHP-3000 
 Plan.  

 
a. The County will contribute an amount equal to seventy-five 

percent (75%) of the difference between the maximum County 
contribution described in Section 18.1 B.1, and the premium 
amount for the HDHP-3000 Plan to which the employee is 
enrolled into the employee’s Health Savings Account (“HSA”) up 
to the maximum allowable annual non-taxable contribution. 
 

b. Employees hired before July 1, 2021 who enroll in the HDHP-
3000 Plan for the first time at the Employee-Only level shall 
receive a one-time contribution of  $2,000 into his/her HSA 
provided that the monthly and one-time contributions, when 
combined, do not exceed the maximum allowable annual non-
taxable contribution. This incentive shall only be paid upon an 
employee's first-time enrollment into the High Deductible Health 
Plan. 

 
c. Employees hired before July 1, 2021  who enroll in the HDHP-

3000 Plan for the first time at the Employee-Plus One or the 
Employee Plus Family level shall receive a one-time contribution 
of $3,000 into his/her HSA provided that the monthly and one-
time contributions, when combined, do not exceed the maximum 
allowable annual non-taxable contribution. This incentive shall 
only be paid upon an  employee's first-time enrollment into the 
High Deductible Health Plan. 
 

d. If the one-time contribution when combined with monthly 
 contributions to the HSA exceeds the maximum allowable annual 
 non-taxable contribution, the excess portion of the one-time 
 contribution will be deposited into the employee’s deferred 
 compensation account subject to the rules of the plan 
 administrator, maximum deferral limits and any legal restrictions 
 that apply.   

 
e. If it is determined that excess one-time incentive payments 

 cannot  be deposited into the employee’s deferred compensation 
 account, the excess amount will be deposited into the 
 employee’s HSA during the following plan year provided that 
 this monthly and one-time contribution, when combined, do not 
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 exceed the maximum allowable annual non-taxable 
 contribution. This process will repeat in subsequent plan 
 years until the employee receives the full  amount of the incentive 
 described in paragraph b. or c., above. 

 
f.  Effective January 1, 2022, Sections 3a, 3d and 3e shall be null 

  and void. 
 
g. Effective January 1, 2022, for employees enrolled in the High 

 Deductible Health Plan, the County shall make monthly 
 contributions to the employee’s Health Savings Account in an 
 amount equal to 25% of the maximum annual health savings 
 account contribution limit set by the Internal Revenue Service. 

 
 C. Healthy Lifestyle – Preventive Care Incentives 
 

1. An employee who, at no charge to the employee, completes the 
 annual Wellness/Health Screening/Assessment offered through the 
 County-sponsored Wellness Clinic will receive one of the following 
 incentives: 

 
a. For calendar year 2017 and each calendar year thereafter, an 
 employee completing the assessment for the first time 
 will receive a gift card valued at $25.00. 
 
b. For calendar year 2018 and each calendar year thereafter, an 

  employee who completes two consecutive annual assessments 
  will receive a gift card valued at $50.00. 

 

c. Incentives provided pursuant to this section are limited to one 
 such incentive each calendar year. 

 

d. If an employee who is receiving incentives at the levels 
 specified in paragraphs b. or c. above, has a break in 
 consecutive annual assessments his/her next assessment will 
 be compensated at the level specified in paragraph a. and the 
 progressive incentive payments will reset.  

 
2. For calendar year 2018, the County will make up to $10,000 available 
 on a countywide basis to implement, healthy lifestyle/preventive care 
 incentives that have been developed and recommended by the 
 Employer-Employee Insurance Benefits Advisory Committee.   
 

 Prior to implementation, these recommendations must be reviewed 
 and approved by the CAO. If the CAO does not approve the 
 recommended incentives, he/she will notify the chair and vice-chair of 
 the Insurance Benefits Advisory Committee in writing and the proposal 
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 will be returned to the Committee for further review and 
 recommendations. 
 

 D. Retiree Benefits  
 

The County shall offer County sponsored medical insurance plans to 
employees who retire from County service, and to current retirees who are 
otherwise eligible to participate in the County sponsored health plans as 
determined by the plan provider, subject to the following conditions: 

 

1. The retiree and his/her dependents must be eligible to enroll in a 
 County sponsored plan or a County sponsored comparable Medicare 
 exchange plan based on employment with the County of Sutter, as 
 determined by the plan provider. 

 

2. Continuing eligibility for the County sponsored plan, coverage of 
 retirees and their dependents shall be determined by the plan 
 provider. 

 
3. To be eligible for retiree medical insurance: (1) retiree must be eligible 
 for, and receiving pension benefits from the Public Employees’ 
 Retirement System and (2) he/she must be covered as a Sutter 
 County employee under a County sponsored plan on the date 
 immediately prior to retirement and (3) he/she must return their 
 enrollment papers with their premium payment prior to the first day of 
 the month following retirement in order to be eligible for retiree medical 
 insurance coverage. 

 

4. The County of Sutter shall contribute sixteen dollars ($16.00) per 
 month toward retiree medical insurance through the County 
 sponsored plans on behalf of each eligible retiree who retires prior to 
 December 24, 2005. For employees who retire on or after December 
 28, 2013, the County of Sutter shall contribute toward retiree medical 
 insurance, based on years of continuous service with Sutter County, 
 in the following amounts: 

 
 Years of Service   Monthly County Contribution 
 5 years but less than 10 years  $  16.00  

  10 years but less than 15   $  56.00 
 15 years but less than 20   $  96.00 
 20 years but less than 25   $136.00 
 25 years but less than 30   $176.00 
 30+ years     $216.00 
 

 Years of service shall include cumulative continuous service in 
 permanent positions and/or limited term positions that have been 
 granted medical insurance benefits by the Board of Supervisors under 
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 Section 5.2 (d) of the Sutter County Rules Governing Employee 
 Compensation, Benefits, and Working Conditions. Qualifying service 
 shall be at least half-time (20 hours or more per week). Such service 
 shall be adjusted for leaves of absence without pay. Continuous 
 service shall mean service with no break in service of more than 180 
 days, excluding layoffs. 
 

 Notwithstanding the above, the monthly County contribution toward 
 retiree medical insurance shall be $16.00 per month for retirees age 
 sixty-five (65) or older, regardless of years of service. For retirees who 
 retired prior to their sixty-fifth (65th) birthday, if the County is 
 contributing more than $16.00 per month toward their health 
 insurance, the County contribution shall be reduced to $16.00 per 
 month effective for the first day of the month in which his/her sixty-fifth 
 (65th) birthday falls. 
 

 Effective December 1, 2017 (for January 2018 coverage) the monthly 
 County contribution toward retiree medical insurance shall be a 
 maximum of $55.00 per month for retirees age sixty-five (65) or older, 
 regardless of years of service. For retirees who retired prior to their 
 sixty-fifth (65th) birthday, if the County is contributing more than $55.00 
 per month toward their medical insurance, the County contribution 
 shall be reduced to $55.00 per month effective for the first day of the 
 month in which his/her sixty-fifth (65th) birthday falls. 
 
5. Each enrolled retiree shall pay the full balance of the premium and all 
 future premium increases associated with the plan prior to the first day 
 of the month for which the retiree wishes to be covered by retiree 
 medical insurance in accordance with procedures prescribed by the 
 County. 
 

 E. Employees With Other Employer Group Health Insurance Coverage and Not 
 Enrolled in a County Sponsored Health Plan 

 

 No “in lieu of” cash benefit shall be provided for employees who are 
 otherwise eligible, who elect not to enroll in a County sponsored health plan.  
 

 F. Premium Increases 
 

 The County shall contribute the amounts specified above, for each 
 participating employee enrolled in a County sponsored medical plan. 
 Participating eligible employees shall pay each month the difference between 
 the total premium charged by the medical insurance plan the eligible 
 employee has enrolled in and the applicable County contribution. Such 
 payment shall be deducted from the employee's pay on a pre-tax basis 
 pursuant to Section B above. 
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 Any increases to the total premium charged by the applicable medical plans 
 shall be the responsibility of the participating employee, except for those 
 increases assumed by the County in Section B. There shall be no County 
 responsibility for contributions in excess of those set forth herein. 

 

 G. Insurance Plan Changes 
 

 The County shall not pay the premium for any other medical plan, which is 
 not sponsored and administered by the County, nor shall the County make 
 any payroll deductions for such other plan. 
 
 Nothing herein precludes the County from offering a substantially similar 
 alternative insurance plan or from substituting such plan for those mentioned 
 herein. In the event the plans indicated in Section A above become 
 unavailable, the County reserves the right to consider alternative plans. 
 

 H. New Employees and Eligibility Criteria 
 

1. New employees shall be eligible for medical plan coverage on the first 
 day of the month following (30) thirty days of employment. Employees 
 re-employed under Section 11.3 Reemployment Following Separation, 
 or 11.5 Reemployment Following Layoff, of the Sutter County 
 Personnel Rules and Regulations shall be eligible for enrollment in 
 accordance with criteria established by the plan provider. If the plan 
 provider eligibility rules preclude the timely deduction of the employees 
 share of premium, the County shall be authorized to make retroactive 
 deductions from the employee's pay to cover his/her share of 
 premium. 

 

2. Effective with the first date of coverage under the County sponsored 
 plans, all eligibility criteria, including but not limited to the effective 
 dates of coverage, the definition of dependents, and the age of eligible 
 dependent children, shall be in accordance with the rules established 
 by the plan provider. Dependents losing eligibility for coverage shall be 
 eligible for individual continuation of coverage pursuant to the 
 provisions of Federal Law contained in the Consolidated Omnibus 
 Budget Reconciliation Act (COBRA). The County shall have no 
 responsibility to continue either coverage or contribution of costs to 
 these dependents, except as required by COBRA. 

 

18.2 Dental Plan Insurance 
  

A.  Available Plans and County Contribution 
 

 The County will offer three levels of County sponsored dental benefit 
 coverage. The County shall make a contribution to an IRC Section 125 
 cafeteria plan for dental coverage as indicated in Section B below. 
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 Dental benefits will continue to be provided through Delta Dental plans 
 through the contract term.   
 
 The dental insurance contribution to the cafeteria plan made by the County 
 may only be used to pay dental insurance premiums to one of the available 
 plans selected by the employee and may not be used to pay for any other 
 benefit or cost. The cafeteria plan will not contain any cash out provision and 
 any employee electing not to enroll in a dental insurance plan shall not 
 receive any credit for the County's contribution. Employees electing coverage 
 in a dental insurance plan shall enroll in the cafeteria plan for the plan year 
 and authorize a deduction from their pay for the balance of the premium cost, 
 if any. Employees who enroll in a dental insurance plan offered through the 
 IRC Section 125 cafeteria plan for the plan year will have their contribution for 
 dental insurance deducted from their pay on a pre-tax basis, and pay for their 
 share of premiums with pre-tax salary reduction dollars. The employee's 
 election during the plan year is irrevocable except as provided for by law. 
 

 B. Cafeteria Plan 
 

 Effective within the second full pay period following Board adoption (for the 
 2019 plan year), the County’s monthly contributions to the Delta Dental IRC 
 Section 125 cafeteria plan for each employee who is enrolled in one of the 
 County-sponsored health insurance plan options as described below shall not 
 exceed: 
 

  Employer         
Cont/Mo. DeltaCare  

PPO + 
Premier                

1000  

PPO + 
Premier 

2000 
             EE $17.90  $25.78  $32.98 

EE + 1 $31.80  $48.45  $60.65 
Family $46.80  $74.75  $93.35 

      
 For each Plan Year thereafter, if the cost of the Delta Care Plan should 
 increase, the County will increase its contribution to one-half of the increase 
 amount of the Delta Care Plan for all plans. Should the cost of the Delta 
 Care Plan decrease in any plan year from the prior plan year, the County 
 contribution amount for all plans shall decrease by one-half of the difference 
 between the prior Delta Care Plan year cost and the new Delta Care Plan 
 year lower amount. 
 
C. Family With More Than One Eligible Member Employed By The County 

 
 When a family contains more than one eligible dependent employed by the 
 County, only one family member shall be enrolled as the "employee" under 
 the County dental plan and the remaining members shall be enrolled as 
 "dependents.”  No "in lieu of" cash benefit shall be provided. 
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 D. Premium Increases 
  
 The County shall contribute the amounts specified in Section 18.2 B, for each 
 participating employee enrolled in a County sponsored dental plan.  
 Participating eligible employees shall pay each month the difference between 
 the total premium charged by the dental insurance plan the eligible employee 
 has enrolled in and the applicable County contribution. Such payment shall 
 be deducted from the employee's pay on a pre-tax basis pursuant to Section 
 18.2 B.  
 
 Any increases to the total premium charged by the applicable dental plans 
 shall be the responsibility of the participating employee, except for those 
 increases assumed by the County in Section 18.2 B. There shall be no 
 County responsibility for contributions in excess of those set forth herein. 

 
 E. Insurance Plan Changes 

 
 The County shall not pay the premium for any other dental plan, which is not 
 sponsored and administered by the County, nor shall the County make any 
 payroll deductions for such other plan. 
 
 Nothing herein precludes the County from offering a substantially similar 
 alternative insurance plan or from substituting such plan for those mentioned 
 herein. In the event the plans indicated in Section 18.2 A, become 
 unavailable, the County reserves the right to consider alternative plans.  
 
F. New Employee 

 

 New employees will be eligible for dental plan coverage on the first day of the 
 month following thirty (30) days of employment.  
   

18.3 Vision Plan Insurance 
 
 A. Available Plans and County Contribution 
 

 The County will offer vision insurance available through Vision Service Plan 
 (VSP) for eligible employees and their eligible dependents.  The County shall 
 make a contribution to an IRC Section 125 cafeteria plan for vision coverage 
 as indicated in Section 18.3 B, below. 

 
 B. Cafeteria Plan  
  

The vision insurance contribution to the cafeteria plan made by the County 
for eligible employees and their eligible dependents will be 100% of the VSP 
premium in effect.  
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 The vision insurance contribution to the cafeteria plan made by the County 
 may only be used to pay vision insurance premiums to VSP selected by the 
 employee and may not be used to pay for any other benefit or cost. The 
 cafeteria plan will not contain any cash out provision and any employee 
 electing not to enroll in a vision insurance plan shall not receive any credit for 
 the County’s contribution. Employees electing coverage in a vision insurance 
 plan shall enroll in the cafeteria plan for the plan year. Since the County is 
 contributing the full amount of the vision plan premium to the cafeteria plan 
 there is no cost to the employee who elects such coverage. The employee’s 
 election during the plan year is irrevocable except as provided for by law.   
 

 C. Family with More Than One Eligible Member Employed By the County 
 

 When a family contains more than one eligible dependent employed by the 
 County, only one family member shall be enrolled as the "employee" under 
 the County vision plan and the remaining members shall be enrolled as 
 "dependents".  No "in lieu of" cash benefit shall be provided. 

 
 D. Premium Increases 
 

The County shall contribute the amounts specified in Section 18.3 B, for each 
participating employee enrolled in a County sponsored vision plan. Any 
increases to the total premium charged by the applicable vision plans shall be 
the responsibility of the County. There shall be no County responsibility for 
contributions in excess of those set forth herein. 

 
 E. Insurance Plan Changes 
 

 The County shall not pay the premium for any other vision plan, which is not 
 sponsored and administered by the County, nor shall the County make any 
 payroll deductions for such other plan. 
 
 Nothing herein precludes the County from offering a substantially similar 
 alternative insurance plan or from substituting such plan for those mentioned 
 herein. In the event the plans indicated in Section 18.3 A, become 
 unavailable, the County reserves the right to consider alternative plans.  
 

 F. New Employee 
 

 New employees will be eligible for vision plan coverage on the first day of the 
 month following thirty (30) days of employment. 
 

18.4  Life Insurance Plan 
 

 A. Available Plans and County Contribution  
 

The County offers a group term life insurance plan with limits of seventy-five 
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thousand dollars ($75,000) for the employee and five thousand dollars 
($5,000) for dependents, except that limits for dependents under the age of 
six (6) months shall be three hundred and fifty dollars ($350). The County 
shall make a contribution to an IRC Section 125 cafeteria plan for life 
insurance coverage as indicated in Section 18.4 B below. 

  
B. The life insurance contribution to the cafeteria plan made by the County will 

be 100% of the group term life insurance premium in effect. 
 
 The life insurance contribution to the cafeteria plan made by the County may 

 only be used to pay life insurance premiums for coverage selected by the 
 employee and may not be used to pay for any other benefit or cost. The 
 cafeteria plan will not contain any cash out provision and any employee 
 electing not to enroll in a life insurance plan shall not receive any credit for 
 the County's contribution. Employees electing coverage in a life insurance 
 plan shall enroll in the cafeteria plan for the plan year. Since the County is 
 contributing the full amount of the life insurance premium to the cafeteria plan 
 there is no cost to the employee who elects such coverage. The employee's 
 election during the plan year is irrevocable except as provided for by law. 

 

 C. Premium Increases 
 

 The County shall contribute the amounts specified in Section 18.4 B, for each 
 participating employee enrolled in a County sponsored life insurance plan.  
 Any increases to the total premium charged by the applicable life insurance 
 plans shall be the responsibility of the County. There shall be no County 
 responsibility for contributions in excess of those set forth herein. 
 

 D. Insurance Plan Changes 
 

 The County shall not pay the premium for any other life insurance plan, which 
 is not sponsored and administered by the County, nor shall the County make 
 any payroll deductions for such other plan. 
 
 Nothing herein precludes the County from offering a substantially similar 
 alternative insurance plan or from substituting such plan for those mentioned 
 herein. In the event the plans indicated in Section 18.4 A, become 
 unavailable, the County reserves the right to consider alternative plans.  
 

 E. New Employee 
 

 New employees will be eligible for life insurance plan coverage on the first 
 day of the month following thirty (30) days of employment. 
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18.5 Employer-Employee Health Benefits Advisory Committee 
 
 A. The Employer-Employee Health Benefits Advisory Committee (“Health 

 Benefits Committee”) shall be comprised of one (1) representative 
 designated by each Bargaining Unit and up to six (6) County representatives 
 who shall be appointed by the County Administrative Officer. The County 
 representatives will include the Human  Resources Director who will chair 
 the Committee. The Bargaining Unit representatives will select one of the 
 Bargaining Unit representatives to serve as the vice-chair of the Committee. 

 
 B. At a minimum, the Health Benefits Committee will meet quarterly on a date, 

 at a time and in a location designated by the chair and the vice chair. For the 
 purposes of conducting business, a quorum shall be comprised of one-half of 
 the filled Bargaining Unit representative positions and one-half of the filled 
 County representative positions. 

 
 C. The purpose of the Health Benefits Committee is to study issues related to 

 the County’s insurance plans and the County-sponsored Wellness Clinic 
 and to make suggestions and recommendations, as appropriate, regarding 
 possible modifications. 

 
 The Health Benefits Committee also may make recommendations regarding 
 the development and evaluation of informational programs designed to 
 inform employees regarding the selection and efficient use of the insurance 
 options available to them; educational programs that encourage healthy 
 lifestyles and the effective use of preventative care services; and various 
 health/wellness related incentive programs. Unless mutually agreed 
 otherwise, recommendations of the Health Benefits Committee are advisory 
 in nature. 
 
D. The County will share information related to any changes the County is 
 considering to the current insurance plans. The County reserves the right to 
 retain  information it considers to be confidential. The Health Benefits 
 Committee shall review any proposed changes to benefit plan offerings and 
 shall make recommendations regarding such changes. Such 
 recommendation is advisory and non-binding on the County. 
 
E. Although the parties may reach agreement through the committee processes, 
 membership and participation in the Health Benefits Committee does not 
 constitute a waiver of either the collective bargaining rights of participating 
 employee organizations or the management rights of the County. 
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18.6 Internal Revenue Code Section 125 Plan  
 
 The County will maintain an IRC Section 125 cafeteria plan which shall include the 
 following benefits: 
 
 Health Insurance 
 Health Savings Account (HSA)  
 Health Reimbursement Account (HRA) 
 Dental Insurance 
 Vision Insurance 
 Group Term Life Insurance 
 Health Care Spending Account (HCSA) 
 Dependent Care Spending Account (DCSA) 

 
   The plans and employer and employee contributions to the cafeteria plan for health, 

 dental, vision and group term life insurance shall be as described in Section 18.1 
 through Section 18.4 above. The plan shall also provide for employee contributions 
 to a HFSA and DCAP. The plan year limits for HCSA, DCSA, HSA and HRA plans 
 shall be at limits allowed by federal law.  Employees who enroll in the IRC Section 
 125 cafeteria plan for the plan year may have their contributions for these benefits 
 deducted from their pay on a pre-tax basis if they elected to participate in the plan 
 and pay for their contributions with pre-tax salary reduction dollars. The employee's 
 election during the plan year is irrevocable except as provided for by law. 

 
 

ARTICLE 19 
EDUCATION, TRAINING, CERTIFICATION AND PROFESSIONAL LICENSE FEES 

 
 

19.1 Educational Incentive Pay    
 

In recognition of the benefits to the citizens of the County of having well trained and 
educated law enforcement personnel, the County hereby agrees to pay the following 
educational incentive allowances to employees effective the first full pay period 
following notice of completion of the prerequisite programs.  
 

 POST Intermediate  2.5% of base wage 
 Associate Degree  2.5% of base wage 
 POST Advanced  2.5% of base wage   
 Bachelor's Degree  2.5% of base wage 
 

The maximum educational incentive allowance per employee shall not exceed 
seven and one-half percent (7.5%) total.  
  

 This provision allows for the payment of educational incentive for any college 
 degree from a recognized college or university. The appointing authority may, 
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 subject to the grievance procedure, withdraw educational incentive pay if the 
 employee's performance as indicated on the most recent annual evaluation is less 
 than satisfactory. 
 
19.2 Training Sessions 
 
 Whenever an employee is required by his/her Department Head to attend special 
 training sessions, he/she shall be paid his/her normal wages if attendance is during 
 his/her normal working day and at overtime rates when attending sessions beyond the 
 employee's normal working day except as specified in Section 6.10. 
 
19.3 CPR and First-Aid Training  
 
 Employees required by state law to be certified in CPR and/or First Aid shall be 
 compensated at the rate of time and one-half for actual time spent in training classes 
 during off-duty hours.  Travel time to and from classes shall not be compensated in 
 any manner. An employee wishing to take a class off duty must have the prior 
 approval of the department head.  Such approval shall not be denied unless the 
 required training has been made available during the employee's duty hours. 
 
19.4 Tuition Reimbursement 
 
 Employees are encouraged to continue their self-development by enrolling in 
 college course work that will educate them in new concepts and methods in their 
 occupational fields and prepare them to meet the changing demands of their jobs.  
 A Tuition Reimbursement Program shall be established pursuant to the following 
 conditions: 
 

1. Application for tuition reimbursement shall be submitted to and approved by 
 the department head and/or his/her designee. 
 

2. The department head may consider length of service, overall job performance, 
 benefit of the college course to the County, availability of funds, and other 
 appropriate factors in reaching his or her decisions. 
 
3. Courses must be related to the work of the employee's current position or 
 occupation. 
 

 4. Courses must be taken on employee time. 
 

 5. Courses must be taken at accredited institutions. 
 
 6. Reimbursement may be made for tuition, books, registration fees, and 

 laboratory fees, up to a maximum of $1,000 each calendar year.   
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 7. Employee must agree in writing to repay the County, including having such 
amount deducted from employee’s final paycheck, for any amount paid 
pursuant to this section if said employee separates from the County within 12 
months of completing such class for which reimbursement was received.   

 
 8. Expenses for parking, travel, meals, lodging and other incidental costs are not 

 reimbursable. 
 
 9. Reimbursement shall be made to the employee upon completion of the course 

 with a minimum final grade of C or its equivalent in an undergraduate college 
 course, or a B or its equivalent in a graduate level college course. 

 
 10.  If reimbursement is received from another source(s) for tuition, books, 

registration fees, and/or lab fees, the total reimbursement from the County and 
other  sources shall not exceed the total cost for tuition, books, registration fees 
and/or lab fees. An employee requesting reimbursement shall sign a statement 
indicating if reimbursement has been or will be received and the amount of 
such reimbursement. 

 
11. All approved claims shall be submitted to the Auditor's Office with a copy to the 

Human Resources Department and shall include the required agreement to 
repay the County, a statement regarding any other reimbursement and a copy 
of the transcript showing the final grade earned. 

 
 Employees who have obtained a degree related to the work of the employee’s current 
 position or occupation will be allowed to utilize the tuition reimbursement toward 
 student loan repayment provided adequate documentation is provided which 
 demonstrates the amount owed for a current loan and the payment received by lender.  
 Employees who are required to obtain a license and/or certification renewal in order to 
 perform their duties may utilize tuition reimbursement toward licensure/certification 
 renewal. In no event will the amount reimbursed to the employee under this section 
 exceed one-thousand dollars ($1,000) per calendar year.  

 
 

ARTICLE 20 
OUT OF CLASS WORK ASSIGNMENTS 

 
 
20.1 Out of Class Work Assignments  
 

Deputy Sheriffs who are assigned to supervise a shift in the absence of a Sergeant-
Detective in addition to receiving their regular hourly rate of pay shall receive an 
additional seven and one-half percent (7.5%) of regular salary for the hours worked 
in the higher classification.   
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ARTICLE 21 
DISCHARGE, DISMISSAL, SUSPENSION, 

REPRIMAND, REDUCTION IN RANK, AND RIGHT OF APPEAL 
 
 
21.1 Purpose   
 
 The purpose of this section is to provide an orderly procedure for notice, pre-action 
 response meetings (Skelly), administrative review of minor disciplinary action and 
 formal hearing on appeal of significant disciplinary action.  
 
 This procedure shall be the exclusive procedure for taking disciplinary action and 
 appealing disciplinary action against regular permanent employees.  
 
21.2 Definitions 
 

A. Appointing Authority. The Board of Supervisors, a County officer, the Director 
 of Human Resources, a department head, or any person or group of persons 
 having the power pursuant to law to make an appointment to any position in a 
 specified department for the County or any person designated by an 
 Appointing Authority to act on his/her behalf.  
 

B. Day. Working day unless otherwise specified. Working day is typically defined 
 as Monday through Friday, excluding holidays.  
  
C. Hearing. A formal hearing held following an appeal of an employee of 
 disciplinary action taken by an Appointing Authority.   

 
D. Significant Disciplinary Action. Action taken against a regular permanent 

employee by the Appointing Authority for just cause which includes 
discharge, demotion, or reduction in pay or suspension without pay, or other 
discipline for  which the law mandates notice and an opportunity for a 
hearing.  

 
E. Minor Disciplinary Action. Action taken against a regular permanent 
 employee by the Appointing Authority for cause which does not result in a 
 loss of pay including written reprimand, disciplinary transfer, or disciplinary 
 suspension with pay 

 

F. Notice. Notice shall be given by personal delivery or by certified mail or, upon 
 mutual Agreement of the parties, by e-mail followed by regular mail.  

 
G. Parties. The affected employee, the Union, the Appointing Authority, or other 
 members of supervision and management.  
 
H. Response (Skelly) Meeting. An informal meeting in which the employee has 
 the opportunity to respond to proposed charges prior to action.  
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I. Service/Receipt of Notices/Orders. The date of service/receipt of 
 notices/orders shall be that date when the notice/order is actually received by 
 the employee or that date when the last good faith effort at delivery is 
 made and confirmed. Avoidance of service shall not waive time limits 
 specified within this section.  

 
Prior to taking significant disciplinary action, the Appointing Authority should 
normally discuss such action with the Human Resources Director and submit a 
copy of any written notice pertaining to the action to County Counsel to review 
as to legal form and  sufficiency. Nothing contained in this section, which is 
declaratory of existing regulations, shall be construed as preventing the Board 
of Supervisors from reprimanding, suspending, demoting, or dismissing any 
appointed At Will Department Head. 

 
21.3  Causes for Discipline 
 
 A. Any of the following causes are sufficient causes for reprimand, dismissal, 

 suspension, or demotion; but the list is indicative rather than inclusive or 
 restrictive, and reprimands, dismissals, suspensions, or demotions may be 
 based on reasons other than those specifically mentioned: 

 
a. Intentional misrepresentation or concealment of any material fact in 
 connection with obtaining employment. 
b. Incompetency or inefficiency on the job. 
c. Insubordination. 
d. Dishonesty or fraud. 
e. Violation of any of the provisions of Sutter County’s Alcohol and Drug 
 Abuse Policy. 
f. Unauthorized absences from duty. 
g. Conviction of a felony. 
h. Discourteous treatment of the public or other employees. 
i. Political activity which is in violation of federal or state laws. 
j. Refusal to take and subscribe to any oath or affirmation which is 
 required by law in connection with employment. 
k. The violation of any proper policy, regulation or lawful order made and 
 given by a superior. 
l. Negligent or willful damage to public property or waste of public supplies 
 or equipment. 
m. Substantial off duty misconduct reasonably and directly related to the 
 employee’s public duties. 
n. Failure or refusal to undergo any physical, medical, and/or psychiatric 
 exam authorized by these rules. 
o. Failure to comply with such safe working practices, as may be 
 promulgated by the County, in the discharge of duties during work hours. 
p. Unlawful discrimination, including harassment, on the basis of race, 
 religious creed, color, national origin, ancestry, disability, sex, or age 
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 against the public or other employees while acting in the capacity of an 
 employee. 
q. Conviction of a misdemeanor involving moral turpitude. 
r. Knowingly making a false accusation or knowingly providing inaccurate 
 information about an employee that could lead to disciplinary action of 
 the employee if the information or accusation were true. 

 
21.4 Minor Disciplinary Action 
 
 A. Minor Disciplinary Action shall include a notice informing employees that they 

 have  the ability to provide a written response/rebuttal to the Minor 
 Disciplinary Action to the Department Head within ten (10) working days of 
 their receipt of the action. 

 
 B. If the employee’s response/rebuttal raises material inaccuracies or otherwise 

 shows that the Minor Disciplinary Action failed to fully recognize all related 
 circumstances, the Department Head shall have ten (10) working days 
 following the receipt of information to reconsider the imposition of the Minor 
 Disciplinary Action and provide a response to the employee of their decision 
 to amend, remove, or retain the Minor Disciplinary Action.  

 
 C. The Department Head will forward a copy of the employee’s response and a 

 copy of the Department Head’s response, if any, to the Human 
 Resources Department to  attach to the Minor Disciplinary Action. 

 

 D. Nothing in this section prevents an employee from providing a rebuttal to a 
 Minor Disciplinary Action which shall be attached to that document in the 
 official Personnel File in Human Resources. 

 
 E. This shall be the exclusive appeal procedure for Minor Disciplinary Actions.  

 In no event shall Minor Disciplinary Action be appealable to the Board of 
 Supervisors. 

 
21.5 Significant Disciplinary Action 
 

1. Notice of Proposed Discipline 
  

For Significant Disciplinary Action, the employee shall be given written notice 
of a proposed disciplinary action not less than ten (10) working days in 
advance of the date the action is proposed to be taken. Such written notice 
shall include: 
 
a.  A description of the action taken and its effective date or dates. 

 
b. A clear and concise statement of the reasons for such action, 
 including the rule(s) or regulation(s) or ordinance(s) violated  and a  

complete explanation of the reasons.  
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c. A statement advising the person of the right to respond, either verbally 
and/or in writing, to the authority proposing the action  or his or her 
designee prior to its effective date. 

 
d. The date and time for the response meeting with the Appointing 

Authority during which the employee and his/her representative shall 
have an opportunity to refute the charges or present facts which may 
not be known to management.  

 
e. Notice that if no written response is received by the Appointing 

Authority by the time scheduled for the response meeting and the 
employee fails to participate in the response meeting, the appointing 
authority may proceed to order action.  

 
f. A statement that a copy of the materials upon which the action is 

based is attached or available for inspection upon request. The 
employee may copy and inspect all materials relied upon as the basis 
for charges. 

 
2. Response (Skelly) Meeting 
 

a. At the time and place set for the meeting giving the employee the 
opportunity to respond, the employee may respond orally and/or in 
writing, personally or by or with a representative. Alternatively, the 
employee may respond in writing not later than the date and time set 
for the Response Meeting. 

  
b. Neither the Appointing Authority nor the employee shall be entitled to 

call witnesses or take testimony.  
 
c. At the meeting, the Appointing Authority may consider information 

contained in the charges and recommendations and other information 
as well as information presented by the employee or his/her 
representative.  

 
d. At the conclusion of the Response Meeting or within ten (10) working 

days, the Appointing Authority shall issue an order taking, amending, 
or determining not to take the action, and shall give written notice 
thereof to the employee, which shall include:  

 
1) An explanation of the basis for the action;  
2) The charges upheld; 
3) The effective date(s) of the imposed discipline; 
4) A list of items upon which action is based; and 
5) Notice of employee's right to formally appeal any imposed 

disciplinary action pursuant to Section 21.7 Right of Appeal.  
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e. The employee shall be served, either personally or by certified mail, 
with the Order of Disciplinary Action. 

 
f. A copy of the Order of Disciplinary Action and all supporting 

documentation shall be placed in the employee’s official personnel file.  
 

21.6 Removal From Worksite Prior to Written Notice – Conditions 
 
 Under unusual circumstances, an employee may be removed from the workplace 
 prior to receiving the five days written notice specified in Section 21.2. In these cases, 
 the Department Head shall document circumstances which indicate that the 
 employee's continued presence at the work site could have detrimental consequences. 
 In such a situation, the employee may be suspended until the notification process is 
 complete and a decision reached regarding the potential disciplinary action. 
 
21.7 Right of Appeal 
 
 A. Law Enforcement Unit 
 

 1. If an employee has participated in a response meeting with the 
Appointing Authority as set forth above, the employee shall have the 
right to appeal the Significant Disciplinary Action to an Arbitrator 
following exhaustion of an attempt to resolve the matter through 
mediation as set forth in these rules.  

 

 2. Any regular permanent employee may appeal Significant Disciplinary 
Action by filing a written Notice of Appeal with the County Human 
Resources Director within ten (10) working days after service on such 
employee of the Order of Disciplinary Action.     

 
3. Filing of an appeal shall not stay the effective date of the Order of 

Disciplinary Action.  
 
4. Failure to make a timely, written request for Appeal shall constitute a 

formal withdrawal and a waiver of the employee’s right to appeal.    
 

 B.  Mediation 
   
  Upon receipt of the Notice of Appeal from the employee, the Human Resources 

 Director shall have ten (10) working days to review the Order of Disciplinary 
 Action, and the Notice of Appeal, and schedule a meeting with the employee 
 and/or the employee’s representative and the Appointing Authority in an effort 
 to facilitate a resolution to the Significant Disciplinary Action that is satisfactory 
 to all parties. If the Human Resources Director is unable to facilitate an 
 agreement between the parties, the Human Resources Director shall provide 
 notice of that fact to the employee personally or by certified mail within ten 
 (10) working days of the meeting. 
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  C.   Arbitration 
 

 1. Within ten (10) working days of the date of notice to the employee of the 
 unsuccessful results of mediation, the Human Resources Director shall 
 request a list of seven arbitrators from the State Mediation and 
 Conciliation Service or American Arbitration Association.   

 
  2. Upon receipt of the list of arbitrators, the parties shall alternately strike 

 one name from the list of arbiters (the right to strike the first name to be 
 determined by lot) until one (1) name remains, and that person shall be 
 the arbiter. 

 
 3. As soon as is administratively possible and subject to the arbitrator’s 

 schedule, the date for a hearing shall be set.   
 
 4. The Human Resources Director shall notify the interested parties of the 

 time and place of the hearing at least ten (10) working days prior to the 
 scheduled date and time. 

 
21.8 Hearing and Decision 
 
 1. All hearings shall be public except when the parties stipulate otherwise. The 

hearing shall be conducted in accordance with Section 11513 of the 
Government Code. The provisions of Section 11507.6 of the Government Code 
shall apply to any hearing conducted pursuant to this section, and shall provide 
the exclusive right to and method of discovery except that time limitations will 
be those established by the arbiter as the case may be. Subpoenas and 
subpoenas duces tecum shall be authorized as provided in Government Code 
Section 11510. 

 

2. The arbiter shall render his/her judgment as soon as possible after the 
 conclusion of the hearing as possible His/her decision shall set forth which 
 charges, if any, are sustained and the reasons therefor.  
 

3. The opinion shall set forth findings of fact and conclusions of law. The opinion 
 shall be advisory only. 
 

4. The arbiter may sustain or reject any or all of the charges filed against the 
 employee. He/she may sustain, reject, or modify the disciplinary action invoked 
 against the employee. He/she may not provide for discipline more stringent 
 than that invoked by the Appointing Authority. 

 
5. The arbiter's opinion shall be filed with the Human Resources Director, the 
 charged employee, and the Clerk of the Board of Supervisors, and shall set 
 forth his/her findings and conclusion. If a dismissal is not sustained, the opinion 
 shall set forth the effective date the employee is to be reinstated, which may be 
 any time on or after the date of disciplinary action. 
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6. The Union/Association and the County agree to bear one-half (1/2) the cost 
 of the arbitrator and any mutually agreed upon ancillary fees, including 
 transcript and reporter fees, that are incurred in the presentation of the 
 appeal to the arbitrator except in those cases where the employee is not 
 represented by the Union. Each party shall bear its own witness and 
 attorney fees. 
 

21.9 Appeal to Board of Supervisors 
 

A. If within thirty (30) days of receipt by the parties of the arbiter's decision, either 
 party to the action files a written appeal with the Board of Supervisors. 
 Any such appeal shall be served concurrently upon the opposing party. 
 

B. During a Closed Session of a meeting of the Board of Supervisors, the Board 
 may review the transcript and other documentation, or exhibits associated 
 with the hearing, and shall,  based upon such review, adopt, amend, modify, or 
 reject  the findings of fact, conclusions of  law, and/or opinion of the arbiter.  
 

C. Either party may request written argument prior to the Board's decision. If such 
 request is granted, the opposing party shall be provided adequate time to 
 present a responsive written argument. 
 

D. If neither party files such appeal within the above thirty (30) day period for 
 appeal, the decision of the arbiter shall be deemed adopted by the Board of 
 Supervisors. The decision of the Board shall be final and conclusive. 
 
21.10 Investigations – Serious Misconduct 
 

The Department shall assign investigations of Association bargaining unit members 
that involve allegations of “serious misconduct” as defined by Penal Code section 
13510.8 to an independent outside investigator. The Department and Association 
shall establish a list of no more than three mutually acceptable investigators who 
shall be utilized by the Department on a rotational basis for such investigations.   

 
The investigator shall conduct a thorough investigation of the alleged serious 
misconduct and promptly produce a comprehensive and impartial report of findings.  
Should an investigation involving allegations of serious misconduct reveal the 
involvement of additional Association bargaining unit members, the same outside 
investigator may investigate the additional identified Association bargaining unit 
members without the need to assign another outside investigator.  The Department 
shall pay the cost of the outside investigator.   

 
Department investigations that do not involve allegations of serious misconduct by 
Association bargaining unit members may be conducted by any competent 
investigator selected by the Department and need not be assigned to an 
independent outside investigator.  
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The Department and Association will meet on an annual basis to discuss the need 
to remove and/or replace any outside investigator who does not meet either party’s 
expectations with respect to competency, impartiality and professionalism.  

 
 

ARTICLE 22 
PROHIBITED ACTIVITIES 

 
 
22.1 General Policy   
 
 No employee of Sutter County shall engage in any employment, activity, or 
 enterprise for compensation which is inconsistent, incompatible, in conflict with, or 
 inimical to his or her duties as a County officer or employee or with the duties, 
 functions, or responsibilities of the appointing authority or Sutter County. 
 
22.2 Prohibitions  
 
 No employee of Sutter County shall: 
 
 (a) Represent or counsel for compensation any individual, group of individuals, 

 or private or public organization in legal or administrative actions against 
 Sutter County. 

 
 (b) Use for private gain or advantage Sutter County time, facilities, equipment, or 

 supplies, or his or her badge, uniform, prestige, or influence as a Sutter 
 County officer or employee. 

 

 (c) Receive or accept compensation or other consideration from anyone other 
 than Sutter County, for the performance of an act which the officer or 
 employee would and could render during the regular work hours as part of 
 such officer's or employee's assigned or prescribed duties. 

 

 (d) Be involved in employment outside of his or her duties with Sutter County 
 which would represent a conflict of interest as defined by law. 

 
1. Outside employment involves the use for private gain or advantage of 
 his or her local agency time, facilities, and supplies, or the badge, 
 uniform, prestige, or influence of his or her local agency office or 
 employment, or  

 
2. Outside employment that presents the potential to create private gain 
 or utilize the advantage of his or her local agency time, facilities, and 
 supplies, or the badge, uniform, prestige, or influence of his or her 
 local agency office or employment, or  
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3. Outside employment involves receipt or acceptance by the officer or 
 employee of any money or other consideration from anyone other than 
 his or her local agency for the performance of an act, which the officer 
 or employee, if not performing such act, would be required, or 
 expected to render in the regular course of hours of his or her local 
 agency employment or as part of his or her duties as a local agency 
 officer or employee, or  

 
4. Outside employment involves the performance of an act in other than 
 his or her capacity as a local agency officer or employee which may 
 later be subject directly or indirectly to the control, inspection, review, 
 audit, or enforcement of any other officer or employee or the agency
 by which he or she is employed, or  

 
5. Outside employment involves time demands as would render 
 performance of his or her duties as a local agency officer or employee 
 less efficient.  
 
 

ARTICLE 23 
GRIEVANCE PROCEDURES 

 
 
23.1 Purpose    
 
 The purposes and objectives of the Grievance Procedure are to: 
 
 A. Assure fair and equitable treatment of all employees and promote 

 harmonious relations among employees, supervisors, and management. 
 
 B. Afford employees a written and simple means of obtaining consideration of 

 their grievances by informal means at the department head level and review 
 of the Department Head's decisions. 

 
 C. Resolve grievances as quickly as possible and correct, if possible, the 

 causes of grievances, thereby reducing the number of grievances and future 
 similar complaints. 

 
23.2 Discussion of Request or Complaint 
 
 Any employee who believes that he or she has a justifiable request or complaint 
 shall discuss the request or complaint with his or her immediate supervisor in an 
 attempt to settle the matter as simply and informally as possible. 
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23.3 Definition 
 

 A "grievance" is the subject of a written request or complaint which has not been 
 settled as a result of the discussions required by Section 23.2, initiated by an 
 employee, concerning the interpretation and/or application of a specific term or 
 provision of an applicable memorandum of understanding regarding wages, hours 
 and other terms and conditions of employment over which the appointing authority 
 has control. A grievance must specify the relief sought, which relief must be within 
 the power of the appointing authority to grant in whole or in part. 
 A grievance, nonetheless, shall not include the following: 
 

   1. a performance evaluation which is rated satisfactory or above; 
 

  2. a position classification issue; 
 
  3. an appeal for a dismissal, suspension or demotion, or any other form 
   of discipline, including a letter of reprimand; 
  
 4. a change in title, job classification or salary; 

 

5. any matter which would require the exercise of legislative power, such 
as the adoption or amendment of an ordinance, rule, regulation, or 
policy established by the Board of Supervisors; or 

 

6. a matter which concerns an employee who has, since filing the 
grievance, submitted a letter of resignation or otherwise voluntarily 
terminated his/her employment with the County. 

 

23.4 Special Provisions of the Grievance Procedure 
 

 A. Freedom From Reprisal. No employee shall be subject to coercion or 
 disciplinary action for discussing a request or complaint with his/her 
 immediate supervisor, or for the good faith filing of a grievance petition. 

 

 B. Employee Representative. The employee is entitled to representation in the 
 preparation and presentation of his/her grievance at any step in the 
 procedure. The grievant is entitled to be released from work for appearances 
 before any or all levels of the grievance procedure. No person hearing a 
 grievance petition need recognize more than one representative for grievant, 
 unless, in the opinion of the person hearing the petition, the complexity of the 
 grievance requires more than one representative in order to fully and 
 adequately present the matter. Any expenses incurred by the employee in the 
 retention of representation shall be at the expense of the employee filing the 
 grievance. 

 

 C. Grievance Petition Form. The written grievance shall be submitted on a form 
 provided by the Human Resources Director for this purpose. No grievance 
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 petition shall be accepted for processing until the form is complete. If the 
 employee wishes to notify the Association of his/her grievance, he/she may 
 either send a copy of the grievance to the Association Office or to the County 
 Human Resources Department.      

 

 D. Presentation. All grievance petitions shall be initiated within twenty (20) 
 calendar days after the occurrence of the circumstances or employee's 
 knowledge of the circumstances giving rise to the grievance; otherwise, the 
 right to file a grievance petition is waived, and no grievance shall be deemed 
 to exist. 

 
 E. Statement of Grievance.  The grievance shall contain a statement of: 
 

1. The specific situation, act, or acts complained of as unfair. 
 

  2. The inequity or damage suffered by the employee. 
 

  3. The specific action requested. 
 
 F. Consolidation. Grievance petitions involving the same or similar issues may 

 be consolidated for presentation at the discretion of the person hearing the 
 petitions. 

 
 G. Resolution. Any grievance petitions resolved at any step of the grievance 

 procedure shall be final and binding on the County and the grievant. 
 
 H. Withdrawal. Any grievance petition may be withdrawn by the grievant at any 

 time in writing, without prejudice. 
 
 I. Time Limits. Grievance petitions shall be processed from one step to the next 

 within the time limit prescribed in each of the steps. Any grievance petition for 
 which a disposition is not made at any step within the time limit prescribed, or 
 any extension which may be agreed to, may be referred to the next step in 
 the grievance procedure, the time limit to run from the date when time for 
 disposition expired. Any grievance petition not carried to the next step by the 
 grievant within the prescribed time limits, or such extension which may be 
 agreed to, shall be deemed resolved upon the basis of the previous 
 disposition. 

 
 J. Resubmission. Upon consent of the person hearing the grievance petition 

 and the grievant, a petition may be resubmitted to a lower step in the 
 grievance procedure for reconsideration. 

 
 K. Extension of Time. The time limits within which action must be taken or a 

 decision made as specified in this Resolution may be extended by written 
 consent of the grievant and the person before whom disposition of the 
 petition is pending. 
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23.5 Procedure - Steps   
 

 The following procedure shall be followed by an employee submitting a grievance 
 petition: 

 

A. Step I - An employee who has a grievance shall informally discuss his or her 
complaint with his or her immediate supervisor. Within seven (7) calendar 
days, the supervisor shall give his or her decision to the employee orally. 

 

B. Step II - If the employee feels the grievance has not been satisfactorily 
resolved, or if the employee receives no response from their immediate 
supervisor, the employee shall have seven (7) calendar days from the date of 
the supervisor's response, or from the time specified under Step I for the 
supervisor's response, to formally submit the grievance in writing to the next 
higher authority. The higher authority shall within ten (10) calendar days of 
the receipt of the written grievance, provide an answer in writing to the 
aggrieved employee and the supervisor in Step I, explaining clearly the 
decision or proposed action. 

 
C. Step III - If the aggrieved employee is not satisfied with the written answer 

received at Step II, he/she may, within ten (10) calendar days of receipt of 
such written  answer, appeal in writing to the Department Head. The 
Department Head shall confer with the employee and prior levels of super-
vision involved in an attempt to affect a harmonious solution. The Department 
Head shall reply in writing to the employee within ten (10) calendar days 
following receipt of the written grievance unless the time limitation is 
extended to a later date by mutual agreement. 

 

 D. Special Provisions. The multi-level steps of the grievance procedure are 
 designated to permit sufficient steps within larger departments having more 
 than one supervisory level. In the case of departments with only one 
 supervisory level between his or her employee and the Department Head, 
 Step II is waived. In departments that have more than three (3) levels of 
 supervision, the Department Head may require that the grievance be 
 processed through all supervisory levels. If the Department Head is the 
 immediate supervisor, Steps I and II are eliminated. A grievance originating in 
 a department that does not have supervisory levels between the employee 
 and the Department Head shall be responded to in writing to the employee by 
 the Department Head. 

 

 E. Step IV - If the employee and the Department Head cannot reach an 
 agreement as to a solution of the grievance or the employee has not received 
 a decision within ten (10) calendar days' limit, the employee may within ten 
 (10) calendar days present his/her grievance in writing to the Human 
 Resources Director and the County Administrative Officer jointly, with a copy 
 to the Department Head. A copy of the Department Head's written response 
 shall be included with the grievance. The Human Resources Director and/or 
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 the County Administrative Officer shall within twenty (20) calendar days after 
 receipt of the grievance hear the grievant and the Department Head and 
 render a written decision to the employee, with a copy to the Department 
 Head. 

 

 F. Step V - If the employee or Department Head is not satisfied with the 
 decision of the Human Resources Director and/or County Administrative 
 Officer, either party may within ten (10) days request advisory arbitration. The 
 parties shall request a list of seven arbiters from the State Mediation and 
 Conciliation Service or American Arbitration Association. Within five (5) days 
 following receipt of the list of arbiters, the parties shall meet to select the 
 arbiter. The parties shall alternately strike one name from the list of arbiters 
 (the right to strike the first name to be determined by lot) until one (1) name 
 remains, and that person shall be the arbiter. 

 

  Where practicable, the date for a hearing shall not be less than ten (10) days, 
 nor more than thirty (30) days, from the date of the selection of the arbiter. 
 The parties may stipulate to a longer period of time in which to hear the 
 appeal. 

 
  The Human Resources Director shall duly notify the interested parties of the 

 time and place of the hearing at least seven (7) calendar days prior thereto. 
 

  All hearings shall be public except when the parties stipulate otherwise. The 
 hearing shall be conducted in accordance with Section 11513 of the 
 Government Code. The provisions of Section 11507.6 of the Government 
 Code shall apply to any hearing conducted pursuant to this Section, and shall 
 provide the exclusive right to and method of discovery except that time 
 limitations will be those established by the arbiter as the case may be. 
 Subpoenas and subpoenas duces tecum shall be authorized as provided by 
 Government Code Section 11510. 

 

  The arbiter shall render his/her judgment as soon after the conclusion of the 
 hearing as possible and in no event later than thirty (30) working days after 
 conducting the hearing. His/her decision shall set forth which alleged 
 violations, if any, are sustained and the reasons therefor. The opinion shall 
 set forth findings of fact and conclusions of law. The opinion shall be advisory 
 only. 

 

  The arbiter may sustain or reject any or all of the charges filed in the 
 grievance. 

 

  The arbiter's opinion shall be filed with the Human Resources Director, the 
 grievant(s), and the Clerk of the Board of Supervisors, and shall set forth 
 his/her findings and conclusions. 

 

  If within thirty (30) days of receipt by the parties of the arbiter's decision, 
 either party to the action files a written appeal with the Board of Supervisors, 
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 a copy of such appeal to be served concurrently upon the opposing party, the 
 Board of Supervisors will review the transcript of the proceedings, and shall 
 base upon such review, adopt, amend, modify, or reject the findings of fact, 
 conclusions of law, and/or opinion of the arbiter. Either party may request 
 written argument prior to the Board's decision. If such request is granted, the 
 opposing party shall be provided adequate time to present a responsive 
 written argument. 

 

  If neither party files such appeal within the above thirty (30) day period for 
 appeal, the decision of the arbiter shall be deemed adopted by the Board of 
 Supervisors. The decision of the Board shall be final and conclusive. 

 

  Each party shall bear equally the cost of facilities, fees, and expenses of the 
 arbiter and court reporter, including transcripts. Each party shall bear its own 
 witness and attorney fees. 

 
  The Human Resources Director shall execute the decision of the Board within 

 ten (10) working days of the decision. 
 
 

ARTICLE 24 
LAYOFFS 

 
 
24.1 Layoffs 
 

The appointing authority may lay off employees pursuant to this Article (1) whenever it 
becomes necessary because of lack of work or funds, or (2) whenever it is deemed 
advisable in the interests of economy or other causes to reduce the force in a 
department or office.  

 
24.2 Order of Layoffs  
 
 Persons shall be laid off in the following order: 
 

(a) Layoff shall be by department and class within the department except as 
otherwise noted herein. 

 
 (b) All retired annuitant, extra help, and limited term employees in the department 

 within the same class shall be laid off before any regular employee is laid off. 
 
 (c) When it becomes necessary to reduce the force in any department, layoff of 

regular employees shall be in the reverse order in which their names appear on 
the Layoff List for the affected class, as prepared by the Human Resources 
Director, with those persons having the least seniority being first laid off. 
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 (d) A designated position which requires special or unique knowledge or skills 
critical to the operation of County business, including bilingual skills, which is in 
the same class as other positions within a department or office, may be 
exempted from the provisions in this section when recommended by the 
appointing authority, approved by the County Administrator, and approved by 
the recognized employee organization which represents the employees 
specifically affected by any such exemptions. Such approval by the recognized 
employee organization shall not be unreasonably withheld. 

 
24.3 Layoff List Computation  
 

When it becomes necessary to reduce the force in any department or office by layoff of 
regular employees, seniority shall govern unless the employee's work performance 
has been less than satisfactory as documented on the employee's last regularly 
scheduled performance evaluation report. In such instances the appointing authority 
may lay off such individuals without regard to seniority. 

 
A. For regular employees, seniority for purposes of layoff shall first be measured 

from the employee’s date of appointment to his/her current job classification 
and shall be for total cumulative regular hours worked as a regular employee 
in that classification, but shall not include any period during which the 
employee was not actually in County employment because of his or her 
voluntary termination, layoff, or other cause, and then by seniority with the 
County.   

 
B. After layoff by date of appointment to the employee's current job classification, 

seniority for purposes of layoff shall next be measured by seniority with the 
County. Extra help hours shall not be included for seniority credit for purpose 
of layoff or any other benefits. 

 

C. A layoff seniority calculation exception exists for a regular Law Unit employee 
who was permitted to voluntarily transfer or voluntarily demote from one 
County department into a classification in another Law Unit department where 
they previously held permanent status. Such employee, in the case of a 
voluntary transfer or voluntary demotion, will only receive seniority for all time 
served, (current and prior) in the classification to which the employee 
transferred, for the purposes of layoff seniority. If said employee is displaced 
post transfer into a lower classification due to layoff, then in the next lower 
classification, all seniority with the County, as described in paragraph two 
above, will be used. 

 
D. Tie Breaking 

 
  When two or more employees in the same department and same class have the 

same total seniority, the tie shall be broken by lot. 
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24.5 Displacing in a Lower Class 
 

An employee affected by layoff may at his or her discretion, displace an employee in 
the same department at the next lower class in the series, or in succeeding lower 
classes in the series, or in a position in which the employee has held permanent 
status, who has less seniority. Seniority computations for displacement purposes are 
made as determined for the original layoff. Section 24.4 of these Rules shall apply to 
all employees who elect to displace in a lower class. To be considered for demotion 
and displacement in lieu of layoff, an employee must notify the Human Resources 
Department in writing of this election no later than seven (7) calendar days after 
receiving notice of layoff. 

 
24.6 Notice of Layoff 
 

Regular employees shall be notified of layoff thirty (30) calendar days prior to the 
effective date of layoff. All other employees (extra help, limited term, retired annuitants) 
may be released at any time. An employee who is to be laid off may elect to accept 
such layoff prior to the effective date thereof. Notice of layoff for regular employees 
shall include: 
 

 (a) Reason for layoff. 
 
 (b) Regulations pertaining to demotion and displacement in a lower class in lieu of 

layoff. 
 
 (c) Effective date of the action. 
 
 (d) Conditions governing retention on and reinstatement from reemployment lists. 
 
 (e) Rules regarding waiver of reinstatement and voluntary withdrawal from the 

reemployment list. 
 

24.7 Reemployment List 
 

The name of any person laid off shall be placed on a reemployment list and shall 
continue on the appropriate reemployment list for a period of one (1) year.  

 
24.8 Waiver of Reinstatement  
 

An eligible whose name appears on a layoff reemployment list shall have his/her name 
removed from the list when he/she indicates no interest to three offers of employment.  
An eligible shall be removed from the reemployment list and his/her employment rights 
terminated, however, if he/she fails to reply in writing to an offer of reemployment 
within seven calendar days after receipt of the offer or, after accepting a job offer, fails 
to report to work. 
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An eligible’s name shall be placed on an inactive reemployment list upon his/her 
written request to the Human Resources Director. An eligible's name may be restored 
to the active reemployment list upon his/her written request to the Human Resources 
Director. 

 
 

ARTICLE 25 
RETIREMENT 

 
 

The County agrees to initiate a CalPERS contract agreement no later than March 1, 2025, 
for its County Peace Officer category to add section 21024 (Military Service Credit as 
Public Service). 

 
 

ARTICLE 26 
COUNTY POLICIES 

 
 
The County and the Association agree to adopt the following County policies (attached): 
 

1. Sutter County Administrative Policy 204, Information Technology Acceptable 
Use Policy 

2. Sutter County Administrative Policy 205, Social Media Policy 
3. Sutter County Administrative Policy 801, Electronic Device Policy 
4. Sutter County Administrative Policy 1002, County Vehicle Policy  

 
 
 
 
 
 
 
FOR THE SUTTER COUNTY   FOR THE COUNTY OF SUTTER 
PEACE OFFICERS’ ASSOCIATION 
 
s/Timothy Talbot     s/Mat Conant, Chairman   
 
Date  12/17/2024     Date 12/10/2024    
 
 
       Approved as to Form      
       County Counsel, Sutter County California 
 
Date         s/ William Vanasek    
 
 
 



Peace Officers’ Association   75 

 

APPENDIX A 
 
Listed herein are all Sutter County job classes represented by the Sutter County Peace 
Officers’ Association. 
 
Deputy Sheriff 
Sheriff’s Sergeant Detective 
Senior Criminal Investigator 
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Sutter County Administrative Policies & Procedures 

 

POLICY: 204 
 

TITLE:   Information Technology Acceptable Use Policy 

SECTION: General Administration ADOPTED: 11/17/2020 

RESOLUTION: 20-061 EFFECTIVE: 3/23/2021 

SPONSORING DEPARTMENT: General Services ATTACHMENTS: N/A 

SUPERCEDES: Use of County’s Electronic Information System 
 

PAGES: 4 

 
Purpose: 

This policy establishes formal rules for acceptable use of Sutter County Information Technology 
Systems. Information Technology resources are the strategic assets of the County of Sutter. 
Appropriate use of IT resources is an important part of IT management and a long established 
requirement. This policy does not supersede federal, state, or local regulations governing the use 
of information technology. 

Authority 

Sutter County Board of Supervisors 

Introduction: 

The IT needs of the County of Sutter have changed dramatically over the past years. The 
information requirements of County customers and employees have increased and the technology 
required to process that information has diversified. County information is now distributed across 
many systems consisting of various combinations of hardware and software. Because information 
can appear in many formats and on different systems, the potential for misuse or loss is very high. 
While IT offers improved communication and information sharing, it brings with it increased 
vulnerability. Since County IT users are increasingly dependent on accurate and reliable 
information systems, it’s important to protect County IT systems from misuse. 

Applicability: 

This policy applies to all County of Sutter employees, both permanent and temporary, and all 
contractors, consultants, vendors, interns, volunteers and others who use County-owned or leased 
IT resources. 

Definitions: 

User: any County of Sutter employee, both permanent and temporary, and any contractor, 
consultant, vendor, intern, volunteer and other who uses, maintains, manages or is otherwise given 
access privileges to County IT systems.  

IT Resources: all computer, computer systems, telephone, and mobile device hardware (including 
peripherals), software applications and data (including electronic mail, text messages, picture 
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message, voice mail and files), networks and network connections (including to the Internet), 
documentation and other capabilities intended for the purpose of processing, transferring, or storing 
data in support of County goals. 

General Policy: 

1. IT Resources 

All County IT resources shall remain the property of the County of Sutter and may be examined at 

any time. Users must not install, upgrade, repair or move IT resources without IT management 

approval. Proprietary or County-developed software must not be copied or distributed without IT 

management approval. 

Only County-approved equipment is to have a permanent physical connection to County networks. 

Users should consult with IT for the proper use of portable devices and the relocation and 

reconnection of desktop devices.  

The County cannot support unapproved IT resources. Installation, upgrade, repair or other forms of 

support will only be performed on official County-owned, leased, or licensed IT resources. 

2. User IDs and Passwords 

No user will give his or her password to another person unless that person is authorized by the 

County Administrative Office or County Counsel to receive such information. If a password is 

compromised for any reason, the password shall be changed as soon as practical. Users shall 

choose passwords in accordance with the Sutter County Password Policy. 

3. Unacceptable Use and Content 

Users must not use County IT resources for personal or commercial financial gain, for religious or 

political causes, to solicit or persuade for non-County or non-job-related organizations, or to 

conduct illegal activities.  

Except for authorized investigations, users shall not use County IT resources to access offensive 

material on Internet sites, paid telephone services (900-numbers, etc.), or to send, receive or 

create offensive material. Offensive material includes, but is not limited to, sexual comments or 

images, racial slurs, gender offensive comments, or any comments that would be offensive on the 

basis of age, race, sexual orientation, religious beliefs, national origin, or disability. 

County IT resources shall be used in conformance with all applicable laws pertaining to copyrighted 

materials, trade secrets, proprietary financial information, or similar materials. 

Users must not send sensitive information via the Internet unless a County-approved form of 

encryption is used, the information is transmitted via sites that support industry adopted security 

standards, the transfer is authorized by Department Head or Manager, or where required by law. 

4. Electronic Mail, Text Messages, Voice Mail and Files 

All e-mail, text message, picture messages, voice mail and files composed, sent or received using 

County IT resources remain the property of the County at all times. The County reserves the right 

to retrieve and review any message or file composed, sent, or received using County IT systems. 

E-mail, text messages, and voice mail will not be distributed to users other than the intended 

recipient except at the direction of the recipient, a Department Head or Manager. 
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Users should immediately report to their supervisor any e-mail, text messages, picture messages or 

voice mail containing content that may be reasonably considered offensive, threatening or 

disruptive. Supervisors and managers should immediately contact IT directly to report the receipt of 

unsolicited material and not compromise the confidentiality of the individuals involved. 

5. Workplace Privacy 

System administrators are authorized to examine and/or retain files within the scope of their 

responsibilities to troubleshoot and/or repair the IT resources under their purview. System 

administrators must not disclose the contents of such files unless the contents are in violation of 

this policy, other County or department policies, or federal, state, or local law. Content in violation 

of policies or the law will be reported to IT. 

The County may inspect, review or retain any personal electronic mail, text messages or any other 

personal computer/data records generated by any user of County IT resources. A user shall be 

permitted, subject to the limitations contained in Government Code section 31011, to review any 

data pertaining to the user that is collected by the County in the course of monitoring electronic 

records and communications and to dispute and have inaccurate data corrected or deleted. 

6. Acknowledgement of Information Technology Acceptable Use Policy 

All users must sign an Acknowledgement of Information Technology Acceptable Use Policy. 
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COUNTY OF SUTTER 

ACKNOWLEDGMENT OF 

INFORMATION TECHNOLOGY ACCEPTABLE USE POLICY 

 

I, ____________________________, recognize and understand that the purpose of the County’s 
information technology network, including its computers, telephones, and other resources is to 
support County business. I agree not to use any application, access any file or retrieve any stored 
communication other than where authorized unless there has been prior clearance by an 
authorized representative. 

I am aware that the County reserves the right to audit, access, and review all matters on the 
County’s information technology network, including e-mail, text and voice mail messages at any 
time, with or without notice, and that such access may occur during or after working hours. I am 
aware that use of a County-provided password or code does not restrict the County’s right to 
access electronic communications and that, except where prohibited by law, the County will 
disclose any and all information required by the law. 

I am aware that if I violate this policy, I may lose any access privileges granted by the County and 
be subject to disciplinary action up to and including termination or, if I am not a County employee, 
termination of my contract. 

I acknowledge that I have read and I understand the County’s Information Technology Acceptable 
Use Policy. 

 

 

______________________________________________ 

Signature 

 

____________________________ 

Date Signed 
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Sutter County Administrative Policies & Procedures 

 

POLICY: 205 
 

TITLE:   Social Media Policy 

SECTION: General Administration ADOPTED: 11/17/2020 

RESOLUTION: 20-061 EFFECTIVE: 3/23/2021 

SPONSORING DEPARTMENT: General Services ATTACHMENTS: N/A 

SUPERCEDES:  PAGES: 5 

 
Purpose: 
The County of Sutter has a business need to augment traditional communication methods with the 
use of social media channels. The use of social media presents opportunity and risk to the County 
and individual County departments. In general, the County endorses the secure use of social media 
technology to enhance communication and information exchange to further County and department 
missions and goals. 
 
Authority 
Sutter County Board of Supervisors 
 
Applicability: 
This policy applies to all County of Sutter employees, both permanent and temporary, and all 
contractors, consultants, vendors, interns, volunteers and others who perform business on behalf of 
a department. Departments using social media technology prior to the implementation of this Social 
Media Policy shall achieve full policy compliance within 90 days of the date this policy becomes 
effective. 
 
Definitions: 
Social media: content created by individuals, using accessible, expandable, and upgradable 
publishing technologies, through and on the internet. Examples of social media include, but are not 
limited to, Facebook, Twitter, Instagram, Blogs, RSS, YouTube, LinkedIn, and Flickr. 
 
County social media sites: social media sites which the County establishes and maintains, and over 
which it has control over all postings, except for advertisements or hyperlinks by the social media 
site's owners, vendors, or partners. County social media sites shall supplement, and not replace, 
the County’s required notices and standard methods of communication. 
 
Posts or postings: information, articles, pictures, videos, or any other form of content published on 
a County social media site. 
 
General Policy: 
 
1. County department use of social media technology shall conform to the policies, protocols and 

procedures contained, or referenced, herein.  
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2. The department's use of Social Media shall comply with all applicable federal, state, and county 
laws, regulations, and policies including, but not limited to, copyright, records retention, 
California Public Records Act (“PRA") (Government Code 6250 et seq.), First Amendment, 
privacy laws, employment-related laws, and County-established policies. 
 

3. The County's official website at www.co.sutter.ca.us (or any domain owned by the County) will 
remain the County's primary means of internet communication. 

a. County social media usage shall support, not replace, the information found on County 
department websites. 

b. County social media sites shall supplement, and not replace, the County's required 
notices and standard methods of communication.  
 

Department Management Requirements: 
 
4. The department’s decision to use social media shall be a risk-based business decision 

approved by the Department Head and supported by a strong business case that considers:  
a. The department's mission and goals; 
b. The reputational risks and benefits to the County; 
c. The technical requirements and impacts on County systems; 
d. Employee productivity; 
e. Cost to implement, maintain, and monitor the social media; and 
f. The potential for misuse of the social media either by the public or employees through 

the exposure or leakage of sensitive or protected information. 
 

5. The department head must receive approval from the County Administrative Officer (CAO) or 
his or her designee(s) prior to using social media. The department head will submit to the CAO 
a summary of the business case which includes the items described in Section 4 of this Policy. 
 

6. Each department may only utilize established social media sites and formats which have been 
reviewed and approved by the CAO. 

 
7. Each department must comply with the County's contracts, policies, and procedures before 

accepting any site's terms and conditions of use. 
 

8. Any County social media site (which includes any website funded and/or managed by the 
County or a county collaborative effort) must comply with this Policy. 

 
9. Each department shall maintain a list of all social media sites utilized by the department and 

submit this list to the Information Technology Division. The list should include the date the site 
was established and, if applicable, the date the site was terminated. 

10. The department head, or his or her designee, is responsible for monitoring on a regular basis 
each of the social media sites maintained by their department for compliance with this Policy. 
 

11. Should a social media site be out of compliance with this Policy, the department head shall take 
immediate steps to correct the non-compliance or shut down the social media site. Any 
incidents of non-compliance shall be reported to the CAO. 
 

12. Department heads are responsible for determining who is authorized to use social media on 
behalf of the Department, and for designating appropriate access levels. 
 



Peace Officers’ Association   82 

 

13. Department heads shall provide authorized users a copy of this Policy and have the user sign a 
copy of the current policy to acknowledge his or her understanding and acceptance via wet 
signature. The copy shall be kept in the user's personnel file with the department. 
 

14. The department head, or his or her designee, is responsible for the creation, administration, 
and deactivation of social media accounts. 

Employee Responsibilities  
 
15. Because proper representation of the County is important in the use of social media, employees 

shall follow the following guidelines in developing, maintaining, and monitoring social media and 
county websites: 
 

a. All County social media sites shall utilize authorized County contact information for 
account set-up, monitoring and access. The use of personal email accounts or phone 
numbers by any County employee is not allowed for the purpose of setting-up, 
monitoring, or accessing a County social media site. 

b. All employees posting information to a social media site in their role with the County of 
Sutter and as part of their designated job responsibilities shall identify themselves in an 
appropriate manner as a County representative. 

c. Employees are prohibited from using their personal social media sites to conduct 
County business or publish information on behalf of the County. 

d. Employees will not disclose confidential, sensitive, financial or proprietary information. 
e. Employees may not use County issued electronics to access their personal social media 

accounts. 
f. Employees shall post or publish correction of errors or inaccurate information within 24 

hours of notification or discovery of incorrect or inaccurate information and shall report 
errors or violations of this Policy to the department head immediately. 

g. Employees shall ensure that the County has full permission or rights to any content 
posted by the County, including for example logos, brand names, photographs, and 
videos. 

Technical and Content Requirements 
 
16. If there is a government option available through the social media host, the department shall 

choose this option when setting up the social media site. 
 

17. Each site shall conform to the following requirements: 
a. Be identified as sponsored by the County. 
b. Contain a link to the County's Legal Disclaimer (found at 

www.co.sutter.ca.us/doc/policies/policy_disclaimer). 
c. Contain contact information for the County program. 
d. Comply with the provisions of the Americans with Disabilities Act. 
e. Comply with section 508 of the Rehabilitation Act of 1973, as amended (29 U.S.C. 

794d), Subpart B, 1194.22. 
f. Conform to the Web Content Accessibility Guidelines found at www.w3.org. 
g. Comply with all applicable federal, state, and county laws, regulations, and policies 

including, but not limited to, copyright, records retention, California Public Records Act 
(PRA), First Amendment, privacy laws, employment-related laws, and County 
established policies. 

https://www.co.sutter.ca.us/doc/policies/policy_disclaimer
http://www.w3.org/
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h. Will not contain postings that promote, foster or perpetuate discrimination on the basis 
of race, creed, color, age, religion, gender, marital status, status with regards to public 
assistance, national origin, physical or mental disability or sexual orientation; 

i. Will not contain sexual content or links to sexual content; 
j. Will not contain solicitations of commerce; 
k. Will not contain postings in support of, or opposition to, political campaigns, candidates, 

or ballot measures. 
l. Will not contain information that may tend to compromise the safety or security of the 

public or public systems. 
m. Will not contain content that violates a legal ownership interest of any other party. 
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COUNTY OF SUTTER 
ACKNOWLEDGMENT OF 
SOCIAL MEDIA POLICY 

 
I, ____________________________, hereby certify that I have received a copy of the Social Media 
Policy. I realize that a violation of this policy can subject me to discipline, up to and including 
termination.  
 
I acknowledge that I have read and I understand the County’s Social Media Policy. I also 
understand that I am expected to follow the policy and may contact the County Administrative 
Office or Human Resources if I need additional information about this or any other policy of Sutter 
County. I understand that the County has the right to modify, delete, or improve any of the policies 
at any time with or without notice. It is understood that future changes in policies and guidelines will 
supersede or eliminate those found in this policy and that notice of such changes shall be made 
through normal communication channels. I understand that the changes will apply to me regardless 
of whether I receive actual notice.  
 
All information contained in the policies is subject to applicable State, Federal, and Local laws, 
rules, and regulations. I understand that to the extent that any such laws may conflict with any 
provision of the policies, such laws, rules, and regulations will control. I acknowledge that none of 
the County’s policies may be construed to create a contract of employment or any other legal 
obligation, express or implied, and that any policy may be amended, revised, supplemented, 
rescinded or otherwise altered, in whole or in part, at any time, at the sole and absolute discretion 
of Sutter County.  
 
 

______________________________________________ 
Signature 

 
____________________________ 

Date Signed 
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Sutter County Administrative Policies & Procedures 

 

POLICY: 801 
 

TITLE:   Electronic Device Policy 

SECTION: Property & Equipment ADOPTED: 11/17/2020 

RESOLUTION: 20-061 EFFECTIVE: 3/23/2021 

SPONSORING DEPARTMENT: General Services ATTACHMENTS: N/A 

SUPERCEDES: Cellular Telephones effective 06/23/1992 PAGES: 4 
 

Purpose: 
This policy is intended to provide standards for the use of cellular telephones and related 
communications devices. In addition, it will clarify procedures for the use of a County mobility 
network. 
 
 

Authority 
Sutter County Board of Supervisors 
 
Applicability: 
This policy applies to all County of Sutter employees, both permanent and temporary, and all 
contractors, consultants, vendors, interns, volunteers and others who perform business on behalf of 
the County. 
 
Definitions: 
County Owned Electronic Communication Device: An electronic device which the County has 
purchased and assigned to an employee for the purpose of conducting County Business. Billing for 
these devices will be paid by the County. 
 
Personally Owned Electronic Communication Device: Any electronic device owned or leased by an 
employee that is capable of storing data and connecting to a network, including but not limited to 
mobile phones, smartphones, tablets, laptops and netbooks.  All contracts, data plans and charges 
are the sole responsibility of that employee. 
 
Mobile Device Management (MDM): An information system added to an electronic communication 
or mobile device either County-owned or personally-owned which allows the user to access County 
data. 
 
Bring Your Own Device: Bring your own Device allows an employee to use a personally owned 
device to access Sutter County IT Systems. 
 
County Users: All County of Sutter employees, both permanent and temporary, and all contractors, 
consultants, vendors, interns, volunteers and others who perform business on behalf of the County. 
 
General Policy: 
This policy provides Board approved guidelines pertaining to electronic communication device 
issuance and/or usage by County Users, and provides guidance for County Users to use their own 
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electronic communication device for accessing the County IT Systems. Additional Departmental 
authority and restrictions can be issued at the departmental level.  
 
Policy Guidelines: 
 
1. County Owned Electronic Communication Devices: 
 

1.1 County Owned electronic communication devices may be assigned to County Users 
for conducting County business and will be issued on a limited basis and at the Department 
Head’s discretion with final approval by the CAO or designee.  
 
1.2 Personal use of a County owned electronic communication devices is permitted in 
emergency and incidental situations only. The Department Head is responsible for the 
review of the monthly phone statement to ensure abuse is not occurring.  Abuse shall be 
addressed with the user. 
 

2. Department Responsibilities 
 

2.1 Determine which County Users have a valid need for a County-Issued electronic 
communication device.  
 
2.2 Review monthly bills to ensure validity of charges. Maintain an inventory of devices 
and associated numbers.  
 
2.3 Department Heads shall be responsible for annually reviewing device usage to 
eliminate any unnecessary devices. 
 
2.4 Ensure County Users who are leaving the department turn in any issued electronic 
communication equipment; including unlocking any password protected devices. 
 
2.5  Ensure County Users have the MDM removed from their personal electronic 
communication devices upon termination of County employment. 
 
2.6 Require that County Users read this policy, the IT Acceptable Use Policy and sign 
the Technology Asset Acknowledgement form prior to issuance.  
 
2.7 Department will request additional phone/data lines through their CAO liaison. The 
addition of new phone/data lines to an existing account will be at the discretion of the CAO.  
 

3. General Services Responsibilities  
 

3.1 Process all communication device orders and changes to billing accounts.  
 
3.2 Provide IT support to County owned electronic communication devices. 
 
3.3 Provide IT support to Install/Delete MDM from personally owned devices.  Support 
from the County’s Information Technology Division is limited to connecting a personally 
owned device to County-provided MDM/IT Systems.  
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4. County User Responsibilities (County Owned) 
 

4.1 Report any theft or loss of County or personally owned device to the Department 
Head and General Services as soon as possible. 
 
4.2 Use the device only for official business or emergency/incidental situations.  
 
4.3 County User is responsible for ensuring the device is adequately secured against 
loss, theft or use by unauthorized persons. 
 

5.  Bring Your Own Device (BYOD): 
 

5.1 County Users using BYOD must review and accept this policy before the MDM is 
loaded on to any personal device. 
 
5.2 County User is responsible for maintaining the device and arranging technical 
support as needed for the hardware. The County’s Information Technology Division will only 
provide support for the applications IT Division has loaded on to the device. 
 
5.3 County User is responsible for ensuring the device is adequately secured against 
loss, theft or use by unauthorized persons.  
 
5.4 Access to Sutter County’s network and data is provided at the sole discretion of 
Sutter County. Sutter County’s access may be revoked at any time and for any reason. All 
breaches of this policy will be treated seriously. 
 
5.5 County User is responsible for checking with the IT division to ensure their cellular 
device is compatible and meets any security requirements.  
 
5.6 County User is responsible for purchasing a cell phone and establishing a service 
contract with the cell phone provider of choice. The cell phone contract will be in the name 
of the County User. 
 
5.7 Any cellular contract entered into will be solely between the County User and the 
employee’s carrier. The County does not accept liability for claims charges or disputes 
between the service provider and the County User. 
 
5.8 Report any theft or loss of County or personally owned device to the Department 
Head and General Services as soon as possible.  
 
5.9 Each County User utilizing BYOD must review and accept this policy before the 
MDM is loaded on to any personal device: 
 
________________________________   _______________________________ 
Print Name       Signature 
 
_______________________________   _______________________________ 
Department       Date 

 
6.  Related References: 
 

6.1 Sutter County Information Technology Acceptable Use Policy 
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Assignment of Technology Asset 
Acknowledgment and Responsibility 

 
To:    Director of General Services 
 
 
A Technology Asset described as: _________________ Serial Number: 
_______________________ has been assigned to me.  I hereby acknowledge that I am 
responsible for the security and protection of this device. 
 
I have reviewed and understand the attached Sutter County Electronic Device Policy. I 
acknowledge that I will not allow any non-County person access to this device for any use. 
 
I acknowledge that I have been informed of, that I am responsible for, and that I understand how to 
operate this assigned device in a secure and protected manner and that I have the ability to contact 
General Services to assure that those protective processes are in place and operating properly on 
my assigned device. 
 
I understand that General Services has the right to audit this assigned device at any time to ensure 
that this policy is followed by me and that General Services may lock this device from unauthorized 
use of certain applications, videos, music, and other tools that may violate the Sutter County IT 
Acceptable Use Policy. 
 
In adherence to California Vehicle Code Section 23123.5, I will not use mobile device while driving 
a vehicle unless mobile device is hands free, mounted to the dashboard or windshield, and 
activated only by pushing a button or a single swipe. 
 
I will not use mobile device while operating machinery. This includes light duty equipment (drill 
presses, table saws) and heavy duty equipment (road maintenance equipment, cranes). 
 
 
 
             
Print Name      Signature 
 
 
             
Department      Date 
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Sutter County Administrative Policies & Procedures 

 

POLICY:  1002 TITLE:  County Vehicle Policy 

SECTION:    Transportation & Travel      ADOPTED:    11/17/2020 

RESOLUTION:       20-061 EFFECTIVE: 3/23/2021  

ORDINANCE:   N/A       ATTACHMENTS:     

SUPERCEDES:     Use of County-Owned Vehicles, Section 6:1 
  Vehicle Accident Policy, 1/28/97  

PAGES:    6 

 
  PURPOSE:    

  
The policies and procedures provide a uniform vehicle policy for the County of Sutter and ensures 
consistent and consolidated guidelines to reasonably, efficiently, and in an environmentally and 
financially sound manner control the use of County vehicles. 
 

AUTHORITY:  
 
The County Administrative Officer has delegated the responsibility for implementing the provisions 
of this policy to the Director, Department of General Services (hereafter the Director). 
 
The Director shall be responsible for: 
 
A. Ensuring uniform application and interpretation of County policy with regard to assignment of 

vehicles/equipment to individuals and departments; and  
 

B. Ensuring that proposed exception to County policy are only considered when maximum benefit 
is to be achieved by the County.  

 
APPLICABILITY:  
 
This policy is applicable to all current employees, volunteers, agents, contractors and 
subcontractors of the County of Sutter. 
 

GENERAL POLICY:    
 
A. The Board of Supervisors charges each Department Head with the responsibility of ensuring 

that all employees and other authorized drivers of his/her Department who operate County 
vehicles are aware of these policies and procedures and that they comply with them at all 
times. 
 

B. County owned vehicles shall be used exclusively in the conduct of County business.  No 
County employee shall use or permit the use of any County vehicle other than for use in the 
conduct of County business.   
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C. Employees that fail to comply with the terms and conditions of this Vehicle use Policy may be 
subject to disciplinary action from their Department and or/loss of their County vehicle driving 
privilege.  

 
DRIVER REQUIREMENTS 
 
A. All drivers of vehicles used for County business, whether County-owned or privately owned, 

must possess a valid driver’s license, and insurance for privately owned vehicles. (California 
Vehicle Code Division 6—Driver’s Licenses) (California Insurance Code). 
 

B. Employees who are required to drive as an essential function of his or her position, including 
employees with commercial driver’s licenses, will be enrolled in the County’s DMV pull-notice 
program.  The DMV pull-notice program enables the County to receive driver record information 
from the California State Department of Motor Vehicles for the purpose of confirming 
possession and maintenance of a valid California driver’s license as well as for identifying any 
potential safety or liability issues for employees driving on County business. 
 

C. Vehicles must be operated in a safe, responsible, courteous and prudent manner in accordance 
with all state and local laws. 
 

D. Drivers must comply with all sections of the California Vehicle Code.  
 

E. All employees and other authorized drivers, who are required to have a valid driver’s license to 
operate vehicles or equipment on official County business, shall immediately inform their 
supervisors and Risk Management in the event that their driver’s license is suspended, revoked 
or otherwise restricted in a way that impacts ability to perform their job.  
 

F. Prior to County vehicle use, all drivers must ascertain, to the best of their knowledge, that the 
County vehicle is safe (e.g. check horn, lights, brakes, tires) before operating. If the vehicle is 
not in safe operating condition, contact the General Services Fleet Division at 530-822-7453. 
 

G. The driver of the vehicle shall operate the vehicle only after the safety belts have been properly 
fastened by the driver and all passengers in the vehicle. These safety belts shall remain 
fastened at all times while the vehicle is in motion. 
 

H. County vehicles shall not be used to transport any passengers other than those authorized on 
official County business as approved by Department Heads. 
 

I. All vehicle accidents and/or damages involving County vehicles, or involving personal vehicles 
while on County business, must be immediately reported to the department head, General 
Service’s Department and the Risk Manager.  
 

J. Drivers shall remain attentive to driving at all times. Use of a hand held cellular phone, including 
texting, is prohibited (California Vehicle Code Section 23123). Eating, drinking or other 
distractions should be avoided while the vehicle is moving. This section does not apply to an 
emergency services professional using a wireless telephone while operating an authorized 
emergency vehicle, as defined in California Vehicle Code Section 165, in the course and scope 
of his or her duties (California Vehicle Code Section 23213(d)). 
 

K. Smoking is not permitted in any County motor vehicle at any time by anyone. This includes 
electronic smoking devices or paraphernalia.  
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L. No pets or animals are permitted in County owned vehicles, unless necessary for completion of 

assigned County duties.  
 

M. Driving a vehicle on official County business while under the influence of alcohol, drugs or other 
intoxicants is strictly prohibited. 
 

N. Drivers are prohibited from altering or attempting to alter or disable GPS technology in County 
vehicles. 

 
GLOBAL POSITIONING SYSTEM (GPS) 
 
County vehicles, including take-home vehicles may be equipped with GPS technology.  GPS 
technology provides a broad spectrum of safety, diagnostics, and vehicle maintenance 
enhancements, to include: 
 
A. Employee Safety. Ability to locate County vehicles at all times during emergency situations. 

 
B. Roadside Assistance. Timely roadside assistance for disabled County vehicles. 

 
C. Remote engine diagnostics. Fleet division alerted when a diagnostic fault code occurs.  

 
D. Preventative Maintenance. Access to accurate mileage information to keep County vehicles on 

their proper maintenance cycles, reducing breakdowns.  
 

E. May eliminate Smog Inspections. GPS system can measure the emissions and may eliminate 
the need to perform smog tests.  
 

F. Vehicle Data Reporting. The system will monitor the miles per gallon, idling time, speed, 
location and overall vehicle usage. The County may use GPS technology in the ordinary course 
of business. 

 
The Board of Supervisors hereby delegates authority to the Director of General Services, to 
determine the County vehicles in which GPS technology will be installed, to establish record 
keeping systems for data collection through GPS technology, and to otherwise implement this 
Policy.  
 
Only Department Heads, or their designee, will have access to the GPS system regarding 
employee vehicle reporting. GPS data may be used to maximize route efficiencies and/or reinforce 
safe driving practices. 
 
ASSIGNMENT OF VEHICLES 
 
When not on County business, County vehicles are to be kept on County property locations. 
Privately owned vehicles are not to be left on County property for more than 24 hours (may be 
towed at owner’s expense)-unless prior arrangements are made otherwise with the Department 
head or his/her designee.  
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ASSIGNMENT OF TAKE-HOME VEHICLES 
 

A. A take-home vehicle is any County-owned vehicle which is permanently or temporarily 
assigned to an employee, who has been authorized to drive this vehicle to and from work to 
the employee’s residence. 
 

B. The take home of a County-owned vehicle meets the following requirements: 
 
1. The County-owned vehicle is provided to the employee by the County for the use in 

connection with official County business and is used for official County business; 
2. The County requires the employee to commute to and/or from work in a County vehicle 

for bona fide County business reasons; 
3. The County-owned vehicle may not be used for personal purposes, other than for 

commuting to and/or from work or de minimus personal use; 
4. Except for personal de minimus use, the employee does not use the County-owned 

vehicle for any purpose other than commuting to and/or from work.  
 

C. The Department Head, or their designee, shall determine those employees that are required 
to take home County-owned vehicles for County business purposes as described above. 
Except when emergency work is required, this approval must be obtained in writing in 
advance from the Department Head or their designee. 
 

D. When an employee is required to take a County vehicle home for County business 
purposes as described above, the employee may be subject to Internal Revenue Service 
rules concerning additional taxable compensation.  
 

E. Additional restrictions on an employee’s ability to take home County-owned vehicles may be 
imposed at the discretion of the employee’s Department Head, or their designee.   

F. All other Driver Requirements included in this policy, apply to County-owned take-home 
vehicles. 
 

USE OF PRIVATELY OWNED VEHICLES 
 

A. The use of privately owned vehicles for official County business shall be allowed or 
encouraged when such use is determined to be in the best interests of the County. 
 

B. When a personal vehicle is to be used, the following requirements must be in place: 
 
1. Insurance. Employees must maintain automobile insurance that complies with the State 

of California minimum requirements. (California Insurance Code Section 11580.1b) 
2. Primary Insurance Coverage. If an employee is involved in an accident in a privately 

owned vehicle while on authorized County business and it is determined, by the 
appropriate law enforcement agency, that the employee is not at fault, the County will 
reimburse the deductible on the employee’s automobile insurance policy. 

3. Authorized Use. No employee shall travel on County business in a privately owned 
vehicle without the approval of his/her supervisor. 

4. Motorcycles. No employee shall operate a motorcycle on County business without 
specific authorization of the Department Head. 

5. Mileage shall be reimbursed in accordance with the County Travel and Business 
Expense Policy.  
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TRAFFIC AND PARKING CITATIONS 
 
A. Traffic citations issued to an employee while using a County vehicle are the sole responsibility 

of the employee involved.  
B. Parking citations issued to a County vehicle are the responsibility of the employee who parked 

the vehicle. If the employee cannot be identified, then the appointing authority of the 
department to which the vehicle was assigned shall be responsible.  

 
FUELING OF COUNTY-OWNED VEHICLES 
 
Fuel cards are assigned per vehicle, not per employee, and records of accounts and card 
assignments are to be maintained. Credit cards shall only be used to obtain oil and fuel, or for 
emergency repairs of County-owned vehicles. Emergency repairs must be authorized by the 
Department Head, or their designee, prior to using a credit card.  The customer copy of the charge 
ticket should be given to the appropriate department representative.  
 
COUNTY VEHICLE STANDARDS 
 
The County will purchase vehicles that meet the requirements of the Department that the vehicle 
shall service. The exterior color shall be white unless otherwise authorized and agreed upon by the 
Department Head, Fleet Manager and CAO.  Minimum standardized markings on all County-owned 
vehicles shall be the County emblem decal on the driver and passenger doors and the identification 
numbers on the front and rear of the vehicle.  Exemptions are emergency vehicles, undercover 
vehicles, and authorized exemptions approved by the CAO.   
 
COUNTY VEHICLE UTILIZATION 
 
Vehicle utilization standards shall be based on a subjective vehicle rating system for light duty 
general purpose vehicles.  Annual utilization studies and rating shall be conducted to determine 
whether replacement vehicles are necessary and to provide overall management of County-owned 
vehicles.   
 
Departments shall manage utilization of their vehicles.  Fleet Management will provide 
Departments and the CAO’s office an annual report with vehicle utilization and department 
utilization information.  These reports shall be reviewed and considered when vehicle replacements 
are requested.    
 
PREVENTATIVE MAINTENANCE 
 
Preventative maintenance at regular intervals will increase safety and reliability of County-owned 
vehicles and equipment.   
 
Preventative maintenance will be performed on County-owned vehicles for light duty general 
purpose vehicles at 5,000 miles or 6 months, whichever occurs first.  Emergency vehicle 
maintenance will be performed at 3,000 miles or 6 months, whichever occurs first.  Heavy duty 
diesel trucks and construction equipment shall be serviced at hourly or mileage intervals, or twelve 
months, whichever occurs first. 
 
 
 
 



Peace Officers’ Association   94 

 

COUNTY VEHICLE REPLACEMENTS 
 
A. Light duty general purpose vehicles reaching fifteen (15) points on the Subjective Vehicle 

Rating System meet the criteria to be considered for replacement.  
  

B. Emergency vehicles reaching fifteen (15) points shall be considered for replacement. 
 

C. Department Heads shall coordinate with Fleet Manager to identify vehicles meeting 
replacement criteria and surplus criteria.  For purchases of new vehicles, the Department shall 
complete a New Vehicle Request Form and process it through the Purchasing Division of 
General Services, Fleet Management and the CAO’s office. 
   

D. After receiving purchase approval from the CAO’s office, the purchase shall be brought before 
the Board of Supervisors.   
 

E. Vehicle bid requests will be processed once vehicle specifications are approved by the 
Department Head.  Vehicles will be purchased through the Purchasing Agent and delivered to 
Fleet Maintenance.  Vehicles will be set up by Fleet Maintenance and distributed to the 
department when completed. 

 
COUNTY VEHICLE TRANSFERS 
 
Vehicles that are in working condition and marked as surplus may be transferred to another 
department if a need exists.  Vehicles will be given a used vehicle market value. The requesting 
Department will request approval and purchase the used vehicle.  If the vehicle is not acquired by 
another department, it will be processed for disposal.    
 
COUNTY VEHICLE DISPOSALS  
 
Surplus vehicles will be turned in to Fleet and the owning department will process the Auditor 
Controller’s Capitol Asset Record of Property Transfer form to Fleet and Purchasing.  The 
department is responsible for removing all personal items and departmental issued items.  Fleet will 
remove all decals, markings, and any county equipment, including emergency equipment, and 
radios.     
 
Surplus vehicles shall be auctioned.  All vehicle related documents will be processed prior to the 
auction, including titles, DMV release of liability forms, and a disclosure to the auctioneer of all 
known discrepancies on the vehicle.  General Services Fleet and Purchasing will coordinate the 
auction to minimize the time the vehicle is waiting to be sold. Proceeds from the auction will be 
distributed to the appropriate departments.   
 
GREEN FLEET MANAGEMENT AND PROCUREMENT 
 
The County is transitioning to a green fleet.  Transitioning will include rightsizing of vehicles and 
overall fleet size, reducing petroleum use, planning for alternative fuels, set purchasing rules, driver 
training, and utilizing telematics to increase efficiencies. 

 
 


