
' 00 N.s. ORDINANCE NO. 

AN ORDINANCE ESTABLISHING THE PERSONNEL POLICY AND FIXING THE 
COMPENSATION OF OFFICERS AND ~RPLOYEES OF THE CITY OF EL PASO 
DE ROBLES AND REPEALING ALL ORDINANCES AND PARTS OF ORDINANCES 
INCONSISTANT THF/~/W~ITH 

The City Council of the City of E1 Paso de Robles does ordain 

a s  f o l l o w s :  

Section I. Short Title 

The Ordinance shall be known as the Personnel and Salary Ordinance. 

Section 2. Classification of positions 

(a) The classification of positions for the purpose of this ordinance 

shall be as contained in the official book of class specifications. 

(b) The classification of positions may hereafter be amended by the 

addition, division, consolidation or abolishment of classes on recommendation 

of the City Administrator (Clerk) and of the City Council. 

Section 3. Allocation of Positions 

Each position shall be allocated to its appropriate class on the basis 

of duties and responsibilities. The present allocation of positions may 

hereafter be changed by the City Administrator (Clerk) with the approval of 

the City Council, provided the proposed change conforms with this ordinance, 

with the established classification planl and with the approved budget. 

Section A. Use of Class Titles 

The title of the class to which an~ position is allocated shall be 

used in all official personnel records and in all official personnel 

transactions of the City of E1 Paso de Robles. 

Section 5. Compensation,Plan 

(a) The five-step schematic schedule of salary ranges and steps listed 

below, as Schedule I, constitutes the compensation plan applicable to classes 

of positions included under Schedule III, the Schematic List of Classes. 

(b) All salaries prescribed are monthly rates. In those positions 

where it is more appropriate to pay upon an hourly or daily basis, the hourly 

and daily rates shall be determined by the following formula. 

AO-hour week is equivalent to 173.333 ~ours a month; 

Daily rates are equivalent to the appropriate hourly 

rate multiplied by 8 hours 
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Section 18. Vacation Leave with Pay 

Every employee shall be allowed vacation leave with pay at the rate of 

5/6 of one working day for each calendar month of service; provided that no 

vacation shall be granted during the first six months of employment, but on 

sucessful completion thereof, vacation time shall be allowed for time of 

service accrued. Except upon authorization fo the City Council, earned vacations 

shall not be accumulated in excess of 20 working days. 

(a) No accumulated vacation time shall be allowed to any person 

who is discharged from the City service for cause. 

(b) It is the policy of the City that vacation be taken in the year 

earned. Vacation leave may be accumulated to a m-~--,m of 20 days only 

with approval of the City Administrator (Clerk). Vacations shall be 

scheduled by the Department Heads so as not to interfere seriously with or 

impair the efficiency of the various departments. 

(c) An employee about to resign, about to retire, or who is to be 

laid off without fault on his part, and who has earned vacation time to 

his credit shall be paid for such vacation on the effective date of such 

resignation, retirement or layoff. 

(d) Fifteen calendar days vacation shall be accumulated each year 

by ~he uniformed personnel of the police and fire departments in accordance 

with the provisions of Sections 3863A-7 and Sections 53250-2 of the 

Governement Code of the State of California. 

(e) Holidays occuring during a vacation shall not be counted as 

a day of vawation. 

Section 19. Holiday's 

(a) With the exception hereinafter stated, holidays for all officers 

and employees of the public offices of the City of E1 Paso de Hobles shall 

be Januarylst, May 30, July~, the first Monday in September (Labor Day), 

November ii, ~Armistice Day), Thanksgivin E Day, December 25, every day on 

which an election is held through t out the State, and every day appointed 

by the President or the Governor of this State for Public Fas%~ Thanks- 

giving or holiday, provided that on any day appointed by the President 

or by the Governor as a special or limited holiday, city offices shall be 

open and shall function in their normal and usual m,nner and all other 

public functions shall be performed as on days which are not holidays. 
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Section 21. I ncompatib!e Activities 

No full time employee of the City shall engage in any occupation or 

outside activity which is incompatible with his employment by the City. 

Ar~v officer or employee engaging in an occupation or out-side activity for 

compensation shall inform the City Administrator (Clerk) of the time 

required and the nature of such activity, and the City Administrator 

(Clerk) shall determine whether or not such activity is incompatible with 

City employment. 

Section 22. personnel Records 

The City Administrator (Clerk) shall maintain such employee records 

as are necessary to the accomplishment of the various provisions of this 

ordinance. The records shall include a central roster of employees and 

positions which is to include the record of employment of each employee in 

the classified service including dates of service, positions held, salaries 

or wage@ received, vacation, sick leave earned and taken, and other such 

information as may be deemed appropriate. 

Section 23. Military Leave 

Military leave with pay shall be granted in accordance with Section 

395 of the Military and Veteran's Code. 

Section 2~. Definition of Terms 

The words and terms defined in this section shall have the following 

meanings in this ordinance and in ar~ other ordinance classifying and 

fixing the salaries and compensation or authorizing the employment of 

personnel in ar~ department or office of the City. 

(a) "Class" or "Class of positions" means a definitely recognized 

kind of employment in the City service designed to embrace all positions 

having duties and responsibilities sufficiently s~milar so that the 

same title may be used, the same requirements as to education, experience, 

knowledge and ability may be demanded of incumbents, and the same 

schedule of compensation may be made to apply with equity. 

(b) "Title"~ "Class Title" or "Title of Class" means the designa- 

tion given to or name applied to a class or to each position allocated 

to the class and to the legally appointed incumbent of each position 

allocated to the class. Its meaning is set forth in the corresponding 

class specification. 
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(c) "Positions": A group of current duties and responsibilities 

assigned or delegated by competent authority, requiring the full or 

part-time services of one person. 

(d) "Employee" means a person legally occupying a position in the 

City service. 

(e) "]Amlted Service" is defined as employment on a part-time or 

seasonal basis of a nature which is not equivalent to any position in 

any class included in the classification plan. 

(f) "Allocation" means the official determination of the class in 

which a position shall be deemed to exist and the assignement of an 

individual position to an appropriate class. 

(g) "Reallocation" means a reassignment or change in allocation of 

an individual posit~on by raising it to a higher class, reducing it ot 

a lower class, or moving it to another class at the same level on the 

basis of substantial changes in the kind, difficulty, or responsibility 

of duties performed in such position. 

(h) "Probationary Period": a working test period during which an 

employee is required to demonstrate his fitness for the duties to which 

he is appointed by actual performance of the duties of his position. 

PASSED and ~DOPTED by the @ity Council~ of ~he" 0ity,:of El Paso de Robles 

this '4t~ day o f  September, 1956. 

CITY OF EL PASO DE ROBLES 

DR. RUS5~,I, C@.TE~ - MAYOR 

ATTEST: 

S. S. TUCKER- CITY CLERK " ~  ............ j~ 
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S TA TE OF C A L r ~ O R N I A  } 
COUNTY OF SAN LUIB OBlSPO ISS" 
CITY OF E L  PASO D E  R O B L ~  

I, S_l.~j_..~..~..~. ................................................ , City Clerk of the  City of 

E1 Paso  de Robles, California, do hereby  cer t i fy  t h a t  the  foregoing ........ ~ R I ~ Y . ~  ......... " 

No.-__..2~.. . . . . . . . . . . . . .  was  duly  and regula r ly  adopted,  passed, and  approved by the  City 

Council of the  Ci ty  of El  Paso  de Robles, California, a t  a regular  mee t ing  of said City 

Council held a t  the  regu la r  mee t ing  place thereof ,  on the. . . /~h. . . .day,  o f_~p t .~mhe~ . . .  

1 9 . ~  . . . .  , by  the  fol lowing vote:  
t 

AYES:  Councilmen.  .. . . .  . C ~ , ' l ~ ' ~ - . , ~ a a ~ l ~ t , p . . ~ u . , v . ~ _ ~ a ~ t f . . . ~ ; ~ t . . ~ . ~ t r . g ~ l ~ _ _ _ _ . . .  

NOES:  Counc!!men . . . . .  ~ t  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

ABSENT:  Councilmen . . . . . . .  }J~ltt . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .  

Dated  this  ...... A t~  ........... day  of ........................ ~ . ~ ~  ..... ., 1 9 _ ~  .... 

City of E1 Paso de Roblas, State of California. 



provisions of the classification plan. 

(a) City clerk 

(b) City Attorney 

(c) City Treasurer 

(e) Councilman 

The compensations for the above mentioned positions, are hereby fixed 

as the amounts determined by the City Council at the time of adoption of 

this ordinance. 

SCHEDULE I 

MONTHLY SALARY SCHEDULE 
, r ~ if ill , 

(All ~ e s  On alendar Month Basis) 

i 

4-- 

STEPS 

A ~_ C D E 
~m w m mm 

RANGE FIRS T SECOND THIRD ,FOURTH FIFTH emm~m,~m,m 

i 17o 1~ 190 200 210 
2 180 190 200 210 220 
3 190 200 210 220 231 

200 210 220 23l 2~3 
5 210 220 231 2A3 255 
6 220 231 2A3 255 268 
7 231 2~3 255 268 281 
8 2A3 255 268 281 295 
9 255 268 281 295 310 

i0 268 281 295 310 325 
ii 281 295 310 325 3AI 
12 295 310 325 3~i 358 
13 310 325 3~i 358 376 
IA 325 341 358 376 395 
15 341 358 376 395 415 
16 358 376 395 AI5 A36 
i? 376 395 415 ~36 ~58 
18 395 ~5 ~36 ~58 ~81 
19 415 A36 A58 A81 505 
20 ~ 6  ~58 ~.al 505 530 
2l  J,58 ~ l  505 530 556 
22 481 505 530 556 58~. 
23 505 530 5~6 ~ 613 



SCHEDDIE II 

TABLE OF DALLY AND HOURLY EQUIVALENTS 

~LLA~ AMOUNT 

170 
180 
190 

2O0 
210 
220 
231 
2~3 
255 
268 
281 
295 
310 
325 
3~. 
358 
376 
395 
AI5 
436 

HOURLY RATE 

.98 
l.OA 
I.I0 
1.15 
1.21 
1.27 
1.33 
1.40 
l.h7 
1.55 
1.62 
1.70 
1.79 
1.87 
1.97 
2.07 
2.17 
2.28 
2.39 
2.52 

DAILY RATE 

?.SA 
8.32 
8.80 
9.20 
9.68 

lO.i6 
lO.6~ 
11.20 
11.76 
12.4~0 
12.96 
13.60 
IA.32 
1~.96 
15.76 
16.56 
17.36 
18.2~ 
19.12 
20.16 

SCHEDULE III 

S CH~24ATIC LIST OF CL~&qm-~ 
AND SALARY RANGES 

L 

CLASS TITLE 
w 

Administrative-Cleri c~ ~ 

Account Clerk 
City Administrator and Clerk 
City Administrator ,  s Secretary 
City Librarian 
Library Assistant 
Tax ¢~llector and Treasurer 
Typist Clerk 

.Public Wor~s-Ma!ntenance 

B~tl~Lng Maintenance Man 
Director of Public Works 
Equipment Repalrm.n 
Heavy Equipment Operator 
Janitor 
Light Equipment Operator 
Maintenance Man 
Maintenance Lea~man 
Meter Service Man 
Park Caretaker 
Humane Officer-Meter Repairm.n 
SeniOr Equipment Repairman 
Sewage Plant Superintendent 
Street Foreman 
Street Division Superintendent 
Mater Division Superintendent 
Water Department Foreman 

RAN(~; NO. 

8 
3O 

8 
13 
8 

1? 
6 

12 
29 
:14 
13 

8 
11 
10 
11 
10 
11 
12 
15 
16 
:]4 
17 
l ?  

:]3 

STEPS 

A B C D E 

243-255-268-281-295 
710-7~5-782-821-862 
2~3-255-268-281-295 
310"325-341-358-376 
243-255-268-281-295 
376"-395-~lS-h36-A58 
220-231-2/+3-25.5-268 

299-310-325-3&I-358 
676-'710-7h5-782-821 
325-3&I-358-376-375 
310-325-341-358-376 
2h3-255'-268-281-295 
281-295'-310-325-341 
268-281-295-310-.325 
281-295-310-325-3A1 
268-281-295-310-325 
281-295-310-325-3&i 
295-310-325-3~I-358 
341-358-376-399-~15 
358-376-395-~15-~36 
325-3AI-358-376-395 
376-395-~15-~6-458 
376-395-~15-436-h58 
310-325-3~I-358-376 
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CLASS 

Protection 

Chief of Police 
Patrolman 
Police Captain 
Police Dispatcher 
Police Sergeant 

Recreation 

22 
13 
17 
10 
16 

STEPS 

A_ S C_ 0 E 

ASl-5os-53o-556-58A 
310-325-3~i-358-376 
376-395-~15-~36-A58 
268-281-295-310-325 
358-376-395-~15-~36 

Director of Recreation 

~art-rAm e Posltlon. 

21 458-~81-505-530-556 

Fire Chief 
Crossing Guards 
Fire Inspector 
Plunge Fmnager 
Recreation Leader II 
Recreation Leader I 

( ) Indicates hourly equivalents of a 

(6) 

(9) 
(6) 

range. 

115 
1.27-l.33-1.AO-I.A?_I.55 
I. ?0-I. 79-1.87-1.97-2.07 
i. 62-1.70-1.79-1.87-1.9? 
i. 47-1.55-i. 62-1. 70-1. 79 
1.2?-1.33-1.40-1./~7-i. 55 

Section 7. Administration of the Compensation Plan 

(a) Normally, and as a general rule, employees may be considered 

eligible for increase for salary according to the following general plan: 

(1) The letters A,B,C, D, and E, respectively, denote the various 
steps in the pay range. 

(2) Salary step "A"will be paid during the first six months of employ- 
ment, which period shall be considered the employees probationary period. 

(3) Salary step "B" will be paid upon completion of six months of employment 
where the employee has demonstrated satisfactory Job progress and 
normally increasing productivity. 

(4) Salary "C" will paid upon completion of one year employment 
in salarystep "B" where the employee has demonstrated 
satisfactory job progress and normally increasing productivity. 

(5) Salary "D" will be paid upon completion of one year employment 
in salary step "C" where employee has convincingly demonstrated 
Job progress and productivity, which are above average for 
the class. 

(6) Salary "E" will be paid upon completion of one year employment 
in salary step "~, where the employee has convincingly demon- 
strated Job progress and productivity which are substantially 
above averaEe for the class, and upon approval of the City 
Administratoro 

(b) In any case where by reason of unusual circumstances, rigid 

adherence to the foregoing principles related to salary adjustment would 

cause a manifest injustice, the City Council on reco~endation of 

the City Administrator may make such order relating thereto as in 

its discretion is proper. 
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(c) Initial employment at salary step "B" or "C" may be authorized 

by the City Administrator when a particularly difficult recruiting problem 

is found to exist, or on the basis that a candidate possesses outstanding 

Job qualifications. 

Section 8. Application of Compensation P~n to Positions. 

The salary schedule for the respective classes of positions as set 

forth in Schedules I and II with such amendments as may be adopted by the 

City Council from time to time by Ordinance shall have the force and 

effect and shall be interpreted and applied as follows: 

(a) The salaries or rates of compensation prescribed are fixed 
on the basis of full-time service in full-time positions, 
unless  otherwise designated.  

(b) The r a t e s  of  pay prescr ibed s h a l l  be deemed to  include pay 
i n  every form, except for  necessary expenses authorized and 
incurred inc iden t  to  employment, or except as here in  provided. 

(C) Where a salary range for a given class or for several classes is 
I 

revised upward or downward, the incumbents of positions in classes affected 

shall have their existing salary adjusted to the same step in the new 

salary range. 

Section 9. Initial Ad.lust~e_nts to Cn~_rnen=atio n P]a~; 

(a) SubJe@t to the provisions of this Ordinance the salary ranges 

set out in this Ordinance shall be applicable to all positions allocated 

to classes listed in Schedule liT. From and after the date this Ordinance 

becomes effective, each employee in the City service shall be paid the 

salary or compensation for services rendered in behalf of the City in 

accordance with the salary range prescribed for the class of positions 

to which his position is allocated. 

(b) Upon the taking effect of this ordinance the salary now being 

paid to each officer and employee of the City shall be adjusted on the 

following basis: 

(1) Each employee, with the exception of those employees not 

having been in the City's employ for a period of one year or more, shall 

be adjusted to a step in the assigned salary range for his class which is 

representative of the nearest higher dollar amount to the salary he is now 

receiving; provided that such step represents ho less than a six dollar 
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monthly increase over his present salary; provided further that no employee 

who has been employed by the City for one year or more shall be adjusted to 

less than second or "B" step of the new salary range. 

(2) The salary of an employee not having been in the City service 

for a period of one year or more shall be adjusted to the step of the new 

range corresponding to his present salary or to the nearest higher step, 

whichever is the lesser amount. 

(3) Where adjustment of the salary of an employee who has 

been employed for one year or more, under paragraph (i) above, would 

result in a monthly increase of less than six dollars, said employee's 

salary shall be further adjusted to the second higher step above the 

salary he is now receiving. 

Section iO. Anniversary Dates 

(a) For purposes of administration of the compensation plan, all 

employees presently employed by the City, with the exception of those 

employees not employed for six months or longer, shall take as the 

anniversary date of their employment, for calculation of dates of 

eligibility for future salary step advancement, the date of adoption 

of tbls ordinance. 

(b) All new employees and those not employed for a six month 

period shall have as their anniversary date the actual date of their 

employment if employed on the first day of a calendar month; otherwise, 

the anniversary date for purposes of the compensation plan shall be the 

first day of the next succeeding month. 

Section ii. ~ualifications of ~mr!n~eem 

(a) Employees holding positions upon the taking effedt of this 

ordinance are deemed to be qualified for the position to which they are 

allocated, subject to the right of the City Administrator (Clerk) or the 

City Council to dismiss any employee in accordance with law. 

(b) No person shall be hereafter employed in or appointed to any 

position requiring full-time or part-time service and which position 

is included in the classification plan and for which a class specification 

exists establishing desirable qualifications unless said person possesses 

substantially the desirable qualifications of education and experience 
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prescribed for that class provided however, that if qualified persons 

cannot be recruited the City Administrator (Clerk) may authorize the 

appointment of persons having less than the stated desirable qualifications. 

Section 12. Employment an d Hiving 

(a) Selection of new employees to fill existing vacancies within 

the City service shall be on the basis of a qualifications appraisal 

process as stipulated in Section ii, Paragraph b. 

(b) The City shall have the right to require all employees to 

complete and submit any applications, agreements, or statements pertinent 

to their employment, as stipulated by decision of the City Council. 

(c) The City shall have the right to require a physical examination 

of any applicant for employment or new employee and in addition shall 

have the right to require periodic medical examinations of all City 

employees. 

Section 13. Promotion, Demotion and Transfer and Applicable Pay Rates 

(a) Promotion of employees to a higher class within the City shall 

be made by the City Administrator (Clerk) with approval of the City Council. 

(b) A promotion to a higher class shall be on the basis of assign- 

ment of substantially more responsible duties commensurate with those 

set forth in the class specification. 

(c) A demotion to lower class shall be on the basis of assignment 

of substantially less responsible duties commensurate with those set 

forth in the class specification. 

(d) In case of the promotion of any employee in the City 

service to a position in a class with a higher pay range, such 

employee shall be entitled to receive the rate of compensation 

in the entrance step of the class to which he has been promoted. 

In cases where the pay range overlaps, promotion shall be effected 

at the step in the range of the new class which is next higher than the 

employee's current salary. A new anniversary date shall be established 

for purpose of eligibility for future step increases as of the 

effective date of the promotion. 

(e) In the case of the demotion of any employee in the City 

service to a class with a lower pay range, such employee shall be 

entitled to retain the pay step in the lower range corresponding in 
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step number to that which he held in the higher class before such 

demontion; in such cases the employee shall retain his original 

anniversary date. 

(f) In the case of the transfer of any employee from one position 

to another in the same class, or to another class to which the same 

pay range is applicable, the employee shall remain at the same pay 

step and shall retain his original anniversary date. 

Section 14e Cumulation of Service in One Class of Position 

Whenever an employee accepts work under a different class of 

position in the City service, the character and nature of which work 

is s~m~lar and the responsibilities are equal or superior to the work 

such employee has been performing, and later returns to his former 

position, his term of employment under such different class of position 

shall apply on and be added to his term of service in the former class 

upon hi~ return to same, provided his employment in the City service has 

been continuous from the date on which the employee accepts work in such 

different class. 

Section 15. Hours of Work 

(a) Daily hours of work (or shifts) for employees within 

departments shall be assigned by department supervisors as required 

to meet the operational requirements of said departments. 

(b) Monthly compensation shall be based on a 37~ or 40 hour work 

week, and no authorization may be made for an employee to work less than 

said 37~ or dO hours without directly proportionate decrease in com- 

pensation. 

(c) Any forseeable absence or other deviation from regular work- 

ing hours desired by an employee shall, in advance, be cleared through 

the office of the City Administrator (Clerk), and such absences shall 

be noted on the employee,s time sheet. 

Section 16. Part-Time EmDloyment 

Except as otherwise provided herein, a daily work schedule of 

less than the number of hours of full-time employment shall be con- 

sidered part-time service, and the actual compensation therefore 

shall be determined by the relation that the actual number of hours 

of service bears to the number of hours required in full-time employ- 
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meat in each class of  position. The hour ly  rates prescribed for part- 

time employees are considered full compensation to include the value 

of vacation, sick leave and holidays. Since no other benefits accrue 

to such part-time employees, compensation will normally be based on the hourly 

equivalent to the third step of the range designated for the particular 

class of employment. 

Section 17. Overtime 

(a) If in the Judgement of the Department head, work beyond the 

established work week is required such work, except in the case of 

1,m~dlate emergency, shall be performed only with the prior authorization 

of the City Adm4nistrator. 

(b) In emergencies, where prior authorization cannot be issued, 

the Department head shall obtain approval for the overtime worked by 

an employee at the earliest opportunity thereafter, in no case to 

exceed ten days after the date worked. 

(c) Overtime work shall be compensated on the basis of equivalent 

time off, or by paid compensation at the straight time hourly rate 

equivalent of the monthly salary at the discretion of the City Administrator. 

(d) Incidental overtime is not compensable and may not be credited 

as over t ime.  

(e) The time when compensating time off may be taken shall be at 

the discretion of the appointing power. If the employee fails to take 

hls compensating time off at the time designated by the appointing power, 

he shall have waived his right to compensation for such overtime. 

(f) In those departments in which regular shift assignments require 

an employee to work on an observed holiday during which other City 

employees are not required to work, such employee shall have credited as 

overtime the hours equivalent to those which he worked on the holiday. 

(g) In the case of Department heads and other supervisory employees 

whose compensation is fixed at salary range number (IA) and above the monthly 

salary shall be considered full compensation for all hours worked and no over- 

time shall be considered accruable for said employees. 
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