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AGENDA REPORT
Consent | Action

March 4, 2024
TO: Commissioners

FROM: Keene Simonds, Executive Officer
Priscilla Mumpower, Assistant Executive Officer

SUBJECT: Temporary Appointment and Compensation Adjustment for Analyst
Michaela Peters to Concurrently Serve as Commission Clerk

SUMMARY

The San Diego County Local Agency Formation Commission (LAFCO) will consider the
temporary appointment and related compensation adjustment for Analyst Michaela Peters to
concurrently serve as Commission Clerk retroactive to February 9, 2024. The proposed
appointment provides a 10% compensation increase consistent with adopted policy and
recognizes several duties already undertaken via cross-training in anticipation of the
incumbent’s — Erica Sellen - pending leave under the Family Medical Leave Act. It is
recommended the Commission relatedly authorize the temporary assignment as needed for
up to 130 days while the incumbent remains on authorized leave. The proposed appointment
- at the maximum potential length — would generate a total cost of $5,757 (salary and
benefits) and can be readily accommodated with existing resources.

BACKGROUND
Commission Clerk Position

San Diego LAFCO currently budgets 9.0 full-time positions at a total expense of $1.436 million
(salaries and benefits). One of these budgeted positions is the Commission Clerk with key
duties involving records and filings management, public noticing, and clerking meetings.
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DISCUSSION

This item is for San Diego LAFCO to consider the temporary appointment of Analyst Michaela
Peters to concurrently serve as Commission Clerk retroactive to February 9, 2024 with a
corresponding 10% compensation increase consistent with adopted policy (Rule 6.13).
Authorization would extend up to 130 days to parallel the incumbent holder’s pending and
authorized leave under the Family Medical Leave Act.

ANALYSIS

The proposed temporary assignment of Analyst Michaela Peters to concurrently serve as
Commission Clerk accommodates a priority need to ensure the essential and time-sensitive
functions are exercised while the incumbent remains out on leave. This includes processing
payroll, transacting payments, recording documents, and clerking meetings. Ms. Peters’ core
Analyst | responsibilities will remain intact with the understanding some projects will be
delayed in favor of addressing critical Clerk functions. Formal approval by the Commission is
needed consistent with Rule 6.13.

RECOMMENDATION

It is recommended San Diego LAFCO approve the proposed temporary appointment of
Michaela Peters to serve as Commission Clerk with a 10% compensation increase. This
recommendation is reflected in the proceeding section as Alternative Action One.
ALTERNATIVES FOR ACTION

The following alternatives are available to San Diego LAFCO through a single motion:

Alternative One (recommended):

(a) Approve a temporary assignment for Analyst | Michaela Peters to concurrently serve
as Commission Clerk retroactive to February 9, 2024 for up to 130 days.

(b) Authorize a 10% increase in salary for Analyst | Michaela Peters during this concurrent
assignment as both Analyst | and Commission Clerk.

Alternative Two:
Continue the item to the next regular meeting and provide direction to staff as needed.

Alternative Three:
Take no action.
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PROCEDURES

This item has been placed on San Diego LAFCO’s agenda as part of the consent calendar. A
successful motion to approve the consent calendar will include taking affirmative action on
the staff recommendation unless otherwise specified by the Commission.

On behalf of the Executive Officer,

.

Priscilla Mumpower
Assistant Executive Officer

Attachments:

1) Commission Clerk Job Description
2) Rule No. 6.13
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Agenda Item No. 6¢ | Attachment One

LOCAL AGENCY FORMATION COMMISSION
SAN DIEGO COUNTY

POSITION SPECIFICATION

COMMISSION CLERK

Definition

With limited direction, to serve as clerk to the Commission and assist the Executive Officer
in managing Commission meetings and all records therein; to perform support staff level
work for the Executive Officer and to assist with administrative and other non-routine
duties; to perform related work as required.

Typical Tasks

Works with the Executive Officer to schedule all Commission meetings and any standing
or ad hoc committees therein; prepares related agenda materials; takes related official
meeting minutes; notifies participants; reserves meeting rooms; ensures Commission
meeting information is compiled and posted; arranges for Commission food and beverages
as appropriate.

Prepare, post, and distribute public hearing notices of the Commission; prepare, publish,
and distribute other legal notices in accordance with State of California, County of San
Diego, and LAFCO requirements.

Receive, process, and monitor economic interest statements and election process for
elected and appointed officials and employees.

Receive and coordinate responses pursuant to the State’s Public Records Act.

Coordinate and oversee elections on behalf of the Special Districts Selection Committee;
certify election results.

Coordinate with the Executive Officer and designated staff to file and/or record approved
and completed jurisdictional changes with the County Clerk-Recorder’s Office and State
Board of Equalization.

Create, organize, and maintain official records of the Commission — including — but not
limited to — applicant proposals, Commission meeting minutes, adopted resolutions,
adopted policies and procedures, public records requests and response, and official
correspondence.

Serve as direct supervisor to the Administrative Assistant and manage and delegate tasks
accordingly.
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Other tasks include: performing general support staff duties; screening and routing
incoming correspondence; typing correspondence and reports; answering telephone and
taking messages; maintaining files; retrieving and gathering information to assist staff
members; meeting the public to answer inquiries or complaints regarding procedures.

Distinguishing Characteristics

Serve as Commission Clerk as provided under LAFCO law. Organize own work,
coordinate projects, set priorities, and meet critical deadlines in fulfilling typical tasks.
Report directly to the Executive Officer

Minimum Qualifications

Thorough Knowledge of:

General role of local government and basic responsibilities and duties of LAFCO.

A wide variety of word processing layouts and formats

Filing systems, including alphabetical, chronological, numerical, subject area, and
tickler.

Record keeping and clerical monitoring procedures.

Business English including spelling, punctuation, grammar, capitalization, and word
usage.

The operation and uses of common office equipment including office computers,
typewriters, calculators, copiers, and dictaphone machines.

Modern office procedures and practices.

Skills to:

Possess strong interpersonal and public relations skills.

Deal effectively and diplomatically with administrators, officials, and other
individuals who transact business with the Executive Officer.
Independently review and interpret relevant statutes.

Take and transcribe dictation accurately.

Possess relevant office/computer skills to use a variety of equipment such as
computers, copy machines and software programs (i.e. Microsoft Office).
Read, understand, follow, and explain policy and procedure.

Compile and summarize statistical, financial, and other data.

Compose routine correspondence and reports.

Make arithmetic calculations.

Maintain confidentiality.

Education/Experience:

At least four years of relevant experience, two years of which must have been at a
comparable level to the executive assistant or administrative assistant position as
determined by the Executive Officer.

Completion of no less than 60 units from an accredited college or university may be
substituted for two years of relevant experience as described above.
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+ Graduation from an accredited four-year college or university within emphasis in
administration, business, or other related fields may be substituted for all four years
of the relevant experience as described above.

Established: June 1, 2020
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Agenda Item No. 6¢ | Attachment Two

RULES
SAN DIEGO
LOCAL AGENCY FORMATION COMMISSION

ARTICLE VI
PERSONNEL RULES

6.1 Application

6.2 Definitions

6.3 Rest Periods

6.4 Holidays

6.5 Classification

6.6 Compensation

6.7 Performance Reports

6.8 Eligibility for Step Adjustments

6.9 Overtime

6.10 Leave

6.11 Vacation

6.12 Dismissal or Suspension

6.13 Temporary Appointment to a Higher Class
6.14 Employees Previously Employed by a County
6.15 Benefits

6.16 Compensation Plan

6.17 Recruitment

6.18 Suspension of Personnel Rules

6.19 Effective Dates

6.20 Executive Officer Compensation Plan
6.21 Telecommuting

6.1 APPLICATION -

Unless otherwise provided in the employment contract between the Commission and the
Executive Officer, the foregoing personnel rules and the attached compensation / benefits
summary shall apply to all employees who have been:

1. Appointed and serve at the pleasure of the Commission; or
2. Appointed by the Executive Officer.

6.2 DEFINITIONS -

1. "Biweekly Pay Period" means the 14-day period commencing on August 16, 1974 and
ending at midnight of the second Thursday thereafter and each subsequent 14-day
period.
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10.

11.

12.

13.

14.

15.

"Commission" means the San Diego Local Agency Formation Commission.
"County" means the County of San Diego.

"Discipline” means an action or actions taken by the Executive Officer or Commission
to reprimand, dismiss, demote or suspend an employee of LAFCO.

"Executive Officer" means the Executive Officer appointed by the Commission
pursuant to Government Code Section 56038.

"Immediate Family" means husband, wife, child, stepchild, brother, stepbrother, sister,
stepsister, parent, stepparent, any person serving or who has served as parent or any
other person living in the same household as the employee.

"Overtime" means authorized or ordered work required of an employee which is in
excess of the work week as set by the Executive Officer for that employee.

"Part-time Employee" means an employee whose biweekly work week is less than 80
hours.

"Professional Employee" means the Executive Officer, Assistant Executive Officer,
Chief of Policy Research, Chief of Governmental Services, and Local Governmental,
Geographic Information Systems (GIS) Analyst, Local Governmental Analysts |, I, and
Il for the purpose of these personnel rules only.

"Rate of Compensation" means the specific amount of compensation established for a
specific period of work.

"Reprimand” means a written or verbal expression of disapproval related to the
activities of an employee of LAFCO.

"Rules" mean the Rules of the Commission.
"Support Employee" means Administrative Assistant, Administrative Aide, Commission
Clerk, Executive Assistant, Records Clerk, for the purpose of these personnel rules

only.

"Temporary Employee" means an employee hired by the Commission for a period not
to exceed six calendar months.

"Work week" means the number of hours authorized in a biweekly pay period by the
Executive Officer for each employee.

6.3 REST PERIODS -

Each employee may take a 15-minute rest period at midmorning and at mid-afternoon.
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6.4 HOLIDAYS -

Full-time, permanent employees shall be entitled to the same holidays on full pay as
authorized for the employees of the County of comparable classes unless otherwise
specified by the Commission. Part-time, permanent employees' pay for holidays shall be
equivalent to one-tenth (1/10) the number of regularly scheduled hours in the employee's
biweekly pay period in which the holiday occurred.

6.5 CLASSIFICATION -

The Commission, through the adoption of these Rules, shall provide for the classification
of its employees per the position specifications included in Article VI of the Rules
(Exhibit A).

6.6 COMPENSATION -

The compensation for each position shall be according to a schedule fixed by the
Commission. To the extent each position is comparable to a similar position in the County
of San Diego, compensation shall approximate that for the comparable county position.
Wage and benefit adjustments given by the County to its employees will be applicable to
the comparable Commission positions. The rate of compensation set forth in the pay
schedule shall represent the total compensation in every form except for overtime compen-
sation, health insurance benefits, compensation plans, retirement benefits and
reimbursement for actual and necessary expenses for traveling subsistence and general
expenses authorized and incurred incident to employment. With commission budgetary
approval, the Executive Officer is authorized to implement the employee performance
incentive program. The program is based on recognizing exemplary performance through
providing bonuses and/or cash awards. The Executive Officer may provide a one-time
annual exemplary performance bonus to qualified Commission staff, not to exceed 5% of
the annual salary for employees deemed eligible by the Executive Officer. The annual
cycle is based on the fiscal year. Commission employees may receive exemplary
performance pay and/or recognition pay in one lump sum cash award or in incremental
cash awards.

In addition to performance bonuses up to 5% of an employee’s annual salary, the
Executive Officer may also provide recognition pay to Commission staff not to exceed
$1,000 per award. The criteria for the award will be based on cost-savings, service
improvement, or other tangible benefits to LAFCO operations directly attributable to an
individual member of the LAFCO staff. Multiple awards may be granted to Commission
staff as long as the aggregate monetary total of the awards do not exceed $1,000 for each
member of the staff during the fiscal year. The Executive Officer is also authorized to
establish an office-wide performance recognition program and is authorized to allocate up
to $1,250 annually to support this program.

Non-executive Commission employees with a minimum of 15 years of continuous
LAFCO/County of San Diego employment are eligible for a 1-2% annual salary band
increase, contingent on exemplary performance subject to a determination by the
Executive Officer.
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Further information about the wages and benefits are included in the Benefits /
Compensation Summary attached to the Rules.

6.7 PERFORMANCE REPORTS -

For the purpose of determining the step adjustment to which each employee of the
Commission may be entitled, the Executive Officer shall provide for a system of reporting
the performance and progress of employees. Performance reports for each employee shall
be prepared prior to the six-month anniversary appointment and at least once a year
thereafter. Consistent with LAFCO budget policy and Commission direction, the Executive
Officer may approve step adjustments after above standard performance reports of
employees. The Executive Officer shall, upon completion of the performance report, review
same with the affected employee. Employees who do not concur with the Executive
Officer's performance report may, within 15 days following the review of the performance
rating, file a written request for reconsideration with the Executive Officer, unless that
person reports to the Executive Officer. Employees who report to the Executive Officer
may, within 15 days following the review of the performance rating, file a written request for
reconsideration to the Personnel Committee.

6.8 ELIGIBILITY FOR STEP ADJUSTMENTS -

Consistent with LAFCO budget policy and Commission direction, the Executive Officer
may approve step adjustments after above standard employee performance evaluations.
On the first day of the pay period immediately following the twelve month anniversary of
the appointment of an employee to a position and after completion of each additional year
of service in the same position, an employee may be eligible to receive step adjustments.
Step adjustments are awarded upon the approval of the Executive Officer.

6.9 OVERTIME -

Any authorized time worked in excess of the employee's weekly work schedule as
established by the Executive Officer (see Section 6.2) shall be considered overtime.

Cash payment in lieu of compensatory time-off shall be considered when, in the judgment
of the Executive Officer, granting compensatory time-off would detrimentally affect the
operations of the office. Overtime shall be recorded in units of hours and tenths of hours
on a biweekly basis. All hourly (non-exempt) employees are allowed compensatory time-
off on an hour and a half-for-hour basis. Employees’ hourly (non-exempt) positions may
receive cash payments for overtime worked in any work week only at the discretion of the
Executive Officer.

Compensatory time-off to which employees are entitled shall be allowed and taken no later
than the last day of the fiscal year following the end of the fiscal year in which the overtime
was worked. In authorizing compensatory time-off, the Executive Officer shall give
consideration to the desires of the employee as to the date of such time-off and to the
needs of the office.
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6.10 LEAVE -

Any employee returning from an approved leave shall return to the same position, at the
same pay-step, and with the same rights, privileges and obligations as other employees of
the same position.

1. Leave With Pay

(a) Sick leave - Sick leave is paid time off that may be used when an employee is
absent from duty for the reasons outlined below. Employees shall accrue sick
leave at a rate of .05 x hours worked or of paid leave of absence (4 hours per 80-
hour pay period) during each biweekly pay period. Unused sick leave may be
accumulated from year to year. An employee may be authorized to use a
maximum of eighty (80) hours of paid accrued sick leave in a twelve-month period
for the purpose of caring for a member of the immediate family who is ill or injured.
In addition, if the employee requests paid sick leave in excess of eighty (80) hours
in order to care, or arrange care, for a member of the immediate family who is
critically or terminally ill, additional accrued sick leave may be available to the
employee when granted by the Executive Officer upon receipt of satisfactory
verification from a physician.

Sick leave is paid time off that may be used because of the employee’s:

(1) illness, injury, or exposure to contagious disease which incapacitates the
employee for work;

(2) receipt of medical or dental care or consultation, including prenatal and
postnatal care, which is not available except during working hours;

(3) requirements to care for an ill or injured immediate family member;

(4) necessity to be present because of a critical or terminal illness of an
immediate family member; or

(5) need to discharge the required obligations that arise from the death of an
immediate family member.

Upon termination of employment, employees hired prior to March 3, 1980 shall be
compensated in cash for sick leave credits accrued. This provision authorizing
cash compensation for unused sick leave shall apply so long as an employee has
unbroken service even though the employee may change classification as a
Commission employee. Employees in all LAFCO classes may upon retirement,
deferred retirement, disability retirement, or death, convert all or a portion of
accrued sick leave balance into retirement service credits subject to the rules and
regulations of the of the San Diego County Employees Retirement Association,
provided: (a) the employee has completed five (5) or more years of continuous
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service during that employee’s present employment; and (b) the employee’s sick
leave balance totals one hundred (100) hours or more. In addition, upon
retirement or termination of service with the Commission, employees within
benefit designation 01 (Executive Officer) may also elect to receive cash payment
for all or a portion of unused sick leave credits equal to 50% of its value. One
hundred (100%) of all sick leave credits that are paid to the employee in cash at
50% will be removed from the employee’s sick leave balance.

(b) Bereavement Leave - Employees shall be allowed up to five working days of leave
with pay upon approval of the Executive Officer due to death in the immediate
family.

(c) Military Leave - Military leave may be allowed an employee in the same manner
and under the same conditions as granted by the Civil Service Rules of the
County of San Diego.

(d) Disability Leave - Disability leave may be allowed an employee in the same
manner and under the same conditions as provided by the County of San Diego in
the Civil Service Rules.

(e) Absence due to Required Attendance in Court- Absence due to required
attendance in court may be allowed an employee upon approval by the Executive
Officer and in the same manner and under the same conditions as provided by the
County of San Diego in the Civil Service Rules.

(f) Administration of Leave With Pay - The Executive Officer shall maintain records of
leave with pay and shall require of the employee a statement of reasons for
absence by the employee; sick leave taken for more than three consecutive work
days shall be verified by the attending physician or dentist. If, after investigation,
the Executive Officer is convinced that the employee is not entitled to paid sick
leave, the Executive Officer shall notify the employee accordingly.

(g) Computation of Leaves With Pay - Authorized leaves with pay shall be recorded in
units of one hour; pay shall be allowed at the rate the employee would be paid for
working during the same period.

2. Leave Without Pay

An employee may be allowed up to one year of leave without pay upon approval by
the Executive Officer when such leave is in the best interests of the Local Agency
Formation Commission. Any such request shall be in writing, shall state the reason for
requesting leave and shall specify the dates requested. Reasons for requesting leave
without pay shall include, but are not limited to, military service, extended illness or
maternity.
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(a) Leaves of Absence on Account of lliness or Injury - Leaves of absence without pay
on account of illness or injury, which are not job incurred, may be granted for a
maximum period of 26 full biweekly pay periods. This includes disabilities caused
or contributed to by pregnancy, miscarriage, abortion, childbirth, and recovery
therefrom. Such leaves will be granted only after all accrued sick leave credits
have been used and shall be substantiated by a physician's statement.

(b) Leaves of Absence for Personal Reasons - Leaves of absence without pay for
personal reasons may be granted for a maximum of 13 full biweekly pay periods.
Such leaves shall only be granted after all accrued vacation, and holiday credits
have been used.

(c) Family/Medical Leave (FML) - Family/Medical Leave shall be allowed in
accordance with the provisions of the Moore-Brown-Roberti California Family
Rights Act of 1993 (Government Code Sections 12945.1-12945.2, and relevant
provisions within Section 4.3.12 of the County Compensation Ordinance
notwithstanding minimum employee limits contained in the CFRA. Employees
may use accrued sick and vacation leave balances during this time.

(d) The Executive Officer shall maintain records of such leave without pay. Any
determination by the Executive Officer of a request for leave without pay shall be
in writing. Only permanent or probationary employees occupying permanent
positions are eligible for leaves of absence without pay under the provisions of this
section.

6.11 VACATION -

1.

All permanent professional employees hired prior to January 1, 2013 shall be entitled
to vacation with pay in accordance with the schedule established for those positions.
During the first five years of continuous service, professional employees shall be
allowed 15 working days per calendar year of vacation time to be accumulated at a
rate of 4.6 hours per biweekly pay period. After the completion of five years of
continuous service, professional employees shall be allowed 20 working days of
vacation time per calendar year to be accumulated at a rate of 6.1 hours per biweekly
pay period. After completion of ten years of continuous service, professional
employees shall be allowed 25 working days of vacation time per calendar year to be
accumulated at a rate of 7.6 hours per biweekly pay period.

All permanent support employees hired prior to January 1, 2013 shall be entitled to
vacation with pay in accordance with the schedule established for those positions.
During the first three years of continuous service, support employees shall be allowed
10 working days of vacation time per calendar year to be accumulated at a rate of 3.1
hours per biweekly pay period. After completion of three years of continuous service,
support employees shall be allowed 15 working days of vacation time per calendar
year to be accumulated at a rate of 4.6 hours per biweekly pay period. After
completion of nine years of continuous service, support employees shall be allowed 20
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working days of vacation time per calendar year to be accumulated at a rate of 6.1
hours per biweekly pay period.

All permanent professional and support employees hired on or after January 1, 2013
shall be entitled to vacation with pay in accordance with the schedule established for
those positions. During the first five years of continuous service, employees shall be
allowed 10 working days of vacation time per calendar year to be accumulated at a
rate of 3.1 hours per biweekly pay period. After completion of five years of continuous
service, employees shall be allowed 15 working days of vacation time per calendar
year to be accumulated at a rate of 4.6 hours per biweekly pay period. After
completion of 10 years of continuous service, employees shall be allowed 20 working
days of vacation time per calendar year to be accumulated at a rate of 6.1 hours per
biweekly pay period. A summary of the vacation accrual rates applicable to LAFCO
employees hired on or after January 1, 2013 follows:

0 to 5 years = 10 days/year*
5+ to 10 years = 15 days/year
10+ vyears = 20 days/year

*Vacation time credit shall accrue and may be taken during the first twelve calendar months of
employment; however, 10 days of vacation time credit will take twelve calendar months to accrue.

Vacation time for part-time professional or support employees shall be computed on
the basis of the number of hours in the normal work week as established for that part-
time employee by the Executive Officer.

No employee will be allowed to accumulate vacation time credits exceeding twice the
amount allowed during any one calendar year. Employees who have reached 80% of
their maximum balance of vacation leave (annual leave) will receive notification from
the Commission payroll administrator about the excess leave balances. Employees
whose vacation accruals reach the maximum accumulation limit shall cease to accrue
vacation hours. An employee can only accrue additional vacation hours if the
employee’s vacation accumulation is below the maximum limit. Vacation time credit
shall be accrued and may be taken during the first twelve calendar months of employ-
ment. The time at which each employee shall be granted vacation leave shall be at the
discretion of the Executive Officer.

Upon termination of employment, an employee shall be compensated in cash for the
unused vacation time, provided such employee has been in continuous service for
more than six months. The cash compensation for unused vacation time shall be
computed on the basis of the employee’s rate of pay at the time of termination, but will
not count toward the retirement benefit formula.

6.12 DISMISSAL OR SUSPENSION -

(a) Probationary Period. All employees appointed by the Executive Officer shall serve a

one-year probationary period. During the probationary period, the Executive Officer
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may dismiss the employee with or without cause. No appeal may be taken to the
Personnel Committee from discipline imposed during the probationary period. In
addition, any temporary employee may be dismissed by the Executive Officer, and the
employee shall have no right of appeal.

(b) Discipline Subsequent to Probationary Period. The Executive Officer may dismiss,
demote or suspend a permanent employee for cause after the employee has
completed his or her probationary period. Rule VIl of the San Diego County Civil
Service Rules shall apply to any disciplinary action regarding a non-probationary
permanent employee except that the Personnel Committee (“Committee”) shall take
the place of the Civil Service Commission. The Committee may appoint one of its
members to hear the appeal and report back to the Committee with findings and a
proposed decision. Any decision adopted by the Committee shall be final unless
overturned by a court on appeal.

(c) No employee reprimanded by the Executive Officer shall have the right of appeal to
the Personnel Committee.

6.13 TEMPORARY APPOINTMENT TO A HIGHER CLASS -

On the recommendation of the Executive Officer, the Commission may grant an employee
a ten percent increase in compensation while such employee is assigned to perform the
duties of a position which at the time is compensated at least ten percent higher than such
employee's class; the assignment must be for a period exceeding 10 continuous working
days but shall not exceed 130 working days.

6.14 EMPLOYEES PREVIOUSLY EMPLOYED BY A COUNTY -

The Commission shall accrue all sick leave, vacation, and retirement benefits of persons
hired from counties pursuant to Section 56385 of the Government Code. For the purpose
of calculating such benefits, the Commission may add previous county service to the
tenure of service of employees, providing service has been continuous.

6.15 BENEFITS -

The Commission may contract for retirement, health and medical benefits for its
employees pursuant to Section 56385 of the Government Code. LAFCO employees
participate in the County of San Diego’s Health and Medical Plans, Retirement System,
Deferred Compensation Plan(s), Terminal Pay Plan, and other programs available to
county employees.

6.16 COMPENSATION PLAN -

All employees are entitled to receive compensation plan benefits granted to personnel
working in similar positions in the County of San Diego.

6.17 RECRUITMENT -

The Commission is an equal opportunity employer and in the recruitment and selection of
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new employees directs the Executive Officer to apply similar principles as used by the
Department of Human Resources of the County of San Diego.

6.18 SUSPENSION OF PERSONNEL RULES -

Upon good cause being shown and upon a finding of the public interest being served, the
Commission reserves the right to waive, suspend, change or modify any of the foregoing
rules.

6.19 EFFECTIVE DATES -

The Personnel Rules of the Commission shall become effective on August 5, 1974 and
shall be amended thereafter by a majority vote of the Commission. Technical changes or
updates to the Rules may be approved by the Executive Office subject to provision 1.12 of
the Rules.

6.20 EXECUTIVE OFFICER COMPENSATION PLAN -

This Executive Officer Compensation Plan establishes the compensation for the Executive
Officer, an Executive Management position. The plan provides for initial placement and
subsequent adjustment of salary within the salary schedule fixed by the Commission. Any
adjustment in rate of compensation pursuant to this plan shall be administered by the
Commission.

1. Structure

(a) The minimum, midpoint, and maximum rate of the designated range are set forth in
the salary schedule. The salary band range for the Executive Officer classification will
be aligned with and automatically adjusted from time to time with the same salary
range as comparable classifications in the County (i.e., planning director, public works
director, registrar of voters, etc.).

(b) The midpoint rate of the designated range represents the job value of a fully
competent employee and is the benchmark used to compare the class to other classes,
internally and externally. The midpoint rate may be changed periodically by the
Commission to reflect changes in internal and/or external factors. Any such change to
the midpoint shall not automatically effect a change in the then current rate of the
Executive Officer.

(c) The relationship between the minimum and maximum rates of the designated range
shall approximate a differential of 50%.

(d) The range does not have steps. The Executive Officer may be paid an amount
equal to or between the minimum and maximum rate of the designated range,
according to the provisions of this plan.

(e) The structure of the range shall be reviewed periodically, and may be changed by
the Commission. The structure will be automatically adjusted based on salary band
changes authorized by the County to its employees in comparable positions.
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2. Appointment

The Executive Officer is appointed by the Commission and serves at the pleasure of
the Commission. A person initially appointed as Executive Officer shall receive a
salary determined by the Commission.

3. Adjustment Within Range up to Midpoint

For an employee whose salary is below midpoint of the designated range, adjustments
up to the midpoint shall be governed by this subsection (3). No provision in this
subsection (3) shall be construed to provide a guarantee of adjustment at any time
during the employee's term of employment.

(@)

(b)

Effective the first day of any pay period after each anniversary date of the
employee's appointment as Executive Officer, the employee may receive a salary
adjustment of 5% of current salary, not to exceed midpoint. Any adjustment shall
be approved by the Commission and based upon the determination by the
Executive Officer Compensation Committee that the employee's overall
performance is rated at the level of "meritorious" or higher.

No provision contained in this subsection (3) shall be construed to limit or deny the
Commission's discretion to postpone an adjustment or reduce the compensation of
an employee as a result of the employee's performance, as recommended by the
Executive Officer Compensation Committee. However, any subsequent salary
adjustment prior to the employee's next annual anniversary date must be based
upon a mid-cycle Performance Evaluation. If such adjustment is an increase, the
new salary rate shall not exceed that which the employee would have been eligible
to receive on or after the immediately preceding anniversary date, pursuant to this
subsection (3).

Notwithstanding subdivisions (a) and (b) of subsection (3) above, the Commission
may approve an adjustment of the Executive Officer's salary rate upon
recommendation of the Executive Officer Compensation Committee.

4. Adjustment Within Range Above Midpoint

The Commission may adjust the Executive Officer's salary rate above midpoint if the
employee's overall performance is rated at the level of "outstanding" by the Executive
Officer Compensation Committee. This rating alone does not entitle the employee to a
pay adjustment.

5. Exemplary Performance Compensation Adjustment

(@)

Eligibility and Maximum. An Executive Officer may receive an exemplary
performance compensation adjustment (e.g., cash award and/or bonus) in
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increments of one percent (1%) not to exceed a total of (10%) of the employee's
approximate annual salary at the time of approval of the adjustment.

(b) Approval. Adjustments shall be based upon the recommendation of the Executive
Officer Compensation Committee following a performance evaluation, subject to
the availability of funds within the budget.

(c) Term of Adjustment. An Executive Officer shall be limited to one exemplary
compensation adjustment in a calendar year and shall be paid either in a lump
sum or in incremental payments during the year.

(d) Compensation Unfixed. Payment of compensation adjustments shall not affect the
Executive Officer's rate of compensation. Commencing the first day of the first full
pay period of each calendar year, compensation of the Executive Officer shall be
unfixed and indefinite for the year until such time as the Commission determines
whether to authorize an exemplary performance compensation adjustment. That
determination is to be based upon an evaluation of the employee's performance
by the Executive Officer Compensation Committee.

6. Executive Officer Compensation Committee

Wherever this plan refers to the Executive Officer Compensation Committee, the
following shall apply:

(a) The Executive Officer Compensation Committee shall consist of three members of
the Personnel Committee as provided under Rule No. 1.11 with the option of the
Chair to add a fourth member at his or her discretion.

(b) The Executive Officer Compensation Committee shall periodically review and rate
the performance of the Executive Officer and make recommendations to the full
Commission for any adjustments to the Executive Officer's compensation.

7. Relocation Allowance

Upon determination by the Commission that relocation allowance is appropriate to
facilitate recruitment for and appointment of an Executive Officer, a relocation
allowance in an amount not to exceed $12,000.00 may be authorized for the actual
and reasonable relocation expenses incurred incidental to relocation of the appointee
and his/her immediate family to San Diego County. Expenses may include, but are not
limited to, personal transportation, moving expenses for household goods and
temporary housing arrangements. Claims for expenses submitted pursuant to this
provision shall be subject to review and determination by the Chairperson prior to
reimbursement. Reimbursement for relocation expenses shall be subject to review of
the full Commission.
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8. Severance Pay

If an Executive Officer is terminated by the Commission, s/he may be eligible to
receive up to six (6) months of their then annual salary upon approval of the
Commission; provided, however, that no severance pay may be paid if termination is
for reasons of malfeasance or misfeasance in office or conviction of a crime involving
moral turpitude.

6.21 TELECOMMUTING -

Telecommuting is an arrangement that allows eligible LAFCO employees to work in a
designated area outside the office. Telecommuting is a cooperative arrangement between
employees and LAFCO. Telecommuting benefits employees, LAFCO, and the community,
and as such is encouraged by the Commission to the extent applicable with these
provisions.

Benefits include:

Ability to function during an emergency when the regular worksite is inaccessible.
Increased productivity.

Efficient use of LAFCO resources, including office space.

Recruitment and retention of highly qualified employees.

Greater flexibility for employees.

Improved employee morale and job satisfaction.

Reduced employee absenteeism.

Reduced employee commute time and costs.

Decreased energy consumption, pollution, traffic, and related congestion.

1. Policy Guidelines

a)

b)

Telecommuting is a privilege, not a right. All LAFCO employees who telecommute
must have an approved telecommuting agreement under this policy. In his/her
discretion, the Executive Officer may have additional telecommuting requirements,
guidelines, or procedures, provided they are consistent with the intent of this
program.

Telecommuting does not change the duties, obligations, responsibilities, or terms
and conditions of LAFCO employment. Telecommuting employees must comply
with all LAFCO rules, policies, practices, and instructions.

A telecommuting employee must perform work during scheduled telecommuting
hours. Employees may not engage in activities while telecommuting that would not
be permitted at the regular worksite, such as child, elder, or other dependent care.
Telecommuting employees may take care of personal business during unpaid lunch
periods, as they would at the regular worksite.
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d) Employees must read the telecommuting policy and any guidelines issued by the
Executive Officer, obtain the Executive Officer's approval and execute the
telecommuting agreement before telecommuting.

e) The Executive Officer may deny, modify, or terminate a telecommuting agreement
for any business reason that is not arbitrary or capricious. Similarly, a
telecommuting employee may end or request to change a telecommuting
agreement at any time.

f) Telecommuting is intended to be cost neutral. LAFCO is not required to provide
telecommuting employees with materials or supplies needed to establish an
alternate worksite (desk, chair, computer, software, cell phone, etc.), and assumes
no responsibility for set-up or operating costs at an alternate worksite.

g) The Executive Officer has the sole discretion to provide equipment, software, or
supplies, or allow employees to use their personal equipment while telecommuting.
The Executive Officer has the sole discretion to reimburse employees for the costs
of using personal equipment while telecommuting. Any provision to reimburse costs
should be addressed expressly in the telecommuting agreement.

h) All LAFCO rules regarding the use of computers, network, and the internet apply
while an employee is telecommuting, regardless of whether the employee is using
LAFCO-provided or personal equipment.

i) Telecommuting is distinguished between “regular” and “situational.” Regular
telecommuting involves an employee continually working specific days/times from
an offsite location. Situational telecommuting involves an employee working
specific days/times from an offsite location with defined start and ending periods
and typically in response to temporary issues (daycare, schooling, transportation,
etc.).

2. Eligibility

a) Eligibility for telecommuting is based on both the position and the employee. Not
every job, or every employee, is well suited for telecommuting.

b) All professional positions as defined in Rule No. 6 are eligible for regular or
situational telecommuting privileges.

c) All support positions as defined in Rule No. 6 are eligible for situational
telecommuting privileges.

d) The determination of whether eligible employees are authorized for regular or
situational telecommuting is the sole discretion of the Executive Officer.

e) Only employees with most recent satisfactory or above job performance evaluations
are eligible to telecommute.
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f) Notwithstanding eligibility under normal conditions, all employees shall
automatically telecommute for the duration of any declared emergency by the
County Health Officer unless otherwise required by the Executive Officer.

3. Agreement Options

a) Telecommuting agreements can be authorized by the Executive Officer on a regular
or situational basis as defined in this policy.

b) Telecommuting agreements — whether regular or situational — shall follow the form
approved by Commission Counsel and signed by both employee and Executive
Officer.

c) All signed telecommuting agreements shall be filed with employees’ personal
records.

4. Work Hours

a) Under normal conditions, the percent of telecommuting hours for any authorized
employee should not exceed 50% of their total workhours during the fiscal year.

b) All the rules applicable at the regular worksite are applicable while telecommuting.

This includes all of the following standards:
e Telecommuting employees must perform their designated duties and tasks
during scheduled work hours.

e Employees must account for and report time spent telecommuting the same way
they would at the regular worksite, or according to the terms of the agreement.

e Time accounting should be included in the telecommuting agreement.

e Employees may work overtime only when directed to do so and approved in
advance by the Executive Officer or Assistant Executive Officer.

e Employees must obtain approval to use vacation, sick, or other leave in the
same manner as departmental employees who do not telecommute

e Telecommuting employees who become ill must report the hours actually worked
and use sick leave for hours not worked.

5. Offsite Work Area

a) A telecommuting employee must designate a work area suitable for performing
official business. The employee must perform work in the designated area when
telecommuting. Telecommuting employees must work in an environment that allows
them to perform their duties safely and efficiently.

b) Employees are responsible for ensuring their work areas comply with the health and
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safety requirements covered in the telecommute agreement. LAFCO may request
photographs of the employee’s designated work area to determine compliance with
health and safety rules.

c) Employees are covered by workers’ compensation laws when performing work
duties at their designated alternate locations during regular work hours. Employees
who suffer a work-related injury or illness while telecommuting must notify the
Executive Officer or Assistant Executive Officer and complete any required forms
immediately.

d) LAFCO is not liable for damages to an employee’s personal or real property while
the employee is working at an alternate worksite.

6. Equipment and Supplies

a) A telecommuting employee must identify the equipment, software, supplies, and
support required to successfully work at an offsite location and must specify those
items in the telecommute agreement. If LAFCO does not provide the needed
equipment, software, supplies, or support, and the employee does not have them,
the employee will not be eligible to telecommute.

b) Equipment, software, or supplies provided by the LAFCO are for LAFCO business
only. A telecommuting employee does not obtain any rights to LAFCO equipment,
software, or supplies provided in connection with telecommuting. The employee
must immediately return all LAFCO equipment, software, and supplies at the
conclusion of the telecommuting arrangement or at the Executive Officer’s request.

c) A telecommuting employee must protect LAFCO equipment, software, and supplies
from possible theft, loss, and damage. The telecommuting employee may be liable
for replacement or repair of the equipment, software, or supplies in compliance with
applicable laws on negligence or intentional conduct in the event of theft, loss, or
damage.

d) Any equipment, software, files, and databases provided by the LAFCO shall remain
the property of the LAFCO. A telecommuting employee must adhere to all software
copyright laws and may not make unauthorized copies of any LAFCO-owned
software.

e) Employees may not add hardware or software to LAFCO equipment without prior
written approval.

f) Employees who use their personal equipment for telecommuting are responsible for
the installation, repair, and maintenance of the equipment. Telecommuting
employees must understand and agree that the LAFCO is entitled to, and may
access, any personal equipment used while telecommuting, such as a personal
computer, telephone, fax machine, monthly bills, and internet records. Employees
must contact the Executive Officer or Assistant Executive Officer if equipment,
connectivity, or other supply problems prevent them from working while
telecommuting.

Updated | June 2023 39



7. Security of Confidential Information

a) All files, records, papers, or other materials created while telecommuting are
LAFCO property. Telecommuting employees shall identify any confidential, private,
or personal information and records to be accessed and ensure appropriate
safeguards are used to protect them.

b) LAFCO may require employees to work in private locations when handling
confidential or sensitive material. Employees may not disclose confidential or
private files, records, materials, or information, and may not allow access to LAFCO
networks or databases to anyone who is not authorized to have access.

8. Sunshine Laws

a) The California Public Records Act a regarding public information and public records
apply to telecommuting employees. Public records include any writing containing
information relating to the conduct of the public’s business prepared, owned, used,
or retained by the LAFCO regardless of physical form or characteristic. Public
information means the contents of a public record.

b) Upon receipt of an appropriate request, and subject to authorized exemptions, a
telecommuting employee must permit inspection and examination of any public
record or public information in the employee's custody, or any segregable portion of
a public record, within required time limits. This requirement exists regardless of
where the public record is located.

9. Procedures
a) Employees must complete the following steps before telecommuting:
e Talk with the Executive Officer to determine eligibility.

e Complete the telecommute agreement as required by the Executive Officer.
e Receive approval of the telecommute agreement by the Executive Officer.

10. Denial, Modification, or Termination

a) Denial, modification, or termination of a telecommuting agreement is not subject to
the grievance procedures in any Memorandum of Understanding, or to any other
review or appeal procedures, except as noted in this section.

b) An employee who believes their telecommute agreement has been denied, or
whose previously approved agreement has been modified or terminated, for
arbitrary or capricious reasons may appeal the decision to LAFCO’s Personnel
Committee or its designee. The decision of LAFCO’S Personnel Committee or its
designee is final.
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