
 

In compliance with the Americans with Disabilities Act, if you need special 
assistance to participate in this meeting, please contact the SGVCOG office at 
(626) 457-1800.  Notification 48 hours prior to the meeting will enable the 
SGVCOG to make reasonable arrangement to ensure accessibility to this meeting. 
 

 

 

   
 

San Gabriel Valley Council of Governments 
NOTICE OF THE REGULAR MEETING OF THE CITY MANAGERS’ 

STEERING COMMITTEE 
Date:  Wednesday, April 4, 2018 – 12 noon 

Location:  Foothill Transit Office  
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Chair 
Dominic Lazzaretto 
   Arcadia  
 
Vice-Chair 
Bob Russi  
   La Verne  
 
Immediate Past-Chair 
Chris Jeffers  
   Glendora 
 
Northeast 
Representatives 
Blaine Michaelis 
   San Dimas 
 
Southeast 
Representatives 
Brian Saeki 
   Covina 
Linda Lowry 
   Pomona 
 
Central Representatives 
Shannon Yauchzee 
  Baldwin Park 
Chris Freeland 
  West Covina  
 
Southwest 
Representatives 
Jessica Binnquist 
  Alhambra  
Bryan Cook 
  Temple City 
 
Northwest 
Representatives 
Darrell George 
   Duarte 
Oliver Chi 
   Monrovia 
 
At-Large 
Mark Alexander  
   La Canada Flintridge 

Thank you for participating in the City Managers’ Steering Committee meeting.  The City 
Managers’ Steering Committee encourages public participation and invites you to share 
your views on agenda items.    
MEETINGS:  Regular Meetings of the City Managers’ Steering Committee are held on 
the first Wednesday of each month at 12:00 noon at the Foothill Transit Office (100 S. 
Vincent Ave., Suite 200 West Covina, CA 91790.  The City Managers’ Steering 
Committee agenda packet is available at the San Gabriel Valley Council of Government’s 
(SGVCOG) Office, 1000 South Fremont Avenue, Suite 10210, Alhambra, CA, and on the 
website, www.sgvcog.org.  Copies are available via email upon request (sgv@sgvcog.org).  
Documents distributed to a majority of the Committee after the posting will be available 
for review in the SGVCOG office and on the SGVCOG website. Your attendance at this 
public meeting may result in the recording of your voice. 
CITIZEN PARTICIPATION:  Your participation is welcomed and invited at all City 
Managers’ Steering Committee meetings.  Time is reserved at each regular meeting for 
those who wish to address the Committee.  SGVCOG requests that persons addressing the 
Committee refrain from making personal, slanderous, profane or disruptive remarks. 
TO ADDRESS THE CITY MANAGERS’ STEERING COMMITTEE:  At a regular 
meeting, the public may comment on any matter within the jurisdiction of the Committee 
during the public comment period and may also comment on any agenda item at the time it 
is discussed.  At a special meeting, the public may only comment on items that are on the 
agenda.  Members of the public wishing to speak are asked to complete a comment card or 
simply rise to be recognized when the Chair asks for public comments to speak.  We ask 
that members of the public state their name for the record and keep their remarks brief.  If 
several persons wish to address the Committee on a single item, the Chair may impose a 
time limit on individual remarks at the beginning of discussion.  The City Managers’ 
Steering Committee may not discuss or vote on items not on the agenda. 
AGENDA ITEMS:  The Agenda contains the regular order of business of the City 
Managers’ Steering Committee.  Items on the Agenda have generally been reviewed and 
investigated by the staff in advance of the meeting so that the City Managers’ Steering 
Committee can be fully informed about a matter before making its decision.  

CONSENT CALENDAR:  Items listed on the Consent Calendar are considered to be 
routine and will be acted upon by one motion.  There will be no separate discussion on 
these items unless a Committee member or citizen so requests.  In this event, the item will 
be removed from the Consent Calendar and considered after the Consent Calendar.  If you 
would like an item on the Consent Calendar discussed, simply tell Staff or a member of the 
Committee. 
 

http://www.sgvcog.org/
mailto:sgv@sgvcog.org
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PRELIMINARY BUSINESS             
1. Call to Order 
2. Pledge of Allegiance 
3. Roll Call 
4. Public Comment (If necessary, the Chair may place reasonable time limits on all comments) 
5. Changes to Agenda Order: Identify emergency items arising after agenda posting and requiring 

action prior to next regular meeting 
CONSENT CALENDAR  

6. City Managers’ Steering Committee Minutes – Page 1 
Recommended Action:  Approve City Managers’ Steering Committee Minutes. 

PRESENTATIONS 
7. Service Delivery/Cost Comparison Study – Mike Flad, City Manager, City of South Gate 

Recommended Action: For information only. 
ACTION ITEMS.  

8. Draft Employee Handbook – Page 3 
Recommended Action: Recommend Governing Board approve updates to the SGVCOG 
employee handbook. 

DISCUSSION ITEMS 
9. FY 2018-19 Draft Budget – Page 57 

Recommended Action:  For information only. 
UPDATE ITEMS 

10. Update on ACE/COG Integration – Page 77 
Recommended Action:  For information only.  

11. Executive Director’s Monthly Report – Oral Report  
Recommended Action:  For information only.       

COMMITTEE MEMBER ITEMS  
ANNOUNCEMENTS 
ADJOURN         



Unapproved Minutes 

SGVCOG City Managers’ Steering Committee Unapproved Minutes 
March 7, 2018 
12:00 Noon 
Foothill Transit 

 
 
 
1. Call to order.  The meeting was called to order at 12:06 PM. 
2. Pledge of Allegiance. 
3. Roll Call 
 

Members Present: 
Arcadia, D. Lazzaretto 
Baldwin Park, S. Yauchzee 
Covina, B. Saeki 
Duarte, D. George 
Glendora, C. Jeffers 
La Canada Flintridge, M. Alexander 
La Verne, B. Russi 
Pomona, L. Lowry 
Temple City, B. Cook 

Members Absent: 
Alhambra 
San Dimas 
West Covina 
Monrovia 

 
SGVCOG Staff/Guests: 
M. Creter, Interim Executive Director  
K. Ward, SGVCOG Staff 
E. Wolf, SGVCOG Staff 
M. Christoffels, SGVCOG Staff 
K. Barlow, Jones & Mayer 

K. Herrera, Duarte 
M. Marlowe, San Marino 
A. Hamilton, El Monte 
R. Martinez, Vasquez & Company  
C. Conde, Vasquez & Company

 
4. Public Comment. 

There were no public comments. 
5. Changes to Agenda Order. 

There were no changes to the agenda. 
 
CONSENT CALENDAR  
6. City Managers’ Steering Committee Minutes 

There was a motion to approve the consent calendar (M/S: B. Cook /C. Jeffers). 
 [MOTION PASSED] 

AYES: Arcadia, Baldwin Park, Duarte, La Verne, Glendora, Covina, Pomona, La Canada 
Flintridge, Temple City,  

NOES:  
ABSTAIN:  
ABSENT: Alhambra, San Dimas, West Covina, Monrovia 

ACTION ITEMS 
7. 2nd Rio Hondo Load Reduction Strategy MOA and RFP 
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Unapproved Minutes 

There was a motion to recommend the Governing Board authorize the Executive Director 
to act as follows: 

1) Execute Memorandums of Agreement (MOA) with participating agencies 
regarding the administration and cost sharing for the preparation of design 
plans for load reduction strategy projects for the Rio Hondo River and 
Tributaries. 

2) Release Request for Proposal (RFP) for the preparation of design plans for load 
reduction strategy projects for the Rio Hondo River and Tributaries. 

3) Assign project management to the Capital Projects and Construction Committee 
  (M/S: C. Jeffers/B. Russi). 

        [MOTION PASSED] 
AYES:  Arcadia, Baldwin Park, Duarte, La Verne, Glendora, Covina, Pomona, La Canada 

Flintridge, Temple City 
NOES:  
ABSTAIN:  
ABSENT: Alhambra, San Dimas, West Covina, Monrovia 

 
8. FY 2016-17 Financial Audit - Roger Martinez, Vasquez & Company LLP 

R. Martinez presented on this item. 
There was a motion to recommend the Governing Board receive and file the FY 2016-17 
financial audit. (M/S: D. George/B. Russi). 

        [MOTION PASSED] 
AYES: Arcadia, Baldwin Park, Duarte, La Verne, Glendora, Covina, Pomona, La Canada 

Flintridge, Temple City 
NOES:  
ABSTAIN:  
ABSENT: Alhambra, San Dimas, West Covina, Monrovia 

DISCUSSION ITEMS 
9. Update on ACE/COG Integration  

M. Creter reported on this item.  
UPDATE ITEMS 
10. Executive Director’s Monthly Report  

M. Creter announced the planned bus tour of facilities that address homelessness 
CLOSED SESSION           
11. PUBLIC EMPLOYMENT:  Titles:  Executive Director pursuant to California Government Code 

section 54957 
CONFERENCE WITH LABOR NEGOTIATORS:  Agency designated representatives: Kimberly Hall 
Barlow, Dominic Lazzaretto, Bob Russi and Chris Jeffers; Unrepresented employee:  Executive Director 
pursuant to California Government Code section 54957.6.   

 No Report given. 
COMMITTEE MEMBER ITEMS  
ANNOUNCEMENTS 
ADJOURN         
 The meeting adjourned at 1:28 p.m. 
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REPORT 

 
DATE:  April 19, 2018 
 
TO:  City Managers’ Steering Committee 

Executive Committee 
Governing Board Delegates and Alternates 

 
FROM: Marisa Creter, Executive Director 
 
RE: DRAFT EMPLOYEE MANUAL 
 
RECOMMENDED ACTION 
 
Adopt resolution 18-19 to approve update to the SGVCOG employee handbook. 
 
BACKGROUND 
 
Attached is the consolidated employee handbook prepared by staff. The significant changes of 
note include the following: 

• Holidays: SGVCOG observes Veteran’s Day as a paid holiday, ACE did not provide this 
as a paid holiday. This has been added to the combined employee handbook. 

• Administrative Leave / Vacation: Under current SGVCOG policy, SGVCOG employees 
receive 40 hours of administrative leave per year and new employees receive 80 hours of 
vacation.  Vacation increases 40 hours after every 5 years of service, up to a maximum of 
160 hours.  The ACE employee handbook provided for no administrative leave, but an 
additional 40 hours of vacation (i.e. beginning at 120 hours for new employees).  The 
combined employee handbook reflects the ACE structure, with the additional 40 hours of 
vacation and no automatic administrative leave.  The handbook provides the Executive 
Director discretion to provide up to 20 hours administrative leave.   

• Unused Vacation: The current SGVCOG policy caps maximum unused vacation to 
equivalent of thirty (30) days at any one time.  When an employee has accumulated the 
equivalent of thirty (30) days of unused vacation time, he or she will not accumulate any 
additional vacation until his or her balance falls below the equivalent of thirty (30) days of 
vacation. This has been updated to reflect ACE’s current maximum, which is two years 
maximum accrual of unused vacation time. 

• Sick Leave: Sick leave accrual has been updated to 80 hours per year from 72 hours. The 
80 hours aligns with current ACE policy. 

• Voluntary Leave Transfer Program: The ACE employee handbook allowed for the 
donation of leave to another employee under the Voluntary Leave Transfer Program 
(VLTP). VLTP allows a covered employee to donate a portion of his/her accumulated leave 
directly to another employee who has a personal or family medical emergency and who 
has exhausted his or her available paid leave. There is an 80 hour limit on the amount of 
donated leave a leave recipient may receive from the leave donor(s). This has been added 
to the combined employee handbook. 
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• Personal Cell Phone Use: A section on cell phone use has been added to indicate personal 
cell phone use while conducting public business is subject to public records 
search/disclosure. 

 
 
 
Approved by:  ____________________________________________ 
  Marisa Creter 

Executive Director 
 
ATTACHMENTS 
 
Attachment A – Draft Combined Employee Manual 
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San Gabriel Valley Council of 

Governments 
 

EMPLOYEE HANDBOOK 
  

Attachment A
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SECTION 1: INTRODUCTION & GENERAL PROVISIONS 

Introduction and General Provisions 
A. Introduction.  This Employee Handbook ("Handbook") is intended to serve as a guide to 

many questions employees may have about their employment with the San Gabriel Valley 
Council of Governments (SGVCOG). It is not intended to cover all issues regarding 
employment and it is not intended to be a binding contract.  

B. Applicability to Employees with Separate Agreements.  Except where there is an express 
conflict in terms, the provisions of this Handbook apply to employees who are parties to 
separate employment agreements with the SGVCOG.  In the event of such a conflict in terms, 
the terms of the separate employment agreement will control. 

C. Employee Responsibility.  This Handbook is designed to acquaint employees with the 
SGVCOG and provide information about working conditions, employee benefits, and other 
employment policies.  Employees are required to read, understand, and comply with all 
provisions of this Handbook.   

D. Amendment and Revision of Handbook.  No employee handbook can anticipate every 
circumstance or question about policy.  As the SGVCOG continues to grow, the need may 
arise, and the SGVCOG reserves the right to revise, supplement, or rescind any policies or 
portion of the Handbook from time to time as it deems appropriate, in its sole and absolute 
discretion. Employees will be notified of changes to the Handbook as they occur. The only 
recognized revisions of these policies are those that are issued in writing by the Executive 
Director, with approval of the SGVCOG Board where required. 

E. Distribution of Handbook.   A copy of this Handbook will be distributed to each SGVCOG 
employee.  Newly hired employees will receive a copy upon hire.  An employee with 
questions about provisions in this Handbook may direct them to Human Resources.  

F. Prior Policies Repealed.  The terms and provisions of this Handbook adopted April 2018 by 
Resolution of the Governing Board supersede all prior versions of this Handbook and related 
resolutions, policies, rules or regulations. 

G. Relationship with Department Policies.   The Executive Director or individual  Supervisors 
may develop and administer supplemental written policies and procedures as deemed 
necessary for the efficient, safe and orderly administration of the SGVCOG or a particular 
department.  However, no such policies or procedures will conflict with or supersede this 
Handbook, other resolutions and ordinances, or existing laws, and must be submitted for 
approval by Human Resources before their implementation.  Copies of approved policies and 
procedures must be distributed to each employee of the department and to Human Resources.  
In the event of a conflict between an administrative or departmental policy or procedure, the 
provisions of this Handbook will control. 

H. Changes to the Law.  When any local, state, or federal ordinance, regulation, or law that is 
incorporated in the Handbook or upon which the Handbook relies is amended through 
legislative action or is deemed to have been amended by judicial decision, the Handbook shall 

Page 8 of 77



SGVCOG Employee Handbook Rev. 3.29.18                                                                                               P a g e  | 4 

be deemed amended in conformance with those amendments. 

I. Severability.  If any section, subsection, sentence, clause, or phrase of the Handbook is found 
to be illegal by a court of competent jurisdiction, such findings shall not affect the validity of 
the remaining portions of the Handbook. 

Definitions 
A. Acting Appointment.  A temporary appointment of an employee who possesses at least the 

minimum qualifications established for a particular class and who is appointed to a position 
in that class on an interim basis. 

B. Anniversary Date.  The date on which an employee successfully completes probation. 

C. Executive Director.  The Executive Director of the SGVCOG or his/her designee.  In the 
absence of an official whose delegated responsibilities include Human Resources functions, 
the Executive Director shall act in that capacity.  

D. Contract Worker.  A person hired under contract to perform work for the SGVCOG directly, 
or to perform work for a consultant retained to perform services for the SGVCOG.  A contract 
worker is not an employee of the SGVCOG and is not eligible to receive benefits or paid 
leaves from the SGVCOG.  Unless expressly specified otherwise, the substantive terms of this 
Handbook that apply to employees do not also apply to contract workers.  A person may not 
be hired as a contract worker until the SGVCOG has determined that the appropriate legal 
criteria are met to exclude the person from employee status.    

E. Date of Hire.  The date that an employee was originally hired by the SGVCOG.  An 
employee’s date of hire does not change except through termination, layoff, resignation, or 
retirement. 

F. Day or Days.  Calendar day(s) unless otherwise stated. 

G. Demotion.  The movement of an employee from one position to another position having a 
lower maximum rate of pay. 

H. Supervisor.  The individual designated as the administrative head of a department within 
SGVCOG.   

I. Discipline.  The punishment of an employee by written reprimand, demotion, suspension, 
reduction of pay, termination, or other punitive measures. 

J. Exempt Employees.  Employees whose duties and responsibilities allow them to be “exempt” 
from overtime pay provisions as provided by the Fair Labor Standards Act (FLSA) and any 
applicable state wage and hour laws. 

K. Full-Time Position.  A regular, budgeted position in which an employee of the SGVCOG is 
regularly scheduled to work at least 40 hours per workweek.  Employees in full-time positions 
are eligible for SGVCOG’s benefit package, subject to terms, conditions, and limitations of 
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each benefit program, plus legally mandated benefits, such as Worker’s Compensation, and 
paid leaves.   

L. Layoff.  The separation of employees from the active work force due to lack of work or funds 
or to abolishment of a position by the SGVCOG Board or due to organizational changes. 

M. Part-time Position.   A regular, budgeted position requiring an employee to work a usual 
schedule of less than 40 hours per workweek.    Employees in part-time positions receive 
legally mandated benefits, such as Worker’s Compensation, and paid leave and may be 
eligible for some benefits where expressly specified in this Handbook. 

N. Probationary Period.  A working test period during which an employee is required to 
demonstrate his/her ability to perform the duties of his/her position and is subject to 
termination with or without cause.  The probationary period of all employees shall last for at 
least 6 months, and can be extended as provided in this Handbook. 

O. Promotion.  The movement of an employee from one position to another position with a 
higher maximum rate of pay.  

P. Promotional Probationary Period.  A working test period during which a promoted 
employee is required to demonstrate his/her ability to perform the duties of his/her position.  
The probationary period of all employees shall last for at least 6 months, and can be extended 
as provided in this Handbook. 

Q. Provisional Appointment.  An appointment of a non-employee who possesses the minimum 
qualifications established for a particular position and who has been appointed to a regular 
position on an interim basis as a temporary employee. 

R. Reduction in Pay.  A temporary or permanent lowering of an employee’s rate of pay. 

S. Regular Employee.  An employee who has completed the probationary period and is 
occupying a budgeted position established on a continuing basis. 

T. Rejection.  The involuntary termination of a new employee who has not successfully 
completed the probationary period for a position, or the demotion of an employee who did not 
successfully complete a promotional probationary period. 

U. Reprimand.  A written notification to an employee regarding a censure made as a disciplinary 
action. 

V. Resignation.  The voluntary termination of employment by an employee. 

W. Retired Annuitant.  A person who has retired from a public agency that is a contracting 
agency of the California Public Employee Retirement System (“CalPERS”) or another public 
retirement system with statutory and/or regulatory constraints on working after retirement for 
SGVCOG, as a CalPERS agency.  Any retired annuitant employed by the SGVCOG must 
meet the applicable statutory and/or regulatory requirements for the temporary hire or 
employment of retired annuitants without triggering reinstatement to active employment with 
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the SGVCOG.  Pursuant to, and subject to, these restrictions, retired annuitants can be hired 
as temporary employees or contract workers only.  Retired annuitants cannot be hired into 
regular full-time or part-time positions.  

X. Suspension.  The temporary separation from service of an employee, without pay, for 
disciplinary purposes. 

Y. Temporary Employee.  One of the following: 
1. An employee hired on a temporary basis to occupy a temporary position; or 

2. An employee hired under a provisional appointment to occupy a regular full-time or 
part-time position on an interim basis, such as during the approved leave of absence 
of the incumbent or during a recruitment to fill the position on a regular basis. 

 Z. Temporary Position.  A position that is intended to be occupied on less than a year-round 
basis to supplement the existing workforce.  An employee in a temporary position does not 
have the status of regular employee.  Ordinarily, such positions will not be authorized for over 
six months in a fiscal year.  Employees in temporary positions may be assigned to work either 
a full-time or part-time schedule.  However, regardless of schedule, employees in temporary 
positions receive legally mandated benefits, such as Worker’s Compensation and social 
security, but are otherwise ineligible for all other benefits and paid leaves. 

AA. Termination/Terminate.  The permanent separation of an employee from employment with 
the SGVCOG, for cause or not for cause. 

BB. Vacancy.  An unfilled position that is budgeted on a temporary or regular basis. 

Equal Employment Opportunity 
A. Equal Employment Opportunity.  The SGVCOG is an equal employment opportunity 

employer and will consider all qualified applicants for employment or advancement 
opportunities without regard to race, religion, creed, color, sex, sexual orientation, actual or 
perceived gender identity, gender expression, national origin, ancestry, citizenship status, 
uniformed service member status, marital or domestic partner status, pregnancy or pregnancy-
related condition, age, medical condition, genetic information, family medical history, 
physical disability, mental or intellectual disability, political activity, or perception that an 
individual has any of these protected characteristics, or because of association with an 
individual in a protected category or any other consideration made unlawful by federal, state, 
or local laws.  Employment related decisions will be based on merit, qualifications, and 
abilities.  

B. Disabled Applicants and Employees.  SGVCOG has a commitment to ensure equal 
opportunities for disabled applicants and employees.  Every reasonable effort will be made to 
provide an accessible work environment for such employees and applicants.  Employment 
practices (e.g., hiring, training, testing, transfer, promotion, compensation, benefits, and 
discharge) will not discriminate unlawfully against disabled applicants or employees.  
SGVCOG provides employment-related reasonable accommodations to qualified individuals 
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with disabilities within the meaning of the California Fair Employment and Housing Act 
("FEHA") and the Americans with Disabilities Act ("ADA"). 

1. Request for accommodation.  An applicant or employee who desires a reasonable 
accommodation in order to perform essential job functions should make such a request 
in writing to Human Resources. The request must identify: a) the job-related functions 
at issue; and b) the desired accommodation(s).  Reasonable accommodation can 
include, but is not limited to job restructuring, reassignment to a vacant position for 
which the employee is qualified, and making facilities accessible. 

2. Reasonable documentation of disability.  Following receipt of the request, Human 
Resources may require additional information, such as reasonable documentation of 
the existence of a disability or additional explanation as to the effect of the disability 
on the individual’s ability to perform his/her essential functions, but will not require 
disclosure of diagnosis or genetic history. 

3. Interactive process.  The SGVCOG will engage in the interactive process, as defined 
by the FEHA and ADA, to determine whether an applicant or employee is able to 
perform the essential functions of his/her position.  During this process, SGVCOG will 
examine potential reasonable accommodations that will make it possible for the 
employee or applicant to so perform.  Such interactive process will include an 
opportunity for a meeting with the employee or applicant, the SGVCOG, and, if 
necessary, the employee or applicant’s health care provider.  An employee may be 
placed on paid fitness for duty leave during the interactive process. 

4. Case-by-case determination.  The SGVCOG determines, in its sole discretion, whether 
reasonable accommodations(s) can be made, and the type of reasonable 
accommodations(s) to provide.  The SGVCOG will not provide an accommodation 
that would pose an undue hardship upon it or that is not required by law.  The 
SGVCOG will inform the employee or applicant of any decisions made under this 
section in writing. 

Proof of Right to Work 
A. Under federal law, all new employees must complete INS Form I-9 and produce original 

documentation establishing their identity and right to work in the United States. New hires 
may establish their identity and right to work by: 

1. Providing documentation that singularly establishes both their identity and 
employment authorization ("List A" documents on the INS Form I-9), or;  

2. Providing documentation that separately establishes their identity ("List B" documents 
on the INS Form I-9) and their employment authorization ("List C" documents on the 
INS Form I-9).   

B. Documentation must be produced within three business days of hire, or on the first day of any 
employment that is less than three business days.  Required documentation must be presented 
to Human Resources, which will be responsible for processing the documents.     
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C. Employees who are re-hired must provide proper documentation if the prior INS Form I-9 has 
expired or is about to expire.  Authorization documents will be retained at least three years 
after the date of hire or one year after an employee’s employment terminates, whichever is 
later. Authorization documents will be copied and placed with the employee’s INS Form I-9 
in a file separate from the employee’s personnel file. 

Code of Ethics and Conflicts Of Interest 
A. Code of Ethics.  Employees have an obligation to conduct business within guidelines that 

prohibit actual or potential conflicts of interest.  This policy establishes only the framework 
within which SGVCOG employees must operate.  The purpose of these guidelines is to 
provide general direction.  This Code of Ethics is not intended to supersede or invalidate any 
statute, regulation, ordinance, or regulation.  Employees should seek further clarification on 
specific issues related to the subject of acceptable standards of operation. 

1. Applicability.  This Code of Ethics shall apply to all employees. 

2. Substantive requirements. 

a. All employees shall uphold the Constitution of the United States and the 
Constitution of the State of California. 

b. All employees shall comply with all applicable provisions of California law 
governing public employees and officials, particularly the California Political 
Reform Act and its provisions on gifts and conflicts of interest. 

c. No employee shall engage in any activity which results in any of the following: 

 (i)  Use of time, facilities, equipment, supplies, or other resources of the 
SGVCOG for the private advantage or gain for oneself or another; 

 (ii)  Use of official information that is not available to the general public for 
private advantage or gain for oneself or another; and/or 

 (iii) Use of the authority of their position with the SGVCOG to discourage, 
restrain, or interfere with any person who chooses to report potential violations 
of any law or regulation. 

d. No employee shall directly or indirectly accept: 

 (i)  Private advantage, remuneration, or reward for oneself or another as a result 
of the prestige or influence of the office, employment, or appointment he/she 
holds with the SGVCOG; 

 (ii)  Financial consideration from any source other than the SGVCOG for the 
performance of his/her official duties; or 

 (iii) Employment from private interests, when such employment is 
incompatible with the proper discharge of their official duties or may result in 
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a conflict of interest. 

e. No employee shall give special treatment or consideration to any individual or 
group beyond that available to any other individual or group. 

f. No employee shall discriminate against or harass a citizen or co-worker on the 
basis of race, religion, creed, color, sex, sexual orientation, actual or perceived 
gender identity, gender expression, national origin, ancestry, citizenship status, 
uniformed service member status, marital or domestic partner status, 
pregnancy or pregnancy-related condition, age, medical condition, genetic 
information, family medical history, physical disability, mental or intellectual 
disability, political activity, or perception that an individual has any of these 
protected characteristics, or because of association with an individual in a 
protected category or any other consideration made unlawful by federal, state, 
or local laws. 

g. All employees shall conduct themselves in a courteous and respectful manner 
at all times during the performance of their duties. 

3. Enforcement.  Any employee found to be in violation of this Code of Ethics shall be 
subjected to appropriate disciplinary action. 

B. Outside Employment, Enterprise, or Activity.  In accordance with California Government 
Code Title 1, Division 4, Chapter 1, Article 4.7, no employee may engage in any outside 
employment, enterprise, or activity that is inconsistent, incompatible, in conflict with, or 
adverse to his/her employment or his/her ability to perform his/her duties and responsibilities, 
including performance of overtime work and emergency duties, or any other aspect of 
SGVCOG operations.  Employees are required to notify their Supervisor in writing of all 
outside employment in which they are engaged or in which they intend to engage, so that the 
SGVCOG may assess whether such outside employment conflicts with the employee’s 
SGVCOG employment. 

1. An employee’s outside employment, enterprise, or activity will be prohibited when 
any of the following are present: 

a. It involves the receipt or acceptance by the employee of any money or other 
consideration from anyone other than the SGVCOG for the performance of an 
act which the employee would be required or expected to render in the regular 
course or hours of his/her employment with the SGVCOG or as part of his/her 
duties as an SGVCOG employee; 

b It involves the use for private gain or advantage of his/her SGVCOG time, 
facilities, equipment and/or supplies; or the badge, uniform, prestige, or 
influence of his/her SGVCOG employment; 

c. It involves the performance of an act, in other than his/her capacity as a 
SGVCOG employee, which may later be subject directly or indirectly to the 
control, inspection, review, audit, or enforcement of any other officer or 
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employee of the SGVCOG; or 

d. It involves time or scheduling demands as would render performance of his/her 
duties as a SGVCOG employee less efficient. 

2. Supervisor determination.  When outside employment is reported to a Supervisor, the 
Supervisor shall determine whether the employee’s outside employment conflicts with 
the performance of his/her duties, and shall advise the employee of his/her 
determination in writing. 

3. Appeal of Supervisor's determination.  An employee may appeal the Supervisor’s 
decision to the Executive Director within 14 days from the employee’s receipt of the 
Supervisor’s determination by filing a written appeal with the Executive Director.  The 
employee shall specify the grounds on which he/she challenges the Supervisor’s 
decision, and shall attach all relevant documentary evidence to the appeal.  The 
Executive Director shall schedule a meeting with the employee and the Supervisor to 
discuss the Supervisor’s decision.  The Executive Director shall issue a written 
decision to the employee and the Supervisor within 14 days from the date of the 
meeting.  The decision of the Executive Director shall be final. 

C. Contracts and Conflicts of Interest.  In accordance with California Government Code Title 
1, Division 4, Chapter 1, Article 4, no SGVCOG employee can be financially interested in 
any contract made by him/her in his/her official capacity, or by any body or board of which 
he/she is a member.   

1. An actual or potential conflict of interest occurs when an employee is in a position to 
influence a decision that may result in a personal gain for that employee or for a 
member of their immediate family as a result of the SGVCOG’s decisions and/or 
business dealings.  For the purposes of this policy, immediate family includes persons 
related by blood or marriage or, whose relationship with the employee is similar to 
that of persons who are related by blood or marriage.  

2. No presumption of conflict is created by the mere existence of a relationship with 
outside firms.  However, if an employee has any influence on transactions involving 
purchases, contracts, or leases, it is imperative that he or she disclose to his or her 
superiors (or peers, in the case of elected officials) as soon as possible the existence of 
any actual or potential conflict of interest so that safeguards can be established to 
protect all parties. 

3. AB 1234 Ethics training is required for all SGVCOG employees within 30 days of hire 
and every two years thereafter. Upon completion of training, a copy of the certificate 
of completion must be provided to Human Resources.   On-line training is offered at 
www.fpcc.ca.gov. However, other courses may be available. See Human Resources 
for other options. 

4. SGVCOG employees required to complete California Fair Political Practices 
Commission Form 700 (Statement of Economic Interests) will be designated by the 
Agency’s adopted conflict of interest code.  
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D. Conduct During the Workday.  During the workday, employees are expected to devote their 
full time in the performance of their assigned duties.  Any approved outside work, part-time 
job, hobbies, or personal business must be performed during off duty hours.  Off duty hours 
include unpaid lunch break periods, but do not include other rest or break periods during which 
the employee continues to receive pay. 

E. Political Activity.  Consistent with the provisions of California Government Code Title 1, 
Division 4, Chapter 9.5, employees may not engage in political activity during working hours 
or while on SGVCOG property on which members of the public would not be entitled to 
engage in political activities. 

F. Solicitations of Political Contributions.  No employee may knowingly, directly or indirectly, 
solicit a political contribution from a SGVCOG employee, officer, or applicant for 
employment.  No employee may knowingly, directly or indirectly, solicit a political 
contribution during working hours or on SGVCOG premises.   

Definition of "contribution."  For purposes of this Section, “contribution” means a payment, a 
forgiveness of a loan, a payment of a loan by a third party, or an enforceable promise to make a 
payment except to the extent that full and adequate consideration is received, unless it is clear from 
the surrounding circumstances that it is not made for political purposes. 

G. Reporting Suspected Misconduct 
1. Reporting to SGVCOG.  The SGVCOG encourages all employees, contract workers 

and interested third parties to report alleged misconduct to the Executive Director or 
General Counsel, to ensure that all allegations are thoroughly investigated, and 
suitable action(s) are taken where appropriate.   Corrective action, up to and including 
termination, will be taken where warranted for employees.  Appropriate action will 
also be taken in response to any violation of this policy by any non-employee. 

2. External reporting. Reports regarding suspected waste, fraud, and abuse may also be 
directed to the Public Integrity Division of the Los Angeles County District Attorney's 
Office, 320 West Temple Street, Room 766, Los Angeles, California 90012, (213) 
974-6501. 

3. Confidentiality and anonymous complaints.   Reports made to or about the SGVCOG 
regarding suspected misconduct will be treated as confidential information and can be 
communicated anonymously.   However, before doing so, it is important that the 
reporting individual understand and be aware of the following: 

a. The SGVCOG discourages the use of anonymous complaints because 
anonymity in the complaint procedure may compromise the SGVCOG's ability 
to complete a thorough investigation. 

b. Should the SGVCOG learn of the complaining party’s identity, the SGVCOG 
cannot guarantee that his/her identity will remain confidential where the 
SGVCOG determines that disclosure of information is necessary to complete 
the investigation. 
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4. Protection against retaliation.   

a. Any employee who makes a complaint under this policy or otherwise engages 
in "whistleblowing" (through internal reporting or reports made to government 
agencies) is protected against adverse employment actions for raising 
allegations of misconduct.  An employee is protected even if the allegations 
prove to be incorrect or unsubstantiated as long as made in good faith.   

b. Employees who participate or assist in an investigation will also be protected. 

SECTION 2: EMPLOYMENT STATUS 

Probationary Periods 
A. Objective of Probationary Period.  The probationary period shall be regarded as a part of 

the selection process and shall be used for closely observing the employee’s work, to 
determine if he/she can successfully perform the assigned duties of his/her position and the 
SGVCOG's rules and policies, and to help ensure the employee effectively adjusts to his/her 
position. 

B. Length of Probationary Period.  All full-time and part-time employees, including those 
beginning work in promotional positions shall be subject to a probationary period of at least 
6 months, unless the employee is notified in writing of an extension in accordance with 
Section C. of this policy. 

C. Extension of Probationary Period.  Written notice shall be provided as soon as reasonably 
possible to the employee if a probationary period is to be extended. The probationary period, 
upon approval of Human Resources may be extended by the Executive Director up to a 
maximum of six months, before expiration of the initial six month period.   In addition, the 
use of any leave of absence in excess of 15 consecutive days shall cause the employee’s 
probationary period to be extended automatically by the length of the leave(s) of absence.  
Advance written notice that the probationary period is being extended and the length of the 
extension shall be provided to the probationary employee.  

D. Rejection of Probationer.  During the initial probationary period, a probationary employee 
may be terminated at any time by the Executive Director, with or without cause, and with or 
without advance notice, in consultation with Human Resources.  Notification of rejection by 
the Executive Director will be served on the probationer.  The probationary employee will 
have no right of appeal of his/her failure to pass probation or of the decision to terminate 
employment.  This section shall not apply to promotional appointments. 

E. Rejection Following Promotion or Demotion.  A promoted employee who does not 
successfully complete a promotional probationary period will be restored to the same or 
similar position in the same class from which promoted, unless Human Resources determines 
one of the following: 

1. No vacancy exists for the position to which the employee would revert; 

2. No funding is available for the position to which the employee would revert; or 
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3. The reason for the rejection warrants complete termination of employment with the 
SGVCOG. 

New Hire Requirements 
All new hires of the San Gabriel Valley Council of Governments shall be required to be 
fingerprinted. Arrangements for fingerprinting will be arranged by the SGVCOG. In addition, key 
management positions will be subject to post-offer criminal background and credit checks. Final 
offers of employment will be contingent upon acceptable background results.   

Performance Evaluations 
A. In General 

1. The provisions in this section regarding performance evaluations are intended to 
provide a formal opportunity to discuss job tasks, identify and correct weaknesses, 
encourage and recognize strengths, discuss positive, purposeful approaches for 
meeting goals, and develop new goals.  However, employees and their supervisors are 
strongly encouraged to discuss job performance and goals on an informal, day-to-day 
basis throughout the year.  

2. The performance evaluation may be used to promote or identify training for an 
employee or as a basis for disciplinary action.  However, a performance evaluation is 
not, itself, disciplinary in nature.  Only job-related factors shall be used to evaluate an 
employee’s work performance.  Supervisors are responsible for the timely evaluation 
of employees in their departments, and they may solicit the assistance of lower level 
Supervisors in the preparation of the performance evaluation. 

B. Timing 
1. Probationary evaluations.  Before expiration of a probationary period or promotional 

probationary period, the immediate Supervisor will complete a probationary 
evaluation for discussion with the Supervisor or Executive Director.  Based on the 
probationary evaluation, the Supervisor will recommend to the Executive Director that 
the probationary employee either pass probation or be rejected from probation.   

a. The Executive Director shall make the final determination as to whether each 
probationary employee has passed probation or has been rejected from 
probation. 

b. The requirement of a probationary evaluation in no way prevents the rejection 
of a probationary employee before issuance of an evaluation or before 
completion of the probationary period. 

2. Annual evaluations.  Following completion of the applicable probationary period, 
regular employees will receive a written evaluation annually thereafter. If an employee 
is absent during the evaluation period in excess of 15 consecutive days, the SGVCOG 
may adjust the annual evaluation period accordingly to better capture a full year of 
performance. 
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3. Additional evaluations.  At the discretion of the Supervisor, in consultation with the 
Executive Director, additional evaluations may be conducted for a regular or 
probationary employee.   

C. Submission of Performance Evaluations to the Executive Director.  All performance 
evaluations, for both probationary and regular employees, must be submitted for review by, 
and be approved by, the Executive Director, in consultation with Human Resources, before 
the performance evaluation is provided to or discussed with an employee. 

D. Relation to Merit Salary Increases.  Merit-based pay adjustments may be awarded by the 
SGVCOG as part of the formal performance evaluation process and in accordance with its 
salary administration guidelines in an effort to recognize employee performance. However, 
the decision to award such an adjustment is not guaranteed and is instead dependent upon 
numerous factors, including the inclusion of funding for such adjustments in the SGVCOG 
Board-approved annual budget, as well as the ratings received by an employee.   

E. Employee Response.  The Supervisor shall discuss with the employee the specific ratings 
prior to such ratings being made part of the employee’s personnel file.  The employee shall 
have the right to file a written response, which shall be attached to the evaluation and shall be 
placed in the employee’s personnel file.  The employee is not permitted to file a grievance 
because of a performance evaluation. 

F. Maintenance of Performance Evaluation.  When a performance evaluation is recorded in 
the personnel file of an employee, a copy of such evaluation, together with any attachment 
relating thereto, shall be given to the employee. 

SECTION 3: EMPLOYMENT POLICIES & PROCEDURES 

Grievance Procedure 
A. Purpose and Scope of Grievance Procedure.      The following grievance procedure shall 

be used  to resolve employee complaints that the SGVCOG violated, misinterpreted, or 
misapplied an obligation to the employee as such obligation is expressed and written in this 
Handbook or other of the SGVCOG's written personnel policies, if any.  Specifically excluded 
from the grievance procedures are the following: 

1. Performance evaluations or performance improvement plans; 
2. Deferred or denied merit salary increases; 
3. Verbal or written counseling; 
4. Any disciplinary action or the process of imposing discipline; 
5. Policy decisions of the SGVCOG Board; 
6. Matters for which there is a separate appeal. 

B. General Provisions 
1. Non-retaliation.  The SGVCOG shall not retaliate against any employee for the good 

faith use of the grievance procedure. 
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2. Time periods 

(a) Failure at any step of this grievance procedure to fully comply with the 
requirements of this Section shall be deemed a waiver of the employee’s rights 
to proceed under this Section. 

(b) Failure by the SGVCOG at any step of this grievance procedure to 
communicate the decision on the grievance within the specified time limits 
shall permit the aggrieved employee to proceed to the next step. 

(c) Failure of the aggrieved employee, at any step of this grievance procedure, to 
submit the decision on a grievance to the next step within the specified time 
limit shall be deemed acceptance of the decision rendered. 

(d) The time limits specified at any step in this grievance procedure may be 
extended by mutual, written agreement. 

3. Time off work.  Reasonable time off without loss of pay shall be given to an employee 
who has a grievance to permit him/her to participate in a grievance hearing.  However, 
an employee shall not be entitled to time off to prepare for his/her grievance hearings. 

4. Conferences.  Grievance conferences between management and the employee will 
normally be conducted during the employee’s regularly scheduled working hours at a 
mutually convenient time. 

5. Referral to Alternate Manager.  If a grievance regards conduct by the Supervisor or 
manager who would be responsible for hearing the grievance at any step in the 
procedure set forth in Section C, below, the aggrieved employee may instead submit 
the grievance to  Human Resources or if the grievance regards conduct by Human 
Resources, to the Executive Director.  

C. Steps for Grievance Procedure 
1. Step One.  The employee will inform his/her immediate Supervisor of the grievance 

in writing within ten working days after the employee knows, or in the exercise of 
reasonable diligence should have known of the events giving rise to the complaint or 
grievance.  Failure to timely initiate this procedure will bar further consideration of 
the grievance and will be deemed a waiver of the grievance procedure.  The employee 
and the Supervisor will discuss the grievance.  The Supervisor will, within ten working 
days of the discussion, issue a written decision to the employee. 

a. If the employee has no immediate Supervisor, the employee may combine Step 
One and Step Two submitting a formal written grievance to the Supervisor. 

2. Step Two.  Within ten working days from receipt of the written decision from the 
Supervisor, the employee, if he/she wishes to appeal the decision, will submit his/her 
formal grievance to the Supervisor.  The grievance shall be presented in writing and 
must include the following: a statement of the event(s) causing the grievance; the 
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provision of the Handbook or personnel policy alleged to have been violated; the relief 
sought by the employee; and any potential witnesses.  Failure to fully provide all 
required information may result in a delay in processing the grievance.  Failure to 
timely initiate this procedure will bar further consideration of the grievance and will 
be deemed a waiver of the grievance procedure.  The Supervisor or his/her designated 
representative will, within ten working days of the notification as required above, have 
a discussion with the employee concerning the grievance.  The Supervisor or his/her 
designated representative will, within ten working days of the discussion, issue a 
written decision to the employee. 

3. Step Three.  Within ten working days from receipt of the written decision from the 
Supervisor, the employee, if he/she wishes to appeal the decision, will submit his/her 
formal grievance to the Executive Director.  The grievance shall be presented in 
writing and must include the following: a statement of the event(s) causing the 
grievance; the provision of the Handbook or other policy alleged to have been violated; 
the relief sought by the employee; and any potential witnesses.  Failure to fully provide 
all required information may result in a delay in processing the grievance.  Failure to 
timely initiate this procedure will bar further consideration of the grievance and will 
be deemed a waiver of the grievance procedure.  The Executive Director will, within 
20 working days of the written notice, render a written decision to the employee.  
Nothing in this Section will prohibit more expeditious handling of the grievance.  The 
decision of the Executive Director will be final and binding, and no further appeal may 
be had under the SGVCOG's administrative processes. 

Policy Prohibiting Harassment, Discrimination, and Retaliation 
A. The SGVCOG policy prohibits unlawful harassment and discrimination based on an 

employee’s race, religion, creed, color, sex, sexual orientation, actual or perceived gender 
identity, gender expression, national origin, ancestry, citizenship status, uniformed service 
member status, marital or domestic partner status, pregnancy or pregnancy-related condition, 
age, medical condition, genetic information, family medical history, physical disability, 
mental or intellectual disability, political activity, or perception that an individual has any of 
these protected characteristics, or because of association with an individual in a protected 
category, and/or any other category protected by federal and/or state law. 

B. In addition, the SGVCOG prohibits retaliation because of the employee’s opposition to a 
practice the employee reasonably believes to constitute employment discrimination or 
harassment or because of the employee’s participation in an employment investigation, 
proceeding, or hearing.   

C. Employees who believe they have been harassed, discriminated against, or retaliated against, 
should report that conduct to the SGVCOG, and the SGVCOG will investigate those 
complaints.   

D. For more information regarding the policy and complaint procedures, employees should 
review the SGVCOG’s separate policy against harassment, discrimination, and retaliation, 
which is available at the SGVCOG office. 

Page 21 of 77



SGVCOG Employee Handbook Rev. 3.29.18                                                                                               P a g e  | 17 

Nepotism and Consensual Romantic Relationships between Employees   
A. Nepotism 

1. Definitions 
(a) Applicant.  A person who applies for a position at SGVCOG and is not a 

Current Employee. 

(b) Change of Status.  A change in the legal status or personnel status of one or 
more Current Employees. 

(i) Changes in legal status include but are not limited to marriage, divorce, 
separation, or any such change through which a Current Employee 
becomes a Family member or ceases to be a Family member of another 
Current Employee. 

(ii) Changes in personnel status include but are not limited to promotion, 
demotion, transfer, resignation, retirement or termination of a Current 
Employee who is a family member of another Current Employee. 

(c) Current Employee.  A person who is presently a SGVCOG employee or an 
elected or appointed official. 

(d) Direct Supervision.  One or more of the following roles, undertaken on a 
regular, acting, overtime, or other basis shall constitute Direct Supervision: 

(i) Occupying a position in an employee’s direct line of supervision; or 

(ii) Functional supervision, such as a lead worker, crew worker or shift 
Supervisor; or 

(ii) Participating in personnel actions including, but not limited to, 
appointment, transfer, promotion, demotion, layoff, suspension, 
termination, assignments, approval of merit increases, evaluations, and 
grievance adjustments. 

(e) Family Member.  A spouse, domestic partner, parent, parent-in-law, step-
parent, legal guardian, sister, step-sister, sister-in-law, brother, step-brother, 
brother-in-law, child, step-child, legal ward, daughter-in-law, son-in-law, 
grandchild, or grandparent. 

(f) Prohibited Conduct.  Conduct by family members including, but not limited 
to, one or more of the following: 

(i) Participation directly or indirectly in the recruitment or selection 
process for a position for which a family member is an Applicant. 

(ii) Direct Supervision of a family member; 
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(iii) Conduct by one or more family members that has an adverse effect on 
supervision, safety, security or morale. 

2. Applicants for Employment 
(a) Right to Apply.  No qualified Applicant may be denied the right to file an 

application for employment and receive an opportunity to be considered for 
hire as a SGVCOG employee.  However, consistent with this Section, 
SGVCOG may reasonably regulate, condition, or prohibit the employment of 
an Applicant for a regular position. 

(b) Disclosure of Relationship.  Each Applicant is required to disclose the identity 
of any family member who is a Current Employee. 

(c) Employees shall notify the Executive Director if any applicant for employment 
with the SGVCOG is a family member or in a relationship with the 
employee.(d) Review by Supervisor.  For each Applicant who has a family 
member who is a Current Employee, the Supervisor shall assess whether any 
of the following circumstances exist: 

(i) Business reasons of supervision, safety, security or morale warrant the 
SGVCOG's refusal to place the Applicant under Direct Supervision by 
the family member; or 

(ii) Business reasons of supervision, security, or morale that involve 
potential conflicts of interest or other hazards that are greater for family 
members than for other employees, are present which warrant the 
SGVCOG's refusal to permit employment of family members in the 
same department, division, facility or at all. 

(e) Recommendation by the Supervisor and Decision by the Executive Director. 
If the Supervisor determines that either of the above circumstances exist, he or 
she shall notify the Executive Director who shall exercise his or her discretion 
to either reject the Applicant or consider the Applicant for employment in a 
position that does not present either of the above circumstances.  If the 
Applicant is denied employment in a particular position, the Applicant will 
remain eligible to apply for other vacant positions at SGVCOG. 

3. Current Employees 
(a) Employees shall report a Change of Status to Human Resources within a 

reasonable time after the effective date of the Change of Status.  Wherever 
feasible, Employees shall report a Change of Status in advance of the effective 
date. 

(b) Within thirty days from receipt of notice, Human Resources shall undertake a 
case-by-case consideration and individualized assessment of the particular 
work situation to determine whether the Change of Status has the potential for 
creating an adverse impact on supervision, safety, security, or morale. 
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(i) Human Resources shall consult with an affected Supervisor to make a 
good faith effort to regulate, transfer, condition or assign duties in such 
a way as to minimize potential problems of supervision, safety, 
security, or morale. 

(ii) Notwithstanding the above provisions, the SGVCOG retains the right 
to exercise its discretion to determine that the potential for creating an 
adverse impact on supervision, safety, security, or morale cannot be 
sufficiently minimized and to terminate the employment of one or both 
employees. 

4. Monitoring by Supervisor 
(a) Following a Change of Status or new hire of a family member, affected 

Supervisors shall reasonably monitor and regulate both family members’ 
conduct and performance for a period of one year from the date of the 
determination by Human Resources.  The Supervisor shall document these 
actions.  Successive Supervisors may re-visit such a determination at their 
discretion. 

(b) If the Supervisor determines, subject to any applicable requirements of due 
process, that an employee has engaged in prohibited conduct, the Supervisor 
shall re-visit the determination by Human Resources.  Depending on the 
severity of the prohibited conduct, the Supervisor may issue a written 
recommendation that SGVCOG take one or more of the following additional 
measures: 

(i) Transfer one of the Family members to a similar position that would 
not be in violation of this policy.  The transfer will be granted provided 
the Family member qualifies and there is an opening to be filled.  There 
can be no guarantee that the new position will be within the same 
classification or at the same salary level. 

(ii) If the situation cannot be resolved by transfer, one of the Family 
members must separate employment.  If one of the employees does not 
voluntarily resign, the employee with primary responsibility for the 
Prohibited Conduct, as determined by the Executive Director and/or 
General Counsel, will be discharged. 

(c) Supervisors who receive complaints from other employees that one or more 
Family members has engaged in Prohibited Conduct shall respond in 
accordance with existing complaint and disciplinary procedures, where 
applicable. 

(d) Where situations exist prior to the effective date of this Section that may be in 
conflict with this Section, every effort shall be made to reasonably address the 
situation so as to avoid any future conflict. 
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5. Appeal of Supervisor's Decision to Executive Director.  An individual who is 
dissatisfied with the Supervisor’s recommendation may appeal to the Executive 
Director within five days of receipt of the Supervisor’s decision. The Executive 
Director shall hear the individual’s concerns and issue a written decision within 30 
days of the receipt of the individual’s appeal. The decision of the Executive Director 
is final, and no other appeal may be had unless the employee is entitled to further 
administrative appeal under other provisions of this Handbook.  

6. Employee Complaints.  Employees who believe that they have been adversely 
affected by Prohibited Conduct by one or more Family members should submit 
complaints to a Supervisor or to Human Resources. 

7. Savings Clause.  Should any provision of this Section, or any application thereof, be 
unlawful by virtue of any federal, state, or local laws and regulations, or by court 
decision, such provision shall be effective and implemented only to the extent 
permitted by such law, regulation or court decision, but in all other aspects, the 
provisions of this Section shall continue in full force and effect. 

B. Consensual Romantic Relationships between Employees 
1. General.  Consensual romantic or sexual relationships between SGVCOG employees 

can lead to misunderstandings, complaints of favoritism, adverse effects on employee 
morale, and possible claims of sexual harassment during or after termination of the 
relationship. As a result, such relationships present existing or potential conflicts that 
adversely affect efficient operation of the SGVCOG. Relationships that present an 
actual conflict under this Section are therefore prohibited. 

2. Application.  This section shall apply to all SGVCOG employees, regardless of gender 
or sexual orientation, who have a romantic or sexual relationship with another 
SGVCOG employee. The provisions of Section A regarding nepotism shall govern 
employees who marry or become domestic partners with another SGVCOG employee. 

3. Definition of Conflict.  For purposes of this section, a conflict exists if business issues 
of supervision, safety, security, and/or morale would be impacted by a romantic or 
sexual relationship between two employees or between an employee and contract 
worker. 

4. Supervisor's Duty to Report.  If a romantic or sexual relationship exists between a 
Supervisor and another employee (including another Supervisor), the Supervisor shall 
promptly disclose the relationship to the Executive Director and request a 
determination as to whether the relationship presents a conflict. The disclosure must 
identify the names and positions of both employees. A Supervisor’s failure to comply 
with this section shall be grounds for discipline up to and including termination. 

5. Determination by the Executive Director.  Within five working days, the Executive 
Director shall issue a written determination as to whether the relationship presents a 
conflict, and is thereby prohibited. The Executive Director, in consultation with 
Human Resources, shall have exclusive discretion in making the determination. 
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6. Resolution of Conflicts.  Subject to limitations imposed by applicable provisions of 
these Rules, the Executive Director will attempt in good faith to work with the 
Supervisor and the other employee to consider options to eliminate the conflict, 
including removing the Supervisory authority that created the conflict, reassignment, 
transfer or voluntary demotion of a Supervisory employee, or where the Executive 
Director determines that modification of a Supervisor’s assignment is not feasible, 
reassignment, transfer or voluntary demotion of a non-Supervisory employee. The 
Executive Director retains discretion to determine that the conflict may be resolved 
via voluntary resignation or termination only. 

7. Prohibited On-duty Conduct.  All SGVCOG employees are prohibited from engaging 
in intimate, physical, or other conduct in furtherance of a romantic or sexual 
relationship with another SGVCOG employee or any other person at work locations 
or at any time during work hours. Moreover, upon termination of a sexual or romantic 
relationship with another SGVCOG employee, employees are prohibited from 
engaging in behavior that adversely affects the working conditions of any SGVCOG 
employee. In general, all employees are expected to observe appropriate standards of 
workplace conduct in their interactions with other SGVCOG employees. 

8. Complaints.  Employees who believe that they have been adversely affected by 
romantic or sexual relationships between SGVCOG employees should follow the 
complaint procedures provided under SGVCOG’s Policy Against Harassment, 
Discrimination, and Retaliation. The complaint procedures are available to all 
employees regardless of their past or present participation in a romantic or sexual 
relationship with another SGVCOG employee. 

Policy on Non-Disclosure of Confidential Information 
A. Definition of confidential information.   Confidential information includes but is not limited 

to, financial data; data regarding pricing and/or funding rates; bidding and cost information; 
confidential personnel information relating to other employees or contract workers; supplier 
or vendor data; business plans; budgets; data concerning methods, forms, and contracts used 
by the SGVCOG; and any other non-public documents generated by the SGVCOG or its 
employees in the course of their employment or by any other agents on behalf of the 
SGVCOG. 

B. Employees and contract workers are prohibited from the following conduct: 
1. Copying or disclosing any file or record containing confidential information without 

express authorization;   

2. Disclosing any confidential information of the SGVCOG to any other person during or 
following their employment without express authorization; 

3. Making use of any confidential information of the SGVCOG for their personal benefit 
or for the benefit of any person, company, corporation, partnership, or entity other than 
the SGVCOG under any circumstance during or following their employment; and 
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4. Using any confidential or any other information concerning the SGVCOG or its actual 
or proposed business or operations in any manner or for any purpose which is directly 
or indirectly competitive with the business or operations of the SGVCOG or adversely 
to its interests, whether during or after the term of their relationship with the SGVCOG.  

C. The protection of confidential information is vital. Any employee or contract worker who 
reasonably suspects or witnesses conduct in violation of the SGVCOG's policy regarding 
Non-Disclosure of Confidential Information is strongly encouraged to report it to the 
Executive Director or General Counsel. 

D. Any employee or contract worker who copies, discloses, or uses confidential information 
without appropriate authorization, may be subject to disciplinary action up to and including 
termination, even if he/she does not actually benefit from the disclosed information. 

SECTION 4: OFFICE HOURS & TIMEKEEPING 

Hours of Work 
A. SGVCOG employees are generally required to provide adequate office coverage during office 

hours. The Alhambra office hours are consistent with an alternative workweek (4/10) 
schedule, 7:00 a.m. to 6:00 p.m. Monday - Thursday while the Irwindale office is open 
Monday - Friday 8:00 a.m. to 5:00 p.m. Work schedules will be determined by Supervisors 
and generally office location. Full-time employees may work a standard work schedule, forty 
hours per week, with one hour off for lunch.  However, because of the nature of the 
SGVCOG’s scope of work, exempt employees are frequently required to work evenings and 
sometimes on weekends. In such cases, flexible work schedules will be as established by the 
Executive Director taking into consideration the needs of the employee. 

B. Staffing needs and operational demands may necessitate variations in starting and ending 
times, as well as variations in the total hours that may be scheduled each day and week. 

C. Hours for regular part-time employees will be established as needed.  Part-time employees 
will be advised in writing of their expected schedule prior to beginning work and must report 
to work promptly.  Any changes to part-time employees' daily hours will be documented in 
writing.   

Timekeeping 
A. Time records, including time sheets, represent legal documents that are used to accurately 

record working time and to compensate employees properly.  Accurately recording time 
worked is the responsibility of every employee.  Federal and state laws require the employer 
to keep an accurate record of hours worked in order to calculate employee pay and benefits.  
Hours worked include all time actually spent on the job performing assigned duties. 

1. All employees must submit bi-weekly timesheets showing hours worked each day and 
time to be charged to specific projects. Timesheets must be submitted at the end of 
each pay period. 

2. Tampering, altering, or falsifying time records may result in disciplinary action, up to 
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and including discharge.  Under no circumstances shall a Supervisor or employee 
submit a time sheet on behalf of another employee. 

3. It is the employee's responsibility to submit his or her time record to certify the 
accuracy of all time recorded.  In doing so, the employee shall attest that the time and 
hours recorded accurately and fully identify all time worked during the pay period, 
whether authorized or unauthorized, and that all meal periods to which the employee 
is entitled have been provided.  Each employee shall further acknowledge that he/she 
has not violated any provision of this section during the pay period, including but not 
limited to working unauthorized overtime or working during a meal period without 
authorization. 
 
4.  The SGVCOG utilizes an electronic timekeeping system that maintains a balances 
of accrued leave that is accessible to each employee. Employees are encouraged to 
review their leave balances regularly.  

B. The supervisor will review and electronically sign/approve the time record for each 
subordinate employee before submitting it for payroll processing.  In support of that 
obligation, supervisors are responsible for monitoring the following for each employee under 
their direct supervision. 

C. These records shall be retained as required under SGVCOG's record retention policies.   

Hours Worked 
A. In General 

1. Only those hours that are actually worked by non-exempt employees shall constitute 
“hours worked” for purposes of determining entitlement to overtime pay under 
applicable state and federal wage and hour laws.  

2. Non-exempt employees shall be compensated for travel time, attendance at training or 
meetings, and other similar time where required under applicable state and federal 
wage and hour laws. 

3. Time taken as paid leave, including, but not limited to, holidays, vacations, sick leave, 
and other similar periods when no work is performed shall not constitute “hours 
worked” for purposes of overtime calculation. 

B. Meal Periods 
1. Non-exempt employees are entitled to daily 1-hour unpaid meal periods during which 

they shall be entirely relieved of responsibilities and restrictions.  Such time shall not 
constitute hours worked. 

2. Supervisors shall schedule meal periods to ensure appropriate coverage. 

3. All employees shall take reasonable measures wherever feasible to avoid the need for 
work to be performed during meal periods, provided, however, that schedules may be 
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adjusted to ensure that coverage of SGVCOG work needs can be met throughout the 
work day.  Where required, time spent on such work shall be kept to a minimum, and 
may only occur with the prior written authorization of a supervisor.  Non-exempt 
employees who work during their meal periods shall be paid for time worked and/or 
have his or her schedule adjusted accordingly.   

C. Work Performed Outside Regular Shift 
1. Non-exempt employees shall not perform work outside of their regularly scheduled 

shifts unless requested to do so by a supervisor or with advance written authorization 
from a supervisor.  This requirement applies to, but is not limited to: 

a. Work performed before the start of the shift; 

b. Work performed during meal periods; 

c. Work performed after the end of the shift; and 

d. Other work performed "off the clock" including work performed at home. 

2. All employees shall take reasonable measures wherever feasible to avoid the need for 
work to be performed outside of their regularly scheduled shifts.  Where required, time 
spent on such work shall be kept to a minimum, and may only occur with the prior 
written authorization of a supervisor. 

3. An employee who may be required to perform work outside the regular shift shall be 
notified of the apparent need for such work as soon as practicable prior to when the 
work is expected to begin. 

a. When practicable, opportunities shall be made available on an equal basis to all 
non-exempt employees capable of performing the work. 

 D. Lactation Breaks 
1. In accordance with California and federal law, upon reasonable advance notice to 

Human Resources, SGVCOG will provide an employee with reasonable paid or 
unpaid time off and an appropriate area for the purpose of the employee expressing 
breast milk for the employee’s infant child. 

2. For purposes of this policy, an "appropriate area" is a place other than a bathroom that 
is in close proximity to the employee's work area and that is shielded from view and 
free from intrusion by other Employees and the public.  Human Resources will 
consider input from the affected employee but retains sole discretion in identifying an 
"appropriate area" on a case-by-case basis. 

Overtime 
 A. Standard Work Schedule and Workweek 

1. Employees who are assigned to work a standard work schedule will work either 
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Monday through Thursday, 7:00 a.m. to 6:00 p.m. or Monday through Friday 8:00 
a.m. to 5:00 p.m.  A Supervisor, in consultation with Human Resources, may require 
some employees to work a different regular schedule due to the requirements of their 
positions or department responsibilities.  Any such variation to the standard work 
schedule must be memorialized in writing. 

2. The workweek for employees on the standard work schedule shall be seven 
consecutive days, starting at 12:01 a.m. on Monday and ending at midnight on the 
following Sunday.  Time worked by non-exempt employees in excess of 40 hours in 
a workweek shall constitute overtime. 

 B. Payment for Overtime 
1. A non-exempt employee shall be paid for overtime in accordance with applicable state 

and federal law. 

2. Exempt and non-exempt status is determined by Human Resources in accordance with 
applicable state and federal law. 

Holidays  
Regular full-time employees will receive the following paid holidays: 
 New Year's Day (January 1) 
 Martin Luther King, Jr. Day (third Monday in January) 
 President’s Day (third Monday in February) 
 Memorial Day (last Monday in May) 
 Independence Day (July 4) 
 Labor Day (first Monday in September) 
 Veteran’s Day (November 11)  
 Thanksgiving (fourth Thursday in November) 
 Day after Thanksgiving 
 Christmas Eve 
 Christmas (December 25) 
 New Year’s Eve (December 31) 

The SGVCOG’S Alhambra office is closed December 24 through January 1. Employees may work 
at the Irwindale location during this closure.   

SECTION 5: LEAVE 

Vacation Leave 
A. Vacation time off with pay is available to eligible employees to provide opportunities for rest, 

relaxation and personal pursuits.  Employees are encouraged to use their available vacation 

Page 30 of 77



SGVCOG Employee Handbook Rev. 3.29.18                                                                                               P a g e  | 26 

each year, in accordance with this Section.  

B. Regular and probationary full-time employees earn three (3) weeks of vacation leave per year.  
After five years of employment, measured from the date of hire, employees will earn one 
additional week per year of vacation.   After ten (10) years of employment, measured from 
the date of hire, employees will earn a further week of vacation.  No employee, regardless of 
length of employment, may earn more than five (5) weeks of vacation per year.  

C. Unused vacation may be accumulated to a maximum level equivalent of two years’ worth of 
vacation at any one time.  When an employee has accumulated the equivalent of two years of 
unused vacation time, he or she will not accumulate any additional vacation until his or her 
balance falls below the maximum accrual.   

D. Employees may cash out unused vacation leave in excess of 80 hours with approval of the 
Executive Director. Taxes and other required withholdings will be deducted from cashed out 
vacation leave. 

E. Upon separation from employment, employees will be paid for unused vacation time that has 
been earned through the date of separation. 

Sick Leave  
A. In General 

1. Sick leave may be used for an absence due to illness or injury sustained by the 
employee, or an immediate family member residing with the employee.  Sick leave 
may be used in minimum increments of one (1) hour. 

3. All full-time employees accrue paid sick leave benefits at the rate of 80 hours per 
year, credited on a proportional basis each pay period.  

4. All part-time employees anticipated to work more than 30 calendar days shall accrue 
paid sick leave benefits at the rate of one hour for each 30 hours worked. Accrued 
sick leave will carried over each year but will be capped at 48 hours. 

3. Sick leave will accrue during any paid leave of absence, but not during an unpaid 
leave of absence. Sick time may accrue and be carried forward to the next calendar 
year.  If an employee uses all accrued sick leave, but needs additional time off from 
work, the additional time may be allowed but the leave will be unpaid. 

4. Sick leave has no cash value upon separation from employment.  

B. Reporting Off-Work Because Of Illness or Injury 
Any employee who is unable to report to work due to an illness or injury must notify the supervisor 
or other designated person by telephone or other means of communication prior to the scheduled 
reporting time for work on the first day of absence unless emergency conditions make it not 
practicable under the circumstances to do so, as determined by the responsible supervisor, in which 
case notice must be provided as soon as is practicable. The supervisor should also be contacted 
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each additional day of absence for absences lasting three or fewer consecutive days.  Should an 
employee’s absence extend beyond three consecutive work days for medical illness or injury a 
doctor’s release must be obtained and given to the supervisor as soon as possible and prior to the 
employee's return to work. 

Employee Voluntary Leave Transfer Program 
Under the Voluntary Leave Transfer Program, a covered employee may donate a portion of his/her 
accumulated leave directly to another employee who has a personal or family medical emergency 
and who has exhausted his or her available paid leave. The Human Resources department will 
administer the strictly voluntary program. There will be an 80 hour limit on the amount of donated 
leave a leave recipient may receive from the leave donor(s). However, the donor should be 
prepared to maintain at least 80 hours of sick leave after leave hours are donated. In addition, any 
unused donated leave must be returned to the leave donor(s) when the medical emergency ends.  

Administrative Leave 
In recognition of the evening and weekend meetings that Exempt employees are required to attend, 
the Executive Director shall have the authority to grant up to 20 (twenty) hours of Administrative 
Leave per year at his/her discretion, to employees based on their work-load and/or evening and 
weekend meeting attendance.  Administrative Leave is not intended to be granted on an hour for 
hour basis and must be used in the calendar year in which it is received.  Unused Administrative 
Leave is not compensable at separation from employment.   
 

Pregnancy Disability and Family/Medical Leave 
The SGVCOG provides pregnancy disability leave in accordance with the Pregnancy Disability 
Leave Law (“PDL”).  In addition, although SGVCOG employees are not entitled to leave under 
the federal Family Medical Leave Act or California Family Rights Act until SGVCOG employees 
at least 50 full-time or part-time employees, SGVCOG voluntarily extends limited leave for 
family/medical leave purposes in connection with Section 5 of this Handbook regarding unpaid 
leaves of absence.  

Fitness for Duty Leave 
Employees are expected to report to work fit for duty, which means able to perform their job duties 
in a safe, appropriate, and effective manner, free from adverse effects of physical, mental, 
emotional, and/or personal problems.  This Section is intended to provide a safe environment and 
protect the health and welfare of employees and the public.  If an employee feels that he/she is not 
fit to perform his/her duties, he/she must notify his/her supervisor immediately. 

A. Reasons for Fitness for Duty Leave.  A paid Fitness for Duty Leave may be ordered in any 
of the following situations: 

1. An employee returns from a medical leave of absence of more than five working days. 

2. An employee is involved in the interactive process with SGVCOG under Section 1 of 
this Handbook. 
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3. Supervisor observes or receives a reliable report of an employee’s possible lack of 
fitness for duty.  Observations and reports may be based on, but are not limited to, 
employee’s own self-report of potential unfitness, dexterity, coordination, alertness, 
speech, vision acuity, concentration, disproportionate response to criticism, and 
inappropriate or uncharacteristic interactions with the public, co-workers, and 
supervisors. 

4. Fitness for duty examinations based on a reasonable suspicion that an employee is 
under the influence of illegal drugs or alcohol shall be conducted in accordance with 
SGVCOG's Drug-Free Workplace Policy. 

B. Procedures for Ordering a Fitness for Duty Examination.  When a supervisor or 
Supervisor becomes aware of or observes behavior that makes him/her reasonably suspect 
that an employee may not be fit for duty, the supervisor shall refer the employee to Human 
Resources, who will schedule the employee for a fitness for duty examination.  If the 
circumstances warrant it, Human Resources after conferring with the employee’s Supervisor, 
may place the employee on paid leave pending the results of the employee’s fitness for duty 
examination.  The examination shall be paid for by the SGVCOG. 

C. Procedure Following Receipt of Examination Results.  The doctor examining the employee 
shall be limited to finding the employee “fit for duty” or “fit for duty with restrictions” or 
“unfit for duty”.  In the case of finding an employee fit for duty, the doctor may issue work 
restrictions.  In no case shall the doctor reveal the underlying cause of the fitness or unfitness 
for duty without the employee’s permission. 

1. Fit for Duty.  If the doctor finds the employee is fit for duty, the employee shall return 
to work immediately and perform all duties of his/her position. 

2. Fit for Duty with Restrictions.  If the doctor finds the employee is fit for duty with 
restrictions, the doctor shall specifically enumerate what restrictions are necessary and 
for how long those restrictions are necessary.  The SGVCOG shall then evaluate those 
restrictions, and determine if the SGVCOG can reasonably accommodate those 
restrictions.  If the employee’s restrictions are based on a disability as defined by the 
ADA and/or FEHA, the SGVCOG shall engage in the interactive process as set forth in 
Section 1 of this Handbook. 

3. Unfit for Duty.  If the employee is found to be unfit for duty, he/she shall not be 
permitted to work. He or She may request a leave of absence in accordance with the 
appropriate applicable provision(s) of this Handbook.  If the employee can provide 
certification of fitness for duty prior to the exhaustion of all paid and unpaid leave that 
he/she is entitled to under this Handbook, the employee shall be returned to work.  
However, if such certification is from the employee’s own health care provider, after 
the employee returns to work, the SGVCOG may request a second opinion from a doctor 
of its choosing and at its cost to evaluate the employee under the requirements of this 
Section.  If the two certifications conflict, a third opinion will be sought from a doctor 
chosen by the SGVCOG and the employee, at the expense of the SGVCOG.  The 
opinion of fit or unfit rendered by the third doctor shall be binding.  If the employee’s 
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restrictions are based on a disability as defined by the ADA and/or FEHA, the SGVCOG 
shall engage in the interactive process as set forth in this Handbook. 

Bereavement Leave 
A. All employees shall be entitled to three days paid leave in the event of a death in the immediate 

family of the employee. The immediate family shall be defined as: 
1. Parents  
2. Siblings/siblings-in-law 
3. Grandparents  
4. Mother-In-Law/Father-In-Law  
5. Spouse or registered domestic partner 
6. Children 
7. Any other person whose association with the employee is similar to "immediate family," 

with advanced approval of the Executive Director 
B. Employees must provide reasonable notice to their supervisors of the intent to use 

bereavement leave.  Supervisors must notify Human Resources of any such requests. 

C. For non-exempt employees, bereavement pay will be calculated based on the employee's 
regular pay rate times the number of hours the employee would otherwise have worked on the 
day(s) of absence.  Exempt employees will be compensated in accordance with their regular 
salary. 

D. Employees may use available sick or vacation leave for bereavement purposes in addition to 
the leave provided under this section. 

Jury Duty Leave 
A. The SGVCOG encourages employees to fulfill their civic responsibilities by serving jury duty 

when required.  Regular full-time and regular part-time employees may request jury duty 
leave.  For non-exempt employees, jury duty pay will be calculated on the employee's regular 
pay rate times the number of hours the employee would otherwise have worked on the day of 
absence. It is the policy of the SGVCOG to pay a maximum of 40 hours for jury duty service. 
However, should it be deemed necessary to serve beyond the maximum number of paid days, 
the employee should notify the Executive Director in advance who may exercise the option 
of extending the number of paid hours. 

B. Employees must show the jury duty summons to their supervisor as soon as possible so that 
the supervisor may make arrangements to accommodate the employee's absence.  The 
employee is expected to report for work whenever the court schedule permits.  Upon 
completion of such service, the employee must furnish a Certificate to employer from the 
court showing dates served and amount of compensation paid.  Failure to provide the 
SGVCOG with a certificate from the court will be treated as an unpaid absence from work. 

C. Either the SGVCOG or the employee may request that the court excuse an employee from 
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jury duty if, in SGVCOG‘s judgment, the employee's absence would create serious operational 
difficulties. 

Other Leave 
Family School Partnership Leave  
In accordance with Labor Code section 230.7, upon reasonable advance written notice to his/her 
supervisor, an Employee who is the parent or guardian of a pupil may take time off to appear in 
the school of that pupil pursuant to a request made under Section 48900.1 of the Education Code.   

Family School Partnership Leave (School Or Day-Care Related Activities) 
A. In accordance with Labor Code section 230.8, upon reasonable advance written notice to 

his/her supervisor, an employee who is the parent, guardian, or grandparent of a child who is 
in kindergarten, grades one through twelve, inclusive, or attending a licensed day care facility, 
is entitled to take time off to participate in activities of that child's school or licensed day care 
facility.   

B. Employees are eligible for forty hours of unpaid leave per year and may not exceed eight 
hours in any calendar month. The total amount of leave is per employee and is not conditioned 
on the number of children, grandchildren, or wards that the employee may have. Upon return 
to work, the employee must provide his/her supervisor with reasonable written evidence that 
he/she participated in the school or day care activity at a specific date and time. 

C. Any employee who takes time off under this policy must use any available vacation or other 
appropriate paid leave for the period of the absence.  If a non-exempt employee does not have 
paid leave benefits available to cover some or all of the period of the absence, the time off 
will be taken without pay.  If an exempt employee does not have paid leave benefits available 
to cover some or all of the period of the absence, his/her salary will be unaffected. 

Domestic Violence/Sexual Assault/Serious or Violent Crime Leave 
A. Leave for Victims of Domestic Violence or Sexual Assault. 

1. In accordance with Labor Code sections 230(c) and 230.1, upon reasonable advance 
written notice to Human Resources, if feasible, an employee who is the victim of  
domestic violence or sexual assault may take time off to obtain a temporary restraining 
order, a restraining order, or other injunctive relief from court to help ensure the health, 
safety, or welfare of the employee or employee's child; for the employee to seek 
medical attention for injuries caused by domestic violence or sexual assault; for the 
employee to obtain services from a domestic violence shelter, program, or rape crisis 
center as a result of domestic violence or sexual assault; for the employee to obtain 
psychological counseling related to an experience of domestic violence or sexual 
assault; or for the employee to participate in safety planning and take other actions to 
increase safety from future domestic violence or sexual assault, including temporary 
or permanent relocation. 

2. If advance notice is not feasible, within a reasonable period following return to work, 
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the employee must submit certification to Human Resources in the form of one of the 
following: a police report indicating that the employee was a victim of domestic 
violence or sexual assault; a court order protecting or separating the employee from 
the perpetrator of an act of domestic violence or sexual assault, or other evidence from 
the court or prosecuting attorney that the employee has appeared in court; or 
documentation from a medical professional, domestic violence advocate or advocate 
for victims of sexual assault, health care provider, or counselor that the employee was 
undergoing treatment for physical or mental injuries or abuse resulting in victimization 
from an act of domestic violence or sexual assault. 

3. An employee absent under this policy may elect to take any accrued paid leaves that 
are otherwise available to the employee.   

B. Leave To Attend Court Proceedings for Victims of Serious or Violent Crime: 
1. In accordance with Labor Code section 230.2, upon reasonable advance written notice 

to Human Resources of a scheduled proceeding, if feasible, an employee who is the 
victim of, or is related to a victim of, or is the registered domestic partner of a victim 
of a serious or violent crime, may take unpaid time off to attend a court proceeding 
related to that crime.  The employee must be the parent, child, spouse, registered 
domestic partner, child of a registered domestic partner, stepchild, brother, 
stepbrother, sister, stepsister, stepmother, or stepfather of the victim. 

2. If advance notice is not feasible, within a reasonable period following return to work, 
the employee must submit certification to Human Resources evidencing the judicial 
proceeding from one of the following entitles: the court or government agency setting 
the hearing; the district attorney or prosecuting attorney's office; or the victim/witness 
office that is advocating on behalf of the victim.  

3. An employee absent under this policy may elect to take any accrued paid leaves that 
are otherwise available to the employee.   

C. Leave for Crime Victim to Participate as a Witness in a Judicial Proceeding: 
1. In accordance with Labor Code section 230(b), an employee who is a victim of a 

crime, may take time off to appear in court to comply with a subpoena or other court 
order as a witness in any judicial proceeding. 

2. An employee absent under this policy may elect to take any accrued paid leaves that 
are otherwise available to the employee.   

Leave For Volunteer Firefighters, Reserve Police Officers and Emergency Rescue 
Personnel  
A. Leave for Emergency Duty: In accordance with Labor Code section 230.3, an employee 

may take time off to perform emergency duty as a volunteer firefighter, reserve police officer, 
or emergency rescue personnel.   

B. Leave for Training of Volunteer Firefighters: In accordance with Labor Code section 
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230.4, an employee who is a volunteer firefighter may take up to 14 days of unpaid leave per 
calendar year for the purpose of engaging in fire or law enforcement training. 

Military & Military Partner Leave 
Military Leave shall be provided as set forth in the applicable California and federal law.  An 
employee entitled to military leave shall give his/her Supervisor, in consultation with Human 
Resources, an opportunity within the limits of military regulations to determine when such leave 
shall be taken.  Prior to taking military leave, an employee, when possible, shall present a copy of 
his/her military orders to his/her Supervisor.  The Supervisor shall advise Human Resources of 
such military orders immediately.   

An employee whose spouse or registered domestic partner is deployed for active military service 
during a period of military conflict is permitted unpaid time off to spend with the spouse or 
registered domestic partner when he or she is on leave from such deployment, in accordance with 
Section 395.10 of the California Military & Veterans Code. 

Voting Leave   
A. The SGVCOG encourages eligible employees to register and vote in all federal, state, and 

local elections.  Employees of the SGVCOG are expected to vote prior to or following their 
assigned working hours.   

B. However, in accordance with the Election Code, Sections 14000 and 14001, if a registered 
voter employee does not have sufficient time outside regular working hours within which to 
vote at statewide elections, he/she may take off such working time as will enable him/her to 
vote.  A maximum of two hours may be taken with pay. 

C. To receive time off for voting, the employee must notify his/her Supervisor in advance.  
Employees who need Voting Leave, must take such leave at the beginning or end of the 
employee’s work shift, based on the needs of the Department and the employee’s schedule.  
The exact amount of time off work and the scheduling of time off shall be decided between 
the employee and his/her Supervisor. 

D. Employees who use Voting Leave are required to present a voter’s receipt to their Supervisors. 

Leave Of Absence without Pay  
A. Request for a Leave of Absence Without Pay.  When an employee has exhausted all of 

his/her paid leaves, he/she may request a leave of absence without pay in accordance with this 
Section.  The employee must submit a written request to his or her immediate supervisor for 
a leave of absence without pay, along with any supporting documentation.  The supervisor 
must forward the request, along with any supporting documentation to Human Resources for 
consideration by the Executive Director. 

B. Authority to Grant a Leave of Absence Without Pay.  The Executive Director may grant a 
regular or probationary employee leave of absence without pay for a period not to exceed 
three months.  After three months, the leave of absence may be extended by an additional 
three months if the employee submits a further written request, along with supporting 
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documentation, that is authorized by the Executive Director.  The approval or rejection of the 
Executive Director will be in writing and may be communicated by Human Resources on 
behalf of the Executive Director.   

C. Return from Leave of Absence Without Pay.  Upon expiration of a regularly approved 
leave, the employee will be reinstated in the position held at the time leave was granted, 
provided such position continues to exist.  An employee on leave who fails to report to duty 
promptly at its expiration will be subject to disciplinary action for being on an unauthorized 
absence.  An employee who is absent for medical reasons may be required to demonstrate 
fitness for duty in accordance with the SGVCOG's fitness for duty policy. 

D. Mandatory Exhaustion of Paid Leaves.  If an employee is requesting a leave of absence for 
medical reasons, the employee is required to first fully exhaust all of his/her paid leaves in 
order to be eligible to receive a leave of absence without pay.  If an employee is requesting a 
leave of absence for personal reasons, the employee is required to fully exhaust all of his/her 
paid leaves, except sick leave, in order to be eligible to receive a leave of absence without pay. 

Unauthorized Absence 
A. When an employee has been absent without authorization from work for more than three 

workdays, and in the opinion of the Supervisor the employee has abandoned his/her position, 
the Supervisor shall notify Human Resources.  Human Resources  shall notify the employee 
that the SGVCOG has determined he/she has abandoned his/her position and that the 
employee has seven working days upon receipt of the notice to contact the SGVCOG 
regarding his/her intent to return to work.  The notice shall also advise the employee that 
failure to contact the SGVCOG within the seven-day period shall be deemed an automatic 
resignation effective on the eighth day.  Such notice shall be in writing and sent by certified 
mail or personal service to the last address listed in the employee’s personnel records. 

B. Abandonment of position may include, but is not limited to: 

1. Where an employee fails to return to his/her employment upon conclusion of any 
authorized leave of absence; 

2. Where an employee fails to properly notify by telephone or in writing his/her 
immediate Supervisor of absence due to sickness or injury,  

3. Where an employee fails to appear for work without notification or express agreement 
between the Supervisor and the employee as to the use of any leave time set forth in 
this Handbook; 

4. Where an employee fails to keep his/her immediate Supervisor reasonably apprised of 
disability status; or 

5. Where an employee fails to respond within seven working days to the notice of 
abandonment of position, the employee may be considered to have abandoned his/her 
position of employment with the SGVCOG.   

Page 38 of 77



SGVCOG Employee Handbook Rev. 3.29.18                                                                                               P a g e  | 34 

C. Abandonment of position shall constitute an automatic resignation from SGVCOG service. 

SECTION 6: EMPLOYMENT RECORDS  

Access to Personnel Files and Payroll Records  
A. General provisions 

1. The SGVCOG maintains a personnel file on each employee.  The personnel file may 
include such information as the employee’s job application, resume, records of 
training, documentation of performance appraisals and salary increases, and other 
employment records.   

2. Personnel files are the property of the SGVCOG and shall be maintained by the 
employer in strict confidence. Access to the information contained therein is restricted, 
except as permitted by law.  Only supervisors and management personnel of the 
SGVCOG who have express authorization from the Executive Director and a 
legitimate reason to review information in a file are allowed to do so without being 
subject to the procedures set forth in this section.  

3. As provided by law, letters of reference, recruitment files, and reports regarding 
ongoing investigations concerning a current or former employee shall be excluded 
from the provisions of this policy.  In addition, names of all non-supervisory 
employees shall be redacted from records to be provided under this policy. 

4. If a current or former employee files a lawsuit for which his/her personnel records are 
relevant, his/her right to inspect and receive copies of his/her personnel file, or to 
authorize another individual to do, so shall cease during the pendency of the lawsuit 
in the court with original jurisdiction. 

 
B. Inspection of a Current or Former Employee's Personnel File 

1. A current or former employee wishing to inspect his/her personnel file or payroll 
records must submit a written request to Human Resources. Proof of identity will be 
required to inspect personnel or payroll records for his/her file.  Human Resources 
shall issue a written notice setting a date for the inspection of said records within thirty 
calendar days of receipt of the request, to take place during normal business hours.  
With the requesting person's written consent, the date for inspection may be extended 
on one occasion by up to five calendar days.  If the requesting person is a former 
employee who was terminated for violation of the SGVCOG's policy or law involving 
harassment or workplace violence, the SGVCOG shall have discretion to mail a copy 
of the personnel file at the SGVCOG's expense instead of scheduling an in-person 
inspection. 

2. A current employee may inspect his/her records at the place the employee reports to 
work, or may instead consent to inspect his/her personnel file at the Human Resources 
Department without loss of compensation.  Inspection by former employees and 
authorized representatives shall take place at the Human Resources Department unless 
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otherwise mutually agreed in writing by the SGVCOG, and may require additional 
reasonable proof of identity. 

3. A designated Human Resources representative or other authorized employee must be 
present throughout the inspection.  No personnel files nor contents of personnel files 
shall be removed from the place of inspection without advance written authorization 
from the Executive Director. 

C. Obtaining Copied of a Current or Former Employee’s Personnel File 
1. A current or former employee wishing to obtain copies of documents or other materials 

in his/her personnel file in person or by mail must submit a written request to Human 
Resources along with reasonable proof of identity.  A current or former employee who 
seeks to authorize another person to obtain copies of his/her personnel file must 
provide a satisfactory written authorization along with the written request.  Reasonable 
proof of identity may be required at the time of in-person pick up of requested 
documents. 

2. Human Resources shall issue a written notice setting a date on which the requested 
copies may be picked up in person during the normal business hours of the Human 
Resources Department and identifying the cost of reproduction that must be paid to 
the SGVCOG at the time of pick up.  The date for in-person pick up of the documents 
shall be no more than thirty calendar days after receipt of the request in Human 
Resources.  With the requesting person's written consent, that date may be extended 
on one occasion by up to five calendar days.  If the requesting person is a former 
employee who was terminated for violation of SGVCOG policy or law involving 
harassment or workplace violence, Human Resources shall have discretion to mail a 
copy of the personnel file at the expense of the SGVCOG instead of scheduling an in-
person pick up. 

3. If the requesting person chooses delivery by mail instead of in-person pick up, the 
notice provided by Human Resources shall also identify the additional actual postage 
expenses for which the requesting person must reimburse the SGVCOG prior to 
receipt of the copies.  

Reference Verification 
Employees contacted by outside sources, whether personally known or unknown to them, 
requesting an employment reference or employment verification for a current or former employee 
should NOT provide any information to the requesting individual or organization.  Employees 
should instead refer the requesting individual or organization to the Human Resources Department. 
No employee, other than those so designated in the Human Resources Department, is authorized 
to provide employment references or employment verifications for any current or former 
employee.  

Personnel Data Changes 
It is the responsibility of each employee to promptly notify the SGVCOG of any changes in 
personnel data.  Employees must ensure that personal mailing addresses, telephone numbers, 
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number and names of dependents, individuals to be contacted in the event of an emergency, 
educational accomplishments, and other pertinent information, are accurate and current at all 
times. 

Employment Applications 
The SGVCOG relies upon the accuracy of information contained in the data presented 
throughout the hiring and employment process. Any misrepresentations, falsifications, or 
material omissions in any of this information or data may result in exclusion of the individual 
from further consideration for employment or, if the individual has been hired, termination of 
employment. 

To help to ensure that individuals who join the SGVCOG are well qualified and have a strong 
potential to be productive and successful, it shall be the policy of the SGVCOG to check 
employment references of prospective employees.   

SECTION 7: GENERAL WORKPLACE RULES  

Safety 
Establishment and maintenance of a safe work environment is the shared responsibility of the 
SGVCOG and employees from all levels of the organization.  Employees are expected to obey 
safety rules and to exercise caution in all their work activities.  Employees are strongly encouraged 
to immediately report any unsafe conditions to their supervisor.  Employees at all levels of the 
organization are expected to correct unsafe conditions within their control as promptly as possible. 

Employees who violate safety standards, who cause hazardous or dangerous situations, or who fail 
to report, or where appropriate, remedy such situations, may be subject to disciplinary action, up 
to and including termination of employment. 

All accidents that result in injury must be reported to the appropriate supervisor, regardless of how 
insignificant the injury may appear.  Such reports are necessary to comply with laws and initiate 
insurance and Workers Compensation benefits procedures, where applicable. 

Dress Code 
The SGVCOG's professional atmosphere is maintained, in part, by the image that the employees 
present.  In the interest of presenting a professional image to the public, the SGVCOG requires all 
employees to observe good habits of dress, grooming, and personal hygiene.  Employees must 
always maintain a professional image.  Employees who are inappropriately dressed may be sent 
home and directed to return to work in appropriate attire.  Non-exempt employees will not be 
compensated for the time away from work. 

Business casual attire may be approved by the Executive Director when no meetings are scheduled 
to conduct SGVCOG business or in other appropriate circumstances. Business casual wear is a 
style of dress which projects a professional, business-like image while still permitting employees 
to wear more casual and relaxed clothing.   Business casual does not include play wear, leisure 
wear, or beach wear.  Clothing and footwear should be clean and in good repair.  It may not be 
faded, torn, frayed, or revealing. 
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Upon the approval of an employee’s Supervisor, an employee may wear business casual attire if 
the employee has been assigned a task, such as visiting a construction site or participating in 
neighborhood outreach that would be unsuited to formal business attire. Where such assignments 
are made on a regular basis or expected to last multiple consecutive days, the Supervisor may 
approve wearing of casual attire on a continuing basis. 

Exceptions.  The Executive Director, in consultation with Human Resources, may grant exceptions 
to this Section when the application of the Section 7 (EEO) would infringe on an employee’s 
protected characteristics.  

Business Use of Personal Vehicles 
In general.  Employees may be required to use their private vehicles to carry out their regular job 
responsibilities.  Such employees are subject the provisions of this Section. 

Maintenance of California driver's license and insurance.   

Driver's license.  Employees must provide the SGVCOG with a copy of a valid California State 
License upon hire. In addition, upon his or her hire, a copy of a current Department of Motor 
Vehicle printout may also be required.  In the interest of public safety, employees who will be 
required to use their personal vehicles frequently to conduct SGVCOG business will be enrolled 
in the California Department of Motor Vehicles' ("DMV") Employer Pull Notice Program.  Human 
Resources will notify affected employees of this requirement at the time of hire.  Information 
received by the SGVCOG from the DMV shall be used for employment purposes only and will 
not be shared with or provided to any third party. 

Effect of loss of driving privileges.  Employees required to drive as part of their job and who 
subsequently lose their driving privileges due to unpaid traffic violations, speeding, or driving 
under the influence citations may be subject to immediate termination or, in the sole discretion of 
the SGVCOG, reassignment to another available position for which the Employee qualifies that 
does not require driving.  Such Employees will be expected to provide proof of license 
reinstatement and insurance in order to be reinstated to a job that includes driving. Such 
reinstatement will be at the SGVCOG's sole discretion. 

Auto insurance. Employees are required to carry the auto insurance required by State law. Should 
an employee’s driving record disqualify him/her from being insured, it is the company’s option 
not to continue said employee’s employment should travel restrict the employee from performing 
the duties required, or, in the sole discretion of the SGVCOG, reassignment to another available 
position for which the Employee qualifies that does not require driving. 

Compliance with law 
Employees are required to observe all rules of the road and take all safety precautions including 
wearing a seat belt and taking care that all passengers in vehicles are also wearing their seat belts. 

Employees are not permitted to drive while under the influence of any legal or illegal substance. 

Under California law, it is unlawful to dial or text on a cell phone, car phone, or other portable 
telecommunication device, or otherwise use such mobile device in an unsafe manner, and 
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employees are prohibited from doing so while operating a vehicle on SGVCOG business. 

Employees are personally responsible for any traffic violations or citations received while driving 
or otherwise operating a vehicle on SGVCOG business. 

Any traffic accident or other altercation in which an Employee becomes involved while on 
SGVCOG business is to be reported to Human Resources immediately. 

Expenses 
Business use of personal vehicles will be reimbursed at the applicable IRS mileage reimbursement 
rate. All personal vehicle repair costs are the employee’s responsibility. 

For employees expected to use their vehicles extensively in the conduct of their job, the Executive 
Director may authorize establishment of a monthly car allowance in lieu of mileage 
reimbursement, up to a maximum of $350 per month.  Actual mileage incurred in the course of 
SGVCOG business shall be reported on a quarterly basis utilizing an established rate structure.  
Mileage costs exceeding the total annual allowance shall be reimbursed to the employee at the end 
of the calendar year.  Any authorization for a car allowance may be revoked at any time by the 
Executive Director.   
 

SGVCOG Property and Equipment 
Use of Property and Property Issued in General 

1. Employees are prohibited from being on SGVCOG property or using its facilities or 
property while not on duty, or for personal use at any time. 

2. Work equipment, tools, and materials are provided by the SGVCOG to its Employees 
for the sole purpose of performing work-related tasks. Work tools are the property of 
the SGVCOG, and it is the responsibility of the Employee to use and maintain them 
appropriately.  Deliberate carelessness or misuse of SGVCOG's property, or use 
without authorization, will not be tolerated and may result in disciplinary action being 
taken against the Employee, up to and including termination.  Lost or misplaced 
property that has been issued to an Employee must be reported immediately to his/her 
supervisor.  

3. Upon an Employee’s resignation or the termination of employment, or at any other 
time the SGVCOG so requests, Employees are required to return all items and property 
issued to them.  

4. To the extent permitted by law, the SGVCOG reserves the right to charge Employees 
the replacement value of any lost, misplaced, stolen or deliberately/carelessly damaged 
SGVCOG property.   

 Personal Cell Phones 
1. Employees who are required to use their personal cell phones are expected to confine 

the use of any personal calls in a way that should not disrupt others, occur during 
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meetings, or interrupt work processes. 

2. Employees who use electronic devices to conduct company business should be 
mindful that the SGVCOG is a public agency and as such is subject to public records 
requests. Communications related to the conducting of public business using a 
personal device or account may result in your device/account information being 
subject to public disclosure.  

3. Employees not required to use personal cell phones for company business are expected 
to place or accept personal cell phone calls or text messages during formal rest breaks 
and meal breaks whenever possible. All personal calls should be done in a manner 
which should avoid work disruption.   

4. Personal cell phones must never be used to access web sites, display photos, play 
games, or play music during work hours.  Employees are encouraged to use SGVCOG-
provided equipment to take work-related photographs.  If personal cell phones are used 
to take work-related photographs, the employee taking the photographs is responsible 
for ensuring appropriate handling of the photograph in accordance with the 
SGVCOG's policy on electronic communications that are also public records.   

5. Use of Cell Phones While Driving 

a. No employee is expected to place or accept cell phone calls while driving. Cell 
phone use should be avoided whenever it might create an unsafe driving 
situation. In accordance with California law, it is against the SGVCOG’s 
policy to use a handheld cellular phone while operating a motor vehicle. 
Employees making or receiving cell phone calls while driving are required to 
use a hands-free device.    

b. In accordance with California law, text-based communication while driving is 
prohibited. Specifically, writing, sending, or reading text-based 
communication including text messaging, instant messaging, and e-mail, on a 
wireless device or cell phone while driving is prohibited.    

c. Failure to follow the provisions of this policy, or any policy, may result in 
disciplinary action, up to and including termination. 

Computer Software 
Copyright law protects computer software.  It is the SGVCOG’s intention to comply with all 
computer software copyright laws.  The law states that “it is illegal to make or distribute copies of 
copyrighted material without authorization.”  The law provides for copies to be made of computer 
software only when it relates to archiving or backing up computer systems and networks, or with 
permission of the manufacturer.  It is a federal crime to duplicate software without permission 
from the manufacturer.  Accordingly, employees are required to comply with the following 
requirements and will be subject to disciplinary action, up to and including termination, for 
violation of one or more of the following requirements: 
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1. Comply with all computer software copyright laws. 

2. Refrain from copying or distributing copies of computer software that has been 
licensed to the SGVCOG, except where expressly authorized by the employee's 
Supervisor, such as in the case of archiving or backup of existing software, data, and 
configurations. 

3. Notify a supervisor promptly upon learning of any misuse of software, or related 
documentation. 

4. Refrain from installing unauthorized software or software that has not been approved 
for installation by the SGVCOG on any equipment owned or operated by the 
SGVCOG. 

5. Use SGVCOG computer equipment, software, and Internet service for business 
purposes only and not for personal use without prior express authorization from the 
employee's Supervisor. 

6. Store only SGVCOG's files and records on SGVCOG's computers. No personal 
information or personal advertising, soliciting, or blogging is permitted. 

7. To the extent permitted or required by law, pay any fines, penalties, or damages 
assessed against the SGVCOG for any of the above-mentioned or related computer 
software abuses that are deemed to be attributable to the Employee. 

Personal Mail, Telephone Calls, Personal Communication, Music Devices, and Visits 
1. Personal Mail.  All mail delivered to the SGVCOG is presumed to be related to 

SGVCOG business. Personal mail should not be sent to the SGVCOG's address. Mail 
sent to an Employee at the SGVCOG may be opened by office personnel and routed 
to the Employee. The SGVCOG's postage meters and letterhead may not be used for 
personal correspondence.   

2. Personal Telephone Calls.  SGVCOG telephone lines are needed for business calls.  
Personal phone calls should be kept to a minimum and for urgent or extremely 
important conversations that cannot wait until the employee is through working for the 
day.  Employees may be personally liable for unauthorized long distance calls and will 
be subject to discipline, up to and including immediate termination, for unauthorized 
personal use of SGVCOG's telephone lines.    

3. Personal Devices.  Personal listening devices (e.g., iPods) and personal cell phone 
headsets (e.g., Blue Tooth, etc.) are not to be worn by Employees during working 
hours except as specifically required herein. 

SECTION 8: LICENSES, MEMBERSHIPS, TRAINING AND 
CONFERENCES 
The SGVCOG encourages the continued development of its professional, technical and managerial 
employees through participation in organizations that are directly relevant to the primary business 
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of the agency. It also recognizes the value of business publications in keeping employees informed 
of advances and trends in their specific career discipline and areas of responsibility.  

1. Memberships/Licenses. The SGVCOG will sponsor memberships and professional 
licenses where they are likely to be used in the employee’s performance of their duties 
up to $500 per fiscal year per employee subject to availability of funds and approval 
of the Executive Director. 

2. Conferences/Training.   Employees may request attendance at professional 
conferences or training which will benefit the SGVCOG and enhance the performance 
of the employee’s job responsibilities. Participation should be for the benefit of the 
SGVCOG and directly related to the job requirements of the employee. All efforts 
should be made to attend a conference/training which is offered locally or on-line. 
Training or conference attendance should be limited to no more than two per year and 
must be approved in advance by the Executive Director. If a Certificate of Completion 
is provided, a copy must be provided to Human Resources. 

Travel 
Travel for official company business is an important part of the SGVCOG. All trips outside of the 
greater Los Angeles metropolitan area will be made with approval of the SGVCOG management.  
Employees are expected to exercise good financial judgment when traveling.  GSA rates are 
provided via hyperlink to the travel request form to ensure employees are aware of acceptable 
expenses. 

A request for travel must be completed and approved by the Executive Director prior to the travel.  
Unapproved travel expenses may not be reimbursed.  

Hotel accommodations should be booked at a government rate if available. Employees are 
provided identification badges to present upon check in if required in order to receive government 
rates.  If government rates are not available rooms should be booked at a standard room rate.   

Airfare should be booked at coach/economy class or the lowest fare available. Ground 
transportation arrangements should be at the reduced rates where available and in all cases at 
reasonable prices. Employees are expected to use less costly ground transportation where it exists 
(i.e. public transportation if feasible, shared airport shuttles, standard cabs).  Should a rental car be 
necessary, employees are required to rent compact vehicles unless there is a justification for a 
higher size.  Any travel exceeding the requirement of this policy must be justified and approved 
by the employee’s Supervisor. 

Meal expenses incurred by an employee will be reimbursed either with receipts for actual expenses 
or at the current per diem rates published by the Internal Revenue Service, provide for a per diem 
at 20% for breakfast, 25% for lunch and 55% for dinner.  Receipts for actual expenses must be 
broken down accordingly in the request for reimbursement.  Receipts are not required for the per 
diem reimbursement.   

Employees should submit their completed expense report along with related receipts within two 
weeks after completion of travel. Reports that do not include receipts will be denied 
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reimbursement. 

Miscellaneous Expenses 
In general 

Other local expenses incurred for SGVCOG business purposes, including, but not limited to small 
office supply or equipment purchases are reimbursable, with the approval of the Executive 
Director or his/her designee where the expense is reasonable and necessary and supported by an 
expense voucher including explanations and receipts.  

Local meal expenses 

1. Local meal expenses must be justified in terms of SGVCOG benefit and should be 
infrequent.  

2. A written request to host a meal attended by non-SGVCOG personnel must be 
approved in advance by the Executive Director or his/her designee and must include a 
list of expected attendees.  

In the event an SGVCOG hosted meal is provided, the request for reimbursement must verify the 
following: 

• That SGVCOG business was discussed at the meeting; 

• That at least one attendee was non-SGVCOG personnel; and 

• The names and titles of the actual attendees.  

3. Reimbursement can be made for meals provided in-house in situations where work is 
required for completing SGVCOG business, under circumstances in which it is 
impractical or difficult for staff to obtain their own meals. The Executive Director or 
his/her designee must approve such expenditures in advance. 

4. Requests for reimbursement for miscellaneous expenses should be submitted monthly 
or when the total expenses total $50 or greater, whichever comes sooner.  

SECTION 9: PAY 

Paydays 
All employees are paid every other Friday.  Each paycheck will include earnings for two weeks 
prior.  

In the event that the regularly scheduled payday falls on a day off, weekend or a holiday, 
employees will receive pay on the last day of work before the regularly scheduled payday. 

Employees may have pay directly deposited into their bank account(s) if they provide advance 
written authorization to the SGVCOG. Employees will receive an itemized statement of wages 
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when the SGVCOG makes direct deposits. 

 

Pay Deductions 
Deductions required by law.  The law requires that the SGVCOG make certain deductions from 
every employee's compensation.  Among these are applicable federal, state, and local income 
taxes.  

Deductions required by court order.  If the SGVCOG receives a court ordered garnishment against 
an Employee’s wages, the SGVCOG is required to deduct the amount specified from the 
Employee’s paycheck.  Any Employee who is subject to a wage garnishment will be notified of 
the amount and date the garnishment will begin, and will have an opportunity to contact the court 
involved.  If any negotiations result in a revised deduction and/or start date of said garnishment, 
the Employee should notify Human Resources, however this information must be provided in 
writing directly from the court involved in order to change the original garnishment. 

Improper Deductions from Salary 
The SGVCOG prohibits all supervisors from making any improper deductions from the salaries 
of its employees.  The SGVCOG does not condone deductions that violate applicable state or 
federal wage and hour laws. 

An employee who believes that an improper deduction has been made to his/her salary should 
immediately report this information to the Executive Director. 

The SGVCOG will promptly investigate reports of improper deductions. If the SGVCOG 
determines that an improper deduction has occurred, the employee will be promptly reimbursed 
for the improperly deducted amount. 

The SGVCOG is committed to ensuring that supervisors who are found to have made improper 
deductions do not continue doing so.  To this end, the SGVCOG will take appropriate remedial 
action to ensure that such errors, once made, are not repeated. 

SECTION 10: EMPLOYEE CONDUCT 

Rules of Conduct  
To help to assure orderly operations and provide the best possible work environment, the 
SGVCOG expects employees to follow rules of conduct that will protect the interests and safety 
of all employees and the SGVCOG.  It is not possible to list all the forms of behavior that are 
considered unacceptable in the work place, but the following are examples of infractions of rules 
of conduct that may result in disciplinary action, including suspension or termination of 
employment.  These types of misconduct are provided for purposes of illustration only and in no 
way alter the at-will employment status of any SGVCOG employees. 

1. Theft or inappropriate removal or possession of property of SGVCOG and/or 
SGVCOG employees or others. 

2. Falsification of records including, but not limited to, information provided on an 
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application for employment and time-keeping records 

3. Violation of the drug-free workplace policy, including but not limited to reporting for 
work, being subject to work, or being at work, under the influence of or in possession 
of alcohol, legal or illegal drugs  

4. Possession distribution, sale, transfer, or use of alcoholic or illegal drugs in the work 
place, while on duty, while operating employer owned vehicles or equipment, or while 
operating employee owned vehicles or equipment in the conduct of SGVCOG 
business 

5. Assault, battery, horseplay, fighting or threatening violence in the work place or while 
on duty. 

6. Disruptive activity in the work place 

7. Carelessness, incompetence, inefficiency, or negligence 

8. Insubordination  

9. Discourteous or disrespectful treatment of other employees, members of the public, 
customers, suppliers, or visitors, or other treatment that does not foster cooperation 

10. Malicious gossip and/or spreading rumors; engaging in behavior designed to create 
discord and lack of harmony; interfering with another employee on the job; or willfully 
restricting work output or encouraging others to do the same 

11. Dishonesty 

12. Violation of safety or health rules 

13. Sexual or other harassment, discrimination, or retaliation in violation of SGVCOG 
policy or applicable state or federal law 

14. Unauthorized possession of firearms, weapons or explosives on SGVCOG property, 
or while on duty; or displaying or brandishing any firearm or weapon, whether in jest 
or otherwise, in any manner which can be construed as a careless, threatening or 
dangerous manner, except as required in the performance of official duties 

15. Unauthorized use of SGVCOG's electronic communications systems, including, but 
not limited to, telephones, email, mail system, or other equipment 

16. Improper use of SGVCOG funds 

17. Acceptance or solicitation of bribes or extortion 

18. Excessive absenteeism or any unauthorized absence 

19. Sleeping on the job or leaving the job without authorization 
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20. Failure to maintain job performance standards or to properly or satisfactorily perform 
assigned duties 

21. Failure to maintain any employment qualification 

22. Gambling on SGVCOG property or during working hours 

23. Conviction of a felony, or conviction of a misdemeanor relating to the employee’s 
fitness to perform assigned duties and/or 

24. Other violation of SGVCOG policies. 

Workplace Violence Prevention  
Objectives. The SGVCOG is strongly committed to ensuring the safety of all SGVCOG 
employees.  Consistent with this policy, acts or threats of violence, including intimidation, 
harassment, and/or coercion which involve or affect SGVCOG employees will not be tolerated 
and will be subject to appropriate disciplinary action up to and including termination.  The 
following are the objectives of the SGVCOG: 

1. To ensure all workplace threats and violent behavior are addressed promptly. 

2. To ensure the level of physical and facility security in the SGVCOG's workplace is 
sufficient to protect the health and safety of SGVCOG employees. 

3. To ensure that all disciplinary action taken for behavior prohibited under this Section 
is reviewed, evaluated, and administered consistently and equitably throughout the 
SGVCOG and done so in a timely manner. 

Threats or Acts of Violence Defined 
A credible threat of violence is a knowing and willful statement or course of conduct that would 
place a reasonable person in fear for his/her safety, or the safety of his/her immediate family, and 
that serves no legitimate purpose.  General examples of prohibited workplace violence include, 
but are not limited to the following: 

1. Threatening to harm or harming an individual and/or his/her family, friends, 
associates, and/or their property. 

2. Fighting or challenging another individual to a fight. 

3. Intimidation through direct or veiled verbal threats, or through physical threats, such 
as obscene gestures, grabbing, and pushing. 

4. Making harassing or threatening telephone calls; sending harassing or threatening 
letters, emails, or other correspondence. 

5. Intimidating or attempting to coerce an employee to do wrongful acts that would affect 
the business interests of the SGVCOG. 
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6. Harassing surveillance or stalking, which is engaging in a pattern of conduct with the 
intent to follow, alarm, or harass another individual, which presents a credible threat 
to the individual and causes the individual to fear for his/her safety, or the safety of 
his/her immediate family, as defined in California Civil Code section 1708.7. 

7. Making a suggestion or otherwise intimating that an act to injure persons or property 
is appropriate behavior. 

8. Possession of firearms (loaded or unloaded), weapons, or any other dangerous devices 
on SGVCOG property.  This includes look-alike weapons, such as toy guns.  Weapons 
and dangerous devices may include, but are not limited to the following: blackjacks, 
slingshots, metal knuckles, explosive substances, dirks, daggers, gas- or spring-
operated guns, knives, folding knives having a blade that locks into place, razor blades, 
and clubs. 

9. Use of a personal or SGVCOG-issued tool or other equipment in a threatening manner 
toward another. 

Reporting Workplace Violence.  Any employee who is the victim of a threat or act of violence, 
or any employee who witnesses such conduct, should immediately report the incident to his/her 
Supervisor or other appropriate person in the chain of command.  Should the employee perceive 
that he/she is in immediate danger of a violent act, or has just been victimized by a violent act, or 
is a witness of a violent act, he/she shall as soon as possible: 

Place themselves in a safe location. 

If appropriate, call 911 and request immediate response of a police officer and be prepared to 
inform the police dispatcher of the circumstances and the exact location of where an officer is 
needed. 

Inform a supervisor or Human Resources of the circumstances. 

Complete a written report as soon as possible and submit the original copy to Human Resources. 

Cooperate fully in any administrative or criminal investigation, which shall be conducted within 
existing policy and laws. 

Reporting Suspected Future Workplace Violence.  Employees who have reason to believe they 
or any SGVCOG employee may be the subject of a violent act in the workplace or as a result of 
their SGVCOG employment, should immediately notify their Supervisor or Human Resources. 

Violation of Section.  The prohibition against threats and acts of violence applies to all persons 
involved in the SGVCOG's operation, including but not limited to SGVCOG employees, contract 
workers, vendors, and anyone else on SGVCOG property.  Violations of this Section by any 
individual may be followed by legal action as appropriate, which may include, seeking a temporary 
restraining order and/or injunction on behalf of SGVCOG employees if the situation warrants such 
action.  In additional to appropriate legal action, violations of this Section by employees, including 
making a false report under this Section, may lead to appropriate disciplinary action, up to and 
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including termination. 

Drug-Free Workplace 
The SGVCOG is committed to providing a work environment that is safe, healthy, and free of any 
effects caused by alcohol or drugs.  Violation of SGVCOG's drug-free workplace policy can lead 
to disciplinary action being taken against an employee, up to and including termination.  For more 
information regarding the policy, employees should review SGVCOG's drug-free workplace 
policy. 

SECTION 11: LAYOFF/SEPARATION/RETIREMENT 

Layoff Procedures 
General.  Whenever, in the judgment of the SGVCOG Board, it becomes necessary in the interest 
of economy or reorganization, to abolish any position or employment, the employee holding such 
position or employment may be laid off or demoted without the right of appeal through grievance 
procedures or other internal procedures.  The Executive Director will determine the titles and 
number of positions to be affected, the layoff date, and will notify the Supervisor in writing of 
such reduction. 

Written Notice of Layoff.  Where practicable, SGVCOG will make a reasonable effort to provide 
any employee to be laid off with written notice of layoff not less than 14 days prior to the effective 
date of such layoff. 

Order of Layoff.  Within each position, employees will be laid off according to employment status 
in the following order: temporary, part-time, probationary, regular.  Temporary, part-time, and 
probationary employees will be laid off according to the needs of the service as determined by the 
Executive Director.  In cases where there are two or more regular employees in the type of 
position from which the layoff is to be made, such employees will be laid off on the basis of 
seniority.  For purposes of layoff, “seniority” is defined as total time employed by the SGVCOG 
from the employee’s date of hire to present. 

Vacancy and Demotion.  Except as otherwise provided, whenever there is a reduction in the work 
force, the Executive Director shall first demote an employee identified for lay-off to a vacancy, if 
any, within the same department in a position with a lower rate of pay, for which the employee is 
qualified.  Secondly, employees may request to demote to a vacant position within the 
organization.  An employee requesting a demotion must file a written request with the Supervisor 
within five working days of receiving written notice of layoff.  An employee who is offered a 
demotion has the right to refuse the demotion. 

Contract Workers.  Upon the expiration of the project or contract for which a contract worker 
was hired, the assignment shall be automatically abolished when the funding is terminated and the 
layoff procedures prescribed in this Section are not applicable. 

Separation from Employment with SGVCOG 
Abandonment of Position.  An employee may be terminated from employment if he/she is on an 
unauthorized leave of absence as set forth in Section 5.  
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Layoff/Expiration of Contract Work.  As provided in Section 1 an employee may be separated 
by layoff or expiration of the timeframe for which the position was created. 

Resignation.  An employee wishing to leave employment in good standing will file with Human 
Resources a written resignation stating the effective date at least two weeks before leaving the 
service, unless approval for a shorter notice is obtained.  Resignation will be deemed accepted 
upon submission.  A resignation made without the notice required may be regarded as cause for 
denying the resigning employee future employment with the SGVCOG, and is a resignation not in 
good standing. 

Retirement.  Retirement from employment will be subject to the terms and conditions of 
SGVCOG’s contract with CalPERS and the applicable statutes, rules, and regulations of CalPERS.  
Whenever employees meet the conditions set forth in SGVCOG's contract with CalPERS and the 
applicable statutes, rules, and regulations of CalPERS they may elect to retire and receive benefits 
to which they are entitled.  

Disability.  An employee may be separated for disability when the employee cannot perform the 
essential functions of the job, with or without a legally required reasonable accommodation, and 
is either not eligible to retire for disability or waives that right voluntarily. 

Death of the Employee.  In the event of a death of an employee, payment of all earned wages due 
will be in accordance with the laws of the State of California.  Unless otherwise provided by law, 
payment of any other funds due the deceased employee will be paid to the beneficiary so 
designated in writing by the employee. 

SECTION 12: SALARY ADMINISTRATION GUIDELINES 
Employee salaries will be established and periodically reviewed for adjustment based on the 
SGVCOG’s Salary Administration Guidelines. 

Salary Ranges 
All SGVCOG staff positions and ranges will be established by the Board of Directors. The ranges 
will be recommended based on comparable positions at other public agencies similar in nature to 
the Authority. Salary ranges may be adjusted with approval of the Board of Directors based on 
changes in job responsibilities or changes in the salaries for comparable jobs at other agencies. 

Salary Administration 
New hires are compensated by a salary set by the Executive Director within the salary range of the 
position. 

The supervisor will evaluate new employees’ performance at the end of an initial six-month 
probation period. Thereafter, performance evaluations will be done on an annual basis. 

Based on performance evaluation of a rating satisfactory or better, employees are eligible for salary 
adjustments if funds are available within the Board-approved budget.  

Each fiscal year, in the submission of the budget, staff may request a merit pool based on an 
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average salary adjustment percentage. Aggregate salary adjustments during the course of the year 
will be limited to the dollar value approved by the Board of Directors as part of the adopted budget. 
Individual salary adjustments cannot exceed 10%. 

Salary adjustments will be limited to the range for a given position. Should an employee reach the 
top of his/her salary range, under no circumstance may an employee be compensated with an 
alternative form of compensation that would place him/her over the Board-approved salary range 
for the position.  

In order to keep the SGVCOG salary ranges reasonably current with the market annual adjustments 
to the ranges based on the local Consumer Price Index will be done each January, except as 
otherwise specifically determined by the Board of Directors. Such adjustments would not be 
applied to employee salaries, only the ranges.  

As public agency, SGVCOG is committed to transparency. As such, all salary ranges of all 
positions will be posted on the SGVCOG website and updated accordingly. 
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EMPLOYEE ACKNOWLEDGEMENT FORM 
I have received and read a copy of the ___________ 2018 employee handbook.  I understand that 
it is not a contract of employment between the San Gabriel Valley Council of Governments 
(SGVCOG) and me. 

I agree to abide by all rules and regulations as shown in this handbook, a copy of which I have 
received.  If I have any questions about the handbook and its policies and procedures, I will contact 
my supervisor for explanation and answer to my questions. 

I agree to always treat all persons conducting business with the SGVCOG in a manner that is 
courteous, cheerful, considerate, and professional.  I further realize that my continued employment 
is directly related to the SGVCOG’s ability to serve our clients' needs. 

I understand that the statements contained in the handbook are intended to serve as general 
information concerning the SGVCOG and its existing policies, procedures and practices of 
employment and employee benefits. 

I UNDERSTAND THAT NOTHING CONTAINED IN THE HANDBOOK IS INTENDED 
TO CREATE, NOR BE CONSTRUED AS CREATING, AN EXPRESS OR IMPLIED 
CONTRACT, OR GUARANTEE OF EMPLOYMENT FOR A DEFINITE OR 
INDEFINITE TERM.  

I understand that from time to time the SGVCOG  may need to delete, clarify, amend and/or 
supplement the information contained in the handbook, at its discretion, and that the SGVCOG 
will inform me, in advance, in writing, when any such deletions, changes, etc. occur.  Only the 
SGVCOG Governing Board has the ability to adopt any revisions to the policies in the Personnel 
Policy/Employee Handbook. 

Furthermore, I acknowledge that this handbook is neither a contract of employment nor a legal 
document.  I have received the handbook, and I understand that it is my responsibility to read and 
comply with the policies contained in this handbook and any revisions made to it. 

 

              

EMPLOYEE’S SIGNATURE    DATE 

 

        

EMPLOYEE’S NAME (PRINTED OR TYPED) 
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REPORT  

 
DATE:  April 19, 2018 

TO: City Managers’ Steering Committee 
Executive Committee 
Governing Board Delegates and Alternates 
 

FROM: Marisa Creter, Executive Director 

RE: FY 2018-19 DRAFT BUDGET 

RECOMMENDED ACTION 
 
For information only. 
 
BACKGROUND 
 
Attachment A provides a copy of the draft FY 2018-19 budget.   
 
 
  

Prepared by:    ________________________________________________________ 
  Katie Ward 

Senior Management Analyst 
 
 
Approved by:  ____________________________________________ 
  Marisa Creter 

Executive Director 
   
 
ATTACHMENTS 
 
Attachment A – FY 2018-19 Draft Budget  
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    M
ay 17, 2018 

 G
overning B

oard D
elegates and A

lternates: 
 O

n behalf of the San G
abriel V

alley C
ouncil of G

overnm
ents (SG

V
C

O
G

), it is m
y pleasure to present a balanced budget for Fiscal Y

ear 
2018-19. The budget provides detailed inform

ation about anticipated revenues and planned expenditures for the upcom
ing fiscal year 

and dem
onstrates how

 available resources are allocated based on the G
overning Board’s Strategic Plan and objectives, w

hich serve as 
the guiding principles. The budget w

as developed using a conservative approach to revenue forecasting and incorporates prudent 
expenditure adjustm

ents to achieve a balanced operating budget.   
 Strategic Plan, M

ission, Vision &
 C

ore Values 
 O

n A
pril 21, 2016, the SG

V
C

O
G

 adopted the m
ost recent update to its Strategic Plan. This update w

as developed through a 
com

prehensive outreach process.  The SG
V

C
O

G
 m

ission, vision and values, w
hich w

ere reaffirm
ed in O

ctober 2013 are show
n below

.   
 

M
ission 

“The San G
abriel Valley C

ouncil of G
overnm

ents is a unified voice to m
axim

ize resources and advocate for regional and m
em

ber 
interests to im

prove the quality of life in the San G
abriel Valley.” 

 
V

ision 
“The San G

abriel Valley C
ouncil of G

overnm
ents w

ill be recognized as a leader in advocating for and achieving sustainable solutions 
for transportation, housing, econom

ic grow
th and the environm

ent.” 
 

C
ore V

alues &
 G

uiding Principle
• 

Accountability  
• 

Fiscal Responsibility 
• 

M
utual Respect 

• 
Transparency 

• 
Integrity 

• 
Being Proactive &

 Results O
riented 

• 
U

nity of C
om

m
on G

oals &
 O

bjectives 
• 

C
reativity 

• 
Reflecting the D

iversity of O
ur 

M
em

ber Agencies 
• 

C
ollaboration
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 F

Y 2017-18 M
ajor A

ccom
plishm

ents 
 A

s w
e look forw

ard to another exciting and successful year, it is im
portant to reflect on the accom

plishm
ents of the past year. Som

e of 
the m

ajor accom
plishm

ents com
pleted over the past year include the follow

ing: 
Adm

inistration and Integration 
• 

A
pproved direction for integration of C

O
G

 and A
C

E and expansion of A
C

E’s authority to take on capital projects across the San 
G

abriel V
alley.  

• 
A

dopted bylaw
s am

endm
ent and m

ajority of m
em

ber agencies approved JPA
 am

endm
ent to im

plem
ent integration and 

expansion of A
C

E. 
• 

Selected new
 Executive D

irector. 
• 

A
dopted new

 representation structure and election process to allow
 for regional representation on C

apital Projects and 
C

onstruction C
om

m
ittee. 

• 
G

overning Board considering approval of project review
 and evaluation process for new

 capital projects to im
plem

ented by the 
SG

V
C

O
G

.   
• 

H
osted G

eneral A
ssem

bly on “Shaping the Future of San G
abriel V

alley:  Transform
ative C

hanges in M
obility and Energy.” 

Storm
w

ater 
• 

Participated actively on C
ounty-w

ide Safe, C
lean W

aters Stakeholder A
dvisory C

om
m

ittee to advocate on behalf of m
em

ber 
agencies. 

• 
C

onducted extensive outreach on storm
w

ater, including C
O

G
 staff leading C

ongressw
om

an N
apolitano and staff on a tour of 

the C
ounty Flood C

ontrol system
 and conducting an inform

ation brief for Senator H
arris’ staff. 

• 
A

ctively participated in redefining the definition and jurisdictional reach of W
aters of the U

nited States. 
• 

Inform
ed the C

alifornia State A
uditor’s review

 of the R
egional W

ater Board perm
itting processes. 

H
om

elessness  
• 

Secured funding and hired new
 R

egional H
om

elessness C
oordinator. 

• 
A

ssisted 23 cities in securing a total of $890,000 in funding to develop city-level hom
elessness plans; as w

ell as assisting 19 
cities in developing hom

elessness plans, to be com
pleted by June 2018.   

Transportation  
• 

D
eveloped Public Participation Plan for M

easure M
 subregional funds. 

• 
H

osting 6-m
ile O

pen Street event in partnership w
ith the cities of San D

im
as, La V

erne, Pom
ona and C

larem
ont in A

pril 2018.   
• 

Secured $4.5 m
illion in cap-and-trade funding to im

plem
ent regional bike share program

. 
• 

D
eveloping 5-year M

easure M
 fund program

, to be finalized in June 2018.  
Sustainability  

• 
C

om
pleted benchm

arking policy project w
ith the cities of M

onrovia, Pom
ona, W

est C
ovina, and South Pasadena 
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  Strategic Initiatives 
 The FY

 2018-19 budget includes several key initiatives that align w
ith the SG

V
C

O
G

’s strategic plan. A
 sum

m
ary of the key initiatives 

for FY
 2018-19 are listed below

: 
Adm

inistration and Integration 
• 

D
evelop integrated Indirect C

ost A
llocation Plan (IC

A
P) and budget. 

• 
C

om
plete and im

plem
ent recom

m
endations from

 com
pensation and classification study. 

• 
Initiate, com

plete and im
plem

ent recom
m

endations from
 retirem

ent benefits study. 
• 

C
om

plete strategic plan update. 
Storm

w
ater 

• 
D

evelop position on proposed Safe, C
lean W

aters m
easure and advocate on behalf of that position.   

• 
C

ontinue w
orking w

ith State and Federal legislators on storm
w

ater-related legislation. 
• 

C
ontinue outreach to stakeholders. 

• 
C

ontinue m
onitoring storm

w
ater litigation and the review

 of the jurisdictional reach of W
aters of the U

nited States. 
• 

C
ontinue m

onitoring regulatory actions of the State and R
egional W

ater B
oards. 

H
om

elessness 
• 

H
ost regional hom

elessness planning sum
m

it.  
• 

Based on outcom
es of city-level hom

eless plans, develop list of priority hom
elessness projects and program

s to support. 
• 

C
reate position paper on cities com

m
on concerns and stances regarding hom

elessness and hom
eless solutions. 

• 
Support cities’ local efforts to address hom

elessness through the creation of a m
aster database of city contacts and providers; 

m
apping current and planned services; conducting needs and gaps analysis; organizing staff trainings and other collaborative 

efforts.  
• 

Engage federal, state and county legislative offices in partnership supporting cities hom
eless solutions. 

Transportation  
• 

C
onduct outreach to m

em
ber agencies about new

 review
 and evaluation process, im

plem
ent LO

I process, and present 5-year 
capital projects w

orkplan. 
• 

H
ost m

ulti-day SC
A

G
 G

o H
um

an D
em

onstration Project along A
rrow

 H
ighw

ay in partnership w
ith the cities of G

lendora, San 
D

im
as, La V

erne, Pom
ona, and C

larem
ont. 

Sustainability  
• 

U
pdate Energy A

ction Plans for cities of A
rcadia, Pom

ona, San M
arino and C

ovina. 
• 

C
ontinue to im

plem
ent the San G

abriel V
alley Energy W

ise w
orkplan, including a planned goal of conducting over 30 

com
m

unity events. 
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 Proposed F

Y 2018-19 Budget 
The SG

V
C

O
G

 estim
ated revenues for the Fiscal Y

ear 2018-19 budget are $1,947,739 proposed expenditures are $1,926,465, resulting 
in a net balance of $21,274. The narrative provides detailed explanations of the anticipated changes and budgeted figures.  M

ajor changes 
from

 the current year’s budget are as follow
s: 

• 
A

C
E

/C
O

G
 Integration: Per direction from

 the G
overning Board, the FY

 2018-19 budget proposes costs to support the 
integration. For Exam

ple, in A
pril 2018, the G

overning Board is considering approval of an R
FP to hire a consultant to conduct 

a study of the SG
V

C
O

G
’s current pension/retirem

ent system
, as w

ell as an analysis of alternative system
s.  

• 
U

pper L
os A

ngeles R
iver (U

L
A

R
) E

nhanced W
atershed M

anagem
ent Program

(E
W

M
P): The Los A

ngeles R
egional 

W
ater Q

uality C
ontrol B

oard established a C
oordinated Integrated M

onitoring Program
 (C

IM
P) to m

onitor the U
LA

R
 EW

M
P 

progress tow
ard m

eeting clean w
ater goals. In 2015, all U

LA
R

 perm
ittees voluntarily entered into a M

em
orandum

 of 
A

greem
ent (M

O
A

) w
ith the C

ity of Los A
ngeles to perform

 C
IM

P functions on behalf of the EW
M

P. In O
ctober 2017, the 

G
overning Board approved the SG

V
C

O
G

 to lead the billing/financial m
anagem

ent of this M
O

A
 betw

een the C
ity of Los 

A
ngeles and all eleven SG

V
C

O
G

 cities in the U
LA

R
. 

 I anticipate this w
ill be an exciting and rew

arding year for the SG
V

C
O

G
.  The SG

V
C

O
G

 staff is w
orking closely w

ith you to deliver 
key projects and initiatives, and w

e w
ill continue to reach out w

ithin our organization and externally to ensure the staff is m
eeting the 

Board’s expectations and leverage the SG
V

C
O

G
’s resources to preserve and enhance the quality of life in the San G

abriel V
alley.  

 R
espectfully subm

itted, 
 M

arisa C
reter 

Executive D
irector 
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San G
abriel V

alley C
ouncil of G

overnm
ents 

Proposed B
udget: Fiscal Y

ear 2018-19 
D

escription 
A

m
ount 

R
evenues: 

  
G

eneral O
perating  

    
M

em
ber D

ues 
754,007 

Transportation A
dm

inistration (Local) 
96,611 

Sponsorships 
50,000 

H
ero Program

 
12,000 

Interest 
2,050 

Subtotal G
eneral O

perating Incom
e 

914,668 
G

rants &
 Special Projects 

 
H

om
elessness (Local) 

158,000 
Energy Efficiency (Local) 

340,000 
M

easure M
 Subregional A

dm
inistration (Local) 

52,000 
Storm

w
ater (Local) 

483,071 
Subtotal G

rants &
 Special Projects 

1,033,071 
T

otal R
evenues  

1,947,739 
 

 
E

xpenditures: 
  

Indirect E
xpenses 

 
Personnel 

529,780 
Board &

 Em
ployee Expenses 

60,000 
Professional Services 

346,980 
O

ther Expenses 
198,927 

T
otal Indirect 

1,135,687 
D

irect E
xpenses 

 
Personnel 

322,707 
Program

 M
anagem

ent 
468,071 

T
otal D

irect 
790,778 

T
otal E

xpenditures  
1,926,465 

E
stim

ated Y
ear-E

nd B
alance 

 $    21,274 
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C
O

M
PA

R
ISO

N
 O

F R
E

V
E

N
U

E
S A

N
D

 E
X

PE
N

SE
S 

 

D
escription 

FY
 17-18 

(A
dopted) 

FY
 17-18 

(E
stim

ated) 
FY

 18-19 
(Proposed) 

%
  

C
hange 

R
evenues: 

 
 

  
 

G
eneral O

perating  
$     862,164 

 $       930,441 
 $     914,668 

-2%
 

G
rants &

 Special Project 
314,378 

         1,661,500 
1,033,071 

-38%
 

T
otal R

evenue 
1,176,543 

  2,591,941 
1,947,739 

-25%
 

  
 

 
  

 
E

xpenditures: 
 

 
  

 
Indirect Expenses 

             963,551  
        1,219,983 

1,135,687 
-7%

 
D

irect Expenses  
179,781               

             1,512,205 
790,778 

-48%
 

T
otal E

xpenditures 
           1,143,339  

  2,732,188 
1,926,465 

-29%
 

Y
ear-E

nd B
alance 

$     33,204 
$     (140,247) 

 $       21,274 
115%
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SG
V

C
O

G
 Fund B

alance 2014-2019
1

 
                                                                
1 FY

 16-17 includes back paym
ents to C

alPER
S and em

ployee costs from
 FY

 2015-16.    

$0

$100,000

$200,000

$300,000

$400,000

$500,000

$600,000

$700,000

$800,000

$900,000

 FY
 14-15

 FY
 15-16

 FY
 16-17

 FY
 17-18 (Est)

 FY
 18-19 (Proposed)

E
stim

ated Fund B
alance (7/1/2018):  

$675,433 
E

stim
ated Fund B

alance (6/30/2019): 
$696,707 
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 R

E
V

E
N

U
E

S 
 In FY

 2018-19, SG
V

C
O

G
 total revenues are projected at $1,947,739.  The SG

V
C

O
G

 general operating revenue is m
ade up of five 

categories: m
em

ber agency dues; interest; sponsorships for the general assem
bly; transportation adm

inistration and the H
ER

O
 program

, 
for a com

bined total 47%
 of overall revenues.  The rem

aining 53%
, of the SG

V
C

O
G

 revenues are received through grants, M
easure M

 
Subregional A

dm
inistration funding and other restricted funding. 

      
 

  

M
em

ber D
ues, 

$754,007 , 39%

Sponsorships, 50,000, 
2%

H
ER

O
 Program

, 
12,000, 1%

Interest, 2,050, 0%
Transportation 
A

dm
inistration 

(Local), 93,797, 5%
H

om
elessness 

(Local), 158,000, 8%

M
easure M

 
Subregional 

A
dm

inistration, 
52,000, 3%

Energy Efficiency 
(Local), 320,000, 17%

Storm
w

ater (Local), 
483,071, 25%

FY
 2018-2019 – SG

V
C

O
G

 R
evenues 

$1,947,739 
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 G

eneral O
perating 

 M
em

ber D
ues - Total m

em
ber agency dues for FY

 2018-19 are estim
ated to be $754,007.  The 

revenue from
 dues is the prim

ary source of incom
e to support the SG

V
C

O
G

’s day-to-day staffing 
and operations.  O

n M
arch 19, 2015, the G

overning Board approved a revised dues structure for 
m

em
bers as follow

s:  
 

[$5,000 base fee + $.32 per capita] X
 A

nnual C
PI A

djustm
ent = M

em
ber D

ues 
 

C
alifornia H

ER
O

 ($12,000) -  The SG
V

C
O

G
 has an existing agreem

ent w
ith W

estern R
iverside 

C
ouncil of G

overnm
ents (W

R
C

O
G

) to prom
ote the C

alifornia H
ER

O
 program

 in the San G
abriel 

V
alley. In exchange for the SG

V
C

O
G

’s program
 support, W

RC
O

G
 is obligated to pay Participant 

fees to the SG
V

C
O

G
 equal to 0.05%

 of the aggregate cost of the bonds issued to fund C
alifornia 

H
ER

O
 eligible projects w

ithin the subregion.   
 Transportation A

dm
inistration (Local) ($96,611) - The Los A

ngeles C
ounty M

etropolitan 
Transportation 

A
uthority 

(M
etro) 

provides 
an 

annual 
allocation 

to 
the 

SG
V

C
O

G
 

via 
a 

M
em

orandum
 of U

nderstanding (M
O

U
), be used to provide the support services either through the 

use of a consultant or by hiring an em
ployee to the SG

V
 representative on the M

etro Board of 
D

irectors, John Fasana.  U
nder the term

s of this M
O

U
, the SG

V
C

O
G

 and Board M
em

ber are 
responsible for selecting, em

ploying/contracting w
ith, com

pensating and overseeing the w
ork of 

the individual responsible for providing the support services.  C
urrently, the total reim

bursem
ent 

from
 M

etro is for an am
ount not exceed $96,611 annually.  This am

ount is adjusted in an am
ount 

equal to any increases approved by the Board for M
etro non-contract em

ployee salary increases. 2   
The SG

V
C

O
G

 utilizes this funding to pay for a consultant.  The total annual cost of that contract 
is $129,780, and the SG

V
C

O
G

 contributes the balance of $33,169.  
Sponsorships ($50,000) – Staff is proposing hosting the annual G

eneral A
ssem

bly in Spring 2019.  
Based on prior years, staff anticipates receiving sponsorships to fully offset the cost of the annual 
G

eneral A
ssem

bly. 
                                                             
2 This revenue is associated w

ith a contract w
ith a consultant.  The term

s of the contract w
ith the consultant provide that the annual am

ount paid to the consultant 
be increased by a percentage equal to the percent increase that the SG

V
C

O
G

 receives from
 M

etro.  

A
gency 

D
ues 

A
lham

bra 
 $33,992.20  

A
rcadia 

 $25,450.23  
A

zusa 
 $22,796.39  

B
aldw

in Park 
 $31,782.54  

B
radbury 

 $5,833.41  
C

larem
ont 

 $18,076.88  
C

ovina 
 $22,534.57  

D
iam

ond B
ar 

 $25,342.85  
D

uarte 
 $13,129.01  

El M
onte 

 $33,992.20  
G

lendora 
 $23,788.62  

Industry 
 $22,176.68  

Irw
indale 

 $5,943.58  
La C

anada Flintridge 
 $12,593.50  

La Puente 
 $19,551.62  

La V
erne 

 $17,013.19  
M

onrovia 
 $18,874.91  

M
ontebello 

 $27,731.36  
M

onterey Park 
 $26,925.66  

Pom
ona 

 $33,992.20  
R

osem
ead 

 $24,616.98  
San D

im
as 

 $17,413.07  
San G

abriel 
 $19,748.60  

San M
arino 

 $10,142.58  
Sierra M

adre 
 $9,285.97  

South El M
onte 

 $12,720.76  
South Pasadena 

 $14,509.27  
Tem

ple C
ity 

 $18,134.06  
W

alnut 
 $15,953.33  

W
est C

ovina 
 $33,992.20  

LA
 C

ounty D
istrict 1 

 $33,992.20  
LA

 C
ounty D

istrict 4 
 $33,992.20  

LA
 C

ounty D
istrict 5 

 $33,992.20  
SG

V
 W

ater A
gencies 

 $33,992.20  
T

otal 
 $754,007.26  
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 G

rants &
 Special Project Incom

e  
 Incom

e from
 grants and other sources varies annually based on the num

ber of active grants and has been used to leverage the SG
V

C
O

G
’s 

other resources and enable the organization to m
eet its objectives and serve the needs of m

em
ber agencies.  In FY

 2018-19, there is an 
estim

ated $1,033,071 in revenue projected from
 four program

 areas: 
 E

nergy E
fficiency (Local) ($340,000) - The SG

V
C

O
G

 receives an annual budget allocation from
 Southern C

alifornia Edison (SC
E) 

and SoC
alG

as (SC
G

) under the San G
abriel V

alley Energy W
ise Partnership (SV

G
W

EP) program
.  A

dditionally, the SG
V

C
O

G
 w

as 
aw

arded additional funding under the SG
V

EW
P to update the energy action plans for the cities of M

onrovia, A
rcadia, M

ontebello, and 
Pom

ona. The SG
V

C
O

G
 w

ill also support Los A
ngeles C

ounty’s C
om

m
ercial Property A

ccessed C
lean Energy (PA

C
E) program

 by 
increasing m

arketing efforts in the San G
abriel V

alley. 
 Storm

w
ater (Local) ($483,071) - The Los A

ngeles R
egional W

ater Q
uality C

ontrol Board (R
egional Board) established a C

oordinated 
Integrated M

onitoring Program
 (C

IM
P) to m

onitor the U
pper Los A

ngeles R
iver (U

LA
R

) Enhanced W
atershed M

anagem
ent Program

 
(EW

M
P) progress tow

ard m
eeting clean w

ater goals. In 2015, all U
LA

R
 perm

ittees voluntarily entered into a M
em

orandum
 of 

A
greem

ent (M
O

A
) w

ith the C
ity of Los A

ngeles to perform
 C

IM
P functions on behalf of the EW

M
P. The C

ity of Los A
ngeles and all 

eleven SG
V

C
O

G
 cities in the U

LA
R

 are asking that the SG
V

C
O

G
 take over the billing portion of the M

O
A

. The cost to im
plem

ent 
these tasks is $383,071, w

ith the SG
V

C
O

G
 retaining financial m

anagem
ent fees am

ounting to $100,000 per year, for a total cost of 
$483,071. 
 H

om
elessness (Local) ($158,000) - In Septem

ber 2017, the G
overning Board executed a contract w

ith the C
ounty of Los A

ngeles to 
fund a full-tim

e R
egional H

om
elessness C

oordinator. These funds are used to support a full-tim
e regional hom

eless coordinator at the 
SG

V
C

O
G

.  Staff anticipates receiving the sam
e level of funding in FY

 2018-19. 
 M

easure M
 Subreigonal A

dm
inistration (Local) ($50,000) - In June 2017, the M

etro Board of D
irectors adopted the M

easure M
 

guidelines to identify a process by w
hich M

easure M
 funds w

ill be program
m

ed by subregional entities, including the SG
V

C
O

G
, through 

the developm
ent of five-year subregional fund program

m
ing plans. C

O
G

s m
ay use up to .5%

 of subregional funds for adm
inistrative 

purposes, including the developm
ent of this five-year plan.  In the San G

abriel V
alley, the total am

ount of subregional adm
inistrative 

funds available from
 FY

 2018-22 is $188,000.  In M
arch 2018, the G

overning Board approved the use of these funds to offset existing 
SG

V
C

O
G

 staff costs. Staff expects that the bulk of the w
ork w

ill be front-loaded, and is therefore estim
ating $50,000 in revenue and 

related staff expenses in FY
 2018-19.   
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 E

X
PE

N
D

IT
U

R
E

S 

For the FY
 2018-19, expenditures are divided into tw

o categories: indirect expenses and direct expenses. Indirect expenses (such as 
personnel, Board expenses, professional services, etc.) include the general operating costs of the agency.  W

hile not charged directly to 
the grants, a portion of the indirect expenses are recovered via grants through an indirect cost allocation plan.  D

irect expenses are 
expenses that are associated w

ith specific grant projects program
 m

anagem
ent. 

 Indirect E
xpenses   

 D
uring FY

 2019-19, SG
V

C
O

G
 indirect expenditures are projected to total $1,135,687. These expenses are categorized as follow

s:  
Personnel ($529,780); B

oard &
 Em

ployee Expenses ($60,000); Professional Services ($346,980); and O
ther Expenses ($198,927).     

   
SG

V
C

O
G

 Indirect E
xpenses 2014-2019 

C
ategory 

FY
 2014-15 

FY
 2015-16 

FY
 2016-17  

FY
 2017-18 
(E

st.) 
FY

 2018-19 
(Proposed) 

Personnel 3 
       255,125 

202,001 
354,777 

550,042 
          529,780  

Board/Em
ployee Expense 

38,223 
50,233 

           42,212 
    59,500 

        60,000  
Professional Services 

     345,479 
473,327 

          379,347 
    295,490  

      346,980  
O

ther Expenses 
        113,634 

       119,603 
        114,717 

     196,322 
       198,927  

T
otal 

 $ 752,461 
     $ 845,164 

     $ 891,053 
  $ 1,101,354 

 $1,135,687    
    

 

                                                           
3 In FY 2013-15, one of the M

anagem
ent A

nalyst positions w
as filled on a part-tim

e basis through a tem
porary em

ploym
ent agency and is reflected 

under professional service costs rather than personnel.  Sim
ilarly, from

 O
ctober 2015- D

ecem
ber 2016, the Executive D

irector w
as provided through 

a consultant contract.  Therefore, those costs for that tim
e period are also included under professional services rather than personnel. 
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 Personnel ($2,836 decrease)- These costs include the salary, benefit and retirem

ent costs associated w
ith the SG

V
C

O
G

 staff not 
reim

bursed through grants.  For FY
 2018-19, staff is proposing six full-tim

e positions, including an Executive D
irector, A

ssistant 
Executive D

irector, R
egional H

om
elessness C

oordinator, one Senior M
anagem

ent A
nalyst, tw

o M
anagem

ent A
nalysts, and tw

o part-
tim

e project assistant positions. A
dditionally, several key functions, including finance, personnel, and transportation planning, are 

perform
ed by SG

V
C

O
G

 staff that are largely assigned to the A
C

E Project (see Exhibit A
 for Support Service H

our Table). O
nly the 

costs for that staff’s general SG
V

C
O

G
 w

ork is included in this budget. The SG
V

C
O

G
 provides standard benefits to staff, and all staff 

m
em

bers participate in the C
alifornia Public Em

ployees' R
etirem

ent System
 (C

alPER
S).  A

ll new
 em

ployees are under the “2%
 at 62” 

form
ula, and all em

ployees pay the full em
ployee C

alPER
S contribution.  The budget provides for a 3%

 m
erit pool to be allocated based 

on perform
ance evaluations.  The SG

V
C

O
G

 is currently in the process of com
pleting a com

pensation and classification study.  It is 
anticipated that the study w

ill be com
pleted in O

ctober 2018, and any proposed changes to the budget as a result of that study w
ill be 

presented m
id-year.   

SG
VC

O
G

 Personnel C
osts (Indirect) 2013-2018 

   

 $-

 $100,000

 $200,000

 $300,000

 $400,000

 $500,000

 $600,000

FY
 2014-15

FY
 2015-16

FY
 2016-17

FY
 2017-18 (E

stim
ated)

FY
 2018-19 (Proposed)
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 B

oard &
 Em

ployee E
xpenses ($5,500 increase) – This category includes board stipends, training/m

em
berships and m

eeting/travel 
costs. In January, an increase from

 $50 to $75 for G
overning Board m

eeting stipends w
as approved to encourage participation and this 

is reflected in the FY
 2018-19 budget. M

em
bers are paid on a per m

eeting basis and stipend expenditures vary based on the num
ber of 

m
eetings and attendance at these m

eetings. 
 Professional Services ($32,632 decrease) – This includes ongoing annual contracts for legal, auditor services, treasurer, M

etro Board 
Support and grant w

riting.  K
ey features of these contracts are as follow

s: 
• 

Legal Services:  The SG
V

C
O

G
’s legal contract provides for a m

onthly retainer, and the financial audit is conducted and paid for 
annually.  In M

arch 2014, the G
overning Board approved a renew

al of the contract w
ith Jones &

 M
ayer for G

eneral C
ounsel 

legal services for one year w
ith four one-year options, w

ith the sam
e term

s and conditions. In Sum
m

er 2018, the SG
V

C
O

G
 w

ill 
issue a R

FP as a com
ponent of the A

C
E/SG

V
C

O
G

 integration to secure joint legal services for the new
ly integrated organization. 

• 
Auditor:  The SG

V
C

O
G

 is required to have an annual financial audit.  In January 2016, the G
overning Board approved a five-

year contract w
ith V

asquez and C
om

pany for financial audit services. 4  
• 

Treasurer:  A
s an added level of accountability, in February 2016, the G

overning Board hired a consultant to serve as treasurer 
and independently review

 the SG
V

O
C

G
’s quarterly financial reports and report to the G

overning Board.  In M
arch 2018, the 

G
overning Board approved a new

 tw
o-year contract w

ith C
liftonLarsonA

llen LLP to provide treasurer services.  
• 

M
etro Board Support:  M

etro provides funding to the SG
V

C
O

G
, via an M

O
U

, to fund staff support to the SG
V

 representative 
on the M

etro Board of D
irectors.  In Septem

ber 2017, the G
overning B

oard approved a tw
o-year contract w

ith M
ary Lou 

Echternach to provide these services 
• 

G
rant W

riting:  A
n allocation for grant w

riting/applications is also included in this category, w
hich the SG

V
O

C
G

 w
ill use 

various consulting firm
s throughout the year to facilitate various support areas.  

In addition to these ongoing contracts, for FY
 2018-19, staff is recom

m
ending tw

o additional activities: A
C

E/SG
V

C
O

G
 integration 

and strategic plan consultant. Per direction from
 the G

overning Board, the FY
 2018-19 budget proposes costs to support the 

integration. For exam
ple, in A

pril 2018, the G
overning Board is considering approval of an R

FP to hire a consultant to conduct a 
study of the SG

V
C

O
G

’s current pension/retirem
ent system

, as w
ell as an analysis of alternative system

s. Finally, staff is 
recom

m
ending updating the Strategic Plan in Spring 2019.   

 O
ther E

xpenses ($14,692 decrease) – These costs include facility costs (i.e. rent, storage, utilities, and office supplies), 
insurance/bonding and office equipm

ent/softw
are acquisition. This cost category also includes costs associated w

ith the SG
V

C
O

G
’s 

G
eneral A

ssem
bly, w

hich is anticipated to be held in Spring 2019. 
                                                             
4 The contract for financial audit services m

ay be cancelled at any tim
e by the SG

V
C

O
G

 w
ith 30 days w

ritten notice.   
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 D

irect E
xpenses  

 This expenditure category reflects direct program
 expenditures, including salaries/w

ages and benefits, related to the SG
V

C
O

G
’s grant 

funded projects. In FY
 2018-19, the SG

V
C

O
G

 w
ill have active grants in the follow

ing program
 areas: energy efficiency, storm

w
ater 

and hom
elessness.  These program

s are described in further detail under “R
evenues.” The table below

 outlines the full-tim
e equivalent 

(FTE) for each of the program
 areas. 

 E
nergy E

fficiency ($20,000 increase)– The Energy W
ise Partnership, SC

E Strategic Plan and Los A
ngeles C

om
m

ercial PA
C

E are fully 
reim

bursed for all staff tim
e spent m

anaging these program
s. The SG

V
C

O
G

’s internship program
 tim

e is also fully funded through these 
program

s. The grants associated w
ith these program

s are paid on a reim
bursem

ent basis, based on labor and expenses, under a not to 
exceed am

ount. 
 Storm

w
ater ($383,071 increase)– A

s a com
ponent of the U

LA
R

 C
IM

P m
anagem

ent, the SG
V

C
O

G
 anticipates executing contracts w

ith 
3rd party consultants, as needed, to support special studies and other identified tasks. 
 H

om
elessness (no change) – The SG

V
C

O
G

’s H
om

elessness C
oordinator position is fully funded by Los A

ngeles C
ounty to support 

regional hom
elessness issues. A

ssociated expenses are also reim
bursed through this agreem

ent.  
 

 D
irect E

xpenses - G
rant Salaries and W

ages by FT
E

's 2018-19 
         

 

 

 
Energy   

Efficiency  
 H

om
elessness  

Storm
w

ater 

FT
E

's 
3.0 

1.0 
0.5 

FY
 2019 salaries and w

ages 
 $     132,098  

 $     104,052  
 $       34,592  

FY
 2019 allocated fringe benefits 

          25,354  
          19,971  

             6,639  
Salaries and allocated fringe benefits 

        157,455  
        124,024  

          41,232  

 
 

 
 

A
llocated overhead 

        144,818  
          48,273  

          24,136  

T
otal salaries, fringes and overhead 

 $     302,273  
 $     172,297  

 $       65,368  
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E
xhibit A

 

 

A
C

E
 Support Service H

ours for FY
 2019 

 

S
taff

B
ill R

ate
B

ill H
ours

FY 2019 B
udget

A
ccountant - A

57.58
            

78
                   

4,491
$               

A
ccountant - B

75.42
            

78
                   

5,883
                 

S
r. A

ccountant
98.90

            
52

                   
5,143

                 
Finance D

irector
164.61

          
78

                   
12,840

               
S

ubtotal A
ccounting / Finance

299
                

28,356
               

A
dm

inistration M
gr

120.62
          

78
                   

9,408
                 

A
dm

inistrative A
sst

72.59
            

130
                

9,437
                 

IT M
anager

80.92
            

26
                   

2,104
                 

S
ubtotal A

dm
inistration

234
                

20,949
               

G
ov't R

elations D
irector

177.60
          

26
                   

4,618
                 

C
hief E

ngineer
215.04

          
91

                   
19,569

               
S

ubtotal Transportation 
117

24,186
               

Total     
650

73,492
$             
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SG
V

C
O

G
 / A

C
E

 Integration 

U
pdated 3/07/2018 

  
A

ctivity 
2017 

2018 
Status 

S 
O

 
N

 
D

 
J 

F 
M

 
A

 
M

 
J 

J 
A

 
S 

O
 

N
 

D
 

 

Project 
Identification 

D
evelop process for project 

identification, developm
ent and 

approval 
  

  
  

  
  

  
  

  
  

  

 
 

 
 

 
 

D
raft process review

ed by com
m

ittee in 
February and presented to G

overning B
oard 

in M
arch. 

Subm
it process for project 

identification, developm
ent and 

approval to G
B

  
  

  
  

  
  

  
  

  
  

  

 
 

 
 

 
 

 

C
onduct outreach to m

em
ber 

agencies to develop/ refine project 
list. 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

D
evelop and approve initial 

project list 
  

  
  

  
  

  
  

  
  

  
 

 
 

 
 

 
 

Personnel 
and A

dm
in. 

R
estructure 

C
onduct A

C
E

/C
O

G
 em

ployee 
outreach 

  
  

  
  

  
  

  
  

  
  

 
 

 
 

 
 

A
n initial com

bined m
eeting w

as held in 
A

ugust.  A
dditional joint staff m

eetings 
planned to be held m

onthly.    
D

evelop consolidated personnel 
system

 
  

  
  

  
  

  
  

  
  

  
 

 
 

 
 

 
Salary/classification study initiated in 
February and be com

pleted in O
ctober 2018.   

Im
plem

ent consolidated personnel 
system

 
  

  
  

  
  

  
  

  
  

  

 
 

 
 

 
 

D
raft com

bined em
ployee handbook being 

review
ed internally.  To be presented to A

d 
H

oc C
om

m
ittee in M

arch.  A
dditional 

consolidation pending C
om

p/C
lass study.   

D
evelop consolidated adm

in and 
finance system

 
  

  
  

  
  

  
  

  
  

  
 

 
 

 
 

 
B

eing developed by staff.  D
raft finance 

m
anual to be prepared by A

pril.     

Im
plem

ent consolidated adm
in 

and finance system
 

  
  

  
  

  
  

  
  

  
  

 
 

 
 

 
 

A
ction pending adoption of consolidated 

finance m
anual.   

B
udget 

D
evelop consolidated budget 

  
  

  
  

 
  

  
  

  
  

 
 

 
 

 
 

A
nticipate fully consolidated budget to be 

presented for FY
 19-20.   

Present budget to G
B

 for approval 
  

  
  

  
  

  
  

  
  

  
 

 
 

 
 

 
 

O
ffice Space 

Identify options for joint office 
space 

  
  

  
  

  
  

  
  

  
  

 
 

 
 

 
 

 

Present office space options to G
B

 
for approval 

  
  

  
  

  
  

  
  

  
  

 
 

 
 

 
 

 

A
ccom

plishm
ents: 

- 
D

eveloped and approved updated JPA
 (N

ovem
ber 2017) 

- 
JPA

 approved by a m
ajority of m

em
ber agencies (19) (D

ecem
ber 2017) 

- 
D

eveloped and approved updated bylaw
s (D

ecem
ber 2017) 

- 
Election process for C

onstruction C
om

m
ittee approved by G

overning B
oard in January 2018.  Elections to be held in M

ay.   
- 

C
ontract aw

arded for com
pensation / classification study (January 2018) 

- 
U

pdated A
C

E Logo approved by G
overning B

oard in February.   
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