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Consider Additions to the Commissioner Handbook – Employee Handbook 

and Remote Work Agreement Policies  

Dear Members of the Commission 

RECOMMENDATION 

1) It is recommended that the Commission provide direction regarding changes and/or add new

policies to the Handbook as follows:

a) Add Section 13 - Employee Handbook, and Remote Work Agreement, and

provide direction to staff to return at a future meeting with any changes and/or

additions.

DISCUSSION 

Section 13, would add a new section concerning the adoption of an employee handbook to 
coincide with current LAFCO employement model.  However, Section 13 would not be 
required to be adopted at this time because many of the policies are outlined in the executive 
officer contract.  This section could be deferred until such time it is needed.  The Employee 
Handbook was largely modeled after several LAFCO’s from around the State.  The most 
significant difference relates to remote work policies and remote work agreement. These draft 
policies are included as Attachment A.  

Attachments 

Attachment A - Commission Handbook – Draft Employee Handbook and Remote Work Agreement 

Please contact the LAFCO office if you have any questions.  

Sincerely, 

Mike Prater 

Executive Officer 

BUSINESS ITEM No 5
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PART 1 – EMPLOYMENT 

1.1 EMPLOYEE ACKNOWLEDGMENT FORM 

I have received and read a copy of the Santa Barbara LAFCO ("LAFCO") 
employee policy manual and understand all the policies, guidelines and procedures 
stated within. I understand that whenever the term "LAFCO" is used in the Employee 
Handbook, it shall mean the Santa Barbara Local Agency Formation Commission. 
The guideline manual describes important information about LAFCO, and I 
understand that I should consult the LAFCO Executive Officer regarding any 
questions I might have. I have entered into my employment relationship with LAFCO 
voluntarily and acknowledge that there is no specified length of employment. 
Accordingly, either I or LAFCO can terminate the relationship at will, with or without 
cause, at any time. Furthermore, I acknowledge that this manual is not a contract of 
employment. 

Since the information, policies, and benefits described herein are necessarily 
subject to change, I acknowledge that revisions to the manual may occur, except to 
LAFCO's policy of employment-at-will. The at-will policy can be changed only in writing 
signed by the employee, the Executive Officer, and approved by the Commission. I 
understand that LAFCO reserves the right to modify, supplement or rescind any or all 
of its policies whenever it deems necessary or useful to do so, at any time with or 
without notice. 

EMPLOYEE’S NAME (printed) 

EMPLOYEE’S SIGNATURE 

DATE 
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1.2 PREAMBLE 

A. Whenever the term “LAFCO” is used in these Section, it shall mean “Santa
Barbara LAFCO”

1.3 AT-WILL EMPLOYMENT 

A. Overview

The intent of this policy is to establish the At-Will-Employment Policy of LAFCO.

B. Policy

The employment relationship between LAFCO and its employees is for an
unspecified term and may be terminated by the employee, the LAFCO Executive
Officer or the Commissioners who serve on LAFCO ("Commission") at any time,
with or without cause or advanced notice. Also, LAFCO reserves the right to
transfer, demote, suspend and administer discipline with or without cause or
advance notice.

None of the policies, procedures or contents of this manual is intended to create
any contractual obligations which in any way conflict with LAFCO’s policy of At-
Will-Employment. The at-will relationship can only be modified by a written
agreement signed by the employee and the LAFCO Executive Officer and
approved by the Commission.

1.4 EQUAL EMPLOYMENT OPPORTUNITY POLICY 

A. Overview

The intent of this policy is to establish the Equal Employment Opportunity Policy
of LAFCO.

B. Policy

LAFCO is strongly committed to providing equal opportunity to all employees
and applicants for employment. LAFCO does not discriminate on the basis of
race, color, religion, national origin, ancestry, creed, citizenship, sex, gender,
gender identity, gender expression, age, medical condition, sexual orientation,
marital status, pregnancy or related medical conditions, physical or mental
disability, genetic characteristics, military or veteran status, or any other
characteristic protected by applicable federal or state law, or on the basis of
any perception that an applicant or employee has any of these characteristics
or on the basis that an applicant or employee is associated with someone who
has or is perceived to have these characteristics. LAFCO strictly prohibits the
harassment of any individual on any basis listed above (see the Policy Against
Harassment for further clarification).
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This policy applies to all employment practices, including recruitment, 
advertising, job application procedures, hiring, firing, advancement, 
compensation, training, benefits, transfers, social and recreational programs, 
and any other terms, conditions and privileges of employment. 

An employee who believes that he or she has been subjected to any form of 
unlawful discrimination should make a complaint, preferably written, to the 
Executive Officer. Complaints should be specific and should include the names 
of individuals involved and the names of any witnesses. LAFCO will immediately 
undertake an effective, thorough and objective investigation and attempt to 
resolve the situation. If LAFCO determines that unlawful discrimination has 
occurred, effective remedial action will be taken to deter any future 
discrimination. 

Employees will not be retaliated against for bringing a complaint in good faith 
under the Equal Employment Opportunity Commitment Policy or the Policy 
Against Harassment, or for honestly assisting in investigating such a complaint, 
even if the investigation produces insufficient evidence that there has been a 
violation, or if the charges cannot be proven. However, disciplinary action may 
be taken if false or frivolous accusations are made in bad faith. 

1.5 DISABILITY ACCOMMODATION 

A. Overview

The intent of this policy is to establish the Disability Accommodation Policy of
LAFCO.

B. Policy

LAFCO is committed to complying fully with state and federal disability
discrimination laws. As previously stated, no program or activity administered
by the employer shall exclude from participation, deny benefits to or subject to
discrimination any individual based on an employee’s actual or perceived
disability or based on an employee’s association with someone who has an
actual or perceived disability.

LAFCO is further committed to providing reasonable accommodation to the
known physical or mental limitations of an otherwise qualified applicant or
employee, unless doing so would result in an undue hardship. If you believe
you are a qualified individual with a disability and that you need a reasonable
accommodation in order to perform the essential functions of your job, please
notify the Executive Officer. You may be required to provide medical
certification regarding your disability and need for accommodation. All medical
information is kept in a confidential, medical information file and shared only
on a need-to-know basis. The accommodation process is interactive and allows
the applicant or employee to identify possible accommodations. However,

ATTACHMENT A



SANTA BARBARA LAFCO EMPLOYEE HANDBOOK 
COMMISSIONER HANDBOOK  PAGE 4 

LAFCO will make the final decision as to what, if any, reasonable 
accommodation to provide. 

1.6 POLICY AGAINST HARASSMENT 

A. Overview

The intent of this policy is to establish the Policy Against Harassment for LAFCO
and to provide a complaint resolution procedure.

B. Policy

LAFCO prohibits and will not tolerate harassment of employees, applicants, or
persons providing services pursuant to a contract based on factors such as race,
color, religion, national origin, ancestry, creed, citizenship, sex, gender, gender
identity, gender expression, age, medical condition, genetic information, sexual
orientation, marital status, pregnancy or related medical conditions, physical
and mental disabilities, genetic characteristics, military or veteran status, or
any other characteristic protected by applicable federal or state law. , This
includes persons perceived to have any of these characteristics or associating
with someone who has or is perceived to have any of these characteristics.
LAFCO will also take all reasonable steps to prevent harassment based on
protected status by third parties, such as customers, clients and suppliers. All
such harassment is prohibited by LAFCO and is against the law.

C. Definition

Harassment is unwelcome and inappropriate conduct directed at an employee,
based upon one of the characteristics protected under the federal and state
anti-discrimination laws, that substantially prevents an employee from
performing his or her duties, serves to threaten or intimidate an employee,
and/or produce a hostile work environment.

Prohibited unlawful harassment includes, but is not limited to, the following
behavior:

1. Verbal conduct such as epithets, derogatory jokes or comments, slurs
or unwanted sexual advances, invitations or comments;

2. Visual conduct such as derogatory and/or sexually-oriented posters,
photography, cartoons, drawing or gestures;

3. Physical conduct such as assault, unwanted touching, blocking normal
movement or interfering with work because of sex, race, or any other
protected basis;
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4. Threats, demands to submit to sexual requests as a condition of
continued employment, or to avoid some other loss, and offers of
employment benefits in return for sexual favors.

D. Reporting and Complaint Procedure

An employee who believes that he or she has been subjected to any form of
unlawful harassment should promptly make a complaint, preferably written, to
the Executive Officer, or if it involves the Executive Officer, to the Chair of the
Commission. Complaints should be specific and should include the names of
individuals involved and the names of any witnesses. The Executive Officer, or,
in the event the complaint is alleged against the Executive Officer, the LAFCO
Chair and Vice-Chair shall immediately cause a thorough and objective
investigation to be conducted. If LAFCO determines that unlawful harassment
has occurred, effective remedial action will be taken commensurate with the
severity of the offense, up to and including termination. Appropriate action will
also be taken to deter any future unlawful harassment, discrimination or
retaliation. Upon completion of the investigation, the results (consisting of
“merit” or “no merit”) shall be given to the complainant.

E. Retaliation

Employees will not be retaliated against for bringing a complaint in good faith
under the Equal Employment Opportunity Policy or the Policy Against
Harassment, or for honestly assisting in investigating such a complaint, even if
the investigation produces insufficient evidence that there has been a violation,
or if the charges cannot be proven. However, disciplinary action may be taken
if false or frivolous accusations are made in bad faith.

An employee who believes that he or she has been retaliated against should
promptly make a complaint, preferably written, to the Executive Officer, or if it
involves the Executive Officer, to the Chair of the Commission. Complaints
should be specific and should include the names of individuals involved and the
names of any witnesses. LAFCO will immediately undertake an effective,
thorough and objective investigation and attempt to resolve the situation. If
LAFCO determines that unlawful retaliation has occurred, effective remedial
action will be taken to deter any future retaliation.

1.7 PERFORMANCE MANAGEMENT 

A. Overview

The intent of the performance review process is to maximize organizational
productivity and individual potential within a position and within LAFCO.

B. Policy
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A review and discussion of each employee's performance is conducted to enable 
the employee and the Executive Officer to discuss the employee's performance 
relative to his/her goals and objectives in addition to those of LAFCO. The 
discussion of job performance and goals on an informal, day-to-day basis is 
strongly encouraged. Additional formal performance evaluations are conducted 
at the discretion of the Executive Officer. After receiving their review, an 
employee will be required to sign the evaluation report acknowledging that it 
has been presented and discussed between the employee and the Executive 
Officer. 

The performance of all employees is generally evaluated according to a one- 
year cycle, on or around the employee’s anniversary date. However, the 
frequency of performance evaluations may vary depending upon length of 
service, job position, past performance, changes in job duties or recurring 
performance problems. No merit increase shall be given absent a satisfactory 
performance evaluation. 

Merit-based pay adjustments are awarded by LAFCO in an effort to recognize 
truly superior employee performance. Positive performance evaluations do not 
always guarantee increases in salary or promotions. Salary increases and 
promotions are solely within the discretion of LAFCO and depend on many 
factors in addition to performance. Positive performance evaluations will be tied 
to the accomplishment of specific established employee goals. The Executive 
Officer has the discretion to adjust any step increase based on the employee’s 
performance (e.g. issue a half-step increase instead of a full step increase); 
however, no full step increase may occur within 12 months from the last raise. 

LAFCO’s provision of performance evaluations and merit step increases do not 
alter the at-will employment relationship. 

C. Policy for Executive Officer Performance Evaluation Process

1. As part of the evaluation process, each year

a. The Executive Officer will submit a report summarizing the agency’s
performance against the previous period’s past annual workplan.

b. The Executive Officer will also provide a recommended draft annual work
plan for the upcoming period.

c. The direction and projects will be prioritized for the upcoming annual work
plan.

d. The Annual work plan will be adopted by the Commission at a Regular
meeting.

2. The Chair will lead the Commission’s closed session discussion on the
Executive Officer’s performance and professional development goals and the
agency goals, soliciting feedback and input from all Commissioners.
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3. The Chair will be given financial parameters for negotiating compensation
with the Executive Officer and delegated authority to represent the
Commission in compensation discussions with the Executive Officer.

4. The Chair will meet with the Executive Officer to provide the Commission’s
feedback, sentiments of the discussion and to negotiate compensation.

5. The Chair will report back to the Board to close out the Executive Officer
Evaluation Process and to prepare any necessary agenda items and public
action required to complete the process.

1.8 PERSONNEL RECORDS 

A. Overview

The intent of this policy is to clarify the guidelines for treatment of employee
personnel records and information.

B. Policy – General Employees

Employees have the right to inspect certain documents in their personnel file,
as provided by law, in the presence of a LAFCO representative at a mutually
convenient time. Employees may add a written response to any disputed item
in their file.

Any request for information from the file must be made to the Executive Officer
or specific designee. Only the Executive Officer or specific designee is
authorized to release confidential information regarding current or former
employees. Disclosure of confidential personnel information to outside sources
will be limited to the extent allowed by law. However, LAFCO will cooperate
with requests from authorized law enforcement or local, state or federal
agencies conducting official investigations, with validly issued subpoenas and
as otherwise required by law or legal proceeding to be released.

1.9 RESIGNATION AND TERMINATION 

A. Overview

The intent of this policy is to explain the types of termination and LAFCO’s
procedures for processing terminations.

First:
Don't leave! This organization is designed to be a great place to work and the
kind of establishment where people are happy to spend their entire careers.

BUT, if you are thinking of leaving:
Please give us as much notice as possible. Tell us that there's a job you're
thinking of interviewing for, not after you accept an offer to start in two
weeks’ time. Come talk to us as soon as you are thinking about leaving.
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Maybe there's something we can do! And even if there isn't, we won't hold it 
against you. Please help us out by letting us know well (months preferably) in 
advance. We would also like for you to participate in an exit interview with us 
as part of your offboarding process. 

If you have any vacation coming to you, you will be paid for the vacation in 
your final paycheck. 

There is something called COBRA which allows you to continue to receive 
health insurance for 18 months after you leave, but you have to pay the 
premiums and deductibles yourself.  

B. Policy

Termination of employment is an inevitable part of personnel activity within
any organization, and many of the reasons for termination are routine. Below
are examples of some of the most common circumstances under which
employment is terminated.

C. Voluntary Resignation

An employee who voluntarily resigns his/her employment is asked to prepare
a written letter of resignation informing LAFCO of the intended resignation date.
Although not required, employees who voluntarily resign are asked as a
courtesy to give LAFCO at least two weeks’ notice prior to the resignation date
in order to provide time to search for an adequate replacement if necessary
and to ensure a smooth transition for your departure from LAFCO.

An employee is also considered to have voluntarily terminated employment by
failing to report to work for three (3) consecutive scheduled workdays without
notice, or without prior approval by the Executive Officer.

D. Discharge

See Section 5.1.A

E. Exit Interview

LAFCO may schedule exit interviews at the time of employment termination.
The exit interview will provide an opportunity to discuss such issues as
employee benefits, conversion privileges, repayment of outstanding debts to
LAFCO, or return of property owned by LAFCO. Suggestions, complaints and
questions are encouraged. Employees will receive their final pay in accordance
with applicable law.

F. At-Will Employee
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Because employment with LAFCO is based on mutual consent, both the 
employee and LAFCO have the right to terminate employment at will, with or 
without cause, at any time. Nothing in this termination policy changes the At- 
Will Employment policy of LAFCO. 

G. Benefits

Employee benefits will be affected by employment termination in the following
manner. All accrued, vested benefits that are due and payable upon termination
will be paid in accordance with applicable law. Some benefits may be continued
at the employee’s expense if the employee so chooses. The employee will be
notified in writing of the benefits that may be continued, and of the terms,
conditions and limitations of such continuance.

1.10 OUTSIDE EMPLOYMENT 

No employee shall engage in any occupation or outside activity which is incompatible 
with LAFCO employment. Any employee who proposes to engage in an occupation or 
outside employment for compensation shall inform the Executive Officer in advance of 
the nature of such employment, unless stated so in the employment contract. The 
Executive Officer, after making a determination whether or not such employment is 
in conflict with LAFCO employment, will notify the employee of such determination. 

PART 2 – SALARY AND WAGE ADMINISTRATION 

2.1 EMPLOYMENT CATEGORIES 

A. Overview

The intent of this policy is to define employment classifications so that
employees understand their employment status and benefit eligibility.

B. Policy

These classifications do not guarantee employment for any specified period of
time. Accordingly, the right to terminate the employment relationship at will at
any time is retained by both the employee and LAFCO.

C. Exempt/Nonexempt

Each employee is designated as either Non-Exempt or Exempt from specific
federal and state wage and hour laws, such as overtime compensation. An
employee's Exempt or Non-Exempt classification may be changed only upon
written notification by the Executive Officer.

D. Employment Categories
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In addition to the above categories, each employee will belong to one other 
employment category: 

1. Regular Full-Time – Employees who are not in a temporary status and
who are regularly scheduled to work LAFCO’s full-time schedule.
Generally, they are eligible for LAFCO’s benefit package, subject to the
terms, conditions, and limitations of each benefit program. Employees
must work at a minimum of 32 hours to be considered “regular full- 
time.” Sick hours, vacation hours, and retirement credits are accrued
on a pro-rated basis if an employee works a schedule of less than 40
hours.

2. Part-Time – Employees who are not assigned to a temporary status and
who are regularly scheduled to work less than 32 hours per week. While
they do receive all legally mandated benefits (such as workers'
compensation insurance), they may be ineligible for some of LAFCO’s
other benefit programs. Part-time employees are eligible to accrue sick
hours, vacation hours, and retirement credits on a pro-rated basis based
upon the number of hours worked.

3. Temporary – Employees who are hired as interim replacements, to
temporarily supplement the work force, or to assist in the completion of
a specific project. Employment assignments in this category are of a
limited duration. Employment beyond any initially stated period does
not in any way imply a change in employment status. Temporary
employees retain that status unless and until notified of a change in
writing signed by the Executive Officer or designee. Temporary
employees are ineligible for LAFCO’s benefit programs, unless otherwise
required by law.

E. Bilingual Allowance

Employees whose duty assignments require regular and frequent use of
bilingual language skills in Spanish and English, shall be eligible to receive a
bilingual allowance upon designation by the Executive Officer.  The amount
of the allowance for full-time employees shall be $25.00 per pay period. The
bilingual allowance shall be prorated for part-time employees.

F. Cost of Living Adjustments (“COLA”).

The Commission will consider authorizing a COLA or onetime payment for its
employees consistent with County of Santa Barbara policy.  The employee’s
salary shall be adjusted to include any consumer price index increases
provided to other LAFCO employees. Cost-of-Living adjustment is
determined annually based on increases in the annual average consumer
price index (CPI) for all urban consumers in the Los Angeles-Long Beach.
The ratio is calculated, and rounded to the nearest one-half percent.
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2.2 PAY POLICIES 

A. Overview

The intent of this policy is to explain and clarify wage administration, work
hours and time-keeping.  Our team is an amazing group of people who live
up to the motto of “smart and get things done” every day. We want to offer
them compensation that is fair, easily understood, transparent, and
competitive.

Fair means no games. Our compensation is not based on how well you
negotiate or how often you ask for raises--it's based on a repeatable,
predictable system. There's no forced ranking, so other people don't have to
do badly for you to do well.

Easily understood means that everyone understands what variables are
used to determine how salaries are determined. They understand what they
need to do to move up in their career. And different managers can figure out
how to pay their team members and get consistent and fair results.

Transparent reflects our belief in running our organization without secrets
and sharing in the rewards.

Despite our belief in transparency, we also believe in our employees' right to
privacy. We won't reveal what a given individual earns to anyone but them
and their manager.

Competitive means that you're earning at least as much here as you would
earn in a similar role elsewhere, even without our incredible benefits.

B. Payment of Wages

All employees are paid monthly. There are 12 pay periods each year with
paydays being generally on the 12th day of the month. In the event that the
normal payday falls on a LAFCO holiday, the pay date will be the first
business day immediately prior to the normal pay date.

C. Pay Advances

LAFCO does not give advances against wages.

D. Corrections to Payroll

Errors arising from the payroll processing should immediately be brought to the
attention of the Executive Officer, who will work with the payroll contact and
the employee to correct any said error. Payment due to a correction will be
processed in accordance with applicable federal and state laws.
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E. Overtime Pay

When LAFCO's needs cannot be met during regular working hours, employees
may be required to work overtime. All overtime work for Non-Exempt
Employees must receive prior authorization of the Executive Officer. The
Executive Officer has the discretion to adjust work schedules to avoid overtime
pay if necessary. Overtime compensation is paid to all Non-Exempt employees
in accordance with applicable wage and hour laws, based on actual hours
worked over forty (40) hours per week. Overtime compensation will not be
paid to Exempt Employees.

F. Work Hours

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, at the discretion of the Executive Officer.

We believe that the way to be most productive is with a reasonable, balanced
work schedule. Working long hours for long periods of time results in mental
exhaustion and careless work that needs to be fixed later.

Different people have different ways of being productive. Some people get
more done in the morning and prefer to come in early. Maybe you get a lot
done later in the night. Either way, as long as you're getting your work done,
design your own schedule around your own balance of work and life. It should
be sustainable and reasonable. General office hours are between 8 am and 5
pm.

When we have a deadline, usually around agenda dates, you should be well-
rested and caught up on your errands, so if you need to work longer days
than usual for a week or two so that materials can get out the door on time,
you won't be exhausted. Make regular time for your family and friends
throughout the year so that crunch periods don't become a habit, and work
doesn't become a death march. Feel free to rearrange your weekly schedule,
for example, working slightly longer on Monday through Thursday and taking
Friday afternoons off during the summer. Citizens and member agency staff
who call us should receive a timely response.

If you need to stay home for the cable guy, or run to the dentist or doctor, or
pick your kid up from daycare because your wife/husband cannot do it that
day, just talk to Executive Officer. This is usually never a problem. Given that
we have flex time, you are expected to make this time up at some point. We
won't track it, but you should.

What if I need to take a whole day off but I make it up in time some
other day or collectively through the week? Is that a vacation day?
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We generally expect employees to put in an average of 40 hours per week, 
which is inclusive of an hour or so per day for lunch. When we're working on 
something time sensitive or have other deadlines, we may all need to push 
past standard hours to get things done, but we want to stay staffed to where 
the average time needed should mostly stay in range. 

G. Time-Keeping

Accurately recording time worked is the responsibility of every LAFCO
employee. Federal and state laws require LAFCO to keep an accurate record of
time worked in order to calculate Non-Exempt employee pay and benefits. Time
worked is all the time actually spent on the job performing assigned duties.

Altering, falsifying, tampering with time records, or recording time on another
employee’s time record may result in disciplinary action, up to and including
termination of employment.

It is the employee’s responsibility to sign their time records to certify the
accuracy of time recorded. The Executive Officer will review and then sign the
time record before submitting it for payroll processing.  The Executive Officers
time card will be reviewed and signed by the Commission Chair before payroll
processing.

Exempt employees are expected to also keep track of their hours on a
timesheet to be provided by LAFCO.

H. Rest Periods

Employees are allowed to take one ten (10) minute break for every four (4)
hours worked. Breaks are paid time and should be taken as close to the middle
of the four (4) hour period as possible. Rest periods cannot be combined with
lunch breaks or used to arrive late or leave early.

I. Lunch Break

The normal lunch break is one hour. During lunch breaks, employees are
relieved of all duty. Staffing needs and operational demands may necessitate
variation in starting and ending time.
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PART 3 – BENEFITS 

3.1 INSURANCE AND OTHER BENEFITS 

A. Overview

The intent of this policy is to provide insurance and other benefits to all regular
full-time and part-time employees of LAFCO. The Commission will review and
may change these benefits on an annual basis at its discretion.

B. Health, Dental, and Vision Insurance

Who is Covered?
Each full-time or part-time employee receives a comprehensive health
insurance package for himself/herself, their spouse, and dependents. Same
sex domestic partners are eligible.

LAFCO employees will receive health insurance, dental insurance, and vision
insurance subject to the employer contribution limits applicable to employees
of the County of Santa Barbara comparable group. Any increases provided by
the County will similarly be offered to LAFCO employees. LAFCO shall
contribute the following:

i. $854.78 per monthly pay period toward the cost of the premium for
medical plan coverage.

ii. $38.88 per monthly pay period toward the cost of the premium for
dental plan coverage.

iii. $20.00 per monthly pay period toward the cost of Vision plan
coverage.

C. Retirement Benefits

LAFCO provides SBCERS. LAFCO agrees to pay the contribution to a
retirement plan with benefits that are outlined in Santa Barbara County
Employees’ Retirement System General Plan 8-3: 2 percent at age 62.
Retirement allowances are based on the calculated average monthly salary
(pursuant to Government Code section 7522.32 this is the highest average
annual pensionable compensation earned by the member during a period of
at least 36 consecutive months), age at retirement, service credit, and the
payment option selected at time of retirement. Plan 8 annual contributions,
and Final Average Salary, are limited by Sections 401(a)(17) and 415 of the
Internal Revenue Code and subsequent amendments. Plan Retirement
eligibility at attainment of age 52 with at least 5 years of SBCERS employer
and/or Reciprocal service. No employer paid insurance subsidy is provided to
General Plan 8 members Annual Cost of Living Adjustment caps each year at
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3 percent. Employees hired on or after January 1, 2013, are subject to the 
Public Employees’ Pension Reform Act (PEPRA). The Commission will review 
and establish the benefits annually at its discretion.  

D. In Lieu of LAFCO Medical Coverage

Eligible regular full-time LAFCO employees who waive coverage under the
LAFCO health, dental, and vision insurance programs are eligible to receive a
stipend equal to the employer contribution limits applicable to employees of
the County of Santa Barbara comparable group, to help offset out-of-pocket
medical expenses, if acquired directly by employee. Regular part-time
employees are also eligible for this benefit on a pro-rated basis.

3.2 TUITION REIMBURSEMENT AND PROFESSIONAL DEVELOPMENT 

A. Overview

We believe in professional development of our staff. We encourage you to
take steps to learn new things. Conferences can be a mixed bag when it
comes to learning, so we’re shifting our professional development policy to
encourage experiences that can be shared with the staff as well as providing
some guidance on the amount of time and money we expect you to spend
(while still allowing people to go to a relevant conference if they want to). As
with everything, if you have something specific that doesn’t fall within the
bounds of this policy, we’d still be happy to discuss it with you.

This policy shall apply only to courses requested by the employee in accordance
with the criteria set forth below.

B. Requirements for Partial Reimbursement of Tuition:

1. The requesting employee must be and have been in a regular full-time
position with LAFCO for at least two (2) years prior to the start of the course
in question.

2. The subject matter of the course must be directly related to the employee's
present position or to a position within LAFCO.

3. The employee's attendance at the course will not interfere with his/her
normal duties, responsibilities or work hours.

4. The employee agrees in writing to repay LAFCO, upon separation of
employment, any tuition reimbursement received from LAFCO within a
twelve (12) month period prior to his/her termination.

5. Requests for reimbursement shall be submitted to the Executive Officer and
approved prior to the commencement of the course in question.
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C. Limitations

1. In order for requests to be granted, funds for tuition reimbursement must
be available for that purpose in the LAFCO budget.

2. Reimbursement shall be available at the rate of fifty percent (50%) of actual
costs of the tuition fee (does not include books, documents, other materials,
mileage, travel costs, or other incidental expenses incurred by the
employee).

3. LAFCO may limit its reimbursement to the actual amount not reimbursed
to the employee by some other source if such amount is less than fifty
percent (50%) of the tuition fee.

4. Nothing shall prohibit LAFCO from placing a reasonable dollar limit on
tuition reimbursement which may be received by an employee in one
fiscal year.

5. To be eligible for reimbursement, the employee must present satisfactory
proof of a final grade of "C" or better for the approved course and of the
amount of tuition paid by the employee.

PART 4 – TIME OFF 

4.1 SICK LEAVE BENEFITS 

A. Overview

The intent of this policy is to provide paid time off for the purpose of illness or
other medical requirements.

The Commission will review and may change any of these sick leave benefit
provisions on an annual basis at its discretion.

B. Accrual

All employees shall be entitled to twelve (12) days of sick leave per year and
shall be entitled to accrue twelve (12) days of sick leave per year up to a
maximum of 90-days.

C. Eligibility

Regular Employees: New regular employees are eligible to use sick leave with
pay after completion of two (2) full pay periods of continuous service with
LAFCO.
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Temporary employees: Temporary employees are eligible to earn sick leave 
after thirty (30) days. Temporary employees can use sick leave after 
completing ninety (90) days of employment. 

D. Verification

Employees are required to notify their supervisor as soon as possible of their
absence due to illness or injury. LAFCO may require an employee upon
returning after an absence due to illness or injury, to fill out a sick leave request
form or record of sick leave use. LAFCO may require a physician's statement
or acceptable substitute from an employee who applies for sick leave, or make
whatever reasonable investigation into the circumstances that appear
warranted before taking action on the sick leave request.

E. Use of Sick Leave

Employees who are contagious, coughing, or sneezing are not permitted to
come in to the office. Heroics that can make the rest of us sick will not be
appreciated.

Step 1. Email Executive Officer when you need to take sick leave or family
medical leave (cc: your coworkers who might need to know).

Step 2. Email. Use SICK and the dates/times in the subject line of your
email.

Sick leave may be applied to the following circumstances:

1. An absence necessitated by an employee’s personal illness or injury.

2. Medical and dental office appointments.

3. Diagnosis, care, or treatment of an existing health condition of or
preventive care for an employee or an employee’s family member.

4. Absence from duty because the employee’s presence is needed to attend
to the serious illness of a member of his or her immediate family. For
purposes of this policy, immediate family shall mean father, father-in- 
law, mother, mother-in-law, step-parent, brother, sister, grandparent,
spouse, child, domestic partner or legal guardian. All conditions and
restrictions placed on an employee’s use of sick leave apply also to sick
leave used for care of a family member.

5. An absence to attend legal proceedings, or to obtain medical treatment,
counseling, or other victims’ services for domestic violence, sexual
assault, or stalking.
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6. Illnesses while on paid vacation will be charged to sick leave rather than
vacation only under the following conditions:

a. The illness or injury of the employee or member of the
employee's immediate family was of a nature that would
preclude the effective use of vacation and would prevent the
employee from performing his or her normal duties.

b. The employee must notify the Executive Officer within four (4)
calendar days of the beginning of the illness or prior to the end
of his or her vacation leave, whichever is sooner, to request that
his or her illness on vacation be charged to sick leave.

c. LAFCO shall be under no obligation to extend the vacation
beyond the original scheduled vacation ending date.

d. Upon the employee’s return to work, the employee must furnish
LAFCO with a certificate signed by a licensed physician or
registered nurse stating the nature of the medical condition and
the period of disablement.

7. Absence from duty because of personal emergencies is not to exceed
twenty (20) working hours during the fiscal year. A personal emergency
is something unanticipated that requires the employee to personally
attend to the situation and must be attended to during normal working
hours. Nothing in this policy allows the employee to use sick leave for
a “personal emergency” that does not otherwise qualify based on the
permissible uses set forth above.

8. An absence due to an air pollution alert, which prevents the employee
from traveling to his or her work location.

In any use of sick leave, an employee’s account (whether exempt or non- 
exempt) shall be charged to the nearest quarter hour for a non-exempt 
employee, while exempt employees will be charged only for full-day absences.

An employee may be required to furnish a certificate issued by a licensed health 
care provider or other satisfactory evidence of illness, injury, medical condition 
or medical or dental office calls when LAFCO has notified the employee in 
advance of such a requirement or when the employee has been under the care 
of a physician. 

F. Payment for Unused Sick Leave

1. In order to receive payment for unused sick leave at the time of
retirement, layoff, or voluntary termination, a LAFCO employee must
have five or more years of LAFCO service.

a. Employees with Over 5 years of service:
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Shall receive 20% of their unused sick leave paid. 

b. Employees with Over 10 years of service:
Shall receive 40% of their unused sick leave paid.

c. Employees with Over 15 years of service:
Shall receive 70% of their unused sick leave paid.

d. Employees with Over 20 years of service:
Shall receive 100% of their unused sick leave paid.

e. In the event an employee dies while in active service with LAFCO
their sick leave payoff will be made in accord with the above
schedule and the limitation of this Section and will paid in the
same manner as the final check.

2. Maximum number of hours paid shall not exceed 300. Employee's last
hourly rate of pay shall be used in computing payment.

G. Use of Sick Leave During Training Sessions and Other Off-Site Events

Training sessions, conferences, and other required LAFCO events that an
employee attends for more than 6 hours in a given work day shall be treated
as a full 8-hour day. However, if an employee is unable to attend all or a
portion of the training or event due to illness or other incapacity, the employee
must report to the Executive Officer the number of hours the employee missed
due to illness so that the appropriate amount of time is deducted from the
employee’s sick leave.

4.2 VACATION 

A. Overview

Take a health day! Why should you only get days off when you're sick? This
policy applies to all regular full-time and part-time employees of LAFCO. The
intent of this policy is to provide paid time off for employees as a means to
rest and rejuvenate. LAFCO encourages employees to utilize this benefit every
year. LAFCO believes personal time off is an important means to enable
continuation of strong performance and positive contribution to LAFCO, as well
as encourage a balanced and enriching life for employees.

The Commission will review and may change any of these vacation benefit
provisions on an annual basis at its discretion.

B. Policy

Regular full-time employees will accrue vacation according to continuous years
of service in accordance with the following schedule:
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Years of Employment for 
management, supervised 
employee rate are reduced by 
35% 

Vacation Days Per Year Maximum 
payoff 

Under 4 years .0889 per hour on pay 
status 

320 hours 

Between 4 and 11 years .101 per hour on pay 
status  

320 hours 

Over 11 years .112 per hour on pay 
status  

320 hours 

What happens to unused vacation days at the end of the year? They 
are carried over to a maximum accrual of 240-hours.  

Regular part-time employees with continuous service working 20 hours or more 
per week will accrue vacation in accordance with the above chart, on a pro- 
rated basis determined by normal hours worked. Active service for all regular 
employees commences with their first day of work and continues thereafter 
unless broken by an absence without pay or an unpaid leave of absence. 
Temporary employees do not accrue paid vacation. 

In order to request vacation time, employees should submit a written request 
on a form provided by LAFCO to the Executive Officer. Every effort will be made 
to accommodate all employees’ requests for specific vacation leave time. 
However, the Executive Officer will also consider the needs of LAFCO when 
evaluating vacation requests. 

When you take the vacation, email the vacation request form so that we can 
account for it. A simple syntax for an email about vacation would be to 
include the time you want to take off in the subject line, for example: "VAC 
1/10-1/12". 

You are responsible to make sure that your manager and your coworkers 
know about the vacation and that arrangements have been made to cover for 
you while you're away. 

In general, it is considered good practice to provide two days’ notice for each 
day of vacation. For example, if you're taking a two-week vacation, let us 
know a month in advance. For a one-day vacation, two days’ notice is usually 
sufficient. 

Upon separation from LAFCO employment, an employee is eligible to be paid 
for accrued, unused vacation days up to the maximum specified above at 100% 
of the employee's hourly salary. In cases where an employee terminates 
employment with LAFCO, and has been permitted to take vacation time prior 
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to actual accrual, the final paycheck will reflect a deduction relative to the 
amount of un-accrued time off taken. 

A holiday that falls during an employee’s vacation leave will be treated and paid 
as a holiday and not as a day of vacation leave. 

4.3 HOLIDAY 

A. Overview

The intent of this policy is to provide paid time off for eligible employees for
holidays throughout the year.

B. Policy

Holiday time off with pay will be granted to all regular full-time employees and
regular part-time employees (prorated) for the following holidays:

1. January 1 - New Year's Day
2. January (Third Monday) - Martin Luther King Jr.'s Birthday
3. February (Third Monday) - Washington's Birthday
4. May (Last Monday) - Memorial Day
5. July 4 - Independence Day
6. September (First Monday) - Labor Day
7. November - Veteran's Day
8. November - Thanksgiving Day
9. November - Friday after Thanksgiving
10. December 24 - Christmas Eve
11. December 25 - Christmas Day

If a holiday falls on a Sunday, we take off Monday. If a holiday falls on a 
Saturday, we take off Friday. In years in which December 24th falls on a 
Sunday, LAFCO shall also observe December 26th as a holiday (Tuesday). In 
years in which December 25th falls on a Saturday, LAFCO shall also observe 
December 23 as a holiday (Thursday). 

Holiday dates will vary year to year and a schedule will be published each year by 
Santa Barbara County. 

C. Floating Holidays (In Lieu of Lincoln’s Birthday and Columbus Day)

Regular employees shall be granted up to sixteen (16) hours of floating holiday
time. This time will be credited in pay period (01) of each year. Newly hired
regular employees (hired after pay period 01 but before pay period (13) shall
be entitled to eight (8) hours of floating holiday time in their first year of
employment. This time will be credited in pay period (13) of the new employee’s
first year. Floating holiday time cannot be accrued, any unused time will be
forfeited.  At the beginning of fiscal year, employees will be granted 16 hours
of floating holiday time in the first pay period (01). Floating holidays shall be
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taken at a time agreeable to both the employee and the appointing authority. 
Part-time employees shall receive this holiday time on a prorated basis.  

Lincoln’s Birthday and Columbus Day will not be considered holidays for 
payroll purposes. Floating holiday time should be used by the last day in pay 
period (26). 

4.4 PREGNANCY LEAVE 

A. Eligibility

In accordance with applicable law and this policy, female employees are eligible
for a leave of absence and/or transfer on account of pregnancy or related
medical conditions, regardless of length of service with LAFCO.

B. Pregnancy Disability Leave

1. A woman is “disabled by pregnancy” if, in the opinion of her health care
provider, she is unable to work at all or is unable to perform one or more
of the essential functions of her job or to perform these without undue
risk to herself, to the successful completion of her pregnancy, or to other
persons.

2. Pregnancy disability leave is for any period(s) of actual disability caused
by pregnancy, childbirth, or related medical conditions. Where medically
advisable, pregnancy disability leave may be taken for a reasonable
period of time, up to seventeen and one-third weeks per pregnancy.
Employees who regularly work more or less than a 40-hour workweek
are entitled to such leave on a pro rata basis.

3. Time off for necessary prenatal or postnatal care, as well as for any
conditions such as severe morning sickness, doctor-ordered bed rest,
gestational diabetes, pregnancy-induced hypertension, preeclampsia,
post-partum depression, childbirth, loss and end of pregnancy, and
recovery from childbirth are all covered by pregnancy disability leave.

C. Leave/Transfer and Other Reasonable Accommodation Requests

1. Pregnant employees should notify the Executive Officer as soon as
possible regarding their intent/need to take a leave of absence or to
transfer due to pregnancy, childbirth, or related medical conditions.
Such notice should specify the anticipated timing and duration of the
leave or transfer.

2. Where the need for a leave of absence or transfer is foreseeable,
employees must provide such notice at least 30 days prior to the date
the leave or transfer is to begin. Further, employees must consult with
the Executive Officer regarding the scheduling of any planned medical
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treatment or supervision so as to minimize any disruption to LAFCO's 
operations. (Actual scheduling of the leave/transfer is subject to the 
approval of the employee’s health care provider.) 

3. Where 30 days advance notice is not possible, notice must be given as
soon as possible. However, LAFCO will not deny a pregnancy disability
leave or transfer where the need for leave is an emergency or was
otherwise unforeseeable.

4. LAFCO shall respond to the leave or transfer request as soon as
practicable and, in any event, no later than 10 calendar days after
receiving the request. LAFCO shall attempt to respond to the leave
request before the date the leave is due to begin. Once given, approval
shall be deemed retroactive to the date of the first day of the leave.

5. Reasonable accommodation other than leave or transfer will be granted
upon request. Such requests must be supported by a written
certification from the employee’s health care provider.

D. Intermittent Leave

Pregnancy Disability Leave need not be taken in one continuous block. It may
be taken on an as-needed basis, intermittently or on a reduced work schedule.

E. Temporary Transfers

1. An employee may request a temporary transfer to a position with less
strenuous or less hazardous duties when where the employee’s health
care provider certifies that such a transfer is medically advisable.

2. Temporary transfers will be granted where appropriate and when LAFCO
is able to reasonably accommodate the transfer, provided that the
transfer would not require LAFCO to:

a. Create additional employment;
b. Discharge another employee;
c. Violate a collective bargaining agreement;
d. Transfer a more senior employee in order to make room for the

pregnant employee’s transfer; or
e. Promote or transfer the employee or any other employee to a

position for which he/she is not qualified.

F. Certifications

1. As a condition of taking a Pregnancy Disability Leave or transfer, the
employee must provide medical certification from her health care
provider that she is disabled due to pregnancy, childbirth or related
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medical conditions and/or that a transfer to an alternative position is 
medically advisable. 

2. The medical certification should include:

a. The date on which the employee become disabled due to
pregnancy or the date of the medical advisability for the transfer;

b. The probable duration of the period(s) of disability or the
period(s) for the advisability of the transfer; and

c. A statement that, due to the disability, the employee is unable
to work at all or to perform any one or more of the essential
functions of her position without undue risk to herself, to the
successful completion of her pregnancy, or to other persons or a
statement that, due to pregnancy, the transfer is medically
advisable.

G. Recertification

Recertification may be required where additional time is requested or where
the requested accommodation changes.

H. Pay During Leave

1. Pregnancy Disability Leave is unpaid leave. However, the employee may
request or LAFCO may require that the employee use accrued sick leave
to provide pay during the period of Pregnancy Disability Leave.

2. An employee may also elect, at her option, to use accrued vacation or
other accrued paid time off, if any, to provide pay during pregnancy
disability leave. The use of paid leave runs concurrently with Pregnancy
Disability Leave and does not extend the length of the Pregnancy
Disability Leave.

3. The employee may also be eligible to receive temporary disability
insurance payments during her Pregnancy Disability Leave, and to
coordinate the use of any accrued sick leave and/or vacation to
supplement temporary disability insurance payments.

I. Reinstatement

1. The employee is entitled to be reinstated to the same or a comparable
position upon release to return to work by her health care provider.

a. Where a definite date of reinstatement has been agreed upon at
the beginning of the leave, the employee will be reinstated by
the date agreed upon, provided that the employee has provided
medical certification of her fitness for duty.
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b. If the actual reinstatement date differs from the original
agreement, the employee will be reinstated within two (2)
business days, where feasible, after the employee notifies LAFCO
of her readiness to return and provides medical certification of
her ability to return to work.

c. Failure to return to work on the next work day following the
expiration of pregnancy disability leave may be grounds for
termination of employment.

2. The employee is not, however, entitled to any greater right of
reinstatement than she would have had if she had not taken leave. Thus,
reinstatement to the “same position” may be denied for legitimate
business reasons unrelated to the employee having taken a Pregnancy
Disability Leave or transfer, the employee would not otherwise have
been employed in her same position at the time reinstatement is
requested.

3. Also, the employee has no greater right to reinstatement to a
“comparable position” or to other benefits and conditions of employment
than an employee who has been continuously employed. Thus,
reinstatement to a comparable position may be denied if there is no
comparable position open on the employee’s scheduled date of
reinstatement or within 60 calendar days thereafter.

4. In the event that the employee takes family and medical leave under
the California Family Rights Act (“CFRA”) following her pregnancy
disability leave for the birth of her child, the employee’s right to
reinstatement shall be governed by the CFRA and LAFCO’s Family and
Medical Leave Policy rather than these provisions.

L. Seniority and Benefits

1. In general, employees taking Pregnancy Disability Leave will be treated
the same as other similarly situated employees taking disability leave.

2. The employee returning from a Pregnancy Disability Leave shall return
with no less seniority than she had when the leave commenced for
purposes of layoff, recall, promotion, job assignment, and seniority
related benefits such as vacation.

3. The employee shall retain employee status during the period of leave,
and the leave shall not constitute a break in service for purposes of
longevity and/or seniority.

M. Federal Family and Medical Leave
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In accordance with the FMLA, LAFCO shall count each day of pregnancy 
disability leave against an eligible employee’s entitlement to up to 12 weeks of 
federal family and medical leave under the FMLA. 

N. Group Health Insurance

Where an eligible employee is on Pregnancy Disability/FMLA Leave, LAFCO will
continue the employee’s group health insurance coverage under the same
terms and conditions as applied prior to the leave of absence as required by
state and federal law.

1. In the event that the employee fails to return from leave, LAFCO may
recover premiums it paid to maintain group health insurance coverage. (For
details, see LAFCO’s Family and Medical Leave Policy.)

2. If the employee is not eligible for continued paid coverage or if coverage
ceases after the exhaustion of Pregnancy Disability Leave/FMLA or other
leaves, the employee may continue group health insurance coverage
pursuant to federal and state COBRA guidelines.

O. California Family and Medical Leave (“CFRA”)

The right to take a Pregnancy Disability Leave is separate and distinct from the
right to take Family and Medical Leave under the CFRA. Thus, at the end of the
employee’s period(s) of pregnancy disability, or at the end of four months
pregnancy disability leave, whichever occurs first, an eligible employee may
request to take up to 12 workweeks of CFRA leave in accordance with LAFCO’s
family and medical leave policy.

1. There is no requirement that either the employee or her child have a
serious health condition or that the employee no longer be disabled by
her pregnancy before taking CFRA leave for the birth of a child.

2. Where the employee has used all four months of her pregnancy disability
leave prior to the birth of her child, and her health care provider
determines that a continuation of the leave is medically necessary,
LAFCO may, but is not required to, allow the use of CFRA leave prior to
the birth of a child. The employee may also request reasonable
accommodations under the Americans With Disabilities Act and/or the
Fair Employment and Housing Act, if applicable.

3. The maximum possible combined leave for pregnancy disability/FMLA
and CFRA leave due to the birth of a child is four months and 12
workweeks.

4. CFRA leave taken due to the birth of the employee’s child must be
concluded within one year of the child’s birth. The basic minimum
duration of such leave shall be two weeks, except that LAFCO will grant
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a CFRA leave of less than two weeks’ duration on any two occasions 
within one year of the child’s birth. 

4.5 OTHER TIME OFF 

A. Overview

This policy applies to all regular full-time and regular part-time employees of
LAFCO. The intent of this policy is to outline other types of paid and unpaid
time-off available to eligible employees.

B. Bereavement Leave

In the event of a death in the immediate family, up to 3 consecutive days of
paid bereavement leave will be provided to all regular full-time and regular
part-time employees of LAFCO.

Immediate family is defined as the employee's spouse, domestic partner,
parent, child, sibling; the employee's spouse's or domestic partner’s parent,
child, or sibling; the employee's child's spouse; grandparents or grandchildren;
the employee’s domestic partner. Special consideration will also be given to
any other person whose association with the employee is similar to any of the
above relationships.

Bereavement leave will normally be granted unless there are unusual business
needs or staffing requirements. Employees may also, with the approval of the
Executive Officer, use any available paid vacation for additional time off as
necessary. If more time off is requested, it will be granted only at the discretion
of the Executive Officer.

Bereavement pay is calculated based on the base pay rate at the time of
absence and prorated for part-time employees.

Vacation Leave and Sick Leave time shall not be accrued during the time an
employee is on Bereavement Leave.

C. Jury Duty and Other Court-Related Leaves

LAFCO encourages employees to fulfill their civic responsibilities by serving jury
duty or appearing in court as a witness when required. LAFCO provides up to
30 days of paid time off for jury duty service. For service longer than 30 days,
employees will receive unpaid leave if business permits. If desired, employees
may use any accrued vacation.

Employees must show the jury duty summons to the Executive Officer as soon
as possible so that arrangements may be made to accommodate their absence.
Employees are expected to report for work whenever the court schedule
permits, including any remaining parts of a normally scheduled workday.
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LAFCO will continue to provide health insurance benefits for the full term of the 
jury duty absence. Vacation, sick leave, and holiday benefits will continue to 
accrue during jury duty leave. 

If an employee or the employee’s immediate family member is the victim of a 
crime, the employee may also take unpaid time off to attend judicial 
proceedings related to that crime, or appear in court as a witness to comply 
with a subpoena or other court order. The employee must provide advance 
notice, if possible, along with a copy of the subpoena, court order, and notice 
of each scheduled proceeding given to victims. When advance notice is not 
feasible, within a reasonable time after the absence, the employee must 
provide evidence documenting the judicial proceeding from (1) the court or 
government agency setting the hearing; (2) the district attorney or prosecuting 
attorney’s office; or (3) the victim/witness office that is advocating on behalf 
of the victim. 

An employee may use accrued vacation time to provide pay during this period 
of leave. 

D. Domestic Violence Victim Leave

Employees who are victims of domestic violence may take unpaid time-off to
appear in court to attempt to obtain relief for themselves or their child. In
addition, they may take unpaid time-off to seek medical attention, obtain
services from a domestic violence program, obtain psychological counseling, or
participate in safety planning. If desired, employees may use any accrued
vacation or sick leave or floating holiday for these purposes. Reasonable notice
must be given to the Executive Officer before appearing in court.

E. Time Off to Vote

Generally, employees are able to find time to vote either before or after their
regular work schedule. If, however, full-time employees are unable to vote in
an election during their non-working hours, LAFCO will grant up to 2 hours of
paid leave to vote.

Employees requiring time off to vote should make their requests at least two
working days prior to the Election Day. Advance notice is required so that the
necessary time off can be scheduled at the beginning or end of the work shift,
whichever provides the least disruption to the normal work schedule.
Employees must submit a voter's receipt on the first working day following the
election to qualify for paid time off.

F. Military Leave

Military leave of absence will be granted to employees who are absent from
work because of service in the U.S. uniformed services in accordance with the
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Uniformed Services Employment and Reemployment Rights Act (USERRA) and 
Military and Veterans Code section 394.5. Advance notice of military service is 
required, unless military necessity prevents such notice or it is otherwise 
impossible or unreasonable. 

Employees, who have been employed at least one year, are eligible for up to 
30 days of paid leave for active-duty training. 

Employees on military leave will receive rights and benefits comparable to those 
they would receive under LAFCO’s policies for other types of leave. Continuation 
of health insurance benefits is available based on the length of the leave and 
subject to the terms, conditions and limitations of the applicable plan for which 
the employee is otherwise eligible. Employees on leave for no more than 30 
days will receive continued health insurance benefits. Vacation, sick leave and 
holiday benefits will continue to accrue during any paid portion of a military 
leave of absence. 

G. Workers’ Compensation Leave

If an employee sustains a work-related injury, he or she will be eligible for a
medical leave of absence for the period of disability in accordance with all
applicable laws covering occupational injuries.

Employees on Workers' Compensation Leave should keep their supervisors
informed as to their work status and will need to provide a doctor's release
before returning to work.

H. Volunteer Emergency Leave and Training

If employees volunteer as a firefighter, reserve peace officer, or emergency
rescue personnel, they may be entitled to unpaid leave to perform emergency
duty. In addition, they may take unpaid leave of up to 14 days per calendar
year for the purpose of engaging in fire or law enforcement training. If an
employee qualifies for these types of leave, he or she may use accrued vacation
during the leave. Time spent on this leave counts for purposes of determining
“length of service”. However, vacation will not be accrued and holiday pay will
not be received during any unpaid portion of this leave.

I. Time Off for Parents to Attend School Activity

Employees who are parents of one or more children in kindergarten, or in
grades 1 through 12, may take time off of up to forty (40) hours per school
year to attend authorized school activities which involve one or more of the
employee’s school age children. To be eligible for parental time off, the
employee must obtain from the school, written verification that he or she
attended or participated in the school activity. Parental time off may not exceed
eight hours in any calendar month.
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Employees may use any accrued vacation while they attend their child’s school 
activities. If not, employees’ parental time off will be unpaid. For scheduling 
purposes, employees must notify the Executive Officer at least one (1) week 
before the date of the school activity, so that their work duties may be covered. 

J. Alcohol and Drug Rehab Leave

LAFCO will reasonably accommodate employees who wish to voluntarily enter
and participate in an alcohol or drug rehabilitation program provided that the
accommodation does not impose an undue hardship on LAFCO. LAFCO does not
provide paid time off for participation in an alcohol or drug rehabilitation
program though employees can use accrued vacation during any approved
leave of absence.

This policy in no way restricts LAFCO’s right to impose discipline, including
actions up to and including termination of employment, for violation of LAFCO’s
drug and alcohol policy or any other employment/conduct policy.

K. Parental Leave (primary caregiver & non-primary caregiver)

Parental Leave (for primary caregiver) All primary caregivers, including
adoptive and foster parents, with one year of service may receive 12 weeks
off at 100% pay. (Prorated if you have less than one year of service).

Parental Leave (for non-primary caregivers) All non-primary caregivers,
including adoptive and foster parents, with one year of service may receive
6weeks off at 100% pay. (Prorated if you have less than one year of service).

Part time After parental leave, you can work half time (20 hours per week)
at half pay for up to one year. (no service requirement)

4.6 FAMILY AND MEDICAL LEAVE 

A. Overview

The intent of this policy is to outline and explain some of the rules and
requirements applying to the Family and Medical Leave Act (FMLA) and the
California Family Rights Act (CFRA).  The government has a law that says you
must give 12 weeks of unpaid time to workers for dealing with serious
medical issues or a birth or adoption. We clearly follow that law.

Note: Employers with at least fifty (50) employees are required to comply with
FMLA/CFRA. Because LAFCO employs fewer than 50 employees, LAFCO
employees are not entitled to take leave under the federal or state family
leave laws, other than for Pregnancy Disability Leave. However, LAFCO has
implemented the following Family and Medical Leave policy which
incorporates select provisions of the FMLA/CFRA provisions.

B. Eligibility
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Regular full-time and regular part-time employees are eligible to request unpaid 
Family Medical Leave provided they meet all of the following requirements: 

1. Must have worked for LAFCO for at least twelve (12) months at any time
(need not be continuous).

2. Must have worked at least 1,250 hours during the twelve (12) months
preceding the start of the leave.

Part-time employees who meet the requirements will calculate Family/Medical 
Leave on a prorated basis according to the number of hours they are normally 
scheduled to work. 

C. Reasons for Leave

Leave may be requested for any of the following reasons:

1. Birth, adoption, or foster care placement of a child.

2. Serious health condition of an employee’s spouse, child, or parent (not
parent in-law).

3. Serious health condition of the employee which makes them unable to
perform their job.

Family Medical Leave is not available for non-serious conditions (including 
minor illnesses or for voluntary or cosmetic treatments) unless inpatient care 
is required or for routine preventive physical examinations. 

D. Limitations

The following limitations apply to Family Medical Leave:

1. For birth, adoption, or placement in foster care, leave must be concluded
within twelve months of the birth, adoption, or placement.

2. Spouses who both work for LAFCO are permitted a combined total of
twelve workweeks during any twelve-month period for the birth of a
child or placement for adoption or foster care. The limitation applies
even if the spouses work at different work-sites.

3. The limit does not apply to leave taken by either spouse to care for a
family member or for the employee's own serious illness. For example,
if both husband and wife took 5 workweeks each of Family Medical Leave
for the birth or adoption of a child, then later both are entitled to six
workweeks each for personal illness or to care for a family member.
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E. Length of Leave

The length of Family Medical Leave is up to twelve workweeks within a twelve- 
month period (exception for Pregnancy Disability Leave - see policy). The
twelve-month period begins the date the leave is taken. There is no carryover
of unused leave from one twelve-month period to the next twelve-month
period. Holidays that fall during the leave are counted against leave
entitlement.

If at the end of twelve weeks the employee is unable to return to work, he/she
may request a personal leave without pay. Such leave is granted at the
discretion of LAFCO, and there is no requirement to hold the job available
during the personal leave. LAFCO will, however, be governed by the Americans
with Disabilities Act, the California Fair Employment and Housing Act, and
Worker's Compensation regulations, if applicable.

F. Intermittent or Reduced Scheduled Leave

Family Leave taken for the purpose of birth or placement of a child will generally
be granted in minimum amounts of two weeks. However, an employee may
request smaller increments of leave time on two instances which will be subject
to approval based upon business requirements.

If leave is taken intermittently or as a reduced work schedule, the amount of
time used under Family Medical Leave is only the time actually taken. For
example, one day of leave per week for an employee who works five days per
week is the equivalent of 1/5 of a week of Family Medical Leave used.

G. Temporary Alternative Positions

An employee may be placed in a temporary alternative position if he/she
requests intermittent or reduced schedule leave, or the existing position
description may be altered, to better accommodate the employee’s need for
recurring periods of leave. The alternative position may not have equivalent
duties but will receive equivalent pay and benefits. The employee must be
qualified for the position. The employee may also be transferred to a part-time
job with the same hourly rate of pay and benefits. Group health insurance will
be maintained for the equivalent of twelve workweeks.

H. Impact on Benefits

Health insurance premiums that are normally paid by LAFCO will continue to be
paid during Family Medical Leave for a maximum of twelve workweeks in a
twelve-month period (unless otherwise required for employee who have taken
Pregnancy Disability Leave).

Service time, as well as vacation and incidental absence time, will continue to
accrue during, but not exceeding, the twelve-week period. Employees will not
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be paid for holidays if they are in an unpaid status. For Family Medical Leave 
of thirty days or less, reviews relating to salary and performance will continue 
as usual. A salary action which would have ordinarily taken place during the 
time of the leave will become effective upon the employees return to work. For 
Family Medical Leave of over thirty days, Salary and Performance Reviews will 
be extended equal to the length of the leave. 

I. Pregnancy Disability

In addition to the Pregnancy Disability Leave described in this handbook, a
pregnant California employee is entitled to up to twelve additional workweeks
of Family Medical Leave (provided the employee meets the eligibility
requirements). The maximum time to be taken off is seven months: up to 17
1/3 weeks Pregnancy Disability (with a health care provider's certification) plus
twelve workweeks Family and Medical Leave for additional period of disability
and/or baby bonding time.

J. Requesting a Leave

An employee will be asked to provide certification from a health care provider
that the leave is medically necessary when requesting a leave for their own
health condition. If the health condition is that of a parent, spouse, or child,
the health care provider must certify that the employee’s care of the family
member is required.

For all requests, information and a schedule must be provided. Forms for
requesting Family Medical Leave are available.

Employees are requested to give as much advance notice as possible. Thirty
(30) days is considered a minimum. In cases of emergency, employees are
expected to give as much notice as possible under the circumstances. If the
leave schedule is flexible, employees are required to try to schedule the leave
so as not to unduly disrupt LAFCO's operations.

K. Integration with Paid Leave

Family Medical Leave is unpaid. However, at the option of LAFCO or the
employee, accrued vacation (or, sick leave where the leave is required due to
the employee’s serious health condition) may be substituted for any unpaid
Family Medical Leave. This designation of Family Medical Leave will be made
by LAFCO at the time the employee requests the leave or when LAFCO
determines that the leave qualifies as Family Medical Leave based on the
information provided. In either case, the total of paid and unpaid leave provided
is limited to twelve (12) workweeks.

L. Upon Return from Leave
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Employees timely returning from a leave covered under this policy are entitled 
to reinstatement to the same or equivalent position consistent with applicable 
law. An employee has no greater right to reinstatement than if he or she had 
been continuously employed rather than on leave. 

LAFCO will comply with all applicable laws pertaining to reinstatement of 
employees including, where required, the reasonable accommodation of 
employees who have been on an approved leave. LAFCO will be governed by 
the Americans with Disabilities Act, the California Fair Employment and Housing 
Act and/or Workers' Compensation regulations where applicable. Family 
Medical Leave will not result in the loss of any employment benefit that was 
earned or entitled to before use of Family Medical Leave. 

Employees using Family Medical Leave for their own serious medical condition 
must bring a health care provider’s release to work upon returning from leave. 

If an employee fails to return to work immediately after the period of approved 
leave expires (without notification) the employee will be considered to have 
voluntarily resigned from LAFCO. 

In the case of an employee who fails to return to work after the end of a Family 
Medical Leave (except for a number of circumstances beyond the employee’s 
control), LAFCO may opt to recover any money paid for health insurance during 
the unpaid leave. 

M. Return to Work "Key Employee"

LAFCO cannot guarantee reinstatement to an employee’s former or equivalent
job if the employee taking Family and Medical Leave is a salaried employee and
among the highest paid ten percent of all employees within a 75-mile radius (a
“key employee”) and reinstatement would cause substantial and grievous
economic injury. Employees will be notified if this key employee provision
applies to them.

PART 5 – CONDUCT AND PROBLEMS 

5.1 EMPLOYEE CODE OF CONDUCT 

A. Overview

In order to assist in fostering the desired goals of LAFCO, employees, together
with the local community, have a right to expect the business of LAFCO to be
conducted with efficiency, fairness, impartiality and integrity.

Employment at LAFCO carries with it an obligation to the public interest. It
requires standards of professional behavior from employees that promote and
maintain public confidence and trust.
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Although no one set of rules can answer all ethical questions, this Code of 
Conduct provides LAFCO with an ethical framework for the decision, actions 
and behavior of its employees. In this regard, it explains the principles covering 
appropriate conduct in a variety of contexts and outlines the minimum standard 
of behavior expected of LAFCO employees. LAFCO employees are expected to 
comply with this policy, LAFCO’s Policies and Guidelines, as well as all other 
state and Federal laws regarding employment by public agencies including, but 
not limited to, conflict of interest laws, use of public property regulations, and 
discrimination and harassment laws. 

The violation of the policies and procedures of LAFCO or any other illegal acts 
may result in disciplinary action up to and including termination. Disciplinary 
actions may include verbal and written warnings, suspension, probationary 
periods and termination of employment, depending on the conduct involved. 
Nothing in this policy changes the At-Will Employment policy of LAFCO. LAFCO 
reserves the right to utilize any form of disciplinary action, up to and including 
termination, at any stage it deems appropriate, depending on the 
circumstances. 

B. General Principles

The public is entitled to expect the business of LAFCO to be conducted with
efficiency, economy, fairness, impartiality and integrity. To meet that
expectation, LAFCO employees must abide with the following principles when
doing their work:

1. Responsibility of LAFCO Employees

Employees are to implement the policies and decisions of LAFCO in a
fair and impartial manner. Employees must comply with relevant state
and Federal law.

2. Respect for People

Employees are to treat their colleagues and members of the public fairly
and consistently, in a non-discriminatory manner with proper regard for
their rights and obligations. In this regard, employees shall perform
their duties in a professional and responsible manner.

They shall ensure that their decisions and actions are reasonable, fair
and appropriate to the circumstance, based on consideration of all the
relevant facts and supported by adequate documentation.

3. Integrity and Public Interest

Employees are to promote confidence in the integrity of LAFCO and
always act in the public interest and not in their private interest.
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4. Responsible Service

Employees are to provide relevant and responsible service to the public
and other employees, providing necessary and appropriate assistance.

They should provide information promptly and in an appropriate format
that is easy for the recipient to understand. The information should be
clear, accurate and complete.

5. Economy and Efficiency

Employees should keep up to date with advances and changes in their
area of expertise and look for ways to improve performance and achieve
high standards of work.

They shall use their authority, available resources and information only
for the work-related purpose intended.

C. Guide to Ethical Decision Making

To assist in fostering a climate of ethical awareness, conduct and decision
making at LAFCO, employees may find it useful to refer to or consider, either
by themselves or in conjunction with their peers, supervisor or Executive Officer
the following five points:

1. Is the decision or conduct lawful?

2. Is the decision or conduct consistent with the LAFCO Administrative
Code and LAFCO’s goals and Code of Conduct?

3. What will the outcome be for the employee, other employees, LAFCO,
and others?

4. Do these outcomes raise a conflict of interest or lead to private gain at
LAFCO’s expense?

5. Can the decision or conduct be justified in terms of public interest and
would it withstand public scrutiny?

D. Acceptance of Gifts or Benefits

In addition to requirements set forth in the Political Reform Act, as enforced by
the Fair Political Practices Commission, employees should not accept gifts or
benefits that are intended to, likely to, or be perceived to cause employees to
act in a partial manner in the course of their duties.

E. Fairness and Equity
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Issues or cases being considered by employees should be dealt with 
consistently, promptly and fairly. This involves dealing with matters in 
accordance with approved LAFCO procedures, in a non-discriminatory manner. 

When using any discretionary powers, employees should ensure that they take 
all relevant facts into consideration, have regard to particular merits of each 
case, and do not take irrelevant matters or circumstances into consideration. 

5.2 EMPLOYEE REMOTE WORK POLICY AND AGREEMENT 

A. Overview

The intent of this policy is to establish a remote working agreement between
employees and managers to work from a non-office location.  A Remote Work
Agreement (Appendix A) will be provided by LAFCO and signed by the
employee and Executive Officer. Remote work employees should indicate their
primary working address in a remote working agreement. This contract will
also outline their responsibilities as remote employees.

B. Policy

To ensure that employee performance will not suffer in remote work
arrangements, we advise our remote employees to:

● Choose a quiet and distraction-free working space.
● Have an internet connection that’s adequate for their job.
● Dedicate their full attention to their job duties during working hours.
● Adhere to break and attendance schedules agreed upon with their

manager.
● Ensure their schedules overlap with those of their other members for as

long as is necessary to complete their job duties effectively.

Employees and managers should determine long-term and short-term goals. 
They should frequently meet (either online or in-person when possible) to 
discuss progress and results. 

Compliance with Policies 
Remote employees must follow LAFCO policies as if they were office-based 
colleagues. Examples of policies that all employees should abide by are: 

● Attendance
● Social media
● Employee Code of Conduct
● Anti-discrimination/Equal opportunity
● Dress code when meeting public or partners
● Keep their equipment password protected.

5.3 SAFETY 
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A. Overview

The intent of this policy is to outline safety expectations.

B. Policy

Every employee is responsible for safety. To achieve our goal of providing a
completely safe workplace, everyone must be safety conscious. Employees
should report any unsafe or hazardous condition directly to their supervisor
immediately.

In case of an accident involving a personal injury, regardless of how serious,
employees should notify the Executive Officer immediately. Failure to report
accidents can result in a violation of legal requirements, and can lead to
difficulties in processing insurance and benefit claims.

If an employee is injured on the job, he or she will be entitled to benefits under
the state workers’ compensation law in most cases.

5.4 DRUG AND ALCOHOL POLICY 

A. Overview

The intent of this policy is to provide a drug and alcohol-free work environment
for all LAFCO employees.

B. Policy

It is LAFCO’s desire to provide a drug-free, healthful, and safe workplace. To
promote this goal, employees are required to report to work in appropriate
mental and physical condition to perform their jobs in a satisfactory manner.

While on LAFCO’s premises and while conducting business-related activities off
LAFCO’s premises, no employee may use, possess, distribute, sell, or be under
the influence of alcohol or illegal drugs (whether the drug is considered illegal
under federal or state law). Because marijuana is still defined as illegal under
federal law, the employment policy treats it as such. The legal use of prescribed
drugs is permitted on the job only if it does not impair an employee's ability to
perform the essential functions of the job effectively and in a safe manner that
does not endanger other individuals in the workplace. The reasonable use of
alcohol may be allowed during work-related meetings and conferences
conducted outside of working hours if alcohol is being served at such function.

Violations of this policy may lead to disciplinary action, up to and including
immediate termination of employment, and/or required participation in a
substance abuse rehabilitation or treatment program. Such violations may also
have legal consequences.
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Employees with questions or concerns about substance dependency or abuse 
are encouraged to use the resources of the Employee Assistance Program. They 
may also wish to discuss these matters with the Executive Officer to receive 
assistance or referrals to appropriate resources in the community. 

Employees with drug or alcohol problems that have not resulted in, and are not 
the immediate subject of, disciplinary action may request approval to take 
unpaid time off to participate in a rehabilitation or treatment program. Leave 
may be granted if the employee agrees to abstain from use of the problem 
substance; abides by all LAFCO’s policies, rules, and prohibitions relating to 
conduct in the workplace; and if granting the leave will not cause LAFCO any 
undue hardship. 

Under the Drug-Free Workplace Act, an employee who performs work for a 
government contract or grant must notify LAFCO of a criminal conviction for 
drug-related activity occurring in the workplace. The report must be made 
within five days of the conviction. 

5.5 PROBLEM RESOLUTION PROCEDURE 

A. Overview

The intent of this policy is to outline LAFCO’s problem resolution procedure.

B. Policy

LAFCO is committed to encouraging an open and frank atmosphere in which
any problem, complaint, suggestion, or question receives a timely response.
LAFCO strives to ensure fair and honest treatment of all employees. All
employees are expected to treat each other with mutual respect. All employees
are encouraged to offer positive and constructive criticism.

If there is a disagreement concerning established rules of conduct, policies, or
practices, employees may express their concern through the problem resolution
procedure. No one will be penalized, formally or informally, for voicing a
complaint with LAFCO in a reasonable, business-like manner, or for using the
problem resolution procedure.

If a situation occurs where an employee believes that a condition of
employment or a decision affecting them is unjust or inequitable, they are
encouraged to make use of the following steps:

1. Employee presents problem to the Executive Officer within five (5)
working days of the incident or occurrence giving rise to the complaint.

2. The Executive Officer will review and/or investigate the complaint and
provide an answer in writing within thirty (30) days of the referral of the
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complaint to him or her, or as promptly as possible if a written answer 
cannot be provided within that thirty (30) day period. 

3. The Executive Officer has full authority to make any adjustment deemed
appropriate to resolve the problem. Complaints which involve the
Executive Officer or cannot be resolved by the Executive Officer can be
filed with the Chair of the Commission.

Nothing in this “Problem Resolution Procedure” changes the At-Will 
Employment policy of LAFCO. 

5.6 Dress Code 

A. Overview

It is the intent of this policy to establish an Employee Dress Code. 

B. Policy:

In the interests of presenting a professional image to the public, LAFCO requires
that all employees observe good habits of grooming and personal hygiene.
Please dress conservatively and professionally in an appropriate manner for a
business office. Fridays are declared to be casual dress days. On these days,
jeans and a more casual approach to dressing is allowed.  An employee’s
appearance can create a positive or negative impression that reflects on our
organization and culture.

5.7 Employment of Relatives (NEPOTISM) 

A. Overview:

It is the intent of this policy to establish LAFCO’s policy regarding Nepotism to
avoid creating situations such as conflict of interest or favoritism.

B: Policy:

It is the policy of LAFCO not to discriminate in its employment practices.
Notwithstanding these provisions, LAFCO shall not place a relative under the
direct supervision of a related employee or to place him or her in the same
department or facility where such a situation has the potential for creating an
adverse effect on supervision, safety, security. LAFCO reserves the right to
apply this policy to other relationships that create a conflict of interest or have
an adverse effect on supervision, safety or security. For the purposes of this
policy relative is defined as an employee’s parent, child, spouse or registered
domestic partner, brother, sister, in-laws, and step relationships.

5.8 Social Media Policy for Employees 
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A. Overview:

It is the intent of this policy to establish LAFCO’s policy regarding social media
use in the workplace. Our social media policy provides a framework for using
social media. Social media is a place where people exchange information,
opinions and experiences to learn, develop and have fun. You should remain
productive and avoid damaging our organization in any way. This policy
provides practical advice to avoid issues that might arise by careless use of
social media in the workplace

B: Policy:

We expect all our employees to follow this policy.

Also, by “social media”, we refer to a variety of online communities like
blogs, social networks, chat rooms and forums – not just platforms like
Facebook or Twitter.

This policy is built around two different elements: one, using personal social
media at work and two, representing our organization through social media.

We allow our employees to access their personal accounts at work. But, we
expect you to act responsibly and ensure your productivity isn't affected.

When you’re using your accounts for personal purposes, you may easily get
sidetracked by the vast amount of available content. So, please restrict your
use during the work day.

We ask you to be careful when posting on social media, too. We can’t restrict
what you post there, but we expect you to adhere to our confidentiality
policies at all times. We also caution you to avoid violating our anti-
harassment policies or posting something that might make your collaboration
with your colleagues more difficult (e.g. hate speech against groups where
colleagues belong to). In general, please:

We advise our employees to:

● Ensure others know that your personal account or statements don’t
represent our organization. You shouldn’t state or imply that your
personal opinions and content are authorized or endorsed by LAFCO. We
advise using a disclaimer such as “opinions are my own” to avoid
misunderstandings.

● Avoid any defamatory, offensive or derogatory content. It may be
considered as a violation of our anti-harassment policy, if directed towards
colleagues, clients or partners.

Representing our organization
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If at some point, employees may represent our organization by handling 
corporate social media accounts or speak on our organization’s behalf. When 
you’re sitting behind a corporate social media account, we expect you to act 
carefully and responsibly to protect our image and reputation. You should: 

● Be respectful, polite and patient, when engaging in conversations on our
organization's behalf. You should be extra careful when making declarations
or promises towards applicant’s and stakeholders.

Avoid speaking on matters outside your field of expertise when
possible. Everyone should be careful not to answer questions or make
statements that fall under somebody else’s responsibility.

We may have to take disciplinary action leading up to and including
termination if employees do not follow this policy's guidelines. Examples of
non-conformity with the employee social media policy include but are not
limited to:

● Disregarding job responsibilities and deadlines to use social media at
work.

● Disclosing confidential information through personal or corporate
accounts.

● Directing offensive comments towards other members of the online
community.

If you violate this policy inadvertently, you may receive a reprimand. We 
expect you to comply after that, or stricter disciplinary actions will apply. 

PART 6 – LODGING, MEALS AND TRAVEL 

6.1  LODGING, MEALS, AND TRAVEL 

A. Overview

While traveling on behalf of LAFCO for non-conference business, an
employee’s flights, lodging and rental car will be paid upfront when the
booking is made.

Meals, tolls, taxis, baggage fees and a variety of other costs will be paid with
an employee’s personal credit card or cash and a receipt should be obtained.

Submit receipts and reimbursement claims promptly in accordance with FIN
software.

B. Lodging

Employees are eligible for their own private hotel room.
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Employee hotel preferences will be considered, and employees are entitled to 
any hotel loyalty points awarded or group rates. 

A personal credit card is required at check-in for incidentals. 

Incidentals (room damage, pay-per-view, minibar, etc.) are not 
reimbursable. 

Fees incurred to access the gym or fitness center of a hotel are not 
reimbursable. 

If residing with a friend, family member or AirBnB, in lieu of staying in a 
hotel, an employee is eligible for accommodations improved by whatever 
dollar amount is being saved by the cheaper housing option (better class, 
more convenient schedule, etc.). This is considered on a case-by-case basis. 

C. Flexible Stay

Employees wanting to travel earlier/later than required for personal time in
the destination may do so.

Employees must use vacation days to account for these additional days of
travel.

If this flexibility results in travel cost more than the original LAFCO covered
expenses. Any additional cost will be paid by the employee.

If this flexibility results in additional lodging and meal costs, the difference
will be paid by the employee.

D. Meals

Be reasonable. You don’t need to eat at McDonalds, but $100 steak dinner is
probably overkill. Eat where you would eat if you were spending your own
money.

Tips shouldn’t exceed 20% of the total bill and should be appropriate to the
location, service level and local protocol.  Alcohol is not reimbursable this
additional cost will be paid by the employee.

Standard Santa Barbara County per diem rates apply.

E. Travel (Car, Train, Flight, Lyft, Uber)

If the destination requires it, a midsize car will be booked on the employee’s
behalf.

Employee rental car company preferences will be considered, and employees
are entitled to any car rental loyalty points awarded.
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In case of emergency, a midsize car can be booked on-site and submitted for 
reimbursement. 

Insurance policies and extras should be turned down at the rental counter. 

However, pre-paying for gas should be accepted. 

Tolls are reimbursable. 

If a booking is made or changed without manager approval, the employee will 
be responsible for the resultant difference in cost. 

In case of accident, employees should contact 911, the group insurance 
provider and management, in that order. 

F. Travel Documentation

Employees traveling domestically must check that their government-issued
photo I.D. is current, the costs of which are not reimbursable.

Proper insurance identification cards and valid driver’s license shall be carried
at all times.

Please retain receipts for all documentation expenses.

PART 7 – MISCELLANEOUS REIMBURSEABLE EXPENSES 

7.1  REIMBURSEABLE EXPENSES 

A. Overview

The intent of this policy is to provide a reasonable list of reimbursable
expenses for all LAFCO employees

LAFCO shall reimburse Executive Office for expenses incurred in performing
services as set forth in Exhibit A of his/her contract. Expenses not explicitly
set forth in Exhibit A shall not be reimbursed without the prior written
consent of LAFCO Chair. Expenses will be reimbursed only if incurred during
the contract period.

B. Eligible Employees

All Employees are eligible for mileage at the standard Santa Barbara County
rate, calculated from employee home work place, postage and express mail,
printing and copying, travel as outlined above, and healthcare in lieu of
LAFCO medical coverage.
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Employee Remote Work Policy and Agreement 
This policy outlines guidelines for employees who work from a location other than our offices. We want to ensure 
that both employees and our Organization will benefit from these arrangements. All remote work must receive prior 
approval from the    Executive Officer  .  Not all positions are appropriate or feasible for remote work. 

Employees may work remotely on a permanent or temporary basis depending on business needs. 

This remote work policy is in effect during to the COVID-19 pandemic and public health guidelines strongly 
recommending work from home when feasible. This policy will be reviewed when public health guidelines or 
business needs change. 

Permanent remote work employees should indicate their primary working address in this remote working 
agreement. In case of transfer or relocation, employees remote work capability will be assessed on a case-by-case 
basis. 

Remote work does not change the terms and conditions of your employment with 

Remote Working that Works 

To ensure that employee performance will not suffer in remote work arrangements, we advise our remote 
employees to: 

● Choose a quiet and distraction-free working space
● Have an internet connection that’s adequate for their job
● Dedicate their full attention to their job duties during working hours
● Adhere to all meal and rest break and attendance schedules agreed upon with their manager and in

compliance with state law
● Ensure their schedules overlap with those of their team members for as long as is necessary to complete

their job duties effectively

Employee members and managers should determine long-term and short-term goals. They should frequently 
meet (either online or in-person when possible) to discuss progress and results. 

 _ (e.g. generally every 1st Thursday of the 
month. 

Mandatory meetings will include all Regular or Special 
Commission Meeting dates unless authorized to occur via 
conference call, Skype, Zoom). 

Compliance with Policies 
Our remote employees must follow all Organizational policies like their office-based colleagues. Examples of 
policies that all employees should abide by include, but are not limited to, the following: 

• Attendance
• Social media
• Confidentiality
• Equipment password protected
• Work Hours/Time Keeping
• Employee Code of Conduct

• Anti-discrimination/Anti- harassment/
Equal opportunity

• Safety
• Dress code when meeting in-person or

by video with public, member agencies
or other employees.

SBLAFCO
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Employee Remote Work Policy and Agreement 

Time Worked 

Your assigned work schedule is _ (e.g. Monday-Friday 8 a.m. to 5 p.m.). You will work 
remotely  _  (every day, M/W/F, every other Friday, etc.) during your assigned hours. 

Non-exempt employees must follow all applicable policies including, but not limited to, meal and rest breaks, 
requesting prior approval for overtime, and timekeeping. Off-the-clock work is prohibited under our policy. 

Equipment and Expenses 

We will provide our remote employees with equipment that is essential to their job duties, like laptops (when 
applicable.) We will install Company-required software when employees receive their equipment. If equipment is 
not available employees may use their own equipment for work, consistent with legal requirements and this policy. 

Equipment that we provide is LAFCO property. LAFCO retains control over the property and reserves the right to 
monitor LAFCO property even when used at your remote location. Employees must keep it safe and avoid any 
misuse. Equipment supplied by LAFCO is to be used for business purposes only. The remote worker will sign an 
inventory of all LAFCO property received and agree to take appropriate action to protect the items from damage or 
theft. Employees must take proper measures to secure LAFCO information, assets and systems. 

Specifically, employees must: 

• Keep their equipment password
protected

• Store equipment in a safe and clean
space when not in use

• Follow all data encryption, protection
standards and settings

• Refrain from visiting untrustworthy or
suspicious sites.

• Only download authorized software with
prior approval.

• Keep confidential information in locked
file cabinets and desks.

Remote employees will also receive expense reimbursement to cover reasonable and necessary business related 
expenses that are incurred (e.g. office supplies, shipping costs). Employees shall follow our expense 
reimbursement policy in terms of required documentation. 

Upon termination of employment, all LAFCO property shall be returned to LAFCO, unless other arrangements 
have been made and approved in writing by the Executive Officer. 
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Acknowledgment of Remote Worker Policy 

I have read and understand the attached Employee Remote Work Policy, and agree to the duties, 
obligations, responsibilities and conditions for remote workers described in the policy. I understand that 
I remain subject to all of Santa Barbara LAFCO              internal policies including, but not limited to, 
policies relating to technology, confidential information, harassment and discrimination prevention and 
safety policies. 

I agree that, I am responsible for following my remote work schedule, taking proper measures to secure 
information, assets and systems and maintaining my work space in a safe manner and is in compliance 
with LAFCO's Employee Work policy and Agreement. 

I understand that LAFCO may at any time change any or all of the conditions under which I am 
permitted to work remotely, or withdraw permission to work remotely. 

LAFCO has supplied me with the following equipment: 

LAFCO policy relating to properly maintaining office equipment applies. At the end of the employment 
relationship or termination of this remote work agreement, I agree to immediately return this equipment 
or reimburse LAFCO for the value of this equipment. Provided equipment shall be used for work related 
activities. 

I understand that LAFCO may monitor any equipment that is provided to me. 

I have reviewed the Employee Remote Work Policy and Agreement, understand its contents. I 
agree to be bound by and comply with its terms. I understand that this Policy may be altered or 
terminated at any time. 

Date: 

Date: 

Employee Signature: 

Supervisor Signature: 

Employee Address:    
(where majority of remote work will be performed) 
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