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City of Colfax - Employee Handbook

PERFORMANCE EVALUATIONS

Each employee will receive annual performance reviews conducted by his or her
supervisor. Performance evaluations will take place within 30 days of your salary
anniversary date. The frequency of performance evaluations may vary depending upon
length of service, job position, past performance, changes in job duties, or recurring
performance problems.

Your performance evaluations may review factors such as the quality and quantity of
the work you perform, your knowledge of the job, your initiative, your work attitude, and
your attitude toward others. The performance evaluations are intended to make you
aware of your progress, areas for improvement, and objectives or goals for future work
performance. Merit increase approvals will only be implemented after the employee has
received a satisfactory or better rating justifying such an increase. Employees who
receive late evaluations that are satisfactory or above shall receive retroactive pay back
to their salary anniversary date.

You will have the opportunity to discuss your performance with your supervisor. You
will be encouraged to comment about your work performance in a written statement
attached to the appraisal. After the review, you will sign the evaluation report simply to
acknowledge that it has been presented to you, that you have discussed it with your
supervisor, and that you are aware of its contents. You will receive a copy of the
evaluation and the original will be placed in your personnel file.

PERSONNEL RECORDS

The City maintains a personnel file for each City employee with the title of position held,
department, salary, changes in employment status, and other pertinent information.
The file also includes performance evaluations, educational records, and letters of
recommendation and discipline. The City shall furnish copies of evaluations and
reprimands to the employee prior to placement of such documents in their personnel
file. Personnel files may only be accessed by the City Clerk, City Manager, Finance
Director, and the employeeis Department Head. The contents of your personnel file are
available in the City Clerkis office for your review with sufficient notice to the City Clerk.
You may request one copy of any document in your file at no cost. Subsequent copies
can be obtained at the copy fee established in the City Fee Schedule.

If you wish to have information other than title of position held, department, salary, and
changes in employment status regarding your work history released to prospective
employers, creditors, or others, you must file a written authorization with the City Clerk.
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CITY PROPERTY

TECHNOLOGY POLICY

Employees are expected to use electronic communication devices legally, ethically and
in an appropriate manner that best represents the City of Colfax. The City of Colfaxis
policies against sexual or other harassment apply fully to all electronic communications
systems, and any violation of those policies is grounds for discipline including
discharge. In addition, employees are prohibited from sending, receiving, displaying,
printing, or otherwise disseminating material that is fraudulent, harassing, embarrassing,
sexually explicit, profane, obscene, intimidating, defamatory, or otherwise unlawful,
inappropriate, offensive, or disruptive to City activities. Employees are also prohibited
from downloading such material from the internet or displaying or storing such material
in the Cityls computers or servers. Employees encountering or receiving this kind of
material should immediately report the incident to their supervisor, City Clerk, or the City
Manager. Employees are expected to remain respectful of the City, its managers and
employees, and the public in any electronic communications. Violations of any of these
provisions may result in disciplinary action including discharge.

Use of City Property, Equipment, and Technoloqy

Employees understand that they do not have a reasonable expectation of privacy in
their use of City property/equipment or technology. Individuals utilizing property,
equipment including vehicles, office space, cubicles, desks, building access cards,
computers, e-mail, internet, telephones, cell phones, and voicemail systems expressly
consent to monitoring of their activities for business needs. Employees should not use
any City property or equipment (including vehicles and technology) for their personal
use, except when it is reasonable so as not to interfere with the performance of job
duties or does not violate other City policies. Employees are responsible for the
condition and care of City equipment. Careless use of City property, equipment,
vehicles and technology which results in loss, damage or any other violation of policy or
procedure may result in disciplinary action including termination.

Telephones and Cell Phones

The City recognizes that employees will occasionally need to place and receive
personal phone calls or text messages during the workday. In all cases, personal calls
and text messages should be minimal and appropriate so as not to interfere with the
performance of duties. The City may review usage of City-issued cell phones for calls
and text messages made during working hours, to determine if the employeeis personal
use is excessive. Excessive personal use of City cell phones may result in

Presented June 28, 2017 Page 35































































City of Colfax - Employee Handbook

LEAVE RELATED TO MILITARY SERVICE

A leave taken due to a qualifying exigency related to military service must be supported
by a certification of its necessity. A leave taken due to the need to care for a
servicemember shall be supported by a certification by the servicemember's health care
provider or other certification allowed by law. Special certification requirements apply to
leaves related to military service.

|HEALTH AND BENEFIT PLANS

An employee taking family medical leave will be allowed to continue participating in any
health and welfare benefit plans in which he/she was enrolled before the first day of the
leave (for a maximum of 12 workweeks, or 26 workweeks if the leave is to care for a
covered servicemember) at the level and under the conditions of coverage as if the
employee had continued in employment for the duration of such leave. The City will
continue to make the same premium contribution as if the employee had continued
working. The continued participation in health benefits begins on the date leave first
begins. In some instances, the City may recover from an employee premiums paid to
maintain health coverage if the employee fails to return to work following family/medical
leave.

Employees on pregnancy disability leave will be allowed to continue to participate in
group health coverage for up to a maximum of four months of pregnancy disability leave
(if such insurance was provided before the leave was taken) on the same terms as if
you had continued to work. The right to continued group health coverage during
pregnancy disability leave is a separate and distinct entittement from the CFRA
entitlement.

Payment is due when it would be made by payroll deduction.

SUBSTITUTION OF PAID LEAVE

Generally, FMLA/CFRA leave is unpaid. The City may require, or employees may
choose, to use accrued paid leave while taking FMLA leave. In order to use paid leave
for FMLA leave, employees must comply with the Cityis normal paid leave policies. For
more information on those specific circumstances requiring or allowing the substitution
of paid leave contact City Clerk.
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City of Colfax

City Council
Resolution O 26-2017

APPROVING THE ANNUAL SEWER IMPACT FEE INCREASE EFFECTIVE
JULY 1, 2017.

Whereas, the #0000 —OTEAEDAT #TAA 3AATT p3.08.100 Subsection A permits the
sewer impact fee to be adjusted annually on July 1st as reflected in the San Francisco Bay
Area construction cost index (CCI), published in the May Engineering News-Record (ENR);
and

Whereas, the sewer impact fee was last adjusted by the City Ingineer on July 1,
2016 to $8,260.00; and

Whereas, an error was discovered in the July 1, 2016, sewer impact fee adjustment
and staff recommends an increase based on correcting the 2016-17 adjustment from 2.1%
to 3.4 % and then adjusting the 2017-18 annual sewer impact rate accordingly; and

Whereas, the ENR CCI annual escalation for May 2017 for the San Francisco Bay
Area was +1.2%.

_ NOW, THEREFORE, BE IT RESOLVED the City Council of the City of Colfax hereby
AAEO000 OEA #£0U Tk #T1#AZI0 AAOA 0AxAO £ TDAA) FAA AQ defined in the Municipal Code, Section
13.08.100, to Eight Thousand Four Hundred Seventy Dollar ($8,470.00

THE FOREGOING RESOLUTION was duly and regularly passed and adopted at a
regular meeting of the City Council of the City of Colfax held on the 28t day of June, 2017
by the following vote:

AYES:
NOES:
ABSTAIN:
ABSENT:

Stephen Harvey, Mayor

ATTEST:

Lorraine Cassidy, City Clerk
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