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1.1

ARTICLE |

1.0 RECOGNITION
Pursuant to the Employee Relations Resolution of the City of Santa Ana (Resolution
Number 81-075) and applicable State law, the City of Santa Ana (hereinafter called
“the City”) certified the Santa Ana Management Association (herein after called
“SAMA”) on September 25, 2002, as the majority representative of the Middle
Management and Administrative Management Representation Unit (hereinafter
called the "Unit") previously found appropriate by the Employee Relations Officer.
The City hereby recognizes SAMA as the certified majority representative of the full
time employees in said Unit. The term "employee" or "employees” as used herein
shall refer only to full-time employees employed by the City in said Unit in the
employee classifications comprising said Unit as listed in the attachments shown

as listed “Exhibit C,” as well as such classifications as may be added hereafter by

the Employee Relations Officer.




2.1

2.2

ARTICLE Il
2.0 PURPOSE AND INTENT

It is the purpose of this Memorandum of Understanding to promote and provide for
harmonious relations, cooperation and understanding between the City and
employees covered by this Memorandum. It sets forth the full and entire
understanding reached in good faith negotiations regarding the wages, hours, terms
and conditions of employment of employees covered by this Memorandum of
Understanding which the parties intend to submit jointly and recommend for
approval to the City Council of the City of Santa Ana.

Notwithstanding the following provisions of this Memorandum of Understanding, the
parties agree that they have intended nothing herein to entitle, alter, or award Civil

Service rights or privileges to any employee represented by SAMA who is in the

Excepted Service of the City.




3.1

3.2

3.3

ARTICLE Il
3.0 IMPLEMENTATION

This Memorandum of Understanding constitutes a recommendation jointly
submitted to the City Council of the City of Santa Ana. The parties agree that this
Memorandum of Understanding shall not be binding upon the parties until said City
Council:
A Acts, by majority vote, formally to approve said Memorandum of

Understanding and,
B. Acts to appropriate the necessary funds required to implement the provisions

of this Memorandum of Understanding that require funding.
Notwithstanding the foregoing, in the event the City Council fails to take all actions
necessary to implement this Memorandum of Understanding timely, the parties
understand that they may mutually agree to implement appropriate provisions of this
Memorandum that do not require specific approval by the City Council.
Implementation shall be effective as of the date approved by the City Council. Ifthe

parties fail to agree to implement provisions of this Memorandum not requiring City

Council approval, then negotiations shall resume upon the request of either party.




4.1

4.2

ARTICLE IV
4.0 ATTENDANCE, WORKDAY, WORKWEEK, & WORK SCHEDULE
Attendance. All full time SAMA employees covered by this Agreement shall be in
attendance at their work during hours prescribed by the Executive Director or his
designee(s) and shall not absent themselves during prescribed hours without
authorization. SAMA employees shall not be required to submit a Leave of
Absence Request for absences of two (2) hours or less.

Hours of Work. Eight (8) hours of work shall constitute a normal day and forty (40)

hours of work shall constitute a minimum workweek, except for employees for whom
special regulations have been approved by the City Manager.

A 4/10 Work Schedule. The Executive Director, with the approval of the City

Manager, may assign SAMA employees to a workweek consisting of four (4)
ten (10) hour days with an additional one-half (1/2) or one (1) hour for unpaid
lunch periods. The regular workweek shall consist of forty (40) hours. A
regular day off shall consist of ten (10) hours.

B. 9/80 Work Schedule. All SAMA employees shall be permitted to work a 9/80

work schedule when authorized by the Executive Director and approved by

the City Manager. A SAMA employee will not be permitted to work this

schedule if in the discretion of the Executive Director and City Manager, the

9/80 work schedule may reduce service to the public.

1. 9/80 Work Schedule Defined. The 9/80 work schedule shall be
defined as working eighty hours over nine days in a two-week period.

An employee shall work eight days for nine hours per day and one
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day for eight hours, excluding a one-hour lunch break during each

work shift, totaling forty (40) working hours in each work week.

a. The Work Week Period. The forty (40) hour work week period
shall be defined as the work period starting from Friday at
mid-shift to Friday at mid-shift. No employee working the 9/80
work schedule will be able to flex their Friday start time nor the
time they take their lunch break, which will occur in the middle
of the day on Fridays.

b. The 9/80 Work Period. The 9/80 two-week work period for
employees starts Friday mid-shift and continues for fourteen
(14) days until Friday mid-shift. During this period, each week
is made up of four nine-hour work days (thirty-six hours) and
one four-hour Friday and those hours equal forty work hours in
each work week (e.g., the Friday is split into four hours for the
first shift, which is charged to work week one and four hours
for the second shift, which is charged to work week two).

C. SAMA employees cannot change schedules without prior
approval of their Executive Director. The purpose of this
authorization is to review the impact on supervision, staffing
and workload. Employees may change schedules at the
beginning of any work period with approval of their Executive
Director.

d. Modifications of the 9/80 work week period are not permitted
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unless authorized by the Executive Director of Personnel
Services and the City Manager.

Emergencies. All SAMA employees on the 9/80 work schedule
are subject to be called to work any time to meet any and all
emergencies or unusual conditions that, in the opinion of the
City Manager, Executive Director or designee, may require

such service from any of said employees.

Leave Benefits. When a SAMA employee is off on a scheduled

workday under the 9/80 work schedule, then nine (9) hours of eligible

ieave per workday shall be charged against the employee’s |eave

balance or eight (8) hours shall be charged if the day off is a Friday.

All leaves shall continue under the current accrual, eligibility, request

and approval requirements.

Holidays.

a.

For a recognized City holiday, eight hours are earned for each
holiday. For the charging of hours on a scheduled holiday, the
employee must use eight (8) hours of holiday time off and one
(1) hour from the employee’s vacation leave time bank for a
nine (9) hour workday charge or eight (8} hours holiday time off
for a Friday.

If a holiday falls on an employee’s Friday off, the employee
must then take their holiday off before or after the regular

holiday as their holiday off with supervisor and/or Executive
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Director approval. If the SAMA employee cannot take their
holiday off before or after the regular scheduled holiday off the
employee will bank eight hours of holiday leave to be used at
a later date with the supervisor's approval.

4. Jury Duty Leave. The provisions of the Memorandum of

Understanding shall continue to apply; however, if an employee is
called to serve on jury duty during a normal Friday off, Saturday, or
Sunday, or on a City holiday, then the jury duty shall be considered
the same as having occurred during the employee’s day off work.
It is the intent of the parties that no additional paid time off shall be gained or lost
as a result of implementing any alternate work schedules. The City reserves the
right to abandon any work schedule if, in the opinion of the concerned Executive
Director and the City Manager, such alternate work schedules have not produced
the desired results. If this right is exercised, however, the City and SAMA shall

meet and confer in good faith prior to abandoning any alternate work schedule.
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ARTICLE V
5.0 SALARIES
5.1 Basic Compensation Plan. There is hereby established a basic compensation plan
for all full-time personnel who are now employed or will in the future be employed
in any of the designated classifications of employment represented by SAMA as
listed in this Agreement and its attachments.
5.2  Schedule of Salaries.

A. Two separate schedules of salary rate ranges, one for classifications of
employment designated as SAMA Middle Management (MM) assigned to 15-
step monthly salary rate ranges,and one for classifications of employment
designated as SAMA Administrative Management (AM) assigned to 5-step
monthly salary rate ranges, are attached hereto in matrix format as though
set forth herein. The schedules for SAMA Middle Management (MM)
classifications and SAMA Administrative Management (AM) classifications
and their effective dates are attached to this Agreement as Exhibit A and

Exhibit B, respectively, and are listed as follows:

Category of Employment Salary Effective
Schedule No. Date

SAMA Middle Management (MM) MM-05/06 7-1-04
(Classifications assigned to 7-1-05
15-step salary rate ranges) MM-07 7-1-06
MM-08* 7-1-07
SAMA Administrative Management (AM) AM-05/08 7-1-04
{Classifications assigned to 7-1-05
5-step salary rate ranges) 7-1-06
7-1-07

* Schedule to be developed in accordance with Section 5.3 of this Agreement
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The basic salary schedule for SAMA Middle Management classifications
contains numerous salary rate ranges, each range comprised of fifteen (15)
separate rates of pay shown in monthly amounts. The respective rate
ranges are identified by a two-digit number preceded by the capital letters
“MM.” The separate rates of pay or steps within each salary rate range are
identified by the numbers “1” through “15” inclusive, with Step “1” being the
lowest or minimum rate of the range, Step “8” the middle or midpoint rate of
the range, and Step “15” being the highest or maximum rate. The purpose
of each step and criteria for advancement are set forth in Subsection 5.8(A)
below.

The basic salary schedule for SAMA Administrative Management contains
numerous salary rate ranges, designated by the letter “AM” and a three-digit
rate range number. These rate ranges are comprised of five (5) steps or
rates of pay shown in monthly amounts, identified by the letters “A” through
“E” inclusive, with Step “A” being the lowest step in the range. The purpose
of each step and criteria for advancement to the next higher step within a
particular salary rate range are set forth in Exhibit B and in Subsection 5.8(B)
below.

The assignment of SAMA classifications to salary rate ranges is listed in
Exhibit C, which is attached and made a part hereof as though set forth

herein.
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2.3

5.4

2.5

Salaries.

A.

Effective July 1, 2004, the base salaries of classifications covered by this
Agreement shall not be increased.

Effective July 1, 2005, the base salaries of classifications covered by this
Agreement shall not be increased.

Effective July 1, 2006, the base salaries of classifications covered by this
Agreement shall be increased by a percentage amount equal to the
percentage amount received by the Police Officers Association unit but shall
not be less than an approximate percentage amount of three and one-half
percent (3.5%) nor exceed an approximate percentage amount of 4.5%.
Effective July 1, 2007, the base salaries of classifications covered by this
Agreement shall be increased by a percentage amount equal to the
percentage amount received by the Police Officers Association unit but shall
not be less than an approximate percentage amount of three and one-half
percent (3.5%) nor exceed an approximate percentage amount of four and

one-half percent (4.5%).

Application of Basic Compensation Plan. The salary rate ranges contained in

Subsection 5.2 and Exhibit C are monthly salary rate ranges. All employees

working in classifications of employment covered by this Agreement shall be

compensated at a monthly rate.

Probation. Except for employees in the Excepted Service and employees re-

employed from re-employment eligible lists, the probationary period shall be one (1)

year from the date of appointment from an open eligible list (new hire) or a
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reappointment eligible list (rehire) or appointment from a promotional eligible list.
5.6 Beginning Rates.

A. SAMA Middle Management Classifications. An employee appointed to a
Middle Management classification shall be compensated at any rate within
the lower third of the 15-step salary rate range (Steps “1” through “5") for
their job classification as authorized by the Appointing Authority. When
economic conditions, unusual employment conditions, or exceptional
qualifications of a candidate for employment indicate a higher rate would be
in the City’s best interest, the City Manager may authorize hiring at a higher
rate in the salary rate range but this higher rate generally shall not be above

the midpoint.

B. SAMA Administrative Management Classifications. Anemployee appointed
to an Administrative Management classification may be placed by the
Appointing Authority at any step within the applicable five (5) step salary rate
range (Steps “A” through “E") in the schedule to which the classification has
been assigned through adoption of this Agreement, provided that such
employee shall be assigned such salary step upon the commencement of his
or her service in said classification and such assignment having once been
made shall remain in effect until the said employee shall be entitled to
advance to the next salary step in accordance with the further brovisions of
this Article as set forth below.

5.7 Service. The word “service” as used in this Agreement shall be deemed to mean
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5.8

continuous, full-time service in the classification in which the employee is being
considered for salary advancement, service in the higher classification or service in
a classification allocated to the same salary rate range and having generally similar
duties and requirements.

Notwithstanding the above, employees in classifications designated as
Administrative Management (AM) who are hired after the first (1*') working day of
the month shall not be credited with time in service for that month when determining
the length of service for salary advancement.

A lapse of service by an employee for a period of time longer than ten (10) calendar
days, by reason of resignation, quit, or discharge, shall serve to eliminate the
accumulated length of service time of such employee for the purpose of this
Agreement, and any such employee reentering the service of the City shall be
considered as a new employee, except that he or she may be reappointed as
provided in Santa Ana Municipal Code (SAMC) Chapter 9-114 and may be placed
in the same salary step in the appropriate salary rate range as he or she was at the
time of termination of employment.

Advancement Within Ranges.

A. SAMA Middle Management Classifications Performance-Based Evaluation
and Salary Adjustment System: There is hereby established a performance-
based evaluation system for employees employed in SAMA Middle
Management classifications covered by this Agreement, the provisions of

which are set forth herein below.
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1. Purpose. The basic purpose of the performance-based evaluation
and salary adjustment system is to help attract, retain and motivate
highly competent managers and to provide them with a strong
incentive to excel.

2. Specific Compensation Determination.

a. The Appointing Authority is hereby authorized to make
appointments to salary rates within authorized salary rate
ranges, as governed by the provisions of Subsection 5.6(A)
supra, and to make adjustments to the individual
compensation for Middle Management personnel as described
in the further provisions of this Article.

b. The City Manager shall establish performance criteria and
appraisal guidelines to be utilized by the Executive Directors in
setting individual compensation for Middle Management
personnel.

C. After the salary of an employee appointed to a Middle
Management classification has been first established and fixed
under this plan, salary advancement through the remaining
steps of the fifteen (15) step salary rate range shall be based
on the results of an annual performance evaluation.

3. Performance Evaluation System Components. The evaluation

system shall be comprised of the following components:
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Annual Objectives. The system shall include a list of outcome-
based, measurable objectives to be achieved that have been
mutually agreed upon between the Appointing Authority and
each individual manager subject to his or her authority.

Managerial Behaviors. In addition to his or her performance

in achieving agreed-upon objectives, each Middle
Management employee shall also be evaluated for his or her
managerial behavior performance, including such behavior as
job knowledge, leadership, personnel management, fiscal
management, customer responsiveness, interpersonal skills,
communication (oral or written), teamwork, analysis, probiem
solving, decision-making, judgment, planning/organization,
management control, creativity, initiative, and application of

continuous improvement principles.

4. Performance Evaluation Guidelines.

a.

The Executive Director shall annually evaluate the
performance of each of his or her subordinate Middle
Management employees to determine their individual eligibility
for a performance increase and how much such increase, if
any, will be. Such annual performance evaluation shall occur
immediately following each individual Middle Management
employee’s employment anniversary date and cover the twelve

(12) month period preceding that date. Additionally, at least
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one (1) informal mid-year progress review shall be held
between the Executive Director and each of his or her
subordinate Middle Management employees.

b. Performance and Ratings. Each Middle Management

employee's performance in relation to his or her agreed upon
annual objectives and managerial behaviors will be evaluated
according to the following performance rating scale:

Performance Levels

Significantly Exceeds Expectations:

Consistently exceeds all objectives, requirements and
expectations by a wide margin.

Exceeds Expectations:

Consistently meets all objectives and requirements and
exceeds several.

Meets Expectations:

Meets objectives and requirements.

Below Expectations:

Fails to meet some objectives and requirements.
Unacceptable:
Performance is significantly below the minimum required.

5. Performance-Based Salary Adjustments. Each Middle Management

employee covered by this Agreement may be eligible to receive an
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annual performance based in-range salary increase and/or one-time

monetary incentive payment based on a percentage of currentannual

rate of base salary, or may not be eligible to receive such a

performance based salary increase, in accordance with the following:

a.

For overall performance rated as “Significantly Exceeds
Expectations,” either in-range step increases or a one-time
monetary incentive payment or a combination of step
increases and one-time monetary payment from five to seven
and one-half percent (5% - 7.5%) in toto.

For overall performance rated as “Exceeds Expectations,”
either in-range step increases or a one-time monetary
incentive payment or a combination of a step increase and
one-time monetary payment from two and one-half to five
percent (2.5% - 5%) in toto.

For overall performance rated as “Meets Expectations,” a one-
time monetary incentive payment in an amount up to but not to
exceed two and one-half percent (2.5%) of current annual rate
of base salary or advancement of one step (2.5%) within the
salary rate range.

For overall performance rated as “Below Expectations,” no
performance based in-range step increase or monetary

incentive payment.

-19-




For overall performance rated as “Unacceptable,” no

performance based in-range step increase or monetary

incentive payment. Additionally, any Middle Management

employee who has received such a rating and who is being

paid at a step higher than the minimum rate of the salary rate

range, may be reduced by one or more steps upon the

recommendation of the Executive Director and the approval of

the City Manager.

Application of Guidelines.

If a Middle Management employee who is
recommended for a performance based increase is at
the maximum of his or her salary rate range, then the
entire performance increase must be awarded the
equivalent amount in a one-time monetary incentive
payment.

Any one-time monetary incentive payment granted
under this plan is not an increase in base salary and no
salary rate range applicable to any Middle Management
employee covered by this Agreement shall be changed
or deemed to have been changed by reason of such
payment. However, such incentive payment will be
reported to CalPERS as compensation for purpose of

retirement.
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iii. Performance based in-range step increase andfor
monetary incentive payment amounts for Middle
Management personnel shall require the approval of
the City Manager.

v, The City Manager shall be responsible for the
development and administration of detailed
administrative procedures and guidelines for the
consistent and effective application of the management
performance-based evaluation system. Such
procedures and guidelines shall define how
performance objectives, measures and standards are
developed; when and how performance reviews are to
be carried out; how overall performance ratings will be
determined; and how performance based salary
increase and monetary incentive payment options are
to be exercised.

B. SAMA Administrative Management Classifications: The following conditions
shall govern salary advancement within 5-step rate ranges for employees
employed in SAMA Administrative Management classifications:

1. For any employee in an Administrative Management classification
covered by this Agreement who has been initially appointed to a step
lower than Step “E,” advancement to the next higher step (Step “B”

from Step “A” or Step “C” from Step “B,” etc.) may be granted only for

-21-




continued meritorious and efficient service by said employee in the

effective performance of the duties of his or her position. The

effective date of such merit step increase, if granted, shall be the first
day of the month following the completion of one year of service at the
step from which said employee is being advanced.

Such merit advancement shall require the following:

a. There shall be on file in the Office of the Executive Director of
Personnel Services a copy of each periodic efficiency or
performance report required to be made on the employee by
the Civil Service Rules and Regulations and/or the City
Manager during the period of service time of such employee
subsequent to his or her last salary advancement.

b. The Appointing Authority, at least twenty (20) calendar days
prior to the anticipated completion of such employee’s required
length of service, shall file with the City Manager a statement
recommending the granting or denial of the merit increase and
supporting such a recommendation with specific reasons
therefore. The employee shall be notified by the Appointing
Authority as to such recommendations and shall be informed
of the reasons.

C. No advancement in salary above Step “A” shall become

effective until approved by the City Manager, except when

20




placement on a salary step above Step “A” results from
promotion under the provisions of Subsection 5.9(B) of this
Agreement.

2. When any such employee in a classification designated as
Administrative Management (AM) has not been approved for
advancement to the next higher salary step, he or she may be
reconsidered for such advancement after the completion of three (3)
months of additional service and shall be reconsidered for
advancement to the next higher step above his or her then current
step after the completion of six (6} months of additiona! service. This
reconsideration shall follow the same steps and shall be subjectto the
same actions as provided in Subsection 5.8(B)(1) above.

3. Any employee in an Administrative Management classification who is
being paid at any salary step above “A” may be reduced to the next
lower step in the appropriate salary rate range upon the
recommendation of the Executive Director and the approval of the
City Manager. Procedure for such reduction shall follow the same
procedure for merit advancement provided in Subsection 5.8(B)(1)
above, and such employee may be considered for readvancement
under the same provisions as contained in Subsection 5.8(B)(2)
above.

59 Promotiona! Salary Advancement.

A SAMA Middle Management Classifications: When an employee in a non-

23




management classification of the City service is promoted to a SAMA Middle

Management classification, they shall be placed at a salary rate in the

appropriate salary rate range that will provide at least a five percent (5%) pay

increase.

SAMA Administrative Management Classifications:

1.

Promotion from a Non-Management Classification. An employee who

is promoted to a SAMA Administrative Management classification
from a non-management classification of the City service shall be
placed at a salary rate in the appropriate Administrative Management
monthly salary rate range that provides a pay increase of at least one
(1) step (approximately five percent (5%)})).

Promotional Salary Advancement. When an employee in a

classification designated as Administrative Management (AM) is
promoted to a higher classification from a position in a lower
classification in the same occupational career ladder, he or she shall
be reassigned to the beginning step in the appropriate monthly salary
range for the higher classification; provided, however, that if the base
salary currently being paid such employee is already equal to or
higher than such beginning step, he or she shall be placed in the
lowest step in the appropriate monthly salary rate range as will grant
the employee a pay increase of at least one (1) step (approximately
five percent (5%)) over his or her current base salary step exclusive

of pay premiums such as bilingual pay, special skills or the like.
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5.10 Demotion.

5.1

5.12

A SAMA Middle Management Classifications. When an employee in a Middle
Management classification is demoted to a position in a lower classification,
he or she shall be placed at a rate in the lower salary rate range which
provides at least a five percent (6%) reduction in pay.

B. SAMA Administrative Management Classifications: When an employee in
a SAMA Administrative Management classification is demoted to a position
in a lower classification, his or her salary rate shall be fixed in the appropriate
salary rate range for the lower classification accordance with the following
provisions:

1. The salary rate shall be reduced by at least one (1) step
[approximately five percent (5%;].

2. The new salary rate must be within the appropriate salary rate range.

3. The new salary rate shall not be higher than the salary step to which
the employee would have been entitled had his or her service time in
the higher classification been spent in the lower classification.

Probationary Rejection. A promotional employee who is rejected during the

probationary period from a SAMA classification shall be returned to the classification

in which he or she holds regular status and at his or her former salary step, uniess
the reasons for failure to complete probation would also be cause for dismissal from

City service.

Reallocation of Salary Rate Ranges. Any employee who is employed in a

classification covered by this Agreement which is reallocated to a different salary
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rate range from that previously assigned shall be retained in the same salary step
in the new salary rate range as he or she had previously held in the prior rate range
and shall retain credit for length of service in such step towards advancement to the
next higher step.

513 Acting Pay. An employee in a classification covered by this Agreement may be
appointed by the Executive Director to serve in an acting capacity during an
unplanned absence from work of thirty (30) calendar days or more of another
employee represented by SAMA. Represented SAMA employees who are granted
“acting pay” shall receive approximately a five percent (5%) increase or the

minimum rate of the higher salary range while serving in an "acting” capacity.
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