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3.03.190 Harassment – Supervisor's Role 
3.03.200 Harassment – Complaints 
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3.03.220 Use of Tobacco 
3.03.230 Substance Abuse – Prohibited Use or Possession 
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3.03.260 Substance Abuse – Awareness Program 
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3.03.280 Lobbying Before State Legislature or Other Governmental Agency 
3.03.290 Coercion or Intimidation of Public Employees 
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Subchapter 3.04: Complaints, Grievances and Disciplinary Matters 

Division 1 - General 

3.04.010 Summary of Procedures for Submitting Complaints or Grievances 
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3.04.050 Administrative Leave 
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3.04.140 Right to Representation 
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Division 5 - Appeals 

3.04.190 Appeal from Final Notice of Disciplinary Action 
3.04.200 Selection of Hearing Officer 
3.04.210 Appeals by Public Safety Officers 
3.04.220 Appeals by Miscellaneous Employees 
3.04.230 Notice of Hearing 
3.04.240 Subpoenas 
3.04.250 Pre-Hearing Disclosures 
3.04.260 Impartiality 
3.04.270 Conduct of Hearing 
3.04.280 Decision on Appeal 

Division 6 - POBR 
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Subchapter 3.05: Benefits 

3.05.010 Eligibility 
3.05.020 Regulations 
3.05.030 Medical and Hospital Insurance 
3.05.040 Dental Insurance 
3.05.050 Vision Plan 
3.05.060 COBRA 
3.05.070 Life Insurance 
3.05.080 Employee Assistance Program 
3.05.090 Long Term Care Program 
3.05.100 Health Club 
3.05.110 Credit Union 
3.05.120 Deferred Compensation 
3.05.130 Retirement Plan 
3.05.135 Disability Retirement 
3.05.140 Social Security 
3.05.150  State Unemployment Insurance Benefits 
3.05.160  State Disability Insurance (SDI) 
3.05.170 Workers’ Compensation 
3.05.180 Reimbursement for Education Expenses 

Subchapter 3.06: Leaves 

Division 1 - General 

3.06.010 Inconsistent Actions; Failure to Return to Work 
3.06.020 Exhaustion of Paid Leave 
3.06.030 General Rule for Accruing Paid Leave 
3.06.040 Unpaid Leave of Absence 
3.06.050 Coordination of Benefits 
3.06.060 Conflicting Provisions 
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3.06.070 General Rules of Entitlement; Prorated Paid Leave 
3.06.080 [Reserved] 

Division 2 - Holidays 

3.06.090 Holiday Leave 
3.06.100 [Reserved] 

Division 3 - Sick Leave 

3.06.110 Sick Leave Eligibility and Accrual 
3.06.120 When Sick Leave May Be Used 
3.06.130 Conversion or Payment for Unused Sick Leave 
3.06.140 Sick Leave Not to Extend Family and Medical Leave 
3.06.150 Reporting Requirements 
3.06.160 Prevention of Sick Leave Abuse 
3.06.170 [Reserved] 

Division 4 – Family and Medical Leave 

3.06.180  Family and Medical Leaves of Absence 
3.06.190  Definitions for this Division 
3.06.200 Eligibility and Duration 
3.06.210 Permitted Reasons for Leave 
3.06.220 Procedure for Obtaining Medical and Family Leave 
3.06.230 Intermittent Schedule 
3.06.240 Additional Time 
3.06.250 Periodic Reports 
3.06.260 Non-compliance 
3.06.270 Compensation and Benefits 
3.06.280 Special Rules for Birth, Adoption or Foster Care Placement of a  

Child 
3.06.290 Service Member Family and Medical Leave 
3.06.300 Return to Work and Reinstatement 
3.06.310 [Reserved] 

Division 5 – Pregnancy Disability Leave 

3.06.320 Eligibility and Terms of Leave 
3.06.330 Procedure 
3.06.340 Length of Leave 
3.06.350 Intermittent Leave 
3.06.360 Compensation and Benefits 
3.06.370 Coordination with FMLA and CFRA Leaves 
3.06.380 Reinstatement 
3.06.390 [Reserved] 
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Division 6 – Personal Leaves 

3.06.400 Eligibility for Vacation Leave 
3.06.410 Administering Vacation Leave 
3.06.420 Management Leave 
3.06.430 Floating Holidays  
3.06.440 Bereavement Leave 
3.06.450 [Reserved] 

Division 7 – Leaves for Public Duties 

3.06.460 Election Officer Leave 
3.06.470 Jury Duty Leave 
3.06.480 Leave to Attend Court as a Witness 
3.06.490 Leave Time for Voting  
3.06.500 [Reserved] 

Division 8 – Administrative Leaves 

3.06.510 Paid Administrative Leave 
3.06.5200 Unpaid Administrative Leave 

Subchapter 3.07: Expense and Use of Public Resources Policy 

Division 1 - General 

3.07.010 Findings 
3.07.020 Policy 
3.07.030 Generally Authorized Expenses 
3.07.040 Non-Allowable Expenses 
3.07.050 Attendance at Certain Organizational Activities 
3.07.060 Transportation 
3.07.070 Meals 
3.07.080 Overnight Travel and Lodging 
3.07.090 Parking Fees; Rental Cars 
3.07.100 Telephone/Fax/Cellular 
3.07.110 Tips 
3.07.120 Prior Approval Required 
3.07.130 Cash Advance Policy 
3.07.140 Credit Card Use Policy 
3.07.150 Expense Report Content and Deadline 
3.07.160 Audits of Expense Reports 
3.07.170 Reports by Elected Officials 
3.07.180 Compliance with Laws 
3.07.190 Violation of This Policy 

Division 2 – Certain Payments for Food, Beverages, Goods and Services 

3.07.200 Purpose 
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3.07.210 Meetings 
3.07.220 Other Purposes 
3.07.230 Employee Recognition 

Subchapter 3.08: Email and Other Electronic Communication 

3.08.010 Style and Purpose 
3.08.020 Definitions 
3.08.030 Passwords 
3.08.040 No Privacy Right 
3.08.050 Preparing and Using Email 
3.08.060 Reserved 
3.08.070 Email for Transmission Not Storage; Transfer of Messages to 

Storage 
3.08.080 Duty to Protect the Electronic Communication System 
3.08.090 Duty to Protect Confidential Information 
3.08.100 Other Prohibited Uses 
3.08.110 Deleting Non-Records and Preserving E-Mails 
3.08.120 Preservation of Documents for Pending Litigation, Subpoenas, 

Public Records Act Requests, and Claims Against the Town 
3.08.130 Violations; Duty to Report 

Subchapter 3.09: Employer-Employee Relations

Division 1 - General 

3.09.010 Statement of Purpose 
3.09.020 Definitions 
3.09.030 Right to Join Employee Organizations, Designations of Units 
3.09.040 Policy and Standards for Determination of Appropriate Units 
3.09.045 Employee Units 

Division 2 – Representation Proceedings 

3.09.050 Filing of Recognition Petition by Employee Organization 
3.09.060 Town Determination 
3.09.070 Open Period for Filing Challenging Petition 
3.09.080 Election Procedure 
3.09.090 Procedure for Decertification of Recognized Employee 

Organization 
3.09.100 Procedure for Modification of Established Appropriate Units 
3.09.110 Appeals 

Division 3 - Administration 

3.09.120 Submission of Current Information by Recognized Employee 
Organizations 

3.09.130 Payroll Deductions on Behalf of Employee Organizations 
3.09.140 Employee Organization Activities – Use of Town Resources 
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3.09.150 Administrative Rules and Procedures 

Division 4 – Negotiation and Impasse Procedures 

3.09.160 Meet and Confer 
3.09.170 Reasonable Time off to Meet and Confer 
3.09.180 Initiation of Impasse Procedures 
3.09.190 Impasse Procedures 
3.09.200 Costs of Impasse Procedures 

Division 5 – Miscellaneous Provisions 

3.09.210 Construction 

Subchapter 3.10: Ticket Distribution Policy 

Division 1 – Basic Gift Rules 

3.10.010 Purpose 
3.10.020 Definitions 
3.10.030 Policy 
3.10.040 Gift Limit 
3.10.050 Receipt and Reporting Requirements 
3.10.060 Gifts to the Town Benefitting a Town Official 

Division 2 – Distribution Policy for Tickets and Passes 

3.10.070 Purpose 
3.10.080 Application 
3.10.090 Scope 
3.10.100 General Provisions 
3.10.110 Public Purposes for Which Tickets May be Distributed 
3.10.120 Disclosure Requirements 

Subchapter 3.11: Electronic Communications, The San Jose Case, and The 
Public Records Act 

3.11.010 Background and Purpose 
3.11.020 Definitions 
3.11.030 Policy/Protocols 

CHAPTER FOUR: FINANCIAL MANAGEMENT 

Subchapter 4.01: Budget Procedures and Reserve Policies 

Division 1 - General 

4.01.010 Purposes 
4.01.020 Definitions 
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Division 2 – Budget Procedures 

4.01.030 Procedure for Adoption of Budget 
4.01.040 Proposed Budget and Budget Message 
4.01.050 Adoption; Effect 
4.01.060 Failure to Adopt 
4.01.070 Adjustments to Budget 
4.01.080 Amendments to Budgets 
4.01.090 Budget Administration 
4.01.100 Transfers of Appropriation Balances 
4.01.110 Lapse of Appropriations and Transfers to Reserves 
4.01.120 Appropriation Limitations 
4.01.130 Other Limitations 

Division 3 – Governmental Fund Reserves 

4.01.140 Purposes 
4.01.150 Governmental Fund Reserve Policy 
4.01.160 Use, Transfer and Replenishment of Restricted Reserves 
4.01.170 Use, Transfer and Replenishment of Committed Reserves 
4.01.180 Transfer and Replenishment of Unassigned Reserve 
4.01.190 Annual Surplus 

Division 4 - Reports 

4.01.200 Monthly Reports 
4.01.210 Mid-year Review 
4.01.220 Report on Reserve Levels 

Subchapter 4.02: Investment Policy 

Division 1 - General Principles 

4.02.010 Policy Statement and Purpose 
4.02.020 Scope 
4.02.030 Objectives/Performance Standards 

Division 2 – Operations  

4.02.040 Delegation of Authority and Internal Controls 
4.02.050 Prudence 
4.02.060 Authorized and Suitable Investments 
4.02.070 Summary of Investment Parameters and Additional Limits 
4.02.080 Authorized Investments for Bond and Other Debt Proceeds 
4.02.090 Unauthorized Investments 
4.02.100 Safekeeping and Custody 
4.02.110 Ethics and Avoidance of Conflict of Interest 
4.02.120 Authorized Financial Dealers and Institutions 
4.02.130 Collateralization 
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4.02.140 Review and Reporting on Investments 
4.02.150 Policy History and Annual Review 

Division 3 – Miscellaneous  

4.02.160 Investment Policy Glossary 

Subchapter 4.03: Grants and Donations 

4.03.010 Purpose and Findings 
4.03.020 Criteria for Approving Grants  
4.03.025 Funding Categories 
4.03.030 Eligible Organizations; Rough Proportionality Required 
4.03.040 Grant Limitations 
4.03.050 Request for Determination of Eligibility for Grant Funding 
4.03.060 Grant Applications 
4.03.070 Grant Application Timeline 
4.03.080 Grant Agreement 
4.03.090 Grant Reports 
4.03.100 Emergency or Disaster Relief 
4.03.110 Implementing Policies and Regulations 

Subchapter 4.04: Banking Signature, Transfer Authority, Internal Control 

4.04.010 Check Signing Authority 
4.04.020 Transfer Authority 
4.04.030 Internal Controls 
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CHAPTER FIVE: GENERAL PLAN 

Introduction to the General Plan 

Land Use Element 

Circulation Element 

Open Space/Conservation Element 

Housing Element 

Noise Element 

Safety Element 

Historical Resources Element 

CHAPTER SIX: VEHICLE AND TRAFFIC CODE 

Subchapter 6.01: Preferential Parking Zones and Permit Parking 

6.01.010 Findings 
6.01.020 Definitions 
6.01.030 Establishment of Preferential Parking Zones 
6.01.040 Reserved 
6.01.050 Reserved 
6.01.060 Exemptions 


