VALLEY CLEAN ENERGY ALLIANCE
Board of Directors Meeting

Staff Report — Agenda Item 12

TO: VCEA Board
FROM: Lisa Limcaco, Director of Finance & Internal Operations
SUBJECT: Update to Valley Clean Energy Employee Handbook

DATE: July 11, 2019

Recommendation:

Approve the updates made to the Valley Clean Energy Employee Handbook.

Background:

The Board adopted an Employee Handbook in January 2018 with an initial update in January 2019. To
keep the Handbook up to date with new laws and personnel requirements, the Handbook needed to
be updated.

Staff worked with VCE's legal counsel at Best, Best & Krieger (BBK) who reviewed and edited the

existing Handbook. Attached is a redlined version of pages 10, 11, 35 and 36 of the Handbook showing
deletions and additions.

Attachments:
1. Pages 10, 11, 35 and 36 Redlined VCE Employee Handbook



who has raised any concern about harassment or discrimination against another individual. We will investigate
any complaint of harassment, discrimination, and retaliation and will take immediate and appropriate
disciplinary action if any such conduct has been found within the workplace.

Employment Policies and Practices

Classification of Employees
A new hire will be classified as either “exempt” or “non-exempt.”

Non-exempt employees are entitled to overtime pay for hours worked in excess of forty (40) hours per
workweek.

Exempt employees are those employees whose duties and responsibilities allow them to be “exempt” from
provisions as provided by the Federal Fair Labor Standards Act (FLSA) and any applicable state laws. If you are an
exempt employee, you will be advised that you are in this classification at the time you are hired, transferred, or
promoted. Participation in VCEA’s benefits programs may be affected by your employment status or
classification.

All employees of VCEA whether exempt, non-exempt, full-time, part-time, or temporary are employed at-will.

1. The EXEMPT status applies to certain administrative, professional, and executive staff. Exempt
employees qualify for exemption from overtime regulations under state and federal law and their
salaries already take into account that they may work long hours.

2. The NON-EXEMPT status applies to all other regular employees. Non-exempt employees receive extra
pay for overtime work (as described in the overtime section of this employee handbook). Employees
working in non-exempt positions are compensated for the actual amount of time spent on their job and
are entitled to receive time and one-half (1 %) their regular rate of pay for each hour worked in excess of
forty (40) hours in a work week.

3. FULL-TIME employees work on a regular basis for at least 40 hours per week. Full-time employees may
or may not be EXEMPT. They are eligible for all benefits available through work at VCEA, so long as they
meet the applicable requirements, such as length of service.

4. PART-TIME employees are regularly scheduled to work fewer than 40.0 hours per week. Part-time
employees who are regularly scheduled to work a minimum of 30 hours per week are entitled to all

benefits as explained later in this employee handbook according to a prorated formula based on their
average hours worked compared to a standard 40.0 hour workweek. Part-time employees who are
regularly scheduled to work less than 30 hours per week are not eligible for benefits covered in this
employee handbook, other than those required by law or as stipulated in writing signed by the General
Manager.

5. TEMPORARY EMPLOYEES are hired with the understanding that their employment will not continue
beyond a stated date or beyond completion of a specified project or projects. Temporary employees will

generally not be employed for more than 6 months. Temporary employees are not eligible for benefits
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covered in this employee handbook, other than those required by law or as stipulated in writing signed
by the General Manager.

6. INTERNS are employees who are-students gaining supervised practical experience in a professional field.
Interns may be paid, but are not eligible for any benefits listed in this employee handbook except as
required by law.

Recruitment

VCEA will conduct an appropriate recruitment, depending on the needs of the organization and the position
involved. Open positions may or may not be posted to solicit outside candidates. If you are aware of a vacancy
and are interested in being considered for the position, you should discuss the matter with your current
supervisor.

Rehired/Converted Employees

If you meet eligibility requirements for rehire at the time of your separation from VCEA, you may apply for any
open position for which you are qualified. Former employees will be considered along with all other applicants,
and have no greater chance of being selected for employment than all other applicants.

If you are rehired by VCEA or convert from part-time to full-time status, your length of service with VCEA for all
purposes will be calculated from the rehire date or the date of conversion to full-time status.

Employees who are involuntarily terminated for performance reasons or for violation of agency policy are
ineligible for rehire. In addition, employees who voluntarily resign may still be ineligible for re-hire if VCEA
learns of circumstances that would have justified termination for performance-based reasons regardless of
when that information is acquired.

Job Duties

Your supervisor will explain your job responsibilities and the performance standards expected of you. Your job
responsibilities may change at any time during your employment; for example you may be asked to work on
special projects or to assist with other work necessary or important to the operation of VCEA. It is expected that
VCEA will have your cooperation and assistance in performing such additional work.

VCEA also may, at any time, with or without notice, alter or change your job responsibilities, reassign or transfer
your position, or assign you additional job responsibilities depending on business needs.

Work Schedules

VCEA’s normal business hours are 8:00 a.m. through 5:00 p.m., Monday through Friday. Your supervisor will
assign your individual work schedule, and you are expected to be ready to perform your work at the start of
your scheduled shift.

On occasion, work schedules may fluctuate with customer demand and business needs. If a change in your work
schedule is required, your supervisor will notify you at the earliest opportunity. You may be required to work
overtime or hours other than those normally scheduled. Exempt employees are required to work as many hours
as are necessary to complete the responsibilities of their positions.
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Eligibility for holiday pay begins upon date of hire. You must also be regularly scheduled to work on the day on
which the holiday is observed, and must work your regularly scheduled working days immediately preceding and
immediately following the holiday, unless an absence on either day is approved in advance by your supervisor.

When a holiday falls on a Saturday or Sunday, it is usually observed on the preceding Friday or the following
Monday. Holiday observance will be announced in advance.

If you are on a paid absence due to PTO when a holiday occurs, you will receive holiday pay. Non-exempt
employees who work on holidays, due to customer job requirements, will receive regular earned wages. Part-
time employees and interns are not eligible for holiday pay.

Insurance Benefits

Medical, Dental and Vision Insurance: We provide eemprehensiveaccess to medical, dental & vision insurance
plans for eligible employees and their dependents. You may be required to provide adequate proof of the
dependent relationship in order to add the dependents to exrVCEA's insurance policies. Typically proof of the
relationship may be established through a copy of a birth certificate, adoption documents, marriage license, or
certificate of registered domestic partnership. We cannot guarantee your domestic partner relationship will be
kept confidential.

Full-time employees and part-time employees who are regularly scheduled to work a minimum of 30 hours per
week are eligible for VCEA’s medical, dental, and vision insurance coverage. Each employee becomes eligible on
the first of the menth-ence-they-havemonthafter the employee has completed 30 days of continuous
employment with VCEA. VCEA will contribute up to $1,000£ per month per employee towards VCEA’s medical,
dental and vision insurance for a full-time employee’smedical-dentaland-vision-benefits—Partemployee and
dependents coverage. VCEA will contribute a prorated amount for part-time employees wittbe-eligiblefora
prorated-contribution- based on the average hours worked—Yeu-will-be (for example, if the part-time employee
is regularly scheduled to work 30 hours per week, VCEA’s contribution toward the cost of VCEA’s medical, dental

and vision insurance coverage for the part time employee and his/her eligible dependents would be prorated to
75% of the full-time equivalent, i.e., $750). The employee is responsible for any excess premiums due for the
coverageyouchooseforyourdependents: VCEA coverage(s) that are in excess of the VCEA contribution
amount. Deductions from yeurthe employee’s paycheck will be made to cover this cost-threugh-payrot
deduetions.. Information describing yeurmedical, dental and vision insurance benefits will be given to you when
you jeirbecome eligible to participate in the program. EmployeesEligible employees who eheeseelect not to
receive health-benefitsmedical insurance coverage from VCEA must provide proof of adequate medical-dentat

and-vision-nsuranee coverage from an alternate source within 30 days of reeeivirgbecoming eligible through
VCEA for the benefit. Employeeswhe-waive VCEA-health Such election will be effective as of the employee’s

eligibility date and will remain in effect until the start of the next open enrollment period. Employees who have

declined VCEA medical insurance coverage and want to continue to decline coverage must provide proof of

adequate medical coverage once per year, no later than 30 days prior to VCEA’s open enrollment period. Full
time employees who decline to accept VCEA medical, dental, and vision insurance benefits shall receive a
reducedpayment of $500 per month in lieu of coverage; part -time employees who are eligible for VCEA medial,
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dental and vision insurance and decline to accept VCEA medical, dental, and vision insurance shall receive a

prorated payout e£$500/menth—based on the employee’s regularly scheduled hours (i.e., an employee who is

regularly scheduled to work 30 hours per week will receive 75% of the full-time equivalent, or $375.)

During any leave of absence such as personal leave, Workers’ Compensation leave or other disability leave,
VCEA-provided health benefits will continue through the end of the month- during which leave commenced. At

that point, the employee will be provided with the option to continue coverage at the employee’s own expense

pursuant to Cal-COBRA. For the duration of any pregnancy disability leave of absence, health and life insurance

benefits will be continued for the duration of your approved pregnancy disability leave as required by applicable

law.

Please direct any questions you have regarding your health-anrdmedical, dental and/or vision insurance to the
General Manager.

Retirement Plan: We provide a 401(A) and 457B defined contribution retirement plans for eligible employees in
order to assist in planning for your retirement. Eligible employees may enroll following 6 months of
employment. For more information regarding eligibility, contributions, benefits and tax status, contact the
General Manager. All eligible participants will receive a summary plan description.

Disability Insurance: VCEA furnishes private long-term disability policies. For more information, contact the
General Manager.

Life and Accidental Death and Dismemberment Insurance: If you are a regular full time employee of VCEA, you
will be provided our group life insurance coverage paid for by the organization. This insurance is payable in the
event of your death, in accordance with the policy, while you are insured. You may change your beneficiary
whenever you wish by submitting the appropriate documents to the Human Resources Consultant. Refer to the
literature provided by our insurance agency for details on your life insurance coverage.

Paid Family Leave (PFL) Insurance: All employees who take time off to care for a seriously ill family member
(child, parent, grandparent, grandchildren, in-laws, spouse or registered domestic partner) or bond with a new
child may be eligible to receive replacement wages for up to six weeks during any 12-month period, under
California’s Paid Family Leave program. This program is funded with employee contributions through the State
Disability Insurance (SDI) Program. Such contributions are deducted from each employee’s paycheck. Even
though employees may be eligible to receive Paid Family Leave insurance benefits, a leave of absence must still
be requested and approved as defined in our leave policies. Please understand that this leave does not mandate
any guarantee that your job will be available when you are ready to return.

State Disability Insurance: If you are unable to work due to a non-work related medical condition or injury you
may be entitled to State Disability Insurance (SDI). SDI benefits are paid by the state and are financed from
mandatory payroll tax deductions from all employees’ wages. Questions regarding SDI benefits should be
directed to the General Manager or the state’s Employment Development Department.
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