
 
 

411 King Street, Santa Rosa, CA  95404 | 707.565.5373 | scta.ca.gov | rcpa.ca.gov 

Personnel Policies and Procedures 

Amended October 9, 2023 
Sections #3, 5, and 21 updated 

 
Amended May 8, 2023 

Sections #19 and 20 added 
 

SCTA Resolution No. 2021-023 
Administration Code Ordinance #7 

Adopted by the SCTA-RCPA Board of Directors 
November 8, 2021 

 
 

 

tel:707.565.5373
http://scta.ca.gov/
http://rcpa.ca.gov/


Table of Contents 
 

Section 1 Introduction to the SCTA 

Section 2 SCTA and RCPA Goals and Objectives 

Section 3 Salaries and Leaves 
3.1 Term 

3.2 Pay Periods 

3.3 Work week 

3.4 Overtime Earned 

3.5 Employee Choice on Compensatory Time Off 

3.6 Compensatory Time off (CTO) Cash Pay Only 

3.7 Authorization for the Use of Compensatory Time (CTO) 

3.8 Payment for Compensatory Time at Separation 

3.9 Salary 

3.10 Base Hourly Rate 

3.11 Pay Status 

3.12 Holidays 

3.13 Day Observed 

3.14 Vacation Full-Time Employees 

3.15 Vacation Part-Time Employees 

3.16 Accrual Rates 

3.17 Definition of Employee Type 

3.18 Reappointment – In-service Hours 

3.19 Vacation Schedules 

3.20 Payment for Unused Vacation 

3.21 Sick Leave Benefit 



3.22 Sick Leave Use 

3.23 Sick Leave Documentation – Not Extra-Help 

3.24 Change in Employment Status – Extra Help to Allocated/Allocated to Extra Help 

3.25 Sick Leave Conversion, Payoff and Distribution 

3.26 Medical Examination 

3.27 Family Care and Medical Leave 

3.28 Compassionate Leave 

3.29 Court Leave 

3.30 Jury Duty 

3.31 Voting 

3.32 Catastrophic Leave/Decedent’s Benefit 

3.33 Paid Parental Leave 

Section 4 Retirement Benefits 
4.1 Retirement – General Employees Hired On or After January 1, 2013 

4.2 Retirement – General Employees Hired On or Before December 31, 2012 

4.3 Employer Pick-Up of Employee’s Share of Retirement Contribution – Not Allowed 

4.4 Medical Benefits for Retirees 

Section 5 Health and Welfare Benefits 
5.1 Social Security 

5.2 Active Employee Health Plans 

5.3 Participation in SCTA Offered Health (Medical, Dental, Vision, Life Insurance) Plans 

5.4 Contributions toward Medical Insurance for Employees 

5.5 Dental Benefits 

5.6 Vision Benefits 

5.7 Life Insurance 

5.8 Part-Time Employee – Health Benefits 

5.9 Employee Assistance Program 



5.10 Long-Term Disability 

5.11 Worker’s Compensation Claims Disputes 

5.12 Worker’s Compensation Temporary Disability – Supplementing with Paid Leave 

5.13 Medical/Pregnancy Disability Leave 

5.14 Health Benefits during Leaves of Absence – Non-Medical Leaves Without Pay 

5.15 Continuation of Health Benefits Coverage 

5.16 Part-Time Employees – Health Benefits during Leaves of Absence 

5.17 COBRA 

5.18 Tax-Deferred Retirement Contribution – 414(h)(2) 

5.19 Health Care Premium Conversion Plan 

5.20 Health Flexible Spending Account (Health FSA/HCAP) 

5.21 Dependent and Child Care Assistance 

5.22 Plan Documents and Other Controlling Documents 

5.23 PST/457 Deferred Compensation Retirement Plan 

5.24 Long-Term Care Insurance – Payroll Deduction 

5.25 Extra Help - Medical Benefits 

5.26 Unpaid Premium Payments 

5.27 Extra-Help Employee Proration of Medical Benefits 

Section 6 At Will Employment 

Section 7 Expenses 
7.1 Reimbursement for Mileage 

7.2 Conventions, Seminars or Meetings 

7.3 Meals 

Section 8 Work Hours 
8.1 Types of Employment 

8.2 Hours of Work 



8.3 Schedule – Incidental Flex Time 

8.4 Performance of Work during Emergency Declaration 

8.5 Office Visitor Policy 

Section 9 Timely Response to Phone and Written Requests 
9.1 Phone Messages 

9.2 Email and Written Requests 

Section 10 Media Relations 
10.1 Who talks to the news media? 

10.2 Policy vs. Information 

10.3 How to talk to reporters 

Section 11 Prohibiting Harassment Policy 
11.1 Purpose 

11.2 Policy 

11.3 Definitions 

11.4 Management Responsibilities 

11.5 Reporting Harassment and Discrimination 

11.6 Harassment and Discrimination Complaint Procedure 

11.7 Defense and Indemnification 

11.8 Administration 

Section 12 Attendance at SCTA Sponsored Events 

Section 13 Salary Administration Guidelines 
13.1 Starting Salaries – Salary upon Employment 

13.2 Promotions – Full-Time and Part-Time Employees 

13.3 Demotions – Full-Time and Part-Time Employees 

1.34 Salary Increases – Full-Time and Part-Time Employees 

13.5 Salary – Consideration upon Reappointment or Return 

13.6 Salary – Extra Help to Extra Help or Permanent Appointments 



Section 14 Performance Evaluations 

Section 15 Drug and Alcohol Policy 

Section 16 Staff Development Benefit and Wellness Allowance Program 

Section 17 Sabbatical Leave 
17.1 Requirements 

17.2 Approval 

Section 18 SCTA/RCPA Telework Policy 

Section 19 Office Parking Policy 

Section 20 Environmental Policy Statement 

Section 21 Appendix A - Salary Table 

Section 22 Acknowledgement and Receipt 

Section 23 Resolution of the SCTA-RCPA Board – Amendment of the 

Administrative Code and Adoption of Personnel Policies and Procedures 

(Resolution No. 2021-023) 
 

 

 
 

  
 



Section 1 Introduction 
Dear SCTA Employee: 

I would like to welcome you as an employee of the Sonoma County Transportation Authority 
(SCTA). As an employee of the SCTA, you will find that we work together as a team, with each 
employee playing a critical role. 

The purpose of this handbook is to inform you about the overall operations of the SCTA and 
to set forth certain policies and procedures. Please read it thoroughly and retain it for future 
reference. Please be advised that the policies and procedures set forth in this handbook are 
guidelines only and are subject to change at the discretion of the SCTA Board of Directors. 
This is also true of all policies, procedures, benefits or other programs of the SCTA, whether 
set forth in this handbook or not. On occasion, you may receive updated information 
concerning changes in policies and procedures. If you have any questions or concerns 
regarding these changes, please ask me for any assistance. 

Sincerely, 

  

Suzanne Smith 

Executive Director 

 

 

Note: 

The policies and procedures set forth herein are not intended to confer contractual rights of any 
kind upon any employee or to create contractual obligations of any kind for the SCTA.  With the 
exception of Section #3, the SCTA reserves the right to modify, revoke, suspend or change, in 
writing, any or all such policies and procedures, in whole or in part, at any time with or without 
notice.  Any such modification, revocation, suspension, or change not in writing shall not be of 
any force or effect. 



Section 2 SCTA and RCPA Goals and Objectives 
Date Effective: October 14, 2019 

The SCTA performs several important functions in the local and regional transportation 
arena. The major responsibilities of the SCTA include: 

 Managing a ¼ cent local sales tax for transportation projects  
 Programming transportation funds 
 Coordinating among jurisdictions – local, regional, and State 
 Comprehensive transportation planning 
 Developing regional transportation projects with local and regional partners 

The Sonoma County Board of Supervisors formed the SCTA via Resolution 90-1522 in 1990.  
The SCTA enacted Ordinance No. 1, pursuant to the provisions of California Public Utilities 
Code (Section 180105), which prescribes the powers and duties of the officers of the SCTA and 
the methods and systems required to operate and manage the SCTA. 

In 2005 the SCTA adopted Ordinance No. 3 – the SCTA Administrative Code, which updated 
the powers and duties of the officers of the SCTA and the methods and systems required to 
operate and manage the SCTA. 

The SCTA is governed by a Board of Directors comprised of representatives from the Sonoma 
County Board of Supervisors and Mayors or City Council Members from each of the nine cities 
within the county.  The Board of Directors adopted the following Mission Statement in 
September 2001: 

“As a collaborative agency of the cities and County of Sonoma, we work together to maintain 
and improve our transportation network. We do so by prioritizing, coordinating and 
maximizing the funding available to us and by providing comprehensive, countywide 
planning.  Our deliberations and decisions recognize the diverse needs within our County and 
the environmental and economic aspects of transportation planning” 

SCTA staff is to assist the SCTA Board of Directors and its member agencies in implementing 
the Board’s vision of priority projects in order to maintain mobility in Sonoma County in the 
context of a workable, realistic regional transportation system. 

The Sonoma County Regional Climate Protection Authority (RCPA) was formed in 2009 
through locally sponsored State legislation to coordinate countywide climate protection 
efforts among Sonoma County’s nine cities and multiple county agencies. The Board of 
Directors is the same as the SCTA. 

The RCPA performs a variety of important and related functions including advocacy, project 
management, planning, finance, grant administration, and research. 



The RCPA coordinates the activities of local jurisdictions with regional, state, and federal 
entities at both policy and administrative levels. As a coordination agency, the RCPA provides 
a forum for local elected officials to engage in dialogue on countywide issues, and enables 
discussions among local and regional entities on a wide range of issues related to greenhouse 
gas reduction, including planning, program management, and project delivery. 

The RCPA has four main areas of focus: efficient buildings, clean energy, alternative 
transportation and conservation/adaptation. The RCPA is focused on securing grant funding 
for GHG reducing programs and projects as well as leading countywide climate planning 
efforts. In addition, data collection, public information and education are significant 
elements of the climate protection effort. 

Sonoma County is home to multiple successful county agencies, organizations and non-
profits focused on sectors impacted by climate change. However, the RCPA is the only agency 
dedicated to addressing the entire spectrum of climate change issues particularly as they 
relate to the region as a whole.  

As such, RCPA’s role is that of a conductor, orchestrating regional climate action by 
connecting local government’s most critical needs to regional-scale solutions. RCPA provides 
critical regional context that enables strategic implementation by RCPA partners and 
member jurisdictions. We do this by:  

 Developing and enabling the adoption of new policies and programs  
 Sharing information, best practices and tools 
 Convening partners and local governments  
 Communicating and building regional support for actions  
 Securing regional-scale climate and adaptation grants  

The RCPA has three main areas of focus: de-carbonization, carbon sequestration and 
resilience. RCPA works with our member jurisdictions and partner agencies to design, 
develop, and implement key initiatives in each of these areas to achieve regional impact 
through coordinated local action.  

Our mission: RCPA leads a local government coalition to mobilize regional climate action in 
Sonoma County.  

Our vision: Sonoma County is united in taking bold action to fight the climate crisis. 



Section 3 Salaries and Leaves 
Date Effective: October 9, 2023 

3.1 Term 

This summary will remain in effect until amended by Board action. 

3.2 Pay Periods 

Each pay period shall cover fourteen (14) consecutive calendar days and shall start on a 
Tuesday and end with the second Monday thereafter.  Employees and officers shall be paid 
for each hour of pay status and other compensation nine (9) calendars following the last day 
of the pay period.  If a holiday falls on said day, payment shall be made on the preceding 
working day. 

The County of Sonoma Auditor Controller Treasurer Tax Collector (ACTTC) shall approve each 
payroll, before any salaries or wages provided herein are paid. 

3.3 Workweek 

The workweek will be forty (40) hours per week for all employees and will begin at 12:00 a.m. 
Tuesday and end at 11:59 p.m. the following Monday.  The Executive Director may establish 
flexible work schedules in order to meet the needs of the Agency and the employee’s job 
responsibilities. 

3.4 Overtime Earned 

All overtime will be earned at the rate of one and one half (1-1/2) hours for each one (1) 
overtime hour worked.  Overtime compensation for non-exempt unrepresented employees 
will be payable with compensation for the pay period in which the regular workweek ends, or 
later as permissible by law. 

Employees designated in SCTA Administrative Management positions shall work any and all 
hours necessary in performance of their assigned duties, without overtime, and without 
regard to a fixed work schedule.  

3.5 Employee Choice on Compensatory Time Off (CTO) 

The employee assigned to overtime and eligible for compensatory time off will make an 
irrevocable choice each time such overtime is worked whether to be compensated in cash at 
one and one-half (1.5) times the base hourly rate or in compensatory time off until a 
maximum of one hundred twenty (120) hours of compensatory time has been accrued.  At no 
time, other than separation, shall an employee with CTO balance greater than 0.1 hours 
voluntary or involuntarily “cash out” compensatory time that has been accrued. Balances of 
less than 0.1 hours shall be paid in cash at the base hourly rate at the end of March each year. 



3.6 Compensatory time Off (CTO) Cash Pay Only 

When one hundred twenty (120) hours of compensatory time off are accumulated, the SCTA 
will compensate the employee in cash at one and one-half (1.5) times the base hourly rate for 
any additional overtime worked. 

3.7 Authorization for the Use of Compensatory Time (CTO) 

No employee will take compensatory time off without prior approval of the SCTA Executive 
Director or designee.  The SCTA Executive Director or designee will attempt to schedule such 
time off at the time agreeable to the employee.  

3.8 Payment for Compensatory Time at Separation 

Each employee who is separated from SCTA service will be entitled to payment for accrued 
compensatory time at the employee’s base hourly rate at the time of the employee’s 
separation or as otherwise required by law. 

3.9 Salary 

Each salary range shall consist of a certain number of salary steps, starting with Step A and 
reflected in the attached salary schedule.  Each step shall be expressed in cents per hour.  The 
list of allocated job class positions and salary ranges is on file with the SCTA and Sonoma 
County Auditor Controller Tax Collector Treasurer.  All cost of living increases approved by the 
SCTA Board will be reflected in the “A” step of each range upon approval and in other steps 
following that. 

Merit Advancement within Salary Ranges:  

Merit increases within a range shall not be automatic. They shall be based upon merit and 
shall be made only upon written approval by the appointing authority. Merit increases shall 
be made within the appropriate salary range for the class by computing the new salary step 
rate which is most closely equivalent to two and a half (2 ½), five (5), seven and a half (7 ½), or 
ten (10) percent higher than the previous base hourly salary.  

The usual merit increase for Satisfactory or Exceeds Standards, as documented by a written 
performance evaluation, shall be two and a half (2 ½) or five (5) percent. The Executive 
Director has the option of giving no increase for a less than overall satisfactory performance. 

The effective date of the merit increase shall be the start of the workday during which the 
employee becomes eligible for the merit increase. 

3.10 Base Hourly Rate 

The base hourly rate for each employee whose class is allocated to a salary range shall be the 
hourly rate for the step of the range at which he or she is paid. 



3.11 Pay Status 

Each employee shall be considered to have pay status whenever the employee is at work, 
absent on a paid holiday, or absent of leave with pay, or absent on authorized compensatory 
time off. 

3.12 Holidays 

Paid holidays will be authorized for regular full time and regular part-time employees.  To be 
entitled to pay for such holidays an employee must work or be in paid status on the 
employee’s regularly scheduled workdays before and after the paid holiday.  Part time 
employee’s holiday shall be paid on a pro-rated basis, for each hour worked or in pay status 
1/10 of an hour of holiday shall be paid.  Extra Help employees are not covered by Section 
3.12. 

Paid holidays are as follows: 

(1) New Year’s Day, January 1* 

(2) Martin Luther King's Birthday, third Monday in January 

(3) Lincoln's Birthday, February 12* 

(4) Presidents' Day, the third Monday in February 

(5) Cesar Chavez Day, March 31* 

(6) Memorial Day, the last Monday in May 

(7) Independence Day, July 4* 

(8) Labor Day, the first Monday in September 

(9) Veteran's Day, November 11* 

(10) Thanksgiving Day, as designated by the President 

(11) The day following Thanksgiving Day 

(12) Christmas Day, December 25* 

(13) Each day appointed by the Governor of the State of California as a day of mourning, 
Thanksgiving or special observance. 

*Date Specific Holidays 
Floating Holidays 

Unrepresented employees and Unrepresented Administrative Management employees 
(excluding elected officials), will be granted eight floating holiday hours at the beginning of 
each calendar year.  To use the floating holiday hours, the employee must be in a paid status 
on the employee’s regularly scheduled workdays before and after the floating holiday hours.  
The timing of the employee’s use of the floating holiday shall be subject to advance approval 



of the Department Head or designee.  The floating holiday hours may be taken at any time 
during the calendar year, but may not be carried over into the next calendar year.  Further, 
there will be no cash out of floating holiday hours.  Floating holiday hours must be taken in no 
less than 1/10 of an hour increments.  Each part-time employee shall be entitled to a prorated 
number of hours based on allocated FTE at the time of the annual calendar year allocation.  

3.13  Day Observed 

If a paid holiday falls on a Saturday, the preceding Friday shall be the observed holiday in lieu 
of the day observed.  If a paid holiday falls on a Sunday, the following Monday shall be the 
observed holiday. 

3.14 Vacation  

Employees may utilize accrued vacation hours to take leave with full pay. The accrual rates 
and maximum accruals for both Unrepresented and Unrepresented Administrative 
Management employees are given in tables in section 3.17. 

3.15 Part Time Employees 

Part time employees shall accrue vacation leave on a pro rata basis; usage and accrual shall 
be governed by the same rules and regulations applicable to full time employees. Extra-help 
employees are not covered by Section 3.14. 

3.16 Accrual Rates 

Each employee who has completed the following in-service hours shall accrue vacation at the 
appropriate rate shown below. In-service hours include all hours in pay status up to a 
maximum of eighty (80) hours in a pay period. In lieu of overtime, during each year 
Unrepresented Administrative Management employees and the Executive Director have 
seven and 1/2 days (60 hours) of Administrative Leave added to their vacation accrual. The 
equivalent days and the maximum accumulation columns below for Administrative 
Management employees include both vacation and administrative leave.  Rates shown below 
will be adjusted to reflect any unpaid time in each pay period. The accrual rates and 
maximum accumulated hours shown in the chart below. 

3.17 Definition of Employee Type 

Unrepresented Employees include the following positions (aligning with BU:00): 

 Administrative Assistant 
 Department Analyst 
 Project/Program Specialist  Senior Planner 
 Senior Project/Program Specialist 
 Planner 



 Senior Planner 
 Assistant Director of Projects and Programming     

Unrepresented Administrative Management Employees include the following positions 
(aligning with BU50): 

 Director of Planning  
 Director of Projects and Programming 
 Director of Climate Programs 
 Chief Deputy Executive Director 
 Executive Director 

Vacation Accrual Rates – Unrepresented Employees 

Years Number of Vacation   

 Comp Comp Accrual per 80   

Full-Time In-Service In-Service Max. 

Service Hours Hours Accum. 

0 - 5 0– 10,434 4.94  280 

5 - 10 10,435 - 20,870 5.25  280 

10 - 15 20,871- 31,305 6.48  300 

15 - 20 31,306 – 41,741 7.09  320 

20 - 25 41,742 – 52,177  7.70  340 

More than 25 52,178 or more  8.01  360 

 

  



Vacation Accrual Rates –Unrepresented Administrative Management 

Years Number of  Accrual Per 80 In Service 
Hours 

  

 Comp Comp 
 

  

Full-Time In-Service Vacation Admin Max. 

Service Hours   Leave Accum. 

0 -10 0 - 20,870 5.25 2.3 500 

10 - 15  20,871 - 31,305 6.48 2.3 500 

15 - 20 31,306 - 41,741 7.09 2.3 500 

20 - 25 41,742- 52,177 7.70 2.3 500 

more than 25 52,178 or more 8.01 2.3 500 

 

3.18 Reappointment 

Each employee with 10,435 in-service hours (five or more years) who resigned in good 
standing and is reappointed within two (2) years shall be credited with 4,174hours (2 years) of 
service for purposes of new vacation accrual.  Each employee who was laid off and is 
reappointed within two (2) years shall be returned to the place on the accrual table (above) 
that the employee occupied when laid off. 

3.19 Vacation Schedules 

Vacation schedules shall be arranged by the Executive Director with particular regards to the 
needs of the SCTA operations, and whenever possible, with regard to the wishes of the 
employee.  Every effort shall be made to arrange vacation schedules so that each employee 
will take as much vacation in a year as accrues to the employee in that year.  Each employee's 
vacation time may be so divided as the needs of the SCTA require or permit. No employee 
may take vacation without advance approval of the Executive Director.  No employee may 
take vacation leave in advance of that actually accumulated at the time such leave is taken. 

3.20 Payment for Unused Vacation 

Each SCTA employee who is separated from SCTA service shall be entitled to payment in lieu 
of all unused vacation leave and administrative leave which the employee may have 
accumulated as of the employee's last day of work and shall be computed on the basis of 
such employee's base hourly rate at the time of termination. 

  



3.21 Sick Leave Benefit  

Each full time employee shall accrue and accumulate sick leave with full pay at the rate of 
3.680 in-service hours for each completed eighty (80) hour pay period of service.   

In-service hours include all hours in pay status excluding overtime.  This accrual rate shall be 
adjusted to reflect any unpaid time in each pay period.  Part time employees shall be eligible 
to receive sick leave on a pro rata basis. Usage and accrual of said benefits shall be governed 
by the same rules and regulations applicable to full time employees.   

When an employee leaves SCTA employment, for reasons other than layoff, retirement, or 
disability retirement, and returns to SCTA employment within one year of the pay period end 
date in which the employee was last in paid status, any accrued sick leave remaining on 
account will be restored to the employee upon rehire, provided the time was not otherwise 
used, paid out, converted to Extra Help sick leave, or converted to service credit. 

3.21.1 Sick Leave Benefit for Extra Help employees 

For the purposes of this Section 3.2.1 “Extra Help” includes employees working in Temporary, 
Intermittent, Seasonal, or Paid Intern positions.  The provisions of this Section do not apply 
to Retiree Extra Help, Volunteers or Student Volunteers. 

3.21.2 Annual Period – Extra Help 

The annual period is a calendar year. For new Extra Help employees who begin mid-year, the 
annual period begins on the employee’s first day of work, restarts on January 1, and runs on a 
calendar year basis thereafter. 

3.21.3 Eligibility – Extra Help Employees 

Effective 10/12/20, Extra Help Employees are eligible for sick leave benefits as described in 
this Section 3.21 after thirty (30) calendar days of employment with the SCTA.  A break in 
service does not restart the 30 day eligibility period unless the break is a year or more from 
the end of the last pay period in which the employee was in paid status. 

3.21.4 Accrual – Extra Help Employees 

Extra help accrue and accumulate sick leave at a rate of 1 hour per 21.75 hours worked, 
including overtime (pending further clarification or interpretation of the law), up to a 
maximum accumulation of ninety six (96) hours.  Accrued sick leave hours, when used, do not 
accrue additional sick leave hours.  Accrual begins from the first day of work, but accrued 
time may not be used until the first pay period following completion of the 30 day eligibility 
requirement.  Leave may not be used in advance of accrual and is considered “accrued” on 
the first day of the subsequent pay period. Hours spent on Jury Duty, SCTA release time, or 
SCTA approved education leave or training will count toward accrual of sick leave hours. 



3.21.5 Accrual – Restoration of Accrued Time 

When an Extra-Help employee separates an assignment and returns to SCTA employment 
within one year of the separation date, any accrued sick leave remaining on account will be 
restored to the employee’s Extra Help sick leave bank upon re-hire. If the separation date is in 
the middle of the pay period, end of pay period date will apply.  

3.21.6 Accrual – Change in Employment Status 

Refer to Section 3.21.5 

3.21.7 Sick Leave – Use Extra Help 

Earned sick leave credits may, with the approval of the Executive Director, be used by the 
employee in amounts not to exceed ninety six (96) hours in the employee’s annual period. 
Accrued paid sick leave must be used prior to using leave without pay for sick leave eligible 
events except as allowed under CFRA qualifying leaves, below. When used, sick leave hours 
are not considered hours worked and do not accrue additional hours of sick leave. The hours 
are included in merit hours.   

3.21.8 Sick Leave - Use Extra Help, Non-FMLA/CFRA/PDL 

Accrued sick leave for incidents other than FMLA/CFRA/PDL qualifying events may be used as 
described in Section 3.22. 

3.22 Sick Leave Use  

The employee may, with the approval of the Executive Director, use earned sick leave credits 
as outlined below: 

In accordance with The Family Medical Leave Act (FMLA), the California Family Rights Act 
(CFRA), and the Pregnancy Disability Act (PDA) earned sick leave credits may, with the 
approval of the Executive Director, be used by an employee as follows:   

 Employee Illness: During the employee's own incapacity due to illness or injury. 
 Employee Treatment or Examination: During the time needed by the employee to 

undergo medical or dental treatment or examination. 
 Disabled by Pregnancy: When a woman employee is disabled by pregnancy, which 

means that in the opinion of her health care provider she is unable because of 
pregnancy to work at all or is unable to perform any one or more of the essential 
functions of her job, or to perform these functions without undue risk to herself, the 
successful completion of her pregnancy, or to other persons. 

 Care of a Family Member: For diagnosis, care or treatment of a health condition of, or 
preventative care for the employee family member. For leave under this section, 
“family member” is defined as a: 



• child (defined as biological, adopted, or foster child, stepchild, legal ward, child of 
a domestic partner, or a child to whom the employee stands in place of a parent, 
regardless of age or dependency status); 

• parent (defined as a biological, foster, or adoptive parent, stepparent, parent-in-
law, a legal guardian, or other person who stood in place of a parent to the 
employee or the employee’s spouse or domestic partner when the employee was a 
child. A biological or legal relationship is not necessary for a person to have stood 
in place of a parent to the employee as a child.) 

• employee’s spouse or domestic partner; 
• grandparent, grandchild, or sibling of the employee;  
• designated person (defined as any individual related by blood or whose 

association with the employee is the equivalent of a family relationship). The 
designated person may be identified by the employee at the time the employee 
requests the leave. Employees are limited to one designated person per 12-month 
period. 

 When a child, domestic partner or spouse of an employee who is a member of the 
employee's household or a person for whom the employee is entitled to a Federal 
Income Tax dependent exemption, or the employee's parent  (defined as biological, 
foster, adoptive, step-parent, legal guardian or person who stood in place of a parent 
to the employee when the employee was a child) is incapacitated by illness or injury 
and it is necessary for the employee to care for such child, domestic partner, spouse, 
or parent. A biological or legal relationship is not necessary for a person to have stood 
in place of a parent to the employee as a child.  Parent does not include a parent-in-
law.  

 Sick leave under this Paragraph shall not exceed forty-eight (48) hours per occurrence 
unless extended by the Executive Director by reason of exceptional hardships.  

Accrued sick leave for incidents other than FMLA/CFRA/PDL qualifying events may be used as 
follows: 

 For diagnosis, care or treatment of an existing health condition of, or preventative 
care for the employee; 

 For diagnosis, care or treatment of an existing health condition of, or preventative 
care for the employee family member. For leave under this section “family member” is 
defined as a: 
• child (defined as biological, adopted, or foster child, stepchild, legal ward, child of 

a domestic partner, or a child to who the employee stands in place of a parent, 
regardless of age or dependency status); 

• parent (defined as a biological, adoptive, or foster parent, stepparent, parent-in-
law, or legal guardian of an employee or the employee’s spouse or registered 



domestic partner, or a person who stood in place of a parent when the employee 
was a minor child); 

• employee’s spouse or registered domestic partner; 
• grandparent, grandchild, or sibling of the employee or the employee’s spouse or 

registered domestic partner; or 
• designated person (defined as any individual related by blood or whose 

association with the employee is the equivalent of a family relationship). The 
designated person may be identified by the employee at the time the employee 
requests the leave. Employees are limited to one designated person per 12 month 
period. 

 Sick leave use for family members shall not exceed forty-eight (48) hours per 
occurrence unless extended by joint action of the employee's Executive Director by 
reason of exceptional hardships.  

 California “Kin Care” (Labor Code 233) provides that an employee may use an amount 
of paid sick leave each calendar year that is equal to the amount of time that would 
normally accrue in six month period, and may be used in the same manner as other 
sick leave described in this Section 3.21, except it does not apply to the grandparent, 
grandchild, or sibling of the employee’s spouse or domestic partner. Kin Care 
provisions run concurrent with other protected leaves and do not extend the 
maximum period of leave to which the employee is entitled to under FMLA or CFRA. 

 When an employee is a victim of domestic violence, sexual assault or stalking, to work 
to obtain or attempt to obtain any relief, including but not limited to, a temporary 
restraining order, restraining order, or other injunctive relief, to help ensure the 
health, safety, or welfare of themselves or their child(ren); to seek medical attention 
for injuries caused by domestic violence, sexual assault or stalking; obtain services 
from a domestic violence shelter, program or rape crisis center as a result of domestic 
violence, sexual assault or stalking; obtain psychological counseling related to an 
experience of domestic violence, sexual assault, or stalking; participate in safety 
planning or take other actions to increase safety from future domestic violence, sexual 
assault, or stalking, including temporary or permanent relocation. Documentation 
may be required for approval of use of sick leave under this provision, pursuant to 
section 3.23 Documentation Requirements. 

3.23 Documentation – Not Extra Help 

A signed affirmation for sick leave will be required of each use of such sick leave.  Reasonable 
medical evidence of incapacity may be required for sick leave use of forty-eight (48) hours or 
less duration and will be required for sick leave use for more than forty-eight (48) hours 
duration. 

  



3.23.1 Documentation – Extra Help 

Documentation for Paid Sick Leave: Accrued sick leave used by an employee in each annual 
period (up to 36 hours annually) will be applied to and subject to the provisions of all 
applicable paid sick leave laws.  During this period, if the need for paid sick leave is 
foreseeable, the employee shall provide reasonable advanced notice. If the need for paid sick 
leave is unforeseeable, the employee shall provide notice of the need for the leave as soon as 
practicable. If the SCTA has reasonable suspicion of sick leave abuse, a signed medical 
certification may be required for each use of accrued sick leave to the extent permissible by 
law. If use of time under this Section is a FMLA or CFRA qualifying event, medical certification 
for those programs is required in accordance with the law and as outlined in the Medical 
Leave Policy (same requirements as Allocated employees).   

Documentation for Unpaid Sick Leave: For any leave in excess of 36 hours in an annual 
period, or any unpaid sick leave, a signed medical certification may be required for each use 
of leave. Reasonable medical certification of incapacity (if applicable) shall be required for 
any leave of more than forty-eight (48) hours duration. 

Reasonable certification may be required, within a reasonable time after the absence, when 
an unscheduled absence occurs to obtain relief if the employee is a victim of domestic 
violence, sexual assault, or stalking, in accordance with Section 3.22 of this Agreement. Such 
certification shall be treated as confidential. Certification may be provided directly to the 
Executive Director and shall not be disclosed to any person except to the affected employee, 
or as provided by law. 

3.24 Change in Employment Status – Extra Help to Allocated / Allocated to Extra Help 

Extra Help to Allocated Position 

For an Extra Help employee who begins an allocated assignment within one year of 
separation of an Extra Help assignment, any accrued and unused Extra Help sick leave hours 
on account will carry forward with the employee. If the separation date is in the middle of the 
pay period, pay period end date will apply. Hours carried forward may be used, subject to the 
following restrictions: 

1. Extra Help sick leave hours must be used prior to using sick leave accrued as a regular 
employee; 

2. Extra Help sick leave hours have no cash value; and 
3. Extra Help hours are not eligible for conversion to service credit at regular retirement 

(pursuant to Section 3.24). 

The employee’s annual period will be changed to the date they start in the new position. 

  



Allocated Position to Extra Help 

For an employee assigned to an allocated position who begins an eligible Extra Help 
assignment within one year of separation from an allocated position, any accrued sick leave 
remaining on account will be restored to the employee as Extra Help sick leave, up to the cap 
of 72 hours, and may be used subject to the limits and provisions for use of Extra Help sick 
leave outlined in Section 3.21.7 (Sick Leave Benefit for Extra Help Employees). If an employee 
returns to an allocated position within one year of separation from an allocated position, the 
provision of 3.27 will apply, except that any sick leave hours used or accrued during the extra 
help period will be factored against the employees former leave balance. If the separation 
date is in the middle of the pay period, pay period end date will apply.  

The employee’s annual period will be changed to the date they start in the new position. 

3.25 Sick Leave Conversion, Payoff and Distribution  

Conversion at Retirement 

Each SCTA employee separating from service on regular, non-disability retirement shall 
convert one-hundred percent (100%) of all unused sick leave remaining to such employee's 
credit at the time of retirement to retirement service credit as provided by Government Code 
Section 31641.03, excepting that Extra Help sick leave hours are not eligible for conversion to 
retirement service credit.  

Payoff at Regular Retirement 

Each SCTA employee who separates from service on regular non-disability retirement, who 
reaches 100% of retirement benefit allowed by law, and who is prevented by law from 
converting some or all of the employee’s remaining unused sick leave to service credit under, 
the SCTA shall pay the monetary equivalent of twenty-five percent (25%) of all unused sick 
leave remaining to such employee’s credit at the time of separation, computed on the basis 
of the employee’s base hourly rate. Extra Help sick leave is not eligible for this provision.  

Distribution at Death or Layoff 

The SCTA shall pay each employee who separates from service by death or layoff, the 
monetary equivalent of 25% of all unused sick leave remaining to such employee’s credit as 
of the time of separation, computed on the basis of such employee’s base hourly rate. 

Distribution at Disability Retirement 

The SCTA shall pay each employee separated from service by disability retirement at such 
employee's base hourly rate for all unused sick leave remaining to such employee's credit as 
of the time of separation.  This Section shall not apply to an employee separated from service 



by a service retirement.  The SCTA shall not pay an employee under this Section for any sick 
leave hours donated to the employee by other employees under a catastrophic leave benefit. 

3.26 Medical Examinations 

The SCTA Executive Director may direct any employee to undergo a medical examination to 
determine the employee’s mental and physical capacity to perform the duties of the 
employee’s position.  Each determination that an employee is or is not capable of performing 
the duties of the employee’s position will be made available to the appointing authority and 
the employee concerned. Each such examination will be paid for by the SCTA. 

3.27 Family Care and Medical Leave  

Each eligible employee is entitled to family care and medical leave as provided by the Family 
and Medical Leave Act (FMLA) and the California Family Rights Act (CFRA), as amended.  The 
leaves under FMLA and CFRA will run concurrently to the extent permitted by law.   

To be eligible for family care and medical leave, on the date on which leave is to begin, a full 
or part-time employee must have been employed by SCTA for at least twelve (12) months, 
which need not be consecutive, and have actually worked at least 1,250 hours of service 
during the twelve (12) month period immediately preceding the commencement of the leave. 

Subject to the provisions of this document, and state and federal law, including the federal 
FMLA and the CFRA, an eligible employee is entitled to a total of twelve (12) workweeks of 
unpaid leave during any twelve (12) month period for any one, or more of the following 
reasons:  

 The birth of a child and to care for the newborn child (FMLA and CFRA); 
 The placement with the employee of a child for adoption or foster care and care for 

the newly placed child (FMLA and CFRA); 
 To care for the employee’s child, parent, spouse, or domestic partner (CFRA only) who 

has a serious health condition.  (Child is defined as biological, adopted or foster child, 
stepchild, legal ward, child of a person standing in loco parentis who is under 18 years 
of age or an adult dependent child.  Parent is defined as biological, foster or adoptive 
parent, stepparent or a legal guardian.  Parent does not include parent-in-law.)   

 Because of an employee’s own serious health condition that makes the employee 
unable to perform the functions of the employee’s position, except for disability on 
account of pregnancy, childbirth, or related medical conditions, which is covered by 
pregnancy disability leave. (Pregnancy disability counts toward only California 
Pregnancy Disability Leave (PDL) and FMLA leave.) 

 Because of any qualifying exigency arising out of the fact that the employee’s spouse, 
son, daughter, or parent is a U.S. National Guard or Reserve member on active duty (or 



has been notified of an impending call or order to active duty status) in support of a 
contingency operation (FMLA only).  

The twelve (12) month period for FMLA/CFRA purposes is determined by a “rolling” twelve 
(12) month period measured backwards from the date an employee first uses FMLA/CFRA 
leave.  

Family Care and Medical Leave To Care for a Covered Service Member with a Service Injury or 
Illness  

Subject to the provisions of this MOU, SCTA policy, and state and federal law, including the 
FMLA, an eligible employee may take FMLA leave to care for a covered service member with a 
serious injury or illness if the employee is the spouse, domestic partner, son, daughter, 
parent, or next of kin of the service member.  

An eligible employee’s entitlement is limited to a total of twenty-six (26) workweeks of leave 
during a single 12-month period to care for a covered service member with a serious injury or 
illness. The “single 12-month period” in which the 26-weeks-of-leave-entitlement described 
in this begins on the first day an employee takes leave to care for the covered service 
member.  

During the “single 12-month period” described above, an eligible employee’s FMLA leave 
entitlement is limited to a combined total of twenty-six (26) workweeks of FMLA leave for any 
qualifying reason.  

Family Care and Medical Leave – Pay Status and Benefits 

Except as provided in this Section, the family care and medical leave will be unpaid. The SCTA 
will, however, continue to provide contributions toward the health plan premium during the 
period of family care and medical leave for up to twelve (12) work weeks for Administrative 
Management and Unrepresented employees on the same basis as coverage would have been 
provided had the employee not taken family care and medical leave. The employee will be 
required to continue to pay the employee’s share of premiums payments, if any. 

Nothing in this Section shall preclude the use of medical or pregnancy disability leave in 
Section 5.12 (Medical/Pregnancy Disability Leave) when the employee is medically 
incapacitated or disabled. If an employee does not qualify for continued benefits under this 
Section 3.27 or Section 5.12 (Medical/Pregnancy Disability Leave) and the employee wishes to 
continue benefit coverage, then Section 5.14 (Continuation of Health Benefits Coverage) 
applies. 

Relationship of Family Care and Medical Leave to Other Leaves  

Any leave of absence that qualifies as family care and medical leave and is designated by the 
SCTA as family care and medical leave will be counted as running concurrently with any other 



paid or unpaid leave to which the employee may be entitled for the same qualifying reason. 
Section 17 identifies accrued paid leave which an employee may be required to use 
concurrently with unpaid family care and medical leave. 

Family Care and Medical Leave – Relationship to Pregnancy Disability Leave 

The family care and medical leave provided under this section is in addition to any leave 
taken on account of disability due to pregnancy, childbirth, or related medical conditions for 
which an employee may be qualified under state law. 

Family Care and Medical Leave – Notice to the SCTA 

The employee must provide written notice to SCTA as far in advance of the leave as possible 
and as soon as the employee reasonably knows of the need for the leave.  If the need for the 
leave is foreseeable based on an expected birth, placement of a child for adoption or foster 
care or planned medical treatment, the notice must be provided at least 30 calendar days in 
advance of the leave, or if not reasonable known 30 calendar days before the leave, then as 
soon as reasonable practicable. 

The written notice must inform the SCTA of the reasons for the leave, the anticipated 
duration of the leave and the anticipated start of the leave. 

The employee shall consult with the SCTA and make a reasonable effort to schedule any 
planned medical treatment or supervision so as to minimize disruption to department 
operations. 

Family Care and Medical Leave – Medical Certification 

An employee’s request for family care and medical leave to care for a child, spouse, domestic 
partner or a parent who has a serious health condition shall be supported by a certification 
issued by the health care provider of the individual requiring care. If additional leave is 
required after the expiration of the time originally estimated by the health care provider, the 
employee shall provide the SCTA with recertification by the health care provider. 

An employee’s request for family care and medical leave because of employee’s own serious 
health condition shall be supported by a certification issued by the employee’s health care 
provider. 

As a condition of an employee’s return from leave taken because of the employee’s own 
serious health condition, the employee is required to obtain certification from the employee’s 
care provider that the employee is able to resume work. 

Family Care and Medical Leave – SCTA’s Response to Leave Request 

It is the SCTA’s responsibility to designate leave, paid or unpaid, as family and medical leave-
qualifying and to notify the employee of the designation. 



Family Care and Medical Leave – Dual Parent Employment 

Where both parents are SCTA employees, allowable leave for the birth, adoption, or foster 
care placement of a child or the care of an employee’s ill parent is limited to a total of twelve 
(12) work weeks for Administrative Management and Unrepresented employees in a 12-
month period between the two employees. Their family care and medical leave entitlement is 
not limited or combined for any other qualifying purpose. 

This limitation does not apply to leave taken by one spouse or domestic partner to care for 
the other, to care for a seriously ill child, or for his or her own serious illness.  

Family Care and Medical Leave – Employee’s Status on Returning from Leave 

Except as provided by law, on return from family care and medical leave, an employee is 
entitled to be returned to the same or equivalent position the employee held when leave 
commenced, or to an equivalent position with equivalent benefits, pay, and other terms and 
conditions of employment. An employee has no right to return to the same position. Use of 
family care and medical leave will not result in the loss of any employment benefit that 
accrued prior to the start of an eligible employee’s FMLA/CFRA leave. 

This Section shall be interpreted as the legal minimum family care and medical leave 
available to eligible employees. The SCTA may grant additional leave without pay under this 
Section provided it is consistent with the applicable other provisions of this memorandum. 

For the first thirteen (13) pay periods of approved Family Leave for SCTA employees, the SCTA 
will continue to pay the SCTA’s contribution to health and dental insurance premiums.  After 
the thirteen (13) pay periods are completed the SCTA will cease to pay its normal benefit 
contributions. 

The employee must pay the total benefit premiums if the employee desires to continue 
insurance coverage under Health and Welfare Benefit Paragraph.   

3.28 Compassionate Leave  

Any full-time SCTA employee may be granted up thirty-two (32) hours of leave with pay, in the 
event of death of spouse, domestic partner, son, son-in-law, daughter, daughter-in-law, 
brother, sister, grandparent, great-grandparent, grandchild or person with whom the 
employee has a relationship in loco parentis, and the mother or father of the employee or the 
spouse of the employee. Up to an additional eight (8) hours of sick leave may be granted to 
supplement compassionate leave. 

Any part-time SCTA employee shall be eligible for a pro-rated compassionate leave. Ongoing 
work schedule for purposes of this Section shall mean an average of the two (2) pay periods 
immediately preceding the need for compassionate leave or the employee’s normal bi-
weekly allocation of hours, whichever is greater. 



3.29 Court Leave 

A full time or part time employee is entitled to pay at the employee's base hourly rate to 
respond to an enforceable subpoena to appear in a court or administrative agency hearing in 
California other than as a litigant and for reasons other than those caused by the employee's 
connivance or misconduct.  An employee may retain such payment as may be allowed the 
employee for lodging, meals and travel, but as a condition for entitlement to this Court Leave, 
the employee shall make payable to the SCTA any and all fees which the employee may 
receive as payment for the service as a witness.  An employee on Court Leave will receive the 
base hourly rate of pay for those hours spent traveling to and from the court or administrative 
agency hearing and the hours spent attending to the employee's obligation as a witness so 
long as those hours correspond to the employee's assigned work schedule.  Time spent, as a 
witness or travel times, which are outside the employee’s assigned work schedule, shall not 
be paid.  If an employee's obligation as a witness expires on any workday with time remaining 
on the employee's work schedule, the employee will be obligated to return to work.  These 
provisions do not apply to employees whose appearances are in the line of duty.  Extra Help 
employees who are scheduled to work and subsequently called to court, qualify under 
Section 3.29. 

3.30 Jury Duty 

It is the policy of the SCTA that employees be encouraged to perform services as jurors when 
summoned for jury duty by a court of competent jurisdiction.  Any employee summoned for 
jury duty shall be entitled to full pay for such period of time as may be required to attend the 
court in response to such summons. An employee may retain such payment as may be 
allowed for travel but shall make payable to the SCTA any and all fees which the employee 
may receive in payment for service as a juror. Extra Help employees who are scheduled to 
work and are subsequently called to jury duty, qualify under this Section 3.30. 

3.31 Voting 

If an employee who is a registered voter does not have sufficient time outside of the 
employee's working hours within which to vote in any statewide general or primary election, 
the employee may upon request, be granted so much working time off without loss of pay as 
will, when added to the employee's voting time outside the employee's working hours, 
enable the employee to vote. An employee may take off so much time which will enable the 
employee to vote, but not more than two (2) hours of which shall be without loss of pay; 
provided, that the employee shall be allowed time off for voting only at the beginning or end 
of the employee's regular working shift, whichever allows the most free time for voting and 
the least time off from the employee's regular working shift. 

  



3.32 Catastrophic Leave/Decedent's Benefit 

Catastrophic Leave is a paid leave of absence due to verifiable, long-term illness or injury 
such as, but not limited to, cancer and heart attack which clearly disables the individual. 

A Decedent's Benefit is the accumulation of vacation or compensatory leave hours donated 
by other County/SCTA employees to the designated beneficiary or estate of a County/SCTA 
employee who dies while an employee of the County/SCTA. 

All regular employees of the County of Sonoma, the Sonoma County Community 
Development Commission, the Sonoma County Water Agency, and the Northern Sonoma 
County Air Pollution Control District, Sonoma County Transportation Authority who have 
successfully completed two-thousand eighty (2,080) hours (one year) in paid status shall be 
eligible for such leave due to their own serious illness or injury, or serious illness or injury to 
spouse, domestic partner or dependent minor child. The designated beneficiary or estate of 
an employee who was employed by any of the above-mentioned entities and successfully 
completed two-thousand eighty (2,080) hours (one year) in paid status and met the criteria 
set forth at paragraph 2.5(a) (2) shall be eligible to receive any decedent's benefit. 

The employee must first exhaust all accrued sick leave, vacation leave and compensatory 
time before qualifying for catastrophic leave. 

Catastrophic leave shall be additional paid leave available from vacation or compensatory 
leave hours donated by other County/SCTA employees to a specific, qualified employee. 

A Decedent's Benefit shall be the accumulation of vacation or compensatory leave hours (up 
to a maximum of six-hundred eighty (680) hours) donated by other County/SCTA employees 
to the designated beneficiary or estate of a County/SCTA employee who dies while an 
employee of the SCTA. The decedent's benefit shall be paid to the designated beneficiary or 
estate of the SCTA employee in the same manner as payment to the designated beneficiary or 
estate of the SCTA employee of the decedent's own vacation and compensatory leave hours. 

Employees donating vacation or compensatory leave must donate in increments of whole 
hours. The donating employee must have a vacation leave balance of at least forty (40) hours 
after the donation of vacation time. Employees may donate all of their accrued compensatory 
time. 

An employee or a decedent requesting catastrophic leave must receive the approval of the 
Executive Director. Such leave may initially be approved up to a maximum of three-hundred 
forty (340) hours donated hours. If the catastrophic illness or injury continues, up to an 
additional three-hundred forth (340) donated hours may be recommended and approved. 



Employees donating vacation or compensatory leave to a decedent's benefit must donate 
their vacation or compensatory leave hours no later than thirty (30) days after the employee's 
death or within thirty (30) days of the enactment of this revised Decedent's Benefit Policy. 

The Auditor-Controller-Treasurer-Tax Collector shall account for the donation and 
disbursement of catastrophic leave hours. At the end of the thirty (30) day period allowed for 
donations for a Decedent's Benefit, the Auditor-Controller-Treasurer-Tax Collector will 
process adjustments and then disburse to the designated beneficiary or estate all funds for 
leave time donated. 

3.33 Paid Parental Leave 

Eligibility 

Effective 10/9/18, any permanent or probationary employee who has been continuously 
employed by the SCTA for at least 12 months prior to the start of the leave shall be eligible for 
Paid Parental Leave (PPL) t use within 12 months of the following events: 

 Birth of a child of the employee, the employee’s spouse, or the employee’s domestic 
partner 

 Placement of a child with the employee’s family for adoption or foster care 

For the purposes of PPL, the definition of “parent” and “child” are as defined by the California 
Family Rights Act. 

Benefit and Use 

Eligible employees shall be granted 320 PPL hours to use within 12 months of the qualifying 
event.  Part-time employee’s shall be eligible for a pro-rated number of PPL hours, based on 
allocated FTE. 

PPL is based on a 12 month rolling calendar.  No more than 320 PPL hours may be used in any 
12 month period. 

PPL is based on the employee’s base hourly wage plus cash allowance.  It is considered “paid 
status” for the purpose of merit, seniority, premiums, vacation and sick leave accrual, and 
SCTA benefit eligibility and contributions. 

PPL pay is pensionable and counts towards retirement service credit. 

PPL may be used in a block of continuous time or as intermittent leaves as arranged in 
advance. Unless approved by the Executive Director, PPL cannot be used retroactively. 

Use of PPL shall not be cause for an employee to lose his/her current assignment on a 
permanent basis; however, assignments may be altered to accommodate the employee’s or 
SCTA’s operational needs when working a reduced work schedule. 



An employee in a disability period following birth of child must use sick leave down to 40 
hours before using PPL. 

Coordination of Benefits & Leaves 

PPL can be fulling integrated with any short-term disability or California Paid Family Leave 
program.  STD and PFL will not reduce PPL leave entitlement. For time covered by FMLA/CFRA 
job protected leave for bonding, PPL must be used prior to other accrued leave or Leave 
Without Pay.  If an employee has exhausted FMLA/CRFA entitlements, PPL must be used prior 
to Leave Without Pay for arranged leaves for the purpose of bonding.  PPL does not need to 
be used when an employee is on leave for reasons other than bonding. 

 



Section 4 Retirement Benefits for Active Employees 
Date Effective: September 12, 2016 

4.1 Retirement – General Employees Hired On or After January 1, 2013  

This shall apply to SCTA employees hired on or after January 1, 2013, who are or become 
contributing members of the Sonoma County Employees’ Retirement Association (SCERA) 
and who do not qualify for pension reciprocity as stated in Government Code Section 7522.02 
(c).  

 Final Compensation Based On Three Year Average  

As required by Government Code Section 7522.32, effective January 1, 2013, for the 
purposes of determining a retirement benefit for SCERA members covered by this 
section 4.1, final compensation shall mean the highest average annual pensionable 
compensation earned during 36 consecutive months of service.  

 2.0% @ 62 Pension Formula  

As required by Government Code Section 7522.20, the 2.0% at 62 pension formula 
shall be available to employees covered by this section 4.1 who are contributing 
members of the SCERA.  

 Required Employee Contributions  

As required by Government Code section 7522.30(c), SCERA members covered by this 
section 4.1 shall pay 50 percent of normal costs. In addition, SCERA members covered 
by this section 4.1 shall pay 3.03 percent of the employee’s pensionable compensation 
toward the County’s employer contribution to retirement costs. This additional 3.03% 
contribution shall continue until July 2024. Sonoma County Salary Resolution; Rev. 4-
9-13 63.  

4.2 Retirement – General Employees Hired On or Before December 31, 2012  

This shall apply to employees hired on or before December 31, 2012 who are contributing 
members of the SCERA, or who are hired after that date and qualified for pension reciprocity 
pursuant to Government Code Section 7522.02 (c) and any related SCERA reciprocity 
requirements.  

 Final Compensation Based On Single Year  

For purposes of determining a retirement benefit, final compensation for employees 
covered by this section 4.2 shall mean the average annual compensation earnable by 
the member as specified in Government Code Section 31462.1.  



 3.0% @ 60 Pension Formula  

The 3.0% at 60 pension formula (CERL 31676.17) shall be available to employees 
covered by this section 4.2 who are contributing members of the SCERA.  

 Required Employee Contribution  

SCERA members covered by this section 4.2 will contribute the amount required by 
SCERA as employee contributions, and shall continue to pay an additional 3.03% of 
pay, pretax, to their employee retirement account. This 3.03% of pay contribution of 
the employee’s pensionable compensation shall be paid as part of the County’s 
contribution to pay for the unfunded accrued actuarial liability. This additional 3.03% 
contribution will continue until July 2024. 

 Employee Cost Share – 50% of Normal Cost 

Effective the first full pay period following July 1, 2016, and subject to SCERA Board 
approval of the cost share arrangement under the terms described herein, active SCTA 
General legacy members of SCERA will contribute one third of the actuarially 
determined difference between the average General legacy employee retirement rate 
(exclusive of the 3.03% payroll contribution toward the UAAL) and one half the total 
normal cost (“total normal cost” includes both employer and member shares) 
calculated as an average for General legacy Members of the Sonoma County 
Employees Retirement Association (SCERA) covered by this Section based on rates of 
all active SCTA General legacy members, with the difference computed to a factor and 
applied equally to all legacy members. Such legacy employees will receive a lump sum 
benefit allowance as reimbursement for this pension cost share arrangement each pay 
period equal to the dollar value of the deduction described in this paragraph, less any 
required taxes. 

Effective the first full pay period following July 1, 2017, and subject to SCERA Board 
approval of the cost share arrangement under the terms described herein, active SCTA 
General legacy members of SCERA will contribute an additional one third (for a total of 
two thirds) of the actuarially determined difference between the average General 
legacy employee retirement rate (exclusive of the 3.03% payroll contribution toward 
the UAAL) and one half the total normal cost (“total normal cost” includes both 
employer and member shares) calculated as an average for General legacy Members 
of SCERA covered by this Section  based on rates of all active SCTA General legacy 
members, with the difference computed to a factor and applied equally to all legacy 
members. Such legacy employees will receive a lump sum benefit allowance as 
reimbursement for this pension cost share arrangement each pay period equal to the 
dollar value of the deduction described in this paragraph, less any required taxes. 



The lump sum benefit allowance described in this Section will not be included in 
wages for computations of overtime, pension benefits or for any SCTA benefit related 
purpose. 

4.3 Employer Pick-Up of Employee’s Share of Retirement Contribution – Not Allowed  

Pursuant to the Public Employees Pension Reform Act of 2013 (PEPRA), the County shall not 
contribute towards any employee’s share of retirement contributions.  

4.4 Medical Benefits for Retirees 

SCTA employees are eligible to receive medical benefits as retirees pursuant to County of 
Sonoma Salary Resolution No. 95-0926, section 15 as revised from time to time. 



Section 5 Health and Welfare Benefits for Active Employees  
Date Effective: October 9, 2023 

5.1   Social Security 

Employees of the SCTA are covered by OASDI and Medicare as provided for under the Social 
Security Act. Deductions totaling 7.65% will be taken up to the maximum set by the Social 
Security Administration.  The employer will make a matching contribution. 

5.2 Active Employee Health Plans  

An eligible employee and eligible dependent(s) (as defined below) are allowed only to enroll 
either as a single subscriber in a SCTA offered medical, dental, vision and/or dependent life 
insurance, or as the dependent spouse/domestic partner of another eligible SCTA 
employee/retiree, but not both. If an employee is also eligible to cover their dependent 
child/children, each child will be allowed to enroll as a dependent on only one employee or 
retirees’ plan (i.e., an employee and his or her dependents cannot be covered by more than 
one plan). 

 An eligible employee is:  

 A SCTA probationary or regular full-time or probationary or regular part-time 
employee 

An eligible dependent is:  

 Either the employee’s spouse or domestic partner (requires signed domestic partner 
affidavit filed with the SCTA and Sonoma Auditor Controller Treasurer Tax Collectors 
Payroll Division); or 

 An unmarried child based on your plan’s age limits or a disabled dependent child 
regardless of age.  

5.3 Participation in SCTA Offered Health (Medical, Dental, Vision, Life Insurance) Plans   

Election to enroll in a SCTA offered health plan will take place within the first 30 days following 
date of hire to permanently allocated position of .40 FTE or greater, or it will be made during 
an annual open-enrollment period. Enrollment in vision and basic life insurance is automatic. 
Mid-year enrollment can only be permitted as allowed by IRC Section 125 or as required by 
HIPAA or other applicable regulations. The effective date of benefits will be the first of the 
month following date of hire or initial eligibility. 

The SCTA will offer at least 3 medical plans. The benefit provisions are outlined in the Summary 
Plan Description or Evidence of Coverage. 

Effective June 1, 2024, the SCTA will offer at least two HMO plans: the Kaiser HMO ($10.00 co-
pay) plan and one other HMO plan. The County Health Plan PPO and EPO will be closed to new 
enrollment. Employees in the County Health plan as of May 31, 2024, will be allowed to remain 
in the plan.  



5.4 Contributions toward Medical Insurance for Employees 

SCTA Contribution Plan Year 2023-2024 

Effective the pay period beginning July 11, 2023, the SCTA shall contribute up to the 
maximum of the following amounts based on the level of coverage for eligible full and part 
time employees and their eligible dependent(s) enrolled in a County-offered medical plan. 

 Employee Only = $851 per month ($425.50 semi-monthly);  

 Employee + 1 = $1,701 per month ($850.50 semi-monthly); 

 Family Plan (Employee + 2 or more) = $2,405 per month ($1,202.50 semi-monthly). 

SCTA Contribution Plan Year 2024-2025 

Effective the pay period beginning May 14, 2024 the SCTA shall contribute up to the maximum 
of the following amounts based on the level of coverage for eligible full and part time 
employees and their eligible dependent(s) enrolled in a County-offered medical plan. 

 Employee Only = $893 per month ($446.50 semi-monthly);  

 Employee + 1 = $1,786 per month ($893.00 semi-monthly); 

 Family Plan (Employee + 2 or more) = $2,525 per month ($1,262.50 semi-monthly). 

SCTA Contribution Plan Year 2025-2026 

Effective the pay period beginning May 13, 2025 the SCTA shall contribute up to the maximum 
of the following amounts based on the level of coverage for eligible full and part time 
employees and their eligible dependent(s) enrolled in a County-offered medical plan. 

 Employee Only = $938 per month ($469.00 semi-monthly);  

 Employee + 1 = $1,876 per month ($938.00 semi-monthly); 

 Family Plan (Employee + 2 or more) = $2,652 per month ($1,326.00 semi-monthly). 

This is the full and total contribution amount the SCTA will contribute toward medical 
benefits for active regular employees and their dependent(s).  

The SCTA shall contribute to part-time eligible employees on a pro-rated basis, in accordance 
with Section 5.8 and shall contribute to extra help employees on a pro-rated basis in 
accordance with Section 5.25.  

5.5 Dental Benefits  

The SCTA will offer dental and orthodontic benefits to full and part-time regular employees 
and their eligible dependent(s). For all plan benefits and provisions, refer to the insurance 
plan document: http://sonomacounty.ca.gov/HR/Benefits/Delta-Dental/  

Effective with the pay period beginning September 13, 2016, with the intent to have 
premiums paid in the pay period(s) required for coverage to be effective October 1, 2016, the 
employee contribution is $14.13 semi-monthly ($28.26 per month). 

http://sonomacounty.ca.gov/HR/Benefits/Delta-Dental/


The SCTA shall contribute to part-time eligible employees on a pro-rated basis.  

5.6 Vision Benefits  

The SCTA will provide vision and computer vision benefits to full time regular employees and 
their dependent(s). Benefits provisions, co-payments and deductibles are outlined in the 
insurance plan document: http://sonomacounty.ca.gov/HR/Benefits/Vision-for-Employees/  

The SCTA will pay the total cost of the premium for vision benefits for full-time active 
employees.  

Part-time employees will be enrolled automatically in the vision benefit and the SCTA shall 
contribute to part-time eligible employees on a pro-rated basis. 

5.7 Life Insurance 

The SCTA shall offer a basic term-life insurance plan in the amounts specified below for an 
allocated full-time equivalent position of sixty (60) hours or more (0.75 FTE or more) with no 
employee contribution. Enrollment in basic life insurance is automatic, based on eligibility.  

Administrative Management: Two (2) times the annual salary computed on the basis of 26.089 
times the bi-weekly salary in effect at the time of death. Unrepresented Employees: an 
amount equal to one and one half (1.5) times their annual base salary. Enrollment in basic life 
insurance is automatic, based on eligibility.  

Each eligible and enrolled employee may purchase through payroll deduction, dependent 
coverage of $5,000 for each eligible dependent. For all other plan benefits and provisions, 
refer to the insurance policy document. Eligible employees may purchase additional life 
insurance coverage for themselves at their own expense upon initial eligibility or during the 
annual enrollment periods.  

Administrative Management may purchase supplemental coverage in increments one times 
(1X) to four time (4X) the basic coverage to a total maximum, which includes basic life 
insurance and employee paid additional life insurance, of $500,000, in accordance with the 
insurance carrier’s policy. Unrepresented employees may purchase supplemental coverage in 
increments of $10,000 not to exceed the total maximum of $500,000 which includes the SCTA 
paid basic term life insurance plan and additional life insurance coverage purchased by the 
employee, in accordance with the insurance carrier’s policy.  

Participating SCTA employees will be required to follow the insurance company’s contracted 
requirements with respect to the maximum amounts and the necessity for evidence of 
insurability in order to be eligible to receive the benefit as may be amended from time to time 
and may be based on actual participation by employees in the program. An employee 
enrolled in supplemental coverage who moves from one age bracket to the next higher 
bracket will have to pay the rate of the higher age bracket beginning the January of the year 
in which the employee moves to the higher age bracket. 

  

http://sonomacounty.ca.gov/HR/Benefits/Vision-for-Employees/


5.8 Part-Time Employee – Health Benefits  

Part-time employees shall be eligible to participate in the SCTA’s medical, dental, and vision 
plans and the SCTA’s contribution toward their premiums shall be pro-rated. Pro-ration shall 
be based on the number of pay status hours in the pay period, excluding overtime.  

Pro-ration shall be as follows:  

(1) For each pay period in which the part-time employee works forty (40) or more hours, the 
full SCTA contribution will be paid.  

(2) For each pay period in which the part-time employee works more than twenty (20) but 
fewer than forty (40) hours, the above amounts shall be prorated in proportion to the number 
of hours worked in the pay period.  

(3) For each pay period in which the part-time employee works fewer than twenty (20) hours, 
no SCTA contribution will be made.  

The employee premiums shall be paid through pre-tax payroll deduction as allowed by IRS 
Code Section 125.  

Continued Coverage and Conditions for Regaining Eligibility for Medical Plan  

A part-time employee who is enrolled in the medical plan who fails to work at least twenty 
(20) hours in any pay period in which a premium deduction was due, will be eligible to 
contribute toward the medical coverage by paying the full amount of the premiums by 
payroll deduction if sufficient funds are available to fully cover the deduction. Premium 
payments not paid by payroll deduction will be due in the ACTTC’s Payroll Office by the last 
day of the pay period in which there were insufficient hours worked. A $25 late fee will apply 
for each payment not received by the due date. 

5.9 Employee Assistance Program  

The SCTA will provide the level of benefits allowable under the Employee Assistance Program 
(EAP) as set forth here: http://sonomacounty.ca.gov/HR/Benefits/Employee-Assistance-
Program/  

5.10 Long-Term Disability  

The SCTA agrees to provide and pay the premium for a Long-Term Disability (LTD) benefit as 
described in the applicable plan document to all full and part-time employees (0.4 FTE 
minimum) who meet the eligibility requirements.  The benefit waiting period is the longer of 
60 days, or the period you elect to receive paid leave. Employees eligible to receive LTD 
benefits are not required to exhaust sick leave before receiving LTD benefits, but an employee 
who chooses to use sick leave or other paid leave after the sixtieth (60th) day of disability is 
not eligible to receive any LTD benefits until the employee stops using paid leaves. LTD 
benefits cannot be supplemented with any paid leave. LTD benefits will be offset by any 
applicable income, such as short-term disability benefits, social security and social security 
disability benefits, etc.  

http://sonomacounty.ca.gov/HR/Benefits/Employee-Assistance-Program/
http://sonomacounty.ca.gov/HR/Benefits/Employee-Assistance-Program/


The claims dispute process is described in the Summary Plan Description or Evidence of 
Coverage. 

5.11 Workers' Compensation Claims Disputes  

Any dispute by an employee over a claim processed through workers’ compensation shall be 
resolved solely through the appropriate appeal procedures of that system.  

5.12 Workers’ Compensation Temporary Disability – Supplementing with Paid Leave 

An employee not entitled to the benefits of Labor Code Section 4850 who is absent from work 
by reasons of industrial injury, compensable by temporary disability shall supplement such 
compensation with enough paid leaves to increase his/her gross earnings to equal his/her 
regular base salary as follows:  

All sick leave shall be taken until the remaining sick leave balance is 40 hours or less.  

Once the sick leave balance is 40 hours or less, the employee may elect to supplement by 
taking any combination of the remaining sick leave, vacation, and/or compensatory time off 
up to his/her base salary.  

Employees whose sick leave balance is 40 hours or less may also elect not to supplement at 
all.  

An employee shall accrue vacation leave and sick leave only during such portion of absence 
from work due to industrial injury for which the employee uses previously earned vacation 
leave, sick leave or compensatory time off.  

5.13 Medical/Pregnancy Disability Leave  

When an employee exhausts all but forty (40) hours of sick leave and goes on medical or 
pregnancy disability leave without pay, the SCTA will make its normal contribution to the 
employee's medical, dental, vision care, life insurance and LTD benefits for a period not to 
exceed thirteen (13) pay periods per illness. Beginning with the fourteenth (14th) pay period, 
the employee will be entitled to continue coverage by paying the full cost of the insurance 
premiums. Prior to the exhaustion of the thirteen (13) pay periods, the SCTA will provide 
reasonable advance notice of the employee's obligations regarding the opportunity to 
continue employee-paid benefits. 

An employee who returns to work from medical or pregnancy disability leave without pay 
prior to the exhaustion of the thirteen (13) pay periods of entitlement under this Section shall 
not have the thirteen (13) pay period entitlement reduced for any pay period in which the 
employee is in pay status for at least fifty percent (50%) of the employee's allocated full time 
equivalent as specified in this Section 5.12 (Medical or Pregnancy Disability Leave). If the 
employee returns to medical or pregnancy leave without pay for the same condition, the 
thirteen (13) pay period time frame will continue where it left off and will be reduced only for 
those pay periods when the employee's pay status hours fall below fifty percent (50%) of the 
allocated full-time equivalent. 



The SCTA's thirteen (13) pay period Medical Leave without pay benefit entitlement shall run 
concurrent with Family Medical Leave Act (FMLA), California Family Rights Act (CFRA), and 
California Pregnancy Disability Leave (CPDL).  

The employee's entitlement under COBRA law begins when the employee is no longer eligible 
for a county contribution toward medical benefits. When the employee returns to fifty 
percent (50%) allocated full time equivalent in pay status eligibility for a county contribution 
toward health benefits is regained.  Benefit coverage begins the first of the following month  

5.14 Health Benefits During Leaves of Absence – Non-Medical Leaves Without Pay  

If an employee is on an unpaid absence or goes on leave without pay, either of which reduces 
the employee's time in pay status to less than 50% of the employee's allocated full-time 
equivalent (FTE) in a pay period, the SCTA will cease to pay its contributions to the 
employees’ benefits except as noted below.  

If an employee is on an unpaid absence or goes on leave without pay, either of which reduces 
the employee's time in pay status to not less than 50% of the employee's allocated full-time 
equivalent (FTE), the SCTA will continue to pay its normal benefit contributions. 

If an employee does not qualify for continued health benefits under Section 3.27 (Family Care 
and Medical Leave Under FMLA and CFRA) or Section 5.13 (Medical/Pregnancy Disability 
Leave) beginning the first day of the month following the pay period which the employee had 
pay status less than 50% of their allocated full-time equivalent, the employee will be entitled 
to continued health coverage through COBRA Continuation of Coverage and is responsible for 
making timely election and paying the COBRA premiums by the due date. 

5.15 Continuation of Health Benefits Coverage  

An employee on unpaid leave as specified in Section 4.17 must notify the ACTTC no later than 
five (5) SCTA business days after the first day of the leave of absence, of the employee's intent 
to continue their participation in their SCTA offered health plans. A Request for Leave of 
Absence form signed by the employee and his/her appointing authority shall be forwarded to 
the ACTTC’s office two weeks in advance of the first day of absence.  

To assure continued insurance coverage, premiums shall be paid by the employee to the 
ACTTC’s office no later than the last day of the pay period. This premium provides coverage 
for the two-week period from the next pay date. If the employee fails to pay the premium by 
the last day of the pay period, he/she will receive one reminder notice. In order to reinstate 
coverage, the employee shall pay a $25.00 late charge in addition to the premium amount by 
the date specified in the reminder notice.  

Only one (1) reminder notice will be sent to the employee. If the employee fails to make 
proper payment to the ACTTC’s office by the end of the second pay period, the employee's 
continued medical, dental, vision, life insurance and long-term disability coverage shall be 
terminated.  

  



5.16 Part-Time Employees – Health Benefits During Leave of Absence  

Part-time employees shall be eligible to participate in the medical benefit plans and/or the 
dental plans, as defined in Section 4.11. For pay periods with no pay status hours, pro-ration 
shall be based on the employee’s FTE.  

5.17 COBRA  

The SCTA provides continuation of health benefits at group rates plus 2% as required by the 
Consolidated Omnibus Budget Reconciliation Act (COBRA) of 1986, including any applicable 
subsequent amendments or revision where applicable. 

5.18 Tax-Deferred Retirement Contribution - 414(h)(2)  

All employees who belong to the SCTA’s Retirement System shall continue to have their 
wages adjusted according to Section 414(h)(2) of the Internal Revenue Code that will have the 
effect of deferring Federal and State income taxes on the employee's retirement 
contributions.  

5.19 Health Care Premium Conversion Plan  

All employees who have health, dental, or vision insurance premium contributions deducted 
from their salary, shall have their taxable wages adjusted according to Section 125 of the 
Internal Revenue Code, which has the effect of diverting health care premium contributions 
from taxable wages.  

5.20 Health Flexible Spending Account (Health FSA/HCAP)  

The SCTA shall continue to offer under IRS Code Section 105, a Health Care Reimbursement 
Account (Health Flexible Spending Account (FSA) to enable eligible employees to set aside 
pre-tax dollars for reimbursement of eligible medical expenses, as prescribed in Internal 
Revenue Code Section 105.  

5.21 Dependent and Child Care Assistance  

The SCTA will offer the Dependent and Child Care Assistance plan under Internal Revenue 
Code Section 129.  

5.22 Plan Documents and Other Controlling Documents  

While mention may be made in this resolution of various provisions of benefit programs, 
specific details of benefits (including disputes and/or appeals) provided under SCTA offered 
health plans shall be governed solely by the plan documents or insurance contracts and/or 
policies maintained by the SCTA. The SCTA will bear no responsibility for resolving 
disputes/appeals between an employee and a contracted health plan vendor. Within this 
section, vendor refers to insurance company, Knox-Keene organizations licensed in the state 
of California to provide health benefits, benefits administration, or network management.  

  



5.23 PST/457 Deferred Compensation Retirement Plan  

Part-time (less than .50 FTE) and extra-help employees who are hired on or after October 1, 
1991, shall participate in the PST/457 Deferred Compensation Retirement Plan authorized by 
Internal Revenue Code Section 457 in lieu of Social Security. 

The SCTA shall contribute to the employee's PST/457 deferred compensation account 
according to the following schedule:  

EMPLOYEE SCTA 

3.5% 4.0% 

5.24 Long-Term Care Insurance-Payroll Deduction  

The SCTA agrees that employees may purchase CalPERS Long Term Care Insurance at their 
own expense through bi-weekly payroll deduction as long as the SCTA is eligible to 
participate in the CalPERS payroll deduction program. Each employee is responsible to 
submit his/her own application and any subsequent membership changes directly to 
CalPERS, as CalPERS Long Term Care is not a SCTA program or under SCTA direction. CalPERS 
may directly invoice employees for missed payroll deductions or premiums due prior to start-
up of payroll deduction 

5.25 Extra Help Employees – Medical Benefits 

Only benefits required by law and the following portions of Section 5 apply to extra-help 
employees:  

Extra-help employees shall have access to a medical plan. Effective June 1, 2016, the SCTA will 
offer all medical plans sponsored by the County of Sonoma, excluding the County Health Plans, 
to eligible extra help employees and their eligible dependent(s) as is provided to regular 
employees.  

Employees who meet the following criteria will be eligible to begin payroll deductions once 
both criteria are met:  

 Must generally be scheduled to work at least forty (40) hours per pay period, and 
 Worked at least eighty (80) hours in the previous two (2) pay periods. 

Effective with the first premium due, the SCTA contribution shall be up to four hundred dollars 
($400) per month.  

Premiums for the plan will be paid in advance on the first two pay dates of the month prior to 
the coverage effective date and on the first two pay dates of every month thereafter. When 
payment has been made in full, coverage will take effect on the first of the month following 
payment and shall end on the last day of the same month. Coverage will be month to month 
and is dependent on full payment of premiums and subject to continued eligibility.  



The employee premiums shall be paid through pre-tax payroll deduction as allowed by IRS 
Code Section 125.  

Continued Coverage and Conditions for Regaining Eligibility for Medical Plan  

An extra-help employee who is enrolled in the medical plan who fails to work at least twenty 
(20) hours in any pay period in which a premium deduction was due, will be eligible to 
contribute toward the medical coverage by paying the full amount of the premiums by payroll 
deduction if sufficient funds are available to fully cover the deduction. Premium payments not 
paid by payroll deduction will be due in the ACTTC’s Payroll Office by the last day of the pay 
period in which there were insufficient hours worked. A $25 late fee will apply for each payment 
not received by the due date.  

5.26 Unpaid Premium Payments 

Premium payments not paid by payroll deduction but paid directly to the ACTTC’s Office may 
be continued for a maximum of three (3) months or upon the exhaustion of any approved CPDL, 
CFRA, or FMLA benefit period, whichever is later.  

A. Employees who choose to pay timely premiums directly to the ACTTC’s Office by cash 
or check without a lapse in coverage shall resume premium payment by payroll deduction 
on the first available pay date following their last cash premium payment without a lapse 
in coverage.  

B. Employees who choose to lapse their coverage during a period of absence may do so by 
notifying the ACTTC’s Payroll Office in writing no later than seven (7) days after the 
premium due date. Coverage will be lost for the months not paid. Premium payment by 
payroll deduction shall restart on the first pay date of a month with sufficient funds to 
cover the cost of premiums due and shall continue until discontinued by a written 
cancellation notice, non-payment of premiums, a temporary lapse in coverage in 
accordance with this section, or separation from employment. Coverage will not restart 
until a full month’s premiums are paid in full.  

C. Employees may choose to cancel their coverage by completing the appropriate forms.  

D. Employees who fail to make any of the above elections or who fail to pay premiums 
when due shall receive one notice of payment due and shall have their coverage canceled 
for failure to respond.  

E. The SCTA reserves the right to cancel an employee’s active coverage if the employee 
lapses coverage more than three (3) times, or a similar frequency that is determined to be 
an administrative burden.  

Employees who choose option (C) or are canceled under item (D) or (E) must wait until the next 
annual enrollment period to re-enroll.  

An employee who loses coverage under this section may be eligible to elect COBRA 
continuation of coverage if he or she is no longer eligible to pay premiums directly to the 



Auditor-Controller-Treasurer-Tax Collector’s (ACTTC) payroll division. The failure to pay 
premiums or the election to lapse or cancel coverage are not COBRA qualifying events.  

Medical Plan - Dependent Coverage  

Covered employees may purchase dependent coverage for eligible dependents at their own 
expense through pre-tax payroll deduction as allowed by IRS Code Section 125.  

Enrollment in Medical Plan  

Approximately two (2) months prior to the anticipated eligibility date, the SCTA shall provide 
enrollment materials to the employee. The employee then has twenty one (21) calendar days 
to complete and submit the enrollment forms. If coverage is waived upon initial eligibility, 
election to participate in the medical plan can only be made during an annual open enrollment 
period designated by the SCTA or as required by law.  

Medical Benefits & Family and Medical Leave Act (FMLA), California Family Rights Act (CFRA), or 
California Pregnancy Disability Leave (CPDL)  

Eligible extra-help employees who are off work on an FMLA or CFRA or CPDL qualifying leave 
shall receive a SCTA contribution toward medical insurance equal to the average amount 
received in the two (2) pay periods immediately preceding the first (1st) pay period of eligible 
leave. Employees must pay their share of the medical insurance premiums in order to maintain 
coverage and to continue to be eligible for a SCTA contribution. Employees must file an Extra-
Help FMLA/ CFRA/CPDL Request for Leave form along with appropriate medical 
documentation with their department. Upon approval, the leave form signed by the employee 
and his/her appointing authority shall be forwarded to the ACTTC’s office.  

An employee who is eligible for this continued benefit shall notify the ACTTC’s payroll division 
of the employee’s intent to continue insurance coverage no later than five (5) County business 
days after the first day of the leave.  

To ensure continued insurance coverage, premiums shall be paid by the employee to the 
ACTTC’s office no later than the last day of the pay period for which premiums were due. If the 
employee fails to pay the premium by the last day of the pay period, he/she will receive one (1) 
reminder notice. In order to prevent a lapse in coverage due to non-payment, the employee 
shall pay a $25.00 late charge in addition to the premium amount by the date specified in the 
reminder notice. Only one (1) reminder notice will be sent. If the employee fails to make proper 
payment within 30 days of the first due date, the employee’s continued medical insurance shall 
be terminated. 

5.27 Extra-Help Employee – Proration of Medical Benefits  

Extra-help employees shall be eligible to participate in the SCTA’s medical plans.  SCTA’s 
contribution toward their premiums shall be pro-rated based on hours worked. Pro-ration 
shall be based on the number of pay status hours in the pay period, excluding overtime.  

Pro-ration for extra-help employee medical benefits shall be as follows:  



(1) For each pay period in employee works forty (40) or more hours, the full SCTA contribution 
will be paid.  

(2) For each pay period in which employee works more than twenty (20) but fewer than forty 
(40) hours, the above amounts shall be prorated in proportion to the number of hours worked 
in the pay period.  

(3) For each pay period in which employee works fewer than twenty (20) hours, no SCTA 
contribution will be made. 



Section 6 At Will Employment 
Date Effective: July 1, 1998 

SCTA Employees serve in “at will” positions at the pleasure of the Executive Director.  The 
Executive Director is considered to be the appointing authority for employees of the SCTA 
and may take all necessary actions to hire, promote, demote, transfer, suspend with or 
without pay, or discharge any employee. 

The Executive Director shall consult with the SCTA Chair before action is taken to discharge 
an employee. The Executive Director will also inform the SCTA Executive Committee and 
promptly notify the SCTA Board of the action taken. 



Section 7 Expenses 
Date Effective: October 12, 2020 

The following are the procedures relative to travel, mileage and meal expenses: 

7.1 Reimbursement for Mileage 

An SCTA employee who is authorized to use a personal automobile for travel required in the 
performance of official SCTA business, shall be reimbursed at the current applicable federal 
business standard mileage rate as established by the IRS, for each mile driven. 
Reimbursement shall be made after the employee submits substantiation of the date, place 
and purpose of travel in writing to the Executive Director. Any parking costs, public transit 
costs, and/or tolls associated with the trip are also reimbursable upon substantiation.  
Mileage reimbursements must be submitted no later than 90 days following the date of travel. 

In the event that an employee required by the SCTA to use a private automobile on SCTA 
business, should incur property damage to the employee’s automobile through no 
negligence of the employee, and the employee is unable to recover the costs of such damage 
from her own insurance company or from the other driver or any other source, such costs 
shall be covered under the SCTA’s Liability Policy to a sum not to exceed the limits of the 
policy, provided that any claims the employee may have against her/his insurance company 
or any third party have been litigated or settled, and provided further that the employee is 
not found guilty of a violation of the California Vehicle Code or Penal Code in connection with 
the event causing such damage.  The employee shall submit proof of loss, damage or theft to 
the Executive Director within thirty (30) days of such loss, damage or theft. 

7.2 Conventions, Seminars or Meetings 

An SCTA employee may attend a convention or meeting pertaining to his/her office when 
authorized by the Executive Director and within the budgetary program or using professional 
development funds approved by the SCTA Board of Directors. 

7.3 Meals 

When required or approved by the Executive Director, employees may be reimbursed for 
meals, not to exceed a reasonable amount, consumed in connection with SCTA business 
when one of the following conditions exists: 

 An employee attends a meeting or conference for the SCTA’s benefit at which time a 
meal is a regularly scheduled event and at which attendance has been anticipated 
within the travel budget. 

 An employee is required to attend a meeting concerning SCTA business because of his 
or her official position. 



 An employee has been assigned by the Executive Director to attend a meeting 
concerning official business as a representative of the SCTA or to attend a training 
course. 

 An employee is required to incur expenses as host for a person or persons deemed by 
the Executive Director to be an official guest of the SCTA. 

The Executive Director is accountable for determining the necessity for expending public 
funds for meals, the appropriateness and accuracy of the claim, the availability of funds, and 
conformity with SCTA policy. 



Section 8 Work Hours 
Date Effective: October 12, 2020 

Types of Employment 
A. Full-Time: Allocated positions that are regularly scheduled to work eighty (80) hours in a 

bi-weekly pay period. 
B. Part-Time: An allocated position that is regularly scheduled to work less than eighty (80) 

hours in a bi-weekly pay period. 
C. Extra-Help: A non-allocated assignment of duties. An Extra-help employee is a person who 

is employed for the purpose of relieving or augmenting permanent staff in the 
accomplishment of work. Extra-help employees shall not have property rights to 
permanent or continued employment, and shall not be used to circumvent filling of 
permanently allocated positions.   

There are four types of extra-help employees:  

1. Temporary - Temporary extra-help employees relieve or augment permanent staff on a 
continuous basis for a period not to exceed one calendar year without a substantial break 
in service (three continuous months), unless approved by the Executive Director. 
Examples of the use of temporary employees include but are not limited to vacation, 
pregnancy and disability relief, and temporary assignment to assist a department with a 
workload that is too great to be dealt with expeditiously by permanent employees of the 
department. 

2. Intermittent - Intermittent extra-help employees augment permanent staff when there 
is a need to maintain adequate work coverage either for short periods of time at recurrent 
intervals, or for ongoing periods of time for fewer than 4 days per pay period on a regular 
basis. 

Examples of intermittent employment include, but are not limited to, "on-call" and "pool" 
staffing. The total number of hours an intermittent employee shall work in any twelve (12) 
month consecutive period cannot exceed the number of hours equivalent to what a full-
time employee would work in eight (8) months, (i.e., 1380 hours excluding overtime).  

3. Seasonal - Seasonal extra-help employees augment permanent staff by performing 
duties that are required at certain times or seasons of the year. Seasonal employment 
shall not extend beyond six (6) calendar months in any twelve (12) month consecutive 
period. 

4. Intern - means a student who is enrolled in a full-time or part-time academic or 
vocational curriculum which is directly related to the work the Intern performs for the 
SCTA; or an individual enrolled in a formal workforce development program. 

An Intern may not work in excess of 1560 hours in a twelve month period from date of 
hire. An internship may extend beyond the initial twelve-month period to a maximum of 
thirty-six (36) consecutive months provided the Intern remains enrolled in the related 
academic curriculum or formal workforce development program throughout the thirty-six 



month period. Each individual who is employed as an Intern in excess of twelve 
consecutive months must be approved by the Executive Director beyond that period of 
time.  

Work Hours 

The offices of the SCTA shall be open to the public Monday through Friday between 8:00 a.m. 
and 5:00 p.m. except for SCTA holidays as defined in the Policies and Procedures #3. 

Employees may work flexible daily work schedules if approved by Executive Director provided 
that: 

 The total work hours are accumulated during the daily hours of 7:00 a.m. to 7:00 p.m. 
each pay period (bi-weekly) 

 The employees are present at their job assignment during the “core time” of 9:00 a.m. 
to noon and 1:30 p.m. to 3:30 p.m. 

 Employees take at least a 30-minute lunch break during the period of 11:00 a.m. to 
2:00 p.m. and the lunch break does not exceed two hours. 

Work away from the office, such as telecommuting from home, as authorized by the Executive 
Director, will be credited as work hours. 

The Executive Director must approve time off during the core time in excess of work breaks. 

When the Executive Director determines that operating needs require hours of coverage other 
than those defined as “core time,” the employee will be required to work them and shall be 
paid pursuant to the salary and overtime schedules and policies. 

Schedule – Incidental Flex Time 

An Unrepresented employee may request, and a supervisor may approve, incidental flex time 
in which an employee works variable work hours with corresponding flex hours off.  All 
requests and approvals shall be in writing.  Non-exempt (Non-Administrative Management) 
employees must take all flex hours off within the forty (40) hour work week in which the 
variable hours are worked, and exempt (Administrative Management) employees must take 
all flex hours off within the eighty (80) hour pay period in which the variable hours are 
worked.  Employees who participate in an incidental flextime arrangement shall waive daily 
overtime for time designated as flextime worked.  

Performance of Work during Emergency Declaration  

In the case of a declared emergency or related activity that prevents the office from 
remaining open, the following policies apply: 

 Employees will report to their manager via phone and email and managers will 
communicate with employees about status of work operations. 

 SCTA employees are not technically emergency workers but may be called upon to 
support Emergency Operation Centers if needed. 



 Employees will continue to perform work outside of the office and be available during 
regular business hours unless released by their manager.  

 Employees released from work during an emergency declaration will be granted paid 
leave for up to 40 hours.  

Performance of Work Related to Office Shut Down 

In the case of a power shut down that prevents the office from remaining open, the following 
policies apply: 

 Employees will report to their manager via phone or email and managers will 
communicate with employees about status of work operations. 

 Employees will continue to perform work outside of the office and be available during 
regular business hours. Following notification of a potential power shut down, 
employees should prepare work that can be done at home or elsewhere and should be 
available for calls, emails or meetings unless specifically released from work. 

 Staff who are released during a de-energization event will be granted paid leave for up 
to 40 hours.  

This policy assumes the office will be without power for a period of up to 5 days with limited 
or no access to office computers and phones. 

Office Visitor Policy 

No visitors may enter the area of the office behind the reception desk without permission 
from an SCTA/RCPA employee. Mail and parcel deliveries should be made via the lock-box 
outside the office when possible, or left at the front table if no signature is required. 

Any requests made by visitors to see an SCTA or RCPA employee should be confirmed by 
reception staff via email or Jabber text so that staff have a chance to respond silently. The 
following should be requested related to any inquiry about SCTA/RCPA staff availability: 

 What is your name? 
 What is the purpose of your visit? 
 Is he/she expecting you? 

 
Outside groups using the conference room should be asked to keep the internal door shut 
and refrain from entering our office from the conference room unless permitted by an 
SCTA/RCPA employee. 
 
SCTA/RCPA employees will ensure that visitors for which they are responsible are not 
disruptive to the office working environment, in the form of noise, use of the kitchen or other 
shared spaces, or other behaviors that reduce employee privacy. 



Section 9 Timely Response to Phone Messages / Written Requests 
Date Effective: September 12, 2016 

The perception of our effectiveness as the staff to the SCTA will be judged in many ways.  One 
of those ways is how well we serve the SCTA Board members, the staff of the cities and the 
county, and the public.  Our timely response to phone, email and written inquiries is a 
tangible measure of our commitment to serving these constituencies. 

9.1 Phone Messages 

Every effort should be made to respond to a phone message as soon as possible, preferably 
within 24 hours. If the person that called will require information you do not have or they 
expect a detailed response you are not prepared to offer immediately, you should call the 
person back within 24 hours and give them a schedule of when you can respond in 
detail. 

9.2 Email and Written Requests 

Every effort should be made to respond to email and written requests as soon as possible. 
Email requests should be replied to within 24 hours. If the email request will require 
information you do not have or a detailed response is you required let them know you have 
received their email and will be working on a response in the coming week.. A request should 
be replied to within one (1) week and given a schedule of when the detailed response can be 
given should it be required. 



Section 10 Media Relations 
Date Effective: July 1, 1998 

It is important that the information given to the press is accurate, complete, and placed in 
context.  It should be the objective of staff to be open and prompt in responding to press 
inquiries.  Often the press operates on very tight deadlines and requires information that day. 

10.1 Who talks to the news media? 

 SCTA Board Members and the Executive Director unless specific technical or program 
information is required.  However, staff can expect to be contacted directly by 
reporters at public meetings or by phone. 

 In certain circumstances, professional staff may be called on to provide technical 
information to the media.  An excess of complicated technical information can cloud a 
good news story.  When receiving a call directly from the press: 
o Determine the name, and organization, date, and time and write it down. 
o Determine the nature of the inquiry and write it down 
o Either refer the call to the Executive Director or answer the question(s) consistent 

with the guidelines of this memo, and  
o If the inquiry is answered, complete a brief written record and forward to the 

Executive Director. 
 The Chair of the SCTA Board or the Executive Director shall make all contacts with the 

media regarding feature articles and appearances on talk shows. Any staff person 
receiving such a request from the media should forward it to the Executive Director. 

 SCTA initiated contacts with the media, such as press releases or requests to appear 
before editorial boards shall be made by the Executive Director or Chairperson of the 
SCTA or the designee of either person. 

10.2 Policy vs. Information 

When speaking to the media, always identify the kind of information given. The SCTA Board 
makes policy.  While the staff may propose a policy or suggest policy options, a policy is 
official only after the SCTA Board acts.  Staff may produce technical reports as information to 
the SCTA Board.  Each staff member should ensure that the media understands the nature of 
the information given (e.g. staff report, staff recommendation, proposed policy or approved 
SCTA Board policy). 

10.3 How to talk to reporters 

 Simply.  The media for the most part do not have technical expertise in transportation. 
 Concisely.  Most reporters are bright but must deal with a multitude of issues. Errors 

are likely to occur with questions answered in an unclear manner.  Staff should keep in 



mind that newspapers are written for the sixth grade level reader, that TV and radio 
news stories are typically very concise (30-90 seconds), and that disclaimers, 
exceptions, and qualifying factors are often left out of news stories. 

 Willingly.  The media are the eyes and ears of the public.  Public acceptance of the 
SCTA and its programs depend on public understanding, facilitated through honest 
and open dealings with the media. 

 Honestly.  Always assume you are talking “on the record.”  There is no such thing as 
“off the record” when talking to the media.  Make sure facts are correct. If you don’t 
know, say so but that you will find out and follow through.  On rare occasions you may 
know but do not wish to comment. Don’t lie. Say you do not wish to comment. 

 Promptly.  Media calls and requests should receive highest priority.  Media deadlines 
are absolute, and news is news for a very short time.  If you do not answer promptly, 
the reporter will complete the story without your information, and errors or omissions 
may occur. 

 Sensitively.  A spokesperson for the SCTA, dealing with politically sensitive issues, 
must consider the political implications of what is said.  Any staff person who does not 
have a grasp of facts or political implications should ask a senior staff person to 
handle the request.  Information given to the news media cannot be retracted. 



Section 11 Prohibiting Harassment, Discrimination & Retaliation 
Date Effective: March 14, 2006 

11.1 Purpose 

The purpose of this Policy is to establish a strong commitment to prohibit and prevent 
discrimination, harassment, and retaliation in employment, to define those terms, and to 
identify a procedure for investigating and resolving internal complaints. The SCTA 
encourages employees to report any conduct that is believed to violate this Policy as soon as 
possible. 

11.2 Policy 

The SCTA has zero tolerance for any conduct that violates this Policy. Conduct need not rise 
to the level of a violation of law in order to violate this Policy. Instead, a single act can violate 
this Policy and provide grounds for discipline or other appropriate action. 

Harassment or discrimination against an applicant or employee by a supervisor, 
management employee, co-worker or contractor on the basis of race, religion, sex (including 
gender and pregnancy), national origin, ancestry, disability, medical condition, genetic 
characteristics, marital status, age, or sexual orientation will not be tolerated. 

This Policy applies to all terms and conditions of employment, including, but not limited to, 
hiring, placement, promotion, disciplinary action, layoff, recall, transfer, leave of absence, 
compensation, and training. 

Disciplinary or other appropriate action up to and including termination will be instituted for 
prohibited behavior as defined below. 

Any retaliation against a person for filing a complaint or participating in the complaint 
resolution process is prohibited. Individuals found to be retaliating in violation of this Policy 
will be subject to appropriate disciplinary action up to and including termination. 

11.3 Definitions 

Protected Classifications: This policy prohibits harassment or discrimination because of an 
individual's protected classification. "Protected Classification" includes race, religion, color, 
sex (including gender and pregnancy), sexual orientation, national origin, ancestry, 
citizenship status, uniformed service member status, marital status, pregnancy, age, medical 
condition, genetic characteristics, and physical or mental disability. 

Policy Coverage: This policy prohibits SCTA officials, officers, employees or contractors from 
harassing or discriminating against applicants, officers, officials, employees, or contractors 
because (1) of an individual's protected classification, (2) of the perception than an individual 



has a protected classification, or (3) the individual associates with a person who has or is 
perceived to have a protected classification.  

Discrimination: This policy prohibits treating individuals differently because of the 
individual's protected classification as defined in this policy. 

Harassment may include, but is not limited to, the following types of behavior that is taken 
because of a person's protected classification. Note that harassment is not limited to conduct 
that SCTA employees take. Under certain circumstances, harassment can also include 
conduct taken by those who are not employees, such as elected officials, appointed officials, 
persons providing services under contracts, or even members of the public:  

Speech: Such as epithets, derogatory comments or slurs, and propositioning on the basis of a 
protected classification. This might include inappropriate comments on appearance, 
including dress or physical features, or dress consistent with gender identification, or race-
oriented stories and jokes.  

Physical acts: Such as assault, impeding or blocking movement, offensive touching, or any 
physical interference with normal work or movement or other conduct that is inappropriate 
in the work place. This includes pinching, grabbing, patting, propositioning, leering, or 
making explicit or implied job threats or promises in return for submission to physical acts.  

Visual: Such as derogatory posters, cartoons, drawings, e-mails, pictures or videos. 

Unwanted sexual advances, requests for sexual favors and other acts of a sexual nature, 
where submission is made a term or condition of employment, where submission to or 
rejection of the conduct is used as the basis for employment decisions, or where the conduct 
is intended to or actually does unreasonably interfere with an individual's work performance 
or create an intimidating, hostile, or offensive working environment. 

Guidelines for Identifying Harassment: To help clarify what constitutes harassment in 
violation of this Policy, use the following guidelines: 

• Harassment includes any conduct that would be "unwelcome" to an individual of the 
recipient's same protected classification and that is taken because of the recipient's 
protected classification.  

• It is no defense that the recipient appears to have voluntarily "consented" to the 
conduct at issue. A recipient may not protest for many legitimate reasons, including 
the need to avoid being insubordinate or to avoid being ostracized. 

• Simply because no one has complained about a joke, gesture, picture, physical 
contact, or comment does not mean that the conduct is welcome. Harassment can 
evolve over time. Small, isolated incidents might be tolerated up to a point. The fact 



that no one is complaining now does not preclude anyone from complaining if the 
conduct is repeated in the future. 

• Even visual, verbal, and/or physical conduct between two employees who appear to 
welcome it can constitute harassment of a third applicant, officer, official, employee 
or contractor who observes the conduct or learns about the conduct later. Conduct 
can constitute harassment even if it is not explicitly or specifically directed at an 
individual.  

• Conduct can constitute harassment in violation of this Policy even if the individual 
engaging in the conduct has no intention to harass. Even well intentioned conduct can 
violate this Policy if the conduct is directed at, or implicates a protected classification, 
and if an individual of the recipient's same protected classification would find it 
offensive (e.g., gifts, over attention, endearing nicknames).  

• Retaliation: Any adverse conduct taken because an applicant, employee, or contractor 
has reported harassment or discrimination, or has participated in the complaint and 
investigation process, is prohibited. "Adverse conduct" includes: taking sides because 
an individual has reported harassment or discrimination, spreading rumors about a 
complaint, shunning and avoiding an individual who reports harassment or 
discrimination, or real or implied threats of intimidation to prevent an individual from 
reporting harassment or discrimination. The following individuals are protected from 
retaliation: those who make good faith reports of harassment or discrimination, and 
those who associate with an individual who is involved in reporting harassment or 
discrimination or who participates in the complaint or investigation process. 

11.4   Management Responsibilities 

In order to prevent sexual harassment, management and supervisory employees are 
responsible for, among other things, informing employees of this Policy and reporting all 
complaints for sexual harassment or any type of discrimination to the Executive Director. It is 
the responsibility of the Executive Director to take appropriate action. 

11.5   Reporting Harassment and Discrimination 

Acts of harassment or any type of discrimination should immediately be reported either to 
your supervisor or the Executive Director. If possible, this should be reported first to a 
supervisor or manager 

11.6   Harassment and Discrimination Complaint Procedure 

All reports of possible violations of this Policy will be timely and thoroughly investigated, as 
appropriate. Depending on the outcome of the investigation, and the circumstances of the 
case, appropriate action will be taken.   

11.7  Defense and Indemnification 



Anyone who engages in conduct that is found to violate this Policy may not be entitled to 
indemnification and defense where the SCTA Board finds that such conduct falls outside the 
scope of employment. 

11.8   Administration 

This program of Equal Employment Opportunity may be amended as needed by a majority 
vote of the SCTA Board of Directors. 



Section 12 Attendance at SCTA sponsored events 
 

Date Effective: July 1, 1998 

While the SCTA employees are invited to attend all SCTA sponsored functions, such as 
conferences, symposiums, field trips, etc. compensation for attendance shall be as follows: 

 If an employee attends a SCTA sponsored function at the specific request of his/her 
supervisor or because it is required within the scope of his/her job function, and that 
function is held after official working hours or on a week-end, then the employee is 
entitled to overtime pay or comp time depending on their employee status, and 
related transportation expenses.  Attendance at such functions requires the 
supervisor’s prior approval. 

 If an employee attends a SCTA sponsored function, whether during or after official 
working hours, of his or her own accord, then the employee is not entitled to any 
compensation, including but not limited to overtime pay, comp time, transportation 
expenses, etc. 



Section 13 Salary Administration Guidelines 
Date Effective: October 12, 2020 

13.1   Starting Salaries – Salary upon Employment 

The Executive Director shall approve initial salaries and increases for all SCTA employees. 

The initial salary offer to new hires should be determined only after verifying that the salary 
range for the job itself is appropriate. The reason for having salary ranges (as opposed to 
single rates) is to be able to vary actual salaries for individuals in recognition of performance 
and experience. 

The minimum of the pay range is not the same as the hire rate and should not be used as 
such. The appropriateness of a new hire salary, within the guidelines stated above, will be 
determined based on budget constraints and the Executive Director’s management 
judgment. Consideration will be given to the candidate’s background and skill level, the time 
it is presumed it will take for the individual to learn the job, the current competitiveness of 
the market for the particular job, and any other factors that may be pertinent. 

13.2   Promotions – Full-time and Part-time Employees 

A promotion, by definition, is a reassignment of an employee from one job to another job 
with the SCTA that is classified in a higher pay range. If a job is reclassified to a higher pay 
range, and the same individual employee remains in the job, it is a promotion-in-place. The 
same salary administration guidelines apply to both promotions and promotions-in-place. 

Promotional increases shall be based on the appropriate salary level within the new 
position’s salary range depending on the employees’ performance and experience. 

13.3   Demotions – Full-time and Part-time Employees 

When an individual is moved to a job with a lower salary grade, salary adjustments may or 
may not be appropriate. If, by mutual consent, the employee requests or agrees to the 
demotion, the current salary should be reassessed relative to its position in the new salary 
range. If it is over the maximum of the new range, consideration should be given to a salary 
decrease to an appropriate salary level within the new range.  

If the demotion is the result of a job reclassification and results in a situation where the 
employees’ salary is higher than appropriate for job duties and the salary range, it is generally 
best to grant no increases to the salary until such time as labor market inflation results in 
increased ranges and the salary falls into the range at a level that would justify a merit 
increase. Pay decreases are seldom imposed in this situation, although the final decision 
rests with the Executive Director’s discretion. 



13.4   Salary Increases – Full-time and Part-time Employees 

The Executive Director may issue guidelines to help recommend whether an employee should 
receive an annual salary increase after the employee’s annual performance evaluation. 

Salary increases will be allocated among employees in consideration of the following criteria: 

 Current position of salary level within the approved salary range of a job 
 Performance evaluation 
 Budget constraints 

The Executive Director exercises discretion and management judgment in the process of 
making salary increase recommendations.  

13.5 Salary – Consideration Upon Reappointment or Return 

 A full-time or part-time employee who resigns in good standing and is reappointed on a full-
time, part-time, or Extra Help basis in the same or closely related class in the same or in a 
lower salary scale within five (5) years of resignation, shall not be paid less than two (2) steps 
below the step paid at the time of resignation.   

13.6 Salary – Extra Help to Extra Help or Permanent Appointments 

A. An Extra Help employee who is appointed to an allocated part-time or full-time position in 
any class and without a break in service, shall be paid at a step in the appropriate salary 
scale which is nearest in the amount to that of the step received while employed in the 
Extra Help position. Employment at a higher salary step not to exceed the maximum of 
the scale may be authorized upon recommendation of the appointing authority and 
approval by the Executive Director.   

B. An Extra Help employee who is appointed to another Extra Help job without a break in 
service shall receive the salary rate step in the new scale which is closest to but not 
exceeding the rate paid in the former range.  This provision does not apply to Extra Help 
employment in more than one Extra Help position. 

C. When an Extra Help employee returns within one (1) year from the date of separation to 
the same position, which the employee previously occupied or to a similar position paid 
on the same salary scale, the employee shall receive the same step of the scale as the 
employee received upon separation.  Such employee shall be considered for merit 
increase when the employee's total hours in pay status before and after separation and 
restoration equal the number of hours required for a merit increase. 



Section 14 Performance Evaluations 
Date Effective: July 1, 1998 

While continuing to emphasize the at-will nature of employment with the SCTA, performance 
evaluations (1) will be conducted annually for all Full Time and Part-Time employees and (2) 
the will be the basis for considering salary adjustments for employees.  All salary adjustments 
are to be approved by the Executive Director. Evaluation of and compensation for the 
Executive Director is determined in a separate contract negotiated directly between he/she 
and the SCTA Board of Directors. 



Section 15 Drug and Alcohol Policy 
Date Effective: July 1, 1998 

The object of the SCTA’s alcohol and drug policy is to provide a safe and healthy workplace 
for all employees, to comply with federal and state health and safety regulations, and to 
prevent accidents. 

The manufacture, use, possession, sale, distribution, transfer, purchase or being under the 
influence of alcoholic beverages, illegal drugs, narcotics, controlled substances or intoxicants 
(collectively “Alcohol and Drugs”) except for medical purposes as further described below, by 
SCTA employees at any time on SCTA premises or while on SCTA business is prohibited. 

Employees shall not report for duty, enter or remain on SCTA premises while under the 
influence of alcohol and/or drugs nor have in their possession any such Alcohol and/or Drugs 
while on SCTA premises. 

The legal use of controlled substances, such as prescription drugs prescribed by a licensed 
physician or over-the- counter medications that you buy at the store is not prohibited by this 
policy. Employees who are using prescriptions or over-the-counter medications that may 
impair their ability to perform their job safely must report such use to their supervisor 
immediately before starting or resuming work.  If employees discover that such medication 
has an impaired or adverse impact on their ability to work, they should contact their 
physician immediately. 

Any violation of this policy may result in disciplinary action up to and including immediate 
termination. 



Section 16 Staff Development Benefit and Wellness Allowance 
Program 
Date Effective: October 12, 2020 

The Staff Development Benefit and Wellness Allowance Program provides an annual 
reimbursement allowance to assist SCTA/RCPA employees achieve professional and 
educational growth related to their job with the SCTA/RCPA as well as personal wellness. The 
Program covers work-related expenditures such as classes and seminars, professional 
memberships, registration fees, educational materials, tools and equipment.  

The benefit may also be utilized to promote healthy lifestyles by allowing participation in 
physical fitness, weight reduction, stress reduction and smoking cessation programs not 
otherwise provided through traditional health care benefits.  

All benefits provided under this Program are subject to applicable provisions of federal 
and/or state law, and all applicable SCTA/RCPA policies and procedures, as approved by the 
Executive Director and the SCTA/RCPA Board of Directors. 

Full time, permanent employees are eligible for this Program. 

The SCTA will provide the level of benefits allowable under the Staff Development and 
Wellness Allowance Program (SDW) as set forth in the SCTA Personnel Policies and in 
accordance with allowable expenditure as described at the SDW web site for County of 
Sonoma - http://sonomacounty.ca.gov/HR/Benefits/Staff-Development/ 

Annual allowance for Unrepresented Employees is: 

 Combined Use Annual Allowance: $1,000 
 Carryover Allowed Annually:  None 

Annual allowance for Administrative Management is: 

 Combined Use Annual Allowance: $1,500 plus 2.25% of base salary 
 Carryover Allowed Annually:  None 

Combined Use Allowance – Administrative Management staff 

These funds may be used for eligible Wellness, Physical Fitness, and/or Staff Development 
expenses as specified above. 

The Combined Use Allowance will not be eligible for carryover into the next fiscal year. 

For further detail on Program implementation as managed by County of Sonoma Human 
Resources, please see “Staff Development Benefit Allowance Program Administrative 
Manual” at the http://sonomacounty.ca.gov/HR/Benefits/Staff-Development/website. 

http://sonomacounty.ca.gov/HR/Benefits/Staff-Development/website


For purposes of this and related policies, Unrepresented staff is BU:00 and Administrative 
Management staff is BU:50. 



Section 17 Sabbatical Leave 
Date Effective: May 8, 2006 

17.1   Requirements 

An appointing authority, within his/her sole discretion, may allow an unrepresented 
Administrative Management employee a sabbatical leave from the employee's position with 
the SCTA for a period not to exceed six (6) calendar months. Prior to commencing the leave, 
the employee must have served the equivalent of seven (7) years of full time service in pay 
status in a position or positions designated by the SCTA as Administrative Management.  Each 
subsequent sabbatical leave shall require the equivalent of an additional seven (7) years of 
similar service.  Any unpaid absence from work, which lasted longer than two (2) full pay 
periods, shall not be counted in the qualifying period. 

17.2   Approval 

An unrepresented Administrative Management employee must apply for the sabbatical leave 
in writing to the employee's appointing authority who shall respond to the request in writing 
by either approving or disapproving the leave. The decision of the appointing authority is 
final, may not be appealed or grieved under any SCTA policy, resolution or rule. 

17.3   Continuation of Benefits 

During the sabbatical leave and notwithstanding any other section of this Policy, the 
employee shall not receive any regular salary or pay; however, the SCTA shall continue to 
make its normal contributions for the employee's and their eligible dependents’ health, 
dental, vision care, life, long term disability benefits, and any other such health and welfare 
benefits as may be granted unrepresented Administrative Management employees in the 
future, as were paid at the commencement of the leave. The employee shall make 
appropriate payments acceptable to the ACTTC in order to continue coverage during the 
period of the sabbatical leave. 



Section 18 SCTA/RCPA Telework Policy 
Date Effective: October 12, 2021 

The SCTA/RCPA recognizes that teleworking can be a viable alternative work option that may benefit 
both the organization and the individual employee, and supports efforts to reduce negative effects on 
the climate. The purpose of this policy is to authorize and define the scope of telework to permit 
employees to work remotely from an alternative work location.  

Telework is a pre-approved and voluntary work arrangement made between an employee and their 
manager. Telework schedules are authorized to coincide with in-office hours or an approved work 
schedule. Teleworking does not modify an employee’s salary, job responsibilities, or benefits. The 
expectation for the quality, quantity and timeliness of work deliverables and work performance is not 
modified by telework arrangements.  

Employees in positions that meet the defined eligibility criteria may request a telework arrangement 
to their manager. The manager retains the sole discretion to authorize telework; managers shall base 
their discretion on operational and service delivery factors and the overall SCTA/RCPA philosophy on 
telework arrangements as guided by the Board or strategic priorities. The decision of the manager is 
final and is not subject to appeal.  

The SCTA/RCPA assumes no liability for injuries that occur outside of the performance of the 
employee’s duties and/or outside of the employee’s scheduled telework hours. The SCTA/RCPA 
assumes no liability for injuries or loss to third parties (e.g. family members, other non-SCTA 
employees, etc.) that enter the designated telework workspace. 

Note: Disability accommodations and the interactive process as required by the Americans with 
Disabilities Act is outside the scope of this policy.  

A. Position Eligibility Criteria  

The Executive Director retains the sole discretion to determine the classifications, positions and 
employees that are authorized to telework based on the operational needs of the SCTA/RCPA. Criteria 
to be considered when assessing the appropriateness of a telework arrangement include, but are not 
limited to, the following:  

i. The responsibilities and essential duties of the job classification and particular assignment;  

ii. The operational and functional needs of the department, the potential for diminished 
service levels or disruption to services, including mandated services;  

iii. Job duties which may be performed from a location separate from the department 
worksite without diminishing the quantity or quality of the work performed, considerations 
may also include diminished work team collaboration;  

iv. Factors of how, when, where, the work is completed pursuant to local, state, or federal 
guidance, regulations, orders, or statutory requirements;  



v. The ability to use alternatives to face-to-face communication (telephone, voicemail, e-mail, 
video conferencing, etc.) which mitigate the need for physical presence to perform the duties 
effectively for the position, and work team if applicable;  

vi. Position works under general supervision in the execution and handling of work product, 
such as writing, reading, telephoning, planning, advising, etc.;  

vii. Position is not regularly responsible for customer/client interaction, which entails an in-
person storefront, lobby, clinic, service center, etc. environment, or that interaction may be 
completed without physical presence;  

viii. Supervisory responsibilities may be reasonably performed remotely and do not require 
face-to-face interaction, hands on review or oversight of work, or continuous presence at the 
department worksite; and  

ix. The technology needs of the position must be reasonably feasible to set up in a remote 
work location and not create increased workload to IT resources to support the remote work.  

x. Other considerations deemed necessary and appropriate by the department.  

B. Employee Eligibility Criteria  

i. Employee must be trained sufficiently and have demonstrated work performance to execute 
the duties of the job in an independent manner without close supervision, and the employee 
must be meeting expectations for their position, generally.  

ii. Employee’s primary telework location must be in California, and the employee must be able 
to report to work if needed for necessary operational coverage or as requested by Employee’s 
Manager for a specific purpose within a reasonable amount of time.  

iii. The employee must be able to create a functional and ergonomically safe Alternate 
Worksite with reliable and secure internet access; the employee must complete employer 
provided training on ergonomic safety.  

C. Telework Schedules  

Managers may authorize telework for up to 40% of the employee’s regular weekly work schedule; the 
remaining work schedule will be on site. Employees are required to be at staff meetings and public 
meetings in person unless prior permission is granted by a manager. Any telework schedules greater 
than 40% of an employee’s regular weekly work schedule must approved by the Executive Director. 
Approved telework schedules will be reviewed at least every six months and may be revised based on 
changes in organizational needs. 

Procedure for Approving Telework 

Managers may implement a procedure for requesting telework arrangements. Recommended 
procedures include:  

i. Employee submits a telework request to Manager.  



ii. Manager reviews and considers request. If employee is requesting a telework schedule that 
exceeds 40% of employee’s regular weekly work schedule, Manager makes recommendation 
to Executive Director; otherwise Manager makes decision on request. 

iii. If telework request is approved, this telework policy is provided to the employee along with 
an email stipulating the terms of the arrangement including hours and equipment needs.  

Employee Responsibility for Teleworking Costs and Equipment  

A. Teleworking Costs  

i. Employees may use SCTA supplied ordinary and necessary office supplies such as writing 
supplies, paper, letterhead, post-it notes, tape, etc. for their telework location. Employees 
should follow normal protocols regarding accessing and ordering these types of supplies.  

ii. Employees are responsible for costs associated with the use of computer and/or cellular 
equipment, including data or maintenance costs, internet service, energy, home workspace 
furniture, and ergonomic equipment.  

iii. IRS rules and SCTA mileage reimbursement guidelines will be followed. Accordingly, the 
employee will not receive mileage reimbursement for any travel that would not occur if the 
teleworker were at their department worksite and travel between the telework site and 
departmental worksite for any reason on teleworking days.  

B. Equipment  

i. Employees may use personal computer equipment or authorized equipment assigned to the 
employee such as a laptop. SCTA authorized equipment requires approval. County/SCTA IT 
and security policies and practices must be followed.  

iii. Employees may request reimbursement for equipment that is authorized under the Staff 
Development and Wellness program. Reimbursement is dependent on available funds and 
authorized equipment.  

Responsibilities  

A. Executive Director:  

i. Evaluate and determine which positions are eligible to telework.  

ii. Ensure employees are advised of the Telework Policy.  

iii. Ensure appropriate communication with teleworking employees and managers.  

iv. Follow the policy guidance, protocols and all local, State and/or federal regulatory 
guidelines during regular operations and emergencies.  

v. Ensure there are internal processes that track telework employee schedules via Outlook 
Calendar.  

B. Supervisors/Managers:  



i. Review telework requests submitted by employees.  

ii. Review department operations and identify job duties where telework will be successful to 
be able to make recommendations to the Executive Director.  

iii. Submit Telework requests that exceed 40% of normal work schedule to the Executive 
Director.  

iv. For approved telework arrangements, review the Telework Policy with the employee.  

v. Ensure regular communication and support for teleworkers, to maintain an engaged direct 
report/supervisory relationship.  

vi. Ensure Outlook calendars are updated to reflect telework schedules for all employees. 

vii. Provide performance expectations for the teleworker, such as specific assignments and 
corresponding deadlines.  

viii. Periodically review the telework arrangement with the employee and affirm its efficacy.  

ix. Coordinate with department IT and other staff regarding approved system and equipment 
needs.  

C. Employees:  

i. If desired, request a telework arrangement to their manager.  

ii. If a telework arrangement is approved, adhere to all the Telework Policy provisions.  

iii. Employees must record and report all of their time accurately on their timecard.  

iv. Notify their supervisor as soon as possible if the employee experiences constraints that 
impact their ability to telework such as power/technology failure and make other work 
arrangements to continue working.  

v. Employee is required to follow all SCTA rules, policies and procedures (including Sonoma 
County’s Information Technology Use and Security Policy), and to follow all legal and 
confidentiality requirements.  

vi. Maintain work performance standards including maintaining professionalism during 
communications and meetings and keeping interruptions to a minimum.  

vii. Tax implications related to the home workspace are the responsibility of the employee.  

viii. Employee will manage dependent care and/or personal responsibilities in a manner that 
allows them to successfully fulfill job responsibilities.  

ix. Not hold in person meetings if the teleworking work site is a residence.  

x. Not take confidential information home.  



Definitions  

Alternate Worksite – The primary location designated by the employee and authorized by the SCTA for 
telework. 

Department Worksite – Any facility or location owned, leased, or operated by the department where 
the employee is normally directed to report for work.  

Employee – Full-time, part-time, extra help, probationary and permanent employees.  

Hours Worked – SCTA/RCPA office hours are 8:00am-5:00pm.  

Telework – Employees, during their scheduled work hours as shown on their Outlook calendar and 
approved by their manager, working to fulfill their job responsibilities at a telework location other 
than their primary work location. 

 



Section 19 SCTA/RCPA Office Parking Cash-Out Policy 
Date Effective: May 8, 2023 

The SCTA/RCPA Office Parking Cash-Out Policy is designed to incentivize the use of 
alternative commute modes by providing cash in lieu of subsidized parking. SCTA/RCPA 
encourages employees to find alternate means of commuting to work, such as public transit, 
carpooling, vanpooling, bicycling, or walking. Parking cash-out offers the opportunity to 
improve air quality and reduce traffic congestion by reducing vehicle trips and emissions. 

The SCTA/RCPA will offer staff an option to “cash out” for parking effective the first pay period 
in July 2023. Employees can choose to receive $70/month in taxable income in lieu of an 
assigned parking space. The subsidy is pensionable for employees in Plan A (Legacy - hired 
before 1/1/2013) and non-pensionable for employees in Plan B (PEPRA - hired on or after 
1/1/13).1 This is a voluntary program and subject to all state income and payroll taxes. 

There are 11 assigned parking spots associated with our lease located across 5th street from 
our building.  

Conditions of the parking cash out require: 

1. Staff should avoid impacts to neighborhood parking and use the parking garage if 
needed. 

2. The cash-out can be requested at the start of SCTA/RCPA’s fiscal year and requires at 
least a 6-month commitment. 

3. Employees who must drive to work on a regular basis after committing to the program 
may choose to opt out of the program with a 1-month notice and approval by the 
Executive Director. 

 

 
1 Sonoma County Employees’ Retirement Association, Government Code 31460 (Plan A) and Government Code 
section 7522.34 (Plan B) 



Section 20 SCTA/RCPA Environmental Policy Statement 
Date Effective: May 8, 2023 

We strive to incorporate sustainability into our core operations through internal and external 
efforts. Specifically, we adopt the following policies and practices: 

1. Reduce, Reuse, and Recycle. 

2. Avoid the use of toxic chemicals. 

3. Conserve energy, water, natural resources, and move away from fossil fuels where 
possible. 

4. Promote environmental education, outreach, and awareness to our staff. 

 

1. Reduce, Reuse and Recycle 

We commit to – 

● Work tirelessly to reduce our waste stream by increasing our recycling. 

● Strive to increase waste diversion by recycling all paper, cardboard, wood, metals, 
bottles, plastics, packaging, and cans. 

● Compost all food waste. 

● Discourage the use of disposable products by using washable/reusable items. 

● Reduce the waste generated by donating reusable office items (appliances, electronic 
equipment, and furniture) to charitable organizations. 

● Reuse envelopes and packaging. 

● Provide digital reports, electronic invoices and contracts, maintain a digital file of 
documents, and sign up for online statements. 

● Promote the use of natural lighting and solar energy, where feasible. 

● Institute a policy to turn off lighting and appliances in unoccupied rooms. 

● Conserve water with the installation of ultra-low flow and/or dual flush toilets, 
faucets, and plant native drought-tolerant plants.  

● Eliminating single-use water bottles, single-use coffee pods made from aluminum or 
plastic, and polystyrene packaging materials. 

2. Toxics Reduction 

We minimize the use of toxic materials to protect employee health and the environment. 
Specifically, we do the following - 



● Purchase low to non-toxic janitorial cleaning products (only those approved for use by 
the CA Green Business Program). Certified by Green Seal, UL Ecologo, EPA Safer 
Choice, or with a rating from the Environmental Working Group of an 'A' or 'B.' 

● Use recycled-content products, materials, and supplies when available. 

● Recycle universal wastes (electronics, batteries, fluorescent light tubes, used motor 
oil) and prohibit purchasing materials that may lead to hazardous waste generation. 

● Apply integrated pest management practices. 

3. Conserve Resources 

Environmentally Preferable Purchasing 

We purchase/use the following: 

● Office paper with 100% recycled content or 30% + FSC certified; bathroom, and 
kitchen papers with at least 30%+ post-consumer recycled content as well. 

● Refillable bottles, canvas bags, and reusable to-go containers. 

● LED lighting and Energy Star appliances and electronics. 

● Water-efficient toilets and faucet aerators. 

● Outside food from a recognized Green Business or businesses participating in Zero 
Foodprint, including offering plant-based/vegan options for meetings and events. 

● When feasible, source previously used office furniture. 

 Conserve Fossil Fuels and Reduce Vehicle Travel 

We shall conserve fossil fuels by: 

● Offering telecommuting 

● Encouraging the use of public transit. 

● Promoting biking to work and carpooling. 

● Providing a safe and secure location for bicycle storage. 

● Encourage the use of commuter programs and promote the Emergency Ride Home 
program. 

● Encouraging at least 20% of staff to walk, bike, take transit, or carpool to work. 

4. Employee Education 

We shall educate employees on resource conservation and pollution prevention through – 

● Hosting only zero-waste events i.e. ensuring that little to no waste is generated during 
work parties, picnics, and meetings.  



● Training programs to educate employees on proper recycling & composting practices, 
resource conservation ideas, the importance of low-toxic purchasing, etc. 

● Informing staff of environmental issues in training materials and staff meetings. 

● Encourage staff to use alternative modes of transportation and integrate smart driving 
practices. 

● Establish a Green Team composed of three staff – SCTA, RCPA, and SCTA/RCPA - to 
measure and communicate progress on sustainability initiatives and to ensure all 
practices and educational materials are available to the entire organization.  

Through the course of our work, we endeavor to promote these policies to other companies, 
organizations, and individuals.   



Job Code Job Title

A Step

(Hourly)

I Step

(Hourly)

Minimum

(Monthly)

Maximum

(Monthly)

1383 SCTA RCPA Administrative Assistant I 24.88$           30.23$           4,327$           5,257$           

1384 SCTA RCPA Administrative Assistant II 31.74$           38.59$           5,522$           6,712$           

1385 SCTA RCPA Department Analyst I 41.01$           49.86$           7,133$           8,672$           

1395 SCTA RCPA Department Analyst II 52.34$           63.61$           9,103$           11,064$        

1391 SCTA RCPA Climate Change Program Analyst - Extra Help 26.18$           31.83$           4,553$           5,535$           

1389 SCTA RCPA Project/Program Specialist 32.39$           39.37$           5,633$           6,848$           

1390 SCTA RCPA Senior Project/Program Specialist 40.25$           48.91$           7,001$           8,508$           

1217 SCTA RCPA Planner 40.64$           47.05$           7,069$           8,592$           

1394 SCTA RCPA Transit Planner/Project Manager - Extra Help 51.85$           63.04$           6,764$           10,963$        

1216 SCTA RCPA Senior Planner 52.43$           63.73$           9,118$           11,085$        

1393 SCTA RCPA Assistant Director of Projects and Programming 66.91$           81.33$           11,638$        14,146$        

Job Code Job Title

A Step

(Hourly)

K Step

(Hourly)

Minimum

(Monthly)

Maximum

(Monthly)

1387 SCTA RCPA Director of Climate Programs 68.82$           87.84$           11,969$        15,278$        

1382 SCTA RCPA Director of Planning 68.82$           87.84$           11,969$        15,278$        

1392 SCTA RCPA Chief Deputy Executive Director 86.09$           109.87$        14,973$        19,109$        

1378 SCTA RCPA Executive Director 120.80$        136.67$        21,010$        23,771$        

Section 21 Appendix A Salary Table
2023/2024 SCTA Salary Schedule 2.5% COLA

SCTA Unrepresented Employees

Effective July 1, 2023

SCTA Administrative Management Employees



 

 

Section 22 Acknowledgement and Receipt  
I acknowledge that I have received and read a copy of the SCTA Personnel Policies and 
Procedures. I understand that the SCTA Personnel Policies and Procedures sets forth the 
terms and conditions of my employment with the SCTA as well as the duties, responsibilities 
and obligations of employment with the SCTA.  

My signature below acknowledges that I have received, read and understand the SCTA 
Personnel Policies and Procedures as provided within this document. 

 

 

Employee Signature                                                                                                               |     Date of 
Signature 
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