September 8, 2011

TO: City of Lincoln Personnel Board Members

SUBJECT: Personnel Board Meeting
Thursday, September 15, 2011
1:30 p.m., Council Chambers AMENDED
County-City Building

AGENDA

ITEM 1: Request to change the pay range of the following classification:

CLASS CURRENT PROPOSED
CODE CLASSTITLE PAY RANGE PAY RANGE
4114 Library Service Associate (C17) $33,352.80 (C16) $32,579.04
—$42,590.08 —$41,604.16
4116  Librarian (A10) $44,624.32 (A09) $42,498.56
—$59,519.20 — $56,682.08
4117 Library Manager (A12) $49,202.40 (All) $46,864.48
— $65,624.00 —$62,508.16
4118 Library Coordinator (Al4) $54,248.48 (A12) $49,202.40
—$72,356.96 — $65,624.00

ITEM 2: Request to amend Section 2.76.200 of the Lincoln Municipal Code —
Compensation Plan; Temporary Assignment in a Higher Classification.

ITEM 3: Request to amend Section 2.76.370 of the Lincoln Municipal Code — Authorized
Holidays.

ITEM 4. Request to amend Section 2.76.380 of the Lincoln Municipal Code — Sick Leave
with Pay.

ITEM 5: Miscellaneous Discussion.

PC: Joan Ross, City Clerk
Directors
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2.76.200 Compensation Plan; Temporary Assignment in a Higher Classification.

(a) Any regular employee in a pay range prefixed by "C" who is temporarily assigned to
work in a budgeted position in a class with a higher maximum salary than the maximum salary of
such employee's regularly assigned class and who actually works at least eight or more
consecutive hours in the higher classification shall be compensated at the minimum rate
established for the higher class, or at the next higher step in the higher class above the employee's
current rate of pay, which results in at least a 2.75% increase, whichever is greater._The

employee who is temporarily assigned to serve, and actually does serve in a higher level position,

must be fully qualified to perform the full range of duties of the higher level position, even

though he may not actually perform the full range of duties during the time he is temporarily

assigned to the higher classification. In the event an employee is temporarily assigned to a higher

classification and requests and receives approval for paid leave, such paid leave shall be

compensated at the employee's rate of pay prior to being temporarily assigned to the higher

classification.

(b) Any regular employee, in a pay range prefixed by "N";.or "X"-6t+*E* who is
temporarily assigned to work in a permanent position in a class with a higher maximum salary
than the maximum salary of such employee's regularly assigned class and who actually works a
minimum of eight or more consecutive hours in the higher classification shall receive at least a

step increase or if the employee is at the maximum of the pay range, they shall receive a 3.5%

increase in pay for the original eight consecutive hours worked plus any additional consecutive
hours worked in the higher classification. The employee who is temporarily assigned to serve,
and actually does serve in a higher level position, must be fully qualified to perform the full
range of duties of the higher level position, even though he may not actually perform the full
range of duties during the time he is temporarily assigned to the higher classification. In the
event an employee is temporarily assigned to a higher classification and requests and receives
approval for paid leave, such paid leave shall be compensated at the employee's rate of pay prior
to being temporarily assigned to the higher classification.

(c) Any reqular employee, in a pay range prefixed by “E” who is temporarily assigned to

work in a permanent position in a class with a higher maximum salary than the maximum salary

of such employee's reqularly assigned class and who actually works a minimum of eight or more

consecutive hours in the higher classification shall receive at least a step increase or if the

employee is at the maximum of the pay range, they shall receive a 2.75% increase in pay for the
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original eight consecutive hours worked plus any additional consecutive hours worked in the

higher classification. The employee who is temporarily assigned to serve, and actually does

serve in a higher level position, must be fully qualified to perform the full range of duties of the

higher level position, even though he may not actually perform the full range of duties during the

time he is temporarily assigned to the higher classification. In the event an employee is

temporarily assigned to a higher classification and requests and receives approval for paid leave,

such paid leave shall be compensated at the employee's rate of pay prior to being temporarily

assigned to the higher classification.

te)-(d) Project Leader. When an employee is required to perform duties outside of his
normal job duties due to special or unusual circumstances, a department head or his designated
representative may appoint such employee to serve as a project leader. The appointment shall
last no longer than the length of the project, or for one year, whichever is less. If an employee
with a pay range prefixed by"M" is appointed as a project leader, he shall receive an increase in
compensation of up to ten percent while in the status of project leader. If an employee with a pay
range prefixed by “A”,“C”, or “E” is appointed as a project leader, he shall receive an increase in
compensation of two steps above his current rate of pay while in the status of project leader. The
appointment must be approved by the Director in whatever form he may require.

{e)-(e) Crew Leader. A department head or his designated representative may appoint any
employee to serve as crew leader. The appointment shall be for the purpose of performing duties
outside of his normal job duties as they relate to a special project assignment or performing
duties outside of his normal job duties for the purpose of performing work that needs to be done
to accomplish the daily work of the department or division. The appointment may last up to one
year and may be extended, with review by the Director, due to special circumstances. If an
employee with a pay range prefixed by an "X" or "N" is appointed as a new crew leader, he shall
receive an increase in compensation of one step above his current rate of pay, or three and one-
half percent if at the maximum of the pay range. The appointment must be approved by the

Director in whatever form he may require.
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2.76.370 Authorized Holidays.

(a) The following and, in addition, any other days that may be designated by the Mayor
are paid holidays for probationary and regular employees not represented by a bargaining unit:
New Year's Day, Martin Luther King Jr's Birthday, Presidents Day, Memorial Day, Fourth of
July, Labor Day, Veterans Day, Thanksgiving Day, day after Thanksgiving, and Christmas Day.

(b) In addition, eligible employees will be entitled to two noncumulative personal
holidays each payroll fiscal year for employees with a pay range prefixed by “A”, “C”, “E”, of
“M”_or “DSS”.

(c) In addition, eligible employees will be entitled to nine hours of noncumulative
personal holiday hours each payroll fiscal year for employees with a pay range prefixed by “N” or
X7

(d) These holidays may be taken at any time during the payroll fiscal year, provided
the days selected by the employees have the prior approval of the appointing authority.

(e) Part-time employees shall earn personal holidays on a prorated schedule based
upon the scheduled hours per work week.

()] Personal holiday hours may be taken in any increment of not less than two hour
blocks for those employees with a pay range prefixed by "A", "C", "E", "M", "N" or "X".

(0) Whenever a holiday falls on a Sunday, the following Monday shall be considered
a holiday; whenever a holiday falls on a Saturday, the preceding Friday shall be considered a
holiday. Holidays which occur during a vacation, sick, funeral, or injury leave shall not be

charged against that leave.
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2.76.380 Sick Leave with Pay.

Subsections (a) through (i) shall apply to employees not represented by a bargaining unit.

(a) Amount. For employees with a pay range prefixed by “A”, “C”, “E”, “F”, “M”, or “P”,
sick leave shall be earned by each employee at the factored hourly equivalent of 3.69 hours per
pay period, or 5.54 hours per pay period for an employee with a pay range prefixed by “F” or
“M” who works a fifty-six hour work week. Earnings shall be computed only for those hours
when an eligible employee is in a pay status, excluding overtime.

(b) Amount. For employees with a pay range prefixed by “N” or “X”, sick leave shall be
earned by each employee at the factored hourly equivalent of 101 hours per year. Earnings shall
be computed only for those hours when an eligible employee is in a pay status, excluding
overtime.

(c) When taken. Sick leave will be paid only when an employee is unable to perform
work duties due to actual personal illness, noncompensable bodily injury, pregnancy, or disease,
exposure to contagious disease under circumstances in which the health of other employees or
the public would be endangered by attendance on duty, or to keep a medical or dental
appointment and for no other reason. A sick leave pay account will be established and funds
appropriated for that reason only. Sick leave with pay is intended to be paid on account of
sickness rather than a continuation of salary.

Sick leave must be earned before it can be granted, and advancing sick leave is
prohibited. An employee may utilize no more than his accrued balance of sick leave. When an
employee finds it necessary to be absent for any of the reasons specified herein, the employee
shall cause the facts to be reported to his department head in accordance with departmental rules
and regulations.

Sick leave shall be earned, but not be granted, during the probationary period occurring
after original appointment. An employee must keep his department head informed of his
condition. This shall be on a daily basis unless waived by the department head or designated
representative. An employee may be required by the Personnel Director to submit a medical
certificate for any absence. Failure to fulfill these requirements may result in denial of sick leave.
No refund of vacation time shall be allowed due to illness incurred while on vacation leave. Sick
leave shall not accrue during any period of leave of absence without pay.

(d) Accumulated sick leave. The accumulation of unused sick leave is unlimited.

(e) Unused sick leave. Upon retirement, death or reduction in force, an employee with a
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pay range prefixed by “M” shall have sixty-five percent (65%) of his accumulated sick leave
balance paid into the employee’s PEHP premium account. The rate of payment shall be based
upon the employee’s regular hourly rate of pay at the time the employee retires, is laid off, or at
the time of the employee’s death.

Upon retirement, death or reduction in force, an employee with a pay range prefixed by
“A”, “C”, “E”, “N” or “X”, or the employee’s beneficiary, shall be paid one-half of his
accumulated sick leave in accordance with the applicable terms of the City of Lincoln Personnel
Department policies. The rate of payment shall be based upon the employee’s regular hourly rate
of pay at the time the employee retires, is laid off, or at the time of the employee’s death.

Upon resignation, at-a reqular employee with a pay range prefixed by “N” or “X” shall be
paid 33% of his accumulated sick leave. The rate of payment shall be based upon the employee’s
regular hourly rate of pay at the time the employee resigns.

(F) An employee with a pay range prefixed by “A” or “C” may be granted time off for a
maximum of eighty hours in each calendar year, commencing with the first pay period beginning
in January, for illness in the employee’s immediate family. Immediate family will also include
any other family member, whether it be by blood, marriage, legal adoption, or foster children,
residing in the household. Family sick leave may also be granted to an employee who has been
appointed by a court of competent jurisdiction as legal guardian of any person, with proper
documentation. Such time off will be deducted from the employee’s accumulated sick leave.
Upon written request from an employee in the above-referenced pay ranges, the Personnel
Director may waive the eighty hour limit after reviewing the individual circumstances in support
of the request.

(g) An employee with a pay range prefixed by “N” or “X” may be granted time off for a
maximum of sixty hours in each calendar year, commencing with the first pay period beginning
in January, for illness in the employee’s immediate family. For purposes of this subsection (g),
the term immediate family shall include the employee’s mother, father, sister, brother, husband,
wife, child, foster child, mother-in-law, father-in-law, daughter-in-law, son-in-law, stepmother,
stepfather, stepchild, stepgrandchild, grandparent, grandchild, and the grandparent of the
employee’s spouse, or any other relative residing in the household. Family sick leave may also be
granted to an employee who has been appointed by a court of competent jurisdiction as legal
guardian of any person, with proper documentation. Such time off will be deducted from the

employee’s accumulated sick leave. Upon written request from an employee in the above-
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referenced pay ranges, the Personnel Director may waive the sixty hour limit after reviewing the
individual circumstances in support of the request.

(h) An employee with a pay range prefixed by “E” may be granted time off for a
maximum of eighty hours in each calendar year, commencing with the first pay period beginning
in January, for illness in the employee’s immediate family. For purposes of this subsection (h),
the term immediate family shall include the employee’s mother, father, sister, brother, husband,
wife, child, foster child, mother-in-law, father-in-law, daughter-in-law, son-in-law, stepmother,
stepfather, stepchild, stepgrandchild, grandparent, grandchild, and the grandparent of the
employee’s spouse. Immediate family will also include any other family member, whether it be
by blood, marriage, legal adoption, or foster children, residing in the household. Family sick
leave may also be granted to an employee who has been appointed by a court of competent
jurisdiction as legal guardian of any person, with proper documentation. Such time off will be
deducted from the employee’s accumulated sick leave. Upon written request from an employee
in the above-referenced pay ranges, the Personnel Director may waive the eighty hour limit after
reviewing the individual circumstances in support of the request.

(1) An employee with a pay range prefixed by “M” may be granted time off for a
maximum of eighty hours in each calendar year, commencing with the first pay period beginning
in January, for illness in the employee’s immediate family. For purposes of this subsection (i),
the term immediate family shall include the employee’s mother, father, sister, brother, husband,
wife, child, foster child, mother-in-law, father-in-law, daughter-in-law, son-in-law, stepmother,
stepfather, stepchild, stepgrandchild, grandparent, grandchild, and the grandparent of the
employee’s spouse. Immediate family will also include any other family member, whether it be
by blood, marriage, legal adoption, or foster children, residing in the household. Family sick
leave may also be granted to an employee who has been appointed by a court of competent
jurisdiction as legal guardian of any person, with proper documentation. Such time off will be
deducted from the employee’s accumulated sick leave. Upon written request from an employee
in the above-referenced pay range, the Personnel Director may waive the eighty hour limit after

reviewing the individual circumstances in support of the request.
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