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CITY OF VALLEJO
ADMINISTRATIVE RULES

INDEX
Initial Latest
Effective Revision
Date Date

GENERAL ADMINISTRATION
1.01    Administrative Rules                                            04/24/57        05/01/90
1.02    Timely Action on City Agreements                      12/04/58        03/01/81
1.03    Real Estate Asset Management                          11/22/60        12/14/98

Procedures to Pay for Brokerage Fees
1.04    Correspondence — Standard Form                    06/24/65        01/02/95
1.05    Use of City Telephone for Personal Calls           11/15/57        11/01/93
1.06    News Releases                                                    03/30/79        03/01/81
1.07    Council Agenda Procedure for Regularly            03/30/79        02/05/97

Scheduled Meetings
1.08    Staff Reports - Standard Form                            09/20/61        03/01/81
1.09    City Council Agenda Item Scheduling                 10/30/85        N/A

Procedures
1.10    Monitoring of Contracts                                       10/01/87        N/A
1.11    Records Management Program                          04/11/90        N/A
1.12    Information Systems Management Committee   02/01/91        02/18/97

2.00 PERSONNEL
2.01    Personnel Transactions                                       08/04/58        03/01/81
2.02    Employee Information Meetings                          10/05/61        03/01/81
2.03    Employee Grievance Procedure                         03/01/70        03/01/81
2.04    Record of Employee Commendations or            09/03/63        03/01/81

Reprimands
2.05    Employee Appointment and Induction                09/03/63        03/01/81 

Procedure
2.06 Education and Training Pay Incentive Program 07/01/68 03/01/81

for Police Personnel - Rescinded to Contract
2.07 Education and Training Pay Incentive Program 07/01/68 03/01/81

for Fire Personnel - Rescinded to Contract
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2.08    Prescription Safety Eyewear Program                11/14/68        01/03/05
2.09 Reimbursement for Damaged Uniforms and 03/01/70 03/01/81

Equipment for Sworn Members of Police
and Fire Departments - Rescinded to Contract

2.10 Vacation Selection Procedures for Vallejo 12/11/72 03/01/81
Fire Fighters - Rescinded to Contract

2.11 Acting Pay for Miscellaneous Employees MISSING
2.12    Beneficial Suggestion Plan                                  01/01/73        03/01/81
2.13    Performance Evaluation                                      03/20/74        03/01/81
2.14    Procedures for Resolution of Disputes                06/01/74        10/10/02        

Regarding Disability Retirement Matters for
City of Vallejo Sworn Safety Officers and
Pertaining to Reinstatement of Previously
Retired Sworn Safety Members

2.15    Use of Employees’ Lunch Room, City Hall         02/10/61        03/01/81
2.16    Use of City Vehicles and Privately-Owned         11/15/57        04/08/04

Vehicles on City Business
2.17 Pool Cars MISSING
2.18    Municipal Marina Work Schedule                        01/12/76        03/01/81
2.19    Release of Information - Response to Outside   10/17/79        03/01/81

Employer Reference Checks
2.20    Maternity Leave                                                   07/01/82        N/A
2.21    Policy Prohibiting Discrimination Resulting         02/20/85        N/A

from Harassment
2.22    Fair Labor Standards Act Amendments of          04/15/86        N/A

1985
2.23    Injury and Illness Prevention Program (IIPP)      12/01/86        07/09/03
2.24    Policy to Prohibit Discrimination in                      10/06/89        07/26/92

Employment Against Qualified Individuals
with Disabilities

2.25    1988 Drug Free Workplace Act                           08/02/89        N/A
2.26    Sexual Harassment Policy & Complaint              03/08/93        N/A

Procedure
2.27    Nepotism Policy                                                   08/16/07        N/A
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2.28    Alcohol and Drug Abuse Policy                           07/01/95        01/02/96
2.29    Drug and Alcohol Policy Pursuant to                   06/28/95        01/01/96        

Department of Transportation, Federal
Highway Administration Regulations

2.30 UNUSED
2.31    Leave Without Pay Operational Procedures       12/04/95        10/01/04
2.32    Personnel Requisition Policy/Procedure             12/04/95        N/A
2.33    E-mail, Voice Mail and Internet Use                    03/18/97        08/01/02
2.34    Mentoring Policy                                                  06/01/99        N/A
2.35    Employee Discipline                                            09/01/99        03/27/07
2.36    Confined Space Operations/Rescue                   02/10/02        07/09/03
2.37    Lock-Out/Tag-Out Operations                             02/05/02        07/09/03
2.38    Fall Protection                                                      02/05/02        07/09/03
2.39    Respiratory Protection Program (RPP)               01/12/02        07/09/03
2.40    Trenchwork / Excavation Safety Program           01/16/03        07/09/03
2.41    Personal Protective Equipment (PPE)                07/09/03        N/A
2.42    Powered Industrial Trucks (Forklift)                    07/09/03        N/A

3.00 FINANCE AND COMMERCIAL SERVICES
3.01    Supply and Services Office                                 03/15/67        10/15/85
3.02    Inspection Team Activities                                   03/01/61        03/01/81
3.03    Petty Cash Funds                                                08/01/97        N/A
3.04    Purchasing Procedure - Total Value Less          01/11/78        03/01/81

Than $150
3.05    Travel and Business Expense                             09/30/75        01/01/99
           Amendment to Administrative Rule No. 3.05      09/01/00        N/A
3.06    Returned/Dishonored Checks                             07/01/85        N/A
3.07    Bingo MISSING
3.07    City Capital Improvement Program                     07/27/87        N/A
3.08    Filming Guidelines                                               02/03/00        N/A
3.09    Cellular Phones/Pagers                                       10/31/00        N/A
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3.10    Relocation and Temporary Living Expense        07/01/03        N/A
Reimbursement Policy

4.00 LEGAL
4.01    Review of Legal Documents and Other              03/01/81        N/A

Matters by the City Attorney
4.02    Accident Statements - Rescinded, Unknown   04/03/72        03/01/81

Date
4.03    Citation Procedure                                               07/28/58        11/10/92
4.04    Reporting Incidents and Processing Claims       03/08/77        09/24/02                  

Involving City Personnel and/or Property;

4.05    Relocation Assistance Referral Procedures       10/01/69        03/01/81
4.06    Access to Public Records; Fees Charged          03/01/81        07/01/92

for Copies

5.00 PUBLIC WORKS AND PROPERTY
5.01    Street Abandonment - Requests for,                   06/26/62        08/22/90

Processing of
5.02    Defect Notices                                                     12/16/57        03/01/81
5.03    Maintenance of Unimproved Streets and            06/01/59        03/01/81

Alleys
5.04    Liability Insurance for Use of City Buildings        03/01/81        N/A

and Grounds
5.05    Sidewalk Construction Procedures                     03/01/81        N/A
5.06    Minority Business Enterprises - Utilization          07/31/79        N/A

for Public Works Contract - Rescinded 03/02/01
5.07    Public Improvement Agreement Procedures      08/12/85        N/A
5.08    Public Improvement Security Procedures           11/19/91        12/02/92
5.09    Lake Curry Fishing Permits                                 03/30/93        N/A
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6.00 PLANNING AND LAND USE
6.01    Building Permits                                                   05/04/59        02/25/99

Rescinded 12/02/98
6.02    Zoning Compliance System -                              05/04/59        02/25/99

Rescinded 02/25/99
6.03    Project Review Committee                                  07/01/64        02/25/99
6.04    Park Dedication Fees, Release of-                     03/01/81        02/25/99

Rescinded - 02/25/99
6.05    School Impact Mitigation Fees, Release of         03/01/81        02/25/99
6.06    Annexations                                                         07/01/64        02/25/99
6.07    Business Operations - Mitigating Adverse          05/04/94        02/25/99

Impacts
6.08    Source Reduction and Recycled Content           02/23/00        N/A

Purchasing Policy

7. 00 PUBLIC SAFETY
7.01    Towing Service - Rescinded 05/25/99               01/01/83        N/A
7.02    Alarm Systems                                                     12/24/75        03/01/81
7.03    Ambulance Service - Rescinded  05/25/99        10/15/59        09/23/88
7.04 Communications Center Rules and MISSING

Regulations
7.05    Reporting Litter Violations -                                 09/13/67        11/28/89

Rescinded 05/25/99
7.06    Building Security                                                  05/07/80        03/01/81
7.07    Continuity of Government During Major              10/19/87        03/31/99

Disasters
7.08    City Hall Fire and Evacuation Plan                      04/19/96        03/31/99


