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STATEMENT OF PURPOSE
This Executive and Mid-Management Benefits Summary and Handbook (“Handbook”) establishes the compensation, benefits, leave provisions, and other employment terms applicable to Executive and Mid-Management employees of the City of Willows (“City”).
This Handbook supplements the City’s Personnel Rules and Regulations. Provisions not specifically addressed in this Handbook shall be governed by the Personnel Rules and other applicable City policies. In the event of a conflict, applicable law, City ordinances, City Council resolutions, and individual employment agreements shall control, as applicable.


ARTICLE I - GENERAL PROVISIONS
EXECUTIVE AND MID-MANAGEMENT STATUS
Executive and Mid-Management employees are confidential, non-represented, at-will employees who serve at the pleasure of the applicable appointing authority, consistent with the City's Personnel Rules and Regulations. Employment may be terminated at any time, with or without cause or advance notice, unless otherwise provided by an individual employment agreement, City ordinance, City Council resolution, or applicable law.
Nothing in this Handbook creates a contract of employment, guarantees continued employment, or alters an employee's at-will status.
USE OF CITY FACILITIES
Executive and Mid-Management employees shall comply with the City's Personnel Rules and Regulations governing the authorized use of City facilities, equipment, and resources, including Sections 7.6(E)(15) and 10.8.





ARTICLE II - DIRECT PAY FOR SERVICE

SALARY INCREASES
Executive and Mid-Management employees shall be compensated in accordance with the salary provisions established in Section 9.1 of the City's Personnel Rules and Regulations and the salary schedule adopted by the City Council, except as otherwise provided in this Handbook.
See Appendix III for the current adopted salary schedule.

COST OF LIVING ADJUSTMENT (COLA)
Upon reaching the highest step of the established salary range, Executive and Mid-Management employees shall be eligible for an annual Cost of Living Adjustment (COLA) in lieu of further salary step advancements.
The annual COLA shall be based on the applicable Consumer Price Index (CPI) as of the end of the month preceding the employee's salary advancement anniversary date, subject to a minimum of two and one-half percent (2.5%) and a maximum of three percent (3.0%).
The COLA shall be determined as follows:
· CPI below 2.5%: A 2.5% COLA.
· CPI between 2.5% and 3.0%: A COLA equal to the applicable CPI.
· CPI above 3.0%: A 3.0% COLA.
The COLA shall be applied to the employee's base salary on their salary advancement anniversary date.
The City Manager's compensation and any COLA shall be governed by the City Manager's individual employment agreement and applicable City Council action.

ANNIVERSARY FORMULA
Anniversary dates for leave accruals and salary administration shall be determined in accordance with Section 9.1(D) of the City's Personnel Rules and Regulations.

For Executive and Mid-Management employees who have reached the highest step of their established salary range, subsequent salary adjustments shall be governed by the Cost of Living Adjustment (COLA) provisions of this Handbook.





APPLICATION OF RATES
Initial salary placement and administration of salary ranges shall be governed by Section 9.1 of the City's Personnel Rules and Regulations.
For Executive and Mid-Management employees, the City Manager may authorize initial placement at a higher step within the adopted salary range based on qualifications, experience, education, specialized skills, recruitment considerations, internal equity, or the operational needs of the City.
Salary placement shall not exceed the highest step of the adopted range except as authorized through the COLA provisions of this Handbook or other salary adjustments approved by the City Council.
ADVANCEMENT
Salary step advancement for Executive and Mid-Management employees shall be governed by Section 9.1 of the City's Personnel Rules and Regulations and the City's established performance evaluation process.

Advancement within the adopted salary range shall be based on satisfactory performance, completion of applicable time-in-step requirements, and approval by the City Manager.

Upon reaching the highest step of the applicable salary range, subsequent salary adjustments shall be governed by the Cost of Living Adjustment (COLA) provisions of this Handbook.

REVISION OF SALARY RANGES
Revisions to salary ranges for Executive and Mid-Management employees shall be governed by Section 9.1(K) of the City's Personnel Rules and Regulations.

The City Manager's compensation shall be governed by the City Manager's individual employment agreement and applicable City Council action.

OVERTIME AND ADMINISTRATIVE LEAVE
With the exception of the Fire Chief classification, Executive and Mid-Management employees are designated as exempt employees and are not eligible for overtime compensation or compensatory time off for hours worked in excess of their regular work schedule. The Fire Chief classification is eligible for overtime only when working on a strike team incident as assigned by the California Office of Emergency Services (Cal OES). 
In recognition of the additional responsibilities, extended work hours, and operational demands associated with management positions, eligible Executive and Mid-Management employees shall receive eighty (80) hours of Administrative Leave each fiscal year.
Administrative Leave is provided in lieu of additional compensation or compensatory time for hours worked beyond the employee’s normal work schedule and shall be administered in accordance with Article IV – ATTENDANCE AND LEAVE. 
PAY PERIODS
Payroll administration and payment of wages for Executive and Mid-Management employees shall be governed by Sections 9.1(N)–(O) of the City's Personnel Rules and Regulations and applicable law.


WORK PERIOD
Work schedules for Executive and Mid-Management employees shall be governed by Sections 6.1 and 6.4 of the City's Personnel Rules and Regulations.
Executive and Mid-Management employees may be authorized to work alternative schedules, including 4/10 or 9/80 schedules, with approval of the City Manager based on operational needs.
Such schedules shall not relieve exempt management employees of their responsibility to work the hours necessary to fulfill the duties and responsibilities of their positions.
TELECOMMUTING
Executive and Mid-Management employees do not have a fixed or recurring remote-work schedule. Telecommuting may be authorized at the discretion of the City Manager based on operational needs.
ARTICLE III - INDIRECT PAY, ALLOWANCE, BENEFITS, STIPENDS

RETIREMENT
Executive and Mid-Management employees shall participate in the California Public Employees’ Retirement System (CalPERS) in accordance with Section 9.2 of the City’s Personnel Rules and Regulations, the City’s CalPERS contract, and applicable law.
Applicable retirement formulas are based on each employee’s CalPERS membership classification, including:
· Public Safety Classic: 3% at age 50 
· Miscellaneous Classic: 3% at age 60 
· Public Safety PEPRA: 2.7% at age 57 
· Miscellaneous PEPRA: 2% at age 62
Eligible employees may receive Military Service Credit as Public Service in accordance with the City’s CalPERS contract and applicable CalPERS provisions.

LIFE INSURANCE
Effective July 2025, all employees of this unit shall have a $50,000 life insurance benefit paid by the City.
HEALTH INSURANCE
Executive and Mid-Management employees employed by the City as of July 1, 2022, shall continue to be eligible for 100% City-paid health insurance for the employee and eligible family members under the Silver Plan. These employees shall remain responsible for the full cost of dental and vision insurance premiums.
Executive and Mid-Management employees hired after July 1, 2022, shall be eligible for 100% City-paid health, dental, and vision insurance for the employee and 50% City-paid health, dental, and vision insurance for eligible family members.
Eligible Executive and Mid-Management employees shall receive an annual City contribution of $750 to a Health Reimbursement Account (HRA).
Upon separation from City employment, regardless of the reason for separation, City-paid health, dental, and vision insurance premiums shall terminate at the end of the month in which the separation occurs, subject to applicable law and plan provisions. Continuation coverage shall be governed by Section 9.2(B)(1)(f) of the City's Personnel Rules and Regulations and applicable law.
EDUCATION INCENTIVE
The City will provide an educational incentive of $50 per month upon obtaining a bachelor’s degree or $100 per month upon obtaining a master’s degree. Employees may receive either the bachelor’s degree stipend or the master’s degree stipend, but the incentives are not cumulative.
The City does not provide any additional educational incentive for degrees or academic credentials beyond the master’s degree level.
BILINGUAL PAY
Employees who successfully pass Alta Language’s speaking and listening Spanish language assessment shall receive a $250 per month stipend. Those employees in the Fire Department job classifications shall be required to administer the Fire Services language test. Those employees in Police Department job classifications shall be required to administer the Law Enforcement language test. All other employees in other departments and job classifications shall administer the General Proficiency language test. City to pay for the first test. Any additional testing is at the employee’s expense.

LONGEVITY PAY
Employees with ten (10) years of continuous employment service with the City are eligible for a longevity stipend of $100 paid monthly. Employees with twenty (20) years or more of continuous employment service with the City are eligible for a longevity stipend of $200 per month. 


MOBILE PHONE STIPEND
Executive and Mid-Management employees who use their personal mobile telephone for City business may receive a $40 per month mobile phone stipend.
Employees issued a City-owned mobile telephone are not eligible to receive the phone stipend.
UNIFORM ALLOWANCE
The City recognizes that certain management employees are required, by virtue of their positions and assigned duties, to wear uniforms, specialized work apparel, and/or protective footwear while performing City business.
Uniform allowances are intended for items reasonably necessary for the performance of an employee's official duties. The City Manager may establish administrative procedures governing eligible items, purchasing or reimbursement procedures, payment frequency, documentation requirements, and other conditions necessary to administer the allowance.
Uniform allowances shall be administered in accordance with applicable federal and state wage, tax, and reporting requirements. Nothing in this section prohibits the City from directly purchasing or providing required uniforms, apparel, footwear, protective equipment, or other items in lieu of, or in addition to, a uniform allowance when authorized by the City.
Police Chief. The Police Chief shall be eligible for a uniform allowance of $1000 annually to offset the cost of purchasing, replacing, and maintaining required department uniforms, duty apparel, footwear, and related uniform items. 
Fire Chief. The Fire Chief shall be eligible for a uniform allowance of $1000 annually to offset the cost of purchasing, replacing, and maintaining required department uniforms, station wear, footwear, and related uniform items. 
Public Works Superintendent. The Public Works Superintendent shall be eligible for a uniform allowance of $500 annually to offset the cost of purchasing, replacing, and maintaining required work clothing, uniforms, safety footwear, and related apparel appropriate to the position. 
ARTICLE IV - ATTENDANCE AND LEAVE
ATTENDANCE
Executive and Mid-Management employees shall comply with the attendance, absence notification, and job abandonment provisions established in Sections 6.5 and 7.5(F) of the City's Personnel Rules and Regulations.

RECORDING TIME BY EXEMPT EMPLOYEES
Executive and Mid-Management employees shall comply with the exempt employee timekeeping, attendance, and leave reporting requirements established in Sections 6.2(D)–(F) of the City's Personnel Rules and Regulations.
Fire Chief – Cal OES Overtime Exception: Notwithstanding the general provisions applicable to exempt employees, the Fire Chief may be eligible for overtime compensation when assigned to qualifying strike-team incidents through the California Governor's Office of Emergency Services (Cal OES), subject to applicable law and City authorization.
HOLIDAYS
Executive and Mid-Management employees shall receive holidays in accordance with Section 9.3(A) of the City's Personnel Rules and Regulations.
Due to the nature of their responsibilities, Executive and Mid-Management employees may be required to work or remain available on recognized holidays to meet operational, emergency, public safety, or other City needs.
Exempt Executive and Mid-Management employees shall not receive additional overtime compensation or compensatory time off for work performed on a holiday, except as otherwise authorized under the Fire Chief – Cal OES Overtime Exception. Administrative Leave is provided in recognition of the additional hours and responsibilities associated with management positions, as established in this Article.
VACATION LEAVE
Executive and Mid-Management employees shall accrue and use vacation leave in accordance with Section 9.3(B) of the City's Personnel Rules and Regulations.
Vacation leave accrual rates for Executive and Mid-Management employees shall be as established in Appendix II of this Handbook.
Vacation leave shall be scheduled with the approval of the City Manager, taking into consideration the operational needs of the City.
The City Manager's vacation leave benefits shall be governed by the City Manager's individual employment agreement.
ADMINISTRATION LEAVE
Executive and Mid-Management employees shall receive eighty (80) hours of paid Administrative Leave each fiscal year, covering the period of July 1 through June 30.
Administrative Leave is provided in recognition of the additional responsibilities, extended work hours, and operational demands associated with Executive and Mid-Management positions.
Administrative Leave:
· Shall be credited on a fiscal year basis.
· May be used with approval of the City Manager.
· May be used in hourly increments.
· Does not accumulate or carry over from one fiscal year to the next.
· Has no cash value and may not be cashed out.
· Shall not be paid upon resignation, retirement, termination, layoff, or any other separation from City employment.
· Any unused Administrative Leave remaining on June 30 shall be forfeited.
· The Administrative Leave balance shall reset to eighty (80) hours on July 1 of each fiscal year.
Administrative Leave is provided in lieu of overtime or compensatory time off for additional hours worked by exempt Executive and Mid-Management employees, except as otherwise authorized under the Fire Chief – Cal OES Overtime Exception.
SICK LEAVE
Executive and Mid-Management employees shall be eligible for paid sick leave in accordance with Section 9.3(C) of the City's Personnel Rules and Regulations and applicable law.
Sick leave accrual rates, annual hours credited, and deductions based on scheduled workdays shall be as established in Appendix I of this Handbook.
Employees shall notify the City Manager as soon as reasonably practicable when unable to report to work due to an illness or other qualifying reason for sick leave.



OTHER AUTHORIZED LEAVES OF ABSENCE
Bereavement Leave: Executive and Mid-Management employees shall be eligible for bereavement leave in accordance with Section 9.3(G) of the City’s Personnel Rules and Regulations and California Government Code § 12945.7.
The City shall provide up to three (3) days of paid bereavement leave following the death of a qualifying family member. Eligible employees may take up to five (5) days’ leave of bereavement in total. The remaining two (2) days shall be unpaid unless the employee elects to use available accrued vacation leave, sick leave, Administrative Leave, or other available paid leave, as permitted by law.
Military Leave: Executive and Mid-Management employees shall receive military leave in accordance with Section 9.3(I) of the City’s Personnel Rules and Regulations and applicable federal and state law.

Leave of Absence Without Pay: Executive and Mid-Management employees shall be governed by Section 9.3(J) of the City’s Personnel Rules and Regulations. The City Manager may approve a discretionary unpaid leave of absence of up to three (3) months, subject to operational needs.
Requests shall be submitted in writing and shall state the reason and anticipated duration of the leave. Except where otherwise required by law, employees may be required to use available accrued paid leave before beginning an unpaid leave.
During an approved unpaid leave, vacation and sick leave shall not accrue unless otherwise required by law or City policy. Continued participation in City health benefit plans shall be subject to applicable plan provisions and continuation-coverage requirements.
An approved unpaid leave does not alter an employee’s at-will status or guarantee reinstatement or continued employment, except where required by law.

Injury Leave / Workers’ Compensation: Executive and Mid-Management employees shall be governed by Sections 9.2(A)(2) and 10.11(C)–(E) of the City’s Personnel Rules and Regulations and applicable law. 
Eligible public safety employees shall receive any applicable salary-continuation benefits provided by law.

ARTICLE V - SPECIAL PROVISIONS

RESIDENCY REQUIREMENT
Executive and Mid-Management employees are not required to reside within the City of Willows as a condition of employment.

LAYOFF & ELIMINATION OF POSITION
Executive and Mid-Management employees shall be governed by Section 7.5(G) of the City’s Personnel Rules and Regulations, except as otherwise specifically provided in this Handbook, an individual employment agreement, City Council resolution, ordinance, or applicable law.

An Executive or Mid-Management position may be eliminated, reorganized, or reduced due to changes in organizational structure, lack of work, lack of funding, budgetary constraints, operational needs, or other legitimate City purposes.

Executive and Mid-Management employees are at-will employees. Accordingly, the layoff order, seniority provisions, reinstatement lists, and recall rights applicable to represented or classified employees shall not apply to these positions unless otherwise required by the Personnel Rules and Regulations, an individual employment agreement, City Council resolution, ordinance, or applicable law.

Upon separation, employees shall receive all compensation and accrued benefits due in accordance with applicable City policy and law.

SEVERANCE
Executive and Mid-Management employees who have completed twelve (12) months or more of continuous City service and are terminated without cause shall be eligible for severance as follows:
· Department Heads: Ninety (90) days of full-time salary.
· Mid-Level Managers: Sixty (60) days of full-time salary.
Severance shall not apply to employees who resign, retire, or are terminated for cause.

ARTICLE VI - MANAGEMENT CONCERNS AND ADMINISTRATIVE REVIEW
MANAGEMENT CONCERNS
Executive and Mid-Management employees are encouraged to discuss workplace concerns or questions regarding the interpretation or application of this Handbook directly with the City Manager.
Applicable grievance and administrative review procedures shall be governed by Sections 7.7(F) and 7.7(G) of the City’s Personnel Rules and Regulations.
Nothing in this Article modifies an employee’s at-will employment status or creates additional grievance, disciplinary, or appeal rights beyond those provided by the City’s Personnel Rules and Regulations, applicable City policy, an individual employment agreement, City Council resolution, ordinance, or applicable law.

ARTICLE VII - DISCIPLINARY ACTION AND PROCESS
AT-WILL EMPLOYMENT
Executive and Mid-Management employees are at-will employees and serve at the pleasure of the City Manager, unless otherwise provided by an individual employment agreement, City ordinance, City Council resolution, or applicable law.
DISCIPLINARY PROCEDURES AND APPEALS
Executive and Mid-Management employees shall be governed by Section 7.6 of the City’s Personnel Rules and Regulations regarding applicable disciplinary procedures and appeal rights.
Appointed Department Heads are subject to the exception established in Section 7.6(I) of the Personnel Rules and Regulations. As provided in that section, appointed Department Heads are at-will employees who serve at the pleasure of the City Manager and are not entitled to the disciplinary procedures or appeal rights otherwise provided under Section 7.6 of the City’s Personnel Rules and Regulations.
Nothing in this Article modifies an employee’s at-will employment status or creates additional rights to progressive discipline, continued employment, reinstatement, or appeal beyond those provided by the City’s Personnel Rules and Regulations, applicable City policy, an individual employment agreement, City Council resolution, ordinance, or applicable law.
PROTECTED RIGHTS AND NON-RETALIATION
Executive and Mid-Management employees shall be governed by Chapters 3 and 5 of the City’s Personnel Rules and Regulations concerning discrimination, harassment, retaliation, and whistleblower protections.
Nothing in this Handbook shall limit or diminish any employee rights or protections provided under applicable federal or state law.
ARTICLE VIII - RESOLUTION, FULL UNDERSTANDING, AND NON-NULLIFICATION
RESOLUTION
This Handbook shall not be binding upon the City unless and until adopted by the City Council by resolution, ordinance, or other lawful action.
Upon adoption, this Handbook shall establish compensation, benefits, leave provisions, and other employment terms applicable to covered Executive and Mid-Management employees, except where otherwise provided by an individual employment agreement, City ordinance, City Council resolution, or applicable law.

FULL UNDERSTANDING AND MODIFICATIONS
This Handbook sets forth the compensation, benefits, leave provisions, and other employment terms established by the City for Executive and Mid-Management employees covered by this document.
Nothing contained herein shall be interpreted as creating a collective bargaining agreement, memorandum of understanding, or contract for continued employment.
Executive and Mid-Management employees remain at-will unless otherwise provided by an individual employment agreement, City ordinance, City Council resolution, or applicable law.
Nothing in this Handbook shall supersede the terms of the City Manager’s individual employment agreement. In the event of a conflict, the City Manager’s employment agreement shall control with respect to the City Manager’s compensation, Cost of Living Adjustments, benefits, and other terms specifically addressed in that agreement.
The City Council reserves the right to amend, modify, add to, reduce, or discontinue provisions contained in this Handbook through resolution, ordinance, or other lawful action.

NON-NULLIFICATION
If any provision of this Handbook is determined to be invalid, unlawful, or unenforceable by operation of law or by a court of competent jurisdiction, the remaining provisions remain in full force and effect.
The City Council may amend or replace any affected provision as necessary to comply with applicable law.

APPENDICES
Appendix I - Sick Leave
Appendix II - Vacation
Appendix III - Salary Schedule


APPENDIX I - SICK LEAVE
Sick leave accrual, accumulation, and use for Executive and Mid-Management employees shall be governed by Section 9.3(C) of the City's Personnel Rules and Regulations.
Eligible full-time employees shall accrue ninety-six (96) hours of sick leave annually, with unlimited accumulation. Sick leave shall be deducted based on the employee's actual scheduled work hours for the day of absence.


	Employee Classification
	Sick Leave Working Hours Credited per year
	Deduction for Time Taken

	1. Employees working full-time-4 days a week (40-hour workweek)
	96.00 hours/year                                    
	10 hours

	2. Regular Employees (40-hour workweek)
	96.00 hours/year                                    
	8 hours






APPENDIX II - VACATION
Vacation leave accrual rates and administration for Executive and Mid-Management employees shall be governed by Section 9.3(B) of the City's Personnel Rules and Regulations.

Vacation Leave Deductions
Vacation leave shall be deducted based on the employee’s actual scheduled work hours for the day of absence, as follows:
	Work Schedule
	Hours Deducted for a Full Day

	Four-day workweek (4/10)
	10 hours

	Five-day workweek (5/8)
	8 hours

	9/80 schedule
	9 hours or 8 hours, depending on the scheduled workday


Employees working alternative schedules shall have vacation leave deducted according to the actual hours scheduled for the day of absence.

	VACATION WORKING HOURS CREDITED PER YEAR BASED UPON YEARS OF SERVICE AND EMPLOYEE CATEGORY

	Years of Service
	Employees Working Full-time 4-Days 
(40-HR Workweek)
	Employees Working 5-Days
(40-HR Workweek or 9/80 Schedule)

	Less than 5 Years 
(2 weeks)
	3.077 hrs/pay period 
(80 hrs/year)
	3.077 hrs/pay period 
(80 hrs/year)

	5 Years or More 
(3 weeks)
	4.615 hrs/pay period 
(120 hrs/year)
	4.615 hrs/pay period 
(120 hrs/year)

	10 Years or More (4 weeks)
	6.154 hrs/pay period 
(160 hrs/year)
	6.154 hrs/pay period 
(160 hrs/year)




APPENDIX III - SALARY SCHEDULE

	Salary Schedule Effective June 30, 2025

	80 Regular Hours Bi-Weekly, except where noted.

	
	
	
	
	
	
	
	
	
	

	ADMINISTRATION

	 
	BIWEEKLY PAY - STEPS

	 
	1
	2
	3
	4
	5
	6
	7
	8
	9

	 CITY CLERK/ASSISTANT TO CITY MANAGER 
	        2,273.08 
	     2,329.85 
	  2,388.00 
	  2,447.54 
	  2,508.92 
	  2,571.69 
	  2,635.85 
	  2,701.85 
	  2,769.23 

	
	
	
	
	
	
	
	
	
	

	 FINANCE 

	 
	BIWEEKLY PAY - STEPS

	 
	1
	2
	3
	4
	5
	6
	7
	8
	9

	 FINANCE DIRECTOR 
	        4,103.73 
	     4,206.33 
	   4,311.48 
	  4,419.27 
	  4,529.75 
	  4,643.00 
	  4,759.07 
	  4,878.05 
	  5,000.00 

	
	
	
	
	
	
	
	
	
	

	 COMMUNITY DEVELOPMENT & SERVICES

	 
	BIWEEKLY PAY - STEPS

	 
	1
	2
	3
	4
	5
	6
	7
	8
	9

	COMMUNITY DEVELOPMENT & SERVICES DIRECTOR 
	        3,945.69 
	     4,044.46 
	  4,145.54 
	  4,249.38 
	  4,355.54 
	  4,464.46 
	  4,576.15 
	  4,690.62 
	  4,807.69 

	
	
	
	
	
	
	
	
	
	

	 FIRE DEPARTMENT 

	 
	BIWEEKLY PAY - STEPS

	 
	1
	2
	3
	4
	5
	6
	7
	8
	9

	 FIRE CHIEF 
	        3,985.38 
	     4,085.08 
	  4,187.08 
	  4,291.85 
	  4,398.92 
	  4,508.77 
	  4,621.38 
	  4,736.77 
	  4,855.38 

	
	
	
	
	
	
	
	
	
	

	 CITY LIBRARY 

	 
	BIWEEKLY PAY - STEPS

	 
	1
	2
	3
	4
	5
	6
	7
	8
	9

	 CITY LIBRARIAN 
	        3,630.23 
	     3,721.00 
	  3,814.00 
	  3,909.35 
	  4,007.08 
	  4,107.27 
	  4,209.96 
	   4,315.19 
	  4,423.08 

	

	PUBLIC WORKS

	 
	BIWEEKLY PAY - STEPS

	 
	1
	2
	3
	4
	5
	6
	7
	8
	9

	SUPERINTENDENT OF PUBLIC WORKS 
	       2,367.69 
	     2,426.77 
	     2,487.23 
	     2,549.54 
	     2,613.23 
	     2,678.77 
	     2,745.69 
	     2,814.46 
	     2,884.62 

	CITY COUNCIL APPROVED ON: JUNE 24, 2025
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