
SIDELETTER OF AGREEMENT 
BETWEEN 

THE COUNTY OF ALAMEDA 
AND 

BUILDING AND CONSTRUCTION TRADES COUNCIL 

UNION ACCESS TO NEW EMPLOYEE ORIENTATION (AB 119) 

The parties to this Sideletter of Agreement (“Agreement”) are the County of Alameda (“County”) 
and the Building and Constructions Trades Council (“BTC”).  This Sideletter is the result of 
discussions between the parties to implement the California Assembly Bill (AB) 119, Government 
Code Sections 3555-3559 (union access to new employee orientation).   

Currently, the Alameda County Human Resource Services (“HRS”) Employee Benefits Center 
(“EBC”) coordinates a countywide New Employee Orientation (“NEO”) for all new employees hired 
into the County.  The EBC NEO is regularly scheduled on the Friday of the first week of a pay 
period, from 9:00 a.m. to 1:00 p.m.   

To satisfy the requirements set forth in Government Code Sections 3555-3559, the County and 
BTC agree on the following: 

1. Designated Representative:  The County shall recognize the designated business

representatives (one [1] representative for OE3 and one [1] representative for Local 342  as

the points of contact for NEO related matters.  BTC is responsible for updating the County, in

writing, of any changes to the designated point of contact.

2. EBC NEO Schedule:  The County shall provide BTC’s designated representatives with a list

of the EBC’s scheduled NEO dates for the upcoming calendar year, no later than the last full

pay period in December of each year.  The EBC shall notify BTC’s designated representatives,

as soon as possible, of any changes to the scheduled dates.

3. NEO Notification and Employee Information:  Via email, the EBC will provide the BTC

designated representatives a list of new employees who occupy classifications represented

by BTC and scheduled to attend the upcoming NEO.  The EBC will also provide BTC with a

list of employees who have promoted, demoted, reinstated, or transferred into the bargaining

unit, but are not scheduled to attend NEO.  The list shall be provided no later than the Monday

before the scheduled NEO date or as soon as a complete list of new employees is available.

Under exigent circumstances, EBC may provide a shorter notice, in which case the EBC will

provide the information as soon as possible prior to the new employee NEO meeting date.

The NEO notification shall include the employee’s name; classification; department; work
location; work, home, and personal cell phone numbers; home address; work and personal
email address on file with the County.  If the County does not have the personal email address
on file, this information shall not be provided.

4. Presentation Time:  The County shall permit BTC to meet separately with newly hired

employees represented by their bargaining unit and make a presentation of up to thirty (30)

minutes from 8:15 – 8:45 a.m.  The EBC will provide a space for the BTC representative to

meet with the employees during this timeframe. Under no circumstances shall the BTC

presentation exceed thirty (30) minutes from the EBC designated start time.  If, for any reason,
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BTC will not present at a scheduled NEO, the designated representative shall notify the EBC 

as soon as possible, but no later than ten (10) working days prior to the scheduled NEO 

session. 

5. Enrollment Forms:  As the custodian of records for BTC Membership, BTC is responsible

for distributing and collecting any forms related to membership dues, general assessments

and/or payment for any membership benefit program.  The County shall forward directly to

BTC any forms submitted to the County by an employee.  BTC shall provide the County with

a certified list of employees who authorized dues payroll deductions to BTC.

6. Quarterly Bargaining Unit Member List:  On a quarterly basis, the County shall provide to

BTC a list, in sortable electronic format, of all existing bargaining unit members on record as

of the pay period containing March 1; June 1; September 1; and December 1 of each year,

respectively.  The list shall include the following information to the extent it is in the County’s

possession:

1) Name
2) Employee
3) Identification Number
4) Classification
5) Job Code
6) Union Code Description
7) Work Address
8) Work phone number
9) Home Address
10) Home Telephone number
11) Personal Email Address.
12) Personal Cell Phone Number

If the County does not have the home and personal phone numbers and/or the personal email 
address on file, this information shall not be provided.  

7. Presentation Release Time:  BTC Business Representatives shall conduct the NEO

presentations covered under this agreement.  In the event a BTC Shop Steward is designated

to conduct the NEO presentation in lieu of the designated BTC Business Representative, only

one (1) BTC Shop Steward will be granted release time to present at each NEO.  Release

time shall be granted in accordance with subsection 4.E.4. (Duties and Responsibilities of

Stewards) of the BTC Memorandum of Understanding (“MOU”) and shall not exceed the

existing eight (8) hours per pay period allowed for Shop Steward Duties and Responsibilities.

The parties agree to amend Section 4. (Union Bulletin Board, Meetings and Access to

Employees), to allow BTC Shop Stewards to be granted release time, including reasonable

time for travel to present at NEO, as follows:

SECTION 4. ACCESS TO EMPLOYEES; USE OF BULLETIN BOARDS; USE OF 

COUNTY FACILITIES; MEETINGS; SHOP STEWARDS; DATA 

4.D. MEETINGS.  Meetings of Union representatives and unit employees or a group of unit 

employees may be held on County property, provided, however, such meetings shall 

not be during working hours except as stated in subsection 4.E. (Shop Stewards) 

hereof. 
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4.E. SHOP STEWARDS. 

1. PURPOSE.  The County recognizes the need and affirms the right of the Union to
designate shop stewards from among employees in the unit.  It is agreed that the
Union in appointing such shop stewards, does so for the purpose of promoting an
effective relationship between supervisors and employees by helping to settle
problems at the lowest level of supervision.

2. ROLE OF STEWARD AND SUPERVISOR.  The shop steward recognizes the fact
that the supervisor is the key person in the agency/department and, as such, is
responsible to higher management for the quality and quantity of work.  As the
supervisor is the key person for management, the shop steward is the key person
for the Union.  They must promote and maintain good morale and friendly relations
and must be willing to meet in good faith to settle grievances as they arise,
exercising a positive approach.  There must be mutual respect on both sides in
these relations.  The shop steward understands that his/her stewardship function
does not relieve him/her from conforming to all rules of conduct and standards of
performance established by law, regulation, county or agency/department policy or
MOU.

3. SELECTION OF STEWARDS.  The Union shall reserve the right to designate the
method of selection of shop stewards.  The Union shall notify the
Agency/Department Head in writing of the names of the stewards and the units they
represent.  If a change in stewards is made, the Agency/Department Head shall be
advised in writing of the steward being replaced and the steward named to take
his/her place within thirty (30) calendar days of the new appointment.  The union
may appoint up to fourteen (14) shop stewards.

4. DUTIES AND RESPONSIBILITIES OF STEWARDS.  The following functions are
understood to constitute the complete duties and responsibilities of shop stewards.

a. Duties and Time Limits

1) Shop Stewards Working Full Time.  After obtaining supervisory
permission, shop stewards employed full time will be permitted to leave
their normal work area during on-duty time not to exceed eight (8) hours
per pay period in order to assist in investigation of facts and assist in
presentation of a grievance or a disciplinary action, or to present at New
Employee Orientation (NEO) when a new employee in the bargaining unit
is in attendance.

2) Shop Stewards Working Less Than Full Time.  After obtaining supervisory
permission, shop stewards employed two-fifths (0.4) time or more, but less
than full time, will be permitted to leave their normal work area during
on-duty time not to exceed four (4) hours per pay period in order to assist
in investigation of facts and assist in presentation of a grievance or a
disciplinary action, or to present at NEO when a new employee in the
bargaining unit is in attendance.

3) Permission to Investigate Grievance:  To obtain permission to investigate
grievance on on-duty time, the steward shall advise the supervisor of the
grievant of his/her investigation of the facts and the general nature of the
grievance.
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The shop steward is permitted to discuss the problem with all employees 
immediately concerned, and, if appropriate, to attempt to achieve 
settlement with the supervisory personnel involved.  Agencies, wards, 
clients, detainees and outside interested parties will not be contacted by 
stewards as part of the grievance process.  The employee may be 
represented by a steward at such times as a grievance is reduced to 
writing. 

If, in the judgment of the supervisor, because of the necessity of 
maintaining an adequate level of service, permission cannot be granted 
immediately to the shop steward in order to present or investigate a 
grievance or a disciplinary action during on-duty time, such permission 
shall be granted by the supervisor no later than the next working day from 
the date the shop steward was denied permission. 

4) Permission to Present at NEO:  To obtain permission to present at the
NEO, the Union’s designated representative shall request release time to
the Employee/Labor Relations Division at least three (3) working days
before the scheduled NEO.  Release time to present at the NEO shall not
exceed thirty (30) minutes plus reasonable travel time and shall be counted
towards the hours allowed per pay period under subsections 4.E.4.a.1. and
4.E.4.a.2. herein.

Upon request of release time by the Union through the Employee/Labor 
Relations Division, the Agency/Department shall coordinate with the 
appropriate supervisor of the shop steward to allow release time subject to 
non-interference with business needs. 

b. Stewards who are conducting duties as outlined in subsection 4.E.4.a. (Duties
and Time Limits) shall report such time as union shop steward leave (payroll
code “UNI”) for timekeeping purposes.

c. Stewards/employees who are on authorized release time to participate in the
meet and confer process and/or on a Labor Management Team, shall report
such time as meet and confer leave (payroll code “MCL”)  and labor
management committee leave (payroll code “LMC”), respectively.

d. Changes in Stewards or Number of Stewards.  If management reassigns a shop
steward which will leave his/her present shift or work location without a steward,
the Union shall have the right to appoint a replacement.  Should the Union wish
to change stewards during the grievance procedure, it may do so provided that
only one (1) steward will be allowed time off from work upon one (1) occasion
to investigate the grievance.

e. Shop Steward Signs.  Shop stewards may identify themselves by use of an
appropriate sign or placard so long as the sign or placard is no larger than four
(4) inches by twelve (12) inches.

4.F. ACCESS TO RECORDS.  An employee shall be permitted to review his/her own 

personnel record.  Union representatives shall be permitted to review employee records 

when accompanied by the employee or upon presentation of a written authorization 

signed by the employee.  The County may verify any written authorization.  The Union's 

access to employee records shall be for good cause only.  Third party reference 

material shall not be made available. 

Letters of reprimand or warning will be removed from an employee’s official personnel 

file upon request of the employee after five (5) years from the date of the letter, provided 
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the County has not initiated any subsequent corrective action of the employee.  All 

requests must be presented in writing to the Agency/Department Head. 

4.G. DATA TO UNION.  The Employee Benefits Center shall provide a list of the names, 

classifications, department, work location, work telephone number(s), home address 

and home telephone number(s), work and personal email address on file with the 

County of all existing union members four (4) times annually in accordance with the 

Sideletter of Agreement addressing the Union Access to New Employee Orientation. 

4.H. Stopping Participation:  If for any reason BTC decides to cease participation in the 

County’s General NEO, the designated business representative must notify the EBC 

at least thirty (30) calendar days prior to the date BTC is requesting to cease 

participation.  If BTC ceases participation, any section in this Agreement referencing 

BTC participation in the NEO shall no longer apply.  If BTC requests to reinstate their 

participation in the County’s General NEO under the provisions of this Agreement, 

the designated business representative must notify the EBC at least thirty (30) 

calendar days prior to requesting reinstatement. 

In the event EBC discontinues the NEO meeting, either the County or BTC may request to meet 
and confer to negotiate new terms under Government Code Section 3555-3559. 

The parties have conferred and consulted with one another regarding the impact and have 
entered into this Sideletter in a good faith effort to address the issues raised by the County and 
BTC in order to protect, to the fullest extent possible, wages, hours, and terms and conditions of 
employment of County employees represented by BTC.  This Sideletter runs parallel to and is an 
integral part of the MOU in effect between the County and BTC covering the period of July 29, 
2018 through October 1, 2022. 

WHEREFORE, the parties by and through their authorized agents and representatives agree to 
the terms of this Sideletter subject to the approval of this Agreement by the County of Alameda 
Board of Supervisors. 
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