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PREAMBLE 
 
This Agreement is made this first day of January, 2013 between McClatchy 

Newspapers, a corporation, Publisher of THE SACRAMENTO BEE, hereinafter referred 
to as “Publisher” or “Company”, and the - PACIFIC MEDIA WORKERS GUILD, 
LOCAL 39521, 433 Natoma Street, San Francisco, Ca 94103, hereinafter referred to as 
the “Guild,” for itself and on behalf of all the employees represented by the Guild in the 
editorial and advertising departments. 

 
SECTION 1     RECOGNITION 

 1.1 (a) The Guild’s jurisdiction is recognized as applying to the kind of 
work presently performed or by established practice performed by the employees in the 
unit covered by this Agreement, and any work which may supplant or substitute for such 
work presently performed (excluding work performed by employees covered by the 
Editorial Production Agreement).  Any work or equipment that supplants the foregoing 
shall be assigned to employees covered by this Agreement.  Work now within the Guild’s 
jurisdiction shall be assigned to employees covered by this Agreement. 
  (b) The Guild’s jurisdiction shall be expanded to include the following 
work: 

1. The creation by bargaining unit employees of original, 
journalistic (i.e. news content for the SacBee.com website; 
and 

2. The designing of a web page for the SacBee.com website 
by bargaining unit artists; and 

3. The use (including use for editing) by bargaining unit 
photographers and bargaining unit reporters of video and 
audio recording devices to produce video and/or audio to 
accompany stories on the SacBee.com website. 

(c) Section 3.1 of the current labor contract shall apply to the work 
detailed above in paragraph 1.1(b) 

(d) The Guild shall not utilize the performance by bargaining unit 
employees of the work detailed above in paragraph 1.1(b) in support of an argument that 
employees of the Interactive Media Division should be included in the bargaining unit. 

(e) No Interactive Media Division employee shall be covered by  
the labor agreement between the Company and the Guild. 

1.2 (a) This Agreement covers all employees in the Editorial Department, 
(excluding those employees in the Editorial Production Center), the Retail Advertising, 
Classified Advertising, National/Local General Advertising, Co-op Advertising and Ad 
Creation Departments.  
 (b) Advertising Positions The Interactive Media sales and sales support 
staff will be managed by the Advertising Division.  These positions are not within the 
bargaining unit and the duties performed by these individuals are not within the 
jurisdiction of the Guild 

1.3 (a)   The following are excluded from the application of this 
Agreement:  Executive Editor/Senior Vice President, Managing Editor,  Director of 
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Innovation and News Operations, Deputy Managing Editor, Senior Editor (8), Team 
Leader II (8), Team Leader I (19), Opinion Columnist (3), Associate Editor,  Sr. V.P. 
Advertising, Retail Territory Manager, Administrative Assistant (7), Classified 
Advertising Director, Classified Advertising Manager, National/ Key Accounts Sales 
Manager, Recruitment Sales Coach, Ad Central Coach, Client Services Manager 
Advertising Production Coordinator, Advertising Project Manager, Asst. Auto Coach, 
Automotive Coach,   Product Development Manager, Asst. Coach (3),  Director of 
Majors/National/Key Accounts, Real Estate Coach, Regional Coach, Retail Sales Coach 
(3), Systems Manager, Special Sections staff, Direct Marketing staff, Front Counter 
Administrators and any other supervisor as defined by the National Labor Relations Act 
plus Interactive Division and Editorial Board. 

 (b)   Due to the evolving nature of the online transition in the 
newsroom, it is understood that the Company will be changing some of the newsroom 
managerial titles in Section 1.3 of the agreement, and provide that the Guild will be 
informed of any changes to managerial titles within 10 days of the change.  It is agreed 
that this will not result in an increase in the number of excluded positions in the 
newsroom. 

1.4 Employees covered by this Agreement shall have the right to belong or to 
not belong to the Guild and the right to pay or to not pay dues and/or fees to the Guild if 
they are not members.   

 
SECTION 2     PART-TIME AND TEMPORARY EMPLOYEES 

2.1 (a)  Part-time and temporary employees shall not be hired where the 
result is the layoff of any full-time employee who was employed as of March 12, 2007. 
  (b)  Notwithstanding 2.1(a), the Company may during the term of this 
Agreement, replace up to four (4) full-time employees who were employed as of March 
12, 2007 with part-time employees, with four weeks advance written notice to The Guild 
and affected employees.  Any full-time employee so replaced shall have the option either 
to fill the new part-time position or be laid off with the severance benefits set forth in 
Section 6 of this Agreement.  Any part-time position created as a result of the foregoing 
replacement shall be scheduled for at least the minimum number of hours per week which 
would qualify the employee holding the part-time position and working the scheduled 
hours for health insurance coverage.   
  (c)  Any full-time employee replaced pursuant to 2.1(b) who opts to fill 
the new part-time position shall be entitled to a cash severance payment equal to one 
week of pay for each year of Company service up to a maximum of 13 weeks if the new 
part-time position is not comparable to the full-time position being replaced.  A new part-
time position is not comparable if (a) the number of working hours and base pay are not 
within eighty (80) percent of the replaced full-time position or (b) the job location of the 
part-time position is greater than fifty miles from the replaced full-time position. (Any 
employee who opted to fill a new part-time position pursuant to this paragraph and who 
was thereafter laid off prior to January 1, 2016, shall be treated as a full-time employee 
for severance pay purposes, less any severance amount already received as a result of this 
provision). 
  (d)  Prior to involuntarily replacing any full-time employees pursuant 
to 2.1(b), the Company shall first request volunteers.  Whether or not to accept any 
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volunteer is at the Company’s discretion.  Any volunteer whom the Company accepts 
shall count toward the four (4) replacements allowed by 2.1(b).   

 (e)  If an employee initiates a request to be converted from full-time to 
part-time, and the Company grants the request, such a conversion shall not count toward 
the four (4) replacements allowed by 2.1 (b). 

2.2 Part-time employees: 
 (a) A part-time employee is one who is employed and scheduled to 

work less than the normal work week (37.5 hours) provided for in Section 5.  Experience 
credit for all part-time employees shall be determined on a pro-rata basis.   

 (b) All part-time employees shall be covered by all provisions of this 
Agreement except as expressly provided here or elsewhere in this Agreement.  Among 
the provisions which shall not apply to regular and occasional part-time employees hired 
before the date of signing this Agreement are the following: Sections 5.3, 5.11, 5.14, 7, 
and 14.2.  Among the provisions which shall not apply to regular part-time employees 
hired after the date of signing this Agreement are the following: Sections 5.3, 5.11, 5.14, 
7, 8, 13.4, 13.5, 13.7, 13.8, 14.2 and 19.  Among the provisions which shall not apply to 
occasional part-time employees hired after the date of signing of this Agreement are the 
following:  Sections 5.3, 5.11, 5.14, 6, 7, 8, 13.3, 13.4, 13.5, 13.7, 13.8, 14.2, 17. 

 (c) All part-time employees shall be paid on an hourly basis equivalent 
to the salary provided for their classification and experience. 

2.3 Temporary Employees 
 (a) A temporary employee is one employed for a special project or for 

a specified time, or hired to substitute for one or more employees on vacation, such 
employment not to exceed six months (which time limit may be extended by mutual 
agreement) or an employee who is hired to substitute for a particular employee absent on 
leave hereunder, in which case the employment may continue for the duration of the 
leave.  

 (b) Temporary employees are covered by all provisions of this 
Agreement, except as otherwise expressly provided in this Agreement.  Full-time 
temporary employees also shall receive credit for time worked for the purpose of 
determining experience under Section 4.7.  However, temporary employees shall not be 
entitled to severance pay other than as provided in Section 12.7.  Full-time temporary 
employees are eligible for holiday benefits.  In addition, full-time temporary employees 
are eligible to earn vacation after six months of employment and sick leave after three 
months of employment.  Part-time temporary employees are not eligible for holidays, 
vacations or sick leave. 
           2.4 This section, and other provisions of this Agreement, shall not apply to 
part-time or temporary employees such as election workers, or employees doing work not 
done regularly by staff members, nor shall this section and other provisions of this 
Agreement apply to space writers, outside correspondents, or other contractors.            
           2.5     For all part-time and temporary employees, the number of hours and/or 
shifts worked each week is at the sole discretion of the Publisher.  

 
SECTION 3     GENERAL 

3.1 (a)  The Publisher may assign bargaining unit work to individuals 
holding the excluded positions set forth in 1.2 and to other non-bargaining unit 
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individuals, providing that the assignment of such work does not result in the layoff of 
any full-time employee who was employed as of March 12, 2007. 
 
  (b)  The Company may assign any nonbargaining unit work to 
bargaining unit employees. 
  (c)  Nothing in this Section 3.1 shall change the jurisdiction and 
description of the bargaining unit for collective bargaining purposes.  

3.2 (a) As soon as possible, and in any event within ten (10) working days 
after the employee begins work at The Sacramento Bee, the Publisher shall furnish the 
Guild in writing the following information for each new employee: 

  1. Name, address, birth date, gender, race and employee 
number 

  2. Date of hire or transfer 
  3. Contract classification, status (p.t., temporary or on-call) 
  4. Job title and experience rating (if applicable) 
  5. Job performance evaluation date 
  6. Salary 
  7. Place of work if not in main plant (if available) 
 (b) The Publisher shall notify the Guild in each case of the termination 

of an employee covered by this Agreement as soon as possible and in any event within 
one week of the date of termination. 

 
 (c) The Publisher shall notify the Guild monthly in writing of changes 

in classification other than changes resulting from operation of this Agreement. 
 (d) The Publisher shall supply the Guild on request, but no more than 

twice a year, with a list containing the following information for employees covered by 
this Agreement: 

  1. Name, address, birth date, gender, race and employee 
number 

  2. Date of hire or transfer 
  3. Contract classification, status (p.t., temporary or on-call) 
  4. Job title and experience rate (if applicable) 
  5. Job performance evaluation date 
  6. Salary 
  7. Place of work if not in main plant (if available) 
3.3 Before new full-time employees are hired for positions covered by this 

Agreement, the Publisher agrees to give consideration to present employees who possess 
the necessary qualifications for the position to be filled.  An employee may refuse a 
promotion without penalty.  Employees promoted shall be given a trial period of six (6) 
months.  During such trial period, the Publisher will appraise the employee’s 
performance and determine if the employee passes or fails the trial period.  The parties by 
mutual consent may extend this trial period.  The Publisher shall determine the 
appropriate pay classification and experience rating to establish the employee’s pay rate.  
Said pay rate shall not be less than the employee was paid during the trial period.  If, at 
any time during the trial period, the Publisher determines the employee is failing the trial, 
the Publisher will attempt to return the employee to his/her original classification.  If the 
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employee is returned to a lower classification, the Publisher will determine the 
experience rating, and the employee’s pay rate will be red-circled at the rate he/she was 
making before he/she was originally promoted. 

3.4 Should the Publisher create a new job classification, it shall establish a 
salary for the classification and furnish the Guild with a job description.  No later than 
ninety (90) days thereafter, the Guild may request that the parties meet for the purpose of 
negotiating a new salary for said classification, and in the event of disagreement, the 
Guild may submit the controversy regarding the appropriate salary to final and binding 
arbitration under Section 9.  However, the arbitrator shall have jurisdiction to decide the 
appropriate salary only, and his/her ruling is limited to selection of either the Company’s 
last offer or the Guild’s last offer. 

3.5 Notification to the Guild as required under this Agreement shall be 
satisfied by first class mail to 433 Natoma Street, San Francisco, California 94103, unless 
otherwise agreed to between the parties. 

3.6 The Publisher agrees to post all job openings, for no less than seven (7) 
days, and shall give first consideration to present employees who possess the necessary 
qualifications, for such openings.  The date of the posting will be included on the posting. 

 
SECTION 4     SALARIES 

4.1 Employees covered by this Agreement who have completed the equivalent 
of one year of continuous full time employment with the Publisher shall receive annual 
job performance reviews on their job performance review date. 
 (a) Performance will be rated and employees will receive at least the 
following minimum merit increase based upon comp ratio and job performance reviews: 
 

 
Merit Increase Guide Chart for 2013 

Comp-Ratio 
 

Rating 60% - 
79% 

80% - 
94% 

95% - 
105% 

106% - 
125% 

126+% 

Consistently 
Exceeds 

5% 
 

4% 3% 2.5% Lump 
Sum 

Frequently 
Exceeds 

3.5% 3% 2% 2% Lump 
Sum 

Meets 
Standards 

2% 2% 1.5% 1.5% 0% 

Fails to 
Meet 
Standards 

0% 0% 0% 0% 0% 

    
  (b)  The merit increase pool from 12/31/12 of the contract through 
12/29/13 shall be 2%. It is agreed that there is no requirement that there be money put in 
the merit increase pool in any year beyond 2013.  

 (c) Unpaid leaves of absence of more than thirty (30) days will extend 
the annual performance review date by the number of days on leave.  Paid leaves of 
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absence of more than sixty (60) days will extend the annual performance review date by 
the number of days beyond sixty days, except in accordance with FMLA.  

 (d)  If there are monies put in the merit increase pool in a given year, 
the average percent increase of those employees eligible to be considered for a merit pay 
increase in that year shall be at least 95% of the merit increase pool percentage for that 
year.  

 (e) The following provisions of Section 4 shall not be subject to the 
provisions of Section 9 (Grievance and Arbitration) of this Agreement:  4.2, 4.3, 4.4, 4.8, 
4.11, 4.12. 
 4.2       (a)  Merit increases shall be granted based upon job performance and 
comp ratio and shall go into effect on or before the effective date of the job performance 
review.   

4.3 Any employee who receives a Job Performance Review may, within four 
weeks, appeal his/her performance review and/or salary increase determination.  

 (a) The employee shall first take his/her appeal in writing to his/her 
immediate supervisor.  

 (b) Should the immediate supervisor fail to resolve the issue to the 
satisfaction of the employee within one week thereafter, the employee, depending on the 
department in which he/she works, may appeal to the Executive Editor or his/her 
designee or to the Vice President or his/her designee.  The decision of the Executive 
Editor or the Vice President shall be final. 

 (c) Upon the request of the employee, the Guild may participate with 
the employee in the appeal process.  

4.4 Any employee who does not receive a salary increase as a result of his/her 
annual Job Performance Review shall be re-evaluated within three (3) months of his/her 
annual review or resolution of the appeal, whichever occurs later.  This interim review 
shall be subject to the appeal process of Section 4.3 and its delivery date, including salary 
increase, if any, shall become the employee’s new Job Performance Review date.  

4.5 (a) Salary increases granted pursuant to this Section 4 shall be in 
addition to the employee’s base weekly or hourly rate, except when a lump sum payment 
is authorized pursuant to section 4.1(a).  
  (b) The term “base weekly salary” is understood to mean straight-time 
salary paid and does not include any overtime, differentials, allowances, or other pay 
provided elsewhere.  

 (c) Notwithstanding 4.5 (a) above, the Publisher may elect to pay 
merit increases, if any, in a lump sum to an employee whose comp ratio is above 125%.   
Said “red circled” employee will be eligible for his/her merit increase, if any, to be added 
to his/her base pay, when his/her weekly base salary falls below 125% of their salary 
range’s midpoint.  

 (d) Employees eligible for a lump sum merit increase, as defined in 
section 4.1(a), shall receive a 2% lump sum in 2013.  If employee continues to be eligible 
each year, these merit increases shall be given as follows:  year (1) applicable lump sum, 
year (2) applicable lump sum, year (3) applicable increase to base salary, based on comp 
ratio of 124%.  

4.6 There shall be no reduction in the base weekly salary of any employee 
covered by this Agreement except as provided in this Section and in Section 3. 
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 (a) It is understood that the application of this provision shall provide 
that upon the request of the Publisher and with the consent of the employee, an employee 
may be transferred to any lower paying job as specified in this Agreement.  Under such 
circumstances the employee shall retain his/her salary at the time of transfer.  If an 
employee requests to be transferred to a lower paying job or his/her previously held job, 
and the Publisher agrees, the employee’s salary at the time of transfer may be retained at 
the Publisher’s option.  

 (b) In the event the Publisher demotes an employee to a lower paying 
job for disciplinary reasons, the employee’s salary shall be reduced to no less than the 
established minimum for the lower rated job.  Such demotions must be for just cause 
only.   

 (c) During a trial period covered in Section 3.3, the employee shall 
receive at least the minimum salary for the higher classification. 

4.7  Employees covered by this Agreement shall be assigned to the following 
classifications and shall be paid no less than the minimum base salary established 
herein for their classifications: 
 (a) 

    2013 Ranges - Newsroom 
        

Title Minimum Midpoint Maximum 
        

Artist I $21.34 $28.09 $35.11 
        

Artist II $26.09 $34.33 $42.92 
     

Senior Artist   $1287.50/wk $1736.18/wk $2170.23/wk 
    

Editorial Assistant $12.17 $16.23 $20.29 
        

Editorial Asst II $15.61 $18.73 $23.41 
        

Editorial Secretary $14.57 $18.17 $22.71 
        

Lab Technician $16.65 $20.81 $26.01 
        

Librarian $19.51 $26.01 $32.51 
        

Library Clerk $12.17 $16.23 $20.29 
        

Newsroom Aide I $10.25 $13.68 $17.10 
        

Newsroom Aide II $12.17 $16.23 $20.29 
        

Photographer I $21.34 $28.09 $35.11 
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Photographer II $26.09 $34.33 $42.92 
Senior Photographer $1287.50/wk $1,736.18/wk $2,170.23/wk 

        
Reporter I $21.34 $28.09 $35.11 

        
Reporter II $26.09 $34.33 $42.92 

        
Senior Writer $29.65 $37.04 $46.30 

        
Senior Writer II $1287.50/wk $1,736.18/wk $2170.23/wk 

        
Intern $12.17 $16.23 $20.29 

        
Sports Clerk $10.25 $13.68 $17.10 

        
Newsroom Technology 

Assistant $20.81 $27.57 $34.46 
        

Video/Photographer $26.01 $34.33 $42.92 
    

Senior Newsroom Research 
Analyst $26.33  $35.37 $44.22 

    
     2013 Ranges  -Advertising 

    
  2013 2013 2013 

Title Minimum Midpoint Maximum 
        

Account Manager - 
Majors/Key Accts $859.89/wk $1,131.44/wk $1,414.29/wk 

        
National Account Manager $859.89/wk $1,131.44/wk $1,414.29/wk 

        
Account Manager - Retail $694.82/wk $926.61/wk $1,158.26/wk 

        
Account Manager Business 

Development $18.05 $24.16 $30.20 
Account Manager 

Inside/Outside Sales 
  $18.05 $24.16 $30.20  

Account Manager Inside 
Sales $17.69 $23.41 $29.26 

        
Account Mgr  Classified II $775.42/wk $1,033.90/wk $1,292.37/wk 
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Account Mgr  Classified I $716.90/wk $955.87/wk $1,194.84/wk 
        

Vacation Relief       
Outside Sales $716.90/wk $955.87/wk $1,194.84/wk 

        
Advertising Sales Assistant $14.04 $18.47 $23.09 

        
Advertising Sales Asst II $16.13 $21.59 $26.99 

        
Receptionist $11.13 $14.83 $18.54 

        
Clerk $13.66 $18.21 $22.76 

        
Customer Service 

Coordinator $17.95 $23.93 $29.91 
        

Graphic Designer Lead $26.94 $33.68 $42.10 
        

Graphic Designer II $20.55 $27.42 $34.27 
        

Graphic Designer I $17.95 $23.93 $29.91 
        

Lead Ad Text $15.61 $20.81 $26.01 
Processor       

        
Ad Text Processor $11.12 $14.83 $18.54 

        
Outside Advertising Assistant $10.53 $14.05 $17.56 

        
Paginator $16.00 $21.33 $26.66 

        
Telephone Salesperson $15.61 $20.29 $25.36 

        
Telephone Salesperson -  $16.60 $21.85 $27.31 

Contract       
        

Telephone Salesperson -  $16.21 $21.33 $26.66 
Paginator       

 
 (b)   The Company shall have the right to designate an employee’s 

classification.  In the event that the employee disagrees with the Company’s decision on 
his or her classification, the employee may appeal that decision in the same manner as the 
procedure to appeal an experience level decision as set out in section 4.8(d).  Advertising 
employees may appeal the Company’s decision on their classification to the Sr. V.P. of 
Advertising or his/her designee. 
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 (c) All employees who are being paid below the minimum salary of 
their job classification set forth in Section 4.7 (a) as of the signing date of this agreement, 
shall be raised to minimum salary of their job classification.  

4.8 Newspaper, news or feature syndicate, press association, or recognized 
news magazines, and experience in other related fields shall be given first consideration 
in establishing starting pay levels for employees covered by this Agreement who write or 
edit news.  In respect to establishing the starting pay level for photographers and artists, 
first consideration will be given to all regular employment on a newspaper, recognized 
news magazine or corresponding experience in comparable business or in another 
business in which they perform work similar in character to that required by the 
Publisher.  

 (a) Experience level for employees shall be determined by the 
Publisher at the time of hire.  

 (b) Experience levels for applicable employees who are covered by 
this Agreement who are on the payroll as of the effective date of this Agreement shall be 
determined by the Executive Editor based on total regular hours worked and information 
provided on the employee’s employment application.  

 (c) Subsequent credit for experience shall be based upon total regular 
hours worked within their job classification. 

(d)       Employees described in 4.8(b) may appeal their experience level 
rating in writing to the Executive Editor.  The decision of the Executive Editor shall be 
final.  

4.9 (a) Nothing in this Agreement shall prevent employees from 
bargaining individually for salary increases.  Any salary increases granted pursuant to 
this provision may, at the Publisher’s option, be paid either in a lump sum or as an 
addition to the employee’s then current base salary.  Such raises shall not delay or extend 
the employee’s annual performance review date. 
  (b)  It is understood that the Publisher may offer an employee more 
than is contractually required when promoting them into a higher job classification. The 
resulting promotional increase may also include an early annual merit increase based 
upon the employee’s last annual performance review rating. If the annual merit increase 
is given early with a promotional increase that raises the employee’s salary by more than 
5%, the employee’s next annual review may at the Publisher’s discretion be re-set for one 
year from the effective date of the promotion.  

4.10 Nothing in this Agreement shall prevent the Publisher from conducting job 
performance reviews and granting merit increases on a more frequent basis than is 
outlined in this Agreement.  Any salary increases granted pursuant to this provision may, 
at the Publisher’s option, be paid either in a lump sum or as an addition to the employee’s 
then current base salary. Such raises shall not delay or extend the employee’s annual 
performance review date. 

4.11 It is understood that the wages of employees covered by this Agreement 
may be subject to freezes, delays or reduction of planned increases if the non-bargaining 
unit employees and Management of The Sacramento Bee also experience any of these 
wage control actions due to economic reasons.  It is understood that these wage actions 
will be at no greater magnitude than those experienced by non-bargaining unit employees 
and Management of The Sacramento Bee.  The Publisher agrees to give the Guild at least 
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thirty (30) days notice of the wage action to allow Guild and Publisher representatives to 
meet to discuss alternative solutions.  The Publisher will make the final decision and has 
the sole authority to determine whether or not economic reasons exist.  

4.12 The Guild shall have the right to verify any freeze, delay or reduction of 
planned increases through a mutually agreed upon independent auditor who will be 
allowed access to payroll records.  It is understood that the independent auditor will only 
have access to Sacramento Bee payroll records.  

4.13 Within ten (10) working days of payment of a merit increase, the 
Publisher will furnish the Guild with the name, classification, job title, previous salary, 
merit increase, merit increase percentage and new salary of the eligible bargaining unit 
employee.  

4.14 The Company shall offer direct deposit of employee’s earnings on a 
voluntary basis. 
  4.15  Any employee covered by this Agreement who is assigned to work fifty 
percent (50%) or more of any shift in a higher wage classification covered by this 
Agreement shall receive the rate of pay for the higher wage classification for that shift.  
This provision does not apply to interns. 

 
SECTION 5     HOURS 

5.1 (a) The five-day thirty-seven and one-half (37 1/2) hour week shall 
obtain for all full-time employees.  

(b) Telecommuting - By mutual agreement between the Publisher and 
the employee, regular full-time employees may work a 37.5-hour workweek from 
locations other than the Publisher's Sacramento facility. The Publisher will notify the 
Guild of any employee who enters into an arrangement of this type. Upon four weeks (28 
calendar days) prior notification to the Publisher, the employee working under this 
arrangement may return to the normal work location arrangement. Upon four weeks (28 
calendar days) prior notification to the Guild and employee working under this 
arrangement, the Publisher may end the arrangement and return the employee to the 
normal work location arrangement. The granting or denial of a telecommuting request by 
the Publisher shall not constitute a precedent for any other such requests and the 
Publisher shall have the complete discretion to decide whether or not to grant any such 
request. 

(c) All outside sales people are exempt from the overtime pay 
requirements of this Agreement.  

5.2 Seven and one-half (7 1/2) hours within eight and one-half (8 1/2) 
consecutive hours shall constitute a day’s straight time worked.  

5.3 If an employee is allowed time off during a regular workday to handle 
personal matters, the Publisher may require that this time be made up within the same 
week, but not on the employee’s day off, except by mutual consent.  If an employee 
requests and receives a day off other than his/her regular day off to handle personal 
matters, the employee shall make up the time by working a day as assigned by the 
Publisher, provided the employee is given at least 24 hours advance notice of the date on 
which the time is to be made up.  Agreement to any change for personal reasons is at the 
option of the Publisher, who shall not be penalized in terms of overtime, differentials, 
premiums or in any other form for such agreement.  If the Publisher gives its permission, 
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the employee may deduct the day off from his/her vacation time up to a maximum of five 
(5) vacation days in a calendar year.  

5.4 (a) The Publisher shall compensate for all overtime at the rate of time 
and one-half.  Overtime shall be defined as work beyond the unit of hours in the workday 
or workweek. 

    (b) In lieu of overtime, the Publisher may offer compensatory time off 
provided that the affected employee opts for the compensatory time off.  Compensatory 
time off shall be at the applicable overtime rate and must be taken during the same work 
week as the hours worked.  

5.5 Any employee required to return to work after his/her regular working day 
shall be paid for the time worked, but not less than two (2) hours plus time traveled to 
and from work, all at the overtime rate.  Except as modified by other parts of this Section 
5, full-time employees who are called in to work a sixth day (fifth day in a holiday week) 
or seventh day (sixth day in a holiday week) shall be paid a minimum of five (5) hours at 
the overtime rate.  Working a seventh day shall be by mutual consent.  

5.6 Employees hired prior to June 30, 1975, who work Sunday as one day of 
the straight time work week shall be paid in full shift for two-thirds (2/3) of a shift 
worked.  

5.7 The Publisher shall cause a record of all overtime to be kept and 
employees shall report all overtime worked within each payroll period.  Such record shall 
be made available to the Guild in case of a dispute.   An employee must receive prior 
authorization for working overtime from the appropriate management representative. 

5.8 (a) Work schedules for full-time employees shall be posted one week 
in advance of the week for which they apply.  Except as modified elsewhere by this 
Agreement, any work performed at hours not scheduled shall be considered overtime.  It 
is understood that in the case of illness, unanticipated jury duty, failure to report, or 
dismissal of an employee, the Publisher has the following among its options without 
incurring any overtime or other penalty: 

(1) Changing the days off and/or starting times of other 
employees to cover the absence. 

(2) Requiring part-time employees to work additional days 
and/or hours up to a limit of 7.5 hours in a day, 37.5 hours 
in a week at the regular rate of pay.  

 (b) In the Editorial Department, the Publisher may change the starting 
times of employees for any shift in a workweek for the purpose of ensuring the coverage 
of major breaking news or the changed schedules of events to be covered, provided that 
the affected employees are given notice prior to the conclusion of their current shift.  

 (c) The Publisher also may adjust the starting times and/or days off for 
employees on overnight out-of-town assignments, provided the affected employees are 
notified of such starting time or schedule change prior to the conclusion of their current 
shift.   

5.9  Any reviewer/critic may be assigned a split shift with no turnaround or 
night differential payable.  In case of such assignment, the reviewer/critic shall receive 
$11.00 (effective on the date of signing) for each such split shift worked.  With the 
consent of the employee and the assent of the Guild, any other employee may be assigned 
split shifts as provided in this section.  
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5.10 (a) The Publisher may designate senior writers II and up to a 
maximum of eight (8) senior photographers, and three (3) senior artists, who will be 
exempt from Sections 5.1, 5.2, 5.3, 5.4, 5.5, 5.6, 5.7, 5.9, 5.11, 5.12, 5.13 and 5.15 but 
shall be covered by other provisions of this Agreement.   

 (b) The Guild shall be notified within ten working days of all such 
designations and the withdrawal of any such designations.  

 (c) Employees shall have the right to refuse such designation as senior 
writer II, senior photographer or senior artist. 

 (d) In the event the designation of an employee to senior writer II, 
senior photographer, or senior artist, is subsequently withdrawn by the Publisher, the 
affected employee and the Guild shall be given forty-five (45) days notice.  In the event 
of such withdrawal there shall be no reduction in pay (such salary shall be red-circled and 
absorbed by subsequent pay increases).  If the employee requests to be removed from this 
designation, and the Publisher agrees in writing, the employee’s pay may be red-circled 
at the Publisher’s option.  Any employee red-circled pursuant to this paragraph will be 
eligible for a merit increase, if any, when his/her weekly base salary falls below one 
hundred twenty percent (125%) of the salary range midpoint within the  applicable 
classification. 

5.11 Except in an emergency or as modified elsewhere by this Agreement, the 
Publisher will provide full-time employees with consecutive days off insofar as 
practicable.  Full-time employees regularly scheduled to work on Sunday shall receive 
two consecutive days off unless otherwise mutually agreed to by the Guild and the 
Publisher, or the employee shall have the option to split days off, one of which shall be 
Saturday. 

5.12 That part of a shift worked within any period less than twelve (12) hours 
after the completion of the preceding shift shall be paid for at the rate of time and one-
half.  By mutual consent, this section may be waived up to twice a week per employee.  

5.13 Any employee working straight time shifts beginning or ending between 
8:00 p.m. and 6:00 a.m. shall receive a differential of $5.50 per shift.  

5.14 (a) The following holidays, or the days observed as such, shall be 
granted to all employees with full pay: New Year’s Day, Diversity Day, President’s Day, 
Memorial Day, Independence Day, Labor Day, Thanksgiving Day and Christmas.  In 
addition to the above eight (8) holidays there shall be an additional holiday, which shall 
be on the employee’s birthday (or another mutually agreeable holiday including Martin 
Luther King Jr. Day and Caesar Chavez’s Birthday) in accordance with the present 
practice.   

 (b)   Diversity Day will be celebrated to coincide with Martin Luther 
King Day.  If an employee wishes to select an alternate day, they must do so in writing 
during open enrollment.  Selection of an alternate day is subject to supervisor approval.  
If an employee selects an alternative date and the Company is unable to grant that request 
for the employee, that alternative date and corresponding work week will be treated per 
section 5.14(c).  Diversity Day is not a floating holiday and it may not be used as an 
extension of vacation, sick leave, another holiday or any other form of paid time off.  The 
Company reserves the right to deny a paid day off for a requested Diversity Day if 
business needs necessitate or if the selected day does not coincide with a religious, ethnic 
or diversity event.  If an employee is hired after Martin Luther King Day has occurred, he 
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or she will not be eligible for Diversity Day until the following calendar year.  If an 
employee leaves employment prior to celebrating his or her Diversity Day, the employee 
will not be paid for the holiday. 
  (c) If an employee wants time off for a religious holiday not listed 
above, the employee, with reasonable advance notice, may request time off for such a 
holiday.  The Company, as in the past, shall make a good-faith effort to grant the request 
with some arrangement that is consistent with business necessity.  There is no 
requirement either that the Company grant the request, or that if it does grant the request, 
the time off be with pay.  The granting of any request shall not constitute a precedent for 
the granting of any other request. 
 (d) The work week for any employee in which any of these holidays 
falls shall consist of four (4) days or three (3) days pursuant to Section 5.1(b) totaling the 
number of hours applicable to him/her as specified in Section 5.1, excluding the holiday.  
Any employee required to work on the holiday shall receive a paid day off during that 
same work week.  If an employee is required to work longer than two-thirds (2/3) of 
his/her full shift on any such holiday, he/she shall be paid for all time in excess thereof at 
the rate of time and one-half the regular rate, in addition to all other pay to which he/she 
is entitled under this Agreement.   

5.15  Calculation of weekly overtime (hours worked in excess of 37.5) shall be 
based on actual hours worked, except that paid time off for vacation or compensatory 
time off shall be considered as time worked, for purposes of the calculation of weekly 
overtime. 

5.16 Notwithstanding any other provision of this agreement, the calculation of 
overtime (including double time) shall be in accordance with all applicable laws. 

 
SECTION 6     SEVERANCE PAY 

6.1 (a) Severance pay shall be paid to regular full-time employees, in a 
lump sum equal to two (2) weeks’ pay for every year of full-time equivalent service 
(prorated for fractional years of service), up to a maximum of twenty-six (26) weeks.  
Such pay shall be computed at the employee’s current rate of pay excluding any 
overtime, holiday pay, vacation pay, shift or job differentials or any other premium or 
additional compensation.  
  (b) Severance pay shall be paid to part-time employees in a lump sum 
equal to two (2) weeks pay for every year of full-time equivalent service (prorated for 
fractional years of service) up to a maximum of four (4) weeks.  Such pay shall be 
computed at the employee’s current rate of pay excluding any overtime, holiday pay, 
vacation pay, shift or job differentials or any other premium or additional compensation. 

6.2 Severance pay need not be paid to an employee discharged for just cause 
(excepting incompetence), self-provoked discharge for the purpose of collecting 
severance pay, to an employee who is retired from The Sacramento Bee or who leaves of 
his/her own volition.  The payment of severance in any of these cases shall be optional 
with the Publisher.  

6.3 From severance pay the Publisher may deduct any levy or tax to which the 
employee is subject under state or federal legislation.  

6.4 A person re-employed who has received severance pay becomes a new 
employee of the Publisher as regards severance pay.  
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SECTION 7     VACATIONS 
7.1 Vacation credit for regular full-time employees shall be granted on the 

following basis: 
 (a) During an employee’s first five years of service, the employee 

shall earn  .0575 hours of vacation time for each hour of straight time paid up to a 
maximum of three (3) weeks per year.  

 (b) During an employee’s sixth and subsequent years of service, the 
employee shall earn .0767 hours of vacation time for each hour of straight time paid, up 
to a maximum of four (4) weeks per year.  

 (c) Vacation accrual shall begin on the employee’s first day of 
employment. 

7.2 Vacations shall be arranged beginning with April 15 and ending with 
October 15 of each year, except that in the case of employees who have completed five 
years, but less than ten years of continuous employment as of January 1 of the year in 
which the vacation is taken, one week of their four weeks of vacation shall not be within 
the above period unless mutually agreed to.  The Publisher shall arrange the vacations in 
the various departments in accordance with the needs of the office and shall give first 
consideration to length of service in assigning vacation periods during the initial sign-up 
period of October 1 to November 30 for the following calendar year.  After November 30 
in each assignment period, no employee may “bump” a less senior employee from a 
vacation period already assigned in accordance with this Agreement and the department’s 
individual practice.  With the consent of the employee and the Publisher, the vacation 
may be split and/or scheduled outside the above designated time period.  

7.3 An employee whose vacation time includes a holiday shall receive an 
additional day of vacation at a time to be mutually agreed upon by the employee and the 
Publisher.  

7.4 Upon termination of employment, an employee (or his/her estate in case of 
death) shall receive accrued vacation pay.  
  7.5 Employees may accrue vacation up to an amount which equals one week 
over the employee’s annual entitlement. Accrual of unused vacation beyond one week 
over the annual entitlement shall only be by mutual agreement between the Publisher and 
the employee.  
 7.6 For former Neighbors employees, McClatchy Newspaper experience 
before September 1, 2002 will not be recognized for the purposes of vacation scheduling 
priority. 
 7.7  Employees are strongly encouraged to take their accrued vacation each 
year. Employees may also take up to one week per year beyond their accrued vacation 
time. It is understood that this would result in a negative vacation balance, creating a 
payment advance for the employees. It is agreed if an employee has a negative vacation 
balance at the time of their termination, the amount advanced by the Publisher to the 
employee, is subject to recovery from their final paycheck with written authorization 
from the employee.  
 7.8 In any calendar year, the Company may require employees to use some or 
all vacation accrued in a given year and/or some or all of the vacation balance that the 
employee carried into the given year. Employees will be given 30 days notice prior to 
vacation use being mandated, although employees may begin scheduling vacation as soon 
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as reasonable. The Company will attempt to accommodate any employee vacation 
requests in accordance with business needs. However, the Company shall make the final 
decisions on vacation requests and scheduling. 

SECTION 8     SICK LEAVE 
8.1 ELIGIBILITY:  Regular full-time employees and eligible part-time 

employees regularly scheduled to work twenty-two and one half (22½) or more hours per 
week will receive sick leave benefits in accordance with this Section after one month of 
employment and may use the hours available in their accrual balance. 

8.2 INCIDENTAL SICK DAYS:  Eligible employees shall be paid for up to 
ten (10) scheduled workdays per payroll fiscal year for which they do not report to work 
as a consequence of illness or injury or sick dependent, with prior supervisor approval, 
for family emergency. 

 (a) To receive compensation for incidental sick days, employees must 
notify their supervisor before the start of the shift for which they will not report that they 
will not be able to report to work and must submit a completed absence form. 

 (b)  In the first year of employment, or upon transfer to full-time status, 
employees will receive a prorated sick leave balance after -one month of service. 

  (c) At the beginning of the fiscal year immediately following hire date 
and at the beginning of each payroll fiscal year thereafter, eligible full-time employees 
shall have ten (10) occasional sick days; eligible part-time employees shall have a pro 
rata number of sick days based on the number of hours worked.  

 (d)  Part-time employees will be eligible for pro-rata incidental sick 
leave pursuant to this section, as of the beginning of each payroll fiscal year, if they work 
an average of twenty-two and one half (22.5) hours per week during the prior twelve (12) 
month period, used to determine health benefit eligibility during open enrollment. 

8.3 SHORT-TERM DISABILITY:  Eligible employees may receive up to  25 
weeks of Short-term disability (STD) pay, subject to approval by the plan administrator, 
within an 18 month period from the Company, while certified disabled by a doctor, are 
unable to work and are qualified for state disability., - Eligibility and maximum benefit 
period is determined by the Publisher’s STD plan administrator. While on medical leave, 
total pay for eligible employees will be sixty 60% percent of normal base pay.  This is a 
combination of Company short-term disability pay and state disability pay..  For sales 
personnel covered by a commission plan, base pay is defined as their weekly base pay 
plus a weekly average of their direct sales commission earned in the prior year. 

At the employee’s option, available incidental sick days and/or vacation pay can 
be used to supplement STD pay, not to exceed 100% of base pay. Incidental Sick Leave 
or vacation pay can be used for time preceding the employee’s eligibility date for 
disability pay and Extended Sick Leave pay. 

8.4 LONG-TERM DISABILITY:  Eligible employees whose qualifying 
illness or injury exceeds a 180-day waiting period from the first day of disability before 
LTD begins, are eligible to apply for long-term disability benefits through the Publisher’s 
insurance carrier.  Eligibility for long-term disability benefits and the maximum benefit 
period are determined by the insurance carrier.  Long-term disability benefits are 
integrated with other disability payments including State Disability, Workers’ 
Compensation and Social Security to provide fifty (50) percent of an employee’s base 
pay. 
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Eligible employees may elect to purchase additional long-term disability coverage 
under the Publisher’s policy to bring total compensation to sixty (60) percent of base 
salary. 

8.5 An employee who is absent from work due to a medical condition for 
more than seven (7) consecutive calendar days must file a claim for State Disability 
Insurance. 

8.6 Regular full-time employees who are eligible for but do not use any of 
their sick leave (Incidental or Extended Sick Leave) during designated six-month periods, 
will be granted one wellness day at the end of each period. 

 (a) To be eligible for the program the employee must meet the 
following criteria during the entire six-month period. 

1. Regular full-time status. 
2. Active status (no leave of absence), and 
3. Must be eligible to receive sick leave benefits. 

 (b) Each designated six-month period shall be determined by the 
Publisher, based on the year’s payroll calendar. 

 (c) An employee may maintain up to two (2) wellness days at any 
time.  During the time that an employee has two (2) unused wellness days, the employee 
shall not be eligible to earn additional wellness days. 

 
SECTION 9     GRIEVANCE AND ARBITRATION PROCEDURE 

9.1 It is agreed between the parties that fruitless controversies must be 
avoided and every effort be made to maintain a harmonious relationship.  To this end 
both parties will, in every instance, give prompt attention to disputes and will in good 
faith endeavor to settle all differences by amicable discussions.  However, only 
grievances as defined in Section 9.2 are subject to arbitration as provided in this Section. 

9.2 For all purposes of this Agreement, a grievance is any dispute or 
controversy between the Publisher and the Guild, or between the Publisher and any 
employee covered by this Agreement, arising and filed during the term of this 
Agreement, involving the meaning, interpretation, application, or alleged violation of the 
provisions of this Agreement, or the discharge or other discipline of employees.  All 
grievances brought by the Guild or an employee shall be handled as follows: 

9.3 (a) Any employee who believes he/she has a problem or complaint 
should bring it to the attention of his/her immediate supervisor as soon as possible after 
the alleged dispute or controversy arises.  Both parties agree that problems should be 
settled between the employee and immediate supervisor and/or through the normal chain 
of command whenever possible.  

 (b) Any agreement reached during discussions in Section 9.3 shall be 
final and binding on the employee, the Guild and the Publisher provided such agreement 
does not ignore, add to, subtract from, alter, amend, change or nullify the terms of this 
Agreement in any way, or which is in conflict with any of the provisions or the terms or 
essence of this Agreement.  

9.4 STEP 1 OF GRIEVANCE PROCEDURE 
Should the procedure above fail to solve the problem and the Guild wishes to 

pursue the issue as a grievance, or if the grievance originates with the Guild, the unit 
chairperson (or other designated Guild official) shall notify in writing the Executive 
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Editor (or other designated Company official) in the case of an Editorial Department 
grievance, or the Advertising Director (or other designated Company official) in the case 
of an Advertising Department grievance, of the grievance and request a meeting within 
twenty-one (21) working days after the action, inaction, occurrence or condition 
constituting the grievance, or within twenty-one (21) working days after any of the above 
reasonably should have been known to the Guild with reasonable diligence.  In the case 
of a discharge, the grievance would be handled as described in Section 9.9 upon proper 
notice as required in that Section.  Should the grievance originate with the Company, the 
Executive Editor (or other designated Company official) or the Advertising Director (or 
other designated Company official) shall notify in writing the Guild Unit Chairperson (or 
other designated Guild official) of the grievance and request a meeting within twenty-one 
(21) working days after the action, inaction, occurrence or condition constituting the 
grievance, or within twenty-one (21) working days after any of the above reasonably 
should have been known to the Company with reasonable diligence.  The meeting will be 
held within twenty-one (21) working days of it being requested.  The respondent, whether 
the Company or the Guild, must respond to the grievance within twenty-one (21) working 
days from the time the meeting is held. 

The written notification of grievance referred to above shall include a detailed 
description of the dispute or controversy constituting the grievance (including the specific 
nature of the grievance and the specific provision of this Agreement involved). 

9.5 STEP 2 OF GRIEVANCE PROCEDURE 
If the Grievance is not resolved, abandoned or withdrawn in Step 1, the Guild or 

the Company as the case may be shall have twenty-one (21) calendar days from the 
conclusion of Step 1 to make a written request to hold a meeting within twenty-one (21) 
working days.  Such request will be in writing to the Publisher’s Director of Human 
Resources, or the Guild Administrative Officer as the case may be.  After receipt of such 
request, two (2) representatives of the Publisher and two (2) representatives of the Guild 
will meet to attempt to settle the grievance.  By mutual agreement either party may bring 
additional witnesses to provide information relevant to the grievance.  The Publisher’s 
representatives or the Guild’s representatives shall respond in writing within twenty-one 
(21) working days of the date of the meeting. 

9.6 Any agreement reached during Step 1 or Step 2 shall be final and binding 
on the employee, the Guild and the Publisher.  

9.7 If the grievance is not settled in accordance with the foregoing, the Guild 
or the Company as the case may be may refer the grievance to arbitration by written 
registered or certified mail notice to the other party to be received no later than twenty-
one (21) working days after receipt of the response provided for in Section 9.5.  After 
timely written registered or certified mail notice by the requesting party, the Publisher 
and the Guild will immediately attempt to agree upon an impartial arbitrator.  The 
arbitrator shall be selected by mutual agreement, or by the striking procedure from the 
panel listed below; the party to make the first strike shall be determined by lot:   

  
 Charles Askin Thomas Angelo 
 David Weinberg Alexander Cohn 
   
The said arbitrator shall have no authority to ignore, add to, subtract from, alter, 
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amend, change or nullify the terms of this Agreement in any way, or to render an award 
which is in conflict with any of the provisions or the essence of this Agreement.  The 
arbitrator’s only jurisdiction is strictly limited to application and interpretation of this 
Agreement or the arbitrability of any such issue in accordance with existing law and to 
the facts of the particular grievance arising and filed during the term of this Agreement 
properly before him/her, and his/her decision and award shall be based solely upon 
his/her interpretation of the meaning or application of the terms of this Agreement to the 
facts of the grievance as presented.  An arbitrator selected hereunder shall have the final 
authority to rule upon all matters pertaining to the preparation and presentation of each 
party’s case or other procedural matters, in accordance with existing law, which results in 
differences between the parties.  

9.8 The fees and expenses of arbitrator shall be paid by the losing party.  
However, each party shall bear its own costs of advocacy and witnesses. If both parties 
wish to have a transcript of the hearing, the costs of the court reporter, transcripts for each 
party, and a reporter’s transcript for the arbitrator’s use shall be shared.    If only one 
party wishes to have a transcript of the hearing, the other party shall not be required to 
share in the cost, but shall not have access to the transcript. Each party shall have the 
right to appearance by counsel of its choice and to present evidence subject to the right of 
cross-examination.  Each party shall have the right to present written arguments by briefs 
after the close of the evidence.  The decision of the arbitrator shall be in writing and 
signed by the arbitrator.  

9.9 In the event there is a dispute between the parties involving the discharge 
of employees covered by this Agreement, the parties agree that the Guild Administrative 
Officer or designee and the Publisher’s Director of Human Resources or designee will 
meet within seven (7) calendar days following notice to the Guild of such discharge.  If 
the dispute is not settled within that seven (7) day period, the Guild may move to 
arbitration within twenty-one (21) calendar days following notice to the Guild of the 
discharge.  The Guild and the Publisher will select an arbitrator within ten (10) working 
days of the notice to move to arbitration by using the procedure and the panel provided in 
Section 9.7.  The arbitrator selected must agree to render a decision within seventy-five 
(75) days after receipt of all post hearing briefs by the arbitrator from all parties.  In the 
event none of the arbitrators is willing to serve, the parties will contact the California 
State Mediation and Conciliation Service and request submission of a panel of five (5) 
qualified arbitrators who are willing to abide by the time limits provided.  The parties 
shall select such arbitrator by the elimination procedure with the party making the first 
elimination to be determined by lot.  

9.10 The maximum economic back-pay or fringe-benefit award, determination 
or obligation adverse to the Publisher or the Guild under this Agreement in any case shall 
not exceed sixty (60) calendar days except that in discharge cases only the maximum 
liability period shall not exceed one hundred eighty (180) calendar days.  In either 
instance, the parties agree that any economic, back-pay or fringe-benefit award shall be 
reduced by whatever remuneration, including but not limited to, unemployment 
compensation, workers’ compensation, disability compensation or other employment 
compensation that is received by the grievant between discharge and reinstatement.  The 
one hundred eighty (180) calendar day maximum liability period (for discharge cases) 
will be extended for the duration of any continuance or extension that is obtained by the 
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Publisher over written objection of the Guild.  Should the Guild obtain an extension over 
the written objection of the Publisher, then the Publisher’s liabilities and obligations will 
not be extended.  

9.11 Time is of the essence in all of the grievance and arbitration procedures in 
this Agreement.  If the grieving party fails to comply with any of the time limits set forth 
herein, then the grievance shall be considered waived.  If the party against whom the 
grievance is filed fails to comply with any of the time limits set forth herein, then the 
grievance proceeds to the next step of the grievance procedure.  The time limits set forth 
herein may be extended by written mutual agreement between the Guild and the 
Publisher.  Neither the Publisher nor the Guild shall be arbitrary or capricious in denying 
written requested extensions of the time limits set forth herein. 

9.12 The only burden of proof for any party is the “preponderance of 
evidence.” 

9.13 Renewal or extension of this Agreement and the terms of any successor 
agreement are not subjects of any grievance or arbitration under this Agreement and are 
beyond the jurisdiction of any arbitrator.  

9.14 Any decision, award, determination or other action by any arbitrator shall 
be subject to judicial review by courts of competent jurisdiction in accordance with 
applicable provisions of the law, including but not limited to those relating to vacating 
arbitration decisions and the interpretation and construction of agreements. 

 
SECTION 10     EXPENSE AND EQUIPMENT 

10.1 The Publisher shall pay all legitimate expenses incurred by the employees 
in the service of the Publisher.  

10.2 Photographic equipment required by the Publisher shall be supplied and 
insured by the Publisher.  Damage to photographic, recording or new media equipment 
which is owned by the employee shall be reimbursed if the equipment is damaged while 
the employee is working; or if the equipment is damaged while such equipment is 
authorized to be stored on Company premises. 

10.3 If an employee is required to use his/her automobile regularly on the 
business of the Publisher, such automobile shall be covered by liability and property 
damage insurance on the basis of $250,000/500,000/100,000 coverage, and the Publisher 
agrees to pay one-half of the amount.  If such automobile is already covered by liability 
and property damage insurance satisfactory to the Publisher, one-half the pro rata 
premium for the unexpired term of the policy will be paid by the Publisher, on the basis 
of $250,000/500,000/100,000 coverage.  After such premium payment has been made by 
the Publisher, in the event of a termination of employment of such employee, the 
Publisher shall be entitled to a refund of one-half the amount of any unearned premium 
on such liability insurance existing at the date of termination, and the Publisher may 
deduct such amount from any money which may be due and owing to the employee on 
said date.  

10.4 (a) The Internal Revenue Service (“IRS”) rate shall be the basis for 
mileage reimbursement for employees who drive their automobile on Company business.   

1. Photographers who furnish their automobiles shall be paid 
three dollars and 50 cents ($3.50) per week for the first 100 
miles in addition to the mileage reimbursement at the IRS 
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rate.  All mileage in excess of the first 100 miles shall be 
paid at the IRS rate.  

2. Other employees required to furnish their automobiles in 
the business of the Publisher shall be paid one dollar 
($1.00) per week for the first 100 miles in addition to the 
mileage reimbursement at the IRS rate.  All mileage in 
excess of the first 100 miles shall be paid at the IRS rate.  

3. Employees using their automobiles in the business of the 
Publisher on a casual basis shall receive mileage 
reimbursement for all miles driven in accordance with the 
IRS rate.   

4. Those employees who regularly furnish their automobiles 
in the business of the Publisher shall continue to receive 
reimbursement for one-half the cost of their public liability 
and property damage insurance, provided that they obtain 
public liability and property damage insurance in accord 
with the requirements of subsection 10.3 of this Agreement.  

5. Adjustments in the mileage reimbursement rate will 
coincide with the effective date given by the IRS.  

 (b) Employees shall continue to submit their actual parking expenses 
for reimbursement by the Publisher on the expense report form.  
  (c) Other employees providing their automobiles in the business of the 
Publisher on a casual basis shall be paid a minimum of four dollars ($4.00) for the first 
trip in any given day and three dollars ($3.00) for the second trip on the same day 
provided no such employee shall receive more than two (2) trip minimums for a total of 
seven dollars ($7.00) in one day.  If the rate for such employee based on actual miles 
traveled for the day exceeds the limitation of two trip minimum rates, he/she shall be paid 
the mileage rate.  Employees reporting to the Publisher’s facility at 2100 Q St. in 
Sacramento prior to reporting to a second office are to receive two dollars ($2.00) per day 
for automobile use. 
  (d) An employee may receive mileage reimbursement for driving 
his/her automobile on Company business under either 10.4 (a) or 10.4 (c) above, but not 
both.  The employee may choose the subsection under which he/she shall be reimbursed. 

10.5 (a) All employees required to use a car on Company business are 
required to have access to a non-Company car and have a current valid California State 
motor vehicle operator’s license. 

 (b) Any employee receiving a weekly minimum automobile allowance 
as provided in Section 10.4 above shall be given at least four (4) months’ notice, with a 
copy to the Guild, of any discontinuance of the use of his/her automobile in the 
Publisher’s behalf, except in the case of resignation or discharge.   

 (c) If any employee should be required to furnish his/her own 
automobile, he/she shall receive no less than four (4) months’ written notice, with a copy 
to the Guild.  A different period of notice in any individual case may be established 
between the Publisher and the Guild.  

(d) The Publisher may require all employees to furnish their own cars 
for Company business (excluding newsroom photographers).   
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10.6 (a) At its sole discretion, the Publisher may do any of the following: 
1. Reimburse all or part of the plan cost (not to exceed $60 per 

month) of a personal cell phone used by an employee on a 
regular basis for Company business.  To be eligible for this 
reimbursement, the Publisher may also require an employee to 
enroll the employee’s personal cell phone under the 
Company’s plan, or 

2. Require an employee to use a Company cell phone. 
 (b) To be considered for either of the options in paragraph (a), an 
employee must submit a request to the employee’s immediate supervisor.  The granting 
or denying of an employee’s request shall not constitute any precedent for the granting or 
denying of any other employee’s request. 
 (c) This section (10.6) is not subject to section 9 of this Agreement. 

 
SECTION 11     OUTSIDE ACTIVITY 

11.1 (a)  Employees shall be free to engage in activities on their own time not 
performed by enterprises in competition with The Bee, SacBee.com, Sacconnect.com, 
Sacramento.com or any other enterprises related to the Company.  The Publisher or its 
representative shall reasonably determine what is considered competition. Employees are 
prohibited from engaging in activities that would compromise the editorial integrity of 
The Sacramento Bee.  Without written permission from the Publisher, or its 
representatives, no employee shall use the name of the Publisher or his/her connection 
with the Publisher or any feature title or other materials of the Publisher to exploit in any 
way his/her outside activities. 

 (b)  It is recognized that an employee may engage in some activities or 
work restricted by (a) above, provided the employee has informed the Publisher and the 
Publisher or its representative have approved of the proposed activity or service in 
advance.  Approved representatives include the Executive Editor, the Managing Editor, 
the Senior Editors, the V.P. of Advertising or the Advertising Directors.  

 (c)  If, with the approval of the Publisher, an employee enters into an 
agreement to appear on any broadcast or cable television station or radio station or on-
line publication as part of such agreement, the employee shall request that he/she be 
introduced during such appearances as an employee of the Publisher. 

 
SECTION 12     NATIONAL EMERGENCY 

12.1  Any employee who serves and/or enlists in the Armed Forces, Reserves, 
National Guard, other uniformed services as defined by state or federal law, or any other 
category of service designated by the President in time of war or national emergency 
which takes him or her out of the employee of The Publisher for five years or less, shall 
be deemed to be an employee on leave of absence and shall resume his/her position for a 
comparable one without diminution in salary immediately upon return, with severance 
pay rating and other rights under this Agreement unimpaired. The period of such absence 
shall be considered employment time with the Publisher in computing severance pay and 
experience rating. 

12.2   Application for resumption of employment must be made as directed by 
state and federal law, which requires (1) for periods of service less than 31 days that the 
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employee report back to work no later than the beginning of the first full regularly-
scheduled work period on the first full calendar day following the completion of the 
period of service; (2) for periods of service from 31 days to 180 days  that the employee 
submit an application for reemployment with the employer not later than 14 days after 
completing service; and (3) for periods of service more than 180 days that the employee 
submit an application for reemployment within ninety (90) days of termination of such 
service, plus reasonable allowances for return to The Sacramento Bee.  

12.3 In the event an employee on the resumption of his/her position is found to 
be physically incapacitated as a result of such service to the extent he/she is unable to 
carry on his/her former employment, the Publisher shall make all efforts to place him/her 
in other acceptable employment.  In the event such other employment is not found, the 
termination of the services of such employee shall be effected, as in other cases, with 
appropriate severance pay.  In special cases of unquestioned or unchallenged incapacity, 
the application for resumption of employment in Section 12.2 and his/her reinstatement 
shall be deemed to have been made, and severance pay shall be paid as of the date of the 
employee’s termination of service described in Section 12.1. 

12.4 An employee leaving for such service as herein described shall receive 
immediately his/her accrued vacation pay.  

12.5 An employee promoted to take the place of one entering such service may, 
upon the resumption of employment by such employee, be returned to his/her previous 
position and salary, but at not less than the then current minimum for that position.  Any 
employee so promoted, and while such promotion is temporary, shall continue to receive 
credit for his/her employment in the experience rating in which he/she is classified.  In 
the event of a subsequent permanent change in employment, and consequent change of 
classification, the employee shall receive full credit in his/her experience rating in such 
new classification for the period in which he/she already has been engaged in such new 
employment.   
            12.6    An employee hired as a replacement for one entering such service shall be 
covered by all provisions of this Agreement, except by this military service clause.  Such 
replacement employee, however, on entering such service shall receive severance pay 
and prorated vacation pay.  

12.7 Upon the return of an employee from military service, the temporary 
employee displaced by his/her return shall be given first consideration when a vacancy 
occurs.  

12.8 Upon an employee’s entering such service as hereinabove set forth during 
the lifetime of this Agreement, his/her rights under this Section shall become vested in 
him/her and shall survive the expiration of this Agreement.  

12.9 Leaves of absence shall be granted to employees for required annual 
training service with the National Guard and the Army, Navy, Marines, or Coast Guard 
Reserves.  

12.10 Employees called to duty in the National Guard as a result of a civil 
disturbance or other temporary emergency shall be compensated in accordance with the 
Publisher’s policy outlined in Section 12.12. 

12.11 Regular full-time or part-time employees who are called into active 
military service or National Guard service shall be granted leaves of up to twenty-six (26) 
weeks (130 working days) of integrated military pay. Employees on active military leave 
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must notify their supervisor of their activation and the amount of military pay that will be 
received while actively serving in the military. Employees on integrated military pay will 
continue to be covered through The Sacramento Bee’s health insurance plan for up to 
three (3) months, conditioned upon the employee paying the applicable co-premium for 
their coverage. At the end of the twenty-six (26) weeks of integrated military pay, the 
employee may be placed on unpaid military leave. 

SECTION 13     SECURITY 
13.1 The Publisher shall not use the signing of this Agreement as grounds for 

the dismissal of any employee subject to its terms. 
13.2 There shall be no dismissals, except for just cause or to reduce the force.  

The term “reduce the force”, as used herein, shall be construed as synonymous with 
layoff for economy.   

13.3 A newly hired employee shall be subject to a probationary period of six 
(6) months from the date of employment.  By mutual agreement between the Publisher 
and the Guild, an employee’s probationary period may be extended for up to three 
months.  During this period the employee may be dismissed with or without cause.  Any 
such dismissal shall not be subject to the provisions of Section 9 of this Agreement.  The 
requirements of Section 13.5 and 13.7 shall not apply to the dismissal of an employee 
during his/her probationary period.  

13.4 (a) Layoffs to reduce the force may be made as the needs of the 
Publisher require.  The Publisher shall decide when and how many employees shall be 
laid off and its decisions on those matters shall not be subject to the provision of Section 
9 of this Agreement.  The Publisher will give the Guild four (4) weeks notice of any 
layoff and will meet with the Guild to discuss the layoff at the Guild’s request.  When 
deciding on layoffs, the Publisher shall give consideration to the work to be done and the 
competency, efficiency, skills, ability, previous job performance, seniority, attendance 
record, training and other qualifications of employees covered by this Agreement. For 
former Neighbors employees, McClatchy Newspaper experience before September 1, 
2002, will not be recognized for the purposes of layoff seniority. The Publisher is not 
required to layoff in inverse order of seniority.  However, if all aforementioned 
qualifications are equal, the least senior employee shall be laid off. 
  (b) Employees laid off because of a reduction in force shall be 
afforded all rights afforded to them under the COBRA statute and its implementing 
regulations. It is understood that health care insurance coverage for employees laid off 
will continue through the end of the calendar month in which the lay off occurs. 
Eligibility for Company paid COBRA benefits will be under the same terms and 
conditions applicable to non-bargaining employees.  
  (c) (1) At its sole discretion the Company may request voluntary 
layoffs before laying off involuntarily.  If the Company does request voluntary layoffs it 
shall not be required to accept the offer of any employee who volunteers to be laid off. 
   2.  Employees whose voluntary lay off requests pursuant to 13.4 
(c)-1 are accepted, shall qualify for severance pay under Section 6, provided that they 
agree to sign a joint waiver and release of claims.  

13.5 (a)  Within seven (7) calendar days after the employee is notified of 
his/her layoff, the employee dismissed to reduce the force shall notify the Publisher in 
writing by registered mail whether he/she wants to have his/her name placed on a rehire 
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list.  Rehire lists shall be maintained by department (Editorial and Advertising), by 
classification within each department and employment status.  An employee who places 
his/her name on a rehire list shall be placed on a list for a period of one (1) year.  No 
other persons may be hired for the jobs vacated until the laid off employee in that 
department, classification within that department and employment status are offered the 
job, unless the laid off employee fails to meet the qualification requirements specified in 
Section 13.3 or the laid off employees fail to accept such re-employment within fourteen 
(14) calendar days after notice by registered mail to his/her last know address appearing 
on the Publisher’s records.  

(b)  It is understood when reviewing job classifications in terms of the 
rehire list, where levels within each job title are driven by experience level only, 
(Reporter, Editorial Asst, Photographer, Artist, and Newsroom Aide), the review of rehire 
list job classifications will expand to allow laid off employees in level II to be eligible for 
the corresponding level I position. However, the level II employee must be willing to 
accept a possible lower starting wage than what they were receiving at the time of lay off. 
  (c)  It is also agreed that if after a severance benefit has been paid, and 
the laid off employee accepts a comparable position with The Sacramento Bee, The 
McClatchy Company or an affiliate employer, any such reemployment is contingent upon 
the repayment to the Publisher of an amount equal to the difference between (a) the 
number of weeks of severance received and (b) the number of weeks separated from 
service. If an employee is accepts a non-comparable position, reemployment is  
contingent upon repayment to The Publisher of an amount equal to fifty percent (50%) of 
the formula above.  A comparable position is defined as (a) a position for which the 
number of working hours and base pay are within eighty (80) percent of the eligible 
employee’s current working hours and base pay and (b) the location is within fifty (50) 
miles from the location of the former position. 
  (d)  It is understood that an “affiliate employer” is a Company that is 
100% owned by The McClatchy Company. 

13.6 Upon dismissal an employee upon request shall receive a written notice 
from the Publisher or its agent stating the cause of his/her dismissal, provided such 
demand is made within 72 hours after the employee is informed of his/her discharge, and 
the Publisher shall furnish a copy of such notice to the Chairperson of The Bee Unit of 
the Guild.  In the event of an economy layoff, the Publisher shall give four (4) weeks 
written notice to the employee and the Guild.  

13.7 New equipment.  Upon thirty (30) days notice to the Guild, the Publisher 
has the right to install and operate any new equipment or bring about major technological 
change in any department covered by this Agreement.  The Publisher endorses the policy 
of aiding in the retraining of displaced employees to the extent practicable to minimize 
the reduced employment opportunities consistent with the efficient operation of the 
department affected.  It is understood that this provision does not apply to routine 
software upgrades or the replacement of existing equipment such as computers and 
associated devices. 

 (a) The Publisher is committed to providing a safe workplace with 
respect to VDT safety, as agreed to between The Sacramento Bee and the Division of 
Occupational Safety and Health dated June 19, 1990, in the Joint and Voluntary 
Declaration as set forth in the Injury and Illness Program VDT Code of Safe Practice.  
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 (b) The Publisher agrees to maintain a training program designed to 
inform current and new VDT users of VDT safe practices, a VDT Safety Committee, 
workstations designed to prevent injury or illness, a VDT eye glass reimbursement 
program and accessories as set forth in this Agreement. 

13.8 (a) Except in the case of an economy layoff, notice of which is 
provided for in Section 13.5 above, employees shall receive two (2) weeks advance 
notice or pay in lieu thereof at the time of dismissal.  

 (b) The discharge of an employee for just cause may be effective 
immediately without the two (2) weeks notice or pay in lieu thereof.  

 (c) The Publisher shall give the Guild notice of all discharges 
forthwith as soon as possible under the circumstances.  

 
SECTION 14     LEAVES OF ABSENCE 

14.1 (a) Upon request, the Publisher shall grant employees leaves of 
absence, including paternity leave, without pay, for good and sufficient cause subject to 
the reasonable requirements of the Publisher with respect to the efficiency and orderly 
operation of the department affected. 

 (b) Maternity and paternity leaves shall be granted for a period not to 
exceed six (6) months.  Such leave is offered for the care of both natural and adopted 
children.  Such leave shall be without pay. 

 (c) Upon return from a personal leave without pay, with an approved 
job guarantee, the returning employee shall have the seniority that he/she had 
immediately before commencing the leave.  It is understood that the Publisher is not 
under any obligation to reinstate an employee who takes a personal leave without pay, 
and who does not have an approved job guarantee. 

14.2 (a) After each five (5) years’ service completed by an employee, said 
employee may take an unpaid sabbatical leave of absence of up to a one (1) year 
duration.  Said leave shall not constitute a break in service with the Publisher, provided, 
however, that said leave shall be without pay and without accumulation of any credits or 
benefits under this Agreement.  The number of employees to be on such leave at any one 
time shall be subject to the reasonable requirements of the Publisher with respect to the 
efficiency and orderly operation of the department affected, providing that the granting of 
an employee’s leave hereunder may not be deferred for a period of more than twelve (12) 
months.  Upon the employee's return, he/she shall be restored to his/her former job 
classification and salary but at not less than the current minimum for said classification. It 
is understood that the Publisher is not required to restore the employee to the job that 
he/she had before the leave.   An employee temporarily promoted or receiving a salary 
increase over the minimum herein provided for his/her regular classification or salary for 
filling the vacancy created during said absent employee’s leave may be returned to 
his/her previous position and salary, but at not less than the then current minimum for 
said position.  

 (b) Sabbatical leaves may not be taken for the purpose of changing 
jobs or professions.  Any employee on sabbatical leave who subsequently applies for 
unemployment compensation shall automatically forfeit such leave and be considered as 
submitting a resignation.  

 (c) Employees while on sabbatical leave shall not accept employment 
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for compensation with any of the competing news or advertising media or services or 
with a public relations office of a business or government agency having a regular and 
direct relationship with any McClatchy Enterprise.  Nothing in the foregoing shall be 
interpreted as prohibiting employment in the nature of political activity as provided in 
state law. 

(d) Employees taking sabbatical leave may continue to participate in the 
Publisher’s group health insurance plan through the end of the month during which the 
leave begins. Thereafter, employees may continue their group health insurance in 
conjunction with federal COBRA guidelines. 

14.3 In the event an employee is elected or appointed to any office of the 
Pacific Media Workers Guild or office of a local of the Pacific Media Workers Guild or 
any AFL-CIO office, such employee at his/her request shall be given a leave of absence, 
without pay, for a period of up to one (1) year.  Such leave, at the employee’s request, 
shall be extended up to a maximum of three (3) years provided the Publisher is notified 
not less than sixty (60) days in advance of the extension.  Guild leaves cannot be 
extended beyond three (3) years unless mutually agreed to by the Publisher and the 
Guild.  Employees on Guild leaves of more than one (1) year shall notify the Publisher of 
their intent to return at least ninety (90) days before the end of the leave.  Not more than 
two (2) employees shall be on leave any one time.  The provisions of this section shall 
apply to delegates selected to the Pacific Media Workers Guild, or AFL-CIO conventions 
sector, international or district.  The number of members of the staff who may receive 
leaves of absence for union conventions at one time shall be no more than three (3) unless 
a greater number is mutually agreed upon.   Employees taking a leave under this 
paragraph may continue to participate in the Publisher’s group health insurance plan 
through the end of the month during which the leave begins. Thereafter, employees may 
continue their group health insurance in conjunction with the Federal  COBRA 
guidelines. 

14.4 Employees on leaves of six (6) months to one (1) year shall notify the 
Publisher of their intent to return at least sixty (60) days before the end of the leave.  
Employees on leaves of less than six (6) months shall notify the Publisher of their intent 
to return at least forty-five (45) days before the end of the leave.  If notification is not 
received by the Publisher, it shall be the Publisher’s option to determine that failure to 
provide notice constitutes resignation.  The Publisher will notify the affected employee in 
writing of the requirements of this Section before the employee begins the leave.  

14.5 Employees who have had a death in the immediate family shall have up to 
three (3) days off with pay to make funeral/memorial service arrangements and/or attend 
the family/memorial service.  If travel of more than 600 miles one way is required to 
attend the family/memorial service, the employee shall have up to five (5) days off with 
pay to make funeral/memorial service arrangements and/or attend the family memorial 
service.  It is understood immediate family is parent, step-parent, spouse, child/step-child, 
sibling, grandparent, grandchild, mother-in-law, father-in-law, son-in-law, daughter-in-
law, sister-in-law, brother-in-law, aunt, uncle, niece, nephew, or domestic partner as 
defined by the Publisher’s policy, which is attached hereto as Attachment I. 

14.6 Bargaining unit employees shall be governed by the same family and 
Medical Leave Act Policy that applies to non-bargaining unit employees (a copy of such 
policy is attached hereto). Conflicts between this Agreement and federal or state leave 
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regulations, i.e., 1993 Family Medical Leave Act, will be resolved in compliance with 
statutory requirements.  

 
SECTION 15     MANAGEMENT RIGHTS 

The Publisher expressly retains the complete and exclusive rights, powers and 
authority to manage its operation and direct its employees except as terms of this 
Agreement expressly and specifically limit said rights, powers and authority.  

 
SECTION 16     NON-DISCRIMINATION 

16.1 The Publisher and the Guild affirm their intentions to continue to adhere to 
and support a policy which affords equal opportunity to qualified individuals regardless 
of their race, creed, color, national origin, age, sex, religion, marital status, parental 
status, family care status, citizenship, sexual orientation, gender identity, medical 
condition, physical disability, mental condition, veteran status, or ancestry, or any other 
characteristic protected by local, state or federal law. 

16.2 The Publisher and the Guild agree that there shall be no discrimination 
against any employee because of his/her membership or activity in the Guild or his/her 
lack of membership or activity in the Guild. 

 
SECTION 17     JURY DUTY 

17.1 Employees called on trial jury duty will be paid their regular weekly salary 
in addition to any jury duty pay.  In no instance will an employee be paid on a sixth day 
in any one week when serving on a jury. 

17.2 Employees are required to report for work during their regular scheduled 
working hours when their presence is not required for jury duty.  The Publisher will 
allow, however, for reasonable travel time to and from the courtroom. 

17.3 Employees called for jury duty for a full day who are scheduled for a night 
shift shall be excused from that night shift except when major news breaks require his/her 
presence.  In such exceptions all work hours will be paid at the overtime rate. 

 
SECTION 18     HAZARDOUS ASSIGNMENTS 

18.1 An employee carrying out authorized work involving hazardous 
conditions shall be reimbursed by the Publisher for loss of or damage to his/her personal 
property, including his/her automobile, authorized for use on such assignments when 
such loss or damage is directly related to the hazardous condition.  A committee 
composed of two (2) representatives of the Publisher and two (2) representatives of the 
Guild will be established during the term of this Agreement to discuss measures 
satisfactory to the Publisher and the Guild for furthering the safety of employees while 
covering assignments under hazardous conditions. 

18.2 An employee traveling on Company business will be covered by $150,000 
death and dismemberment travel insurance.  Travel insurance shall be in addition to 
disability, life, and other insurance benefits already provided by the Publisher and/or state 
and federal law.  No employee will be required to fly, assuming notice of such refusal is 
given within a reasonable period of time after being given the assignment. 

 
SECTION 19     MISCELLANEOUS 
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19.1 An employee’s byline shall not be used over his/her advance protest, 
providing such protest is for professional reasons only. 

19.2 The Publisher agrees to provide bulletin boards in the departments 
represented by the Guild for official business of the Guild. 

19.3 Reporters may be assigned as photographers (this includes the use of any 
equipment able to capture images) and photographers may be assigned as reporters.  For 
all reporters employed on the signing date of this Agreement, their competence shall not 
be judged on the basis of their work with a camera or other video equipment.  For all 
photographers employed on the signing date of this Agreement, their competence shall 
not be judged on the basis of their reporting work. For any employee hired after the 
signing date of this Agreement, the Publisher shall have the right to assign that employee 
reporter and photographer duties and to evaluate that employee on the basis of his/her 
performance of the duties. 

19.4 (a) No regular full-time employee shall be transferred to a McClatchy 
newspaper without the employee’s consent.  If an employee seeks a transfer from the 
Publisher to another McClatchy newspaper, he/she shall receive no expense 
reimbursement unless the Publisher and the employee seeking a transfer reach a mutual 
agreement on expense reimbursement.  If the Publisher asks a regular full-time employee 
to transfer to another McClatchy newspaper and the employee consents, the employee 
shall receive transportation and traveling expense for himself or herself, family, and 
household effects. 

 (b) No employee shall be transferred to another city outside the 
newspaper’s final circulation delivery area without the employee’s consent.  Employees 
who consent to transfer to another city outside the newspaper’s final circulation delivery 
area shall receive transportation and traveling expenses for himself or herself, family and 
household effects.  Should the Publisher request the employee to return, the employee is 
entitled to the same rights and payments.  An employee shall not be penalized for 
refusing to accept such transfer. 
  (c) Employees may be transferred over their objection within the final 
circulation area. The Company whenever possible will make every effort to give any 
affected employee at least two weeks notice prior to transfer. In addition, the Publisher 
will make every effort to first post the position for one week, to determine if an employee 
acceptable to the Company wants to apply for any particular transfer. It is understood that 
the Publisher will make the final determination of who will be transferred to the bureau. 
It is also understood that such transfers will not be used for disciplinary or punitive 
reasons. 

 (d) When an employee is transferred, the Guild shall be notified of any 
ongoing additional compensation paid to the employee. 

(e) If an employee whose moving expenses were reimbursed by the 
Company leaves the Company's employ within one year of being hired, the employee 
shall be required to reimburse to the Company the entire amount of moving expenses 
paid by the Company. If the employee leaves the Company's employ at any time after the 
first year of employment and before the beginning of the third year of employment, the 
employee shall be required to reimburse to the Company half of the moving expenses 
paid by the Company. 

19.5 The Publisher may prescribe rules, not in conflict with the provisions of 
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this Agreement, affecting the conduct and work of its employees as the Publisher may 
deem it to be necessary or desirable in the regulation and operation of its business.  Such 
rules shall be posted conspicuously in the editorial and advertising departments. 

19.6 Except as modified by the terms of this Agreement, the Publisher is the 
sole judge of the competency and number of employees required.  

19.7 There shall be no imposition of unreasonable duties upon any employee 
constituting in fact a speed-up.  It is mutually agreed that the Publisher is entitled to 
service for the full unit of hours as prescribed in this Agreement constituting a day’s or 
night’s or week’s work. 

19.8 With reasonable notice at reasonable intervals, an employee may review 
the material in his/her personnel file relating to work performance by contacting the 
Human Resources Department for an appointment. 

19.9 The day which is payday shall be at the Company’s discretion. 
 

SECTION 20     NO STRIKE/LOCKOUT 
20.1 During the term of this Agreement the Guild and its agents will not cause, 

permit, condone, encourage or sanction and no employee or employees of the Publisher 
will participate or engage in any strike, slowdown, sick-in, cessation of work, 
withholding services, work stoppages, picketing, interference with operations of the 
Publisher or sale or distribution of its products directed against the Publisher at any 
location.   Any employee or employees covered by this Agreement engaging in any such 
activity shall be subject to immediate discharge as said misconduct shall constitute just 
cause for discharge under this Agreement.  In the event of a strike by another bargaining 
unit against the Publisher, the Guild shall not encourage the honoring of the other union’s 
picket line, and shall advise its members in writing that honoring such picket lines may 
lead to permanent replacement. 

20.2 During the term of this Agreement the Publisher agrees it will not engage 
in any lockout of its employees covered by this Agreement. 

20.3 A violation of this Section, or a discharge under 20.1 above shall be 
subject to arbitration provided for in Section 9, provided the authority of the arbitrator for 
a grievance under Section 9 is limited to deciding whether the alleged violation of the no-
lockout provision occurred, or whether the alleged violation of the no-strike provision 
occurred, and whether a particular employee or employees participated in the violation of 
the no-strike clause, whether the Guild and which, if any, of its agents participated in the 
violation of the no-strike clause, and to order any violation to cease and enjoin any 
further violation, as well as award proper compensation to the aggrieved party. 
The only burden of proof under this Section is the “preponderance of the evidence.” 

 
SECTION 21     RETIREMENT 

21.1 The following programs are provided for the participation of employees 
covered by this Agreement in accordance with the eligibility rules of each program: 

 (a) Bargaining unit members who were participants in the McClatchy 
Company Retirement Plan (the “pension plan”) through the freezing of the program in 
March 2009 will retain accrued benefits and continue to accrue time towards vesting. 
There will be no new entrants to the pension plan, nor will additional benefits be accrued 
under the plan. 
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 (b) The McClatchy Company 401(K) Plan  
 21.2 Eligible bargaining unit employees are entitled to participate in the 
programs listed in 21.1 above on the same terms and conditions as these programs are 
available to other eligible employees of The Sacramento Bee. The Publisher has the sole 
and exclusive discretionary right to at any time change, modify or eliminate any or all of 
the programs; and /or offer new or replacement programs; and /or transfer participants to 
new programs. If a program is eliminated, employees will retain all vested and/or accrued 
benefits. The Publisher shall notify the Guild in writing of any proposed change, 
modification and/or elimination at least sixty (60) days before the effective date of such 
change, modification and/or elimination. 

 
SECTION 22     BENEFITS 

 22.1 The Company may change and/or eliminate any health and welfare plan 
and/or benefit and/or the terms and conditions of those plans and/or benefits, applicable 
to bargaining unit employees without bargaining with the Guild, as long as any such 
changes or eliminations are equally applicable to non-union employees. It is understood 
that the Company has no intention to eliminate Company-provided health insurance 
coverage for eligible employees and their eligible dependents through 12/31/12. 
Notwithstanding the forgoing, it is also understood that future health insurance coverage 
may be provided through health care exchanges, pursuant to the Patient Protection and 
Affordable Care Act, as amended by the Health Care and Education Tax Credit 
Reconciliation Act of 2010, including any future legislation that amends these 
laws/regulations. 
  22.2  The cost of providing such insurance shall be borne by the Publisher and 
the individual employee.     
  (a) The Publisher shall contribute each month toward the premium 
cost of the insurance package on behalf of bargaining unit employees the same amount 
the Publisher contributes each month towards the premium cost of the insurance package 
on behalf of non-bargaining unit employees.  The Publisher may change the amount of its 
premium contribution on behalf of the bargaining unit employees without bargaining 
with the Guild, so long as such changes are equally applicable to non-bargaining unit 
employees.  The Publisher’s contribution shall at all times be expressed in dollar amounts 
and not percentages. 
  (b) The employee shall pay each month the difference between the 
cost of the insurance package under which the employee is covered and the amount 
which the Publisher contributed as set forth above. 
  (c) The Publisher reserves the right to contribute more toward the 
costs of the insurance package than described in items 22.2(a). 
             22.3  The Publisher agrees to furnish the Guild annual premium rates for The 
Sacramento Bee’s plans, including estimated composite premiums, upon request. 
 

SECTION 23     AD COMMISSION PLAN 
 

 23.1 COMPENSATION 
 (a) Individual Revenue Goals- Period 
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  Each account manager shall have total revenue and an internet goal for 
each period. Ninety percent (90%) of an account manager’s total revenue goal shall be 
his or her “threshold” for their total period revenue goal. Ninety percent (90%) of an 
account manager’s internet goal shall be his or her “threshold” for their period internet 
revenue goal.  It is understood that the total internet goal is imbedded within the total 
revenue goal. Each period, an account manager shall receive commission when the 
percent achieved reaches or exceeds threshold in accordance with the 2010 commission 
schedule. This calculation is based upon the employee’s net revenue achievement. 

(b) Individual Revenue Goals- Quarter 
  Each account manager shall also have total revenue and an internet goal 
for each quarter.  These quarterly goals will be the combination of the three 
corresponding period goals. One hundred percent (100%) of an account manager’s total 
quarterly revenue goal shall be his or her “threshold” for their quarterly total revenue 
goal.  One hundred percent (100%) of an account manager’s quarterly internet goal shall 
be his or her “threshold” for their quarterly internet goal. It is understood that the 
quarterly internet goal is imbedded within the total quarterly revenue goal. An employee 
must meet or exceed their total revenue quarterly goal to be eligible for corresponding 
quarterly internet commission payment.  Each quarter, an account manager shall receive 
commission, when the percent achieved reaches or exceeds threshold in accordance with 
the 2010 commission schedule. This calculation is based upon the employee’s net 
revenue achievement. 
 (c)       Come from behind bonus  - Quarter 
  Each account manager shall be eligible to receive additional commission if 
they did not reach 100% of a period goal, but reached that quarter’s corresponding total 
revenue threshold. The additional commission for that period shall be paid based on 
100% period achievement, less any payment that may have been received for reaching or 
exceeding period threshold. This calculation is based upon the employee’s net revenue 
achievement. 
 (d) Revenue Calculation 
  Revenue is achieved and potential commission is earned when the actual 
advertisement runs. The employee must be an active employee at the time that the 
advertisement runs for there to be any potential commission due. Any advertisements that 
were scheduled or sold to run on dates after the employee’s termination date shall not be 
included in the employee’s revenue calculations since the commissions on such 
advertisements have not yet been earned.  
 (e) Internet Commission Payments 
  Individual commission payments for all internet goal achievement cannot 
exceed more than 50% of the corresponding net internet revenue generated for the period 
or the quarter. 
 (f) Company Goal – 50% Achievement 
  It is understood that under this program, it is the Company’s goal that 
approximately 50% of all account managers achieve 100% of their quota in any given 
period. The Company will provide quarterly summary reports to the Guild to document 
individual goal achievement. It is understood that there is no requirement that 50% of all 
account managers achieve 100% of their quota in any given period. 

(g) Individual Revenue Goal-Setting 
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  1. The period revenue goal for each account manager shall be 
determined each period by the Company.  On or before fifteen (15) days prior to each 
new quarter, the account manager shall meet with his or her supervisor to discuss his or 
her revenue goals for the next quarter.  The account manager shall be informed on or 
before the first day of each quarter of the Company’s determination of his or her 
quarterly and corresponding period revenue goals.  On or before the first day of the 
period, the second and/or third period goal may be adjusted. This period adjustment 
cannot be more than fifteen percent (15%) from the original period goal. If a period goal 
is adjusted in the quarter, the corresponding adjustment shall be made to the quarterly 
goal. If the account manager disagrees with the goal, he/she may appeal to the team 
coach.  The decision of the team coach must be made within three (3) working days. If 
the employee still disagrees he/she may appeal to the division director. The decision of 
the division director must be made within three (3) working days. If the employee still 
disagrees he/she may appeal to the division V.P. The decision of the division V.P. shall 
be made within three (3) working days.  The decision of the division V.P. on the goal 
appeal shall be final. 
  2. Excluding catastrophic losses and windfall gains, individual sales 
goals will be based on advertising vertical goals and may not be more than twenty-five 
(25) percentage points higher than the team percentage increase or may not be lower than 
twenty-five (25) percentage points below the team percentage increase. 
 (h)          Catastrophic Losses 
  Any account representing more than ten percent (10%) of the account 
manager’s annual revenue quota that goes out of business and/or leaves our market will 
be removed from the account manager’s goals. The adjustment to period and 
corresponding quarterly goal will take effect on the first day of the following period.  The 
ongoing period goal adjustments will continue for twelve (12) months, based upon the 
previous 12 months account history each period. 
 (i)         Windfall Gains 
  50% of the revenue from any account that is completely new to the market 
which represents more than ten percent (10%) of an account manager’s quota will count 
towards their goal achievement. The ongoing period adjustments will continue until the 
beginning of the next quarter. 
 (j)   Newly Created Territories 

 A newly created territory is one that, at the time of its creation, is  
composed primarily of inactive accounts and/or prospective new accounts.  For the first 
three months of the existence of the newly created territory, the individual monthly 
revenue goal shall be set by the Company based upon the criteria of past history, if any, 
and reasonable expectations.  After the first six (6) months, the setting of the individual 
period and quarterly revenue goals shall be in accordance with paragraph (g) above. 
 (k) Minimum Base Salary 

 Each account manager shall receive a base salary that is equal to or greater 
than the minimum base salary established for their advertising vertical and quota 
segment, in accordance with the 2010 commission schedule. These quota segments will 
not be reduced due to catastrophic loss. It is agreed that the Company has the option to 
increase individual base salaries during the year, at their discretion, based upon 
demonstrated quarterly goal achievement. The Company will review the projected annual 
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revenue for each desk on an annual basis and where applicable, increase the account 
manager’s base to the minimum determined by their quota segment. This annual review 
shall also determine the corresponding quota segment’s annual commission schedule for 
the following year. It is understood that any Company initiated decreases in base salary, 
based upon a lower quota segment, would be considered in conjunction with on-going 
disciplinary action and would be determined on an individual basis. 
 (l) General 

1. Overtime 
Outside sales people covered by this plan shall not be eligible for 

overtime and thus are not covered by the overtime provisions of the CBA. 
2. Notification and Payment of Monies Due 

On or before the fifteenth (15th) of the month following each 
period in which a covered employee was eligible to earn monies 
pursuant to 23.1 (a-c), the Company shall notify the covered 
employee and the Guild of what money, if any, he/she earned in 
the prior month.  Any such monies shall be paid to the employee 
on the next pay period following the Company’s notification of the 
amount earned. 

  3. Adjustments 
   a.   A covered employee shall be responsible for sales-related 

adjustments which result in uncollected revenue.  The 
dollar amount of such sales related adjustments shall be 
subtracted from the current month’s revenue. 

   b.  A covered employee shall not be responsible for 
adjustments due to production related errors, which result 
in uncollected revenue.  The covered employee will receive 
his/her commission on the ad(s) in questions as if the ad(s) 
had run correctly. 

   c.  The dollar amount of uncollected revenue resulting from 
adjustments shall be considered for goal setting purposes as 
revenue from the month in which the error causing the 
sales-related adjustment occurred. 

   d.  COD uncollected revenue and revenue variances due to 
contract rate adjustments shall be subtracted or added as 
appropriate to current period’s revenues.  If eventually 
collected, the previously subtracted COD uncollected 
revenue will be added to current period’s revenue. 

e.   Any exceptions to these adjustment provisions due to 
extenuating circumstances, must be documented by the 
coach and require written approval from the division Vice 
President. 

5. Termination of Employment 
A covered employee who leaves the Company’s employ during a 
given period shall receive in commission for that period, the 
amount of commission earned in his or her territory that period 
from advertisements that have ran up to their termination date. 
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This payment will be made within one week of the employee’s 
termination date. A covered employee who leaves the Company’s 
employ shall not receive commission for advertisements that run 
after he/she leaves the employ of the Company. An employee who 
terminated employment prior to the end of the quarter, but reached 
their quarterly goal will be eligible to receive the corresponding 
quarterly bonus, and or quarterly catch-up bonus. No payment is 
due if the quarterly goal is not attained. New hires will be eligible 
for a pro-rated quarterly bonus and/or quarterly catch-up bonus 
based upon their hire date within that corresponding quarter. 

6. Territories/Account Transfers 
a. The Company shall have the right to modify and/or 

eliminate territories and to transfer accounts from one 
territory to another or from outside sales to a telemarketing 
desk or from one territory to any other part of the 
Advertising Division. 

 b. If a territory handled by a covered employee becomes 
vacant, the vacancy shall be posted for two (2) days within 
the Advertising Division and all current employees within 
the Advertising Division shall be eligible to apply for the 
vacancy.  The Company shall determine who will fill the 
vacancy.  The Company shall not be required to post any 
vacancy which results from the filling of the vacancy 
described in the first sentence of this paragraph.  The 
Company shall determine who will fill any such vacancy. 

7. Holiday, Sick Leave, Vacation, Wellness, and Jury Duty 
Covered employees shall receive compensation based on 
their monthly base pay for paid days off which they are 
entitled to under the CBA for holiday, incidental sick leave, 
vacation, wellness day, or jury duty.  In addition, covered 
employees will be eligible to receive commissions pursuant 
to this memorandum for revenues generated in their 
territories during their time off for holiday, incidental sick 
leave, vacation, wellness and jury duty. 

8. Grievance and Arbitration 
The following provisions of this memorandum shall not be 
subject to the provisions of Section 9 (Grievance and 
Arbitration Procedure) of the Agreement 23.1 (a-c) and l 
(4). 

    
SECTION 24  ADVERTISING SUPPORT TEAM BONUS PROGRAM  
 24.1 (a) Purpose: To support advertising division’s effort to 

increase total ad count, reduce advertising support team errors and improve overall ad 
quality by producing more creative and effective call to action ads, as outlined under 
RAM guidelines. 

(b)     Participants: All non-mgmt employees in advertising  
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production support areas, including but not limited to Ad Central, Advertising Pre Press, 
Advertising Graphics, Client Services and Special Sections. Additional advertising 
support areas may be added at the discretion of the Publisher. 

(c) Monthly Bonus – Max of $100 per participant 
 

1.       Increasing Ad Count: 
Month over previous month: (ave/ day) $25 
Year over same month previous year: $25 

 
2.       Quality Control: 

Reducing actual number of write offs created by 
advertising support staff 
Month over previous month:  (ave/day) $25 
Year over same month previous year: $25 

 
(d) Quarterly Bonus – Max of $250 per participant 

 
Improve overall ad quality by producing more creative and 
effective call to action ad as outlined under RAM 
guidelines 

 
Quarterly evaluation by local Retail Coaches and Sr. V.P. 
Advertising. 
 
Evaluations averaged on a quarterly basis: 

 
Average Score   Dollar Value 
5.0 -       Outstanding  $250 
4.0 - 4.9    Exceeds standards  $200    
3.0 - 3.9    Meets standards  $150 

         2.0 - 2.9    Inconsistent   $  50 
    1.0 - 1.9    Has not met standard yet    none 

 
(e) 2011 -2012 

Both parties will have the ability to propose changes to this 
program for 2011 and 2012 during the corresponding contract re-
openers. 

 
24.2 General 

(a) Pension 
All monies earned on team goals shall not be included as 

pensionable wage and shall not count towards McClatchy Restated Retirement Plan 
(RRP). 

(b) Notification and Payment of Monies Due 
   On or before the fifteenth (15th) of the month following each 
month in which a covered employee was eligible to earn monies pursuant to 24.1, A-D 
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above, the Company shall notify the covered employee and the Guild of what money, if 
any, he/she earned in the prior period.  Any such monies shall be paid to the employee on 
the first pay period  following the Company’s notification of the amount earned. 
  (c) Termination of Employment 
   A covered employee who leaves the Company’s employ during a 
given period shall receive a pro-rata share of the team bonus earned at the end of that 
period, based upon the number of days worked by him/her divided by the total number of 
working days in the period.  This pro-rata share will be paid in accordance with section 
IV.B.  A covered employee who leaves the Company’s employ shall not receive team 
bonus for sales in any period after the period in which he/she leaves the employ of the 
Company. 
  (d) Holiday, sick Leave, Vacation, Wellness and Jury Duty 
   Covered employees shall receive compensation based on their 
monthly base pay for paid days off which they are entitled to under the CBA for holiday, 
incidental sick leave, vacation, wellness day or jury duty. 
  (e) Grievance and Arbitration 
   The following provisions of this memorandum shall not be subject 
to the provisions of Section 9 (Grievance and Arbitration Procedure) of the Agreement: 
24.1 in its entirety.  

SECTION 25     SAVINGS CLAUSE 
 

25.1 Should any valid federal or state law or final determination of any 
administrative agency or court of competent jurisdiction require a change of any 
provision of this Agreement, the provision or provisions so affected shall be 
automatically conformed to the law or determination and otherwise this Agreement shall 
continue in full force and effect. 

 
SECTION 26     SOLE AND ENTIRE AGREEMENT 

 
26.1 This Agreement concludes all collective bargaining between the parties 

hereto during the term hereof and constitutes the sole, entire and existing Agreement 
between the parties hereto, and supersedes all prior agreements between the Publisher 
and Guild or its employees, and expresses all obligations and restrictions imposed on 
each of the respective parties during its term. 

26.2 The Publisher and the Guild, for the life of this Agreement, agree that the 
other shall not be obligated to bargain collectively with respect to any matter not 
specifically agreed in this Agreement, regardless of whether such matter was or was not 
within the knowledge or contemplation of either or both of the parties at the time they 
negotiated this Agreement.  With respect to the negotiations leading to the execution of 
this Agreement, the fact that a proposal was made and withdrawn during the course of 
those negotiations shall not be used to prove that the party making the proposal had in 
any manner given up any rights granted to it elsewhere in this Agreement.  

 
SECTION 27     DRUG AND ALCOHOL TESTING 

 
 27.1 The Drug and Alcohol policy attached hereto as Attachment II shall be 
considered part of this Agreement.  The Company may make changes in the policy 
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without bargaining with the Union as long as any such change is equally applicable to 
non-bargaining unit employees.  In the event that any future change(s) in this policy is in 
conflict with any other terms of this agreement (including the just cause standard set forth 
in Section 13.2), such other terms of this agreement shall supersede the change(s) in this 
policy. 

 
SECTION 28     VEHICLE ACCIDENT POLICY 

 
 28.1 The Sacramento Bee Vehicle Accident Policy attached hereto as 
Attachment III shall be considered part of this Agreement.  The Company may make 
changes in the policy without bargaining with the Union as long as any such change is 
equally applicable to non-bargaining unit employees.  In the event that any future 
change(s) in this policy is in conflict with any other terms of this agreement (including 
the just cause standard set forth in Section 13.2), such other terms of this agreement shall 
supersede the change(s) in this policy. 
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SECTION  29    DURATION AND RENEWAL 

29.1 This Agreement shall expire on midnight on December 31, 2015 and shall 
inure to the benefit and be binding upon successors and assigns of the Publisher.  At 
anytime within ninety (90) days immediately prior to the termination of this Agreement, 
the Publisher or the Guild may initiate negotiations for a new Agreement, by providing 
written notice to the other party. 

29.2   Notwithstanding paragraph 29.1, there shall be the following reopeners.  
Either party may reopen negotiations in 2013 and/or 2014 on Section 4 Salaries and on a 
maximum of two other sections per year of its choosing.  If a party wishes to exercise this 
option, it must notify the other party of the items on which it is reopening no later than 
November 1, 2013 or November 1, 2014 respectively.  After a reopening request, 
negotiations shall commence within a reasonable period of time, but in no event shall 
negotiations commence sooner than October 1, 2013 or October 1, 2014 respectively. 
 
 
McClatchy Newspapers, Inc., 
Publisher of THE SACRAMENTO BEE 

Pacific Media Workers 
Guild, Local 39521  

  
By:    ____________________________ 
 
Dated:____________________________ 
  

By:     ______________________________ 
 
Dated:______________________________ 
      

      
 
By:     ______________________________ 
 
Dated:______________________________ 
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SIDE LETTERS 
The parties agree that the following Side Letters are part of this Agreement. 
 
 
SIDE LETTER 1 MEMORANDUM OF UNDERSTANDING:   

COMMISSION SALES EMPLOYEES 
 

Commission sales employees will be covered by all the provisions of this 
Agreement, except as modified herein. 

The employer shall determine commission structure.  The Publisher shall provide 
to the Guild gross earnings of each commission sales employee on a quarterly basis. 

No existing salesperson’s compensation would be changed to commissions 
exclusively without their consent. 

Pension and 401(k) contributions shall be calculated on average weekly gross 
compensation, of the previous twelve (12) months.  Paid incidental sick leave benefits, 
vacation, holidays or any other paid leave shall be compensated at the guarantee rate plus 
any commissions earned during the leave.  Commissions can be paid for any unpaid leave 
for a period of up to two months, at the discretion of the Publisher. 

Commission sales employees shall be eligible for the Publisher’s short-term and 
long-term medical leave programs.  For short-term disability, commission sales 
employees shall be paid sixty percent (60%) of the average weekly gross compensation 
of the previous twelve (12) months. These payments will be integrated with state 
disability. Eligible employees may elect to purchase additional long-term disability 
coverage under the Publisher’s policy to bring coverage to sixty percent (60%) of the 
employee’s base salary.  For employees with less than twelve (12) months of service, 
disability pay will be computed on the total average weekly compensation. 

Commissions for employees who terminate will cease on the final day of 
employment, from advertisements that have ran up to their termination date.  With 
layoffs, severance pay shall be computed at the average weekly gross compensation of 
the previous twelve (12) months. 
 
 
 
 
McClatchy Newspapers, Inc., 
Publisher of THE SACRAMENTO BEE 

 
 
Pacific Media Workers 
Guild, Local 39521,  

  
By:     ____________________________ 
 
Dated:____________________________ 
      

By:     __________________________ 
 
Dated:__________________________ 
      

              
       By:     ______________________________ 

 
Dated:______________________________ 
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SIDE LETTER 2 MEMORANDUM OF UNDERSTANDING:  

SUBCONTRACTING 
   
 
Notwithstanding any other provision of the Agreement, the Company may subcontract in 
whole or in part, the work of the Ad Central department, and lay off the affected 
employees.  Section 13.4 and Section 6 of this agreement shall cover any employee laid 
off pursuant to this letter.  However, the maximum severance amount for Ad Central 
employees affected by this letter shall be increased to fifty-two (52) weeks and the 
maximum Company-paid COBRA health insurance benefit shall be increased to six (6) 
months. 
 
 
 
McClatchy Newspapers, Inc., 
Publisher of THE SACRAMENTO BEE 

Pacific Media Workers 
Guild, Local 39521  

  
By:     ____________________________ 
 
Dated:____________________________ 
      

By:     ____________________________ 
 
Dated:____________________________ 
      

              
       By:     ______________________________ 

 
Dated:______________________________ 
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SIDE LETTER 3  MEMORANDUM OF UNDERSTANDING:   

PREP WRITERS/STUDENT JOBS/ LONG-TERM 
COLLEGE INTERNSHIPS 

 
 

1. The Guild and the Publisher agree that the Publisher may employ up to five (5) 
employees in “student jobs” exclusive of the Sports department.  These positions 
shall be limited to individuals who are students in good standing and whose 
performance is satisfactory to the Publisher. 

 
2. The Guild and the Publisher agree that the Publisher may employ part-time 

employees known as prep writers, in the Sports department. Prep writers may be 
employed on or before the start of the school year and will terminate on or after 
the date of the close of the school year. 

 
3. The Guild and the Publisher agree that the Publisher may employ up to two (2) 

employees in “long-term college internships.” These positions shall be limited to 
individuals who are college students in good standing and whose performance is 
satisfactory to the Publisher. 

 
4. Not withstanding the limitations in paragraphs one (1) and three (3), it is 

understood that the Publisher at it discretion, may employ up to seven (7) in either 
the “student job” or the “long-term internship” categories, as long as the total 
number of individuals does not exceed seven (7) in both categories. 

 
5. The rate of pay for any of the student jobs set forth in paragraphs one (1) two (2) 

and three (3) above,  shall be set by the Company and may be changed at any time 
at the discretion of the Company.  Employees in the student jobs set forth above 
may be dismissed with or without cause.  Any such dismissal shall not be subject 
to the provisions of Section 9 of this agreement nor shall the requirements of 
Section 13.5 and 13.8 apply to such dismissal. 

 
 
McClatchy Newspapers, Inc., 
Publisher of THE SACRAMENTO BEE 

Pacific Media Workers 
Guild, Local 39521  

  
By:     ___________________________ 
 
Dated:___________________________ 
      

By:     _____________________________  
 
Dated:_____________________________ 
     

              
       By:     ______________________________ 

 
Dated:______________________________ 
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SIDE LETTER 4: MEMORANDUM OF UNDERSTANDING:  

CODE OF CONDUCT 
 
 
 
 This Memorandum of Understanding dated this ____ day of ____, by and 

between The Company and the Guild regarding The McClatchy Company’s Code of 

Business Conduct and Ethics policy (“Code”). 

The Company and the Guild agree as follows: 
 

1. The code is not intended to undermine or erode any of the rights 

and duties set forth in the collective bargaining agreement.  

2. In the event of any conflict between the Code and any other part of this 

collective bargaining agreement, that other part of the collective bargaining agreement 

shall take precedence.  

3. Subject to paragraphs 1 and 2, the Company and the Guild agree 

that the Code shall apply to bargaining unit employees. 

4. Discipline for violations of the Code must meet the standard 

for discipline set forth in the CBA. 

McClatchy Newspapers, Inc., 
Publisher of THE SACRAMENTO BEE 

Pacific Media Workers 
Guild, Local 39521  

  
By:     ___________________________ 
 
Dated:___________________________ 
      

By:    ___________________________ 
 
Dated:___________________________ 
      

              
       By:     ______________________________ 

 
Dated:______________________________ 
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SIDE LETTER 5 MEMORANDUM OF UNDERSTANDING:  

REASSIGNMENT 
 
 Notwithstanding any other provision of the Agreement, at its discretion, the 
Company, upon thirty days (30) notice to the employee, shall have the right to reassign 
any employee to a position in the bargaining unit or outside the bargaining unit if any of 
the following occurs: 

1. The work performed by the bargaining unit employee is 
subcontracted; or 

2. The work performed by the bargaining unit employee is transferred 
to another employee; or 

3. The work performed by the bargaining unit employee no longer 
exists or is eliminated. 

 (a) Employees who are selected for reassignment outside the bargaining unit 
under this provision shall have the following options: 

1. Employees may choose to be laid off and receive any severance 
benefits that they are entitled to under this agreement; or 

2. In the event a bargaining unit employee accepts reassignment 
outside the bargaining unit, the individual shall be covered by the 
following terms and conditions of this Agreement; Section 6, 
Section 9 and Section 13.2 

 (b) All employees who are reassigned under this provision and opt to continue 
employment shall be eligible for the minimum of their new classification as defined in 
Section 4.7 or their current hourly rate, whichever is higher.  Future merit increases will 
be subject to Section 4.5 of the Agreement. 
 (c) It is understood that this provision does not in any way limit the 
Company’s right to change an employee’s reporting beat, assignment, sales territory or 
vertical. 
 (d)  This side letter shall not apply to any employee who moves from the 
bargaining unit covered by this Agreement to the Editorial Production Center bargaining 
unit. 
 
McClatchy Newspapers, Inc., 
Publisher of THE SACRAMENTO BEE 

Pacific  Media Workers 
Guild, Local 39521  

  
By:     ____________________________ 
 
Dated:____________________________ 
      

By:     _________________________ 
 
Dated:__________________________ 
     

  
By:     __________________________ 
 
Dated:__________________________ 
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SIDE LETTER 6    MEMORANDUM OF UNDERSTANDING: 

FURLOUGHS 
 
 The Publisher, at its discretion, shall have the right to implement up to four (4)  
weeks of unpaid furlough for bargaining unit employees during the duration of this 
agreement. There shall be no more than two (2) weeks of furlough in any calendar year. 
The implementation of each unpaid furlough shall be under the same terms and 
conditions as that unpaid furlough implemented for non-bargaining unit employees 
(excepting certain Production employees for whom unpaid furloughs are not feasible and 
certain Advertising department employees).  
 If the Publisher notifies the Guild of its intent to implement for non-bargaining 
unit employees an alternate cost reduction measure in lieu of unpaid furloughs, in any 
given year, the Guild may turn down the alternate cost reduction measure.  However, if 
the Guild turns down the alternate cost reduction measure, the Publisher, may, at its 
discretion, implement the unpaid furlough program for bargaining unit employees while 
implementing the alternative cost reduction measure for applicable non-bargaining unit 
employees. 
 
 
 
McClatchy Newspapers, Inc., 
Publisher of THE SACRAMENTO BEE 

Pacific Media Workers 
Guild, Local 39521 

  
By:     ____________________________ 
 
Dated:____________________________ 
      

By:     ____________________________ 
 
Dated:____________________________ 
      

              
       By:     ______________________________ 

 
Dated:______________________________ 
      

 
 
 
 
 



 
 

49 

 
SIDE LETTER 7  MEMORANDUM OF UNDERSTANDING:  
    SEVERANCE PAY - GRANDFATHERED GROUP 
 
 Notwithstanding Section 6 of the Agreement, each full-time employee listed 
below shall be entitled to the number of weeks of severance pay which are detailed for 
him/her.  Employees who have thirteen (13) years or more of service as of December 31, 
2009, shall not accrue any further severance credit for severance pay purposes.  The 
computation of severance pay for part-time employees shall be as set forth in Section 6 of 
the Agreement.  
 

Employee 

Continuous 
Service as 
of 12/31/09 

Severance 
Weeks 

Amezcua, Hector 17.24 34.48 
Angiulo, Nicholas 30.53 40.00 
Benedict, Margaret 15.63 31.25 
Bennett, Spencer 28.66 40.00 
Bizjak, Louie 19.82 39.64 
Brooks, Mitchell 20.45 40.00 
Chow, Murray 19.73 39.45 
Contreras, Gerald 20.19 40.00 
Cooper, Wendy 25.36 40.00 
Coughran, Jason 20.18 40.00 
Couse-Baker, Patty 13.92 27.84 
Crayne, Evonne 23.90 40.00 
Creamer, Mary 19.88 39.76 
Crowder, Karen 32.60 40.00 
Davidson, Joseph 20.34 40.00 
Davila, Robert 21.58 40.00 
Di Carlo, Dianne 31.68 40.00 
Dushek-Cimpoeru, Linda 21.06 40.00 
Frierson, Joel 31.69 40.00 
Furillo, Andrew 18.38 36.77 
   
Glover, Mark 25.36 40.00 
Haire, James 27.28 40.00 
Helton, Sharon 19.96 39.91 
Howe, Genny 13.67 27.34 
Hubert, Cynthia 16.87 33.73 
Kalb, Loretta 25.03 40.00 
Kasler, Dale 13.12 26.23 
Kirby, Rhonda 22.53 40.00 
Knudson, Thomas 15.58 31.17 
Lindelof, William 38.47 40.00 
Locke, Catherine 22.73 40.00 
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Love, John 18.25 36.50 
Lundstrom, Marjorie 18.98 37.96 
Macias, Christopher 15.61 31.21 
Magagnini, Stephen 24.15 40.00 
Ong-Granis, Pauline 31.20 40.00 
Paterson, William 20.85 40.00 
Pench, Randall 27.66 40.00 
Phillips, Vicki 19.92 39.84 
Pierleoni, Allen 24.17 40.00 
Price, Suzanne 27.33 40.00 
Ryan, Michael 25.37 40.00 
Shreve, Molly 20.55 40.00 
Stanton, Sam 18.98 37.96 
Sterling, Lezlie 14.94 29.87 
Strella, Dean 14.63 29.26 
Tafoya, Roger 22.12 40.00 
Villegas, Jose 17.75 35.51 
Walsh, Denny 35.29 40.00 
 
 
McClatchy Newspapers, Inc., 
Publisher of THE SACRAMENTO BEE 

Pacific Media Workers 
Guild, Local 39521 

  
By:     ____________________________ 
 
Dated:____________________________ 
      

By:     ____________________________ 
 
Dated:____________________________ 
      

              
       By:     ______________________________ 

 
Dated:______________________________ 
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ATTACHMENT I: DOMESTIC PARTNERS  
 
 

Corporate, TNN and Three Bees 
Domestic Partners Benefit Coverage Policy 

 
Introduction 
 
Effective January 1, 1999, The McClatchy Company will reaffirm its continued 
commitment to diversity and equal employment by extending health plans and life 
plan coverage to domestic partners and their legal dependents on the same basis as 
they are made available to the spouses and dependents of married employees. 
 
This policy will apply to all eligible employees of The Sacramento Bee, The Fresno 
Bee, The Modesto Bee, The Newspaper Network, and the Corporate office.  All 
eligibility requirements with regard to hours, age, relationship and partner/spousal 
eligibility for employees and their dependents for each of the above-specified 
locations must be met before coverage is offered.  This policy does not apply to other 
properties of The McClatchy Company. 
 
This benefit is subject to the collective bargaining process.  For members of a 
collective bargaining unit, eligibility for this benefit is subject to agreement between 
the Company and the union. 
 
Definition of Domestic Partners 
 
Domestic Partners are defined as “two adults of the same or opposite sex who have 
chosen to share their lives in an intimate and committed relationship, reside together, 
and share a mutual obligation of support for the basic necessities of life.” 
 
Domestic Partner Criteria 
 
To qualify as a domestic partner, the domestic partners must: 
• both be at least 18 years of age; 
• not be related by blood to a degree that would otherwise prohibit marriage; 
• not be married to another person; 
• be mentally competent to enter into a contract; 
• have lived together at the same regular residence for at least twelve (12) months 

and intend to do so indefinitely; 
• be engaged in a committed, mutually exclusive relationship for at least twelve 

(12) months; 
• be financially interdependent and responsible for each other’s debts; and 
• be responsible for each other’s common welfare. 
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To qualify as a dependent child under the domestic partner policy, the dependent 
must: 
• be a biological dependent of the domestic partner, or must have a court-appointed 

legal relationship with the domestic partner or employee; 
• be less than 19 years of age, or 
• be less than 24 years of age and a full-time student; 
• be unmarried; 
• be primarily dependent upon the domestic partner or employee for financial 

support; 
• not be enlisted in the military service; 
• reside regularly with the employee and domestic partner, or 
• qualify as the domestic partner’s dependent for tax purposes, or 
• the domestic partner is required to provide coverage for the child by a court order. 
 
Domestic partners do not include roommates, siblings, parents, or other similar 
relationships. 
 
Enrollment 
 
The initial enrollment period for domestic partners will be conducted at the 1999 
annual open enrollment.  Thereafter, employees will be permitted to enroll their 
domestic partner and legal dependent(s) of their domestic partner annually at each 
open enrollment. 

 
If the employee does not participate in the Premium Pass-through Program, he/she 
may enroll their domestic partner and legal dependent(s) of their domestic partner in 
the event of a family status change.  Enrollment will be governed by the existing plan 
provisions.  Otherwise, enrollment can only be done during the annual open 
enrollment period. 
 
New hires eligible for benefits, and current employees who become eligible for 
benefits due to a status change, will be permitted to enroll their domestic partners and 
legal dependent(s) of their domestic partner during the initial enrollment period.   
 
If a domestic partner is eligible for medical and/or dental coverage with his/her 
employer, he/she must enroll in that coverage first and complete a Domestic 
Partners/Spousal Eligibility form, in order to be eligible for secondary medical or 
dental coverage with our Company. 
 
If a domestic partner qualifies for coverage, but elects coverage elsewhere, the 
employee should complete a Declaration of Domestic Partnership and waiver of 
coverage form for the domestic partner.  This will prevent the need for evidence of 
insurability if the domestic partner is added at a future date, and allow the employee 
and domestic partner to be eligible for the benefits listed under “Other Benefits”. 
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If both members of the domestic partner relationship are employed at the same 
location, both cannot be covered as dependents of each other. 
 
 
 
Health Plans 
The medical, dental, vision, mental health and employee assistance program will be 
administered under the existing provisions found in the corresponding Evidence of 
Coverage/Summary Plan Description or employee handbook for all enrollees.  Health 
plans and existing coverage are subject to change. 
 
Life Plans 
 
The employee’s domestic partner and eligible dependent(s) may elect coverage 
through the voluntary life program.  The voluntary life program will be administered 
under the provisions found in the insurance brochure. Life plans and existing 
coverage are subject to change. 
 
Contribution Schedules 
 
The employer will pay the same percentage share of the premium costs for the 
coverage of an employee with an enrolled domestic partner or domestic partner with 
dependent(s) as it pays toward the cost of coverage of an employee with a spouse or 
spouse with dependent(s).  The employee will be subject to the annual schedule of 
premium contributions for employee, employee plus one, and employee plus family 
coverage.  The scheduled premium contribution for the domestic partner’s and/or 
domestic partner’s dependent child(ren)’s benefits will be deducted from the 
employee’s payroll checks on an after-tax basis. 
 
Imputed Income 
 
The Internal Revenue Service (IRS) has ruled that if an employee receives health 
and/or life insurance benefits for a domestic partner or the domestic partner’s legally 
dependent child(ren), the employee must pay FICA federal income, and state 
income* taxes on the value of that benefit.  The IRS defines this as the fair market 
value of the domestic partner’s health or life insurance coverage over the amount paid 
for the employee’s own coverage.  This amount may be added to gross income and 
taxed accordingly.  If the domestic partner is a legal tax dependent under IRC Section 
152, imputed income may not apply.  Imputed income will not count as income for 
purposes of the pension plan, 401(k), Employee Stock Purchase Plan, long-term 
disability, life insurance, AD&D, or any other benefit plan which calculates benefits 
on the basis of compensation. 
 
Employees on an approved leave of absence, who pay their portion of the employee 
contribution schedule by check rather than payroll deduction, will be obligated to pay 
the amounts due for FICA tax and income tax withholding on imputed income.  
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Income withholding tax rates will be calculated in accordance with the employee’s 
specific W-4. 
 
*Eligible employees who have registered their domestic partnership with The State of 
California Secretary of State, are exempt from paying state income tax on the value of 
the benefit. 
 
 
 
Documentation of Domestic Partnership 
 
All employees requesting domestic partner coverage will be required to complete a 
“Declaration of Domestic Partnership”.  In addition to this Declaration, the employee 
must submit two (2) of the following items as documentation of domestic partnership: 
a) A joint mortgage or lease. 
b) Designation of domestic partner as beneficiary for life insurance. 
c) Designation of domestic partner as primary beneficiary in the employee’s will. 
d) Assignment of durable property or health care power of attorney to domestic 

partner. 
e) Joint ownership of a motor vehicle, joint bank account, or joint credit account(s). 
 
If an employee resides in a state or municipality where registration of domestic 
partnership is applicable, he/she must register with the appropriate government 
agency and provide proof of such registration in lieu of the “Declaration of Domestic 
Partnership”. 
 
Termination of Domestic Partnership 
 
The employee will be required to notify the Human Resources Department in writing 
within thirty (30) days of the termination of a domestic partnership.  This would 
occur when the employee’s relationship with the domestic partner no longer satisfies 
the domestic partner criteria.  If the domestic partnership is terminated, active 
coverage for the domestic partner’s child(ren) will be terminated unless there is a 
court order requiring the employee to provide benefit coverage.  Coverage will 
terminate on the last day of the month when the eligibility terminates regardless of the 
date the employee notifies Human Resources.  The employee will be reimbursed the 
domestic partner’s and the domestic partner’s dependent(s)’ premium payments for 
any noncovered months already paid. 
 
If an employee resides in a state or municipality where termination of domestic 
partnership is applicable, then such termination form must be substituted for written 
notification. 
 
Enrolling a New Domestic Partner 
 
Following termination of a domestic partnership, and proper notification of 
termination of domestic partnership, there will be a waiting period of twelve (12) 
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months after termination of coverage of the prior domestic partner or domestic 
partner’s dependent child(ren) before the employee is allowed to enroll a new 
domestic partner or a domestic partner’s dependent child(ren). 
 
COBRA Continuation of Coverage Rights 
 
Although there is no legal obligation to offer continued coverage to domestic partners 
and their dependent(s), the Company has chosen to extend COBRA coverage to 
domestic partners and their eligible dependent(s).  This coverage will be extended on 
the same basis as is currently available to employees, spouses and dependents.  
Periods of COBRA coverage for loss of health care coverage will be as follows: 
• Termination of coverage due to termination of employment:  18 

months 
• Termination of coverage due to reduction in hours:    18 

months 
• Termination of coverage due to retirement of employee:   18 

months 
• Termination of coverage due to termination of domestic partnership: 36 

months 
• Termination of coverage due to reaching the age of majority:  36 

months 
• Termination of coverage due to death of employee:    36 

months 
• Termination of coverage due to MediCare eligibility:   36 

months 
 
All provisions of COBRA as outlined in the COBRA notification will apply.  
Domestic partners electing COBRA may not add a new domestic partner to their 
continuation of coverage. 
 
Retirement 
An employee who retires, and meets the eligibility requirements for retirement health 
care benefits and covers a domestic partner, may continue to cover the domestic 
partner and the domestic partner’s dependent child(ren) if applicable.  The benefits 
will be administered under the provisions of the retirement policy. 
 
Other Benefits 
 
Bereavement Leave will be extended to include domestic partners as immediate 
family members.  Sick Leave will be extended to include care for the domestic 
partner or the domestic partner’s dependent child(ren). 

Family Medical Leave Act (FMLA) will be extended to include domestic partners 
and the domestic partners’ dependent child(ren). 
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Domestic partners’ dependent child(ren) will be allowed access to the subsidized day-
care facility in accordance with the policies of the facility.   

In the event of an employee’s death, the domestic partner and any dependent 
child(ren) currently covered under the Company’s health and life plans, will be 
extended the current month’s coverage plus two additional months of coverage, and 
then offered COBRA benefits. 
 
Survivor benefits for long-term disability will be extended to include domestic 
partners.  In the event of an employee’s death, IRS regulations will not allow payment 
of the final pay check to the domestic partner.  Final pay will be issued to the 
employee’s estate. 
 
Domestic partner benefits will not be extended to The Restated Retirement Plan for 
Employees of McClatchy Newspapers, the Money Shelter 401(k) plan, the Premium 
Pass-through Plan or the Flexible Spending Account Plans.  Due to IRS regulations, 
the Health Care Reimbursement Plan and the Dependent Care Assistance Plan will 
not reimburse expenses for care of domestic partners and their dependents, except 
those who meet the applicable IRS tax law definition of “dependent”.  Also, we 
cannot treat an employee with a domestic partner as “married” for purposes of 
determining the employee’s maximum allowable contribution to the Dependent Care 
Assistance Plan. 
 
Beneficiary Designation 
 
Employees may designate a domestic partner as their beneficiary for life insurance or 
the Money Shelter 401(k) plan. 

 
The McClatchy Company reserves the right to change, modify or discontinue the 
domestic partner benefits at any time with 30 days notice. 
 
Nothing in this document should be interpreted as a contractual obligation, either 
implied or expressed. 

 
Approved: 

      Heather Fagundes, Vice President, Human Resources, McClatchy Newspapers 
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DECLARATION OF EMPLOYEE/DOMESTIC PARTNER 
UNDERSTANDINGS & RESPONSIBILITIES 

 
THE UNDERSIGNED EMPLOYEE: 
• UNDERSTANDS THAT THE DECLARATION OF DOMESTIC PARTNERSHIP 

SHALL BE TERMINATED UPON THE DEATH OF THE DOMESTIC PARTNER 
OR BY A CHANGE IN THE CIRCUMSTANCES ATTESTED TO IN THIS 
DECLARATION. 

• AGREES TO NOTIFY THE HUMAN RESOURCES DEPARTMENT IN WRITING 
IF THERE IS ANY CHANGE IN THE CIRCUMSTANCES ATTESTED TO IN 
THE DECLARATION OF DOMESTIC PARTNERSHIP WITHIN THIRTY (30) 
DAYS OF THAT CHANGE. 

• UNDERSTANDS THAT ANOTHER DECLARATION OF DOMESTIC 
PARTNERSHIP CANNOT BE FILED UNTIL TWELVE MONTHS AFTER THE 
TERMINATION OF COVERAGE OF THE PRIOR DOMESTIC PARTNER. 

• UNDERSTANDS THAT THE INTERNAL REVENUE SERVICE CURRENTLY 
TREATS THE VALUE OF THE HEALTH AND LIFE COVERAGE PROVIDED 
TO A DOMESTIC PARTNER AND LEGAL DEPENDENTS, IF ANY, MINUS 
ANY CONTRIBUTION PAID FOR THE COVERAGE, as imputed income to the 
employee. 

 
THE UNDERSIGNED DOMESTIC PARTNER UNDERSTANDS THAT: 
• BENEFIT COVERAGE MAY BE TERMINATED BY THE EMPLOYEE AT ANY 

TIME EVEN IF THE PARTNERSHIP IS NOT TERMINATED. 
• IF THE DOMESTIC PARTNERSHIP IS TERMINATED, ACTIVE COVERAGE 

FOR THE DOMESTIC PARTNER’S CHILD(REN) WILL BE TERMINATED 
UNLESS THERE IS A COURT ORDER REQUIRING THE EMPLOYEE TO 
PROVIDE BENEFIT COVERAGE. 

• BENEFIT COVERAGE SHALL BE TERMINATED AT THE END OF THE 
MONTH OF DEATH OF THE EMPLOYEE; AND 

• COBRA RIGHTS TO CONTINUE COVERAGE MAY BE AVAILABLE IN THE 
EVENT OF TERMINATION. 

 
EACH OF THE UNDERSIGNED UNDERSTANDS THAT: 
• REGARDLESS OF THE DATE ON WHICH THE TERMINATION 

NOTIFICATION IS RECEIVED BY HUMAN RESOURCES, TERMINATION OF 
COVERAGE IS THE LATER OF THE DATE ON WHICH ANY ONE OF THE 
ELIGIBILITY CRITERIA ARE NO LONGER SATISFIED, OR THE DATE 
COVERAGE ENDS ACCORDING TO THE TERMS OF THE PLAN. 

• THEY SHALL BE OBLIGATED TO ADHERE TO THE PROVISION OF THE 
HEALTH CARE PLANS’ EVIDENCE OF COVERAGE/SUMMARY PLAN 
DESCRIPTIONS OR TO THE CONTRACTS THAT GOVERN THEM. 

• THIS INFORMATION WILL BE HELD CONFIDENTIAL AND WILL BE 
SUBJECT TO DISCLOSURE ONLY UPON OUR EXPRESS WRITTEN 
AUTHORIZATION OR IF OTHERWISE REQUIRED BY LAW. 
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• THIS DECLARATION OF RESPONSIBILITY FOR COMMON WELFARE AND 
FINANCIAL RESPONSIBILITY MAY HAVE LEGAL IMPLICATION UNDER 
CALIFORNIA LAW. 

• A CIVIL ACTION MAY BE BROUGHT AGAINST EITHER OR BOTH OF THE 
UNDERSIGNED FOR ANY LOSSES, INCLUDING ATTORNEY’S FEES, 
BECAUSE OF ANY FALSE STATEMENT(S) CONTAINED IN THIS 
DECLARATION. 

 
EACH OF THE UNDERSIGNED CERTIFIES UNDER PENALTY OF PERJURY, 
UNDER CALIFORNIA STATE LAW, THAT THE FOREGOING IS TRUE AND 
CORRECT.  THE UNDERSIGNED EMPLOYEE UNDERSTANDS THAT WILLFUL 
FALSIFICATION OF INFORMATION ON THIS DECLARATION MAY LEAD TO 
DISCIPLINARY ACTION, UP TO AND INCLUDING DISCHARGE FROM 
EMPLOYMENT.  EACH OF THE UNDERSIGNED UNDERSTANDS THAT 
NOTHING IN THIS DECLARATION SHOULD BE CONSTRUED AS A CONTRACT 
OF EMPLOYMENT. 
 
_______________________________________ ________________________ 
EMPLOYEE SIGNATURE        DATE 
 
 
_______________________________________ ________________________ 
DOMESTIC PARTNER SIGNATURE      
 DATE 
 
 
____________________________________________________________________ 
ADDRESS    CITY   STATE  ZIP 
 
 
The signature of the employee and domestic partner on this form must be notarized: 
 
Subscribed and sworn before me on this ______day of ____________, 20__ 
_ 
_____________________________________________________________ 
Notary Public 
 
My commission expires _____________________________________, ____ 
 
 
THE MCCLATCHY COMPANY RESERVES THE RIGHT TO CHANGE, MODIFY 
OR DISCONTINUE THE DOMESTIC PARTNER BENEFITS AT ANY TIME WITH 
30 DAYS NOTICE. 
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DECLARATION OF DOMESTIC PARTNERSHIP 
 

I, THE UNDERSIGNED EMPLOYEE,  
 
___________________________________________________ 
PLEASE PRINT:  NAME OF EMPLOYEE/SOCIAL SECURITY NUMBER 
 
AND I, THE UNDERSIGNED DOMESTIC PARTNER,  
___________________________________________ 
 
PLEASE PRINT: NAME OF DOMESTIC PARTNER/SOCIAL SECURITY NUMBER 
 
DECLARE WE ARE DOMESTIC PARTNERS.  WE AFFIRM THAT THE 
EFFECTIVE DATE OF THE DOMESTIC PARTNERSHIP IS  
____________________ AND THAT WE MEET ALL THE FOLLOWING CRITERIA 
OF DOMESTIC PARTNERSHIP FOR  DATE OF  PARTNERSHIP COVERAGE 
UNDER THE MCCLATCHY COMPANY’S EMPLOYEE STOCK PURCHASE 
PLAN.  WE AFFIRM THAT ALL OF THE FOLLOWING ARE TRUE AND 
CORRECT: 

1.WE HAVE BOTH REACHED THE AGE OF MAJORITY 
UNDER CALIFORNIA LAW OR HAVE, BY COURT ORDER, 
HAD THE DISABILITIES OF MINORITY REMOVED: 
2.WE ARE NOT RELATED BY BLOOD TO A DEGREE THAT 
WOULD OTHERWISE PROHIBIT     MARRIAGE; 
3. WE ARE NOT MARRIED TO ANOTHER PERSON; 
4. WE ARE MENTALLY COMPETENT TO ENTER INTO A 

CONTRACT; 
5. WE HAVE LIVED TOGETHER UNDER THE SAME ROOF 

FOR AT LEAST TWELVE (12) MONTHS AND INTEND 
TO DO SO INDEFINITELY; 

6. WE HAVE BEEN ENGAGED IN A COMMITTED, 
MUTUALLY EXCLUSIVE RELATIONSHIP FOR AT 
LEAST TWELVE (12) MONTHS; 

7. WE ARE FINANCIALLY INTERDEPENDENT AND 
RESPONSIBLE FOR EACH OTHER’S DEBTS; AND 

8. WE ARE RESPONSIBLE FOR EACH OTHER’S COMMON 
WELFARE. 

 
WE UNDERSTAND WE MUST SIGN A DECLARATION OF DOMESTIC 
PARTNERSHIP (OR DOMESTIC PARTNER REGISTRATION, IF APPLICABLE IN 
OUR STATE OR CITY OF RESIDENCE).  IN ADDITION, WE UNDERSTAND WE 
MUST SHOW EVIDENCE OF JOINT RESPONSIBILITY FOR EACH OTHER’S 
COMMON WELFARE AND FINANCIAL OBLIGATIONS BY PROVIDING TWO (2) 
OF THE FOLLOWING: 
 

• A JOINT MORTGAGE OR LEASE; 
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• DESIGNATION OF DOMESTIC PARTNER AS BENEFICIARY FOR LIFE 
INSURANCE; 

• DESIGNATION OF DOMESTIC PARTNER AS PRIMARY BENEFICIARY IN 
EMPLOYEE’S WILL; 

• DURABLE HEALTH CARE POWER OF ATTORNEY NAMING DOMESTIC 
PARTNER AS ATTORNEY-IN-FACT; 

• JOINT OWNERSHIP OF A MOTOR VEHICLE, JOINT BANK ACCOUNT, 
OR JOINT CREDIT ACCOUNT; 

 
 
WE UNDERSTAND THAT THIS DECLARATION MAY HAVE LEGAL 
IMPLICATIONS UNDER CALIFORNIA STATE LAW.  WE UNDERSTAND THAT 
A CIVIL ACTION MAY BE BROUGHT AGAINST EITHER OR BOTH OF US FOR 
ANY LOSSES, INCLUDING COSTS AND REASONABLE ATTORNEY’S FEES, 
BECAUSE OF A FALSE STATEMENT CONTAINED IN THIS DECLARATION. 
 
WE ALSO CERTIFY UNDER PENALTY OF PERJURY, UNDER CALIFORNIA 
STATE LAW, THAT THE FOREGOING IS TRUE AND CORRECT.  THE 
UNDERSIGNED EMPLOYEE UNDERSTANDS THAT WILLFUL FALSIFICATION 
OF INFORMATION ON THIS DECLARATION MAY LEAD TO DISCIPLINARY 
ACTION, UP TO AND INCLUDING DISCHARGE FROM EMPLOYMENT. 
 
_______________________________________________ __________________ 
EMPLOYEE SIGNATURE      DATE 
 
 
________________________________________________ __________________ 
DOMESTIC PARTNER SIGNATURE     DATE 
 
_______________________________________________________________________ 
Address     City  State  Zip 
 
 
THE SIGNATURE OF THE EMPLOYEE AND DOMESTIC PARTNER ON THIS 
FORM MUST BE NOTARIZED: 
  

SUBSCRIBED AND SWORN BEFORE ME THIS _____ DAY OF ________, 
20___ 
  

___________________________________________________ 
 NOTARY PUBLIC  
  

MY COMMISSION EXPIRES_________________________, ______  
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THE MCCLATCHY COMPANY RESERVES THE RIGHT TO CHANGE, MODIFY 
OR DISCONTINUE THE DOMESTIC PARTNER BENEFITS AT ANY TIME WITH 
30 DAYS NOTICE. 
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DECLARATON OF TERMINATION OF DOMESTIC PARTNERSHIP 
 
I, ____________________________________________, DECLARE UNDER PENALTY OF 
PERJURY, THAT 
PLEASE PRINT:  NAME OF EMPLOYEE/SOCIAL SECURITY NUMBER 
 
THE DECLARATION OF DOMESTIC PARTNERSHIP ATTESTED TO AND 
SIGNED BY___________________  

DATE OF 
DECLARATION  

IS TERMINATED AS SPECIFIED BELOW. 
 
1. NAME OF COVERED DOMESTIC PARTNER:  
_____________________________________ 
2.  NAME OF COVERED DOMESTIC PARTNER’S LEGAL DEPENDENTS, IF 
APPLICABLE: 
__________________________________________________________________ 
3. TERMINATION OF DECLARATION OF DOMESTIC PARTNERSHIP IS DUE 
TO: 
 
CHANGE OF CRITERIA ATTESTED TO IN DECLARATION OF DOMESTIC 
PARTNERSHIP DATE:____________ 
TERMINATION OF DOMESTIC PARTNERSHIP              DATE:  
_____________ 
DEATH OF DOMESTIC PARTNER               DATE:  
_____________ 
MARRIAGE TO DOMESTIC PARTNER               DATE:  
_____________ 

 
I ACKNOWLEDGE THAT IT IS MY RESPONSIBILITY TO FURNISH A COPY 
OF THIS SIGNED STATEMENT TO MY SURVIVING FORMER DOMESTIC 
PARTNER.  I HEREBY DECLARE, UNDER PENALTY OF PERJURY, THAT THE 
FOREGOING STATEMENTS ARE TRUE AND CORRECT.  I FURTHER 
UNDERSTAND THAT I WILL NOT BE ELIGIBLE TO ADD A DOMESTIC 
PARTNER OR LEGAL DEPENDENT(S) OF ANOTHER DOMESTIC PARTNER 
UNTIL TWELVE (12) MONTHS FOLLOWING TERMINATION OF COVERAGE OF 
THE PRIOR DOMESTIC PARTNERSHIP. 
 
______________________________________________________________________ 
PLEASE PRINT:  EMPLOYEE NAME      DATE 
 
________________________________________________________________________ 
EMPLOYEE SIGNATURE 
 
________________________________________________________________________ 
ADDRESS    CITY   STATE  ZIP 
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THE SIGNATURE OF THE EMPLOYEE ON THIS FORM MUST BE 
NOTARIZED: 
 
SUBSCRIBED AND SWORN BEFORE ME THIS _____ DAY OF _________, 20___ 
_______________________________________________________ 
NOTARY PUBLIC 
 
MY COMMISSION EXPIRES ______________________________, 20___ 
 
THE MCCLATCHY COMPANY RESERVES THE RIGHT TO CHANGE, MODIFY 
OR DISCONTINUE THE DOMESTIC PARTNER BENEFITS AT ANY TIME WITH 
30 DAYS NOTICE. 
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ATTACHMENT II: DRUG AND ALCOHOL TESTING  
 

The Sacramento Bee 
Drug, Alcohol and Substance Policy 

 
Purpose 
The Sacramento Bee is committed to maintaining a safe and efficient workplace free of 
drugs and alcohol and to discouraging drug, alcohol and substance abuse by its 
employees.  Employees who are under the influence of drugs, alcohol or other substances 
on the job compromise The Sacramento Bee's interests, and may endanger their own 
health and safety and the health and safety of others. 
The Sacramento Bee's goals are to avoid accidents, promote and maintain safe and 
efficient working conditions for its employees, and to protect its business, property, 
equipment and operations.  To support these goals, The Sacramento Bee has established 
this policy concerning the use of drugs, alcohol and other substances.  As a condition of 
continued employment with The Sacramento Bee, each employee must abide by this 
policy. 
  Definitions 
For the purpose of this policy: 
(1) "Illegal drugs or other controlled substances" means any drug or substance that (a) is 

not legally obtainable; (b) is legally obtainable but has not been legally obtained; or 
(c) has been legally obtained but is being sold or distributed unlawfully. 

(2) "Legal drug" means any drug, including any prescription drug or over-the-counter 
drug, that has been legally obtained and that is not unlawfully sold or distributed. 

(3) "Abuse of any legal drug" means the use of any legal drug (a) for any purpose other 
than the purpose for which it was prescribed or manufactured; or (b) in a quantity, 
frequency or manner that is contrary to the instructions or recommendations of the 
prescribing physician or manufacturer. 

(4) "Substance" includes but is not limited to any inhalants, adhesives, glues, paints or 
other substances used for the purpose of intoxication. 

(5) "Possession" means that an employee has the substance on his or her person or 
otherwise under his or her control. 

(6) "Drug and alcohol testing" means testing for drugs, whether illegal or legal, and/or 
alcohol as defined within the policy.  

(7)  
Prohibited Conduct 
This policy applies to employees whenever the interests of The Sacramento Bee or its 
employees may be adversely affected, including any time the employee is: 
 
(1) On The Sacramento Bee's premises; 
 
(2) Conducting or performing Sacramento Bee business, regardless of location; 
 
(3) Operating or responsible for the operation, custody or care of Sacramento Bee 

equipment or other property;  
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(4) Driving a Sacramento Bee-owned, leased or rented vehicle or any other vehicle on 
behalf of The Sacramento Bee, including a personal vehicle;  

 
(5) Responsible for the safety of others; or 
 
(6) Off-duty but using drugs, alcohol or other substances in a manner that in any way 

adversely affects The Sacramento Bee or the employee's ability to perform his or her 
job. 

 
Prohibited use of drugs, alcohol and other substances is described below:  

 
Alcohol 

The unauthorized use, possession, purchase, sale, manufacture, distribution, 
transportation or dispensation of alcohol or being under the influence of alcohol is 
strictly prohibited and subject to disciplinary action up to and including termination. 
The only exception to this policy is for moderate consumption in connection with 
Sacramento Bee-authorized events at which consumption of alcohol has specifically 
been approved or in places of public accommodation or at business affairs designed 
to serve a Sacramento Bee interest.  Even in such circumstances, however, excessive 
use, intoxication or other abuse of alcoholic beverages is prohibited. 

 
Illegal Drugs 
The use, possession, purchase, sale, manufacture, distribution, transportation or 
dispensation of any illegal drug or other controlled substance, or being under the 
influence of any illegal drug or other controlled substance is strictly prohibited and 
subject to disciplinary action up to and including termination. 

 
Legal Drugs 
The abuse of any legal drug, or the purchase, sale, manufacture, distribution, 
transportation or dispensation of any legal prescription or drug in a manner 
inconsistent with law is strictly prohibited and subject to disciplinary actions up to 
and including termination.   
Working while impaired by the use of any legal drug, including marijuana or other 
controlled substance used as part of a prescribed treatment program, whenever such 
use might (a) endanger the safety of the employee or others, (b) pose a risk of damage 
to The Sacramento Bee property or equipment, or (c) substantially interfere with job 
performance or the efficient operation of The Sacramento Bee's business or 
equipment also is prohibited.  Employees under the influence of legal drugs that may 
cause such an impairment must notify The Sacramento Bee's designated physician 
before reporting to work.  This information will be treated confidentially.  If it is 
determined that the employee cannot safely perform his or her duties while under the 
influence of the legal drug, he or she will not be permitted to return to work.  The 
employee may use available sick leave and/or vacation time during his or her 
absence.  The employee also may request unpaid time off during this period.  Nothing 
in this policy is intended to diminish The Sacramento Bee's commitment to employ 
and reasonably accommodate qualified, disabled individuals. 
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Substances 
The abuse of any substance, or the purchase, sale, manufacture, distribution, 
transportation or dispensation of any substance in a manner inconsistent with law is 
strictly prohibited and subject to disciplinary actions up to and including termination.   
This applies to the use of inhalants, adhesives, glues, paints or other substances used 
for the purpose of intoxication. 

 
Types of Testing 
 
Applicant Testing 
As part of The Sacramento Bee's employment screening process, any applicant, including 
part-time or on-call employees, to whom an offer of employment is made must pass a 
drug test.  This policy also applies to previous employees of The Sacramento Bee who 
are rehired.  The offer of employment (or reemployment) is conditioned on a negative 
test result.  Applicants will be informed of The Sacramento Bee's Drug, Alcohol and 
Substance policy during the employment application process. 
 
Reasonable Suspicion Testing 
If a supervisor or manager has reasonable suspicion that an employee is working in an 
impaired condition or otherwise engaging in conduct that violates this policy, the 
employee will be asked about the observed behavior and offered an opportunity to 
provide a reasonable explanation.  If the employee is unable to explain the behavior, the 
Human Resources department will be consulted.  With Human Resources approval, the 
employee will be required to take a drug and/or alcohol test in accordance with the 
procedures outlined below. 
 
If the employee refuses to cooperate with the administration of drug and alcohol testing, 
the refusal will be handled in the same manner as a positive test result. 
 
Examples of reasonable suspicion that will lead to drug and/or alcohol testing include but 
are not limited to: 
• When an employee's actions during the course of employment causes or contributes 

to an injury of the employee or another person that requires medical attention beyond 
first aid. 

 
• When an employee driving a personal or a Company-owned, leased or rented vehicle 

is involved in any vehicle accident during the course of employment that involves 
another vehicle, results in injury to any party involved, and/or results in vehicle or 
property damage of any kind. 

 
• When an employee's actions during the course of employment results in unusual 

and/or significant property, material and/or equipment damage. 
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• When an employee is observed using alcohol or drugs during work hours. 
 
• When there is reasonable suspicion in which a supervisor believes the actions, 

appearance and/or conduct of an employee’s behavior is indicative of drug, alcohol or 
substance use.  This includes but is not limited to suspicion that is based on specific 
personal observations such as an employee's manner, disposition, muscular 
movement, appearance, behavior, speech or breath odor; information provided to 
management by an employee, by law enforcement officials, by a security service or 
by other persons believed to be reliable; or a suspicion that is based on other 
surrounding circumstances. 

 
However, exceptions to drug and alcohol testing for reasonable suspicion may occur in 
certain circumstances at the direction of any two of the following: the immediate 
supervisor, the Department Head or above, and/or the Human Resources Director or 
above.   
 
Employees are required to immediately report all incidents, accidents, property damage 
and/or injuries to a supervisor, manager or Human Resources.  Any employee who fails 
to do so will be subject to disciplinary action up to and including termination.  
Furthermore, the supervisor and/or the Human Resources department will have sole 
discretion in determining if property damage is unusual and/or significant, and their 
decision will be binding.   
 
Employees who are tested for reasonable suspicion may be suspended with or without 
pay until the test results have been confirmed or until the investigation is complete.  
 
Random Testing 
Random drug and alcohol testing only will be used when (a) required for certain positions 
in compliance with applicable laws or regulations; or (b) as part of the terms and 
conditions of a rehabilitation program or Return to Work Agreement. 
 
Testing Procedures 
 
Test samples will be collected by The Sacramento Bee-appointed medical staff.  Urine 
samples will be used for drug testing, and breath analysis will be used for alcohol testing.  
Employees and applicants will have the opportunity to alert the medical staff to any 
prescription or non-prescription drugs being taken that may affect the outcome of a test.  
 
Drug test samples will be sent to an independent National Institute of Drug Abuse 
(NIDA)-certified medical clinic or laboratory for processing.  All test results will then be 
read and interpreted by a Sacramento Bee-appointed, MRO-certified physician. 
 
If a drug test is positive, the results will be confirmed by a gas chromatography/mass 
spectrometry.  The MRO-certified physician will contact the applicant or employee to 
confirm the test data and discuss variables that may have affected the test.  The 
Sacramento Bee will pay the cost of the first drug test and the confirming gas 
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chromatography/ spectrometry.  If the applicant or employee disagrees with a confirmed 
positive result after a discussion with the physician, the applicant or employee may have 
the same sample sent to any NIDA-certified lab to be tested at his or her own cost.  This 
request must be made in writing within two working days of being advised of a positive 
test result. 
 
If a breath analysis is positive, the test will be administered up to two more times within 
consecutive, fifteen-minute intervals.  If an applicant or employee disagrees with the 
positive test results, the employee may elect to have a blood test conducted at his or her 
own cost.  This test must be conducted immediately after the breath analyzer.  
 
Any attempts to tamper with or adulterate a sample will be grounds for immediate 
termination. 
 
Positive Test Standards 
Alcohol 

Employees required to maintain a commercial driver's license will be held to 
applicable laws or regulations governing alcohol consumption and use.  All other 
employees will be presumed to have a positive test for alcohol and to be "under 
the influence" when test results meet or exceed a blood alcohol level of .08. 

Drugs  
Employees will be presumed to have a positive test result and to be "under the 
influence" of a drug and in violation of this policy when the test results meet or 
exceed the cutoff level established by the U.S. Department of Health and Human 
Services for the specific drug or substance in question.  

 
Positive Test Results and Discipline 
Applicants 

If an applicant tests positive, the offer of employment will be revoked.  The 
applicant may not reapply for at least twelve months from the date of the last drug 
test. 

 
Employees 

When an employee driving a personal or a Company-owned, leased or rented 
vehicle is involved in any vehicle accident during business hours and/or in the 
course of doing Company business and tests positive, the Employer shall have 
just cause under the Agreement to terminate the employee.  In addition, when an 
employee driving a personal or a Company-owned, leased or rented vehicle 
during business hours and/or in the course of doing Company business is 
reasonably suspected of being under the influence of drugs or alcohol, and tests 
positive, the Employer shall have just cause under the Agreement to terminate the 
employee.  At its sole discretion, the Employer may impose a lesser discipline 
than termination on an employee who tests positive under any of these 
circumstances. The exercise of the Employer’s discretion to impose a lesser 
discipline than termination on an employee who tests positive under any of these 
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circumstances shall not constitute a precedent or limit in any way the Employer’s 
right to terminate immediately any other employee who tests positive. 

 
Any employee who tests positive and is not covered by the foregoing paragraph 
may be disciplined up to and including termination.   

 
All other violations of this policy will result in disciplinary action up to and 
including termination.  

 
Any employee who tests positive for the presence of drugs and/or alcohol may be 
suspended with or without pay pending further review.  Employees who test 
positive for the first time may be referred to the Employee Assistance Program 
(EAP) or be subject to disciplinary action up to and including termination.  If an 
employee is referred to the EAP, the employee must contact the EAP provider 
within two working days.  An employee who does not contact the EAP within this 
time period will be terminated. 

 
As a condition of continued employment, an employee referred to the EAP must 
comply with all recommendations of the EAP provider and must enter into a 
Return to Work Agreement before returning to work.  The employee must meet 
and comply with all requirements of the Return to Work Agreement.  These 
requirements will include (a) remaining drug, alcohol and substance abuse free, 
(b) being randomly tested for drugs and/or alcohol for a period of time as set forth 
in the Agreement, and (c) continuing to meet all job requirements and standards 
of his or her position.  If the employee does not comply with these and all other 
requirements of the Return to Work Agreement, he or she will be terminated 
immediately. 

 
An employee who is referred to the EAP in lieu of termination will receive a final 
written warning.   If the employee tests positive for drugs and/or alcohol a second 
time, or in any other way violates this policy, he or she will be terminated.  

 
Under the commercial Motor Vehicle Safety Act of 1986, drivers who are 
convicted of operating a motor vehicle under the influence of alcohol or drugs are 
disqualified from driving for one year.  An employee who cannot perform his or 
her customary job duties may be terminated. 

 
Employee Assistance Program and Rehabilitation 
 
If an employee suspects he or she may have a drug, alcohol or substance abuse problem, 
he or she is encouraged to seek treatment before becoming involved in an incident that 
may lead to drug and alcohol testing or disciplinary action.  Dependence on drugs, 
alcohol and/or other substances or participating in a rehabilitation program will not 
protect an employee from disciplinary action for unacceptable performance, continued 
abuse or from a policy violation that occurred before the employee seeks assistance.   
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Employees are provided with professional counseling and medical referrals through The 
Sacramento Bee's Employee Assistance Plan (EAP) and through its Behavioral Health 
Care Plan.  All information regarding referrals, evaluation and treatment of an employee 
who participates in an assistance program will be maintained in a private and confidential 
manner. 
 
Employees who wish to voluntarily enter and participate in an approved drug or alcohol 
rehabilitation program are encouraged to contact the Human Resources Director.  The 
Human Resources Director will determine whether The Sacramento Bee can 
accommodate the employee by providing unpaid leave for the time necessary to complete 
participation in the program. 
 
Acknowledgement and Consent 
Any employee or applicant subject to testing under this policy will be asked to sign a 
form acknowledging the procedures governing testing, and consenting to  

(a) the collection of a urine and/or a breath sample for the purpose of determining the 
presence of drugs and/or alcohol, and  

(b) the release to The Sacramento Bee of medical information regarding the test 
results. 

 
Refusal to sign the agreement and consent form or to submit to the drug and/or alcohol 
test will result in the revocation of an applicant's job offer.  If an employee refuses to sign 
the acknowledgment and consent or cooperate with the administration of the drug and 
alcohol test, the refusal will be handled in the same manner as a positive test result. 
 
Confidentiality 
All drug and alcohol testing records are kept confidential.  Access to such information is 
limited to individuals who have a business need to know.   In addition, disclosures made 
by an employee to his or her manager, The Sacramento Bee's physician or the Human 
Resources Director concerning use of legal drugs or participation in a drug program will 
be treated confidentially and will not be revealed to other managers or supervisors unless 
there is a work-related reason to do so.   
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ATTACHMENT III: VEHICLE ACCIDENT POLICY  
 

The Sacramento Bee 
Driver Safety / Accident Policy 

 
SAFETY  GUIDELINES 

 
• Employees using Company vehicles or private vehicles during the course of business 

are expected to operate the vehicle legally and safely by observing all traffic laws and 
driving courteously. 

• Company vehicles with mechanical or maintenance problems must be immediately 
reported to the department supervisor and/or fleet maintenance department. 

• Employees are expected to follow all department rules for driving Company vehicles 
(see specific departmental guidelines). 

 
PULL NOTICE PROGRAM (PNP) 
Introduction 
 
The Department of Motor Vehicles (DMV) Pull Notice Program (PNP) was implemented 
as Company policy effective December 19, 1994.  The PNP provides The Sacramento 
Bee with a current printout of all included employees' driving records.   It is the 
Company's intention that enrollment in the PNP will ensure all Company drivers are in 
compliance with the State DMV and Federal driving laws, as well as meeting Company 
safety policies. 
 
Participation 
All employees required to drive a Company or private vehicle as a routine part of their 
job duties are included in this program and must sign a release allowing the DMV to 
release copies of their driving records.  Any employee who refuses to sign such a release 
will not be eligible to drive, and, subsequently, his or her employment may be terminated.  
If you have any questions about whether or not you are required to participate in this 
program, contact your department manager or Human Resources.    
 
Process 
 
The Bee will receive a DMV printout for each employee upon enrollment in the PNP, and 
then an updated printout semi-annually, thereafter.  In addition, if an employee 
experiences activity such as a traffic citation or suspended license, the DMV will 
automatically generate an updated printout and send it to the Company.  The PNP will 
identify employees currently driving with an expired or suspended driver's license, and 
all other convictions and accidents that may be considered when determining if an 
employee is eligible to drive as part of his or her duties, based on the Company's point 
system. 
 
 
Point System 
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An employee's eligibility to drive for the Company will be determined by a point system.  
The point system will also be used to determine an applicant's eligibility for hire.  An 
employee may be considered a NEGLIGENT OPERATOR of a motor vehicle and be 
subject to termination when his or her driving record shows the following "point count": 
    3 points in 12 months 
    5 points on record 
 
Points on the Driving Record 
 
The DMV keeps a public record of all traffic convictions and accidents for 36 months or 
longer depending on the type of conviction.  Records of more serious convictions, like 
reckless or drunk driving, are kept for up to seven years.  A traffic conviction for driving 
unsafe counts as one point.  Any "at fault" accident also is normally counted as one point.  
Two points are charged against you if you are convicted of reckless driving, of driving 
under the influence of alcohol/drugs, of hit-and-run driving, of evading a peace officer, of 
driving while your license is suspended or revoked, or for driving on the wrong side of 
the road.  This list is not all-inclusive.  Any driver with too many "points" may lose his or 
her driver's license. 
 
Serious Violation 
 
Serious violations while driving a Company vehicle or a personal vehicle in the course of 
Company business that may result in immediate termination regardless of the points 
accumulated include but are not limited to: 
 
• Driving under the influence of alcohol or a controlled substance. 
• Involved in a criminal offense involving a motor vehicle. 
• Driving while one's license or insurance is expired, suspended or revoked. 
• Having an open container of alcohol in a motor vehicle. 
• Reckless driving, drag racing or attempting to elude an officer. 
• Leaving the scene of a collision in which you are involved. 
 
Applicants/Transfers 
 
No applicant with more than two points on a driving record will be considered for hire or 
transfer into a driving position.  Likewise, applicants with a SERIOUS VIOLATION on 
their driving records will not be considered for hire.   
 
Monitoring of Current Employees 
 
Employees included in the PNP should report all work-related tickets, violations or 
accidents to their supervisor immediately.  Additionally, employees are responsible for 
paying all traffic or parking tickets incurred while driving during the course of business.  
The Bee will cover tickets due to mechanical failure, which occur while driving a 
Company-owned vehicle. 
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Any current employee who meets or exceeds the established point counts will be 
considered a NEGLIGENT DRIVER and have his or her driving record reviewed.  
Depending on the severity of the violations, the employee may be issued a final written 
warning or be subject to immediate termination. 
 
The Company will provide the employee with a copy of the DMV printout used in 
determining disciplinary action.  The Company is not responsible for errors on an 
employee's driving record.  If an employee believes his or her record is inaccurate, he or 
she will be given five (5) working days to correct the error.  The employee may not drive 
during this period and may be placed on unpaid administrative leave.  The employee will 
be responsible for:  
1) providing an updated driving record and/or appropriate verification of the correction 

and 
2) any costs incurred in correcting the driving record.   
 
Employees with suspended or revoked licenses will not be allowed to drive for The Bee 
and may be suspended for five days without pay.  If a valid license cannot be produced 
during that time, the employee will be subject to termination. 
 
Employees with "Failure to Appear" (FTA) status will be given 30 days from date of 
notification to prove the FTA has been removed from their record.  If the FTA has not 
been removed in the 30-day period, they will be subject to termination. 
 
In all cases, employees subject to disciplinary action short of termination under this 
program must produce the following documents to continue working:  
1) a valid California driver's license 
2) acceptable driving record  
3) * valid vehicle registration 
4) *  proof of current auto insurance, with minimum coverage amounts as set forth by 

the Company  
(* if 3 and 4 are applicable).  

 
Standards set forth in The Bee’s Accident Policy (see below) and/or the Drug, Alcohol 
and Substance Policy supersede the Point System criteria of the PNP.  For example, a 
first-time, at-fault major accident may not generate enough points in the PNP for an 
employee to become a NEGLIGENT DRIVER, however, under our existing Accident 
Policy, it could result in termination.  In addition, any employee found to be driving 
under the influence of drugs, alcohol or illegal substances in the course of Company 
business will be subject to immediate termination. 
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Road Observations - Within the Transportation Department, supervisors may 
perform road observations.  A driver will be followed and monitored to see if he or 
she is driving in a safe manner and is observing all traffic laws as defined by the 
California Vehicle Code.  All road observations will be shared with the employee 
and will be noted.  Negative road observations may result in disciplinary action, and 
will have an impact on the annual performance appraisal.  Any observation of 
flagrantly disregarding traffic laws (i.e., running a stop sign or light) will be treated 
as a serious safety infraction.   

 
Any employee who drives in the course of Company business must immediately notify 
either a supervisor or the Company's Occupational Physician if he/she is using a 
medication (either prescribed or over-the-counter) that may impair his or her ability to 
drive.  Failure to do so may result in disciplinary action up to and including termination. 
Information contained through the PNP will not be used in violation of any Federal or 
State equal opportunity law or regulation. 

 
ACCIDENTS 

 
All accidents, whether in a private vehicle driven on Company business or Company 
vehicle, must be reported to the supervisor before the end of the work shift in which the 
accident occurs.  
Under The Bee’s Drug, Alcohol, and Substance Policy, effective January 1999, an 
employee will be subjected to reasonable suspicion drug and/or alcohol testing when 
driving a personal or a Company-owned, leased or rented vehicle and involved in any 
vehicle accident during the course of employment that involves another vehicle, results in 
injury to any party involved, and/or results in vehicle or property damage of any kind.  
Any employee who refuses to take the drug / alcohol test will be subject to termination.    
Accordingly, the supervisor must make arrangements through Human Resources and the 
Health Unit or outside drug testing service to have the employee tested. The employee 
will be suspended from driving until the results of the reasonable suspicion drug and/or 
alcohol test have been received.   
All accidents, whether in a private vehicle driven on Company business or Company 
vehicle, are reviewed through either an Administrative ruling or an Accident Review 
Committee ruling.  Administrative rulings will be made by the department manager and 
division director and may be appealed to the Accident Review Committee.  
The Accident Review Committee consists of representatives from Human Resources, 
Finance, and the appropriate department manager.  The committee will convene upon 
receipt of the CHP or police accident report, which will indicate whether or not the driver 
was at fault.  The committee thoroughly reviews all facts regarding the accident and 
statements from the employee involved in the accident before determining the level of 
disciplinary action to be taken.  Employees are paid their normal rate of pay for time 
spent before this committee.  The following guidelines will be used for accidents 
involving Company or private vehicles, driven during the course of business: 

TYPE OF ACCIDENT ACTION 
Non-reported accident Administrative Ruling:  
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Disciplinary action up to and 
including termination 

One accident – Non-Preventable 
Major or Minor Damage 

Administrative Ruling:  Record 
only 

One Accident – Preventable 
Minor Damage 

Administrative Ruling - Reprimand 

One Accident – Preventable 
Major Damage 

Committee Ruling – Disciplinary 
action up to and including 
termination 

Second preventable accident 
(Major or minor within twelve 

months) 

Committee Ruling: Disciplinary 
action up to and including 
termination. 
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The Sacramento Bee 
Driver Safety / Accident Policy 

 
I have received a copy of The Bee’s Driver Safety / Accident Policy and understand the 
following: 
♦ The Company has directly contracted with the Department of Motor Vehicles 

(DMV) to provide periodic printouts of employee driving records. 
♦ The Company reviews applicant driving records prior to hire and then periodically 

to determine eligibility to drive a Company vehicle or a private vehicle in the course 
of Company business.  The Pull Notice Program (PNP) also will generate additional 
printouts of driving records as convictions and/or accidents occur. 

♦ If my driving record reveals that I am a Negligent Operator, or if I have a Serious 
Violation or accident, as defined in the policy, I will be subject to disciplinary action 
up to and including termination. 

♦ I will be provided with a copy of my DMV printout if disciplinary action is being 
considered and prior to disciplinary action being taken.  I understand I am 
responsible for correcting any errors on my record and also for any costs associated 
with a correction.  I further understand that I will not be able to drive a Company 
vehicle or a private vehicle in the course of Company business until the correction 
has been made and appropriate verification has been provided. 

♦ The PNP Policy does not supersede the Company's Accident Policy and/or the 
Drug, Alcohol and Substance Policy.  Even if a violation does not generate enough 
points under the PNP Policy to support disciplinary action, I still will be subject to 
the terms and conditions of the other policies. 

♦ I must notify my supervisor or the Company's Occupational Physician immediately 
if I am required to take any medications that may impair my ability to drive. 

 
Furthermore, I release The Sacramento Bee from all claims, liability, and damages that 
may result should the Company act on incorrect information provided through the PNP. 
This release means I am waiving claims for negligence, wrongful termination, 
misrepresentation, emotional distress, invasion of privacy, interference with prospective 
business relations or contract, breach of contract, and any other negligent act based on 
any such action.  If any portion of this release is held invalid, the balance will continue in 
full legal force. 
I have read The Bee’s Driver Safety / Accident Policy and understand and agree with 
each of its terms. 
 
Employee Name: (please print)  
 
_____________________________________________________ 
 
Employee signature:  
 
______________________________________Date:___________________ 
 
Department:     Supervisor:     
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ATTACHMENT IV: LEAVE OF ABSENCE POLICY  

Rev 7/1/08 Full-time Employee - Leave of Absence Request Form  

Employee Instructions  
 
 1. Have you notified your supervisor about the leave? � Yes � No  
 2. Is your illness or injury work-related? � Yes � No If yes, please complete the workers 
  compensation paperwork in addition to this form.  

This form must be completed by employees to request a leave of absence. Please complete and 
forward to your manager for signature and then to Human Resources department for further action.  
After submitting the form, you must report your disability to Aetna only if you are filing any type of 
disability and/or Family Medical Leave (FMLA) either by phone or via Aetna’s web portal.  

Toll Free Number: 866-269-6241 (Hours of Operation: 8am to 8pm Eastern Time  
Aetna’s Workability Customer Intake Portal (WCP): Availability is 24 hours a day  

URL: https://www.wkabsystem.com  
Identifier: THEMCCLATCHYCOMPANY  

EMPLOYEE INFORMATION: Name:________________________________ Employee 
ID:___________ � Full-time � Part-time  

Department:____________________ Job Title: ______________________ Regular Work Week 
schedule & hours_______________________  
Home Phone Number:______________ Home 
Address:______________________________________________________________________  

Leave of Absence Information  

Last Date of Work Prior to Start of Leave:____________ Start Leave Date:_____________ 
Estimated Return To Work Date:___________  
Intermittent Leave Dates (will be off): 
________________________________________________________________________________
___  
Reduced Schedule: Will work these days weekly: � Monday � Tuesday � Wednesday � Thursday 
� Friday � Saturday � Sunday  
Will work_____ hours/day Total hours per week anticipated to work;________  

TYPE OF LEAVE APPLYING FOR: (Check all applicable boxes)  
 � Private Medical Leave  
 � Work-Related Medical Leave  
 � FMLA - own illness/injury  
 � FMLA – family illness & military  
 � Pregnancy/Maternity/PFL  
 � FMLA – newborn bonding  
 � Sabbatical Leave  
 � Military Leave  
 
 
 � Personal Leave - Personal leaves do not guarantee a position unless approved by your 
department manager and director.  

_____Employee will not be guaranteed a position at the end of the personal leave.  
_____Employee will be placed in the same or equivalent position upon return from the personal 
leave.  
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Director/VP Signature___________________________________________  

Sick Pay Instructions starting:  
 � Pay sick days for SDI or WC waiting period.  
 � Pay one sick day vacation/week starting 
_________(date)  
 � Pay two sick days/week starting_________ 
(date)  
 

Vacation Pay Instructions:  
 � Pay vacation days for SDI or WC 
waiting period.  
 � Pay one vacation day/week starting 
________(date)  
 � Pay two vacation days/week starting 
_______(date)  
 

EMPLOYEE DECLARATION FOR LEAVE TO CARE FOR A SPOUSE, DOMESTIC 
PARTNER, CHILD OR PARENT  
I am applying for a leave of absence under The Sacramento Bee family and medical leave policy and the 
FMLA and/or CFRA policies to care for my spouse, registered domestic partner, child, or parent who has a 
serious health condition. I understand that the Company is not requesting proof of my relationship with the 
immediate family member whom I wish to care for during my leave through the production of marriage, 
domestic partner or birth certificates or any other means. Instead, by virtue of signing this document I am 
certifying that the request for leave is legitimate and meets the criteria for eligibility as defined in the first 
sentence of this paragraph. I understand that falsification of information on this Declaration may lead to 
disciplinary action, up to and including discharge from employment. I have read The Sacramento Bee’s 
Leave of Absence Policy/Benefits and the Employee Declaration for Leave to Care for a Spouse, 
Domestic Partner, Child or Parent on this form and understand my responsibilities.  

Employee Signature:_____________________________________ 
Date:_______________  

Leave Request Reviewed by  

Employee Signature:______________________________________ Date:_______________  
Manager Signature:________________________________________ Date: _______________  

Personal and Sabbatical Leaves require Director/VP Signature  
Director/VP Signature:________________________________________ Date: _______________  
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Rev 7/1/08  

Full-Time Employee Leave of Absence Instructions  

� LEAVE OF ABSENCE POLICY  
Medical & FMLA Leave Requests: In the event of an illness or medical condition that 
requires an absence of more than five (5) workdays, the Company will grant a medical 
leave of absence to eligible employees. The maximum period of time granted for a 
medical leave at any one time is six months. Consideration will be given for an extension 
of up to an additional six months at the Company's discretion. Leaves of absence cannot 
exceed twelve (12) months within any 24-month period. 

Personal & Sabbatical Leave Requests: These leaves require Division Head & HR 
approval.  

� APPLYING FOR A LEAVE – EMPLOYEE RESPONSIBILITIES & PROCEDURES  
1. You complete and sign a "Leave of Absence Request" form to initiate a leave of 
absence. The form must be completed by employees to request a leave of absence and 
forwarded to your manager for signature and then to Human Resources department for 
further action.  
2. After submitting the form, you must report your disability to Aetna only if you are 
filing any type of disability and/or Family Medical Leave (FMLA) either by phone or via 
Aetna’s web portal. Refer to the attached “McClatchy Company Disability and Family 
Leave Management” handout for instructions.  

Toll Free Number: 866-269-6241 (Hours of Operation: 8am to 8pm Eastern Time  
Aetna’s Workability Customer Intake Portal (WCP): Availability is 24 hours a day  

URL: https://www.wkabsystem.com  
Identifier: THEMCCLATCHYCOMPANY  

� Communication with your Manager/Supervisor: You are also responsible for 
contacting your department to relay any changes to your estimated return to work date.  
 
� RETURN TO WORK REQUIREMENT - EMPLOYEE RESPONSIBILITIES & 
PROCEDURES  

� Returning from a Medical Leave  
You are required to contact Human Resources and your supervisor one week prior to 
your stated return date to confirm your return or to request an extension. Failure to do so 
may constitute your voluntary resignation.  
 
If you are released to return to work with temporary restrictions, you may be eligible to 
return to work in a position, which will accommodate your restrictions for a temporary 
period of time to be determined by The Bee. The accommodation of temporary 
restrictions is handled on a case-by-case basis.  
 
If your doctor determines that as a result of your medical condition you have permanent 
restrictions which may impact your ability to perform the usual and customary functions 
of your position, The Bee will evaluate whether or not a reasonable accommodation can 
be made to permit you to continue working in your usual occupation or if there is another 
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vacant position for which you might qualify. Again, the accommodation of permanent 
restrictions is handled on a case-by-case basis under the guidelines of applicable state and 
federal laws.  
 
� Returning from a Non-Medical Leave  
If you were on a non-medical leave, you will not be required to see a physician prior to 
returning to work.  
 
� What Happens to My Job  
The Bee will make every attempt to hold your job while you are on leave. However, if for 
business necessity, the Company cannot hold your position open until you return, the 
Company will make every attempt to return you to a similar or equivalent position. 
Personal leaves do not guarantee a position but you may apply for any open positions.  
 
Employees that qualify for Family and Medical Leave, FMLA and the California Family 
Rights Act (CFRA) may take an unpaid family or medical leave of absence of up to 12 
weeks in a 12-month period. Generally, upon return from Family/Medical Leave, 
employees will be reinstated to the same position or to an equivalent position with 
equivalent pay, benefits, and other employment terms, to the extent required by law. 
However, employees have no greater rights to reinstatement or to other benefits and 
conditions of employment than if they had not taken the Family/Medical Leave. As 
provided by law, under certain circumstances, reinstatement following Family/Medical 
Leave may be denied. In addition, any right to reinstatement terminates if an employee 
fails to return to work at the end of an approved leave and/or if you use up your 12-week 
FMLA/CFRA allowance, in accordance with applicable laws.  
Rev 7/1/08  

� When you leave is covered under the FAMILY AND MEDICAL LEAVE ACT  
The Sacramento Bee is in compliance with the guidelines of the Family and Medical 
Leave Act of 1993 (FMLA). FMLA requires The Bee to provide up to 12 weeks of 
unpaid, job-protected leave to “eligible” employees for certain family and medical 
reasons. Employees are eligible if they have worked for The Bee for at least one year, and 
for 1,250 hours over the previous 12 months. If you are applying for a medical leave or 
personal leave due to one of the reasons outlined below, and you may qualify for FMLA.  
 • the birth of a child, or the placement of a child for adoption, or foster care; or  

• a serious health condition for which you need care; or  
• a serious health condition affecting your spouse, child, or parent, for which you 
are needed to provide care.  

 

If you are taking a medical leave of absence, your Short-Term Disability and 
FMLA/Pregnancy leave will run concurrently.  

Except as explained below, under the Family and Medical Leave Act (FMLA) you are 
entitled to up to 12 weeks of unpaid leave in a 12-month period for the reasons listed 
above. Also, your health benefits must be maintained during any period of unpaid leave 
under the same conditions as if you continued to work. Also, you must be reinstated to 
the same or an equivalent job, with the same pay, benefits, and terms and conditions of 
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employment on your return from leave. You may be required to reimburse The 
Sacramento Bee for the Company’s share of health insurance premiums paid on your 
behalf during your FMLA leave, .if you do not return to work for a reason other than:  
 1. the continuation, recurrence or onset of a serious health condition, which would 
entitle you to  
 FMLA leave, or;  

2. other circumstances beyond your control.  
  
You will be required to furnish medical certification of a serious health condition. If 
required, you must furnish certification or we may delay the commencement of your 
leave until the certification is submitted.  
 
If you are a “key employee" as described in 825.218 of the FMLA regulations, 
restoration to employment may be denied following FMLA leave on the grounds that 
such restoration will cause substantial and grievous economic injury to the Company.  
 
Employees that qualify for Family and Medical Leave, FMLA and the California Family 
Rights Act (CFRA) may take an unpaid family or medical leave of absence of up to 12 
weeks in a 12-month period. Generally, upon return from Family/Medical Leave, 
employees will be reinstated to the same position or to an equivalent position with 
equivalent pay, benefits, and other employment terms, to the extent required by law. 
However, employees have no greater rights to reinstatement or to other benefits and 
conditions of employment than if they had not taken the Family/Medical Leave. As 
provided by law, under certain circumstances, reinstatement following Family/Medical 
Leave may be denied. In addition, any right to reinstatement terminates if an employee 
fails to return to work at the end of an approved leave and/or if you use up your 12-week 
FMLA/CFRA allowance, in accordance with applicable laws.  
 

� PREGNANCY LEAVE  

The Sacramento Bee is in compliance with the California Fair Employment and Housing 
Act (FEHA) guidelines governing pregnancy disability leave (PDL). If you are disabled 
due to pregnancy or childbirth, you are eligible to take a PDL. The PDL is for any period 
of actual disability caused by your pregnancy or childbirth up to 6 months. Your 
disability, or your inability to work, due to your pregnancy is determined by your treating 
physician. For a normal pregnancy, the treating physician may certify your disability 
period for 4 weeks preceding the due date of your baby and six weeks postpartum for a 
normal delivery or eight weeks postpartum for a cesarean delivery. If you are taking a 
medical leave of absence, your Short-Term Disability and FMLA/Pregnancy leave will 
run concurrently.  

� AMERICAN DISABILITIES ACT  

The Sacramento Bee is in compliance with the guidelines of the American Disabilities 
Act of (ADA). If you request reasonable accommodation for a disability, the Company 
will request information from you and your doctor regarding your disability: the nature, 
severity and duration, its functional limitations, the activities it limits, and the extent to 
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which it limits those activities, including whether these are short or long term limitations. 
You will be required to provide this information to the Human Resources Department, as 
well as an updated doctor's note that specifically addresses these areas. This information 
will enable The Bee to determine what reasonable accommodations may be available to 
allow you to perform your essential job duties.  

� BENEFIT/SALARY INFORMATION  

Employees on an approved Short Term Disability Leave have the option of voluntarily 
electing to use available sick and vacation time to supplement their STD benefit. This pay 
will be coordinated with the STD benefit and at no time will an employee receive a 
greater total payment than the employee’s regular salary. Sick and vacation will be 
deducted from the employee’s available balance in accordance with the sick and vacation 
policy.  
Employees who do not elect to supplement their STD benefit with Sick and vacation time 
will only be paid the STD benefit amount. Employees may elect to start or stop the 
supplement at any time during the course of the approved disability leave. The 
supplement will be effective beginning the first pay period after the election form is 
received by Human Resources. Rev 7/1/08  
 
� SICK LEAVE PAY WHILE ON LEAVE  
 
Sick Leave pay can be used to cover salary during the first week of medical leave of 
absence.  

 
� VACATION ACCRUAL AND VACATION PAY WHILE ON LEAVE  

 
You will not accrue vacation while on a leave of absence. Vacation pay can be used to 
cover salary during the first week of your absence. You may elect to use up to two (2) 
days of vacation pay per week so supplement your short-term disability pay. This is 
elective and should be coordinated through your department and requested on the leave 
request form.  
 
� THE BEE’s DISABILITY INCOME PROTECTION BENEFITS 
  
Short-Term Disability Benefits:  
Full-time employees may be eligible to receive up to 130 days of short-term disability 
pay from The Bee while certified disabled. Benefit determination is made by Aetna.  

Long-Term Disability:  

To protect your income and prevent potential financial hardship, The Bee offers a Long 
Term Disability Plan (LTD) to benefited employees. Benefit determination is made by 
Aetna.  

� CALIFORNIA STATE DISABILITY INSURANCE  
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The State Disability Insurance (SDI) provides protection for loss of income due to a non-
work related illness or injury.  

Contact Information:  
1-800-480-3287  
http://www.edd.ca.gov/Disability/Disability_Insurance.htm  

 �  
� CALIFORNIA STATE PAID FAMILY LEAVE BENEFITS  

California State provides Paid Family Leave insurance benefits in the event you need to 
take time off from work to care for a seriously ill parent, child, spouse, or registered 
domestic partner.  

Contact Information:  
1-877-238-4373  
http://www.edd.ca.gov  

 

� WORKERS COMPENSATION INSURANCE  
As an employee of The Sacramento Bee you are covered under workers’ compensation 
for medical expenses and compensation for wages lost due to work-related injuries and 
illnesses. The Bee reports the claim to Company’s third party administrator, Claims 
Management, Inc. (CMI). CMI will contact you directly regarding the status of your 
claim.  

Contact Information:  
Claims Management Inc.  
PO Box 3042, Sacramento, CA 95812-3042  
Tel: 916 636-9720  

� GROUP HEALTH INSURANCE BENEFITS  
If you are on a paid leave of absence: If you are taking a paid leave or an FMLA unpaid 
leave and you are enrolled in the Sacramento Bee’s Group health insurance, your health 
benefits will continue at your current level of coverage during a paid leave of absence or 
for the duration of your CFRA/FMLA leave, whichever is greater  
If you are on unpaid leave of absence: If you are enrolled in the Sacramento Bee’s 
Group health insurance, benefits will continue at your current level of coverage for the 
duration of your CFRA/FMLA leave. You must make arrangements to pay your 
premiums while you are on an unpaid leave. You have a minimum 30-day grace period in 
which to make premium payments. If payment is not made on time, your Group health 
insurance may be canceled. If this is the case, we will notify you in writing at least 15 
days before the date your health coverage will lapse. The Bee may also pay your share of 
the premiums during FMLA leave and recover these payments from you upon your return 
to work.  

� SALARY/PERFORMANCE REVIEW  
   
If you are on a medical leave longer than 12 weeks within a 12-month period, your salary 
and performance review dates will change. The dates will be adjusted forward in the 
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amount of time that you are off over two months 
Rev 7/1/08  

� 401(k) MONEY SHELTER PLAN AND CREDIT UNION LOANS  
 
If you are currently paying for 401(k) and/or Credit Union loans, please make 
arrangements to pay your loans. Contact Human Resources to make check payments for 
the 401(k) loan.  
You can also defer making your 401k loan payments by completing the attached 401k 
“Loan Payment Suspension” form. Contact the Credit Union directly at 916 321-1780 for 
Credit Union loan payment arrangements.  

� FLEXIBLE SPENDING ACCOUNTS  
 

If you are currently contributing to a Health Care Reimbursement or Dependent Care 
Assistance account, please review your options carefully by referring to the Flexible 
Spending Account Summary Plan Description. Once you authorize before-tax FSA 
contributions, IRS rules prohibit changes in those contributions during the Plan Year 
unless you have an eligible change in status event, which includes a leave of absence 
under the Family and Medical Leave Act of 1993. Please refer to the plan description for 
additional details.  

� Gym Membership and Parking  
 
If you are currently paying for the gym, please make arrangements to cancel your dues 
until you are released to return to the gym.  
Please remember to cancel your parking if you are not going to have deductions made 
from your disability pay. The Bee cannot hold your spot more than a month without 
payroll deductions.  
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ATTACHMENT V: 2013 ADVERTISING PERFORMANCE APPRAISALS 
 
SALES REVENUE GOALS – 60%   
 
*  Classified Commercial includes:  Merchandise, Real Estate, Inside and Outside Recruitment & 
Inside and Outside Auto 
 
1.  PERIOD 
TOTAL 
REVENUE 
GOALS 

 
Retail 

 
National/Majors 

 
*Classified 
Commercial  
 

 
Commission-Only 

Outstanding Achieves total 
period revenue goal 
for print and online 
combined in all 12 
periods.  

Achieves total 
period revenue goal 
for print and online 
combined in 10 - 12 
periods. 

Achieves total period 
revenue goal for print 
and online combined 
in 10 - 12 periods.  

Achieves total period 
revenue goal for print 
and online combined 
in all 12 periods.  

Exceeds 
Standards 

Achieves total 
period revenue goal 
for print and online 
combined in 10 - 11 
periods.  

Achieves total 
period revenue goal 
for print and online 
combined in 8 – 9 
periods.. 

Achieves total period 
revenue goal for print 
and online combined 
in 8 - 9 periods.  

Achieves total period 
revenue goal for print 
and online combined 
in 10 - 11 periods. 

Meets Standards Achieves total 
period revenue goal 
for print and online 
combined in 8 - 9 
periods.  

Achieves total 
period revenue goal 
for print and online 
combined in 6 - 7 
periods.  

Achieves total period 
revenue goal for print 
and online combined 
in 6 - 7 periods..  

Achieves total period 
revenue goal for print 
and online combined 
in 9 periods. 

Falls Below 
Standards 

Achieves total 
period revenue goal 
for print and online 
combined in 7 
periods or less.  

Achieves total 
period revenue goal 
for print and online 
combined in 5 
periods or less.  

Achieves total period 
revenue goal for print 
and online combined 
in 5 periods or less.  

Achieves total period 
revenue goal for print 
and online combined 
in 8 periods or less. 

 
 
 
2.  PERIOD 
ONLINE 
REVENUE 
GOALS 

 
Retail 

 
National/Majors 

 
*Classified 
Commercial  
 

 
Commission-Only 

Outstanding Achieves total 
period revenue goal 
for online in all 12 
periods.  

Achieves total 
period revenue goal 
for online in 10 - 12 
periods. 

Achieves total period 
revenue goal for 
online in 10 - 12 
periods.  

Achieves total period 
revenue goal for 
online in all 12 
periods.  

Exceeds 
Standards 

Achieves total 
period revenue goal 
for online in 10 - 11 
periods.  

Achieves total 
period revenue goal 
for online in 8 – 9 
periods. 

Achieves total period 
revenue goal for 
online in 8 - 9 
periods.  

Achieves total period 
revenue goal for 
online in 10 - 11 
periods. 

Meets Standards Achieves total 
period revenue goal 
for online in 8 - 9 
periods.  

Achieves total 
period revenue goal 
for online in 6 - 7 
periods.  

Achieves total period 
revenue goal for 
online in 6 - 7 
periods.  

Achieves total period 
revenue goal for 
online in 9 periods. 

Falls Below 
Standards 

Achieves total 
period revenue goal 
for online in 7 
periods or less.  

Achieves total 
period revenue goal 
for online in 5 
periods or less.  

Achieves total period 
revenue goal for 
online in 5 periods or 
less.  

Achieves total period 
revenue goal for 
online in 8 periods or 
less. 
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2.  ACTIVE 
ACCOUNTS 

 
Retail 

 
National/Majors 

 
Classified 
Commercial  
 

 
Commission-Only 

Outstanding 
 
 
 
 
 

Outside sales: 
Maintains 35 active 
accounts on a period 
basis based on an 
annual average. 
 
Inside sales: 45 
active accounts on a 
period basis based 
on an annual 
average. 

National: 90% of 
account base is 
actively running in 
The Bee and account 
rep is pursuing new 
revenue 
opportunities from 
each account 
 
Majors: 90% of 
account base is 
actively running in 
The Bee and account 
rep is pursuing new 
revenue 
opportunities from 
each account. 

Recruitment 
     Outside                        
38+ 
      Inside Territory          
55+ 

 Schools                       
38+ 
Real Estate 
 Outside             
35+ 
 Inside             
75+ 
Auto 
 Outside             
18+ 
 Inside             
40+ 
Merchandise 
Increases active 
account base by 3 
over prior year. 
 

80% or more of 
earnings is generated 
from accounts active 
for 4 months or less. 

Exceeds 
Standards 

Outside sales: 
Maintains 30 active 
accounts on a period 
basis based on an 
annual average. 
 
Inside sales: 
Maintains 40 active 
accounts on a period 
basis based on an 
annual average. 

National: 80% of 
account base is 
actively running in 
The Bee and account 
rep is pursuing new 
revenue 
opportunities from 
each account. 
 
Majors: 80% of 
account base is 
actively running in 
The Bee and the rep 
has proposed 
advertising 
opportunities to all 
the remaining 
accounts. 
 

Recruitment 
     Outside                       
34 - 37 
      Inside Territory         
50 - 54 
      Schools                      
34 - 37 
Real Estate 
 Outside             
30 - 34 
 Inside                          
65 - 74 
Auto 
 Outside             
15 - 17 
 Inside                          
35 - 39 
Merchandise 
Increases active 
account base by 2 
over prior year. 

71% to 79% of 
earnings is generated 
from accounts active 
for 4 months or less. 

Meets Standards Outside sales: 
Maintains 25 active 
accounts on a period 

National: 75% of 
account base is 
actively running in 

Recruitment 
     Outside                       
30 - 33 

50 – 70% of earnings 
generated from 
accounts active for 4 
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basis based on an 
annual average. 
 
Inside sales: 
Maintains 35 active 
accounts on a period 
basis based on an 
annual average. 

The Bee and account 
rep is pursuing new 
revenue 
opportunities from 
each account 
 
Majors: 75% of 
account base is 
actively running in 
The Bee and the 
advertising rep has 
been pursuing 
advertising options 
to the remaining 
accounts. 

      Inside Territory         
45 - 49 
      Schools                      
20 - 33 
Real Estate 
 Outside             
20 - 29 
 Inside                          
55 - 64 
Auto 
 Outside             
10 - 14 
 Inside             
30 - 34 
Merchandise 
Maintains prior years 
account base. 

months or less. 

Falls Below 
Standards 

Outside sales: 
Maintains less than 
25 active accounts 
on a period basis 
based on an annual 
average. 
Inside sales: 
Maintains less 
than 30 active 
accounts on a period 
basis based on an 
annual average. 

National: 50% of 
the account base is 
actively running in 
The Bee.  The rep 
has proposed 
advertising 
opportunities to the 
remaining accounts. 
 
Majors: 50% of the 
account base is 
actively running in 
The Bee.  The rep 
has proposed 
advertising 
opportunities to the 
remaining accounts. 

Recruitment 
  Outside                     
less than 30 
  Inside Territory        
less than 45 
  Schools                     
less than 20 
Real Estate 
  Outside          
less than 20 
  Inside                        
less than 55 
Auto 
  Outside        
less than 10 
  Inside         
less than 30 
Merchandise 
Falls below prior 
years account base. 

Less than 50% of 
earnings are 
generated from 
accounts active for 4 
months or less. 
 

 
 
 
 
3.  
PROSPECTING 

 
Retail 

 
National/Majors 

 
Classified 
Commercial  
 

 
Commission-Only 

Outstanding Outside sales:  
Averages 40 new 
business calls per 
period annually.  
Inside sales:  
Averages 60 new 
business calls per 
period annually. 

New     
New business is 
defined as a client 

Averages 13 or more 
new business calls to 
current or inactive 
account base per 
period annually.   
 
New account calls 
for Majors is defined 
as calling a client 
about a new product 
launch, updating 

Averages  45 new 
business contacts per 
period annually.   
Auto: 
Averages 13 new 
business calls to 
current or inactive 
account base per 
period annually..  
 New Business calls 
also include offering 

Averages 22 new 
business calls per 
period annually.  
 
New Business calls 
also include offering 
clients new 
promotions, special 
sections, on-line, 
Vida, etc.  
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who has not done 
business with us in 
the past 13 months 
(seasonal) or is not 
on any kind of 
contract and has 
been inactive for the 
past 90 days. 
New Business calls 
also include offering 
clients new 
promotions, special 
sections, on-line, 
Vida, etc.  

preprint quantities, 
or offering clients 
new promotions, 
special sections, on-
line, Vida, etc. 

clients new 
promotions, special 
sections, on-line, 
Vida, etc. 

Exceeds 
Standards 

Outside sales:  
Averages 30 new 
business calls per 
period annually. 
 
Inside sales:  
Averages 50 new 
business calls per 
period annually. 
 

Averages 9-12 new 
business calls to 
current or inactive 
account base per 
period annually. 

Averages 35 new 
business contacts per 
period annually.  
Auto: 
Averages 9-12 new 
business calls to 
current or inactive 
account base per 
period annually. 
 

Averages 18 new 
business calls per 
period annually  

Meets Standards Outside sales:  
Averages 20 new 
business calls per 
period annually. 
 
Inside sales:  
Averages 40 new 
business calls per 
period annually. 
 

Averages 8 new 
business calls to 
current or inactive 
account base per 
period annually.   

Averages 25 new 
business contacts per 
period annually.   
Auto: 
Averages 6-8 new 
business calls to 
current or inactive 
account base per 
period annually..   

Averages 15 new 
business calls per 
period annually.   

Falls Below 
Standard 

Outside sales:  
Averages fewer than 
15 new business 
calls per period 
annually.   
 
Inside sales:  
Averages fewer than 
30 new business 
calls per period 
annually. 
  
 

Averages fewer than 
8 new business calls 
to current or inactive 
account base per 
period. 

Averages fewer than 
25 new business 
contacts per period 
annually.   
Auto: 
Averages fewer than 
6 new business calls 
to current or inactive 
account base per 
period annually.   

Averages fewer than 
15 new business calls 
per period annually.   
 

 
5.  GAINING 
MARKETSHAR
E 

 
Retail 

 
National/Majors 

 
Classified 
Commercial  
 

 
Commission-Only 

Outstanding Outside sales:  
Presents 96+ sales 
presentations during 
the appraisal year.  

Presents 20+ sales 
strategic planning 
presentations during 
the appraisal year. 

Presents 26+ sales 
presentations during 
the appraisal year. 
Presentations have 

Presents 26+ sales 
presentations during 
the appraisal year.  
Presentations have 
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Presentations have 
resulted in increased 
revenue and always 
include digital. 
 
Inside sales:  
Presents 48+ sales 
presentations during 
the appraisal year 
and always include 
digital. 

Documents the 
presentations that 
have resulted in 
increased revenue 
and always include 
digital. 

resulted in increased 
revenue and always 
include digital. 

resulted in increased 
revenue and always 
include digital. 

Exceeds 
Standards 

Outside sales:  
Presents 72-95 sales 
presentations during 
the appraisal year.  
Presentations have 
resulted in increased 
revenue and always 
include digital. 
 
Inside sales:  
Presents 36-47 sales 
presentations during 
the appraisal year 
and always include 
digital. 

Presents 16-19 sales 
presentations during 
the appraisal year.    
Presentations have 
resulted in increased 
revenue and always 
include digital. 

Presents 20-25 sales 
presentations during 
the appraisal year.  
Presentations have 
resulted in increased 
revenue and always 
include digital. 

Presents 20-25 sales 
presentations during 
the appraisal year.  
Presentations have 
resulted in increased 
revenue and always 
include digital. 

Meets Standards Outside sales:  
Presents 48 - 71 
sales presentations 
during the appraisal 
year.  Presentations 
have resulted in 
increased revenue 
and always include 
digital. 
 
Inside sales:  
Presents 24-35 sales 
presentations during 
the appraisal year 
and always includes 
digital. 

Presents 12-15 sales  
presentations during 
the appraisal year.  
Presentations have 
resulted in increased 
revenue and always 
include digital. 

Presents 16-19 sales 
presentations during 
the appraisal year.  
Presentations have 
resulted in increased 
revenue and always 
include digital. 

Presents 16-19 sales 
presentations during 
the appraisal year.  
Presentations have 
resulted in increased 
revenue and always 
include digital. 

Falls Below 
Standards 

Outside sales:  
Presents fewer than 
48 sales 
presentations during 
the appraisal year 
and/or does not 
always include 
digital.   
 
Inside sales:  
Presents fewer than 
24 sales 
presentations during 
the appraisal year 

Presents fewer than 
12 sales 
presentations during 
the appraisal year 
and/or does not 
always include 
digital. 

Presents fewer than 
16 sales  
presentations during 
the appraisal year 
and/or does not 
always include digital 

Presents fewer than 
16 sales presentations 
during the appraisal 
year and/or does not 
always include digital 
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and/or does not 
always include 
digital. 

 
 

6.  
PRESENTATION 

SKILLS 

 
Retail 

 
National/Majors 

 
Classified 
Commercial  
 

 
Commission-Only 

Outstanding Demonstrates 
outstanding 

preparation and 
consummate 

presentation skills. 
Tailors sales 

presentations to the 
size and type of 

group. Overcomes 
objections and 
answers tough 

questions with poise 
and confidence.  
Ensures that the 
appropriate Bee 

people participate in 
the presentation.  

Has excellent 
influencing and 
follow up skills.   

Demonstrates 
outstanding 

preparation and 
consummate 

presentation skills. 
Tailors sales 

presentations to the 
size and type of 

group. Overcomes 
objections and 
answers tough 

questions with poise 
and confidence.  
Ensures that the 
appropriate Bee 

people participate in 
the presentation.  

Has excellent 
influencing and 
follow up skills.   

Demonstrates 
outstanding 

preparation and 
consummate 

presentation skills. 
Tailors sales 

presentations to the 
size and type of 

group. Overcomes 
objections and 
answers tough 

questions with poise 
and confidence.  
Ensures that the 
appropriate Bee 

people participate in 
the presentation.  Has 
excellent influencing 
and follow up skills.   

Demonstrates 
outstanding 

preparation and 
consummate 

presentation skills. 
Tailors sales 

presentations to the 
size and type of 

group. Overcomes 
objections and 
answers tough 

questions with poise 
and confidence.  
Ensures that the 
appropriate Bee 

people participate in 
the presentation.  Has 
excellent influencing 
and follow up skills.   

Exceeds 
Standards 

Is well prepared.  
Possesses excellent 
oral communication 
skills. Engages the 
audience with 
his/her demeanor 
and delivery skills, 
putting customers at 
ease and open to the 
ideas being 
presented.  Is able to 
overcome 
objections. 

Is well prepared.  
Possesses excellent 
oral communication 
skills. Engages the 
audience with 
his/her demeanor 
and delivery skills, 
putting customers at 
ease and open to the 
ideas being 
presented.  Is able to 
overcome 
objections. 

Is well prepared.  
Possesses excellent 
oral communication 
skills. Engages the 
audience with his/her 
demeanor and 
delivery skills, 
putting customers at 
ease and open to the 
ideas being presented.  
Is able to overcome 
objections. 

Is well prepared.  
Possesses excellent 
oral communication 
skills. Engages the 
audience with his/her 
demeanor and 
delivery skills, 
putting customers at 
ease and open to the 
ideas being presented.  
Is able to overcome 
objections. 

Meets Standards Written materials 
are clean, 
comprehensive and 
accurate, and 
provide adequate 
information to leave 
behind for future 
reference.  Can 
adequately 
communicate with 
audience and is 
usually able to 
overcome 
objections.  Is 

Written materials 
are clean, 
comprehensive and 
accurate, and 
provide adequate 
information to leave 
behind for future 
reference.  Can 
adequately 
communicate with 
audience and is 
usually able to 
overcome 
objections.  Is 

Written materials are 
clean, comprehensive 
and accurate, and 
provide adequate 
information to leave 
behind for future 
reference.  Can 
adequately 
communicate with 
audience and is 
usually able to 
overcome objections.  
Is prepared. 

Written materials are 
clean, comprehensive 
and accurate, and 
provide adequate 
information to leave 
behind for future 
reference.  Can 
adequately 
communicate with 
audience and is 
usually able to 
overcome objections.  
Is prepared. 
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prepared. prepared. 
Falls Below 
Standards 

Lacks preparation.  
Demonstrates lack 

of confidence in 
presenting to 
individuals or 

groups.  
Consistently fails to 

ask questions, 
summarize or 

confirm follow-up 
steps.  Unable to 

overcome 
objections. 

Lacks preparation.  
Demonstrates lack 
of confidence in 
presenting to 
individuals or 
groups.  
Consistently fails to 
ask questions, 
summarize or 
confirm follow-up 
steps.  Unable to 
overcome 
objections. 

Lacks preparation.  
Demonstrates lack of 
confidence in 
presenting to 
individuals or groups.  
Consistently fails to 
ask questions, 
summarize or confirm 
follow-up steps.  
Unable to overcome 
objections. 

Lacks preparation.  
Demonstrates lack of 
confidence in 
presenting to 
individuals or groups.  
Consistently fails to 
ask questions, 
summarize or confirm 
follow-up steps.  
Unable to overcome 
objections. 

 
 
7. CROSS-
SELLING 
REVENUE 
(Feature 
Editions, 
Promotions, 
Niche and New 
Products, 
Online, MVP, 
etc) 

 
Retail 

 
National/Majors 

 
Classified 
Commercial  
 

 
Commission-Only 
 

Outstanding Effective in 
delivering revenue 
generated from non-
traditional products 
all 12 periods, in 4 
or more products.   

Effective in 
delivering revenue 
generated from non-
traditional products 
all 12 periods, in 4 
or more products.   

Effective in 
delivering revenue 
generated from non-
traditional products 
11 - 12 periods.   

Effective in 
delivering revenue 
generated from non-
traditional products in 
all 12 periods, in 4 or 
more products. 

Exceeds 
Standards 

Effective in 
delivering revenue 
generated from non-
traditional products 
10 -11 periods, in 4 
products.   

Effective in 
delivering revenue 
generated from non-
traditional products 
11 periods, in 4 
products.   

Effective in 
delivering revenue 
generated from non-
traditional products 
 9 - 10 periods.   

Effective in 
delivering revenue 
generated from non-
traditional products 
10 -11 periods, in 4 
products.    

Meets Standards Effective in 
delivering revenue 
generated from non-
traditional products 
8 - 9 periods, in 4 
products. 

Effective in 
delivering revenue 
generated from non-
traditional products 
10 periods, in 4 
products.   

Effective in 
delivering revenue 
generated from non-
traditional products  
7- 8 periods. 

Effective in 
delivering revenue 
generated from non-
traditional products 8 
- 9 periods, in 
4products. 

Falls Below 
Standards 

Effective in 
delivering revenue 
generated from non-
traditional products 
7 or fewer periods in 
4 products.   

Effective in 
delivering revenue 
generated from non-
traditional products 
9 or fewer periods in 
4 products.   

Effective in 
delivering revenue 
generated from non-
traditional products 6 
or fewer periods.   
 

Effective in 
delivering revenue 
generated from non-
traditional products 7 
or fewer periods in 4 
products.   

 
 
 
 
 
 



 
 

93 

II. SALES ACTIVITIES – 18% 
 
1.  TRAINING Retail National/Majors Classified 

Commercial  
 

Commission-Only 

Outstanding Attends a minimum 
of 3 additional 
(optional) training 
programs annually.  
(With coach’s 
approval, reads, 
views sales related 
videos and books.) 

Attends a minimum 
of 3 additional 
(optional) training 
programs annually.  
(With coach’s 
approval, reads, 
views sales related 
videos and books.) 

Attends a minimum 
of 3 additional 
(optional) training 
programs annually.  
(With coach’s 
approval, reads, 
views sales related 
videos and books.) 

Attends a minimum 
of 3 additional 
(optional) training 
programs annually.   

Exceeds standards Attends a minimum 
of 2 additional 
(optional) training 
programs annually. 

Attends a minimum 
of 2 additional 
(optional) training 
programs annually. 

Attends a minimum 
of 2 additional 
(optional) training 
programs annually. 

Attends a minimum 
of 2 additional 
(optional) training 
programs annually. 

Meets Standards Attends all required 
sales and technical 
(computer) training 
programs, and 
demonstrates 
mastery of training 
material and 
concepts.  Applies 
learned skills to job 
performance. 

Attends all required 
sales and technical 
(computer) training 
programs, and 
demonstrates 
mastery of training 
material and 
concepts.  Applies 
learned skills to job 
performance. 

Attends all required 
sales and technical 
(computer) training 
programs, and 
demonstrates mastery 
of training material 
and concepts.  
Applies learned skills 
to job performance. 

Attends all required 
sales and technical 
(computer) training 
programs, and 
demonstrates mastery 
of training material 
and concepts.  
Applies learned skills 
to job performance. 

Falls Below 
Standards 

Fails to attend all 
required sales and 
technical training 

Fails to attend all 
required sales and 
technical training 

Fails to attend all 
required sales and 
technical training 

Fails to attend all 
required sales and 
technical training 

 
2.  COMPUTER 

SKILLS 
 

Retail 
 
National/Majors 

 
Classified 
Commercial  
 

 
Commission-Only 

Outstanding Is proficient in 
utilizing current 
marketing/sales 
programs and 

technology   for 
sales presentations 

on an ongoing basis.  
Demonstrates 

creative and unique 
proficiencies in 

these applications.   
Converts all 
appropriate 

customers to e-mail 
database and e-tears. 

Is proficient in 
utilizing current 
marketing/sales 
programs and 

technology for sales 
presentations on an 

ongoing basis.  
Demonstrates 

creative and unique 
proficiencies in 

these applications. 
Converts all 
appropriate 

customers to e-mail 
database and e-tears. 

Is proficient in 
utilizing current 
marketing/sales 
programs and 

technology for sales 
presentations on an 

ongoing basis.  
Demonstrates creative 

and unique 
proficiencies in these 

applications.  

Is proficient in 
utilizing current 
marketing/sales 
programs and 

technology for sales 
presentations on an 

ongoing basis.  
Demonstrates creative 

and unique 
proficiencies in these 

applications. 
Converts all 

customers to e-mail 
database and e-tears. 

Exceeds 
Standards 

Utilizes computer 
and electronic 

technology 
available, including 
email and e-tears. 

Utilizes computer 
and electronic 

technology 
available, including 
email and e-tears.  

Utilizes computer and 
electronic technology 
available, including 
email and e-tears as 
applicable.  Uses G-

Utilizes computer and 
electronic technology 
available, including 
email and e-tears. 

Demonstrates all of 
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Uses G-mail Virtual 
Sales Desk, Power 
Point, Excel and 

Word with skill and 
creativity with most 

customers. 

Uses G-Mail, 
Virtual Sales Desk, 
Power Point, Excel 
and Word with skill 
and creativity with 

most customers. 
 
 

Mail, Virtual Sales 
Desk, and Word with 

skill and creativity 
with most customers. 

above applications 
with skill and 

creativity with most 
customers 

Meets Standards Utilizes email and 
G-Mail calendar and 
uses sales/marketing 

programs every 
period.  Is 

knowledgeable of 
resources available 

on The Bee’s 
websites. 

Utilizes email and 
G-mail calendar and 
uses sales/marketing 

programs every 
period.  Is 

knowledgeable of 
resources available 

on The Bee’s 
websites.    

Utilizes email and G-
Mail calendar and 

uses sales/marketing 
programs every 

period.  Is proficient 
on the front end 

Classified system. Is 
knowledgeable of 

resources available on 
The Bee’s websites. 

Utilizes email and G-
Mail calendar and 

uses sales/marketing 
programs every 

period.  Is 
knowledgeable of 

resources available on 
The Bee’s websites.    

Falls Below 
Standards 

Lacks proficiency in 
computer skills.  

Has trouble 
retrieving 

information when 
asked.  Consistently 
fails to use computer 

to save time, 
communicate or 

access information. 

Lacks proficiency in 
computer skills.  

Has trouble 
retrieving 

information when 
asked.  Consistently 
fails to use computer 

to save time, 
communicate or 

access information. 

Lacks proficiency in 
computer skills.  Has 

trouble retrieving 
information when 

asked.  Consistently 
fails to use computer 

to save time, 
communicate or 

access information. 

Lacks proficiency in 
computer skills.  Has 

trouble retrieving 
information when 

asked.  Consistently 
fails to use computer 

to save time, 
communicate or 

access information.  

 
3.  

CONSULTATIV
E SELLING 

 
Retail 

 
National/Majors 

 
Classified 
Commercial  
 

 
Commission-Only 

Outstanding Mentors others on 
consultative selling 
skills.  Demonstrates 
an ability to ask 
probing questions to 
determine specific 
needs. Provides 
creative solutions 
that result in 
increased revenue.  
Negotiates complex 
contracts that benefit 
both parties. 

Mentors others on 
consultative selling 

skills.  Demonstrates 
an ability to ask 

probing questions to 
determine specific 

needs. Provides 
creative solutions 

that result in 
increased revenue.  

Negotiates complex 
contracts that benefit 

both parties.  

Mentors others on 
consultative selling 

skills.  Demonstrates 
an ability to ask 

probing questions to 
determine specific 

needs. Provides 
creative solutions that 

result in increased 
revenue.  Negotiates 
complex contracts 
that benefit both 

parties. 
Inside Sales:  All of 
the above plus makes 
all transient renewal 
calls. 

Mentors others on 
consultative selling 
skills.  Demonstrates 
an ability to ask 
probing questions to 
determine specific 
needs. Provides 
creative solutions that 
result in increased 
revenue.  Negotiates 
complex contracts 
that benefit both 
parties. 

Exceeds 
Standards 

Anticipates 
customer needs, 

researches market 
information and 
presents tailored 

proposals.  

Anticipates 
customer needs, 

researches market 
information and 
presents tailored 

proposals.  

Anticipates customer 
needs, researches 

market information 
and presents tailored 

proposals.  
Selectively offers the 

Anticipates customer 
needs, researches 

market information 
and presents tailored 

proposals.  
Selectively offers the 
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Selectively offers 
the full spectrum of 

Bee products, 
services and 

promotions to 
exceed customer 

expectations.  

Selectively offers 
the full spectrum of 

Bee products, 
services and 

promotions to 
exceed customer 

expectations.  

full spectrum of Bee 
products, services and 
promotions to exceed 

customer 
expectations.  

Inside Sales:  All of 
the above plus makes 
all transient renewal 

calls. 

full spectrum of Bee 
products, services and 
promotions to exceed 

customer 
expectations.  

Meets Standards Regularly assesses 
client information to 
discover additional 

selling 
opportunities.  
Recommends 

proposals based on 
the customer’s needs 

and budget. 
Analyzes which 
products are best 

suited to customer’s 
needs. 

Regularly assesses 
client information to 
discover additional 

selling 
opportunities.  
Recommends 

proposals based on 
the customer’s needs 

and budget. 
Analyzes which 
products are best 

suited to customer’s 
needs. 

Regularly assesses 
client information to 
discover additional 

selling opportunities.  
Recommends 

proposals based on 
the customer’s needs 
and budget. Analyzes 

which products are 
best suited to 

customer’s needs. 
Inside Sales:  All of 
the above plus makes 
all transient renewal 
calls. 

Regularly assesses 
client information to 
discover additional 
selling opportunities.  
Recommends 
proposals based on 
the customer’s needs 
and budget. Analyzes 
which products are 
best suited to 
customer’s needs. 

Falls Below 
Standards 

Consistently fails to 
identify needs. 
Takes ad orders 

rather than selling 
the customers based 

on their needs.   

Consistently fails to 
identify needs. 
Takes ad orders 

rather than selling 
the customers based 

on their needs.   

Consistently fails to 
identify needs. Takes 
ad orders rather than 
selling the customers 
based on their needs.  
Inside Sales:  Rarely 

makes transient 
recruitment calls. 

Consistently fails to 
identify needs. Takes 
ad orders rather than 
selling the customers 
based on their needs.   

 
 

4.  RESEARCH  
Retail 

 
National/Majors 

 
Classified 
Commercial  
 

 
Commission-Only 

Outstanding Sells using the full 
range of market data 
available, including 

consumer and 
readership studies. 

Consults with MAD 
each period to 
formulate and 

assemble 
information for 

marketing and sales 
presentations. 

Sells using the full 
range of market data 
available, including 

consumer and 
readership studies. 

Consults with MAD 
each period to 
formulate and 

assemble 
information for 

marketing and sales 
presentations. 

Sells using the full 
range of market data 
available, including 

consumer and 
readership studies. 

Consults with MAD 
each period to 
formulate and 

assemble information 
for marketing and 

sales presentations. 

Sells using the full 
range of market data 
available, including 

consumer and 
readership studies. 

Consults with MAD 
each period to 
formulate and 

assemble information 
for marketing and 

sales presentations. 

Exceeds 
Standards 

Presents data, using 
market and product 
research to reinforce 
needs and benefits.  
Consults with MAD 

to formulate and 

Presents data, using 
market and product 
research to reinforce 
needs and benefits.  
Consults with MAD 

to formulate and 

Presents data, using 
market and product 
research to reinforce 
needs and benefits.  
Consults with MAD 

to formulate and 

Presents data, using 
market and product 
research to reinforce 
needs and benefits.  
Consults with MAD 

to formulate and 
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assemble 
information for 

marketing and sales 
presentations. 

assemble 
information for 

marketing and sales 
presentations. 

assemble information 
for marketing and 

sales presentations. 

assemble information 
for marketing and 

sales presentations. 

Meets Standards Maintains a 
comprehensive 

understanding of 
research data 

necessary to aid in 
the selling cycle; i.e. 

ABC reports and 
Scarborough studies. 

Maintains a 
comprehensive 

understanding of 
research data 

necessary to aid in 
the selling cycle; i.e. 

ABC reports and 
Scarborough studies. 

Maintains a 
comprehensive 

understanding of 
research data 

necessary to aid in the 
selling cycle; i.e. 
ABC reports and 

Scarborough studies. 

Maintains a 
comprehensive 

understanding of 
research data 

necessary to aid in the 
selling cycle; i.e. 
ABC reports and 

Scarborough studies. 
Falls Below 
Standards 

Consistently fails to 
utilize research that 
could help to build 

and close the 
proposal.  Confuses 
information, or is 

uncomfortable 
explaining meaning 

to customer. 

Consistently fails to 
utilize research that 
could help to build 

and close the 
proposal.  Confuses 
information, or is 

uncomfortable 
explaining meaning 

to customer. 

Consistently fails to 
utilize research that 
could help to build 

and close the 
proposal.  Confuses 
information, or is 

uncomfortable 
explaining meaning 

to customer. 

Consistently fails to 
utilize research that 
could help to build 

and close the 
proposal.  Confuses 
information, or is 

uncomfortable 
explaining meaning 

to customer. 
 

 
5.  
ORGANIZATIO
N/ 
ACCOUNT 
MAINTENANC
E 

 
Retail 

 
National/Majors 

 
Classified 
Commercial  
 

 
Commission-Only 

Outstanding Uses technology to 
further develop 
organizational and 
contact management 
skills resulting in 
maximum 
productivity.  

Uses technology to 
further develop 
organizational and 
contact management 
skills resulting in 
maximum 
productivity. 

Uses technology to 
further develop 
organizational and 
contact management 
skills resulting in 
maximum 
productivity.  

Uses technology to 
further develop 
organizational and 
contact management 
skills resulting in 
maximum 
productivity. 

Exceeds 
Standards 

Utilizes highly 
effective systems for 
organizing sales 
tools, records and 
files.  

Utilizes highly 
effective systems for 
organizing sales 
tools, records and 
files.  
 

Utilizes highly 
effective systems for 
organizing sales tools, 
records and files.  

Utilizes highly 
effective systems for 
organizing sales tools, 
records and files.  
 

Meets Standards Maintains accurate 
records of critical 
data and ensures 
materials are 
complete and easily 
accessible.  Tracks 
customer contracts 
to ensure fulfillment 
at the appropriate 
level.  Work area is 
organized and well 
kept 

Maintains accurate 
records of critical 
data and ensures 
materials are 
complete and easily 
accessible.  Tracks 
customer contracts 
to ensure fulfillment 
at the appropriate 
level.  Work area is 
organized and well 
kept. 

Maintains accurate 
records of critical 
data and ensures 
materials are 
complete and easily 
accessible.  Tracks 
customer contracts to 
ensure fulfillment at 
the appropriate level.  
Work area is 
organized and well 
kept. 

Maintains accurate 
records of critical 
data and ensures 
materials are 
complete and easily 
accessible.  Tracks 
customer contracts to 
ensure fulfillment at 
the appropriate level.  
Work area is 
organized and well 
kept. 

Falls Below     
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Standards Lack of organization 
results in downtime, 
misinformation or 
wasted effort.  

Lack of organization 
results in downtime, 
misinformation or 
wasted effort. 

Lack of organization 
results in downtime, 
misinformation or 
wasted effort. 

Lack of organization 
results in downtime, 
misinformation or 
wasted effort. 

 
 
 
6.  TIME 
MANAGEMEN
T 

 
Retail 

 
National/Majors 

 
Classified 
Commercial  
 

 
Commission-Only 

Outstanding Uses skills and 
technology to 
maximize selling 
time with customers.  
Consistently 
prepares a written 
calendar of 
subsequent weeks’ 
activities to 
maximize sales time 
and revenues.  Uses 
time effectively to 
help the team 
improve 
productivity or 
quality of service. 

Uses skills and 
technology to 
maximize selling 
time with customers.  
Uses time 
effectively to help 
the team improve 
productivity or 
quality of service.  
Arrives to meetings 
prepared and on 
time, and submits 
requested 
information on 
deadline. 

Uses skills and 
technology to 
maximize selling time 
with customers.  Uses 
time effectively to 
help the team 
improve productivity 
or quality of service. 
Arrives to meetings 
prepared and on time, 
and submits requested 
information on 
deadline. 

Uses skills and 
technology to 
maximize selling time 
with customers.  Is 
highly productive in 
terms of prospecting 
and gaining new 
business. 

Exceeds 
Standards 

Minimizes non-
productive time by 
utilizing time 
management skills, 
resources and tools, 
including 
technology. Allots 
sufficient time daily 
to work on future 
sales and building 
customer 
relationships.  
Arrives to meetings 
prepared and on 
time, and meets all 
deadlines. 

Minimizes non-
productive time by 
utilizing time 
management skills, 
resources and tools, 
including 
technology.  Allots 
sufficient time daily 
to work on future 
sales and building 
customer 
relationships.  
Arrives to meetings 
prepared and on 
time, and meets all 
deadlines. Schedules 
outside calls in the 
most effective 
timeline. 

Minimizes non-
productive time by 
utilizing time 
management skills, 
resources and tools, 
including technology.  
Allots sufficient time 
daily to work on 
future sales and 
building customer 
relationships. Arrives 
to meetings prepared 
and on time, meets 
appropriate deadlines.  
 

Minimizes non-
productive time by 
utilizing time 
management skills, 
resources and tools, 
including technology.  
Focuses consistently 
on gaining new 
business. 

Meets Standards Exhibits effective 
use of time 
management skills.  
Arrives to work and 
for appointments on 
time. Attends 
required meetings as 
scheduled.  Vacation 
is scheduled per 
department 

Exhibits effective 
use of time 
management skills.  
Arrives to work and 
for appointments on 
time. Attends 
required meetings as 
scheduled.  Vacation 
is scheduled per 
department 

Exhibits effective use 
of time management 
skills.  Arrives to 
work and for 
appointments on time. 
Attends required 
meetings as 
scheduled.  Vacation 
is scheduled per 
department 

Exhibits effective use 
of time management 
skills.  Arrives to 
work and for 
appointments on time. 
Attends required 
meetings as 
scheduled.  Vacation 
is scheduled per 
department 
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guidelines.   guidelines.   guidelines.   guidelines.   
Falls Below 
Standards 

Poor time 
management skills, 
resulting in 
disorganized sales 
days, customers not 
reached, and/or 
goals not met.  

Poor time 
management skills, 
resulting in 
disorganized sales 
days, customers not 
reached, and/or 
goals not met.  

Poor time 
management skills, 
resulting in 
disorganized sales 
days, customers not 
reached, and/or goals 
not met.  

Poor time 
management skills, 
resulting in 
disorganized sales 
days, customers not 
reached, and/or goals 
not met.  

 
 

III.  CUSTOMER SERVICE and TEAMWORK/LEADERSHIP – 22% 
 
1.  
COMMUNICAT
ION 

 
Retail 

 
National/Majors 

 
Classified 
Commercial  
 

 
Commission-Only 

Outstanding Fosters positive 
relationships with 
clients and co-
workers. Has high-
level communication 
skills that build 
bridges across 
departments and 
divisions.  

Fosters positive 
relationships with 
clients and co-
workers. Has high-
level communication 
skills that build 
bridges across 
departments and 
divisions.  
 

Fosters positive 
relationships with 
clients and co-
workers. Has high-
level communication 
skills that build 
bridges across 
departments and 
divisions.  
 

Fosters positive 
relationships with 
clients and co-
workers. Has high-
level communication 
skills that build 
bridges across 
departments and 
divisions.  
 

Exceeds 
Standards 

Adept at selecting 
the best methods of 
communication – 
written, oral, etc. - 
depending upon the 
circumstances. Uses 
diplomacy and tact 
to resolve 
challenging 
situations.  

Adept at selecting 
the best methods of 
communication – 
written, oral, etc. - 
depending upon the 
circumstances. Uses 
diplomacy and tact 
to resolve 
challenging 
situations. 

Adept at selecting the 
best methods of 
communication – 
written, oral, etc. - 
depending upon the 
circumstances. Uses 
diplomacy and tact to 
resolve challenging 
situations. 

Adept at selecting the 
best methods of 
communication – 
written, oral, etc. - 
depending upon the 
circumstances. Uses 
diplomacy and tact to 
resolve challenging 
situations. 

Meets Standards Has proficient 
written and oral 
communication 
skills. Practices 
professional 
etiquette and 
excellent listening 
skills.  Provides 
complete and timely 
information to 
customers and co-
workers. 

Has proficient 
written and oral 
communication 
skills. Practices 
professional 
etiquette and 
excellent listening 
skills.  Provides 
complete and timely 
information to 
customers and co-
workers. 

Has proficient written 
and oral 
communication skills. 
Practices professional 
etiquette and 
excellent listening 
skills.  Provides 
complete and timely 
information to 
customers and co-
workers. 

Has proficient written 
and oral 
communication skills. 
Practices professional 
etiquette and 
excellent listening 
skills.  Provides 
complete and timely 
information to 
customers and co-
workers. 

Falls Below 
Standards 

Consistently fails to 
communicate 
effectively, causing 
missed or mixed 
messages, confused 
or dissatisfied 
customers and/or 
delays in customer 

Consistently fails to 
communicate 
effectively, causing 
missed or mixed 
messages, confused 
or dissatisfied 
customers and/or 
delays in customer 

Consistently fails to 
communicate 
effectively, causing 
missed or mixed 
messages, confused 
or dissatisfied 
customers and/or 
delays in customer 

Consistently fails to 
communicate 
effectively, causing 
missed or mixed 
messages, confused 
or dissatisfied 
customers and/or 
delays in customer 
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service. service. service. service. 
 
 
2. PROBLEM 
SOLVING 

 
Retail 

 
National/Majors 

 
Classified 
Commercial  

 

 
Commission-Only 

Outstanding Anticipates and 
prevents potential 
problems.  
Proactively works 
on long-term 
solutions to address 
common challenges. 
Is a resource for 
others to resolve 
problems. 

Anticipates and 
prevents potential 
problems.  
Proactively works 
on long-term 
solutions to address 
common challenges. 
Is a resource for 
others to resolve 
problems. 
 

Anticipates and 
prevents potential 
problems.  
Proactively works on 
long-term solutions to 
address common 
challenges. Is a 
resource for others to 
resolve problems. 
 

Anticipates and 
prevents potential 
problems.  
Proactively works on 
long-term solutions to 
address common 
challenges. Is a 
resource for others to 
resolve problems. 

Exceeds 
Standards 

Excels in working 
with internal and 
external customers 
to resolve 
complaints in a 
timely manner, with 
total client 
satisfaction. Utilizes 
team conflict 
resolution tactics to 
work through 
disagreements. 

Excels in working 
with internal and 
external customers 
to resolve 
complaints in a 
timely manner, with 
total client 
satisfaction. Utilizes 
team conflict 
resolution tactics to 
work through 
disagreements. 

Excels in working 
with internal and 
external customers to 
resolve complaints in 
a timely manner, with 
total client 
satisfaction. Utilizes 
team conflict 
resolution tactics to 
work through 
disagreements. 

Excels in working 
with internal and 
external customers to 
resolve complaints in 
a timely manner, with 
total client 
satisfaction. Utilizes 
team conflict 
resolution tactics to 
work through 
disagreements. 

Meets Standards Responds in a 
positive and timely 
manner to both 
internal and external 
problems and/or 
complaints.  

Responds in a 
positive and timely 
manner to both 
internal and external 
problems and/or 
complaints.  

Responds in a 
positive and timely 
manner to both 
internal and external 
problems and/or 
complaints.  

Responds in a 
positive and timely 
manner to both 
internal and external 
problems and/or 
complaints.  

Falls Below 
Standards 

Avoids dealing with 
problems. Settles for 
incomplete or 
inadequate 
solutions. 
Contributes 
negatively to 
problem resolution. 

Avoids dealing with 
problems. Settles for 
incomplete or 
inadequate 
solutions. 
Contributes 
negatively to 
problem resolution. 

Avoids dealing with 
problems. Settles for 
incomplete or 
inadequate solutions. 
Contributes 
negatively to problem 
resolution. 

Avoids dealing with 
problems. Settles for 
incomplete or 
inadequate solutions. 
Contributes 
negatively to problem 
resolution. 

 
 
 
 
3. QUALITY 
SERVICE 

 
Retail 

 
National/Majors 

 
Classified 
Commercial  
 

 
Commission-Only 

Outstanding Exceeds 
expectations by 
working closely 
with the business 

Exceeds 
expectations by 
working closely 
with their business 

Exceeds expectations 
by working closely 
with the business 
community to attain 

Exceeds expectations 
by working closely 
with the business 
community to attain 
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community to attain 
additional revenues 
and foster good will. 
Has zero customer 
complaints related to 
personal 
performance, both 
internally and 
externally. Receives 
customer “kudos” 
for exemplary 
service. 

clients to attain 
additional revenues 
and foster good will. 
Has zero customer 
complaints related to 
personal 
performance, both 
internally and 
externally. Receives 
customer “kudos” 
for exemplary 
service. 

additional revenues 
and foster good will. 
Has zero customer 
complaints related to 
personal 
performance, both 
internally and 
externally. Receives 
customer “kudos” for 
exemplary service. 

additional revenues 
and foster good will. 
Has zero customer 
complaints related to 
personal 
performance, both 
internally and 
externally. Receives 
customer “kudos” for 
exemplary service. 

Exceeds 
Standards 

Has no customer 
complaints related to 
personal 
performance, both 
internally and 
externally. 

Has no customer 
complaints related to 
personal 
performance, both 
internally and 
externally. 

Has no customer 
complaints related to 
personal 
performance, both 
internally and 
externally. 

Has no customer 
complaints related to 
personal 
performance, both 
internally and 
externally. 

Meets Standards Maintains positive 
working 
relationships with all 
customers in a 
manner consistent 
with Bee values, 
policies and 
procedures.  

Maintains positive 
working 
relationships with all 
customers, internally 
and externally, in a 
manner consistent 
with Bee values, 
policies and 
procedures.  

Maintains positive 
working relationships 
with all customers in 
a manner consistent 
with Bee values, 
policies and 
procedures.  

Maintains positive 
working relationships 
with all customers in 
a manner consistent 
with Bee values, 
policies and 
procedures. 

Falls Below 
Standards 

Consistently fails to 
deliver adequate 
customer service, 
resulting in 
customer complaints 
and loss of 
advertising revenue. 

Consistently fails to 
deliver adequate 
customer service, 
resulting in 
customer complaints 
and loss of 
advertising revenue. 

Consistently fails to 
deliver adequate 
customer service, 
resulting in customer 
complaints and loss 
of advertising 
revenue. 

Consistently fails to 
deliver adequate 
customer service, 
resulting in customer 
complaints and loss 
of advertising 
revenue. 

 
 

4.  CREDIT 
POLICIES 

 
Retail 

 
National/Majors 

 
Classified 
Commercial  
 

 
Commission-Only 

Meets Standards Adheres to credit 
policies and 
collection 
procedures. 
Understands billing 
system and 
facilitates customer 
account 
establishment based 
on proper 
procedures. 
Resolves advertising 
adjustments within 
30 days of 
employee’s 
knowledge. Provides 

Adheres to credit 
policies and 
collection 
procedures. 
Understands billing 
system and 
facilitates customer 
account 
establishment based 
on proper 
procedures. 
Resolves advertising 
adjustments within 
30 days of 
employee’s 
knowledge. Provides 

Adheres to credit 
policies and 
collection procedures. 
Understands billing 
system and facilitates 
customer account 
establishment based 
on proper procedures. 
Resolves advertising 
adjustments within 30 
days of employee’s 
knowledge. Provides 
appropriate follow-up 
and customer service 
to address needs of 
customer and The 

Adheres to 
commercial credit 
policies and 
collection procedures. 
Understands billing 
system and facilitates 
customer account 
establishment based 
on proper procedures. 
Resolves advertising 
adjustments within 30 
days of employee’s 
knowledge. Provides 
appropriate follow-up 
and customer service 
to address needs of 
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appropriate follow-
up and customer 
service to address 
needs of customer 
and The Bee. 

appropriate follow-
up and customer 
service to address 
needs of customer 
and The Bee. 

Bee. customer and The 
Bee. 

Falls Below 
Standards 

Consistently fails to 
adhere to established 
policies. 3 or more 
credit or COD 
violations. 

Consistently fails to 
adhere to established 
policies. 3 or more 
credit or COD 
violations. 

Consistently fails to 
adhere to established 
policies. 3 or more 
credit or COD 
violations. 

Consistently fails to 
adhere to established 
policies.   

 
 
5.  
PRODUCTION 
PROCEDURES 
AND 
DEADLINES 

 
Retail 

 
National/Majors 

 
Classified 
Commercial  
 

 
Commission-Only 

Meets Standards Consistently follows 
production 
procedures and 
observes deadlines 
resulting in internal 
and external client 
satisfaction. 

Consistently follows 
production 
procedures and 
observes deadlines 
resulting in internal 
and external client 
satisfaction. 

Consistently follows 
production 
procedures and 
observes deadlines 
resulting in internal 
and external client 
satisfaction. 

Consistently follows 
production 
procedures and 
observes deadlines 
resulting in internal 
and external client 
satisfaction. 

Falls Below 
Standards 

Consistently fails to 
observe deadlines 
resulting in lost 
revenue, production 
delays/errors and 
client 
dissatisfaction. 

Consistently fails to 
observe deadlines 
resulting in lost 
revenue, production 
delays/errors and 
client 
dissatisfaction. 

Consistently fails to 
observe deadlines 
resulting in lost 
revenue, production 
delays/errors and 
client dissatisfaction. 

Consistently fails to 
observe deadlines 
resulting in lost 
revenue, production 
delays/errors and 
client dissatisfaction. 

 
6.  ACCURACY  

Retail 
 
National/Majors 

 
Classified 
Commercial  
 

 
Commission-Only 

Outstanding Less than one 
percent of revenue 
in sales-related 
adjustments in 11 
out of 12 periods or 
yearly average of 
sales-related 
adjustments is 1 
percent or less of 
yearly revenue. 

Less than one 
percent of revenue 
in sales-related 
adjustments in 11 
out of 12 periods or 
yearly average of 
sales related 
adjustments is one 
percent or less of 
yearly revenue. 

Less than one percent 
of revenue in sales-
related adjustments in 
11 out of 12 periods 
or yearly average of 
sales-related 
adjustments is 1 
percent or less of 
yearly revenue. 

Less than one percent 
of revenue in sales-
related adjustments in 
11 out of 12 periods 
or yearly average of 
sales-related 
adjustments is 1 
percent or less of 
yearly revenue. 

Exceeds 
Standards 

Less than one 
percent of revenue 
in sales-related 
adjustments in 9-10 
periods. 

Less than one 
percent of revenue 
in sales-related 
adjustments in 9-10 
periods. 

Less than one percent 
of revenue in sales-
related adjustments in 
9-10 periods. 

Less than one percent 
of revenue in sales-
related adjustments in 
9-10 periods. 

Meets Standards Less than one 
percent of revenue 
in sales-related 
adjustments in 7-8 
periods. 

Less than one 
percent of revenue 
in sales-related 
adjustments in 7-8 
periods. 

Less than one percent 
of revenue in sales-
related adjustments in 
7-8 periods. 

Less than one percent 
of revenue in sales-
related adjustments in 
7-8 periods. 
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Falls Below 
Standards 

Less than one 
percent of revenue 
in sales-related 
adjustments for 6 
periods or less. 

Less than one 
percent of revenue 
in sales-related 
adjustments for 6 
periods or less. 

Less than one percent 
of revenue in sales-
related adjustments 
for 6 periods or less. 

Less than one percent 
of revenue in sales-
related adjustments 
for 6 periods or less. 

 
 
 

7.  
PROFESSIONA
L DEMEANOR 

 
Retail 

 
National/Majors 

 
Classified 
Commercial  
 

 
Commission-Only 

Outstanding Sets the standard for 
professionalism, 
with both internal 
and external 
customers that 
contributes to 
customers’ and co-
workers’ success 
beyond work 
requirements. 

Sets the standard for 
professionalism, 
with both internal 
and external 
customers that 
contributes to 
customers’ and co-
workers’ success 
beyond work 
requirements. 

Sets the standard for 
professionalism, with 
both internal and 
external customers 
that contributes to 
customers’ and co-
workers’ success 
beyond work 
requirements. 

Sets the standard for 
professionalism, with 
both internal and 
external customers 
that contributes to 
customers’ and co-
workers’ success 
beyond work 
requirements. 

Exceeds 
Standards 

Displays 
professional 
behaviors, integrity 
and a value system. 

Displays 
professional 
behaviors, integrity 
and a value system. 

Displays professional 
behaviors, integrity 
and a value system. 

Displays professional 
behaviors, integrity 
and a value system. 

Meets Standards Represents the 
values and the 
professional 
standards of the 
Company in 
appearance, dress 
and behavior. 

Represents the 
values and the 
professional 
standards of the 
Company in 
appearance, dress 
and behavior. 

Represents the values 
and the professional 
standards of the 
Company in 
appearance, dress and 
behavior. 

Represents the values 
and the professional 
standards of the 
Company in 
appearance, dress and 
behavior. 

Falls Below 
Standards 

Behavior, dress or 
demeanor 
consistently poorly 
represents the 
Company or its 
public image.  

Behavior, dress or 
demeanor 
consistently poorly 
represents the 
Company or its 
public image.  

Behavior, dress or 
demeanor 
consistently poorly 
represents the 
Company or its public 
image.  

Behavior, dress or 
demeanor 
consistently poorly 
represents the 
Company or its public 
image.  

 
 
8.   
TEAMWORK 

 
Retail 

 
National/Majors 

 
Classified 
Commercial  
 

 
Commission-Only 

Outstanding Helps to develop the 
strengths of team 
members. Actively 
supports team 
decisions.  
Challenges the 
status quo for the 
good of the team 
and The Bee. 
Promptly 

Helps to develop the 
strengths of team 
members. Actively 
supports team 
decisions.  
Challenges the 
status quo for the 
good of the team 
and The Bee. 
Promptly 

Helps to develop the 
strengths of team 
members. Actively 
supports team 
decisions.  Challenges 
the status quo for the 
good of the team and 
The Bee. Promptly 
communicates to 
resolve conflicts.   

Helps to develop the 
strengths of team 
members. Actively 
supports team 
decisions.  Challenges 
the status quo for the 
good of the team and 
The Bee. Promptly 
communicates to 
resolve conflicts.   
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communicates to 
resolve conflicts.   
Demonstrates 
respect for co-
workers, supervisors 
and peers.  

communicates to 
resolve conflicts.   
Demonstrates 
respect for co-
workers, supervisors 
and peers. 

Demonstrates respect 
for co-workers, 
supervisors and peers. 

Demonstrates respect 
for co-workers, 
supervisors and peers. 

Exceeds 
Standards 

Provides 
constructive 
feedback regularly.  
Proactively helps 
others. Is a 
supportive and 
productive team 
member. Respects 
the workload of 
team members when 
making requests. 

Provides 
constructive 
feedback regularly.  
Proactively helps 
others. Is a 
supportive and 
productive team 
member. Respects 
the workload of 
team members when 
making requests. 

Provides constructive 
feedback regularly.  
Proactively helps 
others. Is a supportive 
and productive team 
member. Respects the 
workload of team 
members when 
making requests. 

Provides constructive 
feedback regularly.  
Proactively helps 
others. Is a supportive 
and productive team 
member. Respects the 
workload of team 
members when 
making requests. 

Meets Standards Demonstrates 
respect for co-
workers, supervisors 
and peers. Supports 
team goals, 
decisions and 
consensus.  
Consistently attends 
and actively 
participates in 
meetings and 
huddles. 

Demonstrates 
respect for co-
workers, supervisors 
and peers. Supports 
team goals, 
decisions and 
consensus.  
Consistently attends 
and actively 
participates in 
meetings and 
huddles 

Demonstrates respect 
for co-workers, 
supervisors and peers. 
Supports team goals, 
decisions and 
consensus.  
Consistently attends 
and actively 
participates in 
meetings and huddles 

Demonstrates respect 
for co-workers, 
supervisors and peers. 
Supports team goals, 
decisions and 
consensus.  
Consistently attends 
and actively 
participates in 
meetings and huddles 
and actively 
participates. 

Falls Below 
Standards 

Consistently 
considers own needs 
before the needs of 
the team. Has 
difficulty giving 
constructive 
feedback and 
addressing conflicts.  
Does not regularly 
attend and 
contribute to team 
meetings and 
huddles.  

Consistently 
considers own needs 
before the needs of 
the team. Has 
difficulty giving 
constructive 
feedback and 
addressing conflicts.  
Does not regularly 
attend and 
contribute to team 
meetings and 
huddles. 

Consistently 
considers own needs 
before the needs of 
the team. Has 
difficulty giving 
constructive feedback 
and addressing 
conflicts.  Does not 
regularly attend and 
contribute to team 
meetings and huddles. 

Consistently 
considers own needs 
before the needs of 
the team. Has 
difficulty giving 
constructive feedback 
and addressing 
conflicts.  Does not 
regularly attend and 
contribute to team 
meetings and huddles. 

9.   LEADERSHIP/ 
INITIATIVE 

 
Retail 

 
National/Majors 

 
Classified Commercial  
 

 
Commission-Only 

Outstanding Acts as a mentor and 
coach for team 
members and co-
workers.  
Demonstrates 
leadership by 
mobilizing colleagues 
to achieve team goals.  
Demonstrates integrity 
by consistently 
following through on 
commitments. 

Acts as a mentor and 
coach for team 
members and co-
workers.  
Demonstrates 
leadership by 
mobilizing colleagues 
to achieve team goals.  
Demonstrates integrity 
by consistently 
following through on 
commitments. 

Acts as a mentor and 
coach for team members 
and co-workers.  
Demonstrates leadership 
by mobilizing 
colleagues to achieve 
team goals.  
Demonstrates integrity 
by consistently 
following through on 
commitments. 

Acts as a mentor and 
coach for team members 
and co-workers.  
Demonstrates leadership 
by mobilizing 
colleagues to achieve 
team goals. 
Demonstrates integrity 
by consistently 
following through on 
commitments. 
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Exceeds Standards Proactively handles 
customer complaints 
or inquiries regardless 
of account ownership. 
Takes the initiative to 
improve team 
performance.  Is a 
positive role model for 
others. 

Proactively handles 
customer complaints 
or inquiries regardless 
of account ownership. 
Takes the initiative to 
improve team 
performance.  Acts as 
a positive role model 
for others. 

Proactively handles 
customer complaints or 
inquiries regardless of 
account ownership. 
Takes the initiative to 
improve team 
performance.  Is a 
positive role model for 
others. 

Proactively handles 
customer complaints or 
inquiries regardless of 
account ownership. 
Takes the initiative to 
improve team 
performance.   Is a 
positive role model for 
others. 

Meets Standards Performs essential job 
functions with 
minimum supervision.  
Accepts constructive 
feedback.  Maintains a 
positive outlook.  
Responds to current 
and potential customer 
inquiries with a sense 
of urgency.    

Performs essential job 
functions with 
minimum supervision.  
Accepts constructive 
feedback.  Maintains a 
positive outlook.  
Responds to current 
and potential customer 
inquiries with a sense 
of urgency.       

Performs essential job 
functions with minimum 
supervision.  Accepts 
constructive feedback.  
Maintains a positive 
outlook.  Responds to 
current and potential 
customer inquiries with 
a sense of urgency.       

Performs essential job 
functions with minimum 
supervision.  Accepts 
constructive feedback.  
Maintains a positive 
outlook.  Responds to 
current and potential 
customer inquiries with 
a sense of urgency.       

Falls Below 
Standards 

Consistently 
demonstrates a lack of 
respect for others.  
Does not consistently 
follow through on 
commitments.  
Displays behavior that 
negatively impacts 
others. 

Consistently 
demonstrates a lack of 
respect for others.  
Does not consistently 
follow through on 
commitments.  
Displays behaviors 
that negatively impact 
others. 

Consistently 
demonstrates a lack of 
respect for others.  Does 
not consistently follow 
through on 
commitments.  Displays 
behaviors that 
negatively impact 
others. 

Consistently 
demonstrates a lack of 
respect for others.  Does 
not consistently follow 
through on 
commitments.  Displays 
behaviors that 
negatively impact 
others. 


