
NEW EMPLOYEE ORIENTATION



About Milpitas
Located at the southern tip of the San Francisco Bay, the City of Milpitas is a progressive 
community that is an integral part of the high tech Silicon Valley. 

A very diversified resident population of 70,817, Milpitas features quality schools, conveniently 
located neighborhood parks and shopping centers.

The two largest employers in Milpitas are Cisco Systems and Lifescan, Inc., with over 2,500 
employees each. 

Milpitas is rich in diversity. In 2000, Asians constituted 52% of the population with Filipino the 
largest Asian group at 15%. Caucasians were 24%; Hispanic 17% and African-American were 3%.



Organizational Mission
The City of Milpitas is committed to accomplishing the community’s vision by providing fiscally 
sound, superior services.



Community Vision
Milpitas will preserve its close-knit community and rich cultural diversity as it moves with 
innovation into the future by supporting sustainable growth and development, ensuring public 
safety, enhancing the environment and natural landscape, and nurturing family and community 
connections.



Milpitas Strategic Plan Values
Superior Customer Service

Open Communication

Trust & Respect

Integrity & Accountability

Recognition & Celebration



Milpitas City Council



Milpitas City Council
The City of Milpitas was incorporated as a "general law" city on January 26, 1954 and operates 
under the council/manager form of government.

The Council, as the legislative body, represents the entire community and is empowered by the 
general laws of the State of California to formulate city-wide policy.

The Mayor is elected by the community for a two-year term and the four Councilmembers are 
elected at large (by the entire City) to serve staggered four-year terms. 

Regular City Council meetings are held at 7:00 PM on the 1st and 3rd Tuesday of each month in 
the City Hall Council Chambers.



Departments
The City of Milpitas is made of several 
departments. Each department has specific duties and 
tasks that are important to the overall operation of the 
city. These departments provide essential day-to-day 
services to residents and businesses in the Milpitas 
community.

◦ Building and Safety
◦ City Attorney
◦ City Clerk
◦ Economic Development
◦ Engineering
◦ Finances
◦ Fire
◦ Human Resources
◦ Information Services
◦ Parks and Recreation
◦ Planning and Neighbored Services
◦ Police
◦ Public Works
◦ Purchasing
◦ Redevelopment Agency (RDA)
◦ City of Milpitas Departmental Information

http://www.ci.milpitas.ca.gov/government/departments.asp


Milpitas Intranet
http://Portal/mymilpitas/Home.aspx

◦ Administrative Forms

◦ Publication of City News and Events

Paycheck Statement
◦ Online Check Stub Information

http://portal/mymilpitas/Home.aspx
http://chrono/stub/


Probationary Period
All original and promotional appointments shall be tentative and subject to a probationary 
period of no less than twelve (12) months.

Initial Patrol and Police Officer probationary periods shall be eighteen (18) months service.

Personnel Officer shall have authority to extend probationary periods for absences greater than 
four (4) weeks, except for approved vacations.



Permanent Status
Probationary Employees acquire permanent status in their Classification on the first working day 
after conclusion of their Probationary period if not sooner rejected.



Attendance
The following are paid holidays for employees:

◦ New Years Day

◦ Martin Luther King Day

◦ Lincolns Birthday

◦ Presidents Day

◦ The afternoon of Good Friday

◦ Memorial Day

◦ Independence Day

◦ Labor Day

◦ Admissions day

◦ Veterans Day

◦ Thanksgiving Day

◦ Day after Thanksgiving

◦ Christmas Eve

◦ Christmas Day

The Monday following any of the above that falls on a Sunday

The Friday before any of the above that falls on a Saturday



Open Door Policy
The City Manager and Personnel Officer in the interest of preserving and promoting positive 
Employee Relations declare that any employee wishing to discuss any work-related topic, may 
do so with the City Manager in confidence and without retribution.



Employment Forms
I-9 W-4



Social Security
Your earnings from this job are not covered under Social Security. 

For more information visit the Official Social Security Website.

http://www.socialsecurity.gov/


DMV Pull Notice
Employees who drive City vehicles or use their own private vehicle on City business must 
maintain a valid, current California driver’s license. 



Emergency Information
The people listed on your emergency information form WILL be notified in the event of an 
emergency.



Authorization to Release Warrant in the 
Event of Death
List the designee who shall, on the death of the employee, be entitled to receive all warrants 
that would have been payable to the employee



Appointment and Oath of Office
The Oath states that  you will defend the Constitution and also makes you an Emergency Worker



Administrative Policies
Please sign the memo stating you received the nine (9) administrative polices listed on the form.



Administrative Policies (cont.)
Discrimination against or harassment of an applicant or employee by a supervisor, management 
employee, co-worker, or contractor on the basis of race, religion, sex, national origin, ancestry, 
disability. Medical condition, marital status, age, or sexual orientation is strictly prohibited and 
will not be tolerated.

Department of Fair Employment and Housing enforces California state laws that prohibit 
harassment and discrimination.

Violence or threats of violence by or against any City employee, contractor or any other person 
on City property while engaged in City business is strictly prohibited and will not be tolerated.



Administrative Policies (cont.)
The Workplace Violence prevention policy has been adopted to establish guidelines for the 
education and training of employees as well as procedures to be followed in the even of a 
workplace violence incident.

The Fair Employment and Housing Act defines sexual harassment as harassment based on sex or 
of a sexual nature; gender harassment; an harassment based on pregnancy, childbirth, or related 
medical conditions. Sexual harassment includes many forms of offensive behavior.



Administrative Policies (cont.)
Purpose of Telephone Policy is to  ensure City phone systems are used appropriately.

Purpose of Computer, Email, Internet Policy is to ensure computer systems are used for 
appropriate City business

Purpose of City Vehicle use Policy is to establish guidelines and conditions for the use of City-
owned and privately owned vehicles in connection with official City business.

Purpose of the Professional Appearance Policy is to ensure City employees present themselves 
in a safe, professional and hygienic manner while at work



Employee Code of Safe Practices
All employees are to comply with the Injury and Illness Prevention program

Please sign and return the form stating you have read the Employee Code of Safe Practices.



Paycheck
The City of Milpitas processes payroll on a bi-weekly basis.



Disaster Service Worker
All City of Milpitas employees are designated Disaster Service Workers (DSW). 



Resource Guide
The New Employee Resource guide is a quick reference sheet to help answer frequently asked 
questions

Any additional questions?



Thank you
THANK YOU FOR AT TENDING THE PRESENTATION AND 

WE WELCOME YOU TO THE 

CITY OF MILPITAS!


