
 

 

 
 

 

 
 

Board of Directors 

Administration & Finance Committee 

MEETING AGENDA2 

 
 

July 29, 2021 
10:00 a.m. 

 
 
 

As of July 01, 2021 - Meetings are now held as a hybrid option to allow members of 
the public to attend in-person. 

Meeting Location: 1030 St. Andrews Drive, El Dorado Hills, CA 95762 - Parks 
Conference Room 

 
 
 

Sean Hansen, Vice President 
Michael Martinelli, Director 

 
 
 

Mission Statement 
 

“Enhance the quality of life for El Dorado Hills Residents through innovative, responsible leadership,  
and by providing superior services and facilities.” 

 

 

Virtual meeting participants wishing to provide Public Comment in the 
Administration and Finance Committee Meeting are requested to notify the Clerk of the Board no 
later than Monday, July 28, 2021 at 3:00 p.m. Please email your RSVP to bditonno@edhcsd.org 

 
 

Call to Order 

 Roll Call 

 Adoption of Agenda3 
 
 
Committee Member Comments & Future Agenda Items 
 
 
Public Comment4 
 
 

 

VIRTUAL PARTICIPATION1 
 

Attend Meeting Online: 
Administration & Finance - 07.29.2021   

 
Call-in Option: 

1 (669) 900-6833 
 

Meeting ID: 
854 3717 2054 
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General Business 
1. Review and Support Updates to Job Descriptions and Position Allocations (J. Leal) 
2. Review and Support Updates to Statement of Investments Policy - 3350 (T. Gotro) 
3. Review and Support Updates to Conflict of Interest Policy - 3020 (T. Gotro) 
4. Review and Support Updates to Cost Recovery Policy - 3240 (T. Gotro) 
5. Review and Support Updates to Fixed Asset Policy - 3290 (T. Gotro) 
6. Review and Support Reassignment of the Sustainability Policy (B. DiTonno) 
7. Review Administration & Finance Committee 2021 Goals - Discussion (T. Gotro) 
8. Review and Approval of General Manager’s Commercial Purchasing Credit Card 

Statements (B. DiTonno) 
 
 
Adjournment 
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PUBLIC MEETING CONDUCT 
 
Board Meeting Conduct is outlined in District Policy 5030, which can be found on our website: 
EDHCSD Board Policies. 
 
 

Virtual Public Participation in District Committee Meetings is stated on page one (1) of this 
Agenda. Please note you will not be able to join the meeting until the posted start time. 
 

If you choose not to observe the Committee Meeting but wish to make a comment on a 
specific agenda item, please submit your comment via email to the Clerk of the Board as 
stated on page one (1) of this Agenda. The Clerk of the Board will provide receipt of your 
comment(s), forward comment(s) to the Board of Directors, and place notation into the 
minutes of the meeting. The Clerk of the Board is here to assist you, please call (916) 614-
3212 if you need any assistance with directions to access the meeting. 
 
 

PROTOCOLS FOR PUBLIC COMMENT 
 
Time for public comment will be provided at every meeting.  
 

Public comment will only be received at designated periods as called by the Committee Chair.  
 

Individuals will have three (3) minutes to address the Committee Members with an overall 
time allotment of 20 minutes per topic. 
 

Except with the consent of the Committee Chair, individuals shall be allowed to speak to an 
item only once. 
 

Virtual Comment requests received by the deadline, as stated on page one (1) of this agenda, 
will be called upon by the Clerk of the Board or designee to speak during the designated 
time(s). Individuals participating on-site will be provided the opportunity to address the 
Committee Members first, then any virtual participants will be called upon. 
 

The Committee Chair may permit the ‘Raise Hand’ feature to be implemented for virtual 
attendees. This allows any members to request comment in the moment. Note: use of this 
feature is at the discretion of the Board President. Any person(s) who submit their comment 
requests to the Clerk of the Board will be called upon first. 
 

Individual Board members may ask clarifying questions but will not engage in substantive 
dialogue with persons providing input to the Board. 
 

If any person(s) providing comments to the Board Committee creates a disruption to the 
meeting by refusing to follow guidelines, the Committee Chair may take the following actions: 

 

Step 1 - Request the person(s) adhere to Board Meeting guidelines. If the person 
refuses, the Committee Chair may have the speaker’s microphone turned off. 

Step 2 -  If the disruption continues, the Committee Chair may order a recess of the 
Board meeting. 

Step 3 -  If the disruption continues, the Committee Chair may order the removal of the 
person from the Board meeting. 
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AGENDA FOOT NOTES 
 
1. Virtual Participation: All participants will be entered into the meeting with disabled 

video/audio and will remain this way through the duration of the meeting to allow for 
viewing/listening purposes only. If request for Public Comment has been submitted to the 
Clerk of the Board by the deadline outlined on page one (1) of this agenda, your name 
will be called and you will be provided the opportunity to address the Board of Directors 
in accordance with current District Policy guidelines as outlined in Protocols for Public 
Comment. 
 

2. Public Records Available: Any writing that is a public record and is distributed to all or 
a majority of the Board of Directors is available for immediate public inspection by 
contacting the District Office. Public records distributed during the meeting shall be made 
available to review at the meeting. For purposes of the Brown Act §54954.2(a), the 
numbered items on this Agenda give a brief description of each item of business to be 
transacted or discussed. Recommendations of the staff, as shown, do not prevent the 
Board from taking other action. 
 

3. Adoption of Agenda: This agenda may be amended up to 72 hours (6:30 p.m. Monday) 
prior to the meeting being held. An AGENDA in FINAL FORM is located in the kiosk in 
front of the District Office. Additionally, a copy of the FINAL AGENDA is available on the 
District's website at www.edhcsd.org. 
 

4. General Public Comments: At this time, members of the public may address the Board 
of Directors regarding any items within the subject matter jurisdiction of the Board, 
provided that NO action may be taken on items not on the agenda unless authorized by 
law. Board Directors will not engage in debate on items during this time. Individuals will 
have three (3) minutes to address the Board with an overall time allotment of 20 minutes 
per topic. 
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 EL DORADO HILLS  
 COMMUNITY SERVICES DISTRICT 
 
 
To: Administration & Finance Committee 
 
From: Jennifer Leal, Human Resources Manager 
 
Meeting Date: July 29, 2021 
 
Report Date: July 20, 2021 
 
Subject: Updated Job Description for Communications Specialist 

 
 

Recommended Action: 
 

Review and forward updated job description to the full Board with support. 
 
 
Background: 
 

The Districts staffing needs and job descriptions are reviewed regularly to ensure job duties, 
responsibilities, and minimum requirements are up-to-date and clearly identify any changes in job 
functions and reporting relationships. Recent review of the Communications Specialist job 
description requires revisions based on organizational changes and class characteristics.  
 
 
Discussion: 
 

The job classification of Communications Specialist was last updated in January 2020. Due to the 
new classification of Communications Officer that was approved in March 2021; the updated job 
classification of Communications Specialist incorporates the current skills, abilities, and job 
functions desired, as well as changes the reporting relationship from the General Manager to the 
Communications Officer. This job classification was previously a regular, full-time position and will 
be filled as a regular, part-time, non-exempt position. It is recommended the wages remain the 
same and there will be not be a fiscal impact as this regular, part-time position is already budgeted 
in the FY 2021-2022 budget. 
 
  
Master Plan Strategic Recommendations: 
 

F.2 Regularly evaluate the employment needs of the District.  
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RE: Updated Job Description for Communications Specialist  
Date: July 29, 2021 
Page 2 of 2 
 

Fiscal Impact: 
 

There is no fiscal impact associated with this request. 
 
 
Attachments: 
 

A. Communications Specialist Job Description - CLEAN 
B. Communications Specialist Job Description - REDLINE 
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July 2021 – Revisions re supervision, job duties. 

 

JULY 2021 

FLSA: NON-EXEMPT  

 

 

 

 

COMMUNICATIONS SPECIALIST 

 
DEFINITION 
Under direction, provides professional support to a wide variety of District communication and public 
information activities; assists in the development and implementation of the District’s communication 
programs; coordinates the development and publication of District promotional marketing and 
informational materials; develops press and media communications; and performs related duties required 
to forward the mission and the vision of the District. 
 

SUPERVISION RECEIVED AND EXERCISED 
Receives direction from the Communications Officer and/or his/her designee. Incumbents in this class 
do not exercise lead or direct supervision over assigned staff. 
 

CLASS CHARACTERISTICS 

The Communications Specialist is responsible for providing professional support to the District’s public 

information communications programs.  Communications include a range of key constituencies, such as 

residents, Board of Directors, leadership team, staff, local media, community leaders, business leaders, 

and the general public. 

Positions at this level are expected to perform the full scope of assigned duties; incumbents receive only 
occasional instruction as new or unusual situations arise and are fully aware of the operating procedures 
and policies of the work unit.  The classification is distinguished from the next higher classification of 
Communications Officer in that the latter has overall responsibility for managing and overseeing the 
Volunteer Program and District Communications. 
 

EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Only) 

Management reserves the right to add, modify, change, or rescind the work assignments of different 

positions and to make reasonable accommodations so that qualified employees can perform the essential 

functions of the job. 

 Accepts responsibility for assisting in the development and implementation of the District’s 

communications programs; works with departments to identify their public information, marketing and 

communication needs, ensuring consistency in the content, nature and tone of communications. 

 Works with  Communications Officer on the best method of communicating the District’s message to 

its constituents. 

 Works with the Communications Officer on the development and implementation of the District’s 

messaging strategies, including written materials and social media protocols to ensure consistency in 

how the District’s messages are crafted and distributed to ensure a consistent voice across all 

communications.  
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Communication Specialist 
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 Prepares a variety of public information statements, messages and materials for distribution to local 

newspapers, journals and television stations with respect to District operations, activities, services and 

events. 

 Creates graphics, brochures, guides, and flyers; takes photographs for publications; prepares layouts 

for written and photographic content. 

 May manage social media including but not limited to; YouTube, Facebook, Instagram, Twitter and 

LinkedIn. 

 May solicit bids for services for the District’s public information and communication programs; sources 

vendors; prepares bid specifications; works with management and other interested parties to evaluate 

bids. 

 Assists in developing a consistent and cohesive brand that communicates the District’s mission, vision 

and values, and brand protection. 
 Establishes positive working relationships with representatives of community organizations, 

state/local agencies, District management, staff, and the public. 
 Assists in active campaigns to enhance community partnerships. 
 Performs related duties as required. 
 

QUALIFICATIONS 

 

Knowledge of: 

 Principles and practices of effective marketing and communication. 
 Effective use of a diverse range of media for disseminating the District’s communications. 
 Methods and techniques of developing standards and protocols for consistent communications. 
 Methods and techniques for the use of social media formats in contribution to the District 

communications plan.  
 Demographics of the District’s local community for effective communication techniques. 
 Local and regional media, journals and publications. 
 Methods and techniques of producing graphics for publications. 
 Photographic methods including image size and resolution. 
 Principles and practices of record keeping. 
 Occupational hazards and standard safety practices. 

 Principles and practices of customer service. 
 Professional English grammar, spelling, vocabulary and punctuation. 
 Modern office procedures including the use of computers and software applications relevant to the 

work performed. 
 

Ability to: 
 

 Provide professional support to the District’s public information and communications programs. 

 Work flexible hours, including evenings and weekends as business requires to ensure timely 

communications. 

 Identify appropriate media for communicating the District’s messages. 

 Develop effective communications and marketing strategies. 

 Ensure that work developed for District communication are compliant with District policies and 

procedures, goals and objectives. 

 Create a variety of written materials such as flyers, brochures and social media graphics. 

 Organize, prioritize and follow-up on work assignments. 

 Maintain confidentiality of sensitive information. 

 Use initiative and sound judgment within established procedural guidelines. 

 Observe safety principles and work in a safe manner. 
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 Demonstrate strong customer service skills. 
 Develop the proper attitudes toward safety and health to ensure that all operations are performed with 

the utmost regard for the safety and health of all personnel, individuals, constituents and groups. 
 Operate modern office equipment including computers and specialized software applications relevant 

to work performed. 
 Follow written and oral directions. 
 Effectively communicate verbally and in writing. 
 Establish and maintain effective working relationships with those contacted in the course of work. 
 

Education and Experience: 
Any combination of training and experience that would provide the required knowledge, skills, and abilities 

is qualifying.  A typical way to obtain the required qualifications would be: 

 

Equivalent to a graduation from a four college or university with major course work in communications, 

public relations, journalism, or a closely related field and three (3) years of experience providing 

professional level support to a marketing or communications program.  

 

Licenses and Certifications: 

 Possession of, or ability to obtain, a valid Class C driver’s license.  

 

PHYSICAL DEMANDS 

 

Must possess mobility to work in a standard office setting and use standard office equipment, including a 

computer; vision to read printed materials and a computer screen; and hearing and speech to communicate 

in person and over the telephone.  This is primarily a sedentary office classification although standing in 

work areas and walking between work areas may be required.  Finger dexterity is needed to access, enter, 

and retrieve data using a computer keyboard or calculator and to operate standard office equipment.  

Positions in this classification occasionally bend, stoop, kneel, reach, push, and pull drawers open and 

closed to retrieve and file information.  Employees must possess the ability to lift, carry, push, and pull 

materials and objects up to 25 pounds. 

 

Some of these requirements may be accommodated for otherwise qualified individuals requiring and 

requesting such accommodations.  

 

ENVIRONMENTAL ELEMENTS 

 

Employees work in an office environment with moderate noise levels, controlled temperature conditions, 

and no direct exposure to hazardous physical substances.  Employees may interact with upset staff and/or 

public and private representatives in interpreting and enforcing departmental policies and procedures.    
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January 2020July 2021 – Revisions re confidential designation, supervision, job duties. 

 

JULY 2021JANUARY 2020 

FLSA: NON-EXEMPT  

CONFIDENTIAL 
 

 

 

 

COMMUNICATIONS SPECIALIST 

 
DEFINITION 
Under direction, provides professional support to a wide variety of District communication and public 
information activities; assists in the developments and implementations of the District’s communication 
programs; coordinates the development and publication of District promotional marketing and 
informational materials; develops press and media communications; and performs related duties required 
to forward the mission and the vision of the District., 
 

SUPERVISION RECEIVED AND EXERCISED 
Receives direction from the General ManagerCommunications Officer and/or his/her designee. 
Incumbents in this class do may exercisenot exercise lead or direct supervision over assigned staff. 
 

CLASS CHARACTERISTICS 

The Communications Specialist is responsible for providing professional support to the District’s public 

information communications programs.  Communications include a  rangea range of key constituencies, 

such as residents, Board of Directors, leadership team, staff, local media, community leaders, business 

leaders, and the general public. 

Positions at this level are expected to perform the full scope of assigned duties; incumbents receive only 
occasional instruction as new or unusual situations arise and are fully aware of the operating procedures 
and policies of the work unit.  The classification is distinguished from the next higher classification of 
General ManagerCommunications Officer in that the latter has overall responsibility for managing and 
overseeing the Volunteer Program and District Communications.the entire District. 
 

EXAMPLES OF TYPICAL JOB FUNCTIONS (Illustrative Only) 

Management reserves the right to add, modify, change, or rescind the work assignments of different 

positions and to make reasonable accommodations so that qualified employees can perform the essential 

functions of the job. 

 Accepts responsibility for assisting in the development developing and implementation of 

implementing the District’s communications programs; works with departments to identify their public 

information, marketing and communication needs, ensuring consistency in the content, nature and tone 

of communications. 

 Attends department meetings to gather information, assist in setting goals, provide communication 

specific guidance, and recommendations for effective departmental communication. 

 Works with management and supervisors Communications Officer on the best method of 

communicating the District’s message to its constituents. 
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Communication Specialist 
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 Works with the Communications General Manager and senior management onOfficer on the 

development and implementation of the District’s messaging strategies, including written materials and 

social media protocols to ensure consistency in how the District’s messages are crafted and distributed 

to ensure a consistent voice across all communications.  

 Prepares a variety of public information statements, messages and materials for distribution to local 

newspapers, journals and television stations with respect to District operations, activities, services and 

events. 

 Assists with Managing and implementing Strategic Communication and Collaboration Plan. 

 Assists with Development of a Crisis Communication Plan to ensure consistent communication during 

a community-wide crisis. Establishes crisis management team. 

 Assists in developing Crisis Plan holding statements, procedures, protocols, and approval 

guidelines mobilizing the District quickly and effectively  
 Creates graphics, brochures, guides, and flyers; takes photographs for publications; creates or oversees 

video production; prepares layouts for written and photographic content.; oversees the design, 

production, printing, and distribution of all print and electronic materials. 

 May Oversees and manages socialmanage social media including but not limited to; YouTube, 

Facebook, Instagram, Twitter and LinkedIn. 

 May solicit bids for services for the District’s public information and communication programs; sources 

vendors; prepares bid specifications; works with management and other interested parties to evaluate 

bids. 

 Assists in developing a consistent and cohesive brand that communicates the District’s mission, vision 

and values, and brand protection. 
 Assists in preparation of program’s budget; monitors budget. 
 Establishes and enhance trust through positive working relationships with representatives of 

community organizations, state/local agencies, District management, staff, and the public. 
 Plans, prioritizes, assigns, and reviews the work of assigned staff; provides or coordinates staff 

training; and works with employees to improve performance. 
 Assists in active campaigns to enhance community partnerships. and volunteer recruitment 
 Performs related duties as required. 
 

QUALIFICATIONS 

 

Knowledge of: 

 Principles and practices of effective marketing and communication. 
 Effective use of a diverse range of media for disseminating the District’s communications. 
 Methods and techniques of developing standards and protocols for consistent communications. 
 Methods and techniques for the use of social media formats in contribution to the District 

communications plan.  
 Demographics of the District’s local community for effective communication techniques. 
 Methods and techniques of developing specifications for goods and services. 
 Local and regional media, journals and publications. 
 Methods and techniques of producing graphics for publications. 
 Knowledge of Adobe Creative Suite. 
 Photographic methods including image size and resolution. 
 Principles and practices of employee supervision including work planning, assignment, review and 

evaluation, and staff training.  
 Principles and practices of record keeping. 
 Occupational hazards and standard safety practices. 

 Principles and practices of customer service. 
 Professional English grammar, spelling, vocabulary and punctuation. 
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 Modern office procedures including the use of computers and software applications relevant to the 

work performed. 
 

Ability to: 
 

 Provide professional support to the District’s public information and communications programs. 

 Work flexible hours, including evenings and weekends as business requires to ensure timely 

communications. 

 Identify appropriate media for communicating the District’s messages. 

 Develop effective communications and marketing strategies. 

 Evaluate the performance of contracted services. 

 Ensure that work developed for District communication methods and content are compliant with 

District policies and procedures, goals and objectives. 

 Create a variety of written materials such as flyers, brochures and social media graphics.guides. 

 Estimate staffing, materials and equipment needed for operations. 

 Organize, prioritize and follow-up on work assignments. 

 Maintain confidentiality of sensitive information. 

 Lead or directly supervise assigned staff and volunteers of an assigned area.  

 Use initiative and sound judgment within established procedural guidelines. 

 Observe safety principles and work in a safe manner. 

 Demonstrate strong customer service skills. 
 Develop the proper attitudes toward safety and health in self and subordinates and to ensure that all 

operations are performed with the utmost regard for the safety and health of all personnel, individuals, 
constituents and groups. 

 Operate modern office equipment including computers and specialized software applications relevant 
to work performed. 

 Follow written and oral directions. 
 Effectively communicate verbally and in writing. 
 Establish and maintain effective working relationships with those contacted in the course of work. 
 

Education and Experience: 
Any combination of training and experience that would provide the required knowledge, skills, and abilities 

is qualifying.  A typical way to obtain the required qualifications would be: 

 

Equivalent to a graduation from a four college or university with major course work in communications, 

public relations, journalism, or a closely related field and three (3) years of experience providing 

professional level support to a marketing or communications program.  

 

Licenses and Certifications: 

 Possession of, or ability to obtain, a valid Class C driver’s license.  

 

PHYSICAL DEMANDS 

 

Must possess mobility to work in a standard office setting and use standard office equipment, including a 

computer; vision to read printed materials and a computer screen; and hearing and speech to communicate 

in person and over the telephone.  This is primarily a sedentary office classification although standing in 

work areas and walking between work areas may be required.  Finger dexterity is needed to access, enter, 

and retrieve data using a computer keyboard or calculator and to operate standard office equipment.  

Positions in this classification occasionally bend, stoop, kneel, reach, push, and pull drawers open and 

closed to retrieve and file information.  Employees must possess the ability to lift, carry, push, and pull 

materials and objects up to 25 pounds. 
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Communication Specialist 
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Some of these requirements may be accommodated for otherwise qualified individuals requiring and 

requesting such accommodations.  

 

ENVIRONMENTAL ELEMENTS 

 

Employees work in an office environment with moderate noise levels, controlled temperature conditions, 

and no direct exposure to hazardous physical substances.  Employees may interact with upset staff and/or 

public and private representatives in interpreting and enforcing departmental policies and procedures.    
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 EL DORADO HILLS  
 COMMUNITY SERVICES DISTRICT 
 
 
To: Administration & Finance Committee 
 
From: Teri Gotro, Director of Administration & Finance 
 
Meeting Date: July 29, 2021 
 
Report Date: July 21, 2021 
 
Subject: Statement of Investments Policy (3350) Annual Review  

 
 

Recommended Action: 
 

Review the current Investment Policy and provide feedback for any changes the Committee deems 
necessary.   
 
 
Background: 
 

Pursuant to Government Code Section 53646, the Statement of Investments Policy has to be 
reviewed and submitted annually to the District’s Board of Directors. The District’s Investment 
Policy was last reviewed and updated August 2020.   
 
 
Discussion: 
 

It is imperative that staff review the Statement of Investments Policy annually to ensure that the 
District is within regulation and keep the policy current so investment opportunities can be realized.  
In 2020, the Board approved an updated Policy with minor changes. Management has reviewed 
the current policy and has no recommended changes for 2021.  

 
The current policy allows the District to explore investment opportunities while still maintaining the 
Districts objectives of Safety, Liquidity, and Yield.  
 
  
Master Plan Strategic Recommendations: 
 

E.13 Practice fiscal responsibility in all acquisitions and expenditures. 
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El Dorado Hills Community Services District - Administration & Finance Committee 
RE: Statement of Investments Policy Annual Review 
Date: July 29, 2021 
Page 2 of 2 
 

Fiscal Impact: 
 

No Impact. 
 
 
Attachment: 
 

A. Statement of Investment Policy 

- 15 -



 
 

Policy Series 3000 – Operations 
 
 

 

Page 74 of 93 
 

POLICY TITLE: STATEMENT OF INVESTMENT POLICY 

POLICY NUMBER: 3350 
 
3350.10 Introduction 

This statement will identify various policies and procedures that will foster a prudent 
and systematic investment program and which will organize and formalize investment 
related activities. The related activities, which comprise good cash management, 
include: 
A. Accurate cash projections 
B. Timely collection of revenues 
C. Control of disbursements 
D. Cost-effective banking relations 

 
3350.20 Scope 

This policy will cover all funds and investment activities under the direction of the El 
Dorado Hills CSD or its investment managers. 

 
3350.30 Objectives 

In order of priority, the District will meet the prudent investor standard through the 
following three objectives: 
A. Safety: The primary objective of this policy is to protect, preserve and maintain 

cash and investments of the District. 
B. Liquidity: An adequate percentage of the portfolio will be maintained in liquid 

short-term securities, which can be converted to cash as necessary to meet 
disbursement requirements. The liquidity percentage will be determined from 
time to time from projected cash flow reports. Investments will be made in 
securities with active secondary or resale markets. Securities with low market 
risk will be emphasized. 

C. Yield: Within the constraints of safety and liquidity, the highest and best yield 
will be sought. 

D. Market Average Rate of Return: The portfolio will be designed to attain a market 
average rate of return, taking into account the District’s risk constraints, the cash 
flow characteristics of the portfolio and state law. 

E. Diversification: The portfolio will be diversified to avoid incurring unreasonable 
and avoidable risks regarding specific security types of individual financial 
institutions. No more than 10% or the FDIC limit, whichever is less, of the 
portfolio may be invested in any one institution. U.S. government, agency 
securities and collateralized bank deposits are exempt from this limitation. 
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Page 75 of 93 
 

F. Prudence: This investment policy is based on the "prudent investment standard" 
which states: "When investing, reinvesting, purchasing, acquiring, exchanging, 
selling, or managing public funds, a trustee shall act with care, skill, prudence, 
and diligence under the circumstances then prevailing, including, but not limited 
to, the general economic conditions and the anticipated needs of the agency, 
that a prudent person acting in a like capacity and familiarity with those matters 
would use in the conduct of funds of a like character and with like aims, to 
safeguard the principal and maintain the liquidity needs of the agency.” 
(Government Code Section 53600.3) 

G. Public Trust: All participants in the investment process shall act as custodians of 
the public trust. Investment officials shall recognize that the investment portfolio 
is subject to public review and evaluation. The overall program shall be designed 
and managed with a degree of professionalism that is worthy of the public trust. 
In a diversified portfolio it must be recognized that occasional measured losses 
are inevitable and must be considered within the context of the overall 
investment return. 

 
Amended October 8, 2009 

 
3350.40 Authority to Invest Money 

Sections 53601, 53601.1 61240 and 16429.1 of the Government Code provide legal 
authorization for investments of funds of local agencies. All investments of the District 
shall conform to the restrictions of those laws. Under the authority of Section 61240, 
the General Manager is designated Treasurer to the Board. 

 
3350.50 Reporting 

A. Quarterly 
1. The Treasurer shall submit a quarterly investment report to the Board of 

Directors, and the District’s Auditor. This report will include all items 
required by Government Code Section 53646. These items are: 
a. Type of investment 
b. Institution (issuer) 
c. Date of maturity 
d. Amount of deposit or cost of the security 
e. Current market value of securities with maturities over one year 
f. Rate of interest 
g. Statement relating the report to the Statement of Investment 

Policy 
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h. Statement that there are sufficient funds to meet the next six
months’ obligations

i. Accrued interest as prescribed by Government Code Section
53646.

2. The quarterly report may also include non-mandatory items such as:
a. Interest earned to date
b. Average weighted yield
c. Average days to maturity
d. Actual transactions
e. Percentage distribution of investment types
f. Other measurements and comparisons.

B. Annually
The Treasurer shall prepare a report detailing the performance of the portfolio
as of June 30.

3350.60 Investment Instruments and Maturities 
A. Permitted Investments

Investments shall be made in accordance with California Government Code
section 53601 et. seq. through section 53635 et. seq. Authorized investments
shall also include, in accordance with California Government Code section
16429.1, investments into LAIF. As the California Government Code is amended,
this policy shall also become amended.

Subject to the additional requirements imposed by Government Code Section 
53601, the District may purchase securities subject to the following limits: 

PERMITTED 
INVESTMENTS/DEPOSIT 

MAXIMUM 
PORTFOLIO 
CONCENTRATION 

MINIMUM 
QUALITY 

MAXIMUM 
MATURITY 

U.S. Treasury Bills, Bonds and Notes Unlimited 5 years* 

U.S. Government and Agency 
Securities 

Unlimited 5 years* 

Registered Treasury Notes & Bonds 
issued by any of the other 49 states 
in addition to California 

Unlimited 5 years* 

Time Certificates of Deposit 25% 5 years* 

Negotiable Certificates of Deposit 30% 5 years* 

LAIF $40,000,000 5 years 
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Medium Term Notes 30% A 5 years* 

Money Market and Mutual Funds 20%** AAA 5 years 

*Maximum term unless expressly authorized by the Board of Directors and within the prescribed time
frame for the approval. (Government Code Section 53601).
**Money Market Funds and Mutual Funds are subject to a combined limit of 20% of portfolio.

Investments shall be purchased according to the minimum credit standards 
listed. In the event of a downgrade in credit after the date of purchase, the 
Treasurer shall advise the Board of Directors at the next regular meeting and will 
use his/her best professional judgment concerning the retention of the security 
in the portfolio. 

B. Excluded Investments
The following investments or investment practices are not permitted under this
Statement of Investment Policy:
1. Purchase of sale of securities on margin
2. Reverse Repurchase Agreements
3. Financial futures and financial options
4. Guaranteed Small Business Administration (SBA) Notes
5. Government National Mortgage Associate (GNMA) Notes

3350.61 Definitions of Terms for Permitted Investments 
Treasury Bills, Notes & Bonds: 

 Treasury Bills are short-term instruments with maturities of no more than one
year. They fill investment needs similar to money market funds and savings
accounts.

 Treasury Bonds cover terms of longer than 10 years, and are currently being
issued in maturities of 30 years. Interest is also paid semi-annually.

 Treasury Notes are intermediate- to long-term investments, typically issued in
maturities of two, three, five, seven and 10 years.

U.S. Government & Agency Securities: 
"Agencies" is a term used to describe two types of bonds: (1) bonds issued or 
guaranteed by U.S. federal government agencies; and (2) bonds issued by 
government-sponsored enterprises (GSEs)—corporations created by Congress to 
foster a public purpose, such as affordable housing. Bonds issued or guaranteed by 
federal agencies such as the Government National Mortgage Association (Ginnie 
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Mae) are backed by the "full faith and credit of the U.S. government," just like 
Treasuries. 

Treasury Notes Registered Treasure Notes & Bonds (issued by any of the other 49 states 
in addition to California): 

A bond whose issuer records ownership and interest payments. This includes bonds 
payable solely out of the revenues from a revenue-producing property owned, 
controlled, or operated by a state or by a department, board, agency, or authority 
of any of the other 49 states, in addition to California. 

Time Certificates of Deposit: 
A savings account or certificate of deposit (CD) held for a fixed-term, with the 
understanding that the depositor can make a withdrawal only by giving notice. A 
time deposit is an interest-bearing bank deposit that has a specified date of maturity. 
Although funds can be withdrawn from CDs without notice (on demand), there are 
penalties for early withdrawal. 

Negotiable Certificates of Deposit (CD’s): 
A certificate of deposit with a minimum face value of $100,000. These are 
guaranteed by the bank and can usually be sold in a highly liquid secondary market, 
but they cannot be cashed-in before maturity. 

The Local Agency Investment Fund (LAIF): 
The Local Agency Investment Fund (LAIF), is a voluntary program created by statute; 
began in 1977 as an investment alternative for California's local governments and 
special districts. The enabling legislation for the LAIF is Section 16429.1 et seq. of the 
California Government Code. This program offers local agencies the opportunity to 
participate in a major portfolio, which invests hundreds of millions of dollars, using 
the investment expertise of the State Treasurer's Office investment staff at no 
additional cost to the taxpayer. 

Medium Term Notes: 
A note that usually matures in five to 10 years. Notes range in maturity from one to 
10 years. By knowing that a note is medium term, investors have an idea of what its 
maturity will be when they compare its price to that of other fixed-income securities. 
All else being equal, the coupon rate on medium-term notes will be higher than 
those achieved on short-term notes. A corporate note continuously offered by a 
company to investors through a dealer.  
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Money Market: 
An interest-bearing account that typically pays a higher interest rate than a savings 
account, and which provides the account holder with limited check-writing ability. A 
money market account thus offers the account holder benefits typical of both 
savings and checking accounts.  

Mutual Funds: 
An investment vehicle that is made up of a pool of funds collected from many 
investors for the purpose of investing in securities such as stocks, bonds, money 
market instruments and similar assets. Mutual funds are operated by money 
managers, who invest the fund's capital and attempt to produce capital gains and 
income for the fund's investors. A mutual fund's portfolio is structured and 
maintained to match the investment objectives stated in its prospectus.  

3350.70 Internal Controls 
The system of internal control has been established and maintained in written form. The 
controls are designed to prevent losses of public funds arising from fraud, error, 
misrepresentation of third parties, unanticipated changes in financial markets, or 
imprudent actions by employees and officers of the District. The most important 
controls are: control of collusion, separation of duties, separation of transaction 
authority from accounting and bookkeeping, custodial safekeeping, delegation of 
authority, limitations regarding securities losses and remedial action, written 
confirmation of telephone transactions, minimizing the number of authorized 
investment officials, documentation of transactions and strategies, and annual review 
of controls by the Treasurer. 

3350.80 Banks and Security Dealers 
In selecting financial institutions for the deposit of investment of District funds, the 
Treasurer shall consider the credit worthiness of institutions. The Treasurer shall 
continue to monitor their credit characteristics and financial history throughout the 
period in which District funds are deposited or invested. A commercial rating or bank 
watch service may be used to accomplish this objective. 

3350.90 Investment Risks 
The District recognizes that investment risks can result from issuer defaults, market 
price changes of various technical complications leading to temporary illiquidity. 
Portfolio diversification is employed as a way to control risk. Investment managers are 
expected to display prudence in the selection of securities as a way to minimize default 
risk. No individual investment transaction shall be undertaken which jeopardizes the 
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total capital position of the overall portfolio. As needed, the Treasurer shall periodically 
meet with the Administration & Finance Committee to establish guidelines and 
strategies to control credit risk, market risk and illiquidity. 

In addition to these general policy considerations, the following specific policies will be 
followed: 

A. All transactions will be executed on a delivery versus payment basis.
B. A competitive bid process, when practical, will be used to place all

investments.

3350.100 Safekeeping and Custody 
Securities purchased from broker/dealers will be held in a third party 
custodian/safekeeping account except the collateral for time deposits in banks and 
savings and loans. An approved Agent of Depository holds collateral for time deposits of 
thrifts. Collateral for time deposits in banks will be held in the District's name in the 
bank's Trust Department. 

3350.110 Statement of Investment Policy 
Pursuant to Government Code Section 53646, the Statement of Investment Policy will 
be reviewed and submitted annually to the El Dorado Hills CSD’s Board of Directors. 

Approved: December 09, 2004 
Updated: April 10, 2008; April 14, 2016; November 10, 2019; August  13, 2020
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 EL DORADO HILLS  
 COMMUNITY SERVICES DISTRICT 
 
 
To: Administration & Finance Committee 
 
From: Teri Gotro, Director of Administration & Finance 
 
Meeting Date: July 29, 2021 
 
Report Date: June 23, 2021 
 
Subject: Conflict of Interest Policy (3010) Update  

 
 

Recommended Action: 
 

Review and support staff’s recommendation to take the Revised Conflict of Interest Policy to the 
full Board for approval. 
 
 
Background: 
 

Staff frequently reviews and updates policy as District’s needs change. It was identified that the 
Conflict of Interest Policy is outdated in Appendix A under Designated Positions.  
 
 
Discussion: 
 

On August 13, 2020, an update to this policy was approved by the Board to include the Controller 
classification. Since that time, additional classifications have been approved by the board and 
should now be included in this policy to more accurately reflect the full breadth of classifications 
subject under this policy.  
 
 
Master Plan Strategic Recommendations: 
 

F.2 Regularly evaluate the employment needs for the District. 

 

Fiscal Impact: 
 

No impact. 
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El Dorado Hills Community Services District - Administration & Finance Committee 
RE: Conflict of Interest Policy Update 
Date: July 29, 2021 
Page 2 of 2 
 

Attachment: 
 

A. Conflict of Interest Policy - CLEAN 
B. Conflict of Interest Policy - REDLINE 
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POLICY TITLE: CONFLICT OF INTEREST 

POLICY NUMBER: 3010 
 
The Political Reform Act (California Government Code Section 81000, et seq.) requires all public 
agencies in the State of California to adopt and promulgate a conflict of interest codes. The Fair Political 
Practices Commission (FPPC) has adopted regulations (Title 2, Division 6, California Code of 
Regulations, Section 18730) containing terms of a conflict of interest code and may be amended by the 
FPPC after public notice and hearings to conform to amendments to the Political Reform Act. The terms 
of Section 18730 and any amendments duly adopted by the FPPC are hereby incorporated by 
reference. This regulation and the attached Appendices (Appendix A and B) designating officials and 
employees and establishing disclosure categories, shall constitute the conflict of interest code of the El 
Dorado Hills Community Services District (“the District”). This conflict of interest code supersedes all 
prior codes, which are hereby rescinded. 
 
All Designated Positions are required to submit a statement of economic interests and shall file their 
statements with the General Manager as the District’s Filing Officer. The Filing Officer shall make and 
retain a copy of all statements filed by the Board of Directors and General Manager and forward the 
originals of these statements to the El Dorado County Board of Supervisors. The Filing Officer shall 
retain the originals of the Statements of all other Designated Employees. The Filing Officer will make 
all retained statements available for public inspection and reproduction. (Gov. Code § 81008) 
 
 
 
 
 
Source: Approved: 09/25/1980 
Amended: 07/30/1998, 08/12/2004, 08/10/2006, 11/08/2007, 08/12/2010, 08/11/2016, 03/08/2018 
Reviewed: 07/15/2008, 08/09/2012 
Revised: 3/8/2018, 08/13/2020, 6/XX/2021 
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APPENDIX A 
POLICY NO: 3010 

EL DORADO HILLS COMMUNITY SERVICES DISTRICT 
CONFLICT OF INTEREST CODE 

 
Because of the nature of the powers and duties conferred on the District, the policies adopted by the 
District Board, and the terms of support services and consultant agreements approved by the District 
Board, the following positions within the District may involve the making or participation in the making 
of decisions for the District which may foreseeably have a material effect on financial interest of the 
holders of the positions. Most of the positions listed are of long-term duration, although some are 
limited-term positions, but all are listed because of their scope of authority or work involves either 
making final decisions for the District that have financial consequences or developing and/or exercising 
such level of expertise and ongoing relationship with those who make such decisions that the decision-
makers can reasonably be expected to routinely trust and rely upon their advice. 
 
For Purposes of filing Statements of Economic Interests as required by this Code, the “Designated 
Positions” of the District shall be those persons who actually occupy or carry out the function of the 
following positions; whether as elected or appointed officers, compensated employees, or contracted 
consultants: 
 
Designated Positions: 

Assistant General Manager 
Board of Directors 
Communications Officer 
Controller 
Design Review Committee Members 
CC&R Citizens Advisory Committee Members 
General Manager 
Director of Administration and Finance 
Director of Parks and Planning 
Director of Parks and Recreation 
Director of Recreation 
Park Manager 
Parks Superintendent 
Parks Supervisors 
Principal Planner 
Recreation Superintendent 
Recreation Supervisors 
Information Systems Manager 
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Human Resources Manager 
The disclosure category for the designated positions is: All interests in real property in the district, and 
all investments, business positions and income (including gifts, loans and travel payments) from 
sources that provide goods, equipment, vehicles, machinery or services of the type utilized by the CSD.  
Consultants are those persons defined in Title 2, California Code of Regulations, §18701(a)(2) who 
contract with the district to provide services. The General Manager may determine in writing that a 
particular consultant, although occupying a designated position, is hired to perform a range of duties 
that is limited in scope and thus is not required to comply fully with the disclosure requirement 
described in their code. Such determination shall include the description of the consultant’s duties and, 
based upon that description, a statement of extent of disclosure requirements. The General Manager’s 
determination is a public record and shall be retained for public inspection in the same manner and 
location as this conflict of interest code. The definition of consultant is in 2 CCR §18701(a)(2): 
 

"Consultant" means an individual who, pursuant to a contract with a state or local government 
agency: 
 

(A) Makes a governmental decision whether to: 
(i) Approve a rate, rule, or regulation; 
(ii) Adopt or enforce a law; 
(iii) Issue, deny, suspend, or revoke any permit, license, application, 

certificate, approval, order, or similar authorization or entitlement; 
(iv) Authorize the agency to enter into, modify, or renew a contract provided 

it is the type of contract that requires agency approval; 
(v) Grant agency approval to a contract that requires agency approval and 

to which the agency is a party, or to the specifications for such a contract; 
(vi) Grant agency approval to a plan, design, report, study, or similar item; 
(vii) Adopt, or grant agency approval of, policies, standards, or guidelines for 

the agency, or for any subdivision thereof; or 
 

(B) Serves in a staff capacity with the agency and in that capacity participates in 
making a governmental decision as defined in regulation 18702.2 or performs 
the same or substantially all the same duties for the agency that would otherwise 
be performed by an individual holding a position specified in the agency's 
Conflict of Interest Code under Government Code section 87302. 

 
The above local conflict of interest code was adopted by the Board of Directors of the El Dorado Hills 
Community Services District at a regular meeting of the board held on the 8th day of March, 2018. 
 

Aye Votes: Mattock, Paulsen, Priest, Vandegrift 
No Votes: - 
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Absent: Lowery 
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APPENDIX B 
POLICY NO: 3010 

EL DORADO HILLS COMMUNITY SERVICES DISTRICT 
CONFLICT OF INTEREST CODE 

 
Disclosure Categories 
The decisions that the Designated Positions may make or participate in making for the District may 
involve exercising or directly influencing the exercise of any of the powers conferred on the District 
under the laws that the District was formed and/or operates. Except as otherwise determined by the 
General Manager for specified contract consultants pursuant to Appendix A, the decision of the 
Designated Positions in the routine course of their work for the District may have the potential impact 
at a level commonly recognized as “material” by the Political Reform Act of 1974, as amended, and the 
regulations adopted by the Fair Political Practices Commission (“FPPC”) to implement that Act, any or 
all of those types of financial interests listed in all of the Disclosure Schedules of the Statement of 
Economic Interests Form approved by the FPPC. 
 
For the foregoing reasons, all of the Designated Positions under this Conflict of Interest Code, other 
than specified contract consultants whose disclosure responsibilities or exemption therefrom shall be 
determined in writing by the General Manager on a case-by-case basis as described in Appendix A, shall 
comply with the broadest possible Disclosure Category applicable under the then-current Statement 
Form and Schedules, disclosing all sources of income, interests in real property, and investments and 
business positions in business entities as required by the FPPC in its instructions to the Statement of 
Economic Interests Form approved by the FPPC, as it may be amended from time to time. 
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POLICY TITLE: CONFLICT OF INTEREST 

POLICY NUMBER: 3010 
 
The Political Reform Act (California Government Code Section 81000, et seq.) requires all public 
agencies in the State of California to adopt and promulgate a conflict of interest codes. The Fair Political 
Practices Commission (FPPC) has adopted regulations (Title 2, Division 6, California Code of 
Regulations, Section 18730) containing terms of a conflict of interest code and may be amended by the 
FPPC after public notice and hearings to conform to amendments to the Political Reform Act. The terms 
of Section 18730 and any amendments duly adopted by the FPPC are hereby incorporated by 
reference. This regulation and the attached Appendices (Appendix A and B) designating officials and 
employees and establishing disclosure categories, shall constitute the conflict of interest code of the El 
Dorado Hills Community Services District (“the District”). This conflict of interest code supersedes all 
prior codes, which are hereby rescinded. 
 
All Designated Positions are required to submit a statement of economic interests and shall file their 
statements with the General Manager as the District’s Filing Officer. The Filing Officer shall make and 
retain a copy of all statements filed by the Board of Directors and General Manager and forward the 
originals of these statements to the El Dorado County Board of Supervisors. The Filing Officer shall 
retain the originals of the Statements of all other Designated Employees. The Filing Officer will make 
all retained statements available for public inspection and reproduction. (Gov. Code § 81008) 
 
 
 
 
 
Source: Approved: 09/25/1980 
Amended: 07/30/1998, 08/12/2004, 08/10/2006, 11/08/2007, 08/12/2010, 08/11/2016, 03/08/2018 
Reviewed: 07/15/2008, 08/09/2012 
Revised: 3/8/2018, 08/13/2020, 6/XX/2021 
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APPENDIX A 
POLICY NO: 3010 

EL DORADO HILLS COMMUNITY SERVICES DISTRICT 
CONFLICT OF INTEREST CODE 

 
Because of the nature of the powers and duties conferred on the District, the policies adopted by the 
District Board, and the terms of support services and consultant agreements approved by the District 
Board, the following positions within the District may involve the making or participation in the making 
of decisions for the District which may foreseeably have a material effect on financial interest of the 
holders of the positions. Most of the positions listed are of long-term duration, although some are 
limited-term positions, but all are listed because of their scope of authority or work involves either 
making final decisions for the District that have financial consequences or developing and/or exercising 
such level of expertise and ongoing relationship with those who make such decisions that the decision-
makers can reasonably be expected to routinely trust and rely upon their advice. 
 
For Purposes of filing Statements of Economic Interests as required by this Code, the “Designated 
Positions” of the District shall be those persons who actually occupy or carry out the function of the 
following positions; whether as elected or appointed officers, compensated employees, or contracted 
consultants: 
 
Designated Positions: 

Assistant General Manager 
Board of Directors 
Communications Officer 
Controller 
Design Review Committee Members 
CC&R Citizens Advisory Committee Members 
General Manager 
Director of Administration and Finance 
Director of Parks and Planning 
Director of Parks and Recreation 
Director of Recreation 
Park Manager 
Parks Superintendent 
Parks Supervisors 
Principal Planner 
Recreation Superintendent 
Recreation Supervisors 
Information Systems Manager 
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Human Resources Manager 
The disclosure category for the designated positions is: All interests in real property in the district, and 
all investments, business positions and income (including gifts, loans and travel payments) from 
sources that provide goods, equipment, vehicles, machinery or services of the type utilized by the CSD.  
Consultants are those persons defined in Title 2, California Code of Regulations, §18701(a)(2) who 
contract with the district to provide services. The General Manager may determine in writing that a 
particular consultant, although occupying a designated position, is hired to perform a range of duties 
that is limited in scope and thus is not required to comply fully with the disclosure requirement 
described in their code. Such determination shall include the description of the consultant’s duties and, 
based upon that description, a statement of extent of disclosure requirements. The General Manager’s 
determination is a public record and shall be retained for public inspection in the same manner and 
location as this conflict of interest code. The definition of consultant is in 2 CCR §18701(a)(2): 
 

"Consultant" means an individual who, pursuant to a contract with a state or local government 
agency: 
 

(A) Makes a governmental decision whether to: 
(i) Approve a rate, rule, or regulation; 
(ii) Adopt or enforce a law; 
(iii) Issue, deny, suspend, or revoke any permit, license, application, 

certificate, approval, order, or similar authorization or entitlement; 
(iv) Authorize the agency to enter into, modify, or renew a contract provided 

it is the type of contract that requires agency approval; 
(v) Grant agency approval to a contract that requires agency approval and 

to which the agency is a party, or to the specifications for such a contract; 
(vi) Grant agency approval to a plan, design, report, study, or similar item; 
(vii) Adopt, or grant agency approval of, policies, standards, or guidelines for 

the agency, or for any subdivision thereof; or 
 

(B) Serves in a staff capacity with the agency and in that capacity participates in 
making a governmental decision as defined in regulation 18702.2 or performs 
the same or substantially all the same duties for the agency that would otherwise 
be performed by an individual holding a position specified in the agency's 
Conflict of Interest Code under Government Code section 87302. 

 
The above local conflict of interest code was adopted by the Board of Directors of the El Dorado Hills 
Community Services District at a regular meeting of the board held on the 8th day of March, 2018. 
 

Aye Votes: Mattock, Paulsen, Priest, Vandegrift 
No Votes: - 

Formatted: Highlight

Formatted: Highlight
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Absent: Lowery 
  

- 33 -



 
 

Policy Series 3000 – Operations 
 
 

 

Page 5 of 5 
 

APPENDIX B 
POLICY NO: 3010 

EL DORADO HILLS COMMUNITY SERVICES DISTRICT 
CONFLICT OF INTEREST CODE 

 
Disclosure Categories 
The decisions that the Designated Positions may make or participate in making for the District may 
involve exercising or directly influencing the exercise of any of the powers conferred on the District 
under the laws that the District was formed and/or operates. Except as otherwise determined by the 
General Manager for specified contract consultants pursuant to Appendix A, the decision of the 
Designated Positions in the routine course of their work for the District may have the potential impact 
at a level commonly recognized as “material” by the Political Reform Act of 1974, as amended, and the 
regulations adopted by the Fair Political Practices Commission (“FPPC”) to implement that Act, any or 
all of those types of financial interests listed in all of the Disclosure Schedules of the Statement of 
Economic Interests Form approved by the FPPC. 
 
For the foregoing reasons, all of the Designated Positions under this Conflict of Interest Code, other 
than specified contract consultants whose disclosure responsibilities or exemption therefrom shall be 
determined in writing by the General Manager on a case-by-case basis as described in Appendix A, shall 
comply with the broadest possible Disclosure Category applicable under the then-current Statement 
Form and Schedules, disclosing all sources of income, interests in real property, and investments and 
business positions in business entities as required by the FPPC in its instructions to the Statement of 
Economic Interests Form approved by the FPPC, as it may be amended from time to time. 
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 EL DORADO HILLS  
 COMMUNITY SERVICES DISTRICT 
 
 
To: Administration & Finance Committee 
 
From: Teri Gotro, Director of Administration & Finance 
 
Prepared By: Sherry Shannon, Senior Accountant 
 
Meeting Date: July 29, 2021 
 
Report Date: July 22, 2021 
 
Subject: Cost Recovery Policy (3240) Adjustment 

 
 

Recommended Action: 
 

Review and approve changes to the Cost Recovery Policy 3240.   
 
 
Background: 
 

The District’s Cost Recovery Policy is designed to guide management in setting fees to ensure 
services are cost effective and viable. This policy was last reviewed and updated December 2018.   
 
 
Discussion: 
 

The Cost Recovery Policy is not consistent with current District operations. Organizational staffing 
and program name changes have been updated throughout.  
 
Park Maintenance, section 2, addresses the recovery of maintenance costs associated to 
Landscaping and Lighting Assessment Districts (LLADs). This section goes into detail as to the 
percentages that should be recovered. Staff is recommending that the specific percentages be 
removed since these are determined and discussed within the Engineers Report, and at times 
may conflict with the Engineers’ findings. 
 
Recreation Programs, section 4, provides direction on setting User fees based on the value of 
service to the community. It is recommended that the committee review the benefit types and 
assigned programs to ensure that they fall within the appropriate category. The methodology for 
applying the cost recovery goal percentages has been updated to require an annual review of the 
overhead rate being used in the calculation. 
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El Dorado Hills Community Services District - Administration & Finance Committee 
RE: Cost Recovery Policy (3240) Adjustment 
Date: July 29, 2021 
Page 2 of 2 
 

Master Plan Strategic Recommendations: 
 

E.13 Practice fiscal responsibility in all acquisitions and expenditures. 
E.15 Maintain and enhance General Fund support of parks, recreation programs and 

maintenance. 
 
 
Fiscal Impact: 
 

Program fees may be adjusted depending on changes made to Recreation program 
categorization. 
 
 
Attachment: 
 

A. Cost Recovery Policy 3240-clean copy 
B. Cost Recover Policy 3240-redline copy 
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POLICY TITLE: COST RECOVERY 

POLICY NUMBER: 3240 
 
3240.10 Purpose 

To reflect the District-wide philosophy in regards to fees, and to set standards by which 
the District can measure its services for cost-effectiveness and future viability. 

 
3240.20 Goals 

1. Park Construction 
The District will assess Park Impact Fees on new construction. The fee will be set 
by Nexus Study, and will be collected at the time each building permit is pulled. 
These funds will constitute the pool of funds used to reimburse developers after 
each park has been constructed to the District’s standards, and to build new 
parks and facilities with District-wide benefit. Time spent in planning meetings 
will be calculated based on the current overhead rate of staff in attendance, and 
will be billed to developers quarterly. This fee will be in addition to fees 
stipulated in the Developer Agreement unless specifically described therein. 

 
2. Park Maintenance 

The District will recover its maintenance costs through establishment of 
Landscaping and Lighting Assessment Districts (LLAD). A consulting assessment 
engineer will establish the assessments, and percentages of cost recovery to find 
the appropriate benefit level for each area, which shall be assessed annually on 
the property tax rolls. District Parks and landscape and lighting areas that are 
maintained through an LLAD are subsidized by the General Fund based on the 
General Benefit determined by the assessment engineer. The General Benefit 
shall be reviewed by the assessment engineer on a case by case basis as new 
parks are developed. The District will not build parks unless they are covered by 
a funding mechanism (See District Policy 6110.120). (Revised August 12, 2010; 
April 14, 2011; Revised June 13, 2013) 

 
3. Garbage Collection and Cable Television 

Currently the District outsources these operations and collects a franchise fee. If 
in the future, the District operates these services internally, they will be set up 
as enterprise funds, and the user fees will be set to recover 100% of the costs 
incurred. 
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4. Recreation Programs 
User fees will be based on the value of services to the community. The Director 
of Parks and Recreation will assign programs to the appropriate class: 

 

  
(Used with Permission) 

 
A. Community Benefit - Benefits the community at-large. No fees are 

assessed to the public for these District amenities and programs. 
 

Examples include: 

 Parkland, Open Space, and Trails 

 Special Events 
o Concerts 
o Easter Egg Hunt 
o Trunk or Treat and Scarecrow Contest 

 Awareness and Outreach Events 
o Park Party’s 
o April Pool’s Day 
o Community Clean-Up Day 

 Skate Park 
 

B. Community/Individual Benefit (1% to 29%): Due to the high level of 
community benefit, these costs will be subsidized by the general fund at 
a high level.   
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Examples include: 

 Teen Center Membership (School Year Program)  

 Senior Center Programming  

 Swim Lessons 

 Fee Based Special Events 
o Parent and Me Series 

 Daddy & Me Valentine Dance 
 Girl’s Night Pajama Party 

o Aquatic Events 
 Pumpkin Splash Patch 
 Aqua Egg Hunt 
 Flick -n- Float 

o Holiday Events 
 Breakfast with Santa 
 Cookies with Santa 

 
C. Individual/Community Benefit (30% to 59%). Primarily benefits 

individuals but community receives some benefits. 
 
Examples include: 

 Junior Lifeguard Program 

 Recreation Swim 

 Teen Lead Program 
 

D. Mostly INDIVIDUAL Benefit (60% to 99%): Benefits individuals 
significantly more than community. Fees for these programs will be 
based on the laws of economics – what the market will bear.   

 
Examples include: 

 Contracted Programs  
o Youth, Adult, and Senior Special Interest Classes 
o Aquatic Clinics (Taz and water polo) 
o Sports Camps (volleyball, soccer, basketball, etc) 

 Adventure Zone Summer Day Camp 

 Adventure Zone Afterschool Program 

 Teen eXtreme Summer Day Camp 

 Teen Center Late Nights 

 Lap Swim 

 Adult Sport Leagues (basketball, softball, soccer, and flag football) 
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 Youth Sport Leagues (basketball, flag football, and volleyball) 

 Outdoor Facility and Field Rentals (EDHSC, EDHLL, etc.) 
 
E. Highly INDIVIDUAL Benefit (100%+):  Solely benefits individuals with no 

general fund support.  

 
Examples include: 

 Field trips and Excursions 

 Private Indoor Facility Rentals 

 Private Pool Rentals 
 
3240.30 Methodology 

Cost-recovery goal percentages are computed on revenue received divided by the total 
cost of delivering the service (including both direct costs and overhead). The overhead 
rate may be calculated in a formal studyand should be reviewed annually. 

 
Programs will be evaluated by the appropriate recreation supervisor at each program’s 
conclusion. If a program does not meet its cost-recovery goal after the fourth offering, 
it will be reviewed for appropriate classification, and either moved into the appropriate 
recovery goal class or discontinued. 

 
3240.40 Adjustments to Fees 

3240.41 The General Manager is authorized to reduce or eliminate the differential 
in rates between residents and non-residents when it can be determined 
that: 

 The fee is reducing attendance to below what would be necessary 
to support the program for residents, and 

 There are no appreciable expenditure savings from the reduced 
attendance 

 
3240.42  The General Manager is authorized to charge fees for facilities that are 

closer to full cost recovery if those facilities are heavily used at peak times 
and include a majority of non-residential users. 

 
3240.43  The General Manger is authorized to offer reduced fees such as 

introductory rates, family discounts, and coupon discounts on a pilot 
basis (not to exceed two fiscal cycles) to promote new recreation 
programs or resurrect existing ones. 
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3240.44  As a means to include needy families in District programs, scholarships 
will be available through application. Funding is limited to the amount 
budgeted and is awarded on a first-come, first-served basis. 

 
 
 
Approved: July 15, 2008 
Updated: December 13, 2018 
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POLICY TITLE: COST RECOVERY 
POLICY NUMBER: 3240 
 
3240.10 Purpose 

To reflect the District-wide philosophy in regards to fees, and to set standards by which 
the District can measure its services for cost-effectiveness and future viability. 

 
3240.20 Goals 

1. Park Construction 
The District will assess Park Impact Fees on new construction. The fee will be set 
by Nexus Study, and will be collected at the time each building permit is pulled. 
These funds will constitute the pool of funds used to reimburse developers after 
each park has been constructed to the District’s standards, and to build new 
parks and facilities with District-wide benefit. Time spent in planning meetings 
will be calculated based on the current overhead rate of staff in attendance, and 
will be billed to developers quarterly. This fee will be in addition to fees 
stipulated in the Developer Agreement unless specifically described therein. 

 
2. Park Maintenance 

The District will recover its maintenance costs through establishment of 
Landscaping and Lighting Assessment Districts (LLAD). A consulting assessment 
engineer will establish the assessments, and percentages of cost recovery to find 
the appropriate benefit level for each area, which shall be assessed annually on 
the property tax rolls. District Parks and landscape and lighting areas that are 
maintained through an LLAD are subsidized by the General Fund based on the 
General Benefit determined by the assessment engineer. Currently LLAD 
maintained parks are subsidized by the following percentages: Community Parks 
- 75%; Village and Neighborhood Parks - 10% to 13%. LLAD maintained landscape 
and lighting areas are subsidized by 1.5%. The General Benefit shall be reviewed 
by the assessment engineer on a case by case basis as new parks are developed. 
The District will not build parks that unless they are not covered by maintenance 
a funding mechanismLLADs (see District Policy 6610.120). (See District Policy 
6110.120). (Revised August 12, 2010; April 14, 2011; Revised June 13, 2013) 

 
3. Garbage Collection and Cable Television 

Currently the District outsources these operations and collects a franchise fee. If 
in the future, the District operates these services internally, they will be set up 
as enterprise funds, and the user fees will be set to recover 100% of the costs 
incurred. 
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4. Recreation Programs 

User fees will be based on the value of services to the community. The Director 
of Parks and Recreation will assign programs to the appropriate class: 

 

  
(Used with Permission) 

 
A. Community Benefit - Benefits the community at-large. No fees are 

assessed to the public for these District amenities and programs. 
 

Examples include: 

 Parkland, Open Space, and Trails 

 Special Events 
o Concerts 
o Easter Egg Hunt 
o Trunk or Treat and Scarecrow Contest 

 Awareness and Outreach Events 
o Park Party’s 
o April Pool’s Day 
o Community Clean-Up Day 

 Skate Park 
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B. Community/Individual Benefit (1% to 29%): Due to the high level of 
community benefit, these costs will be subsidized by the general fund at 
a high level.   

Examples include: 

 Teen Center Membership (School Year Program)  

 Senior Center Programming  

 Swim Lessons 

 Fee Based Special Events 
o Parent and Me Series 

 Daddy & Me Valentine Dance 
 Girl’s Night Pajama Party 

o Aquatic Events 
 Pumpkin Splash Patch 
 Aqua Egg Hunt 
 Flick -n- Float 

o Holiday Events 
 Breakfast with Santa 
 Cookies with Santa 

 
C. Individual/Community Benefit (30% to 59%). Primarily benefits 

individuals but community receives some benefits. 
 
Examples include: 

 Junior Lifeguard Program 

 Recreation Swim 

 Teen Lead Program 
 

D. Mostly INDIVIDUAL Benefit (60% to 99%): Benefits individuals 
significantly more than community. Fees for these programs will be 
based on the laws of economics – what the market will bear.   

 
Examples include: 

 Contracted Programs  
o Youth, Adult, and Senior Special Interest Classes 
o Aquatic Clinics (Taz and water polo) 
o Sports Camps (volleyball, soccer, basketball, etc) 

 KydZonE eXtreme Adventure Zone Summer Day Camp 

 KydZone Adventure Zone Afterschool Program 

 KydZonE Sleepovers  
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 Teen eXtreme Summer Day Camp 

 Teen Center Late Nights 

 Lap Swim 

 Adult Sport Leagues (basketball, softball, soccer, and flag football) 

 Youth Sport Leagues (basketball, flag football, and volleyball) 

 Outdoor Facility and Field Rentals (EDHSC, EDHLL, etc.) 
 
E. Highly INDIVIDUAL Benefit (100%+):  Solely benefits individuals with no 

general fund support.  

 
Examples include: 

 Field trips and Excursions 

 Private Indoor Facility Rentals 

 Private Pool Rentals 
 
3240.30 Methodology 

Cost-recovery goal percentages are computed on revenue received divided by the total 
cost of delivering the service (including both direct costs and overhead). The overhead 
rate may be calculated in a formal study and should be reviewed annuallyand will be 
updated every three (3) years. 

 
Programs will be evaluated by the appropriate recreation supervisor at each program’s 
conclusion. If a program does not meet its cost-recovery goal after the fourth offering, 
it will be reviewed for appropriate classification, and either moved into the appropriate 
recovery goal class or discontinued. 

 
3240.40 Adjustments to Fees 

3240.41 The General Manager is authorized to reduce or eliminate the differential 
in rates between residents and non-residents when it can be determined 
that: 

 The fee is reducing attendance to below what would be necessary 
to support the program for residents, and 

 There are no appreciable expenditure savings from the reduced 
attendance 

 
3240.42  The General Manager is authorized to charge fees for facilities that are 

closer to full cost recovery if those facilities are heavily used at peak times 
and include a majority of non-residential users. 
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3240.43  The General Manger is authorized to offer reduced fees such as 
introductory rates, family discounts, and coupon discounts on a pilot 
basis (not to exceed two fiscal cycles) to promote new recreation 
programs or resurrect existing ones. 

3240.44  As a means to include needy families in District programs, scholarships 
will be available through application. Funding is limited to the amount 
budgeted and is awarded on a first-come, first-served basis. 

 
 
 
Approved: July 15, 2008 
Updated: December 13, 2018 
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 EL DORADO HILLS  
 COMMUNITY SERVICES DISTRICT 
 
 
To: Administration & Finance Committee 
 
From: Teri Gotro, Director of Administration & Finance 
 
Meeting Date: July 29, 2021 
 
Report Date: July 23, 2021 
 
Subject: Update the District’s Fixed Asset and Inventory Policy (3290) 

 
 

Recommended Action: 
 

Review and provide feedback to staff to update the District’s Fixed Asset and Inventory Policy 
3290. 
 
 
Background: 
 

The District’s Fixed Asset Policy 3290 was established to provide control and accountability over 
capital assets; assist departments in gathering and maintaining information needed for the 
preparation of financial statements; to comply with Government Standards Accounting Board 34 
(GASB 34); and establish clear controls for monitoring small and attractive assets. 
 
 
Discussion: 
 

It is common practice for staff to review policy to ensure that it is current and still applicable to the 
District’s mission and goals. The Fixed Asset Policy was established in 1994 and has had a few 
amendments throughout the years. The last amendment was 12 years ago in 2009. Staff’s review 
of the policy identified one significant recommended change to the threshold of identifying a capital 
asset; plus several format and grammar edits to clean up the document.  
 
The current policy reads that a Capital Asset is recognized as any asset that is over $5,000 and 
adds new value to the District’s fixed asset inventory. Staff have found that the $5,000 value 
established 27 years ago is no longer relevant in today’s value of the dollar. In reviewing the 
industry standard for other similar government agencies, it is common practice to have a threshold 
of $10,000. Staff also reached out to the District’s current auditor, Richardson & Company, to get 
their opinion on the matter. Their response was “I think that increasing the threshold to $10,000 is 
a reasonable approach for the size of your agency”.  
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RE: Update the District’s Fixed Asset and Inventory Policy (3290) 
Date: July 29, 2021 
Page 2 of 2 
 

Staff is recommending that the Committee review the suggested changes and provide feedback 
to staff to move a draft copy of the updated Policy to the Full Board for approval at the  August 
regular Board Meeting. 
 
 
Master Plan Strategic Recommendations: 
 

E.13 Practice fiscal responsibility in all acquisitions and expenditures. 
 
 
Fiscal Impact: 
 

No direct fiscal impact.  
 
 
Attachment: 
 

A. Fixed Asset and Inventory Policy 3290-clean copy 
B. Fixed Asset and Inventory Policy 3290-redline copy 
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POLICY TITLE:  FIXED ASSETS AND INVENTORY 

POLICY NUMBER: 3290 
 
Capital Asset and Inventory Policy and Procedures 
The goal of a capital asset inventory system and this policy is: (1) to provide control and accountability 
over capital assets, (2) to assist departments in gathering and maintaining information needed for the 
preparation of financial statements, and (3) to comply with Government Standards Accounting Board 
34 (GASB 34). 
 
These policies and procedures are the minimum requirements for capital assets that District 
departments must meet. A department may maintain its capital asset inventory system in greater 
detail, or use additional supporting documentation, as long as they meet the required minimum 
standards. 
 
3290.05 Authority for policies. The El Dorado Hills Community Services District Board of 

Directors requires all departments to use this policy to protect and report on assets held 
by the District. Responsibility for maintaining and updating the policy lies with the 
General Manager or his/her designee. 

 
3290.10 Applicability. This policy applies to all departments of the El Dorado Hills Community 

Services District, unless specifically exempted. The term, “Department” is defined to 
mean and include every District office, officer and every department, division, board and 
commission, except as otherwise provided. Departments may request a waiver from 
complying with specific requirements of this policy by written request to the General 
Manager. 

 
3290.11 Valuing, Capitalizing and Depreciating Assets. Capital assets shall be valued at cost – 

including all ancillary charges necessary to place the asset in its intended location and 
condition for use. Determine the value in the following manner: 

 

3290.11.01 Purchased Assets – Use historical costs including taxes (e.g., sales taxes) 
and all appropriate ancillary costs less any discount or rebates. If the 
historical cost is not practicably determinable, use estimated cost. The 
capitalized value of land includes the purchase price plus costs such as 
legal fees, fill, and any excavation costs incurred to put the land in 
condition for its intended use. Building costs include both acquisition and 
capital improvement costs, including, in proprietary and trust funds, 
interest. Capital improvements include structures (e.g., office buildings, 
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storage quarters, and other facilities) and all other property permanently 
attached to, or an integral part, of the structure (e.g., loading docks, 
heating and air-conditioning equipment, and refrigeration equipment). 
Furniture, fixtures, or other equipment should be classified as 
equipment. Since they are not an integral part of a building they are not 
considered capital improvements. The cost for this asset type reflects the 
actual or estimated cost of the asset. Include the cost of an extended 
maintenance/warranty contract in the asset’s valuation if the contract is 
purchased at the same time (or soon thereafter) as the capital asset. 

 
3290.11.02 Self-Constructed Assets – Capitalize all direct costs associated with 

construction and management costs associated with a construction 
project. Department project management costs may be capitalized in 
one of two ways: (1) Use actual project management costs when they are 
practicably discernible and directly associated with the project; or (2) 
Apply a percentage of total budgeted project costs. The application rate 
may or may not be designed to recover total department project 
management costs. Exclude indirect costs unless they are increased by 
the construction. In proprietary and trust funds, include net interest costs 
incurred during the period of construction in the capitalized cost of the 
asset, if material. Interest costs are not capitalized in governmental 
funds. 

 
3290.11.03 Ancillary Costs – Normally, ancillary costs should be included in the cost 

of a capital asset. However, minor ancillary costs, not measurable at the 
time a capital asset is recorded, are not required to be capitalized. 
Ancillary costs for Land include: legal and title fees, professional fees of 
engineers, attorneys, appraisers, financial advisors, etc., surveying fees, 
appraisal and negotiation fees, damage payments, site preparation costs; 
and costs related to demolition of unwanted structures. Ancillary costs 
for Infrastructure include: professional fees of engineers, attorneys, 
appraisers, financial advisors, etc., survey fees, appraisal and negotiation 
fees, damage payments, site preparation costs and costs related to 
demolition of unwanted structures. Ancillary costs for Buildings and 
Building Improvements include: professional fees of architects, 
engineers, attorneys, appraisers, etc., damage payments, costs of 
fixtures permanently attached to a building structure, insurance 
premiums, interest, and related costs incurred during construction, and 
any other costs necessary to place a building or structure into its intended 
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location and condition for use. Ancillary costs for Furnishings, Equipment, 
or other Capital Assets: transportation charges, sales tax, installation 
costs, and extended maintenance/warranty contracts or any other 
normal or necessary costs required to place the asset in its intended 
location or condition for use. 

 
3290.11.04 Donated Assets – Use the fair market value at the time of acquisition plus 

all appropriate ancillary costs. If the fair market value is not determinable 
due to lack of sufficient records, use the estimated cost. If land is acquired 
by gift, the capitalized value is to reflect its appraised or fair market value 
at the time of acquisition. 

 
3290.12 What and When to Capitalize: The general policy is to capitalize all assets with a cost of 

$10,000 or more. Although small and attractive assets do not meet the District’s 
capitalization policy, they are considered assets for purposes of marking and 
identification, record keeping, and tracking due to the ease of conversion to private use. 
Staff will inventory all small and attractive assets with a bar code, and will maintain a list 
including: date acquired, item description, brand, model number, serial number, original 
cost, location, and assigned identification number. A physical count of these bar-coded 
items is to be done annually or on a rolling basis as described below in 3290.40 .  

 
(Amended: February 12, 2009) 

 
3290.12.01 New Acquisitions – Capitalize new assets that meet the District’s 

capitalization policy as noted above. Additions, improvements, repairs, 
or replacements to existing capital assets are not considered new 
acquisitions and are discussed below. 

 
3290.12.02 Additions – Capitalize expansions of or extensions to, existing capital 

assets that meet this policy. Close out Construction in Progress and 
capitalize the costs when a project is substantially complete, accepted, 
and placed into service. 

 
(Amended: February 12, 2009) 

 
3290.12.03 Extraordinary repairs, betterments, or improvements – Capitalize outlays 

that increase future benefits from an existing capital asset beyond its 
previously assessed standard of performance. Increased future benefits 
typically include: an extension in the estimated useful life of an asset 
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and/or an increase in the capacity or efficiency of an existing capital 
asset. 

 
3290.12.04 Replacements – For building, improvements other than buildings, and 

equipment, capitalize the cost of outlays that replace a part of another 
capital asset. Capitalize when the cost of the replacement is $10,000 or 
more. Exceptions to this policy are: replacement roof coverings are not 
capitalized unless the replacement extends the useful life of the building. 
Replacement floor coverings and window coverings are not capitalized. 
Costs to remodel (convert) a building to a different use, where the 
remodeling does not extend the useful life of the structure itself, are not 
capitalized. After replacing a part of another asset, remove the 
capitalized value and the associated accumulated depreciation of the 
replaced item from the accounting records, if the amounts are 
determinable. Then capitalize the replacement. 

 
3290.12.05 Bulk Purchases – For proprietary fund type accounts, bulk purchases or 

like capital assets with unit cost of less than $10,000 may be capitalized 
as a group where the allocation of costs for the bulk assets over time is 
matched to corresponding benefits generated by the bulk assets. 

 
3290.12.06 Works of Art and Historical Treasures - It is the District’s policy that 

proceeds from the sale of art be used to acquire other works of art. 
 

(Approved: June 12, 2008) 
 
3290.13 Accounting for Infrastructure – In accordance with Governmental Accounting Standards 

Board Statement Number 34 (GASB 34), acquisitions of capital assets defined as 
infrastructure which meets the District’s capitalization policy (cost of $100,000 or more) 
are to be capitalized. All capitalized infrastructure type assets will be depreciated. 

 
3290.14 Depreciation – Calculate and record depreciation for all capital assets unless specifically 

exempted. 
 
3290.14.01 When to start depreciation – Depreciation normally begins when an asset 

is purchased or completed. However, if it is not placed into service 
immediately, depreciation should begin when the asset begins to lose 
value. Depreciation will be calculated by month with a full month’s 
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depreciation taken for assets acquired or disposed of anytime during the 
month. 

 
3290.14.02 Depreciation Calculations – Depreciation will be calculated using the 

straight-line method. In straight-line depreciation, the cost of the asset 
(less any salvage value) is pro-rated over the estimated useful life of the 
asset. Straight-line Depreciation: Asset Cost – Salvage Value/ Asset’s 
Useful Life = Annual Depreciation Assets may be depreciated individually 
or in groups. The cost of assets similar in nature (tables, chairs, etc.) or 
asset dissimilar but related by mode of operation may be grouped 
together then depreciated as one group.  

 
3290.14.03 Useful Life for Capital Assets: Departments are responsible for 

implementing and utilizing the Board’s policy on the useful life for their 
department’s assets. Use of the Browning Study, which has Board 
approval, shall be utilized as an interim guide for useful life of a capital 
asset. The Finance staff shall assist in responding to questions of useful 
life cycle of an asset.  

 
3290.14.04 Non-depreciable capital assets: include land and construction in 

progress, trees and landscaping are examples.  
 
Identifying and Marking Capital Assets 
3290.20 Mark all inventorial capital assets: Mark all inventorial capital assets upon receipt to 

identify that the property belongs to the District, except as noted. This identification 
should (1) facilitate accounting for the asset, (2) aid in its identification if the asset is lost 
or stolen and (3) discourage theft. 

 
3290.21 How assets should be marked: Permanently affix the identification information to the 

asset by using a standardized adhesive tag or inscribing the asset according to the 
following format: (1) El Dorado Hills CSD seal insignia, (2) Department name (or 
abbreviation) (3) Optional BAR code, and (4) assigned control number. Departments 
may determine where to place the tag on the capital asset. However, the identification 
and control number should be located on the principal body of the asset, rather than a 
removable part. If an existing capital asset has a tag with a District control number, that 
has been assigned, properly affixed, and recorded in the inventory system, it does not 
need to be re-tagged. 
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3290.22 When not to mark a capital asset: Occasionally, it will be impractical or impossible to 
mark some inventorial capital assets according to these standards. For example, do not 
tag if the capital asset: (1) is stationary in nature and not susceptible to theft (such as 
land, infrastructure, buildings, improvements other than buildings, and leasehold 
improvements), (2) has a unique permanent serial number that can be used for 
identification, security and inventory control (such as vehicles), (3) would lose significant 
historical or resale value by being tagged, or (4) would have its warranty negatively 
impacted by being permanently marked. In these cases, the identification tag or District 
seal insignia is not required, and the department is to apply alternative procedures to 
inventory and identify such assets. 

 
3290.23 Capital Assets tags and labels: The District’s Director of Administration and Finance, or 

his/her designee, is responsible for procuring or printing inventory tags or labels.  
 
Inventory Policy and Procedures 
3290.30 Assets to be inventoried:  All capital assets must be inventoried and listed in the 

property records of a department. Inventorial assets acquired with grant monies or 
awards also need to be identified by the inventory system. Assets shall be tracked if they 
are considered small and attractive. 

 
3290.31 Small and attractive assets: Small and attractive assets are those assets that are 

particularly at risk or vulnerable to loss. Each department shall implement specific 
measures to control small and attractive assets in order to minimize identified risks. 
Departments have discretion in setting their definition of small and attractive assets. 
However, departments must include, at a minimum, the following assets as small and 
attractive:  

 Communications Equipment; both audio and video  
 Optical devices, binoculars, telescopes, infrared viewers and range finders  
 Cameras and photographic projection equipment  
 Microcomputers, laptops and notebook computers  
 Other data processing accessory equipment and components (scanners, data 

displays and related items)  
 Office equipment  
 Radios, cell phones, televisions, tape records, VCRs and video equipment.  

 
 Small and attractive assets can be tagged and inputted into the District asset 

management system along with other assets and must be coded in a manner that allows 
them to be sorted out for reporting purposes.  
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3290.32 Inventory record requirements: Departments are to maintain capital asset inventory 
systems that include records for all inventorial assets. Departments are to use the 
District asset management system provided by the District for all assets that meet the 
District’s capitalization policy. For assets defined as small and attractive, departments 
may use either the District asset management system or any other alternate system that 
tracks the assets such as a spreadsheet. 

 
3290.33 Adding capital assets to the inventory: The department inventory designee is 

responsible for supervising the addition of the asset to the inventory system upon 
receipt and acceptance. This include assigning tagging responsibilities to specific 
individuals as well as developing and implementing department procedures to ensure 
that the necessary information is entered into the department’s capital asset inventory. 

 
3290.34 Removing capital assets from the inventory: Departments are to adopt internal policies 

and procedures for the timely removal of capital assets from inventory, including 
procedures for the proper approvals of disposal requests. Capital assets are to be 
removed from active inventory only after being declared surplus by the Board of 
Directors. Departments are to maintain records of capital assets dispositions in 
accordance with approved department records retention schedules. At a minimum, 
records of asset removal shall be kept until after the next annual audit by the 
independent auditors for the District. In addition to this policy, when seeking to dispose 
of or remove capital assets from inventory, departments are to adhere to guidelines 
established by the General Manager or his/her designee. 

 
3290.35 Lost or stolen property: When suspected or known losses of inventorial assets occur, 

departments shall conduct a search for the missing property. The search should include 
transfers to other divisions or departments, storage, scrapping, conversion to another 
asset, etc. If the missing property is not found: (1) Notify the inventory control designee 
and the department head, (2) have the individual deemed to be primarily responsible 
for the asset, as well as the individual’s supervisor, complete and sign a statement to 
include a description of events surrounding the disappearance of the property, who was 
notified of the loss, and steps taken to locate the missing property. (3) Where it has been 
clearly determined that property has been stolen, a report of the missing property 
should be reported to the County Sheriff as soon as possible. Where and when 
applicable, remove the lost or stolen property from the department’s inventory and 
accounting records. Maintain records of losses of inventorial assets in accordance with 
department record retention schedules, but at least until after the next annual audit. 

 
The Physical Inventory 
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3290.40 Physical inventory frequency: Conduct physical inventories at least once every year for 
all inventorial assets except as noted below. Due to the stationary nature of certain 
assets (such as land, infrastructure, buildings, improvements other than buildings, and 
leasehold improvements), performing a physical inventory of these items every year is 
not required. Departments may conduct their capital assets inventory on a revolving 
basis if both the following conditions are met: (1) Every item is subject to a physical 
count or verification at least once every other year. And (2) the inventory program is 
documented and active. 

 
3290.41 Conduct and verify the physical inventory: In order to ensure objective reporting of 

inventory items, personnel having no direct responsibility (custody and receipt/issue 
authority) for property should perform the physical inventory. If it is not feasible to use 
such personnel for a part of the inventory, then those portions are; at least, to be tested 
and verified by a person with neither direct responsibility for that portion of the 
inventory nor supervised by the person directly responsible. Departments are 
encouraged to exchange and use personnel from other departments to perform their 
inventory if possible. 

 
3290.42 Physical inventory instructions: Written physical inventory instructions must be 

documented and distributed to each person participating in the inventory process. The 
instructions should at a minimum describe:  

 How and where to record each item,  
 What information to record,  
 What to do when they have a question,  
 What procedures to follow when they finish their assignments,  
 What procedures to follow when equipment is located but not listed,  
 The procedure by which the person counting the assets attests the accuracy of 

the count, such as by signing his or her name at the bottom of each inventory 
page, or signing a cover page for a group of pages sorted by another method 
(batches, location, equipment type, etc. and  

 How to record assets not being used or in an obviously unserviceable condition. 
Such information is to be used to schedule repair or disposition of such assets. 

 
3290.43 Physical Inventory reconciliation: After the physical inventory count is completed, the 

department inventory designee is to conduct a reconciliation process. Only when all 
differences have been identified and explained, is the inventory considered reconciled. 
Departments should conduct the following steps during the reconciliation process:  

 Search the inventory lists to determine whether inventory noted during the 
count as unrecorded is, in fact, listed on another portion of the inventory.  
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 Enter unrecorded assets into the inventory system as soon as possible after 
discovery.  

 If a significant number of unrecorded assets are located, a major problem with 
the asset recording procedures may exist. The department inventory designee 
should determine why the problem is occurring and correct it.  

 Conduct a search in an effort to located missing assets.  
 For assets not located, follow the lost or stolen property procedures in this 

policy. After the inventory is reconciled, the department inventory designee is to 
certify the reconciliation with a statement and signature that it is correct and 
report this to their supervisor, department head, and General Manager or 
his/her designee. If the certification cannot be made, the department inventory 
designee is to disclose that fact and the designee’s supervisor is to determine 
the appropriate course of action. 

 
3290.44 Retaining physical inventory records: The certification, together with the reconciliation 

and the inventory listing, serves as the support for the inventory balance and for 
accounting adjustments, if any, and must be retained by the department. The 
department must retain this documentation in accordance with the approved 
department records retention schedules. At a minimum, the asset records must be 
retained until after the next annual audit. 

 
 
 
Approved: February 17, 1994 
Revised 12/00: Revision approved November 18, 2004  
Amended: August 12, 2021 
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POLICY TITLE:  FIXED ASSETS AND INVENTORY 

POLICY NUMBER: 3290 
 
Capital Asset and Inventory Policy and Procedures 
The goal of a capital asset inventory system and this policy is: (1) to provide control and accountability 
over capital assets, (2) to assist departments in gathering and maintaining information needed for the 
preparation of financial statements, and (3) to comply with Government Standards Accounting Board 
34 (GASB 34). 
 
These policies and procedures are the minimum requirements for capital assets that District 
departments must meet. A department may maintain its capital asset inventory system in greater 
detail, or use additional supporting documentation, as long as they meet the required minimum 
standards. 
 
3290.05 Authority for policies. The El Dorado Hills Community Services District Board of 

Directors requires all departments to use this policy to protect and report on assets held 
by the District. Responsibility for maintaining and updating the policy lies with the 
General Manager or his/her designee. 

 
3290.10 Applicability. This policy applies to all departments of the El Dorado Hills Community 

Services District, unless specifically exempted. The term, “Department” is defined to 
mean and include every District office, officer and every department, division, board and 
commission, except as otherwise provided. Departments may request a waiver from 
complying with specific requirements of this policy by written request to the General 
Manager. 

 
3290.11 Valuing, Capitalizing and Depreciating Assets. Capital assets shall be valued at cost – 

including all ancillary charges necessary to place the asset in its intended location and 
condition for use. Determine the value in the following manner: 

 

3290.11.01 Purchased Assets – Use historical costs including taxes (e.g., sales taxes) 
and all appropriate ancillary costs less any discount or rebates. If the 
historical cost is not practicably determinable, use estimated cost. The 
capitalized value of land includes the purchase price plus costs such as 
legal fees, fill, and any excavation costs incurred to put the land in 
condition for its intended use. Building costs include both acquisition and 
capital improvement costs, including, in proprietary and trust funds, 
interest. Capital improvements include structures (e.g., office buildings, 
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storage quarters, and other facilities) and all other property permanently 
attached to, or an integral part, of the structure (e.g., loading docks, 
heating and air-conditioning equipment, and refrigeration equipment). 
Furniture, fixtures, or other equipment should be classified as 
equipment. Since they are not an integral part of a building they are not 
considered capital improvements. The cost for this asset type reflects the 
actual or estimated cost of the asset. Include the cost of an extended 
maintenance/warranty contract in the asset’s valuation if the contract is 
purchased at the same time (or soon thereafter) as the capital asset. 

 
3290.11.02 Self-Constructed Assets – Capitalize all direct costs associated with 

construction and management costs associated with a construction 
project. Department project management costs may be capitalized in 
one of two ways: (1) Use actual project management costs when they are 
practicably discernible and directly associated with the project; or (2) 
Apply a percentage of total budgeted project costs. The application rate 
may or may not be designed to recover total department project 
management costs. Exclude indirect costs unless they are increased by 
the construction. In proprietary and trust funds, include net interest costs 
incurred during the period of construction in the capitalized cost of the 
asset, if material. Interest costs are not capitalized in governmental 
funds. 

 
3290.11.03 Ancillary Costs – Normally, ancillary costs should be included in the cost 

of a capital asset. However, minor ancillary costs, not measurable at the 
time a capital asset is recorded, are not required to be capitalized. 
Ancillary costs for Land include: legal and title fees, professional fees of 
engineers, attorneys, appraisers, financial advisors, etc., surveying fees, 
appraisal and negotiation fees, damage payments, site preparation costs; 
and costs related to demolition of unwanted structures. Ancillary costs 
for Infrastructure include: professional fees of engineers, attorneys, 
appraisers, financial advisors, etc., survey fees, appraisal and negotiation 
fees, damage payments, site preparation costs and costs related to 
demolition of unwanted structures. Ancillary costs for Buildings and 
Building Improvements include: professional fees of architects, 
engineers, attorneys, appraisers, etc., damage payments, costs of 
fixtures permanently attached to a building structure, insurance 
premiums, interest, and related costs incurred during construction, and 
any other costs necessary to place a building or structure into its intended 
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location and condition for use. Ancillary costs for Furnishings, Equipment, 
or other Capital Assets: transportation charges, sales tax, installation 
costs, and extended maintenance/warranty contracts or any other 
normal or necessary costs required to place the asset in its intended 
location or condition for use. 

 
3290.11.04 Donated Assets – Use the fair market value at the time of acquisition plus 

all appropriate ancillary costs. If the fair market value is not determinable 
due to lack of sufficient records, use the estimated cost. If land is acquired 
by gift, the capitalized value is to reflect its appraised or fair market value 
at the time of acquisition. 

 
3290.12 What and When to Capitalize:  – The general policy is to capitalize all assets with a cost 

of $5,000 $10,000 or more. Although small and attractive assets do not meet the 
District’s capitalization policy, they are considered assets for purposes of marking and 
identification, record-keepingrecord keeping, and tracking due to the ease of conversion 
to private use. Staff will inventory all small and attractive assets with a bar code, and 
will maintain a list including: date acquired, item description, brand, model number, 
serial number, original cost, location, and assigned identification number. A physical 
count of these bar-coded items is to be done annually or on a rolling basis as described 
below in 3290.40 .  

 
(Amended: February 12, 2009) 

 
3290.12.01 New Acquisitions – Capitalize new assets that meet the District’s 

capitalization policy as noted above. Additions, improvements, repairs, 
or replacements to existing capital assets are not considered new 
acquisitions and are discussed below. 

 
3290.12.02 Additions – Capitalize expansions of or extensions to, existing capital 

assets that meet this policy. Close out Construction in Progress and 
capitalize the costs when a project is substantially complete, accepted, 
and placed into service. 

 
(Amended: February 12, 2009) 

 
3290.12.03 Extraordinary repairs, betterments, or improvements – Capitalize outlays 

that increase future benefits from an existing capital asset beyond its 
previously assessed standard of performance. Increased future benefits 
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typically include: an extension in the estimated useful life of an asset 
and/or an increase in the capacity or efficiency of an existing capital 
asset. 

 
3290.12.04 Replacements – For building, improvements other than buildings, and 

equipment, capitalize the cost of outlays that replace a part of another 
capital asset. Capitalize when the cost of the replacement is 
$5,000$10,000 or more. or more and at least ten (10%) percent of the 
total replacement value of the asset or $100,000, whichever is less. 
Exceptions to this policy are: replacement roof coverings are not 
capitalized unless the replacement extends the useful life of the building. 
Replacement floor coverings and window coverings are not capitalized. 
Costs to remodel (convert) a building to a different use, where the 
remodeling does not extend the useful life of the structure itself, are not 
capitalized. After replacing a part of another asset, remove the 
capitalized value and the associated accumulated depreciation of the 
replaced item from the accounting records, if the amounts are 
determinable. Then capitalize the replacement. 

 
3290.12.05 Bulk Purchases – For proprietary fund type accounts, bulk purchases or 

like capital assets with unit cost of less than @$5,000$10,000 may be 
capitalized as a group where the allocation of costs for the bulk assets 
over time is matched to corresponding benefits generated by the bulk 
assets. 

 
3290.12.06 Works of Art and Historical Treasures - It is the District’s policy that 

proceeds from the sale of art be used to acquire other works of art. 
 

(Approved: June 12, 2008) 
 
3290.13 Accounting for Infrastructure – In accordance with Governmental Accounting Standards 

Board Statement Number 34 (GASB 34), acquisitions of capital assets defined as 
infrastructure which meets the District’s capitalization policy (cost of $100,000 or more) 
are to be capitalized. All capitalized infrastructure type assets will be depreciated. 

 
3290.14 Depreciation – Calculate and record depreciation for all capital assets unless specifically 

exempted. 
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3290.14.01 When to start depreciation – Depreciation normally begins when an asset 
is purchased or completed. However, if it is not placed into service 
immediately, depreciation should begin when the asset begins to lose 
value. Depreciation will be calculated by month with a full month’s 
depreciation taken for assets acquired or disposed of anytime during the 
month. 

 
3290.14.02 Depreciation Calculations – Depreciation will be calculated using the 

straight-line method. In straight-line depreciation, the cost of the asset 
(less any salvage value) is pro-rated over the estimated useful life of the 
asset. Straight-line Depreciation: Asset Cost – Salvage Value/ Asset’s 
Useful Life = Annual Depreciation Assets may be depreciated individually 
or in groups. The cost of assets similar in nature (tables, chairs, etc.) or 
asset dissimilar but related by mode of operation may be grouped 
together then depreciated as one group.  

 
3290.14.03 Useful Life for Capital Assets:  – Departments are responsible for 

implementing and utilizing the Board’s policy on the useful life for their 
department’s assets. Use of the Browning Study, which has Board 
approval, shall be utilized as an interim guide for useful life of a capital 
asset. The Finance Department staff shall assist in responding to 
questions of useful life cycle of an asset.  

 
3290.14.04 Non-depreciable capital assets: include : land and construction in 

progress, trees and landscaping are examples.  
 
Identifying and Marking Capital Assets 
3290.20 Mark all inventorial capital assets: - Mark all inventorial capital assets upon receipt to 

identify that the property belongs to the District, except as noted. This identification 
should (1) facilitate accounting for the asset, (2) aid in its identification if the asset is lost 
or stolen and (3) discourage theft. 

 
3290.21 How assets should be marked:  – Permanently affix the identification information to the 

asset by using a standardized adhesive tag or inscribing the asset according to the 
following format: (1) El Dorado Hills CSD seal insignia, (2) Department name (or 
abbreviation) (3) Optional BAR code, and (4) assigned control number. Departments 
may determine where to place the tag on the capital asset. However, the identification 
and control number should be located on the principal body of the asset, rather than a 
removable part. If an existing capital asset has a tag with a District control number, that 
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has been assigned, properly affixed, and recorded in the inventory system, it does not 
need to be re-tagged. 

 
3290.22 When not to mark a capital asset:  – Occasionally, it will be impractical or impossible to 

mark some inventorial capital assets according to these standards. For example, do not 
tag if the capital asset: (1) is stationary in nature and not susceptible to theft (such as 
land, infrastructure, buildings, improvements other than buildings, and leasehold 
improvements), (2) has a unique permanent serial number that can be used for 
identification, security and inventory control (such as vehicles), (3) would lose significant 
historical or resale value by being tagged, or (4) would have its warranty negatively 
impacted by being permanently marked. In these cases, the identification tag or District 
seal insignia is not required, and the department is to apply alternative procedures to 
inventory and identify such assets. 

 
3290.23 Inventory Capital Assets tags and labels:  – The District’s Director of Administration and 

Finance, or his/her designee, is responsible for procuring or printing inventory tags or 
labels.  

 
Inventory Policy and Procedures 
3290.30 Which aAssets need to be inventoried:  or cataloged? All capital assets must be 

inventoried and listed in the property records of a department. Inventorial assets 
acquired with grant monies or awards also need to be identified by the inventory 
system. Assets shall be tracked if they are considered small and attractive. 

 
3290.31 Small and attractive assets: – Small and attractive assets are those assets that are 

particularly at risk or vulnerable to loss. Each department shall implement specific 
measures to control small and attractive assets in order to minimize identified risks. 
Departments have discretion in setting their definition of small and attractive assets. 
However, departments must include, at a minimum, the following assets as small and 
attractive:  

 * Communications Equipment; both audio and video  
 * Optical devices, binoculars, telescopes, infrared viewers and range finders  
 * Cameras and photographic projection equipment  
 * Microcomputers, laptops and notebook computers  
 * Other data processing accessory equipment and components (scanners, data 

displays and related items)  
 * Office equipment  
 * Record players, rRadios, cell phones, televisionselevision sets, tape records, 

VCRs and video video camerasequipment.  
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 Small and attractive assets can be tagged and inputted into the District asset 

management system along with other assets and must be coded in a manner that allows 
them to be sorted out for reporting purposes.  

 
3290.32 Inventory record requirements:  - Departments are to maintain capital asset inventory 

systems that include records for all inventorial assets. Departments are to use the 
District asset management system provided by the District for all assets that meet the 
District’s capitalization policy. For assets defined as small and attractive, departments 
may use either the District asset management system or any other alternate system that 
tracks the assets such as a spreadsheet. 

 
3290.33 Adding capital assets to the inventory:  - The department inventory designee is 

responsible for supervising the addition of the asset to the inventory system upon 
receipt and acceptance. This include assigning tagging responsibilities to specific 
individuals as well as developing and implementing department procedures to ensure 
that the necessary information is entered into the department’s capital asset inventory. 

 
3290.34 Removing capital assets from the inventory:  - Departments are to adopt internal 

policies and procedures for the timely removal of capital assets from inventory, 
including procedures for the proper approvals of disposal requests. Capital assets are to 
be removed from active inventory only after being declared surplus by the Board of 
Directors. Departments are to maintain records of capital assets dispositions in 
accordance with approved department records retention schedules. At a minimum, 
records of asset removal shall be kept until after the next annual audit by the 
independent auditors for the District. In addition to this policy, when seeking to dispose 
of or remove capital assets from inventory, departments are to adhere to guidelines 
established by the General Manager or his/her designee. 

 
3290.35 Lost or stolen property:  – When suspected or known losses of inventorial assets occur, 

departments shall conduct a search for the missing property. The search should include 
transfers to other divisions or departments, storage, scrapping, conversion to another 
asset, etc. If the missing property is not found: (1) Notify the inventory control designee 
and the department head, (2) have the individual deemed to be primarily responsible 
for the asset, as well as the individual’s supervisor, complete and sign a statement to 
include a description of events surrounding the disappearance of the property, who was 
notified of the loss, and steps taken to locate the missing property. (3) Where it has been 
clearly determined that property has been stolen, a report of the missing property 
should be reported to the County Sheriff as soon as possible. Where and when 
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applicable, remove the lost or stolen property from the department’s inventory and 
accounting records. Maintain records of losses of inventorial assets in accordance with 
department record retention schedules, but at least until after the next annual audit. 

 
The Physical Inventory 
3290.40 Physical inventory frequency: – Conduct physical inventories at least once every year 

for all inventorial assets except as noted below. Due to the stationary nature of certain 
assets (such as land, infrastructure, buildings, improvements other than buildings, and 
leasehold improvements), performing a physical inventory of these items every year is 
not required. Departments may conduct their capital assets inventory on a revolving 
basis if both the following conditions are met: (1) Every item is subject to a physical 
count or verification at least once every other year. And (2) the inventory program is 
documented and active. 

 
3290.41 Who should conductConduct and verify the physical inventory:? In order to ensure 

objective reporting of inventory items, personnel having no direct responsibility 
(custody and receipt/issue authority) for property should perform the physical 
inventory. If it is not feasible to use such personnel for a part of the inventory, then 
those portions are; at least, to be tested and verified by a person with neither direct 
responsibility for that portion of the inventory nor supervised by the person directly 
responsible. Departments are encouraged to exchange and use personnel from other 
departments to perform their inventory if possible. 

 
3290.42 Physical inventory instructions:  – Written physical inventory instructions must be 

documented and distributed to each person participating in the inventory process. The 
instructions should at a minimum describe:  

 * How and where to record each item,  
 * What information to record,  
 * What to do when they have a question,  
 * What procedures to follow when they finish their assignments,  
 * What procedures to follow when equipment is located but not listed,  
 * The procedure by which the person counting the assets attests the accuracy of 

the count, such as by signing his or her name at the bottom of each inventory 
page, or signing a cover page for a group of pages sorted by another method 
(batches, location, equipment type, etc. and  

 * How to record assets not being used or in an obviously unserviceable condition. 
Such information is to be used to schedule repair or disposition of such assets. 
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3290.43 Physical Inventory reconciliation: – After the physical inventory count is completed, the 
department inventory designee is to conduct a reconciliation process. Only when all 
differences have been identified and explained, is the inventory considered reconciled. 
Departments should conduct the following steps during the reconciliation process:  

 * Search the inventory lists to determine whether inventory noted during the 
count as unrecorded is, in fact, listed on another portion of the inventory.  

 * Enter unrecorded assets into the inventory system as soon as possible after 
discovery.  

 * If a significant number of unrecorded assets are located, a major problem with 
the asset recording procedures may exist. The department inventory designee 
should determine why the problem is occurring and correct it.  

 * Conduct a search in an effort to located missing assets.  
 * For assets not located, follow the lost or stolen property procedures in this 

policy. After the inventory is reconciled, the department inventory designee is to 
certify the reconciliation with a statement and signature that it is correct and 
report this to their supervisor, department head, and General Manager or 
his/her designee. If the certification cannot be made, the department inventory 
designee is to disclose that fact and the designee’s supervisor is to determine 
the appropriate course of action. 

 
3290.44 Retaining physical inventory records: – The certification, together with the 

reconciliation and the inventory listing, serves as the support for the inventory balance 
and for accounting adjustments, if any, and must be retained by the department. The 
department must retain this documentation in accordance with the approved 
department records retention schedules. At a minimum, the asset records must be 
retained until after the next annual audit. 

 
 
 
Approved: February 17, 1994 
Revised 12/00: Revision approved November 18, 2004  
Amended: August 12, 2021 
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 EL DORADO HILLS  
 COMMUNITY SERVICES DISTRICT 
 
 
To: Administration & Finance Committee 
 
From: Brittany DiTonno, Executive Assistant/Clerk of the Board 
 
Meeting Date: July 29, 2021 
 
Report Date: July 22, 2021 
 
Subject: Reassign Sustainability Policy (4100) from District Policy 4000 

Series to District Policy 1000 Series 

 
 

Recommended Action: 
 

Review and support the reassignment of Policy 4100 from the Policy Series 4000: Board Members 
to the Policy Series 1000: General and update Policy number to 1245. 
 
 
Background: 
 

The District Policy 4000 series focuses on Board Director conduct, code of ethics, and anything 
related to being a Board Director for the El Dorado Hills Community Services District. The District’s 
Sustainability Policy (4100) was adopted as part of the 4000 series and does not really fit into the 
scope of that series. 
 
 
Discussion: 
 

Staff is requesting the Sustainability Policy (4100) be reassigned to the District Policy Series 1000: 
General, with a Policy number change from 4100 to 1245. The 1000 policy series is listed as the 
General Series and is more fitting overall to house the District’s Sustainability Policy. 
 
Attachments to this Staff Report include a redline and clean version of the full policy 4000 series 
removing the Sustainability Policy and a redline and clean version of the full policy 1000 series 
adding the Sustainability Policy as Policy Number 1245. 
 
Staff requests the Committee review and provide any feedback to the policy updates and forward 
to the full Board of Directors, with support. 
 
 

- 67 -



El Dorado Hills Community Services District - Administration & Finance Committee 
RE: Reassign Sustainability Policy (4100) from District Policy 4000 Series to District Policy 1000 Series 
Date: July 29, 2021 
Page 2 of 2 
 

Fiscal Impact: 
 

There is no fiscal impact for this item. 
 
 
Attachments:   
 

A. District Policy Series 4000: Board Directors (Clean) 
B. District Policy Series 4000: Board Directors (Redline) 
C. District Policy Series 1000: General (Clean) 
D. District Policy Series 1000: General (Redline) 
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POLICY TITLE: CODE OF ETHICS 
POLICY NUMBER: 4010 
 

4010.05 Our Core Beliefs and Values 
We have a set of timeless, enduring beliefs that are ingrained in the way we think and 
act. These values guide our choices, defining for us the right courses of action, the 
clearest directions, and the preferred responses. Consistent with these values, we set 
our objectives, formulate our strategies, and judge our results. By embracing these 
values, we will achieve our ultimate vision and core purpose. 

 
4010.05.1 Our Foundation is Based on Uncompromising Integrity 

We are committed to conduct our business in an ethical and professional 
manner, in compliance with applicable laws, regulations and codes; so 
we are correctly perceived to be an ethical and professional organization 
of dedicated and competent individuals of the highest integrity and 
credibility, producing quality, value added services that contribute 
significantly to the needs of our customers and community. 

 
4010.05.2 We are Dedicated to Excellence 

We are committed to strive to be the Community Services District of 
choice by: 
• Continuously improving as we pursue Excellence in every aspect 

of our business; 
• Being fiducially responsible and efficient in the use of the 

resources entrusted to us; 
• Eliminating waste and bureaucracy; 
• Understanding that our customers define quality; 
• Being dedicated to consistently exceeding our customer’s 

expectations; 
• Continually striving to provide the very best in service and value; 
• Taking individual and organizational ownership and responsibility 

for actions and their results; and 
• Embracing the value of change. 

 
4010.05.3 We are Dedicated to Customer Service 

Exceeding our customer’s expectations in quality, service and value is 
vital to the success of the Community Services District.  

 

We are committed to exceeding our customer’s expectations and to 
maintain their trust and loyalty by: 
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• Being ethical and professional in all our dealings with our 
customers; 

• Being a responsive, effective and cost efficient organization that 
supplies value added quality services that exceed our customer’s 
expectations; 

• Striving to continually understand and meet the changing 
expectations of our customers through teamwork, 
empowerment and innovation; and  

• Recognizing the value of sustainability.  
 
4010.05.4 Our Strength is in our People  

The collective talents of our employees comprise our most important 
asset. 

 
We are committed to providing an organization and operating 
environment that attracts, nurtures, stimulates, and rewards employee 
professionalism and creativity. Our success will be achieved only through 
Inspired People operating in an environment that promotes: 
• Integrity and Excellence; 
• Mutual trust, respect and dignity; 
• Openness, sharing and honesty; 
• Empowerment and teamwork; 
• Passion and commitment; 
• Innovation and risk taking; 
• The recognition and sharing of accomplishments of success and 

rewards of achievement; and 
• The value of diversity. 

 
4010.05.5 We Recognize the Value of Sustainability 

Preservation of our natural resources and park infrastructure is of the 
highest importance. 

 
We are committed to providing policy and operational procedures that 
protect the environment and encourage employees and community to 
be informed, sensitive and passionate about protecting our natural 
resources. 
• Understanding our natural system. 
• Stewardship of the built and natural system. 
• Maintaining versatile resources. 
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• Flexibility to address changing technology and demographics. 
• Preservation of legacy for future generations. 

 
Dated: 6/22/2006 
Revised: 8/14/2014 
 
4010.10 The Board of Directors of El Dorado Hills Community Services District is committed to 

providing excellence in legislative leadership that results in the provision of the highest 
quality of services to its constituents. In order to assist in the government of the 
behavior between and among members of the Board of Directors, the following rules 
shall be observed: 

 
4010.11 The dignity, style, values and opinions of each Director shall be respected. 
 
4010.12 Responsiveness and attentive listening in communication is encouraged. 
 
4010.13 The needs of the District's constituents should be the priority of the Board of Directors. 
 
4010.14 The primary responsibility of the Board of Directors is the formulation and evaluation of 

policy. Routine matters concerning the operational aspects of the District are to be 
delegated to professional staff members of the District. 

 
4010.15 Directors should commit themselves to emphasizing the positive, avoiding double talk, 

hidden agendas, gossip, backbiting and other negative forms of interaction. 
 
4010.16 Directors should commit themselves to focusing on issues and not personalities. The 

presentation of the opinions of others should be encouraged. Cliques and voting blocks 
based on personalities rather than issues should be avoided. 

 
4010.17 Differing viewpoints are healthy in the decision-making process. Individuals have the 

right to disagree with ideas and opinions, but without being disagreeable. Once the 
Board of Directors takes action, Directors should commit to supporting said action and 
not create barriers to the implementation of said action. 

 
4010.18 Directors should practice the following procedures: 
 

4010.18.1 In seeking clarification on informational items, Directors may directly 
approach professional staff members to obtain information needed to 
supplement, upgrade, or enhance their knowledge to improve legislative 
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decision making, remaining aware of, and not conflicting with, the staff 
members’ regular duties. 

 

4010.18.2 In handling complaints from residents and property owners of the 
District, said complaints should be referred directly to the appropriate 
staff member. 

 

4010.18.3 In handling items related to safety, concerns for safety or hazards should 
be reported to the General Manager or to the District office. Emergency 
situations should be dealt with immediately by seeking appropriate 
assistance. 

 

4010.18.4 In presenting items for discussion at Board meetings Directors (see Policy 
Series 4000-Board Members & Policy No. 5020). 

 

4010.18.5 In seeking clarification for policy-related concerns, especially those 
involving personnel, legal action, land acquisition and development, 
finances and programming, said concerns should be referred directly to 
the General Manager. 

 
4010.19 When approached by District personnel concerning specific District policy, Directors 

should direct inquiries to the appropriate staff supervisor. The chain of command should 
be followed. (See organization chart.) 

 
4010.20 The work of the District is a team effort. All individuals should work together in the 

collaborative process, assisting each other in conducting the affairs of the District. 
 
4010.21 When responding to constituent requests and concerns, Directors should be courteous, 

responding to individuals in a positive manner and routing their questions through 
appropriate channels and to responsible management personnel. 

 
4010.22 Directors should develop a working relationship with the General Manager wherein 

current issues, concerns and District projects can be discussed comfortably and openly. 
 
4010.23 Directors should function as a part of the whole. Issues should be brought to the 

attention of the Board as a whole, rather than to individual members selectively. No 
Director should discuss or hear matters with another Director on issues that may come 
before the Board, unless such activity occurs during a meeting scheduled and noticed 
pursuant to the Ralph M. Brown Act. 
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4010.24 Directors are responsible for monitoring the District's progress in attaining its goals and 
objectives, while pursuing its mission. 

 
Adopted: August 19, 1999 
Amended: August 14, 2014  
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POLICY TITLE: ATTENDANCE AT MEETINGS 
POLICY NUMBER: 4020 
 
4020.10 Members of the Board of Directors shall attend all regular and special meetings of the 

Board unless there is good cause for absence. 
 
4020.20 A vacancy shall occur if any member ceases to discharge the duty of his/her office for 

the period of three (3) consecutive months except as authorized by the Board of 
Directors. 

 
 
 
 
 
Adopted August 19, 1999 
Revised August 18, 2014 
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POLICY TITLE: REMUNERATION AND REIMBURSEMENT 
POLICY NUMBER: 4030 
 
4030.10 Members of the Board of Directors shall receive a per meeting stipend, the amount of 

which shall be established by ordinance by the Board. 
 
4030.20 Members of the Board of Directors shall be reimbursed for all legitimate expenses 

incurred in attending any meetings or in making any trips on official business of the 
Board when so authorized in accordance with Policy No. 4090. 

 
4030.30 Reimbursement for the cost of the use of a Director's vehicle shall be on the basis of 

total miles driven and at the rate specified in the Internal Revenue Service Guidelines in 
effect at the time of the vehicle usage. 

 
4030.40 Elected Board members may receive a stipend for services not to exceed one hundred 

dollars ($100) for each day of service not to exceed compensation for more than six (6) 
days of services in a month. 

 
4030.50 For the purposes of Policy No. 4030.40, "day of service" includes only activities listed 

Policy No. 4090.100 (A) through (E). 
 
4030.60 Board committees may call a meeting as the need arises, but must receive subsequent 

approval of the Board of Directors to qualify as a day of service. 
 
4030.70 The Board of Directors may approve all meetings that may qualify as a day of service at 

its regular meeting each month. 
 
4030.80 Directors shall provide a written report to the Board of Directors regarding the 

members’ participation at the next Board of Directors’ meeting following the Committee 
meeting. 

 
4030.90 Special and regular meetings of the Board of Directors do not require approval by the 

Board of Directors. 
 
 
 
 
Adopted: August 19, 1999 
Amended: August 14, 2014  
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POLICY TITLE: BOARD PRESIDENT 
POLICY NUMBER: 4040 
 
4040.10 The President of the Board of Directors shall serve as chairperson at all Board meetings. 

He/she shall have the same rights as the other members of the Board in voting, 
introducing motions, resolutions and ordinances, and any discussion of questions that 
follow said actions. Duties include, but are not limited to, preparing agendas, signing 
checks and signing resolutions. 

 
4040.20 In the absence of the President, the Vice President of the Board of Directors shall serve 

as chairperson over all meetings of the Board. If the President and Vice President of the 
Board are both absent, the remaining members present shall select one of those present 
to act as chairperson of the meeting. 

 
 
 
 
 
Adopted August 19, 1999 
Revised August 18, 2014 
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POLICY TITLE: MEMBERS OF THE BOARD OF DIRECTORS 
POLICY NUMBER: 4050 
 
4050.10 Directors shall thoroughly prepare themselves to discuss agenda items at meetings of 

the Board of Directors. Information may be requested from staff before meetings. 
Directors shall not copy other Board members on any such requests or forward copies 
of records or emails they receive to other Board members. 

 

4050.10.1 Information that is requested before meetings shall be distributed only 
through the General Manager, and each Director will receive all 
information being distributed. Directors should not exchange 
information or otherwise discuss with each other any item of business 
that is within the subject matter jurisdiction of the Board, outside of a 
duly noticed public meeting. Any writing that is a public record that is 
maintained by the District or otherwise distributed to members of the 
Board may be subject to disclosure under the requirements of the 
California Public Records Act, Section 54957.5. 

 
4050.20 Directors shall at all times conduct themselves with courtesy to each other, to staff and 

to members of the audience present at Board meetings. 
 
4050.30 Directors shall defer to the President for conduct of meetings of the Board, but shall be 

free to question and discuss items on the agenda. All comments should be brief and 
confined to the matter being discussed by the Board. 

 
4050.40 At the meeting during which an item is being discussed, Directors may request for 

inclusion into minutes, brief comments pertinent to an agenda item. If desired, this may 
include a position on an abstaining or dissenting vote. 

 
4050.50 Directors shall abstain from participating in consideration on any item involving a 

personal or financial conflict of interest. Unless such a conflict of interest exists, 
Directors should not abstain from the Board's decision-making responsibilities. 

 
4050.60 Requests by individual Directors for substantive information and/or research from 

District staff will be channeled through the General Manager. 
 
 
Adopted: August 19, 1999 
Amended: August 14, 2014  
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POLICY TITLE: COMMITTEES OF THE BOARD OF DIRECTORS 
POLICY NUMBER: 4060 
 
4060.10 The President shall appoint such ad hoc committees as may be deemed necessary or 

advisable by the Board. The duties of the ad hoc committees shall be outlined at the 
time of appointment, and the committee shall be considered dissolved when its final 
report has been made. 

 
4060.20 The following shall be standing committees of the Board: 
 

4060.20.1  Parks & Planning Committee 
 

4060.20.2  Recreation and Volunteer Committee 
 

4060.20.3  Administration and Finance Committee 
 
4060.30 The Board President shall appoint and publicly announce the members of the standing 

committees for the ensuing year no later than the Board's regular meeting in January. 
 
4060.40 The Board's standing committees may be assigned to review District functions, activities, 

and/or operations pertaining to their designated concerns, as specified below. Said 
assignment may be made by the Board President, a majority vote of the Board, or on 
their own initiative. Any recommendations resulting from said review should be 
submitted to the Board via a written or oral report. The committees shall meet as 
needed. 

 

4060.40.1 All committee meetings shall conform to applicable open meeting laws. 
 
4060.50 The Board's standing Parks & Planning Committee shall be concerned with the 

formulation of plans and policies for arranging, realizing, and/or recommending the 
acquisition, design, and development of District parks and facilities. 

 
4060.60 The Board's standing Recreation and Volunteer Committee shall be concerned with the 

development, implementation and marketing of recreation programs, including 
customer service, policies, procedures, staffing, budget and community group relations. 
The committee shall recommend polices on the District’s overall volunteer program and 
projects. 

 
4060.70 The Board's standing Administration and Finance Committee shall be concerned with 

the functions, activities, operations, compensation and welfare of District staff, as well 
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as the financial management of the District, including the preparation of an annual 
budget and major expenditures. 

 
 
Adopted: August 19, 1999 
Amended: August 14, 2014 
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POLICY TITLE: BASIS OF AUTHORITY 
POLICY NUMBER: 4070 
 
4070.10 The Board of Directors is the unit of authority within the District. Apart from his/her 

normal function as a part of this unit, Directors, with the exception of the Board 
President, have no individual authority to act on behalf of the District. As individuals, 
Directors may not commit the District to any policy, act, or expenditure. However, the 
Board President has the authority to act on behalf of the Board. 

 
4070.20 Directors do not represent any fractional segment of the community, but are, rather, a 

part of the body, which represents and acts for the community as a whole. 
 
 
Adopted: August 19, 1999 
Amended: August 18, 2014 

  

- 80 -



 
 

Policy Series 4000 – Board Members 
 
 

 

Page 13 of 19 
 

POLICY TITLE: MEMBERSHIP IN ASSOCIATIONS 
POLICY NUMBER: 4080 
 
4080.10 The Board of Directors shall ordinarily hold membership in and attend meetings of such 

national, state, and local associations as may exist which have applicability to the 
functions of the District, and shall look upon such memberships as an opportunity for 
in-service training. 

 
4080.20 The District Board members interested in serving on the boards of committees of such 

associations shall be encouraged to do so. Expenses for such activity may be reimbursed 
pursuant to Policy Number 4090 and Government Code Section 61047, but such 
expenses must be approved in advance by the Board. 

 
 
Adopted: August 19, 1999 
Amended: August 18, 2014 
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POLICY TITLE: TRAINING, EDUCATION AND CONFERENCES 
POLICY NUMBER: 4090 
 
4090.10 Members of the Board of Directors are encouraged to attend educational conferences 

and professional meetings when the purpose of such activities is to improve District 
operation. Funding for such will be approved in the annual budget. 

 
4090.10.01 Board Directors will successfully complete good governance training 

through the Special District Leadership Academy offered by the Special 
District Leadership Foundation, within one year of an initial appointment, 
and will renew such training at a minimum every two (2) years thereafter. 

 
4090.20 The District shall use the Internal Revenue Service’s (IRS) rates for reimbursement of 

travel, meals, lodging, and other actual and necessary expenses as established in IRS 
Publication 463 or any successor publication. 

 
4090.30 All expenses, which do not fall within the adopted travel reimbursement policy or the 

IRS reimbursable rates, shall be approved before the expense is incurred by the Board 
of Directors at a public meeting. No reimbursement or stipend will be made if a meeting 
or event is not approved in advance by the Board. If a meeting or event has been 
approved by the Board, no further approval is necessary to authorize a Director to 
attend a meeting or event in the place of a Director that is unable to attend.  

 
4090.40 Lodging costs shall not exceed the maximum group rate published by the conference or 

activity sponsor. 
 
4090.50 Directors shall use government and group rates offered by a provider of transportation 

or lodging services for travel and lodging when available. 
 
4090.60 The District shall provide expense report forms to be filed by Directors for 

reimbursement for actual and necessary expenses incurred on behalf of the local agency 
in the performance of official duties. 

 
4090.70 Directors shall submit expense reports within thirty (30) days and the receipts 

documenting each expense shall accompany the reports. 
 
4090.80 Directors shall provide brief written reports on meetings attended at the expense of the 

District at the next regular meeting of the Board. 
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4090.90 Members of the Board may waive any or all of the payments permitted by this 
resolution. 

 
4090.100 Activities for which Directors are eligible for reimbursement include: 

A. A District meeting conducted pursuant to the Ralph M. Brown Act (Government 
Code §§ 54950, § 61047); 

B. Representation at a public event provided that the Board of Directors has 
previously approved the member’s representation at a Board of Directors' 
meeting and that the member delivers a written report to the Board of Directors 
regarding the member's representation at the next Board of Directors’ meeting 
following the public event (Government Code § 61047); 

C. Representation of the District at a public meeting or public hearing conducted 
by another public agency provided the Board has previously approved the 
member’s representation and that the member delivers a written report to the 
Board regarding the member’s representation at the next Board meeting 
following the public meeting or public hearing (Government Code § 61047); 

D. Representation of the District at a meeting of a public benefit nonprofit 
corporation on whose board the District has membership, provided that the 
Board of Directors has previously approved the member’s representation at a 
Board of Directors’ meeting and the member delivers a written report to the 
Board of Directors regarding the member’s representation at the next Board of 
Directors’ meeting following the corporation’s meeting (Government Code § 
61047); 

E. Participation in a training program on a topic that is directly related to the 
District, provided that the Board of Directors has previously approved the 
member’s participation at a Board of Directors’ meeting and the member 
delivers a written report to the Board of Directors regarding the member’s 
participation at the next Board of Directors’ meeting following the training 
program. (Government Code § 61047). 

 
4090.110 A Director shall not attend a conference or training event for which there is an expense 

to the District if it occurs after they have announced their pending resignation, or if it 
occurs after an election in which it has been determined that they will not retain their 
seat on the Board. A Director shall not attend a conference or training event when it is 
apparent that there is no significant benefit to the District. Activities for which Directors 
are not eligible for reimbursement include: 
A. Political activities, 
B. Other meetings or events for which a Director has not received prior approval by 

the Board. 
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Adopted: August 19, 1999 
Amended: August 14, 2014; December 13, 2018 
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POLICY TITLE: TABLET POLICY 
POLICY NUMBER: 4095 
 
4095.10 Purpose 

Use of a tablet computer (“tablet”) will assist El Dorado Hills Community Services District 
("District") Board Members in the efficient performance of their duties as Board 
Members. Consistent with the District’s Sustainability Policy, the use of the tablet will 
also reduce paper and photocopying costs. This Policy is adopted by the Board and 
constitutes its mutual statement of what are, and are not, appropriate uses for this 
important technology tool and its care and maintenance. 
 
This Policy does not attempt to cover every situation that may arise in connection with 
the use of the tablet. The Board acknowledges that the tablets are only to be used to 
conduct District business, and that a Board Member’s use of the tablet for personal 
matters is prohibited. The District will no longer provide paper meeting packets to the 
Board Member if the Board Member chooses to accept a tablet. One hard copy of the 
paper meeting packet will still be available at every District Board meeting. Qualifying 
productivity applications may be installed and used for processing District e- mail, file 
management (such as Dropbox), and documents (such as PDF Expert).  

 
4095.020 Receipt of Tablets 

IT Management will issue each Board Member a tablet and charger along with a cover 
or case/keyboard, stylus and adapter(s). Any additional tablet accessories will be 
reviewed and approved by the Board of Directors. Board Members must utilize a District 
issued email account. Applications for e-mail, file management and document 
processing will be installed by IT Management on the tablet and shall be used to send 
Board Members official District documents, including, but not limited to, Board agendas, 
staff reports, and meeting packets. Board Members may also use the tablet to send e-
mails relating to District business. 

 
4095.030 Care of Tablets 

Each Board Member is responsible for the general care of the tablet that he or she has 
been issued. Tablets must remain free of any writing, drawing, stickers or labels that are 
not the property of the District. Only a clean, soft cloth should be used to clean the 
screen. Tablets that malfunction or are damaged must be reported to IT Management. 
The District will be responsible for having the malfunctioning unit repaired. If, due to the 
Board Member’s misuse or neglect, the tablet is stolen or lost, the Board Member shall 
pay the full replacement value. 
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Tablets that have been damaged from misuse, neglect or accidental damage, in the sole 
and exclusive judgment of the General Manager, will be repaired by the District, with 
the cost borne by the Board Member. Damage includes, but is not limited to, broken 
screens, cracked plastic pieces, and inoperability. If the cost to repair the tablet exceeds 
the cost of purchasing a new device, the Board Member shall pay the full replacement 
value. 

 
4095.040 Software on Tablets 

The software and applications installed by the District must remain on the tablets in 
usable condition and be readily accessible at all times. From time to time, the District 
may add or upgrade software applications for use by the Board such that Board 
Members may be required to check in their tablets with IT Management for periodic 
updates and synching. Board Members should report any malfunction in software and 
applications to IT Management. Any software, e-mail messages or files downloaded via 
the Internet into the District systems become the property of the District and may only 
be used in ways that are consistent with applicable licenses, trademarks or copyrights, 
and the District's record retention policy. If technical difficulties occur or illegal software 
is discovered, the tablet computers will be remotely wiped clean and restored to factory 
default. The District does not accept responsibility for the loss of any software, 
electronic content or documents deleted due to a remote wipe and restore. 

 
4095.050 Acceptable Use 

The tablets, Internet and e-mail access provided are tools for conducting District 
business. Thus, Board Members’ use of such tools will be solely for District business 
related purposes. All of the District's computer systems, including the tablets, are 
considered to be public property. All documents, files and e-mail messages created, 
received, stored in, or sent from any District tablet are considered public records, 
subject to disclosure to the public pursuant to the California Public Records Act (with 
only limited exceptions), and are considered the property of the District. 
 
The tablet and all data and applications contained on the tablet are intended for District 
business and are the property of the District, regardless of the content and including any 
personal communications or personal data. As a result, Board Members should be 
aware, and by signing this Policy and accepting a District tablet agree, that they 
understand the tablet and all data and applications contained on the tablet are not 
private or confidential. The Board Members should have no expectation of privacy with 
respect to any use of the tablet or the applications installed on the tablet. 
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Board Members shall not use the tablets in any way as to violate federal, state, or local 
laws, including but not limited to, the public meeting requirements of the Brown Act. 
Board Members shall not use the tablets in any way that would violate a District Policy 
that applies to the Board and/or to Board Members. 
 
Board Members shall not use the tablets for personal business or any other purpose not 
related to District business. 
 
Board Members shall not use the tablets to deliberately propagate any virus or other 
hostile computer program or file, to disable or overload any computer system or 
network, or to circumvent any system intended to protect the privacy or security of 
another user. 

 
4095.060 Return of Tablets 

Board Members shall return their tablet to the General Manager when the Board 
Member’s term and service on the Board has ended. Upon return of the tablet to the 
District and following the preparation of any appropriate backup files, the tablet will be 
wiped clean of any and all information at the end of a Board Members term and service. 

 
4095.070 Compliance with Policy 

The District reserves the right to inspect any and all files stored on tablets that are the 
property of the District in order to ensure compliance with this Policy. Board Members 
do not have any personal privacy right in any matter created, received, stored in, or sent 
from any District issued tablet. Non-compliance with District policy will result in loss of 
equipment use privileges. 

 
Adopted: April 14, 2017 
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POLICY TITLE: CODE OF ETHICS 
POLICY NUMBER: 4010 
 

4010.05 Our Core Beliefs and Values 
We have a set of timeless, enduring beliefs that are ingrained in the way we think and 
act. These values guide our choices, defining for us the right courses of action, the 
clearest directions, and the preferred responses. Consistent with these values, we set 
our objectives, formulate our strategies, and judge our results. By embracing these 
values, we will achieve our ultimate vision and core purpose. 

 
4010.05.1 Our Foundation is Based on Uncompromising Integrity 

We are committed to conduct our business in an ethical and professional 
manner, in compliance with applicable laws, regulations and codes; so 
we are correctly perceived to be an ethical and professional organization 
of dedicated and competent individuals of the highest integrity and 
credibility, producing quality, value added services that contribute 
significantly to the needs of our customers and community. 

 
4010.05.2 We are Dedicated to Excellence 

We are committed to strive to be the Community Services District of 
choice by: 
• Continuously improving as we pursue Excellence in every aspect 

of our business; 
• Being fiducially responsible and efficient in the use of the 

resources entrusted to us; 
• Eliminating waste and bureaucracy; 
• Understanding that our customers define quality; 
• Being dedicated to consistently exceeding our customer’s 

expectations; 
• Continually striving to provide the very best in service and value; 
• Taking individual and organizational ownership and responsibility 

for actions and their results; and 
• Embracing the value of change. 

 
4010.05.3 We are Dedicated to Customer Service 

Exceeding our customer’s expectations in quality, service and value is 
vital to the success of the Community Services District.  

 

We are committed to exceeding our customer’s expectations and to 
maintain their trust and loyalty by: 
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• Being ethical and professional in all our dealings with our 
customers; 

• Being a responsive, effective and cost efficient organization that 
supplies value added quality services that exceed our customer’s 
expectations; 

• Striving to continually understand and meet the changing 
expectations of our customers through teamwork, 
empowerment and innovation; and  

• Recognizing the value of sustainability.  
 
4010.05.4 Our Strength is in our People  

The collective talents of our employees comprise our most important 
asset. 

 
We are committed to providing an organization and operating 
environment that attracts, nurtures, stimulates, and rewards employee 
professionalism and creativity. Our success will be achieved only through 
Inspired People operating in an environment that promotes: 
• Integrity and Excellence; 
• Mutual trust, respect and dignity; 
• Openness, sharing and honesty; 
• Empowerment and teamwork; 
• Passion and commitment; 
• Innovation and risk taking; 
• The recognition and sharing of accomplishments of success and 

rewards of achievement; and 
• The value of diversity. 

 
4010.05.5 We Recognize the Value of Sustainability 

Preservation of our natural resources and park infrastructure is of the 
highest importance. 

 
We are committed to providing policy and operational procedures that 
protect the environment and encourage employees and community to 
be informed, sensitive and passionate about protecting our natural 
resources. 
• Understanding our natural system. 
• Stewardship of the built and natural system. 
• Maintaining versatile resources. 
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• Flexibility to address changing technology and demographics. 
• Preservation of legacy for future generations. 

 
Dated: 6/22/2006 
Revised: 8/14/2014 
 
4010.10 The Board of Directors of El Dorado Hills Community Services District is committed to 

providing excellence in legislative leadership that results in the provision of the highest 
quality of services to its constituents. In order to assist in the government of the 
behavior between and among members of the Board of Directors, the following rules 
shall be observed: 

 
4010.11 The dignity, style, values and opinions of each Director shall be respected. 
 
4010.12 Responsiveness and attentive listening in communication is encouraged. 
 
4010.13 The needs of the District's constituents should be the priority of the Board of Directors. 
 
4010.14 The primary responsibility of the Board of Directors is the formulation and evaluation of 

policy. Routine matters concerning the operational aspects of the District are to be 
delegated to professional staff members of the District. 

 
4010.15 Directors should commit themselves to emphasizing the positive, avoiding double talk, 

hidden agendas, gossip, backbiting and other negative forms of interaction. 
 
4010.16 Directors should commit themselves to focusing on issues and not personalities. The 

presentation of the opinions of others should be encouraged. Cliques and voting blocks 
based on personalities rather than issues should be avoided. 

 
4010.17 Differing viewpoints are healthy in the decision-making process. Individuals have the 

right to disagree with ideas and opinions, but without being disagreeable. Once the 
Board of Directors takes action, Directors should commit to supporting said action and 
not create barriers to the implementation of said action. 

 
4010.18 Directors should practice the following procedures: 
 

4010.18.1 In seeking clarification on informational items, Directors may directly 
approach professional staff members to obtain information needed to 
supplement, upgrade, or enhance their knowledge to improve legislative 
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decision making, remaining aware of, and not conflicting with, the staff 
members’ regular duties. 

 

4010.18.2 In handling complaints from residents and property owners of the 
District, said complaints should be referred directly to the appropriate 
staff member. 

 

4010.18.3 In handling items related to safety, concerns for safety or hazards should 
be reported to the General Manager or to the District office. Emergency 
situations should be dealt with immediately by seeking appropriate 
assistance. 

 

4010.18.4 In presenting items for discussion at Board meetings Directors (see Policy 
Series 4000-Board Members & Policy No. 5020). 

 

4010.18.5 In seeking clarification for policy-related concerns, especially those 
involving personnel, legal action, land acquisition and development, 
finances and programming, said concerns should be referred directly to 
the General Manager. 

 
4010.19 When approached by District personnel concerning specific District policy, Directors 

should direct inquiries to the appropriate staff supervisor. The chain of command should 
be followed. (See organization chart.) 

 
4010.20 The work of the District is a team effort. All individuals should work together in the 

collaborative process, assisting each other in conducting the affairs of the District. 
 
4010.21 When responding to constituent requests and concerns, Directors should be courteous, 

responding to individuals in a positive manner and routing their questions through 
appropriate channels and to responsible management personnel. 

 
4010.22 Directors should develop a working relationship with the General Manager wherein 

current issues, concerns and District projects can be discussed comfortably and openly. 
 
4010.23 Directors should function as a part of the whole. Issues should be brought to the 

attention of the Board as a whole, rather than to individual members selectively. No 
Director should discuss or hear matters with another Director on issues that may come 
before the Board, unless such activity occurs during a meeting scheduled and noticed 
pursuant to the Ralph M. Brown Act. 
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4010.24 Directors are responsible for monitoring the District's progress in attaining its goals and 
objectives, while pursuing its mission. 

 
Adopted: August 19, 1999 
Amended: August 14, 2014  
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POLICY TITLE: ATTENDANCE AT MEETINGS 
POLICY NUMBER: 4020 
 
4020.10 Members of the Board of Directors shall attend all regular and special meetings of the 

Board unless there is good cause for absence. 
 
4020.20 A vacancy shall occur if any member ceases to discharge the duty of his/her office for 

the period of three (3) consecutive months except as authorized by the Board of 
Directors. 

 
 
 
 
 
Adopted August 19, 1999 
Revised August 18, 2014 
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POLICY TITLE: REMUNERATION AND REIMBURSEMENT 
POLICY NUMBER: 4030 
 
4030.10 Members of the Board of Directors shall receive a per meeting stipend, the amount of 

which shall be established by ordinance by the Board. 
 
4030.20 Members of the Board of Directors shall be reimbursed for all legitimate expenses 

incurred in attending any meetings or in making any trips on official business of the 
Board when so authorized in accordance with Policy No. 4090. 

 
4030.30 Reimbursement for the cost of the use of a Director's vehicle shall be on the basis of 

total miles driven and at the rate specified in the Internal Revenue Service Guidelines in 
effect at the time of the vehicle usage. 

 
4030.40 Elected Board members may receive a stipend for services not to exceed one hundred 

dollars ($100) for each day of service not to exceed compensation for more than six (6) 
days of services in a month. 

 
4030.50 For the purposes of Policy No. 4030.40, "day of service" includes only activities listed 

Policy No. 4090.100 (A) through (E). 
 
4030.60 Board committees may call a meeting as the need arises, but must receive subsequent 

approval of the Board of Directors to qualify as a day of service. 
 
4030.70 The Board of Directors may approve all meetings that may qualify as a day of service at 

its regular meeting each month. 
 
4030.80 Directors shall provide a written report to the Board of Directors regarding the 

members’ participation at the next Board of Directors’ meeting following the Committee 
meeting. 

 
4030.90 Special and regular meetings of the Board of Directors do not require approval by the 

Board of Directors. 
 
 
 
 
Adopted: August 19, 1999 
Amended: August 14, 2014  
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POLICY TITLE: BOARD PRESIDENT 
POLICY NUMBER: 4040 
 
4040.10 The President of the Board of Directors shall serve as chairperson at all Board meetings. 

He/she shall have the same rights as the other members of the Board in voting, 
introducing motions, resolutions and ordinances, and any discussion of questions that 
follow said actions. Duties include, but are not limited to, preparing agendas, signing 
checks and signing resolutions. 

 
4040.20 In the absence of the President, the Vice President of the Board of Directors shall serve 

as chairperson over all meetings of the Board. If the President and Vice President of the 
Board are both absent, the remaining members present shall select one of those present 
to act as chairperson of the meeting. 

 
 
 
 
 
Adopted August 19, 1999 
Revised August 18, 2014 
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POLICY TITLE: MEMBERS OF THE BOARD OF DIRECTORS 
POLICY NUMBER: 4050 
 
4050.10 Directors shall thoroughly prepare themselves to discuss agenda items at meetings of 

the Board of Directors. Information may be requested from staff before meetings. 
Directors shall not copy other Board members on any such requests or forward copies 
of records or emails they receive to other Board members. 

 

4050.10.1 Information that is requested before meetings shall be distributed only 
through the General Manager, and each Director will receive all 
information being distributed. Directors should not exchange 
information or otherwise discuss with each other any item of business 
that is within the subject matter jurisdiction of the Board, outside of a 
duly noticed public meeting. Any writing that is a public record that is 
maintained by the District or otherwise distributed to members of the 
Board may be subject to disclosure under the requirements of the 
California Public Records Act, Section 54957.5. 

 
4050.20 Directors shall at all times conduct themselves with courtesy to each other, to staff and 

to members of the audience present at Board meetings. 
 
4050.30 Directors shall defer to the President for conduct of meetings of the Board, but shall be 

free to question and discuss items on the agenda. All comments should be brief and 
confined to the matter being discussed by the Board. 

 
4050.40 At the meeting during which an item is being discussed, Directors may request for 

inclusion into minutes, brief comments pertinent to an agenda item. If desired, this may 
include a position on an abstaining or dissenting vote. 

 
4050.50 Directors shall abstain from participating in consideration on any item involving a 

personal or financial conflict of interest. Unless such a conflict of interest exists, 
Directors should not abstain from the Board's decision-making responsibilities. 

 
4050.60 Requests by individual Directors for substantive information and/or research from 

District staff will be channeled through the General Manager. 
 
 
Adopted: August 19, 1999 
Amended: August 14, 2014  
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POLICY TITLE: COMMITTEES OF THE BOARD OF DIRECTORS 
POLICY NUMBER: 4060 
 
4060.10 The President shall appoint such ad hoc committees as may be deemed necessary or 

advisable by the Board. The duties of the ad hoc committees shall be outlined at the 
time of appointment, and the committee shall be considered dissolved when its final 
report has been made. 

 
4060.20 The following shall be standing committees of the Board: 
 

4060.20.1  Parks & Planning Committee 
 

4060.20.2  Recreation and Volunteer Committee 
 

4060.20.3  Administration and Finance Committee 
 
4060.30 The Board President shall appoint and publicly announce the members of the standing 

committees for the ensuing year no later than the Board's regular meeting in January. 
 
4060.40 The Board's standing committees may be assigned to review District functions, activities, 

and/or operations pertaining to their designated concerns, as specified below. Said 
assignment may be made by the Board President, a majority vote of the Board, or on 
their own initiative. Any recommendations resulting from said review should be 
submitted to the Board via a written or oral report. The committees shall meet as 
needed. 

 

4060.40.1 All committee meetings shall conform to applicable open meeting laws. 
 
4060.50 The Board's standing Parks & Planning Committee shall be concerned with the 

formulation of plans and policies for arranging, realizing, and/or recommending the 
acquisition, design, and development of District parks and facilities. 

 
4060.60 The Board's standing Recreation and Volunteer Committee shall be concerned with the 

development, implementation and marketing of recreation programs, including 
customer service, policies, procedures, staffing, budget and community group relations. 
The committee shall recommend polices on the District’s overall volunteer program and 
projects. 

 
4060.70 The Board's standing Administration and Finance Committee shall be concerned with 

the functions, activities, operations, compensation and welfare of District staff, as well 
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as the financial management of the District, including the preparation of an annual 
budget and major expenditures. 

 
 
Adopted: August 19, 1999 
Amended: August 14, 2014 
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POLICY TITLE: BASIS OF AUTHORITY 
POLICY NUMBER: 4070 
 
4070.10 The Board of Directors is the unit of authority within the District. Apart from his/her 

normal function as a part of this unit, Directors, with the exception of the Board 
President, have no individual authority to act on behalf of the District. As individuals, 
Directors may not commit the District to any policy, act, or expenditure. However, the 
Board President has the authority to act on behalf of the Board. 

 
4070.20 Directors do not represent any fractional segment of the community, but are, rather, a 

part of the body, which represents and acts for the community as a whole. 
 
 
Adopted: August 19, 1999 
Amended: August 18, 2014 
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POLICY TITLE: MEMBERSHIP IN ASSOCIATIONS 
POLICY NUMBER: 4080 
 
4080.10 The Board of Directors shall ordinarily hold membership in and attend meetings of such 

national, state, and local associations as may exist which have applicability to the 
functions of the District, and shall look upon such memberships as an opportunity for 
in-service training. 

 
4080.20 The District Board members interested in serving on the boards of committees of such 

associations shall be encouraged to do so. Expenses for such activity may be reimbursed 
pursuant to Policy Number 4090 and Government Code Section 61047, but such 
expenses must be approved in advance by the Board. 

 
 
Adopted: August 19, 1999 
Amended: August 18, 2014 
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POLICY TITLE: TRAINING, EDUCATION AND CONFERENCES 
POLICY NUMBER: 4090 
 
4090.10 Members of the Board of Directors are encouraged to attend educational conferences 

and professional meetings when the purpose of such activities is to improve District 
operation. Funding for such will be approved in the annual budget. 

 
4090.10.01 Board Directors will successfully complete good governance training 

through the Special District Leadership Academy offered by the Special 
District Leadership Foundation, within one year of an initial appointment, 
and will renew such training at a minimum every two (2) years thereafter. 

 
4090.20 The District shall use the Internal Revenue Service’s (IRS) rates for reimbursement of 

travel, meals, lodging, and other actual and necessary expenses as established in IRS 
Publication 463 or any successor publication. 

 
4090.30 All expenses, which do not fall within the adopted travel reimbursement policy or the 

IRS reimbursable rates, shall be approved before the expense is incurred by the Board 
of Directors at a public meeting. No reimbursement or stipend will be made if a meeting 
or event is not approved in advance by the Board. If a meeting or event has been 
approved by the Board, no further approval is necessary to authorize a Director to 
attend a meeting or event in the place of a Director that is unable to attend.  

 
4090.40 Lodging costs shall not exceed the maximum group rate published by the conference or 

activity sponsor. 
 
4090.50 Directors shall use government and group rates offered by a provider of transportation 

or lodging services for travel and lodging when available. 
 
4090.60 The District shall provide expense report forms to be filed by Directors for 

reimbursement for actual and necessary expenses incurred on behalf of the local agency 
in the performance of official duties. 

 
4090.70 Directors shall submit expense reports within thirty (30) days and the receipts 

documenting each expense shall accompany the reports. 
 
4090.80 Directors shall provide brief written reports on meetings attended at the expense of the 

District at the next regular meeting of the Board. 
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4090.90 Members of the Board may waive any or all of the payments permitted by this 
resolution. 

 
4090.100 Activities for which Directors are eligible for reimbursement include: 

A. A District meeting conducted pursuant to the Ralph M. Brown Act (Government 
Code §§ 54950, § 61047); 

B. Representation at a public event provided that the Board of Directors has 
previously approved the member’s representation at a Board of Directors' 
meeting and that the member delivers a written report to the Board of Directors 
regarding the member's representation at the next Board of Directors’ meeting 
following the public event (Government Code § 61047); 

C. Representation of the District at a public meeting or public hearing conducted 
by another public agency provided the Board has previously approved the 
member’s representation and that the member delivers a written report to the 
Board regarding the member’s representation at the next Board meeting 
following the public meeting or public hearing (Government Code § 61047); 

D. Representation of the District at a meeting of a public benefit nonprofit 
corporation on whose board the District has membership, provided that the 
Board of Directors has previously approved the member’s representation at a 
Board of Directors’ meeting and the member delivers a written report to the 
Board of Directors regarding the member’s representation at the next Board of 
Directors’ meeting following the corporation’s meeting (Government Code § 
61047); 

E. Participation in a training program on a topic that is directly related to the 
District, provided that the Board of Directors has previously approved the 
member’s participation at a Board of Directors’ meeting and the member 
delivers a written report to the Board of Directors regarding the member’s 
participation at the next Board of Directors’ meeting following the training 
program. (Government Code § 61047). 

 
4090.110 A Director shall not attend a conference or training event for which there is an expense 

to the District if it occurs after they have announced their pending resignation, or if it 
occurs after an election in which it has been determined that they will not retain their 
seat on the Board. A Director shall not attend a conference or training event when it is 
apparent that there is no significant benefit to the District. Activities for which Directors 
are not eligible for reimbursement include: 
A. Political activities, 
B. Other meetings or events for which a Director has not received prior approval by 

the Board. 
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Adopted: August 19, 1999 
Amended: August 14, 2014; December 13, 2018 
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POLICY TITLE: TABLET POLICY 
POLICY NUMBER: 4095 
 
4095.10 Purpose 

Use of a tablet computer (“tablet”) will assist El Dorado Hills Community Services District 
("District") Board Members in the efficient performance of their duties as Board 
Members. Consistent with the District’s Sustainability Policy, the use of the tablet will 
also reduce paper and photocopying costs. This Policy is adopted by the Board and 
constitutes its mutual statement of what are, and are not, appropriate uses for this 
important technology tool and its care and maintenance. 
 
This Policy does not attempt to cover every situation that may arise in connection with 
the use of the tablet. The Board acknowledges that the tablets are only to be used to 
conduct District business, and that a Board Member’s use of the tablet for personal 
matters is prohibited. The District will no longer provide paper meeting packets to the 
Board Member if the Board Member chooses to accept a tablet. One hard copy of the 
paper meeting packet will still be available at every District Board meeting. Qualifying 
productivity applications may be installed and used for processing District e- mail, file 
management (such as Dropbox), and documents (such as PDF Expert).  

 
4095.020 Receipt of Tablets 

IT Management will issue each Board Member a tablet and charger along with a cover 
or case/keyboard, stylus and adapter(s). Any additional tablet accessories will be 
reviewed and approved by the Board of Directors. Board Members must utilize a District 
issued email account. Applications for e-mail, file management and document 
processing will be installed by IT Management on the tablet and shall be used to send 
Board Members official District documents, including, but not limited to, Board agendas, 
staff reports, and meeting packets. Board Members may also use the tablet to send e-
mails relating to District business. 

 
4095.030 Care of Tablets 

Each Board Member is responsible for the general care of the tablet that he or she has 
been issued. Tablets must remain free of any writing, drawing, stickers or labels that are 
not the property of the District. Only a clean, soft cloth should be used to clean the 
screen. Tablets that malfunction or are damaged must be reported to IT Management. 
The District will be responsible for having the malfunctioning unit repaired. If, due to the 
Board Member’s misuse or neglect, the tablet is stolen or lost, the Board Member shall 
pay the full replacement value. 
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Tablets that have been damaged from misuse, neglect or accidental damage, in the sole 
and exclusive judgment of the General Manager, will be repaired by the District, with 
the cost borne by the Board Member. Damage includes, but is not limited to, broken 
screens, cracked plastic pieces, and inoperability. If the cost to repair the tablet exceeds 
the cost of purchasing a new device, the Board Member shall pay the full replacement 
value. 

 
4095.040 Software on Tablets 

The software and applications installed by the District must remain on the tablets in 
usable condition and be readily accessible at all times. From time to time, the District 
may add or upgrade software applications for use by the Board such that Board 
Members may be required to check in their tablets with IT Management for periodic 
updates and synching. Board Members should report any malfunction in software and 
applications to IT Management. Any software, e-mail messages or files downloaded via 
the Internet into the District systems become the property of the District and may only 
be used in ways that are consistent with applicable licenses, trademarks or copyrights, 
and the District's record retention policy. If technical difficulties occur or illegal software 
is discovered, the tablet computers will be remotely wiped clean and restored to factory 
default. The District does not accept responsibility for the loss of any software, 
electronic content or documents deleted due to a remote wipe and restore. 

 
4095.050 Acceptable Use 

The tablets, Internet and e-mail access provided are tools for conducting District 
business. Thus, Board Members’ use of such tools will be solely for District business 
related purposes. All of the District's computer systems, including the tablets, are 
considered to be public property. All documents, files and e-mail messages created, 
received, stored in, or sent from any District tablet are considered public records, 
subject to disclosure to the public pursuant to the California Public Records Act (with 
only limited exceptions), and are considered the property of the District. 
 
The tablet and all data and applications contained on the tablet are intended for District 
business and are the property of the District, regardless of the content and including any 
personal communications or personal data. As a result, Board Members should be 
aware, and by signing this Policy and accepting a District tablet agree, that they 
understand the tablet and all data and applications contained on the tablet are not 
private or confidential. The Board Members should have no expectation of privacy with 
respect to any use of the tablet or the applications installed on the tablet. 
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Board Members shall not use the tablets in any way as to violate federal, state, or local 
laws, including but not limited to, the public meeting requirements of the Brown Act. 
Board Members shall not use the tablets in any way that would violate a District Policy 
that applies to the Board and/or to Board Members. 
 
Board Members shall not use the tablets for personal business or any other purpose not 
related to District business. 
 
Board Members shall not use the tablets to deliberately propagate any virus or other 
hostile computer program or file, to disable or overload any computer system or 
network, or to circumvent any system intended to protect the privacy or security of 
another user. 

 
4095.060 Return of Tablets 

Board Members shall return their tablet to the General Manager when the Board 
Member’s term and service on the Board has ended. Upon return of the tablet to the 
District and following the preparation of any appropriate backup files, the tablet will be 
wiped clean of any and all information at the end of a Board Members term and service. 

 
4095.070 Compliance with Policy 

The District reserves the right to inspect any and all files stored on tablets that are the 
property of the District in order to ensure compliance with this Policy. Board Members 
do not have any personal privacy right in any matter created, received, stored in, or sent 
from any District issued tablet. Non-compliance with District policy will result in loss of 
equipment use privileges. 

 
Adopted: April 14, 2017 
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POLICY TITLE: SUSTAINABILITY POLICY 
POLICY NUMBER: 4100 
 
The purpose of the Sustainability Policy is to sustain the use, development and protection of resources 
being consumed at a rate and in a manner that meets the current needs and enables the El Dorado 
Hills Community Services District (District) to enhance the quality of life for current and future 
residents. Through this policy, the District, Board of Directors and staff shall promote and implement 
specific actions to achieve goals for cost effective, long-term sustainable operations. 
 
The following policy objectives are to increase the District’s overall sustainability to ensure resources 
are available for future generations at all properties: 
 

• Sustainable Design and Construction 
• Energy Efficiency 
• Water Reductions and Management 
• Solid Waste Management and Reductions (Requirements of Assembly Bill 939) 
• Sustainable Procurement 
• Greenhouse Gases (GHG) Reductions 
• Financial Sustainability 
• Habitat and Wildlife Protections 
• Organizational Commitment and Sustainable Culture 

 
Implementation of the Sustainability Policy is the primary responsibility of staff, as directed by the 
Sustainability Advisory Committee with oversight from the General Manager and Board of Directors or 
designee. 
 
Metrics and reporting will be completed annually. Each sustainability project or initiative will be 
assigned a sponsor who will be accountable to ensure the project meets all timelines, cost 
expenditures, training, measurable outcomes and provides opportunities for continuous quality 
improvement. The project sponsor will provide a written report to the Sustainability Advisory 
Committee detailing the completion of each project with reported outcomes. 
 
The District’s Sustainability Advisory Committee is comprised of two Board members, five internal 
colleagues and up to two external community volunteers who all serve at the pleasure of the Board. 
The Committee provides oversight and accountability for developing and implementing a culture and 
specific procedures to meet policy objectives. The Sustainability Advisory Committee operates as a 
steering committee, accountable to the General Manager and the Board of Directors, with 
responsibility for providing regular updates and recommendations to support the policy objectives. 
Department Heads and other budget managers will retain budget expenditure authority. 
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Annually, the General Manager will submit a report to the Board of Directors with a detailed analysis 
outlining the District’s return on investment based on policy objectives, timelines, cost analysis, 
measureable outcomes, training, and opportunities for continuous quality improvement for each 
approved project. 
 
Adopted: August 10, 2017 
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POLICY TITLE: DISTRICT VISION AND MISSION  
POLICY NUMBER: 1010 
 
Vision Statement 
We will be recognized as the premier park, recreation, and local community services organization with 
a passion for providing excellent services and facilities and protecting the quality of life and 
environment of the community.  
 
Mission Statement 
“Enhance the quality of life for the El Dorado Hills Community through innovative, responsible 
leadership and by providing superior services and facilities.” 
 
Our Core Beliefs and Values 
We have a set of timeless, enduring beliefs that are ingrained in the way we think and act. These values 
guide our choices, defining for us the right courses of action, the clearest directions, and the preferred 
responses. Consistent with these values we set our objectives, formulate our strategies, and judge our 
results. By embracing these values, we will achieve our ultimate vision and core purpose. 
 

A. Our foundation is based on uncompromising Integrity 
We are committed to conduct our business in an ethical and professional manner, in 
compliance with applicable laws regulations and codes; so we are correctly perceived to be an 
ethical and professional organization of dedicated and competent individuals of the highest 
integrity and credibility, producing quality, value added services that contribute significantly to 
the needs of our customers and community. 

 
B. We are dedicated to Excellence 

We are committed to strive to be the Community Services District of choice by: 
• Continuously improving as we pursue Excellence in every aspect of our business 
• Being fiducially responsible and efficient in the use of the resources entrusted to us 
• Eliminating waste and bureaucracy 
• Understanding that our community defines quality 
• Being dedicated to consistently exceeding our community’s expectations 
• Continually striving to provide the very best in service and value 
• Taking individual and organizational ownership and responsibility for actions and their 

results 
• Embracing the value of change. 

 
C. We are dedicated to Customer Service 

Exceeding our community’s expectations in quality, service and value is vital to the success of 
the Community Services District. 
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We are committed to exceeding our community’s expectations and to maintain their trust and 
loyalty by: 

• Being ethical and professional in all our dealings with our community 
• Being a responsive, effective and cost efficient organization that supplies value added 

quality services that exceed our community’s expectations 
• Striving to continually understand and meet the changing expectations of our 

community through teamwork, empowerment and innovation.  
• Recognizing the value of sustainability.  

 
D. Our strength is in our People  

The collective talents of our employees comprise our most important asset. 
 
We are committed to providing an organization and operating environment that attracts, 
nurtures, stimulates, and rewards employee professionalism and creativity. Our success will be 
achieved only through Inspired People operating in an environment that promotes: 

• Integrity and Excellence 
• Mutual trust, respect and dignity 
• Openness, sharing and honesty 
• Empowerment and teamwork 
• Passion and commitment 
• Innovation and risk taking 
• The recognition and sharing of accomplishments of success and rewards of achievement 
• The value of diversity. 

 
E. We recognize the value of Sustainability 

Preservation of our natural resources and park infrastructure is of the highest importance. 
 
We are committed to providing policy and operational procedures that protect the 
environment and encourage employees and community to be informed, sensitive and 
passionate about protecting our natural resources. 

• Understanding our natural system 
• Stewardship of the built and natural system 
• Maintaining versatile resources 
• Flexibility to address changing technology and demographics 
• Preservation of legacy for future generations 

 
 
 
Amended: June 10, 2021 
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POLICY TITLE: ANNEXATION 
POLICY NUMBER: 1110 
 
1110.10 Property or territory shall not be annexed to the District unless such property or territory 

is simultaneously annexed to the El Dorado Hills County Water District (if it is not already 
a part of such District). Source: Res. 79-3, adopted December 13, 1979. 

 
1110.20 Upon annexation of a territory to the El Dorado Hills Community Services District, or 

upon reorganization or annexation of other service districts, such as water or fire 
district, to territories within the El Dorado Hills Community Services District, it shall be 
the policy of the district(s) to negotiate for the El Dorado Hills Community Services 
District to receive the highest possible tax revenue exchange and or distribution, but to 
accept no less than 10% of the tax revenue generated within said territory.  

 
 
 
Adopted: May 9, 1996 
Amended: September 12, 2019  
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POLICY TITLE: ANNEXATION FEES 
POLICY NUMBER: 1120 
 
1120.10 The annexation fee for the annexation of any lands to the District shall be $50 for each 

existing dwelling unit or potential dwelling unit based upon the development 
contemplated at the time of application for annexation. The total fee shall not exceed 
One Hundred and Fifty Dollars ($150) per acre. 

 
1120.20 A Twenty Percent (20%) Surcharge shall be applied to the above fee on any annexation 

when the road improvements do not meet El Dorado County Class 1 Subdivision 
standards and/or fire hydrants acceptable to the Fire Department have not been 
installed. 

 
1120.30 Any planned commercial and/or industrial areas shall be exempt from any annexation 

fee. 
 
1120.40 The applicant shall enter into an agreement with the District, which shall be recorded as 

an encumbrance against said land, to assure that any future increases in density of 
development will be subject to District review and additional fees imposed. In such case, 
the fee will be recomputed at the then current applicable fee structure, based upon the 
higher density development, with credit being given for any prior fees paid, except for 
any surcharge. 

 
1120.50 The annexation fee may be changed by increasing or decreasing, or may be eliminated 

at any future regular meeting of the Board of Directors at which a quorum is present. 
 
1120.60 This policy does not preclude any annexation fee provisions for Parks and Recreation 

which may be in effect at the time of annexation. 
 
 
 
Source: Res. 78-4, Adopted October 30, 1978. 
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POLICY TITLE: TAX INCREMENT EXCHANGES OR DISTRIBUTIONS FOR 
ANNEXATIONS OR REORGANIZATIONS 

POLICY NUMBER: 1130 
 
1130.10 Upon annexation of a territory to the El Dorado Hills Community Services District, or 

upon reorganization or annexation of the other service districts, such as a water or fire 
district, to territories within the El Dorado Hills Community Services District, it shall be 
the policy of this District to negotiate the highest possible tax revenue exchange and 
distribution, but to accept no less than 10% of the tax revenue generated within said 
territory. 

 
 
 
Source: Adopted March 22, 1996. 
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POLICY TITLE: REGULATIONS FOR USE OF DISTRICT PARKS, NATURAL AREAS 
AND OPEN SPACES 

POLICY NUMBER: 1140 
 
1140.10 As used herein, “park facility” means any land, picnic area, park, playing field, 

playground, recreation area, nature and improved trails, open space area, body of 
water, building or structure that is owned, managed, controlled or operated by the El 
Dorado Hills Community Services District (District) as park facility. 

 
1140.20 Park and pool facility use policies shall be enforced by the District General Manager, 

staff, the Board of Directors, and local authorities. 
 
1140.30 Governing Rules 

Persons using the facilities shall abide by the guidelines set forth by the District, laws of 
the State of California, Federal laws and all applicable County Ordinances as well as 
instructions and directions of the duly authorized employees of the District. 

 
1140.40 General Behavior 

No person shall use threatening, abusive, insulting or indecent language, nor behave in 
a boisterous or disorderly manner. 

 
1140.50 Violations 

A. Misdemeanors: 
Each violation of Sections 1140.30 and 1140.40 shall be a misdemeanor, 
punishable by a fine not to exceed $1,000 or by imprisonment in the County jail 
for not more than six (6) months, or both. 

B. Infractions: 
Each violation of the remaining sections (i.e. sections 1140.50 through 1140.240 
inclusive) shall be an infraction, and shall be punishable by: 
1. A fine not exceeding $50 for a first violation; 
2. A fine not exceeding $100 for a second violation of the same regulation 

within the same year; and 
3. A fine not exceeding $250 for each additional violation of the same 

regulation within one year. 
C. This policy shall not limit or preclude the prosecution of an individual under any 

other applicable provision of law. 
 
1140.60 Who May Use the Facilities 

A. The facilities may be used by residents of the District and by outside 
organizations or individuals. 
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B. Organized groups sponsored by this District will have priority in use of the 
facilities, unless reserved. 

 
1140.70 Care of Public Property 

No person shall mar nor deface any building, equipment, grounds or park facilities. No 
person shall misuse, damage, cut, carve, transplant or remove any tree, shrub, flower, 
turf or ground cover. 
 
1140.70.1 Tethering to Trees 

No affixing to, tethering to, climbing on trees or other vegetation within 
forty feet (40’) of residential fence lines to promote privacy of residences 
directly adjacent to District parks and facilities. (Approved: January 15, 
2021) 

 
1140.90 Care of Wildlife 

No person shall molest, harm, chase or tease any animal, reptile or bird except to protect 
persons or property. 

 
1140.100 Motorized Vehicles 

No person shall operate any motorized vehicle upon or within the boundaries of any 
District park facility, except upon streets, parking lots, or other areas designated and 
posted for driving or parking, unless special permission is obtained in writing from the 
General Manager or his/her designee. This provision shall not apply to emergency 
vehicles or District maintenance vehicles. 
 
1140.100.1 Unmanned Aerial Vehicles, Drones, and Radio-Controlled Aircraft. 

Unmanned aerial vehicles (UAV), drones, and/or radio-controlled aircraft 
(RCA) are prohibited, unless special permission is obtained in writing 
from the General Manager or his/her designee. 

 
1140.110 Vandalism 

Injury to, destruction, theft or removal of any portion or part of any park facility, 
including but not limited to the buildings, signs, fields, plants, waters, trees or flowers 
shall be prohibited. It is intended that this provision be strictly enforced to protect any 
and all aspects of the park facilities. 

 
1140.120 Bicycles 

Bicycles shall be permitted through or within any park facility when kept on paved 
walkways, sidewalks, parking areas, or where the same is permitted by posting.  
 

1140.130 Skate Park Rules 
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1140.130.1 Skateboarding, scootering, and in-line skating are hazardous activities 

recreation activities which can create a substantial injury to a participant 
or spectator. Use of the Skate Park is at users’ own risk. 

 
 

1140.130.2  Riders 17 and younger must wear helmets at all time while using the 
Skate Park. Any person 17 years old and younger failing to wear a 
helmet is subject to ejection. Riders 18 years and older are encouraged 
to wear a helmet. All Skate Park users are highly encouraged to wear 
elbow and knee pads. 

 
1140.130.3  Riders 10 years old and younger must be accompanied by a parent or 

guardian 18 years old or older. 
 
1140.130.4  Spectators are welcome to use the benches provided on the outside of 

the Skate Park, but are not permitted within the designated Skate Park 
areas. 

 
1140.130.5  Skateboards, scooter, and in-line skates are permitted. Bicycles or 

motorized vehicles are prohibited. 
 
1140.130.6  Unauthorized pieces of equipment or obstacles are prohibited in the 

Skate Park area. 
 
1140.130.7  The Skate Park is closed on rainy days and all Holidays the District 

observes. 
 
1140.130.8  Skating on park curbs, in the parking lot, and on the entrance sidewalk 

is prohibited. 
 
1140.130.9  Special events, instruction and/or contests are not permitted in the 

designated Skate Park without prior authorization from the District. 
 
1140.130.10  No food, drink, or glass bottles in the designated Skate Park area. Plastic 

water bottles are permitted. 
 
1140.130.11  No tobacco, alcohol, or drug use is allowed. 
 
1140.130.12  Graffiti or tagging is prohibited. 
 
1140.130.13  No amplified sound. 
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1140.130.14  Except for authorized guide dogs and service animals, animals are 

prohibited in the Skate Park. 
 
1140.130.15  Recklessness, horseplay, intimidation, hazing, fighting, profanity, 

harassment, derogatory comments, or disrespect to District staff and/or 
other Skate Park users prohibited. 

 
1140.130.16  The District reserves the right to eject anyone from the Skate Park at 

any time for any reason. 
 
1140.130.17  Report any dangerous or hazardous conditions to District Staff. 
 
1140.130.18  EMERGENCIES: 911 
 
1140.130.19  The Skate Park shall have fixed hours of use, which shall be posted at 

the Skate Park. No person shall use the Skate Park at times other than 
those posted at the Skate Park. In addition to other penalties specified 
herein, use of the Skate Park after posted hours or during a time of 
closure may result in a trespassing citation and denial of future use of 
the Skate Park. 

 
1140.130.20 All persons entering, using, or remaining in any Skate Park must wear a 

shirt while on Skate Park property. 
 
1140.130.21 No person shall skate on curbs, fences, railings, walls, benches, tables, 

and/or driveways of the County-owned area surrounding the Skate 
Park. Skate Park users shall be considerate of nearby businesses and 
residents in the surrounding neighborhood. 

 
1140.130.22 All injuries, whether major or minor, suffered at the Skate Park are to 

be reported to District Staff. 
 
1140.130.23 District shall not be responsible for any personal belongings lost or 

stolen at Skate Park. 
 
1140.130.24 Climbing on or over the Skate Park fence is prohibited. 

 
1140.140 Horses 

No horses shall be brought within the boundaries of any park facility except for riding 
upon trails expressly posted to allow such activity. 
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1140.150 Glass Containers 

No person shall call with them any glass beverage containers while within the 
boundaries of any park facility, except within automobiles, picnic areas and other 
designated eating areas. 

 
1140.160 Alcoholic Beverages 

Alcoholic Beverages are allowed unless otherwise posted or prohibited by the District 
General Manager. This section is intended to expressly prohibit the consumption of 
alcoholic beverages within the following areas: on playing fields of any park, or areas 
immediately surrounding the playing fields. Alcohol will not be permitted in any park 
facility after the curfew hours posted in the park. 
 
(Amended: 02/01/1996; 05/10/2007; 05/14/2019)  

 
1140.170 Refuse 

No person shall dispose of any trash or garbage in any park facility, except that refuse 
which is incidental to the use of the facility. Such refuse must be deposited in the 
receptacles provided therefor. Use of recycling containers is encouraged. 

 
1140.180 Noise Abatement 

Unless previously authorized in writing by the General Manager or his/her designee, no 
person, while within any park facility, shall play any radios, tape players, musical 
instruments or other noise making devices, or use or make amplified sounds at excessive 
noise levels. Such sounds or noises will be excessive if they are audible and intelligible 
(i.e. when actual spoken words are discernible) by a person of average hearing ability 
beyond a distance of 40 feet. Nor shall any person yell, shout or speak for sustained 
periods of time at a volume in excess or that which limits the use of amplified sounds 
above. 

 
1140.190 Weapons 

No person, other than peace officers in the discharge of their duties, shall possess, fire 
or discharge any firearm, air gun, bow and arrow, slingshot or any other weapon 
potentially dangerous to wildlife or human safety while within the boundaries of any 
District park facility, or fire or discharge such weapons on or over the property of the 
District's park facilities. The possession and use of a bow and arrow is permissible within 
the boundaries of Bowmen’s Archery Range. 

 
1140.200 Animal Control/Care of Wildlife 

No person owning or having control of any dog or other animal shall permit it to run at 
large within the boundaries of any District park facility. While within said boundaries, 

- 118 -



 
 

Policy Series 1000 – General 
 
 

 

Page 11 of 45 

the animal shall be on a leash of not more than ten feet in length and shall be under the 
full and complete control of its owner or custodian at all times.  This provision shall not 
apply to any animal used by any law enforcement officer or park personnel in pursuit of 
their lawful duties.  No dogs are allowed on playing fields, unless for a District-sponsored 
activity. Dogs are permitted to be off leash when inside District’s dos parks only. 

 
1140.210 Fires 

No fires shall be allowed except in District-provided barbecue units. 
 
1140.214 Smoking 

In the interest of preventing fires and resulting damage to District or private property, 
no person shall smoke any substance in any area designated as a nature trail/area, open 
space or in any District park or facility where smoking is prohibited. These areas will be 
designated by appropriate signage. 
 
(Approved: September 25, 1997) 

 
1140.220 Sale of Food, Beverages, etc. 

No person shall sell any food, beverage, novelty or other commodity without written 
permission of the General Manager or his/her designee. 

 
1140.230 Fund Raising 

No person shall use any facility for any fund raising activities except with written 
permission of the General Manager or his/her designee. 

 
1140.240 Camping 

There shall be no overnight camping on District facilities unless specifically permitted by 
the District.  
 

1140.250 Reservations 
A. A community building, ball field, park or pool facility shall be reserved through 

the District office on a first come, first served basis, at least 72 hours prior to the 
event. 

B. Applicants must satisfy the District that they will be personally responsible, or 
that they represent a responsible organization, that they will guarantee orderly 
behavior, and that they will underwrite any damage due to their use of the 
facilities. 

C. Deposits and fees, if any, shall be paid at the time the reservation is confirmed 
by the District. A reservation form must also be completed in advance of any 
activity involving District facilities. 
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D. In case of emergency, the District reserves the right to cancel a reservation prior 
to scheduled event without liability. In this case, refunds will be made. 

 
1140.260 Fees and Policy for Park and Pool Use 

A. General Park Facilities 
1. The sponsoring group shall be responsible for any damage to persons or 

property, including District personnel and property, and shall hold the 
District harmless for same. 

2.  All groups shall post a cleaning deposit, refundable upon completion of 
clean-up and inspection by District Facility staff.  

3.  Resident groups (profit or non-profit) shall pay a usage fee plus a 
refundable deposit.  

4. All non-resident groups (profit or non-profit) shall pay a usage fee plus a 
refundable fee. Glass containers are not allowed in or on any CSD park 
or facility including parking areas. 

5. Glass containers are not allowed in or on any CSD park or facility 
including parking areas. 

 
B. Pool Party Policies 

1. Application must be submitted to the Recreation Committee which will 
approve the date and particulars after consulting with the pool manager. 
Application should be submitted at least three weeks prior to the 
proposed date. 

2. The pool will be rented when it does not conflict with previously 
scheduled activities. All fees for rental services are listed on the District 
website and are in accordance with the current fees adopted by the Board 
of Directors and outlined in the current Cost Recovery Plan. 

3. Parties may commence no earlier than the normal closing of general 
recreational swimming and may continue no later than 12 midnight on 
Friday or Saturday evening, or 11 p.m. on Sunday through Thursday 
evenings. 

4. The sponsoring person or organization shall be responsible for any 
damage to persons or property, including District personnel and 
property, and shall hold the District harmless for same. 

5. The responsible person or organization shall provide a clean-up crew to 
work at the end of the party under the supervision of the District pool 
employee in charge. 

6. A copy of this policy shall be given to the sponsoring person or 
organization and shall be deemed approved and accepted by such by the 
return of such copy signed by the responsible person prior to such party. 
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C. Team Usage of District Pool Facilities 
1. Teams renting District swimming pools shall be charged rental fees equal 

to the cost of pool operation during rental period. Fees will be based on 
most recent past actual cost figures available for that period of the year 
in which team usage occurs, and shall be paid in advance of actual pool 
usage. 

2. When multiple teams or District itself is using a pool facility, usage fees 
for each team or group shall be calculated as proportions of the total cost 
of pool operation for that period, based on past actual cost figures for 
that period. Proportions are each groups pool time as a percentage of the 
total hours the pool is open during the rental period.  

 
1140.261 Permit Procedure and Safety Requirements for Public Demonstrations at District Parks 

See District Ordinance 2021-01: Establishing a Permit Procedure and Safety 
Requirements For Public Demonstrations At El Dorado Hills Community Services District 
Parks 

 
 
 
Source: Guidelines for Use of Park and Pool Facilities, Adopted 1979 
Revised: 1984, 1988, 1989, 1996 
Ordinance 11/19/87 - Adopted November 19, 1987 
Amended: February 1, 1996; October 10, 1996 (October 10, 1996 amendment also replaces and makes 
Policy Guide Section 1130 obsolete, in total); September 12, 2019; January 15, 2021. 
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POLICY TITLE: ENCROACHMENT 
POLICY NUMBER: 1145 
 
1145.10 General 

A. This policy applies to all parties requesting access onto any District-owned 
properties or easements granted to the District. 

B. Encroachment, for the purposes of this policy, shall be defined as: Access onto 
District property or easement by any person except District personnel or their 
authorized agents for a purpose other than its intended or permitted use. 

C. The District strives to administer the use of its lands in ways that will be safe, 
environmentally sound and of maximum benefit to the community. In order to 
safeguard the lands owned and/or managed by the District and the 
improvements to those lands, the District exercises its right to prohibit and/or 
restrict all encroachments in the following areas. 

 
1145.15 Restricted Areas 

All access in these areas is prohibited except under conditions listed under section 
1145.20. 
A. The New York Creek Nature Area. 
B. All other District-Owned parcels which lie adjacent to the New York Creek. 
C. All improved District park lands. 
D. All improved District land or easements which lie in those areas designated as 

"Landscape and Lighting Assessment Districts." 
 
1145.20 Conditions for Encroachment (Restricted Areas) 

A. For District personnel or their authorized agents to perform required operation 
as designated by the District. 

B. For all Federal, State, County or local agencies including emergency services who 
by agreement or legal jurisdiction are required to enter those areas to perform 
their functions. 

C. For all Utility companies who, by agreement or easement, are required to enter 
those areas to access equipment or other components of their system. 

D. May be permitted for emergency use only by residents and property owners of 
land adjacent to District property or easements. An emergency, under this 
condition, shall be defined as a situation that poses an imminent danger to life 
or property and cannot be remedied by accessing the property by other means. 

 
Loss of property due to proposed improvements to the property such as 
construction of a pool or addition do not qualify as an emergency condition. 
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E. Individuals wishing to encroach under these conditions must apply for a permit 
as outlined under Encroachment Permit section of this policy. 

 
1145.25 Non-Restricted Areas 

A. All unimproved District land or easements not listed under section 1145.15 
(Restricted Areas) of this policy. 

B. Access to these areas may be permitted by the District. Permits will be granted 
on a case-by-case basis as determined by the District. 

C. Individuals wishing to encroach in these areas must apply for a permit as outlined 
under section 1145.30 (Encroachment Permit) of this policy. 

 
1145.30 Encroachment Permit 

A. All persons requesting permission to encroach upon District properties or 
easements are subject to the following requirements and conditions; 
1. Requirements 

a. Parties must apply for permission to access District property by 
submitting to the District in writing and at least three days prior 
to the intended use a request with the following information: 
1) Reason for encroachment. 
2) Dates and times of intended usage. 
3) Types of vehicles or other equipment that will be 

accessing District property. 
b. The Parks Superintendent will review each application and 

determine whether or not to grant permission based on site 
conditions or other factors which may affect safety and/or 
property damage. 

c. If permission is granted the permitted will be responsible for the 
following fees and deposits. Permits and extension fees are due 
prior to being issued. Re-inspection fees will be deducted from 
the deposit. All fees are non-refundable. 
1) Fees: 

$75 for a 30-day permit 
$25 for each additional 15-day extension 
$25 for each re-inspection due to a violation of 
encroachment conditions 

2) Damage Deposit: 
$500 refundable on condition 

d. Payment of the deposit must be made prior to issuance of the 
permit. Refund of this deposit will be granted in accordance with 
Section 1145.30(C)(6) of this policy. 
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2. Conditions 
a. All conditions listed in this policy or on the permit must be 

followed. Failure to do so may result in the District revoking the 
permit and retaining all or part of the deposit. 

b. The District retains the right to amend or revoke the permit at any 
time. 

c. The District reserves the right to limit access to any of its 
properties. 

d. Access is to be coordinated with the designated staff person as 
shown on the permit. 

e. Crossing of any county right of way or utility easement requires 
additional permits from those agencies. It is the responsibility of 
the permitted to contact such agencies and secure the necessary 
permits prior to use. Applicants are encouraged to call the El 
Dorado County Department of Transportation for information. 

f. The District will inspect the site during and again at the close of 
the encroachment period. If all conditions have been met and the 
site is in satisfactory condition at the closing inspection, then the 
District will refund the deposit within a period not to exceed 30 
days. 

g. Permitted is responsible for any costs incurred for damages to 
persons or property resulting from activity under this permit. This 
includes any cost which exceeds the deposit on file. 

 
 
 
Adopted: January 27, 1994 
Amended: January 12, 1995 
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POLICY TITLE: DISTRICT PARK FACILITIES CURFEW 
POLICY NUMBER: 1150 
 
1150.30 Curfews for all parks will be from sunset to sunrise except at lighted outdoor facilities 

(see policy 1180).  
 
 
 
Adopted: October 18, 1990; 
Amended: September 6, 2005, August 12, 2010 
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POLICY TITLE: DISTRICT OFFICE HOURS 
POLICY NUMBER: 1155 
 
1155.10 The General Manager shall set the District offices and public service counter hours of 

operation to be in the best interest of the District and its residents, in accordance with 
the budget approved by the board of directors.  

 
 
 
Adopted: October 10, 1996 
Amended: September 6, 2005; August 12, 2010 
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POLICY TITLE:  YOUTH ATHLETIC FIELD USE AND ALLOCATION  
POLICY NUMBER:  1160 
 
1160.10 Introduction 

The El Dorado Hills Community Services District (EDHCSD) is dedicated to fostering 
healthy lifestyles and helping the community thrive. The EDHCSD recognizes that sports 
are a fundamental component of this goal and that field availability is necessary to 
sports organizations. As such, EDHCSD coordinates and issues permits for the use of 
EDHCSD athletic fields and gymnasiums for general public use for cultural, social and 
recreational activities/programs. EDHCSD also works cooperatively through Joint Use 
Agreements with the Buckeye and Rescue School Districts to provide athletic fields, 
gymnasiums and pools to local organizations. 

 
The purpose of this policy is to outline EDHCSD allocation priority and rental procedures 
for the permitted use of athletic fields and gymnasiums in El Dorado Hills. EDHCSD has 
experienced tremendous growth in youth sports with both new sports organizations and 
emerging sports. This growth is anticipated to continue. EDHCSD has already 
experienced an increased demand for the use of EDHCSD athletic fields/gymnasiums, 
and finds it necessary to emphasize sharing in the use of all athletic fields and 
gymnasiums among our present and future sports organizations. 

 
Policies and Procedures have been established to assure that the fields and gymnasiums 
are utilized for recreational, cultural, educational, social and community service 
functions that meet the needs of the community, as well as, set clear procedures, 
regulations and rental fees for such uses. This policy addresses youth sports specifically. 

 
Neighborhood and community parks that have athletic field space designated in their 
design are available for use. Due to the limited number of fields, gymnasiums and 
facilities available, EDHCSD has established criteria for priority use. EDHCSD will give 
priority to El Dorado Hills residents and will monitor proper use of allocations and 
permits. 

 
Recognizing that this increased demand on fields and gymnasiums creates an increased 
strain on EDHCSD’s financial resources, it is possible that EDHCSD may charge user fees 
in order to recover direct costs to operate, maintain, repair, improve, supervise and 
administer the use of schools, parks and athletic fields, gymnasiums and other sports 
facilities. 

 
 
 

**continued on next page** 

- 127 -



 
 

Policy Series 1000 – General 
 
 

 

Page 20 of 45 

1160.20 Statement of Philosophy 
The District is dedicated to creating partnerships with local youth sports organizations 
to ensure there is ample opportunity to participate in athletics at various ability levels. 
Our primary role in these partnerships is to provide athletic opportunities and to make 
certain EDHCSD fields and gymnasiums remain safe and of high quality. The 
allocation/permitting process provides an organization the exclusive use of a field to the 
exclusion of all others. The objective of this document is to create clear written 
allocation procedures that: 
A. Fairly distributes available fields, gymnasiums and other sports facilities 
B. Maximizes playing time 
C. Incorporates “turf recovery period” to maintain safe, quality fields and other 

sports facilities 
D. Communicates financial issues and recovery policy 
E. Outlines field use regulations 
 
The underlying principle of financing public park and recreation facilities is for public 
use, enjoyment and to ensure that all citizens have equal opportunity and choice of 
participation. Since the demand is greater than the tax revenues available for support, 
it is necessary to charge fees for selected fields or gymnasium, particularly in instances 
where the field/gymnasium is utilized by individuals or groups for personal benefit. 

 
1160.30 Definition of Terms 

Resident Status 
Resident status is defined as groups or organizations comprised of at least 90% 
El Dorado Hills residents and based in El Dorado Hills. Team rosters and/or 
individual participant utility bills/photo ID may be required by CSD staff to verify 
residency status. 

 
Resident Percentage Status 

Resident Percentage Status is important in determining an organization’s Priority 
Classification. Resident Percentage Status will be determined from the group or 
organization’s prior season’s actual rosters (fall season for fall season, spring 
season for spring season). Team Rosters, player addresses, picture ID, utility bills, 
report cards, school ID, etc. may be required to EDHCSD staff to verify residency 
status, and EDHCSD reserves the right to conduct audits of submitted verification 
documents and of onsite team player rosters to establish residency. Teams will 
be required to have proper forms on hand to prove local residency and must be 
prepared to provide documents to the Recreation Department upon request. 

 
Youth Status 

Youth status is defined as persons under the age of 18. 
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Non-Profit Status 
To qualify as a Non-profit user, the organization must meet all criteria as 
identified by the Internal Revenue Service. The organization must be registered 
as a not-for-profit corporation by the State of California. If the organization is not 
registered with the State, they must have a constitution, set of bylaws or mission 
statement which clearly states the objectives of the organization are of a non-
profit, non-commercial nature. Visit www.irs.gov for additional information of 
non-profit status. The organization must be comprised of volunteers, 75% of 
which must be El Dorado Hills residents. 

 
Audit 

During an audit, each organization/coach is to state the name of each participant 
on their roster, provide verification documents for each participant, and sign off 
on the roster form. Each group is to cooperate with staff when audits are being 
conducted and during the process of collecting rosters and verification 
documents. The organization will provide rosters to staff prior to the season and 
random audits will be done throughout the season to verify resident status. 

 
Basic Services 

Basic services are defined as the maintenance of safe, clean, attractive parks and 
buildings and the provision of recreation services for the general public. Basic 
Services preserve and promote physical and mental well-being and will continue 
to be supported by taxpayer resources. 

 

Examples of basic service 
a) Free play in playgrounds 
b) Use of EDHCSD parks or open space for passive, non-regular use by an 

organized sports league or affiliation 
c) General park and recreation administration services 
d) Park and recreation facility development 

 

Examples of basic facilities 
a) Unscheduled, unlighted, unmarked 

baseball/softball/soccer/utility/football fields 
b) Unscheduled outdoor basketball facilities 
c) Unscheduled tennis courts 
d) Unreserved picnic tables and shelters 
e) Parks and playgrounds 
f) Parking lots for general facility use 
g) Trails, paths and restrooms 
h) Open space 
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Special Services 
Special services are those where revenues are necessary to support continued use. By 
this definition, individuals can expect to pay a fee for the privilege of using the fields, 
gymnasiums and facilities to the exclusion of others and without interference. 
 

Examples of special fields/facilities/services 
a) Scheduled/reserved use of indoor facilities (gymnasiums, meeting 

rooms, courts, etc.) 
b) Scheduled use of tennis courts 
c) Lighted baseball/softball/soccer/utility/football fields/bocce ball 
d) Maintenance necessary for sports programs 
e) Swimming pools with lifeguards 
f) Outdoor theater facilities 
g) Use of parks for special events 
h) Reserved picnic tables and shelters 

 
1160.40 Priority use of fields, gymnasiums and other sports facilities will be allocated as 

follows: 
 
Category 1: EDHCSD sponsored or co-sponsored events: CSD youth and adult 

athletic programs and leagues. Buckeye and Rescue school districts have 
priority at school sites where a joint use agreement is in place prior to 4 
pm on weekdays when school is in session. 

 
Category 2: Non-profit youth sports: Organizations who conduct open registration 

regardless of skill level, maintain a national affiliation, follow National 
Alliance of Youth Sports (NAYS or equivalent program as defined by 
EDHCSD), operate through volunteer coaches and administrators and 
provide an “everyone plays” philosophy. Priority of field allocation use 
will be as follows: 

  

Youth Group A (Resident Status): EDH based youth organizations must 
meet the following 

requirements. 

 90% EDH residents and/or 1,000 EDH residents. 

 90% El Dorado County residents. 
This group is given first priority of fields/gymnasium and hours of 
use before any other group is considered. 

 
Youth Group B (EDH Based - Non-Resident Status): EDH based youth 
organizations with less than 90% EDH residents and less than 1000 
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residents. This group will be allowed to request fields or facilities only 
after Group A has been allocated their requests. 

 
Youth Group C (Non-EDH Based and Non-Resident Status): Non EDH 
based and non-EDH resident sports groups. This group will be allowed to 
request fields or facilities only after Groups A and B have been allocated 
their requests. If multiple groups within this category apply for the same 
field, % of EDH residents will be taken into account to allocate % of 
available fields/gymnasium or other facility. 

 

Category 3: Youth and Adult for profit: All other youth and adult users. For profit 
organizations, tournaments, clinics and/or camps with individual or team 
participation fees. 

 
1160.41 Non-Resident Fee 

Organizations in categories 2 and 3 will be assessed a 10% non-resident fee based on 
the percentage of participants that are not EDH residents. For example, if 15% of the 
roster are non-residents and the fee is $100. Then $15 ($100 x 15%) would be assessed 
10% more ($15 x 10%=$1.50). The new fee would be $101.50. This same percentage will 
be applied to the field cap hours. 

 
1160.42 Field Allocation Process 

Allocation of fields will follow the guidelines of this document. These allocations are not 
intended to interrupt the field assignments for teams and/or organizations during the 
course of a season that has already started. 

 
Sport Season Priority 

 A sport in its traditional season will have priority field use over an out of 
season sport. 

 Spring sports (baseball, softball, lacrosse, and EDHCSD flag football) have 
priority in the spring. 

 Fall sports (soccer, EDHCSD flag football) have priority in the fall. 
 
Additional Considerations 

• Fields will be allocated by Priority Group Classification. 

 Fields will be allocated to teams/organizations based on percentage of 
verifiable total EDH residents in relation to all teams in that Priority Group 
Classification 

 Verification of local residency will be established by providing such 
documentation requested by EDHCSD including team rosters, player 
addresses, picture ID, utility bill, report cards, school ID etc. EDHCSD reserves 
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the right to conduct random audits to establish residency. Teams will be 
required to have proper forms on hand to prove local residency and must be 
prepared to provide documents to the Recreation Department upon request. 

 With regards to sports that play year-round (with a primary and off-season 
play), the primary season of each sport will determine whether the field is 
considered a baseball/softball or a soccer/football field on multiple use sites. 

 In an effort to provide balanced sports opportunities on athletic fields, the 
Parks and Recreation Director has the authority to limit exclusive use at 
athletic facilities and to make minor changes to group priorities if deemed 
necessary. 

 Allocation requests during off-season play will be reviewed after allocations 
are granted for the primary season sports. 

 Teams and organizations may be required to provide schedules to show that 
all of the allocated fields are being utilized. If an allocated field(s) is not 
utilized by the designated organization/teams a total of three times during a 
season or reserved period of use, the field(s) will be reassigned. 

 Teams/organizations will be notified by EDHCSD staff when it has been 
determined that a field(s) is (are) not being used (and prior to the 
reassignment). 

 The EDHCSD reserves the right to cancel an allocation to accommodate the 
needs of any EDHCSD sponsored/co-sponsored tournaments and/or special 
events. 

 
1160.46 Field Allocation Formula 

In order to resolve a discrepancy between organizations in the same Priority Group 
Classification, the resident percentage status will be used to determine the amount of 
field use that will be allocated to each organization. 

 
Fields will be allocated within each Priority Group Classification to organizations based 
on the percentage of verifiable local residents registered with that organization in 
relation to the total number all registered local residents in all organizations in that 
Priority Group Classification combined. 
 
Verification of local residency will be established by providing such documentation 
requested by EDHCSD including team rosters, player addresses, picture ID, utility bill, 
report cards, school ID etc. EDHCSD reserves the right to conduct random audits to verify 
residency. 
 
The total number of all EDH residents registered in all organizations within that Priority 
Group Classification will then be determined. Each organization’s EDH resident number 
will be divided by the total of all EDH residents registered to determine the percentage 
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of use to be allocated to each group. If current registration numbers are not available at 
the time of field allocation, then prior years registration will be used. 
 
An example of this would be: 

Baseball Group A has 750 EDH residents Baseball Group B has 900 EDH residents 
 
Total EDH residents registered in both organizations is 1,650 
 
750 divided by 1,650 equals 45%. Group A would receive 45% of the field time available. 900 
divided by 1,650 equals 55%. Group B would receive 55% of the field time available. 

 
1160.50 Recovery Policy 

As EDHCSD continues to grow and facilities age, EDHCSD must develop a financial system 
to support our community investment while maintaining the high level of services we 
currently provide. EDHCSD will continue to provide basic services funded entirely by 
general taxpayers; however, those benefiting from special services, which create 
additional EDHCSD expenses, must contribute financially. EDHCSD acknowledges that 
the community benefits when youth are engaged in sports activities. The recovery policy 
is intended for the participants to supplement, rather than supplant the investment of 
the general taxpayers. The recovery policy strives to: 
A. Amortize the capital investment and cover maintenance/operational costs of a 

field. 
B. Pay for and augment operation/maintenance costs for a field where tax 

appropriations support the basic service. 
C. Control use of the field. 
D. Assess a portion of the costs of the field to users who may not be tax supporters. 
E. Enable EDHCSD to provide fields, gymnasiums and other facilities for which funds 

might not otherwise be available. 
 
The primary purpose of this policy statement is to develop an understanding that the pricing of services 
is a conscious procedure that requires continual investigation and review by EDHCSD staff. 
 
 
 
Adopted: December 16, 2010 
Amended: March 11, 2021 
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POLICY TITLE: RALPH M. BROWN ACT  
POLICY NUMBER: 1165 
 
The Brown Act, officially known as the Ralph M. Brown Act (Government Code sections 54950-549631) 
after its author, Assemblyman Ralph M. Brown (Turlock), was enacted in 1953 in response to mounting 
public concerns that local elected officials were avoiding requirements for providing the public with 
advance notice of public meetings by conducting secret "workshops" or "study sessions". 
 
The stated intent of the Brown Act (also referred to herein as the "Act") is to ensure that public agencies 
deliberate and conduct their business in open public meetings that are open and accessible to the 
public.  

 
A. Prior to holding any closed session, the legislative body of the local agency shall disclose, 

in an open meeting, the item or items to be discussed in the closed session. The 
disclosure may take the form of a reference to the item or items as they are listed by 
number or letter on the agenda. In the closed session, the legislative body may consider 
only those matters covered in its statement. Nothing in this section shall require or 
authorize a disclosure of information prohibited by state or federal law. 

B. After any closed session, the legislative body shall reconvene into open session prior to 
adjournment and shall make any disclosures required by Government Code Section 
54957 of action taken in the closed session. Except for reporting-out requirements, 
confidentiality of closed session matters must be preserved. 

C. The announcements made in open session may be made at the location announced in 
the agenda for the closed session, as long as the public is allowed to be present at that 
location for the purpose of hearing the announcements. 

 
The El Dorado Hills Community Services District will follow all provisions of the Ralph M. 
Brown Act. See also Policy Guide Series 5000 for conduct of District Board Meetings. 

 
 
 
Approved: August 8, 2013 
Amended: September 12. 2019 
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POLICY TITLE: COMMERCIAL ADVERTISING 
POLICY NUMBER: 1170 
 
1170.10 Any and all commercial advertising associated with the District must be cleared by the 

Board of Directors. 
 
 
 
Adopted: March 14, 1991 
Amended: September 12, 2019  
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POLICY TITLE: POSTING OF NON-DISTRICT SIGNS 
POLICY NUMBER: 1175 
 
1175.10 Definitions 

Sign 
All publicly displayed papers, boards, placards or other writings, including but 
not limited to, flyers, bulletins, placards, posters, handbills, leaflets, banners or 
pamphlets. 

 
District Property 

All property leased or owned by the El Dorado Hills Community Services District, 
including all facilities and other tangible things (e.g. telephone poles, trees, light 
poles, walls, signboards, fences, etc.) located within or marking the District's 
boundaries. 

 
1175.20 Rules and Regulations 

A. No person shall post any sign on District property. Individuals and organizations 
wishing to have signs posted on District property must submit their signs for 
approval at the District's office by the District's General Manager or designated 
staff member. Only those signs which conform to the rules and regulations 
stated herein will be approved and posted. District approval shall be evidenced 
by a number written on the sign by District personnel at the time of approval. 

B. All signs other than banners must be no larger than 8.5 inches by 11 inches. 
C. Only those signs, including banners, related to events sponsored by the District 

or taking place on or in District property or facilities will be approved and 
accepted for posting, subject to space availability. 

D. Approved signs except for banners will be displayed and posted only on official 
exterior bulletin boards maintained and controlled by the District. Only District 
personnel are permitted to actually place signs on the bulletin boards. The 
General Manager may approve the placement of banners in appropriate 
locations on District property. 

E. Approved signs will be placed on the bulletin boards on a first come, space 
available basis. Signs related to activities sponsored by the District shall have 
priority over other signs. Signs will be posted for a maximum period of ten days. 

F. All signs shall comply with any applicable state law or local ordinance. 
G. All signs must bear the name and telephone number of the person who obtained 

approval for the posting of the sign. 
H. Any sign that is posted in an improper place or which fails to conform to state or 

local legal requirements or which has not been approved by the District or which 
fails to bear the name and telephone number of the person who obtained 
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approval of the sign may be removed without notice to the person who posted 
the sign and shall be disposed of without prior notice. 

 
 
 
Source: Ordinance adopted May 26, 1992 
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POLICY TITLE: OUTDOOR PARK/RECREATION FACILITY LIGHT USE 
POLICY NUMBER: 1180 
 
1180.10 This purpose of this policy is to govern the conditions and limits of using outdoor lighting 

for District recreation facilities. These regulations do not apply to security lighting. 
Recreation facilities include, but are not limited to, swim centers, tennis courts, skate 
parks, bocce ball courts, and sports fields such as, baseball, football, lacrosse, softball, 
and soccer. 

 
1180.11 The purpose of providing lighting for District outdoor recreation facilities is to extend 

the useable period for members of the public to safely enjoy the use of recreation 
facilities. Therefore, lighted recreation facilities are allowed use until the designated 
closing time of the facility and not limited to the designed closing time of the park. 

 
1180.12 This policy may be waived by action of the General Manager for District sponsored 

special events or repairs. 
 
1180.13 Outdoor Recreation Facility Lights shall be turned off no later than 10:00 p.m., Monday 

– Saturday except as indicated below. 
 

1180.13.1 Only with the advance consent of the General Manager, lighted sports 
fields shall be turned off no later than 8:00 p.m. on Sundays. 

 
1180.13.2 Additionally, lighted sports fields will be turned off no later than 10:00 

p.m. or 10 minutes after final out of last game if before 10:00 p.m., 
Monday - Saturday 

 
1180.13.3 Lighted Skate Parks shall be turned off no later than 9:00 p.m., Monday 

– Sunday and until 10:00 p.m. during district sponsored events with prior 
authorization of the General Manager. 

 
 
 
Adopted: February 28, 1991; 
Amendments: June 8, 2006; June 14, 2007; June 30, 2011; May 10, 2012 
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POLICY TITLE: SUBSIDY OF PRIVATE ENTERPRISE 
POLICY NUMBER: 1190 
 
1190.10 It is the policy of the El Dorado Hills Community Services District that District funds or 

resources will not be used to subsidize any private enterprise on public lands within the 
District. 

 
 
 
Adopted: August 26, 1993 
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POLICY TITLE: INTENT TO COMPLY WITH THE AMERICANS WITH DISABILITIES 
ACT OF 1990 

POLICY NUMBER: 1200 
 
1200.10 Policy Findings 

A. The Americans with Disabilities Act is a sweeping civil rights law that is intended 
to eliminate discrimination against persons with disabilities in all aspects of 
American life. It includes provisions regarding employment (Title I), state and 
local government services (Title IIA), public transit service (Title IIB), public 
accommodations (Title III), and communications (Title IV), and includes 
provisions for enforcement; and 

B. Several sections of the Act relate directly to the provision of services, facilities 
and programs to the public by the District, including: 

C. Under Title I guidelines, the District is prohibited from discriminating on the basis 
of disability against a qualified person with a disability in any employment action; 

D. Under Title IIA guidelines, the District is prohibited from discriminating on the 
basis of disability in the provision of its services against a person who, with or 
without a reasonable accommodation, meets essential eligibility requirements 
for receiving such services. Such services are broadly interpreted to include every 
program, service and activity provided by the District; 

E. "Reasonable accommodation" shall include, but is not limited to, the changing 
of rules, policies, and practices; the removal of architectural, transportation, and 
communication barriers; and the provision of auxiliary aids and services, when 
such "reasonable accommodation" will not result in an undue burden involving 
the fundamental alteration of the nature of a program, service, or activity, or 
would result in an undue financial or administrative burden; and 

F. Under Title III guideline, the District in providing goods, services, or facilities for 
the public, is prohibited from discriminating on the basis of disability in the 
provision of those public accommodations, and provide reasonable 
accommodations which include, but are not limited to, changing rules or 
practices; the removal of architectural or communication barriers; and the 
provision of auxiliary aids or services. Where the removal of a barrier will require 
structural change, removal must be readily achievable. If not, alternative 
methods of accommodation must be considered. New construction must be 
readily accessible to, and usable by persons with disabilities; and 

G. The District completes a self-evaluation on a periodic basis to determine deficits 
in programs, activities, practices, and services. This activity includes a 
comprehensive overview of the structures in which services are delivered, the 
manner in which eligibility for service is determined, the accommodations 
available for people with disabilities, the policies and governing practices, and 
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the manner in which the agency communicates with beneficiaries, residents, 
businesses, and others; and  

H. The District must complete a transition plan for the removal of barriers which will 
require structural modifications. The transition plan and the projects are to be 
completed as soon as is practicably possible. 

 

1200.20 The El Dorado Hills Community Services District's Board of Directors intends to comply 
with the requirements of the Americans with Disabilities Act, and make all reasonable 
efforts to provide the resources necessary to make all reasonable efforts to provide the 
resources necessary to make any reasonable accommodations of deficits in programs, 
activities, practices, facilities, and services described in the self-evaluation and transition 
plan that will not fundamentally alter the programs, activities, practices, facilities and 
services provided by the district. 

 
 
 
Source: Resolution 92-01; 
Adopted: January 9, 1999 
Amended: September 12, 2019  
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POLICY TITLE: INDOOR FACILITY RENTAL  
POLICY NUMBER: 1220 
 
1220.10 The El Dorado Hills Community Services District recreational programs and other 

District-sponsored activities shall receive priority use of indoor facilities. When available, 
the El Dorado Hills Community Services District offers facilities for rental by individuals 
and organizations, including: 

 
Indoor District Facilities  

 Community Activities Building  
o Gym 
o Kitchen 
o Classroom 
o Exercise Room 

 Oak Knoll Club House 

 Pavilion 
 
Outdoor Picnic Areas  

 Kalithea Village Park 

 Peter Bertelsen Memorial Park 

 Promontory Community Park 

 Lake Forest Park 

 Valley View Sports Park 
 
Athletic Fields - Use and Allocation of Athletic Fields see Policy 1160.   

 
1220.20 Guidelines for Use of District Facilities 

Sets forth facility use fees and processes for reserving and using District Facilities. This 
document is reviewed annually by staff and approved by the General Manager. 

 
1220.30 Standard facility use fees are reviewed annually by staff and recommendations are 

approved by the General Manager. Fees are set based upon similar facilities in the 
vicinity of El Dorado Hills, maintaining the District’s competitiveness in the market, and 
offsetting parks and facilities staff and maintenance costs. 

 
1220.30.01 Community residents, non-residents, business meetings, political 

activities, clubs or any other individual or business that is not non-profit 
will pay the standard facility use fee. 

 
1220.30.02 Non-Profit organizations headquartered in El Dorado Hills and registered 

with the State of California, District Staff, and District Board Members will 
be given a 15% discount on standard facility use fees. 
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Non-Profit organizations in El Dorado County and registered with the 
State of California, will be given a 10% discount on standard facility use 
fees. 
 
The Non-Profit discount for all organizations will not exceed $200. 

 
1220.30.03 District-sponsored groups or events, governmental agencies, District 

partners and community advisory groups may be given additional 
discounts. These groups and organizations will be reviewed by the 
General Manager on an annual basis for eligibility. 

 
For Businesses or Private Enterprises use of facilities – see Policy 1190. 

 
 
Adopted: 1989; 
Amended: 1991; 1992; October 1994; June 1995; December 1996; June 2000; April 8, 2004; May 10, 
2012; February 12, 2015; September 12, 2019; May 14, 2020  
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POLICY TITLE:   COMMUNITY RELATIONS 
POLICY NUMBER: 1230 
 
1230.10 Complaints by Constituents 

From time-to-time, constituents may have complaints regarding policies, procedures, or 
the actions or inactions of El Dorado Hills Community Services District employees. It is 
the intent of this policy to provide the means for adjudicating each complaint in a fair, 
impartial and uniform manner. Accordingly, this policy is designed to set forth strict 
guidelines which must be adhered to by constituents during the complaint process, 
including, but not limited to, a formal chain-of-command. No complaint will be heard at 
any level of the complaint process if the constituent has failed to seek redress of his/her 
grievance at the appropriate lower level(s), as set forth in this policy. 
A. A constituent shall pursue his/her complaint as follows: 

1. Level One 
Initially, the constituent shall attempt to resolve the matter through 
direct discussion with the individual employee of the District involved in 
the incident. If the matter is resolved to the satisfaction of the 
complaining party, then no further action shall be taken by the 
constituent. However, if the constituent is not satisfied with the 
proposed solution for resolving the complaint, the constituent may seek 
redress for his/her complaint as set forth in Level 2. 

2. Level Two 
The constituent shall submit the complaint, in writing, to the immediate 
supervisor of the employee who was most directly involved in the 
incident which gave rise to the complaining, within five (5) days after the 
informal conference pursuant to Level One above. The immediate 
supervisor shall provide a written response to the constituent within ten 
(10) days after receiving the complaint. If the constituent is not satisfied 
with the proposed solution for resolving the complaint, or the time to 
respond to the complaint has expired, the constituent may seek redress 
for his/her complaint at Level 3. 

3. Level Three 
The constituent shall present, in writing, the unresolved complaint to the 
General Manager. The General Manager may appoint a designee to 
respond to the complaint. The General Manager or his/her designee shall 
respond to the complaint, in writing, no later than ten (10) working days 
following the receipt of the written complaint. The General Manager has 
the right to convene a personnel conference to discuss the complaint. If 
the constituent is not satisfied with the proposed solution for resolving 
the complaint, the constituent may seek redress for his/her complaint at 
Level 4. 
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4. Level Four 
The constituent may request that the Board of Directors hear the 
complaint. If the constituent requests that the Board of Directors hear 
the complaint, the request shall be made in writing to the General 
Manager, as secretary to the Board of Directors. No later than thirty (30) 
days after the request for hearing is received, the Board shall instruct the 
General Manager to notify the constituent in writing of the Board's 
determination as to whether it will hold a hearing regarding the matter. 

5. A hearing will not be held by the Board of Directors on any complaint 
unless and until the Board has received the General Manager's written 
report concerning the complaint. The General Manager's report shall 
contain, but is not limited to, the following: 
a. The name of the employee(s) involved; 
b. A brief but specific summary of the nature of the complaint and 

the facts surrounding it sufficient to inform the Board and the 
employee(s) of the precise nature of the complaint and to enable 
the employee(s) to prepare a defense; 

c. A true copy of the signed original complaint; and 
d. A summary of the action taken by the General Manager in 

connection with the complaint, with the General Manager's 
specific finding that disposition of the complaint at the General 
Manager's level has not been possible and the reasons therefore. 

e. If the Board decides to hold a hearing, the General Manager will 
notify the constituent of the time, place and any appropriate 
conditions for conducting the hearing. All persons involved in the 
incident giving rise to the complaint may be requested to attend 
the hearing or meeting. The Board will give each party involved a 
reasonable opportunity to explain or clarify his/her position with 
respect to the incident. Complaints heard by the Board pursuant 
to this policy will be considered in open session or in closed 
session as appropriate to the issue and in accordance with law. 
The decision of the Board following the hearing shall be final. 

f. If the Board decides not to hold a hearing, the decision of the 
General Manager and/or his/her designee will be considered 
final. 

g. The Board either individually, or collectively, shall not consider 
any complaint presented to them, in any manner or form, unless 
and until the constituent has attempted to resolve his/her 
complaint as set forth above. 

 
See Policy 2320 Grievance Procedures 
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1230.20 Complaints by Employees - See Policy 2320 Grievance Procedures  

 
 
Adopted: June 10, 1993 
Amended: September 12, 2019 
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POLICY TITLE:  AGENDA SUBSCRIPTIONS/PUBLIC RECORD DUPLICATION 
POLICY NUMBER:  1235 
 
1235.10 Board meeting and committee meeting agendas shall be posted in accordance with 

state open-meeting laws. Agendas will be made available free of charge at the public 
service counter and during the meeting itself. 

 
1235.20 The District shall provide board and committee agendas on an annual subscription basis, 

available by both postal mail and email. Staff shall establish fees for such subscriptions 
which at lease reimburse the District for costs associated with processing subscription. 
Fees will be reviews periodically to insure adequacy with charges levied by other public 
agencies. 

 
1235.30 Agenda subscriptions shall be available for the following: 

A. Board Regular and Special Meetings 
B. Design Review Committee Meetings 
C. Board Committee Meetings (excluding DRC) and 
D. All Agendas 

 
1235.40 Subscriptions will be on an annual, January 1-December 31 period. Agenda subscription 

fees will be prepaid annually. Fees may be prorated the first year of an individual 
subscription only. 

 
1235.50 The District shall make any information which is a legal public record available to 

members of the public requesting a copy. Staff shall establish and maintain fees for 
providing copies of printed or otherwise recorded public records. Fees shall be set by 
the General Manager or his/her designee. 

 
1235.60 Duplication of other information and documentation will be available to the public on a 

fee-for-service basis. Members of the public may request a copy of specific document 
at a charge according to the Districts published per-copy charge. Requests for copies of 
information which is not specific to a document of which requires staff compilation, 
research or search for non-district information, shall be subject to published staff-time 
charges in addition to published copy fees. 

 
 
Amended: May 10, 2012; September 12, 2019  
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POLICY TITLE:  REQUEST FOR PUBLIC RECORDS  
POLICY NUMBER:  1240* 
 
General 
Public records maintained by the District shall be available for inspection during the regular business 
hours of the District. The General Manager, or his or her designee, shall be the official custodian of 
District records and shall make any nonexempt records freely available to the public in accordance with 
Government Code section 6250 et seq. The District may refuse to make available records that are 
exempt from disclosure pursuant to Government Code section 6254 or other applicable law. The 
District shall not disclose records that assess vulnerability to terrorist attack or other criminal acts 
intended to disrupt the District’s operations or the disclosure of which would compromise the 
workplace security of the District’s facilities, operations, or personnel. 
 
Guidance for District Employees 
Employees shall not make any promise or statement assuring confidential treatment of any record 
given to the District. All requests for inspection or copies of public records, other than forms and 
documents routinely distributed to the public, shall be forwarded to the General Manager (or his or 
her designee) to determine whether a record is exempt from disclosure. District employees shall not 
provide to anyone who does not work for the District any record deemed exempt from disclosure by 
the General Manager or his or her designee without express authorization from the General Manager. 
The General Manager shall have the sole authority to disclose exempt documents. All records created 
by the District’s legal counsel are protected by the attorney/client privilege and are exempt from 
disclosure. The General Manager or his or her designee shall not disclose such records to anyone not 
employed by the District without first consulting with the District’s legal counsel. 
All Proposals submitted in response to a request for proposal (RFP) become the property of the District 
and under Government Code § 6250 et. seq. are public records which may be subject to public review. 
The RFP should generally provide that except for price or other portions marked confidential (such as 
trade secrets when applicable) the public will have access to a submittal. However, in special 
circumstances where the public interest in the confidentiality of submittals outweighs the public 
interest in disclosure, the RFP may provide for confidentiality of submittals for that particular project. 
In such special circumstances, the General Manager or his or her designee shall consult with the 
District’s legal counsel for assistance in preparing the RFP. 
 
Requests for Inspection or Copies of District Records 
Members of the public who wish to inspect or obtain copies of any public record must submit their 
request to the office of the General Manager specifying the desired records. Requests should be 
specific, focused and not unreasonably interfere with the ordinary business operations of the District. 
The request should sufficiently describe records so that identification, location and retrieval of the 
records can be achieved in a timely manner by District personnel, and should include the name and 
address of the requestor and a telephone number and or email address where the requestor can be 
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reached for questions of clarification that will help to identify and locate the appropriate records for 
retrieval.  
 
The District’s Search for and Review of Responsive Records 
A reasonable effort will be made to locate requested records. If the document requested cannot be 
located after a reasonable search, the requesting party shall so be advised. The District shall, within 10 
days of receipt of the request, determine whether the request, in whole or in part, seeks disclosable 
public records that are in the possession of the District and shall promptly notify the requestor of the 
determination by sending the requestor a letter of determination. 
In unusual circumstances, the District may extend the 10 days for the determination by up to 14 
additional days by written notice, setting forth the reasons for the extension and the date upon which 
the determination will be made. “Unusual circumstances” include instances where the records are 
located off site, the request is for a voluminous amount of separate records, the District needs to 
consult with another agency having a substantial interest in the determination, or where there is a 
need to compile or extract data.  
If the District determines that the request seeks disclosable records, the District will state an estimated 
date and time when the records will be made available in its letter of determination. The District will 
not delay in producing the disclosable records but may designate an estimated date for production 
which is later than the 10 or 14 additional days permitted by law for the initial determination in order 
to review, redact as necessary and copy responsive documents. If the District determines that the 
records requested are not disclosable, it will state the reasons therefore in its letter of determination 
and the name and title of the person responsible for the denial.  
 
Inspection of District Records 
A member of the public requesting inspection of District records shall be assisted by the General 
Manager or his or her designee during regular office hours at a time arranged between the District and 
requestor. The operational functions of the District will not be suspended to permit inspection of 
records during periods in which District personnel in the performance of their duties reasonably require 
such records. Physical inspection of the records shall be permitted within the District's offices and 
under the conditions determined by the District. District employees shall not provide records deemed 
to be exempt from disclosure by the General Manager or his or her designee to members of the public. 
Upon either the completion of the inspection or the oral request of department personnel, the person 
conducting the inspection shall relinquish physical possession of the records. Persons inspecting 
District’s records shall not destroy, mutilate, deface, alter, or remove any such records from the District 
office. The District reserves the right to have District personnel present during the inspection of records 
in order to prevent the loss or destruction of records. 
 
Advance Payment Required for Copies of District Records 
After the District has completed its search for records that are responsive and disclosable, District 
personnel shall notify the requestor that the records are available. The notice of availability shall 
include the number of pages and total cost for copying. District employees shall promptly provide 
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copies of the records to the requestor upon the advance payment of ten cents ($.10) per page to cover 
the direct costs of duplication. Postage fees incurred in mailing such copies shall also be charged to the 
requestor. 
 
Copies of maps, or blueprints will be supplied at the actual cost to the District for reproduction by an 
outside service including the hourly wage for actual staff time spent delivering and picking up the 
copies. Expected costs of reproduction will be collected in advance of reproduction.  
 
Records Prepared and Filed in Accordance with the Political Reform Act 
Records prepared and filed in accordance with the Political Reform Act (conflict of interest code, 
statements of economic interest, campaign statements) are public records subject to inspection and 
reproduction during the District’s regular business hours, commencing as soon as practicable, but no 
later than the second business day following the day the request for inspection was received. Copies 
shall be provided at a charge of ten cents ($.10) per page. Pursuant to Government Code Section 81008, 
a retrieval fee of five dollars ($5.00) per request may be charged for copies of reports and statements 
which are five years old or more. 
 
 
 
Adopted: August 8, 2013  
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* Approved: August 8, 2013 - Approved as Policy No. 1160 due to staff error; renamed Policy 1240) 
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POLICY TITLE: SUSTAINABILITY POLICY 
POLICY NUMBER: 1245* 
 
The purpose of the Sustainability Policy is to sustain the use, development and protection of resources 
being consumed at a rate and in a manner that meets the current needs and enables the El Dorado 
Hills Community Services District (District) to enhance the quality of life for current and future 
community members. Through this policy, the District, Board of Directors and staff shall promote and 
implement specific actions to achieve goals for cost effective, long-term sustainable operations. 
 
The following policy objectives are to increase the District’s overall sustainability to ensure resources 
are available for future generations at all properties: 
 

• Sustainable Design and Construction 
• Energy Efficiency 
• Water Reductions and Management 
• Solid Waste Management and Reductions (Requirements of Assembly Bill 939) 
• Sustainable Procurement 
• Greenhouse Gases (GHG) Reductions 
• Financial Sustainability 
• Habitat and Wildlife Protections 
• Organizational Commitment and Sustainable Culture 

 
Implementation of the Sustainability Policy is the primary responsibility of staff, as directed by the 
Sustainability Advisory Committee, with oversight from the General Manager and Board of Directors 
or designee. 
 
Metrics and reporting will be completed annually. Each sustainability project or initiative will be 
assigned a sponsor who will be accountable to ensure the project meets all timelines, cost 
expenditures, training, measurable outcomes and provides opportunities for continuous quality 
improvement. The project sponsor will provide a written report to the Sustainability Advisory 
Committee detailing the completion of each project with reported outcomes. 
 
The District’s Sustainability Advisory Committee is comprised of two Board members, five internal 
colleagues and up to two external community volunteers who all serve at the pleasure of the Board. 
The Committee provides oversight and accountability for developing and implementing a culture and 
specific procedures to meet policy objectives. The Sustainability Advisory Committee operates as a 
steering committee, accountable to the General Manager and the Board of Directors, with 
responsibility for providing regular updates and recommendations to support the policy objectives. 
Department Heads and other budget managers will retain budget expenditure authority. 
 

- 152 -



 
 

Policy Series 1000 – General 
 
 

 

Page 45 of 45 

Annually, the General Manager will submit a report to the Board of Directors with a detailed analysis 
outlining the District’s return on investment based on policy objectives, timelines, cost analysis, 
measureable outcomes, training, and opportunities for continuous quality improvement for each 
approved project. 
 
Adopted: August 10, 2017 
 
*(Adopted as Policy No. 4100; xx-xx-2021 - renamed Policy 1245) 
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POLICY TITLE: DISTRICT VISION AND MISSION  
POLICY NUMBER: 1010 
 
Vision Statement 
We will be recognized as the premier park, recreation, and local community services organization with 
a passion for providing excellent services and facilities and protecting the quality of life and 
environment of the community.  
 
Mission Statement 
“Enhance the quality of life for the El Dorado Hills Community through innovative, responsible 
leadership and by providing superior services and facilities.” 
 
Our Core Beliefs and Values 
We have a set of timeless, enduring beliefs that are ingrained in the way we think and act. These values 
guide our choices, defining for us the right courses of action, the clearest directions, and the preferred 
responses. Consistent with these values we set our objectives, formulate our strategies, and judge our 
results. By embracing these values, we will achieve our ultimate vision and core purpose. 
 

A. Our foundation is based on uncompromising Integrity 
We are committed to conduct our business in an ethical and professional manner, in 
compliance with applicable laws regulations and codes; so we are correctly perceived to be an 
ethical and professional organization of dedicated and competent individuals of the highest 
integrity and credibility, producing quality, value added services that contribute significantly to 
the needs of our customers and community. 

 
B. We are dedicated to Excellence 

We are committed to strive to be the Community Services District of choice by: 
• Continuously improving as we pursue Excellence in every aspect of our business 
• Being fiducially responsible and efficient in the use of the resources entrusted to us 
• Eliminating waste and bureaucracy 
• Understanding that our community defines quality 
• Being dedicated to consistently exceeding our community’s expectations 
• Continually striving to provide the very best in service and value 
• Taking individual and organizational ownership and responsibility for actions and their 

results 
• Embracing the value of change. 

 
C. We are dedicated to Customer Service 

Exceeding our community’s expectations in quality, service and value is vital to the success of 
the Community Services District. 
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We are committed to exceeding our community’s expectations and to maintain their trust and 
loyalty by: 

• Being ethical and professional in all our dealings with our community 
• Being a responsive, effective and cost efficient organization that supplies value added 

quality services that exceed our community’s expectations 
• Striving to continually understand and meet the changing expectations of our 

community through teamwork, empowerment and innovation.  
• Recognizing the value of sustainability.  

 
D. Our strength is in our People  

The collective talents of our employees comprise our most important asset. 
 
We are committed to providing an organization and operating environment that attracts, 
nurtures, stimulates, and rewards employee professionalism and creativity. Our success will be 
achieved only through Inspired People operating in an environment that promotes: 

• Integrity and Excellence 
• Mutual trust, respect and dignity 
• Openness, sharing and honesty 
• Empowerment and teamwork 
• Passion and commitment 
• Innovation and risk taking 
• The recognition and sharing of accomplishments of success and rewards of achievement 
• The value of diversity. 

 
E. We recognize the value of Sustainability 

Preservation of our natural resources and park infrastructure is of the highest importance. 
 
We are committed to providing policy and operational procedures that protect the 
environment and encourage employees and community to be informed, sensitive and 
passionate about protecting our natural resources. 

• Understanding our natural system 
• Stewardship of the built and natural system 
• Maintaining versatile resources 
• Flexibility to address changing technology and demographics 
• Preservation of legacy for future generations 

 
 
 
Amended: June 10, 2021 
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POLICY TITLE: ANNEXATION 
POLICY NUMBER: 1110 
 
1110.10 Property or territory shall not be annexed to the District unless such property or territory 

is simultaneously annexed to the El Dorado Hills County Water District (if it is not already 
a part of such District). Source: Res. 79-3, adopted December 13, 1979. 

 
1110.20 Upon annexation of a territory to the El Dorado Hills Community Services District, or 

upon reorganization or annexation of other service districts, such as water or fire 
district, to territories within the El Dorado Hills Community Services District, it shall be 
the policy of the district(s) to negotiate for the El Dorado Hills Community Services 
District to receive the highest possible tax revenue exchange and or distribution, but to 
accept no less than 10% of the tax revenue generated within said territory.  

 
 
 
Adopted: May 9, 1996 
Amended: September 12, 2019  
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POLICY TITLE: ANNEXATION FEES 
POLICY NUMBER: 1120 
 
1120.10 The annexation fee for the annexation of any lands to the District shall be $50 for each 

existing dwelling unit or potential dwelling unit based upon the development 
contemplated at the time of application for annexation. The total fee shall not exceed 
One Hundred and Fifty Dollars ($150) per acre. 

 
1120.20 A Twenty Percent (20%) Surcharge shall be applied to the above fee on any annexation 

when the road improvements do not meet El Dorado County Class 1 Subdivision 
standards and/or fire hydrants acceptable to the Fire Department have not been 
installed. 

 
1120.30 Any planned commercial and/or industrial areas shall be exempt from any annexation 

fee. 
 
1120.40 The applicant shall enter into an agreement with the District, which shall be recorded as 

an encumbrance against said land, to assure that any future increases in density of 
development will be subject to District review and additional fees imposed. In such case, 
the fee will be recomputed at the then current applicable fee structure, based upon the 
higher density development, with credit being given for any prior fees paid, except for 
any surcharge. 

 
1120.50 The annexation fee may be changed by increasing or decreasing, or may be eliminated 

at any future regular meeting of the Board of Directors at which a quorum is present. 
 
1120.60 This policy does not preclude any annexation fee provisions for Parks and Recreation 

which may be in effect at the time of annexation. 
 
 
 
Source: Res. 78-4, Adopted October 30, 1978. 
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POLICY TITLE: TAX INCREMENT EXCHANGES OR DISTRIBUTIONS FOR 
ANNEXATIONS OR REORGANIZATIONS 

POLICY NUMBER: 1130 
 
1130.10 Upon annexation of a territory to the El Dorado Hills Community Services District, or 

upon reorganization or annexation of the other service districts, such as a water or fire 
district, to territories within the El Dorado Hills Community Services District, it shall be 
the policy of this District to negotiate the highest possible tax revenue exchange and 
distribution, but to accept no less than 10% of the tax revenue generated within said 
territory. 

 
 
 
Source: Adopted March 22, 1996. 
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POLICY TITLE: REGULATIONS FOR USE OF DISTRICT PARKS, NATURAL AREAS 
AND OPEN SPACES 

POLICY NUMBER: 1140 
 
1140.10 As used herein, “park facility” means any land, picnic area, park, playing field, 

playground, recreation area, nature and improved trails, open space area, body of 
water, building or structure that is owned, managed, controlled or operated by the El 
Dorado Hills Community Services District (District) as park facility. 

 
1140.20 Park and pool facility use policies shall be enforced by the District General Manager, 

staff, the Board of Directors, and local authorities. 
 
1140.30 Governing Rules 

Persons using the facilities shall abide by the guidelines set forth by the District, laws of 
the State of California, Federal laws and all applicable County Ordinances as well as 
instructions and directions of the duly authorized employees of the District. 

 
1140.40 General Behavior 

No person shall use threatening, abusive, insulting or indecent language, nor behave in 
a boisterous or disorderly manner. 

 
1140.50 Violations 

A. Misdemeanors: 
Each violation of Sections 1140.30 and 1140.40 shall be a misdemeanor, 
punishable by a fine not to exceed $1,000 or by imprisonment in the County jail 
for not more than six (6) months, or both. 

B. Infractions: 
Each violation of the remaining sections (i.e. sections 1140.50 through 1140.240 
inclusive) shall be an infraction, and shall be punishable by: 
1. A fine not exceeding $50 for a first violation; 
2. A fine not exceeding $100 for a second violation of the same regulation 

within the same year; and 
3. A fine not exceeding $250 for each additional violation of the same 

regulation within one year. 
C. This policy shall not limit or preclude the prosecution of an individual under any 

other applicable provision of law. 
 
1140.60 Who May Use the Facilities 

A. The facilities may be used by residents of the District and by outside 
organizations or individuals. 
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B. Organized groups sponsored by this District will have priority in use of the 
facilities, unless reserved. 

 
1140.70 Care of Public Property 

No person shall mar nor deface any building, equipment, grounds or park facilities. No 
person shall misuse, damage, cut, carve, transplant or remove any tree, shrub, flower, 
turf or ground cover. 
 
1140.70.1 Tethering to Trees 

No affixing to, tethering to, climbing on trees or other vegetation within 
forty feet (40’) of residential fence lines to promote privacy of residences 
directly adjacent to District parks and facilities. (Approved: January 15, 
2021) 

 
1140.90 Care of Wildlife 

No person shall molest, harm, chase or tease any animal, reptile or bird except to protect 
persons or property. 

 
1140.100 Motorized Vehicles 

No person shall operate any motorized vehicle upon or within the boundaries of any 
District park facility, except upon streets, parking lots, or other areas designated and 
posted for driving or parking, unless special permission is obtained in writing from the 
General Manager or his/her designee. This provision shall not apply to emergency 
vehicles or District maintenance vehicles. 
 
1140.100.1 Unmanned Aerial Vehicles, Drones, and Radio-Controlled Aircraft. 

Unmanned aerial vehicles (UAV), drones, and/or radio-controlled aircraft 
(RCA) are prohibited, unless special permission is obtained in writing 
from the General Manager or his/her designee. 

 
1140.110 Vandalism 

Injury to, destruction, theft or removal of any portion or part of any park facility, 
including but not limited to the buildings, signs, fields, plants, waters, trees or flowers 
shall be prohibited. It is intended that this provision be strictly enforced to protect any 
and all aspects of the park facilities. 

 
1140.120 Bicycles 

Bicycles shall be permitted through or within any park facility when kept on paved 
walkways, sidewalks, parking areas, or where the same is permitted by posting.  
 

1140.130 Skate Park Rules 
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1140.130.1 Skateboarding, scootering, and in-line skating are hazardous activities 

recreation activities which can create a substantial injury to a participant 
or spectator. Use of the Skate Park is at users’ own risk. 

 
 

1140.130.2  Riders 17 and younger must wear helmets at all time while using the 
Skate Park. Any person 17 years old and younger failing to wear a 
helmet is subject to ejection. Riders 18 years and older are encouraged 
to wear a helmet. All Skate Park users are highly encouraged to wear 
elbow and knee pads. 

 
1140.130.3  Riders 10 years old and younger must be accompanied by a parent or 

guardian 18 years old or older. 
 
1140.130.4  Spectators are welcome to use the benches provided on the outside of 

the Skate Park, but are not permitted within the designated Skate Park 
areas. 

 
1140.130.5  Skateboards, scooter, and in-line skates are permitted. Bicycles or 

motorized vehicles are prohibited. 
 
1140.130.6  Unauthorized pieces of equipment or obstacles are prohibited in the 

Skate Park area. 
 
1140.130.7  The Skate Park is closed on rainy days and all Holidays the District 

observes. 
 
1140.130.8  Skating on park curbs, in the parking lot, and on the entrance sidewalk 

is prohibited. 
 
1140.130.9  Special events, instruction and/or contests are not permitted in the 

designated Skate Park without prior authorization from the District. 
 
1140.130.10  No food, drink, or glass bottles in the designated Skate Park area. Plastic 

water bottles are permitted. 
 
1140.130.11  No tobacco, alcohol, or drug use is allowed. 
 
1140.130.12  Graffiti or tagging is prohibited. 
 
1140.130.13  No amplified sound. 
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1140.130.14  Except for authorized guide dogs and service animals, animals are 

prohibited in the Skate Park. 
 
1140.130.15  Recklessness, horseplay, intimidation, hazing, fighting, profanity, 

harassment, derogatory comments, or disrespect to District staff and/or 
other Skate Park users prohibited. 

 
1140.130.16  The District reserves the right to eject anyone from the Skate Park at 

any time for any reason. 
 
1140.130.17  Report any dangerous or hazardous conditions to District Staff. 
 
1140.130.18  EMERGENCIES: 911 
 
1140.130.19  The Skate Park shall have fixed hours of use, which shall be posted at 

the Skate Park. No person shall use the Skate Park at times other than 
those posted at the Skate Park. In addition to other penalties specified 
herein, use of the Skate Park after posted hours or during a time of 
closure may result in a trespassing citation and denial of future use of 
the Skate Park. 

 
1140.130.20 All persons entering, using, or remaining in any Skate Park must wear a 

shirt while on Skate Park property. 
 
1140.130.21 No person shall skate on curbs, fences, railings, walls, benches, tables, 

and/or driveways of the County-owned area surrounding the Skate 
Park. Skate Park users shall be considerate of nearby businesses and 
residents in the surrounding neighborhood. 

 
1140.130.22 All injuries, whether major or minor, suffered at the Skate Park are to 

be reported to District Staff. 
 
1140.130.23 District shall not be responsible for any personal belongings lost or 

stolen at Skate Park. 
 
1140.130.24 Climbing on or over the Skate Park fence is prohibited. 

 
1140.140 Horses 

No horses shall be brought within the boundaries of any park facility except for riding 
upon trails expressly posted to allow such activity. 
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1140.150 Glass Containers 

No person shall call with them any glass beverage containers while within the 
boundaries of any park facility, except within automobiles, picnic areas and other 
designated eating areas. 

 
1140.160 Alcoholic Beverages 

Alcoholic Beverages are allowed unless otherwise posted or prohibited by the District 
General Manager. This section is intended to expressly prohibit the consumption of 
alcoholic beverages within the following areas: on playing fields of any park, or areas 
immediately surrounding the playing fields. Alcohol will not be permitted in any park 
facility after the curfew hours posted in the park. 
 
(Amended: 02/01/1996; 05/10/2007; 05/14/2019)  

 
1140.170 Refuse 

No person shall dispose of any trash or garbage in any park facility, except that refuse 
which is incidental to the use of the facility. Such refuse must be deposited in the 
receptacles provided therefor. Use of recycling containers is encouraged. 

 
1140.180 Noise Abatement 

Unless previously authorized in writing by the General Manager or his/her designee, no 
person, while within any park facility, shall play any radios, tape players, musical 
instruments or other noise making devices, or use or make amplified sounds at excessive 
noise levels. Such sounds or noises will be excessive if they are audible and intelligible 
(i.e. when actual spoken words are discernible) by a person of average hearing ability 
beyond a distance of 40 feet. Nor shall any person yell, shout or speak for sustained 
periods of time at a volume in excess or that which limits the use of amplified sounds 
above. 

 
1140.190 Weapons 

No person, other than peace officers in the discharge of their duties, shall possess, fire 
or discharge any firearm, air gun, bow and arrow, slingshot or any other weapon 
potentially dangerous to wildlife or human safety while within the boundaries of any 
District park facility, or fire or discharge such weapons on or over the property of the 
District's park facilities. The possession and use of a bow and arrow is permissible within 
the boundaries of Bowmen’s Archery Range. 

 
1140.200 Animal Control/Care of Wildlife 

No person owning or having control of any dog or other animal shall permit it to run at 
large within the boundaries of any District park facility. While within said boundaries, 
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the animal shall be on a leash of not more than ten feet in length and shall be under the 
full and complete control of its owner or custodian at all times.  This provision shall not 
apply to any animal used by any law enforcement officer or park personnel in pursuit of 
their lawful duties.  No dogs are allowed on playing fields, unless for a District-sponsored 
activity. Dogs are permitted to be off leash when inside District’s dos parks only. 

 
1140.210 Fires 

No fires shall be allowed except in District-provided barbecue units. 
 
1140.214 Smoking 

In the interest of preventing fires and resulting damage to District or private property, 
no person shall smoke any substance in any area designated as a nature trail/area, open 
space or in any District park or facility where smoking is prohibited. These areas will be 
designated by appropriate signage. 
 
(Approved: September 25, 1997) 

 
1140.220 Sale of Food, Beverages, etc. 

No person shall sell any food, beverage, novelty or other commodity without written 
permission of the General Manager or his/her designee. 

 
1140.230 Fund Raising 

No person shall use any facility for any fund raising activities except with written 
permission of the General Manager or his/her designee. 

 
1140.240 Camping 

There shall be no overnight camping on District facilities unless specifically permitted by 
the District.  
 

1140.250 Reservations 
A. A community building, ball field, park or pool facility shall be reserved through 

the District office on a first come, first served basis, at least 72 hours prior to the 
event. 

B. Applicants must satisfy the District that they will be personally responsible, or 
that they represent a responsible organization, that they will guarantee orderly 
behavior, and that they will underwrite any damage due to their use of the 
facilities. 

C. Deposits and fees, if any, shall be paid at the time the reservation is confirmed 
by the District. A reservation form must also be completed in advance of any 
activity involving District facilities. 
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D. In case of emergency, the District reserves the right to cancel a reservation prior 
to scheduled event without liability. In this case, refunds will be made. 

 
1140.260 Fees and Policy for Park and Pool Use 

A. General Park Facilities 
1. The sponsoring group shall be responsible for any damage to persons or 

property, including District personnel and property, and shall hold the 
District harmless for same. 

2.  All groups shall post a cleaning deposit, refundable upon completion of 
clean-up and inspection by District Facility staff.  

3.  Resident groups (profit or non-profit) shall pay a usage fee plus a 
refundable deposit.  

4. All non-resident groups (profit or non-profit) shall pay a usage fee plus a 
refundable fee. Glass containers are not allowed in or on any CSD park 
or facility including parking areas. 

5. Glass containers are not allowed in or on any CSD park or facility 
including parking areas. 

 
B. Pool Party Policies 

1. Application must be submitted to the Recreation Committee which will 
approve the date and particulars after consulting with the pool manager. 
Application should be submitted at least three weeks prior to the 
proposed date. 

2. The pool will be rented when it does not conflict with previously 
scheduled activities. All fees for rental services are listed on the District 
website and are in accordance with the current fees adopted by the Board 
of Directors and outlined in the current Cost Recovery Plan. 

3. Parties may commence no earlier than the normal closing of general 
recreational swimming and may continue no later than 12 midnight on 
Friday or Saturday evening, or 11 p.m. on Sunday through Thursday 
evenings. 

4. The sponsoring person or organization shall be responsible for any 
damage to persons or property, including District personnel and 
property, and shall hold the District harmless for same. 

5. The responsible person or organization shall provide a clean-up crew to 
work at the end of the party under the supervision of the District pool 
employee in charge. 

6. A copy of this policy shall be given to the sponsoring person or 
organization and shall be deemed approved and accepted by such by the 
return of such copy signed by the responsible person prior to such party. 
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C. Team Usage of District Pool Facilities 
1. Teams renting District swimming pools shall be charged rental fees equal 

to the cost of pool operation during rental period. Fees will be based on 
most recent past actual cost figures available for that period of the year 
in which team usage occurs, and shall be paid in advance of actual pool 
usage. 

2. When multiple teams or District itself is using a pool facility, usage fees 
for each team or group shall be calculated as proportions of the total cost 
of pool operation for that period, based on past actual cost figures for 
that period. Proportions are each groups pool time as a percentage of the 
total hours the pool is open during the rental period.  

 
1140.261 Permit Procedure and Safety Requirements for Public Demonstrations at District Parks 

See District Ordinance 2021-01: Establishing a Permit Procedure and Safety 
Requirements For Public Demonstrations At El Dorado Hills Community Services District 
Parks 

 
 
 
Source: Guidelines for Use of Park and Pool Facilities, Adopted 1979 
Revised: 1984, 1988, 1989, 1996 
Ordinance 11/19/87 - Adopted November 19, 1987 
Amended: February 1, 1996; October 10, 1996 (October 10, 1996 amendment also replaces and makes 
Policy Guide Section 1130 obsolete, in total); September 12, 2019; January 15, 2021. 
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POLICY TITLE: ENCROACHMENT 
POLICY NUMBER: 1145 
 
1145.10 General 

A. This policy applies to all parties requesting access onto any District-owned 
properties or easements granted to the District. 

B. Encroachment, for the purposes of this policy, shall be defined as: Access onto 
District property or easement by any person except District personnel or their 
authorized agents for a purpose other than its intended or permitted use. 

C. The District strives to administer the use of its lands in ways that will be safe, 
environmentally sound and of maximum benefit to the community. In order to 
safeguard the lands owned and/or managed by the District and the 
improvements to those lands, the District exercises its right to prohibit and/or 
restrict all encroachments in the following areas. 

 
1145.15 Restricted Areas 

All access in these areas is prohibited except under conditions listed under section 
1145.20. 
A. The New York Creek Nature Area. 
B. All other District-Owned parcels which lie adjacent to the New York Creek. 
C. All improved District park lands. 
D. All improved District land or easements which lie in those areas designated as 

"Landscape and Lighting Assessment Districts." 
 
1145.20 Conditions for Encroachment (Restricted Areas) 

A. For District personnel or their authorized agents to perform required operation 
as designated by the District. 

B. For all Federal, State, County or local agencies including emergency services who 
by agreement or legal jurisdiction are required to enter those areas to perform 
their functions. 

C. For all Utility companies who, by agreement or easement, are required to enter 
those areas to access equipment or other components of their system. 

D. May be permitted for emergency use only by residents and property owners of 
land adjacent to District property or easements. An emergency, under this 
condition, shall be defined as a situation that poses an imminent danger to life 
or property and cannot be remedied by accessing the property by other means. 

 
Loss of property due to proposed improvements to the property such as 
construction of a pool or addition do not qualify as an emergency condition. 
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E. Individuals wishing to encroach under these conditions must apply for a permit 
as outlined under Encroachment Permit section of this policy. 

 
1145.25 Non-Restricted Areas 

A. All unimproved District land or easements not listed under section 1145.15 
(Restricted Areas) of this policy. 

B. Access to these areas may be permitted by the District. Permits will be granted 
on a case-by-case basis as determined by the District. 

C. Individuals wishing to encroach in these areas must apply for a permit as outlined 
under section 1145.30 (Encroachment Permit) of this policy. 

 
1145.30 Encroachment Permit 

A. All persons requesting permission to encroach upon District properties or 
easements are subject to the following requirements and conditions; 
1. Requirements 

a. Parties must apply for permission to access District property by 
submitting to the District in writing and at least three days prior 
to the intended use a request with the following information: 
1) Reason for encroachment. 
2) Dates and times of intended usage. 
3) Types of vehicles or other equipment that will be 

accessing District property. 
b. The Parks Superintendent will review each application and 

determine whether or not to grant permission based on site 
conditions or other factors which may affect safety and/or 
property damage. 

c. If permission is granted the permitted will be responsible for the 
following fees and deposits. Permits and extension fees are due 
prior to being issued. Re-inspection fees will be deducted from 
the deposit. All fees are non-refundable. 
1) Fees: 

$75 for a 30-day permit 
$25 for each additional 15-day extension 
$25 for each re-inspection due to a violation of 
encroachment conditions 

2) Damage Deposit: 
$500 refundable on condition 

d. Payment of the deposit must be made prior to issuance of the 
permit. Refund of this deposit will be granted in accordance with 
Section 1145.30(C)(6) of this policy. 
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2. Conditions 
a. All conditions listed in this policy or on the permit must be 

followed. Failure to do so may result in the District revoking the 
permit and retaining all or part of the deposit. 

b. The District retains the right to amend or revoke the permit at any 
time. 

c. The District reserves the right to limit access to any of its 
properties. 

d. Access is to be coordinated with the designated staff person as 
shown on the permit. 

e. Crossing of any county right of way or utility easement requires 
additional permits from those agencies. It is the responsibility of 
the permitted to contact such agencies and secure the necessary 
permits prior to use. Applicants are encouraged to call the El 
Dorado County Department of Transportation for information. 

f. The District will inspect the site during and again at the close of 
the encroachment period. If all conditions have been met and the 
site is in satisfactory condition at the closing inspection, then the 
District will refund the deposit within a period not to exceed 30 
days. 

g. Permitted is responsible for any costs incurred for damages to 
persons or property resulting from activity under this permit. This 
includes any cost which exceeds the deposit on file. 

 
 
 
Adopted: January 27, 1994 
Amended: January 12, 1995 
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POLICY TITLE: DISTRICT PARK FACILITIES CURFEW 
POLICY NUMBER: 1150 
 
1150.30 Curfews for all parks will be from sunset to sunrise except at lighted outdoor facilities 

(see policy 1180).  
 
 
 
Adopted: October 18, 1990; 
Amended: September 6, 2005, August 12, 2010 
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POLICY TITLE: DISTRICT OFFICE HOURS 
POLICY NUMBER: 1155 
 
1155.10 The General Manager shall set the District offices and public service counter hours of 

operation to be in the best interest of the District and its residents, in accordance with 
the budget approved by the board of directors.  

 
 
 
Adopted: October 10, 1996 
Amended: September 6, 2005; August 12, 2010 
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POLICY TITLE:  YOUTH ATHLETIC FIELD USE AND ALLOCATION  
POLICY NUMBER:  1160 
 
1160.10 Introduction 

The El Dorado Hills Community Services District (EDHCSD) is dedicated to fostering 
healthy lifestyles and helping the community thrive. The EDHCSD recognizes that sports 
are a fundamental component of this goal and that field availability is necessary to 
sports organizations. As such, EDHCSD coordinates and issues permits for the use of 
EDHCSD athletic fields and gymnasiums for general public use for cultural, social and 
recreational activities/programs. EDHCSD also works cooperatively through Joint Use 
Agreements with the Buckeye and Rescue School Districts to provide athletic fields, 
gymnasiums and pools to local organizations. 

 
The purpose of this policy is to outline EDHCSD allocation priority and rental procedures 
for the permitted use of athletic fields and gymnasiums in El Dorado Hills. EDHCSD has 
experienced tremendous growth in youth sports with both new sports organizations and 
emerging sports. This growth is anticipated to continue. EDHCSD has already 
experienced an increased demand for the use of EDHCSD athletic fields/gymnasiums, 
and finds it necessary to emphasize sharing in the use of all athletic fields and 
gymnasiums among our present and future sports organizations. 

 
Policies and Procedures have been established to assure that the fields and gymnasiums 
are utilized for recreational, cultural, educational, social and community service 
functions that meet the needs of the community, as well as, set clear procedures, 
regulations and rental fees for such uses. This policy addresses youth sports specifically. 

 
Neighborhood and community parks that have athletic field space designated in their 
design are available for use. Due to the limited number of fields, gymnasiums and 
facilities available, EDHCSD has established criteria for priority use. EDHCSD will give 
priority to El Dorado Hills residents and will monitor proper use of allocations and 
permits. 

 
Recognizing that this increased demand on fields and gymnasiums creates an increased 
strain on EDHCSD’s financial resources, it is possible that EDHCSD may charge user fees 
in order to recover direct costs to operate, maintain, repair, improve, supervise and 
administer the use of schools, parks and athletic fields, gymnasiums and other sports 
facilities. 

 
 
 

**continued on next page** 
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1160.20 Statement of Philosophy 
The District is dedicated to creating partnerships with local youth sports organizations 
to ensure there is ample opportunity to participate in athletics at various ability levels. 
Our primary role in these partnerships is to provide athletic opportunities and to make 
certain EDHCSD fields and gymnasiums remain safe and of high quality. The 
allocation/permitting process provides an organization the exclusive use of a field to the 
exclusion of all others. The objective of this document is to create clear written 
allocation procedures that: 
A. Fairly distributes available fields, gymnasiums and other sports facilities 
B. Maximizes playing time 
C. Incorporates “turf recovery period” to maintain safe, quality fields and other 

sports facilities 
D. Communicates financial issues and recovery policy 
E. Outlines field use regulations 
 
The underlying principle of financing public park and recreation facilities is for public 
use, enjoyment and to ensure that all citizens have equal opportunity and choice of 
participation. Since the demand is greater than the tax revenues available for support, 
it is necessary to charge fees for selected fields or gymnasium, particularly in instances 
where the field/gymnasium is utilized by individuals or groups for personal benefit. 

 
1160.30 Definition of Terms 

Resident Status 
Resident status is defined as groups or organizations comprised of at least 90% 
El Dorado Hills residents and based in El Dorado Hills. Team rosters and/or 
individual participant utility bills/photo ID may be required by CSD staff to verify 
residency status. 

 
Resident Percentage Status 

Resident Percentage Status is important in determining an organization’s Priority 
Classification. Resident Percentage Status will be determined from the group or 
organization’s prior season’s actual rosters (fall season for fall season, spring 
season for spring season). Team Rosters, player addresses, picture ID, utility bills, 
report cards, school ID, etc. may be required to EDHCSD staff to verify residency 
status, and EDHCSD reserves the right to conduct audits of submitted verification 
documents and of onsite team player rosters to establish residency. Teams will 
be required to have proper forms on hand to prove local residency and must be 
prepared to provide documents to the Recreation Department upon request. 

 
Youth Status 

Youth status is defined as persons under the age of 18. 
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Non-Profit Status 
To qualify as a Non-profit user, the organization must meet all criteria as 
identified by the Internal Revenue Service. The organization must be registered 
as a not-for-profit corporation by the State of California. If the organization is not 
registered with the State, they must have a constitution, set of bylaws or mission 
statement which clearly states the objectives of the organization are of a non-
profit, non-commercial nature. Visit www.irs.gov for additional information of 
non-profit status. The organization must be comprised of volunteers, 75% of 
which must be El Dorado Hills residents. 

 
Audit 

During an audit, each organization/coach is to state the name of each participant 
on their roster, provide verification documents for each participant, and sign off 
on the roster form. Each group is to cooperate with staff when audits are being 
conducted and during the process of collecting rosters and verification 
documents. The organization will provide rosters to staff prior to the season and 
random audits will be done throughout the season to verify resident status. 

 
Basic Services 

Basic services are defined as the maintenance of safe, clean, attractive parks and 
buildings and the provision of recreation services for the general public. Basic 
Services preserve and promote physical and mental well-being and will continue 
to be supported by taxpayer resources. 

 

Examples of basic service 
a) Free play in playgrounds 
b) Use of EDHCSD parks or open space for passive, non-regular use by an 

organized sports league or affiliation 
c) General park and recreation administration services 
d) Park and recreation facility development 

 

Examples of basic facilities 
a) Unscheduled, unlighted, unmarked 

baseball/softball/soccer/utility/football fields 
b) Unscheduled outdoor basketball facilities 
c) Unscheduled tennis courts 
d) Unreserved picnic tables and shelters 
e) Parks and playgrounds 
f) Parking lots for general facility use 
g) Trails, paths and restrooms 
h) Open space 
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Special Services 
Special services are those where revenues are necessary to support continued use. By 
this definition, individuals can expect to pay a fee for the privilege of using the fields, 
gymnasiums and facilities to the exclusion of others and without interference. 
 

Examples of special fields/facilities/services 
a) Scheduled/reserved use of indoor facilities (gymnasiums, meeting 

rooms, courts, etc.) 
b) Scheduled use of tennis courts 
c) Lighted baseball/softball/soccer/utility/football fields/bocce ball 
d) Maintenance necessary for sports programs 
e) Swimming pools with lifeguards 
f) Outdoor theater facilities 
g) Use of parks for special events 
h) Reserved picnic tables and shelters 

 
1160.40 Priority use of fields, gymnasiums and other sports facilities will be allocated as 

follows: 
 
Category 1: EDHCSD sponsored or co-sponsored events: CSD youth and adult 

athletic programs and leagues. Buckeye and Rescue school districts have 
priority at school sites where a joint use agreement is in place prior to 4 
pm on weekdays when school is in session. 

 
Category 2: Non-profit youth sports: Organizations who conduct open registration 

regardless of skill level, maintain a national affiliation, follow National 
Alliance of Youth Sports (NAYS or equivalent program as defined by 
EDHCSD), operate through volunteer coaches and administrators and 
provide an “everyone plays” philosophy. Priority of field allocation use 
will be as follows: 

  

Youth Group A (Resident Status): EDH based youth organizations must 
meet the following 

requirements. 

 90% EDH residents and/or 1,000 EDH residents. 

 90% El Dorado County residents. 
This group is given first priority of fields/gymnasium and hours of 
use before any other group is considered. 

 
Youth Group B (EDH Based - Non-Resident Status): EDH based youth 
organizations with less than 90% EDH residents and less than 1000 
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residents. This group will be allowed to request fields or facilities only 
after Group A has been allocated their requests. 

 
Youth Group C (Non-EDH Based and Non-Resident Status): Non EDH 
based and non-EDH resident sports groups. This group will be allowed to 
request fields or facilities only after Groups A and B have been allocated 
their requests. If multiple groups within this category apply for the same 
field, % of EDH residents will be taken into account to allocate % of 
available fields/gymnasium or other facility. 

 

Category 3: Youth and Adult for profit: All other youth and adult users. For profit 
organizations, tournaments, clinics and/or camps with individual or team 
participation fees. 

 
1160.41 Non-Resident Fee 

Organizations in categories 2 and 3 will be assessed a 10% non-resident fee based on 
the percentage of participants that are not EDH residents. For example, if 15% of the 
roster are non-residents and the fee is $100. Then $15 ($100 x 15%) would be assessed 
10% more ($15 x 10%=$1.50). The new fee would be $101.50. This same percentage will 
be applied to the field cap hours. 

 
1160.42 Field Allocation Process 

Allocation of fields will follow the guidelines of this document. These allocations are not 
intended to interrupt the field assignments for teams and/or organizations during the 
course of a season that has already started. 

 
Sport Season Priority 

 A sport in its traditional season will have priority field use over an out of 
season sport. 

 Spring sports (baseball, softball, lacrosse, and EDHCSD flag football) have 
priority in the spring. 

 Fall sports (soccer, EDHCSD flag football) have priority in the fall. 
 
Additional Considerations 

• Fields will be allocated by Priority Group Classification. 

 Fields will be allocated to teams/organizations based on percentage of 
verifiable total EDH residents in relation to all teams in that Priority Group 
Classification 

 Verification of local residency will be established by providing such 
documentation requested by EDHCSD including team rosters, player 
addresses, picture ID, utility bill, report cards, school ID etc. EDHCSD reserves 
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the right to conduct random audits to establish residency. Teams will be 
required to have proper forms on hand to prove local residency and must be 
prepared to provide documents to the Recreation Department upon request. 

 With regards to sports that play year-round (with a primary and off-season 
play), the primary season of each sport will determine whether the field is 
considered a baseball/softball or a soccer/football field on multiple use sites. 

 In an effort to provide balanced sports opportunities on athletic fields, the 
Parks and Recreation Director has the authority to limit exclusive use at 
athletic facilities and to make minor changes to group priorities if deemed 
necessary. 

 Allocation requests during off-season play will be reviewed after allocations 
are granted for the primary season sports. 

 Teams and organizations may be required to provide schedules to show that 
all of the allocated fields are being utilized. If an allocated field(s) is not 
utilized by the designated organization/teams a total of three times during a 
season or reserved period of use, the field(s) will be reassigned. 

 Teams/organizations will be notified by EDHCSD staff when it has been 
determined that a field(s) is (are) not being used (and prior to the 
reassignment). 

 The EDHCSD reserves the right to cancel an allocation to accommodate the 
needs of any EDHCSD sponsored/co-sponsored tournaments and/or special 
events. 

 
1160.46 Field Allocation Formula 

In order to resolve a discrepancy between organizations in the same Priority Group 
Classification, the resident percentage status will be used to determine the amount of 
field use that will be allocated to each organization. 

 
Fields will be allocated within each Priority Group Classification to organizations based 
on the percentage of verifiable local residents registered with that organization in 
relation to the total number all registered local residents in all organizations in that 
Priority Group Classification combined. 
 
Verification of local residency will be established by providing such documentation 
requested by EDHCSD including team rosters, player addresses, picture ID, utility bill, 
report cards, school ID etc. EDHCSD reserves the right to conduct random audits to verify 
residency. 
 
The total number of all EDH residents registered in all organizations within that Priority 
Group Classification will then be determined. Each organization’s EDH resident number 
will be divided by the total of all EDH residents registered to determine the percentage 
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of use to be allocated to each group. If current registration numbers are not available at 
the time of field allocation, then prior years registration will be used. 
 
An example of this would be: 

Baseball Group A has 750 EDH residents Baseball Group B has 900 EDH residents 
 
Total EDH residents registered in both organizations is 1,650 
 
750 divided by 1,650 equals 45%. Group A would receive 45% of the field time available. 900 
divided by 1,650 equals 55%. Group B would receive 55% of the field time available. 

 
1160.50 Recovery Policy 

As EDHCSD continues to grow and facilities age, EDHCSD must develop a financial system 
to support our community investment while maintaining the high level of services we 
currently provide. EDHCSD will continue to provide basic services funded entirely by 
general taxpayers; however, those benefiting from special services, which create 
additional EDHCSD expenses, must contribute financially. EDHCSD acknowledges that 
the community benefits when youth are engaged in sports activities. The recovery policy 
is intended for the participants to supplement, rather than supplant the investment of 
the general taxpayers. The recovery policy strives to: 
A. Amortize the capital investment and cover maintenance/operational costs of a 

field. 
B. Pay for and augment operation/maintenance costs for a field where tax 

appropriations support the basic service. 
C. Control use of the field. 
D. Assess a portion of the costs of the field to users who may not be tax supporters. 
E. Enable EDHCSD to provide fields, gymnasiums and other facilities for which funds 

might not otherwise be available. 
 
The primary purpose of this policy statement is to develop an understanding that the pricing of services 
is a conscious procedure that requires continual investigation and review by EDHCSD staff. 
 
 
 
Adopted: December 16, 2010 
Amended: March 11, 2021 
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POLICY TITLE: RALPH M. BROWN ACT  
POLICY NUMBER: 1165 
 
The Brown Act, officially known as the Ralph M. Brown Act (Government Code sections 54950-549631) 
after its author, Assemblyman Ralph M. Brown (Turlock), was enacted in 1953 in response to mounting 
public concerns that local elected officials were avoiding requirements for providing the public with 
advance notice of public meetings by conducting secret "workshops" or "study sessions". 
 
The stated intent of the Brown Act (also referred to herein as the "Act") is to ensure that public agencies 
deliberate and conduct their business in open public meetings that are open and accessible to the 
public.  

 
A. Prior to holding any closed session, the legislative body of the local agency shall disclose, 

in an open meeting, the item or items to be discussed in the closed session. The 
disclosure may take the form of a reference to the item or items as they are listed by 
number or letter on the agenda. In the closed session, the legislative body may consider 
only those matters covered in its statement. Nothing in this section shall require or 
authorize a disclosure of information prohibited by state or federal law. 

B. After any closed session, the legislative body shall reconvene into open session prior to 
adjournment and shall make any disclosures required by Government Code Section 
54957 of action taken in the closed session. Except for reporting-out requirements, 
confidentiality of closed session matters must be preserved. 

C. The announcements made in open session may be made at the location announced in 
the agenda for the closed session, as long as the public is allowed to be present at that 
location for the purpose of hearing the announcements. 

 
The El Dorado Hills Community Services District will follow all provisions of the Ralph M. 
Brown Act. See also Policy Guide Series 5000 for conduct of District Board Meetings. 

 
 
 
Approved: August 8, 2013 
Amended: September 12. 2019 
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POLICY TITLE: COMMERCIAL ADVERTISING 
POLICY NUMBER: 1170 
 
1170.10 Any and all commercial advertising associated with the District must be cleared by the 

Board of Directors. 
 
 
 
Adopted: March 14, 1991 
Amended: September 12, 2019  
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POLICY TITLE: POSTING OF NON-DISTRICT SIGNS 
POLICY NUMBER: 1175 
 
1175.10 Definitions 

Sign 
All publicly displayed papers, boards, placards or other writings, including but 
not limited to, flyers, bulletins, placards, posters, handbills, leaflets, banners or 
pamphlets. 

 
District Property 

All property leased or owned by the El Dorado Hills Community Services District, 
including all facilities and other tangible things (e.g. telephone poles, trees, light 
poles, walls, signboards, fences, etc.) located within or marking the District's 
boundaries. 

 
1175.20 Rules and Regulations 

A. No person shall post any sign on District property. Individuals and organizations 
wishing to have signs posted on District property must submit their signs for 
approval at the District's office by the District's General Manager or designated 
staff member. Only those signs which conform to the rules and regulations 
stated herein will be approved and posted. District approval shall be evidenced 
by a number written on the sign by District personnel at the time of approval. 

B. All signs other than banners must be no larger than 8.5 inches by 11 inches. 
C. Only those signs, including banners, related to events sponsored by the District 

or taking place on or in District property or facilities will be approved and 
accepted for posting, subject to space availability. 

D. Approved signs except for banners will be displayed and posted only on official 
exterior bulletin boards maintained and controlled by the District. Only District 
personnel are permitted to actually place signs on the bulletin boards. The 
General Manager may approve the placement of banners in appropriate 
locations on District property. 

E. Approved signs will be placed on the bulletin boards on a first come, space 
available basis. Signs related to activities sponsored by the District shall have 
priority over other signs. Signs will be posted for a maximum period of ten days. 

F. All signs shall comply with any applicable state law or local ordinance. 
G. All signs must bear the name and telephone number of the person who obtained 

approval for the posting of the sign. 
H. Any sign that is posted in an improper place or which fails to conform to state or 

local legal requirements or which has not been approved by the District or which 
fails to bear the name and telephone number of the person who obtained 
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approval of the sign may be removed without notice to the person who posted 
the sign and shall be disposed of without prior notice. 

 
 
 
Source: Ordinance adopted May 26, 1992 
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POLICY TITLE: OUTDOOR PARK/RECREATION FACILITY LIGHT USE 
POLICY NUMBER: 1180 
 
1180.10 This purpose of this policy is to govern the conditions and limits of using outdoor lighting 

for District recreation facilities. These regulations do not apply to security lighting. 
Recreation facilities include, but are not limited to, swim centers, tennis courts, skate 
parks, bocce ball courts, and sports fields such as, baseball, football, lacrosse, softball, 
and soccer. 

 
1180.11 The purpose of providing lighting for District outdoor recreation facilities is to extend 

the useable period for members of the public to safely enjoy the use of recreation 
facilities. Therefore, lighted recreation facilities are allowed use until the designated 
closing time of the facility and not limited to the designed closing time of the park. 

 
1180.12 This policy may be waived by action of the General Manager for District sponsored 

special events or repairs. 
 
1180.13 Outdoor Recreation Facility Lights shall be turned off no later than 10:00 p.m., Monday 

– Saturday except as indicated below. 
 

1180.13.1 Only with the advance consent of the General Manager, lighted sports 
fields shall be turned off no later than 8:00 p.m. on Sundays. 

 
1180.13.2 Additionally, lighted sports fields will be turned off no later than 10:00 

p.m. or 10 minutes after final out of last game if before 10:00 p.m., 
Monday - Saturday 

 
1180.13.3 Lighted Skate Parks shall be turned off no later than 9:00 p.m., Monday 

– Sunday and until 10:00 p.m. during district sponsored events with prior 
authorization of the General Manager. 

 
 
 
Adopted: February 28, 1991; 
Amendments: June 8, 2006; June 14, 2007; June 30, 2011; May 10, 2012 
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POLICY TITLE: SUBSIDY OF PRIVATE ENTERPRISE 
POLICY NUMBER: 1190 
 
1190.10 It is the policy of the El Dorado Hills Community Services District that District funds or 

resources will not be used to subsidize any private enterprise on public lands within the 
District. 

 
 
 
Adopted: August 26, 1993 
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POLICY TITLE: INTENT TO COMPLY WITH THE AMERICANS WITH DISABILITIES 
ACT OF 1990 

POLICY NUMBER: 1200 
 
1200.10 Policy Findings 

A. The Americans with Disabilities Act is a sweeping civil rights law that is intended 
to eliminate discrimination against persons with disabilities in all aspects of 
American life. It includes provisions regarding employment (Title I), state and 
local government services (Title IIA), public transit service (Title IIB), public 
accommodations (Title III), and communications (Title IV), and includes 
provisions for enforcement; and 

B. Several sections of the Act relate directly to the provision of services, facilities 
and programs to the public by the District, including: 

C. Under Title I guidelines, the District is prohibited from discriminating on the basis 
of disability against a qualified person with a disability in any employment action; 

D. Under Title IIA guidelines, the District is prohibited from discriminating on the 
basis of disability in the provision of its services against a person who, with or 
without a reasonable accommodation, meets essential eligibility requirements 
for receiving such services. Such services are broadly interpreted to include every 
program, service and activity provided by the District; 

E. "Reasonable accommodation" shall include, but is not limited to, the changing 
of rules, policies, and practices; the removal of architectural, transportation, and 
communication barriers; and the provision of auxiliary aids and services, when 
such "reasonable accommodation" will not result in an undue burden involving 
the fundamental alteration of the nature of a program, service, or activity, or 
would result in an undue financial or administrative burden; and 

F. Under Title III guideline, the District in providing goods, services, or facilities for 
the public, is prohibited from discriminating on the basis of disability in the 
provision of those public accommodations, and provide reasonable 
accommodations which include, but are not limited to, changing rules or 
practices; the removal of architectural or communication barriers; and the 
provision of auxiliary aids or services. Where the removal of a barrier will require 
structural change, removal must be readily achievable. If not, alternative 
methods of accommodation must be considered. New construction must be 
readily accessible to, and usable by persons with disabilities; and 

G. The District completes a self-evaluation on a periodic basis to determine deficits 
in programs, activities, practices, and services. This activity includes a 
comprehensive overview of the structures in which services are delivered, the 
manner in which eligibility for service is determined, the accommodations 
available for people with disabilities, the policies and governing practices, and 
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the manner in which the agency communicates with beneficiaries, residents, 
businesses, and others; and  

H. The District must complete a transition plan for the removal of barriers which will 
require structural modifications. The transition plan and the projects are to be 
completed as soon as is practicably possible. 

 

1200.20 The El Dorado Hills Community Services District's Board of Directors intends to comply 
with the requirements of the Americans with Disabilities Act, and make all reasonable 
efforts to provide the resources necessary to make all reasonable efforts to provide the 
resources necessary to make any reasonable accommodations of deficits in programs, 
activities, practices, facilities, and services described in the self-evaluation and transition 
plan that will not fundamentally alter the programs, activities, practices, facilities and 
services provided by the district. 

 
 
 
Source: Resolution 92-01; 
Adopted: January 9, 1999 
Amended: September 12, 2019  
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POLICY TITLE: INDOOR FACILITY RENTAL  
POLICY NUMBER: 1220 
 
1220.10 The El Dorado Hills Community Services District recreational programs and other 

District-sponsored activities shall receive priority use of indoor facilities. When available, 
the El Dorado Hills Community Services District offers facilities for rental by individuals 
and organizations, including: 

 
Indoor District Facilities  

 Community Activities Building  
o Gym 
o Kitchen 
o Classroom 
o Exercise Room 

 Oak Knoll Club House 

 Pavilion 
 
Outdoor Picnic Areas  

 Kalithea Village Park 

 Peter Bertelsen Memorial Park 

 Promontory Community Park 

 Lake Forest Park 

 Valley View Sports Park 
 
Athletic Fields - Use and Allocation of Athletic Fields see Policy 1160.   

 
1220.20 Guidelines for Use of District Facilities 

Sets forth facility use fees and processes for reserving and using District Facilities. This 
document is reviewed annually by staff and approved by the General Manager. 

 
1220.30 Standard facility use fees are reviewed annually by staff and recommendations are 

approved by the General Manager. Fees are set based upon similar facilities in the 
vicinity of El Dorado Hills, maintaining the District’s competitiveness in the market, and 
offsetting parks and facilities staff and maintenance costs. 

 
1220.30.01 Community residents, non-residents, business meetings, political 

activities, clubs or any other individual or business that is not non-profit 
will pay the standard facility use fee. 

 
1220.30.02 Non-Profit organizations headquartered in El Dorado Hills and registered 

with the State of California, District Staff, and District Board Members will 
be given a 15% discount on standard facility use fees. 
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Non-Profit organizations in El Dorado County and registered with the 
State of California, will be given a 10% discount on standard facility use 
fees. 
 
The Non-Profit discount for all organizations will not exceed $200. 

 
1220.30.03 District-sponsored groups or events, governmental agencies, District 

partners and community advisory groups may be given additional 
discounts. These groups and organizations will be reviewed by the 
General Manager on an annual basis for eligibility. 

 
For Businesses or Private Enterprises use of facilities – see Policy 1190. 

 
 
Adopted: 1989; 
Amended: 1991; 1992; October 1994; June 1995; December 1996; June 2000; April 8, 2004; May 10, 
2012; February 12, 2015; September 12, 2019; May 14, 2020  
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POLICY TITLE:   COMMUNITY RELATIONS 
POLICY NUMBER: 1230 
 
1230.10 Complaints by Constituents 

From time-to-time, constituents may have complaints regarding policies, procedures, or 
the actions or inactions of El Dorado Hills Community Services District employees. It is 
the intent of this policy to provide the means for adjudicating each complaint in a fair, 
impartial and uniform manner. Accordingly, this policy is designed to set forth strict 
guidelines which must be adhered to by constituents during the complaint process, 
including, but not limited to, a formal chain-of-command. No complaint will be heard at 
any level of the complaint process if the constituent has failed to seek redress of his/her 
grievance at the appropriate lower level(s), as set forth in this policy. 
A. A constituent shall pursue his/her complaint as follows: 

1. Level One 
Initially, the constituent shall attempt to resolve the matter through 
direct discussion with the individual employee of the District involved in 
the incident. If the matter is resolved to the satisfaction of the 
complaining party, then no further action shall be taken by the 
constituent. However, if the constituent is not satisfied with the 
proposed solution for resolving the complaint, the constituent may seek 
redress for his/her complaint as set forth in Level 2. 

2. Level Two 
The constituent shall submit the complaint, in writing, to the immediate 
supervisor of the employee who was most directly involved in the 
incident which gave rise to the complaining, within five (5) days after the 
informal conference pursuant to Level One above. The immediate 
supervisor shall provide a written response to the constituent within ten 
(10) days after receiving the complaint. If the constituent is not satisfied 
with the proposed solution for resolving the complaint, or the time to 
respond to the complaint has expired, the constituent may seek redress 
for his/her complaint at Level 3. 

3. Level Three 
The constituent shall present, in writing, the unresolved complaint to the 
General Manager. The General Manager may appoint a designee to 
respond to the complaint. The General Manager or his/her designee shall 
respond to the complaint, in writing, no later than ten (10) working days 
following the receipt of the written complaint. The General Manager has 
the right to convene a personnel conference to discuss the complaint. If 
the constituent is not satisfied with the proposed solution for resolving 
the complaint, the constituent may seek redress for his/her complaint at 
Level 4. 
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4. Level Four 
The constituent may request that the Board of Directors hear the 
complaint. If the constituent requests that the Board of Directors hear 
the complaint, the request shall be made in writing to the General 
Manager, as secretary to the Board of Directors. No later than thirty (30) 
days after the request for hearing is received, the Board shall instruct the 
General Manager to notify the constituent in writing of the Board's 
determination as to whether it will hold a hearing regarding the matter. 

5. A hearing will not be held by the Board of Directors on any complaint 
unless and until the Board has received the General Manager's written 
report concerning the complaint. The General Manager's report shall 
contain, but is not limited to, the following: 
a. The name of the employee(s) involved; 
b. A brief but specific summary of the nature of the complaint and 

the facts surrounding it sufficient to inform the Board and the 
employee(s) of the precise nature of the complaint and to enable 
the employee(s) to prepare a defense; 

c. A true copy of the signed original complaint; and 
d. A summary of the action taken by the General Manager in 

connection with the complaint, with the General Manager's 
specific finding that disposition of the complaint at the General 
Manager's level has not been possible and the reasons therefore. 

e. If the Board decides to hold a hearing, the General Manager will 
notify the constituent of the time, place and any appropriate 
conditions for conducting the hearing. All persons involved in the 
incident giving rise to the complaint may be requested to attend 
the hearing or meeting. The Board will give each party involved a 
reasonable opportunity to explain or clarify his/her position with 
respect to the incident. Complaints heard by the Board pursuant 
to this policy will be considered in open session or in closed 
session as appropriate to the issue and in accordance with law. 
The decision of the Board following the hearing shall be final. 

f. If the Board decides not to hold a hearing, the decision of the 
General Manager and/or his/her designee will be considered 
final. 

g. The Board either individually, or collectively, shall not consider 
any complaint presented to them, in any manner or form, unless 
and until the constituent has attempted to resolve his/her 
complaint as set forth above. 

 
See Policy 2320 Grievance Procedures 
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1230.20 Complaints by Employees - See Policy 2320 Grievance Procedures  

 
 
Adopted: June 10, 1993 
Amended: September 12, 2019 
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POLICY TITLE:  AGENDA SUBSCRIPTIONS/PUBLIC RECORD DUPLICATION 
POLICY NUMBER:  1235 
 
1235.10 Board meeting and committee meeting agendas shall be posted in accordance with 

state open-meeting laws. Agendas will be made available free of charge at the public 
service counter and during the meeting itself. 

 
1235.20 The District shall provide board and committee agendas on an annual subscription basis, 

available by both postal mail and email. Staff shall establish fees for such subscriptions 
which at lease reimburse the District for costs associated with processing subscription. 
Fees will be reviews periodically to insure adequacy with charges levied by other public 
agencies. 

 
1235.30 Agenda subscriptions shall be available for the following: 

A. Board Regular and Special Meetings 
B. Design Review Committee Meetings 
C. Board Committee Meetings (excluding DRC) and 
D. All Agendas 

 
1235.40 Subscriptions will be on an annual, January 1-December 31 period. Agenda subscription 

fees will be prepaid annually. Fees may be prorated the first year of an individual 
subscription only. 

 
1235.50 The District shall make any information which is a legal public record available to 

members of the public requesting a copy. Staff shall establish and maintain fees for 
providing copies of printed or otherwise recorded public records. Fees shall be set by 
the General Manager or his/her designee. 

 
1235.60 Duplication of other information and documentation will be available to the public on a 

fee-for-service basis. Members of the public may request a copy of specific document 
at a charge according to the Districts published per-copy charge. Requests for copies of 
information which is not specific to a document of which requires staff compilation, 
research or search for non-district information, shall be subject to published staff-time 
charges in addition to published copy fees. 

 
 
Amended: May 10, 2012; September 12, 2019  
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POLICY TITLE:  REQUEST FOR PUBLIC RECORDS  
POLICY NUMBER:  1240* 
 
General 
Public records maintained by the District shall be available for inspection during the regular business 
hours of the District. The General Manager, or his or her designee, shall be the official custodian of 
District records and shall make any nonexempt records freely available to the public in accordance with 
Government Code section 6250 et seq. The District may refuse to make available records that are 
exempt from disclosure pursuant to Government Code section 6254 or other applicable law. The 
District shall not disclose records that assess vulnerability to terrorist attack or other criminal acts 
intended to disrupt the District’s operations or the disclosure of which would compromise the 
workplace security of the District’s facilities, operations, or personnel. 
 
Guidance for District Employees 
Employees shall not make any promise or statement assuring confidential treatment of any record 
given to the District. All requests for inspection or copies of public records, other than forms and 
documents routinely distributed to the public, shall be forwarded to the General Manager (or his or 
her designee) to determine whether a record is exempt from disclosure. District employees shall not 
provide to anyone who does not work for the District any record deemed exempt from disclosure by 
the General Manager or his or her designee without express authorization from the General Manager. 
The General Manager shall have the sole authority to disclose exempt documents. All records created 
by the District’s legal counsel are protected by the attorney/client privilege and are exempt from 
disclosure. The General Manager or his or her designee shall not disclose such records to anyone not 
employed by the District without first consulting with the District’s legal counsel. 
 
All Proposals submitted in response to a request for proposal (RFP) become the property of the District 
and under Government Code § 6250 et. seq. are public records which may be subject to public review. 
The RFP should generally provide that except for price or other portions marked confidential (such as 
trade secrets when applicable) the public will have access to a submittal. However, in special 
circumstances where the public interest in the confidentiality of submittals outweighs the public 
interest in disclosure, the RFP may provide for confidentiality of submittals for that particular project. 
In such special circumstances, the General Manager or his or her designee shall consult with the 
District’s legal counsel for assistance in preparing the RFP. 
 
Requests for Inspection or Copies of District Records 
Members of the public who wish to inspect or obtain copies of any public record must submit their 
request to the office of the General Manager specifying the desired records. Requests should be 
specific, focused and not unreasonably interfere with the ordinary business operations of the District. 
The request should sufficiently describe records so that identification, location and retrieval of the 
records can be achieved in a timely manner by District personnel, and should include the name and 
address of the requestor and a telephone number and or email address where the requestor can be 
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reached for questions of clarification that will help to identify and locate the appropriate records for 
retrieval.  
 
The District’s Search for and Review of Responsive Records 
A reasonable effort will be made to locate requested records. If the document requested cannot be 
located after a reasonable search, the requesting party shall so be advised. The District shall, within 10 
days of receipt of the request, determine whether the request, in whole or in part, seeks disclosable 
public records that are in the possession of the District and shall promptly notify the requestor of the 
determination by sending the requestor a letter of determination. 
 
In unusual circumstances, the District may extend the 10 days for the determination by up to 14 
additional days by written notice, setting forth the reasons for the extension and the date upon which 
the determination will be made. “Unusual circumstances” include instances where the records are 
located off site, the request is for a voluminous amount of separate records, the District needs to 
consult with another agency having a substantial interest in the determination, or where there is a 
need to compile or extract data.  
 
If the District determines that the request seeks disclosable records, the District will state an estimated 
date and time when the records will be made available in its letter of determination. The District will 
not delay in producing the disclosable records but may designate an estimated date for production 
which is later than the 10 or 14 additional days permitted by law for the initial determination in order 
to review, redact as necessary and copy responsive documents. If the District determines that the 
records requested are not disclosable, it will state the reasons therefore in its letter of determination 
and the name and title of the person responsible for the denial.  
 
Inspection of District Records 
A member of the public requesting inspection of District records shall be assisted by the General 
Manager or his or her designee during regular office hours at a time arranged between the District and 
requestor. The operational functions of the District will not be suspended to permit inspection of 
records during periods in which District personnel in the performance of their duties reasonably require 
such records. Physical inspection of the records shall be permitted within the District's offices and 
under the conditions determined by the District. District employees shall not provide records deemed 
to be exempt from disclosure by the General Manager or his or her designee to members of the public. 
Upon either the completion of the inspection or the oral request of department personnel, the person 
conducting the inspection shall relinquish physical possession of the records. Persons inspecting 
District’s records shall not destroy, mutilate, deface, alter, or remove any such records from the District 
office. The District reserves the right to have District personnel present during the inspection of records 
in order to prevent the loss or destruction of records. 
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Advance Payment Required for Copies of District Records 
After the District has completed its search for records that are responsive and disclosable, District 
personnel shall notify the requestor that the records are available. The notice of availability shall 
include the number of pages and total cost for copying. District employees shall promptly provide 
copies of the records to the requestor upon the advance payment of ten cents ($.10) per page to cover 
the direct costs of duplication. Postage fees incurred in mailing such copies shall also be charged to the 
requestor. 
 
Copies of maps, or blueprints will be supplied at the actual cost to the District for reproduction by an 
outside service including the hourly wage for actual staff time spent delivering and picking up the 
copies. Expected costs of reproduction will be collected in advance of reproduction.  
 
Records Prepared and Filed in Accordance with the Political Reform Act 
Records prepared and filed in accordance with the Political Reform Act (conflict of interest code, 
statements of economic interest, campaign statements) are public records subject to inspection and 
reproduction during the District’s regular business hours, commencing as soon as practicable, but no 
later than the second business day following the day the request for inspection was received. Copies 
shall be provided at a charge of ten cents ($.10) per page. Pursuant to Government Code Section 81008, 
a retrieval fee of five dollars ($5.00) per request may be charged for copies of reports and statements 
which are five years old or more. 
 
 
 
Adopted: August 8, 2013  
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* Approved: August 8, 2013 - Approved as Policy No. 1160 due to staff error; renamed Policy 1240) 
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POLICY TITLE: SUSTAINABILITY POLICY 
POLICY NUMBER: 1245* 
 
The purpose of the Sustainability Policy is to sustain the use, development and protection of resources 
being consumed at a rate and in a manner that meets the current needs and enables the El Dorado 
Hills Community Services District (District) to enhance the quality of life for current and future 
community members. Through this policy, the District, Board of Directors and staff shall promote and 
implement specific actions to achieve goals for cost effective, long-term sustainable operations. 
 
The following policy objectives are to increase the District’s overall sustainability to ensure resources 
are available for future generations at all properties: 
 

• Sustainable Design and Construction 
• Energy Efficiency 
• Water Reductions and Management 
• Solid Waste Management and Reductions (Requirements of Assembly Bill 939) 
• Sustainable Procurement 
• Greenhouse Gases (GHG) Reductions 
• Financial Sustainability 
• Habitat and Wildlife Protections 
• Organizational Commitment and Sustainable Culture 

 
Implementation of the Sustainability Policy is the primary responsibility of staff, as directed by the 
Sustainability Advisory Committee, with oversight from the General Manager and Board of Directors 
or designee. 
 
Metrics and reporting will be completed annually. Each sustainability project or initiative will be 
assigned a sponsor who will be accountable to ensure the project meets all timelines, cost 
expenditures, training, measurable outcomes and provides opportunities for continuous quality 
improvement. The project sponsor will provide a written report to the Sustainability Advisory 
Committee detailing the completion of each project with reported outcomes. 
 
The District’s Sustainability Advisory Committee is comprised of two Board members, five internal 
colleagues and up to two external community volunteers who all serve at the pleasure of the Board. 
The Committee provides oversight and accountability for developing and implementing a culture and 
specific procedures to meet policy objectives. The Sustainability Advisory Committee operates as a 
steering committee, accountable to the General Manager and the Board of Directors, with 
responsibility for providing regular updates and recommendations to support the policy objectives. 
Department Heads and other budget managers will retain budget expenditure authority. 
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Annually, the General Manager will submit a report to the Board of Directors with a detailed analysis 
outlining the District’s return on investment based on policy objectives, timelines, cost analysis, 
measureable outcomes, training, and opportunities for continuous quality improvement for each 
approved project. 
 
Adopted: August 10, 2017 
 
*(Adopted as Policy No. 4100; xx-xx-2021 - renamed Policy 1245) 
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