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POLICY TITLE: FORWARD TO PERSONNEL POLICIES 

POLICY NUMBER: 2000 
 
2000.10 The El Dorado Hills Community Services District’s governing body is its Board of Directors 

(“Board”). Members of the Board are elected by the voters living within the El Dorado 
Hills Community Services District (“District”). The Board meets to consider and render 
decisions on a wide variety of matters that arise as a result of the District's involvement 
in services to the community. 

 
2000.20 The Board has delegated the day-to-day administration of the District to the General 

Manager. 
 
2000.30 As an employee of the District, you will find that the District values the services of every 

employee in each job position. The District also recognizes that an efficient and effective 
organization can only be maintained through the willing cooperation of its employees. 
It is our intent to foster a working environment that supports this goal. 

 
2000.40 The District is small enough so that its employees will become well acquainted and 

familiar with all District operations. It is also large enough to provide opportunity for 
advancement into more responsible positions as ability, training, and conditions permit. 
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POLICY TITLE: GENERAL PERSONNEL 

POLICY NUMBER: 2005 
 
2005.10 This manual shall be known as the "Personnel Policy Guide," and may be cited as such. 

This Personnel Policy Guide was last updated on August 27, 2015 and was approved by 
the Board on September 10, 2015. 

 
2005.20 The purpose of the Personnel Policy Guide is to provide guidance for the development 

and application of the District’s personnel management. 
 
2005.30 The General Manager shall maintain a current copy of the Personnel Policy Guide, with 

its legislative history attached, at the District offices and shall bring this copy to all Board 
meetings. 

 
2005.40 This Personnel Policy Guide is effective as of the date of its enactment, and, together 

with any amendments enacted by the Board, is intended to be the governing policy of 
the District on any matters pertaining to District personnel. Board enacted amendments 
and revisions shall be marked as such in the text of this document and the dates of 
revisions listed below. 
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POLICY TITLE: STATEMENT OF PURPOSE 

POLICY NUMBER: 2008 
 
2008.10 This Personnel Policy Guide has been prepared to give employees a better 

understanding of the District. It is designed to be a working guide for both employees 
and supervisors in the day-to-day operations of the District's personnel management. 
The text of the Personnel Policy Guide is not intended to be a legal contract with the 
employee, but rather is an attempt to describe generally the way the organization 
works. There will be circumstances from time to time that will require changes to the 
described policies, practices, and benefits. Accordingly, the Board will make 
amendments as changes occur and updated pages will be made available to employees 
upon request. 

 
The terms and conditions of this Personnel Policy Guide do not alter the status of the 
at-will District’s employees, and it is not a guarantee of employment or continued 
employment with the District. 

 
2008.20 This Personnel Policy Guide should increase understanding, eliminate the need for 

personal decisions on matters of organizational policy, and help assure uniformity and 
consistency throughout the organization. It affirms that the District retains sole 
discretion over the determination and execution of its goals and policies. 

 
2008.30 All employees are expected to review this Personnel Policy Guide and will be responsible 

for complying with the policies and procedures contained herein. Individual department 
operating procedures or guidelines shall be consistent with the policies and procedures 
contained herein. In the event that a term or condition of an employment agreement or 
a Memorandum of Understanding conflicts with a term or condition contained in this 
Personnel Policy Guide, the term or condition in the employment agreement or 
Memorandum of Understanding shall prevail. 

 
2008.40 If any section, subjection, sentence, clause or phrase of this Personnel Policy Guide is 

for any reason held illegal, invalid, or unconstitutional by decision of any court of 
competent jurisdiction, such decision shall not affect the validity of the remaining 
portions. 
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POLICY TITLE: NON-DISCRIMINATION 

POLICY NUMBER: 2010 
 
2010.10 Employment practices of the District shall fully comply with federal and state equal 

employment opportunity laws. The District shall not unlawfully discriminate against any 
person based upon race, religion, creed, color, national origin, ancestry, physical 
disability, mental disability, medical condition, genetic information, marital status, sex 
(including pregnancy, pregnancy-related disability, and breastfeeding), gender, gender 
identity, gender expression, age (40 and over), sexual orientation, military or veteran 
status, or political opinion or political affiliation. 
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POLICY TITLE: DIVERSITY POLICY 

POLICY NUMBER: 2011 
 
2011.10 The District is committed to fostering and preserving a culture of diversity and inclusion. 
 

Diversity is the presence of difference within the workplace. The District realizes that its 
employees come from different cultures, backgrounds, and levels of education and life 
experiences. The District recognizes that each employee is unique and strives to create 
an atmosphere where all employees and volunteers feel valued and respected no 
matter what their gender (including gender identity and expression and transition), sex, 
religion, race, ethnicity, national origin, age, sexual orientation or identity, marital 
status, medical condition or disability, military or veteran or other protected status. 

 
2011.20 The District’s diversity initiatives are applicable—but not limited—to our practices and 

policies on recruitment and selection; compensation and benefits; professional 
development and training; and the ongoing development of a work environment built 
on the premise of diversity and equity that encourages and enforces: 

 
• Respectful communication and cooperation between all employees. 
• Teamwork and employee participation, permitting the representation of all 

groups and employee perspectives.  
• Employer and employee contributions to the communities we serve to promote 

a greater understanding and respect for others. 
 
2011.30 All employees of the District have a responsibility to treat others with dignity and respect 

at all times. All employees are expected to exhibit conduct that reflects inclusion during 
work, at work functions on or off the work site, and at all other company-sponsored and 
participative events. 

 
2011.40 All employees are also required to attend and complete annual diversity in the 

workplace awareness training to enhance their knowledge to fulfill this responsibility. 
Any employee found to have exhibited any inappropriate conduct or behavior against 
others may be subject to disciplinary action. 

 
2011.50 Employees who believe they have been subjected to any kind of discrimination that 

conflicts with the District’s diversity policy and initiatives should seek assistance from a 
supervisor or Human Resources. 
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POLICY TITLE: REASONABLE ACCOMMODATION 

POLICY NUMBER: 2015 
 
2015.10 Consistent with applicable law, the District provides reasonable accommodation to 

qualified employees who are disabled or become disabled and need assistance to 
perform the essential functions of their jobs. This section shall not be construed as a 
guarantee of a specific form of accommodation nor shall accommodation in one case 
establish a precedent for similar or dissimilar circumstances, since all accommodations 
will be determined in accordance with the specific functional abilities of the employee 
in coordination with the requirements of the employee’s job. The interactive process 
shall be used to determine what, if any, reasonable accommodation will be made. 

 
2015.20 When an employee requests reasonable accommodation for a disability or the District 

has reason to believe that a reasonable accommodation is needed, the parties will 
engage in the interactive process, which is an ongoing dialogue between the employee 
(and, if requested by the employee, their union representative) and appropriate District 
representatives about possible options for reasonably accommodating the employee’s 
disability. The District will not implement an accommodation that would present an 
undue hardship on the District. The employee is responsible for providing the District 
with medical documentation regarding the employee’s disability and how it limits the 
employee’s ability to perform the essential functions of the job. While the District will 
consider the employee’s suggestions regarding which accommodation(s) to implement, 
the District will ultimately determine which accommodation(s) will be implemented, so 
long as the accommodation implemented is reasonable and as long as it does not place 
an undue hardship on the District. 
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POLICY TITLE: HARASSMENT-FREE WORK ENVIRONMENT 

POLICY NUMBER: 2020 
 
2020.10 It is District policy to maintain a work environment free from discrimination, insult, 

intimidation, or harassment due to race, religion, creed, color, national origin, ancestry, 
physical disability, mental disability, medical condition, genetic information, marital 
status, sex (including pregnancy, pregnancy-related disability, and breastfeeding), 
gender, gender identity, gender expression, age (40 and over), sexual orientation, or 
military and veteran status. The District also prohibits discrimination and/or harassment 
based on the perception that a person has any of the protected characteristics or is 
associated with a person who has or is perceived as having any of those characteristics. 
Any incident of discriminatory insult, intimidation, or harassment in any form should be 
promptly reported to the Human Resources Manager or the General Manager for 
investigation and appropriate action. The District's anti-harassment and discrimination 
policy not only applies to employees, but also applies to Board members, independent 
contractors, unpaid interns, volunteers, persons providing services pursuant to a 
contract, and other persons with whom employees may come into contact with while 
working. 

 
2020.20 The District will not tolerate improper, unwelcome conduct that creates a hostile work 

environment and interferes with the ability of employees, volunteers, interns, or 
independent contractors to perform their expected duties. Examples of prohibited 
conduct includes, but is not limited to, making adverse employment decisions based on 
an applicant’s or employee’s protected class; jokes or insults directed at a person 
because of a protected characteristic; engaging in threatening or intimidating behavior; 
and/or engaging in unwelcome sexual advances. All employees, Board members, 
volunteers, interns, and independent contractors are required to cooperate with and 
abide by this policy by not engaging in any inappropriate, harassing, or discriminatory 
behavior or acts, and by reporting any incidents they observe or are subjected to 
immediately pursuant to the complaint procedure in this policy. 

 
2020.30 Prohibited harassment can take many forms. It can include, but is not limited to, the 

following behavior: 
 

A. Verbal conduct such as epithets, derogatory jokes or comments, slurs or 
unwanted sexual advances, invitations, comments, posts, or messages; 

B. Visual displays such as derogatory and/or sexually-oriented posters, 
photography, cartoons, drawings, or gestures; 
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C. Physical conduct including assault, unwanted touching, intentionally blocking 
normal movement, or interfering with work because of sex, race, or any other 
protected basis; 

D. Threats or demands to submit to sexual requests or sexual advances as a 
condition of continued employment, or to avoid some other loss, offers of 
employment benefits in return for sexual favors; 

E. Retaliation for reporting or threatening to report harassment. 
 

Please remember prohibited harassment is not just sexual harassment but harassment 
based on any protected category. 

 
2020.40 Sexual harassment can include behavior that is personally offensive, threatening, or 

interferes with work performance. It not only includes unwelcome sexual behavior by 
employees to other employees, but also includes unwelcome sexual behavior to 
employees by non-employees and by employees to non-employees. Sexual harassment 
of District employees in the workplace by any person in any form is prohibited. Sexual 
harassment includes, but is not limited to, unwelcome sexual advances or propositions, 
requests for sexual favors, or other verbal or physical conduct of a sexual nature by 
someone in or from the District when submission to such conduct is made, either 
expressly or by implication, a term or condition of an individual's employment; when 
submission to or rejection of such conduct is the basis for employment decisions 
affecting that individual; or when such conduct has the purpose or effect of 
unreasonably interfering with an individual's work performance or creating an 
intimidating, hostile, or offensive working environment or adversely affecting the 
employee's performance, evaluation, advancement, assigned duties, or any other 
condition of employment or career development. Sexual harassment also includes any 
act of retaliation against an employee for reporting violations of this policy. Other 
examples of sexual harassment, whether committed by a Board member, a supervisor, 
or non-supervisory personnel are: 

 
A. Unwelcome sexual flirtations or propositions; 
B. Verbal abuse of a sexual nature; 
C. Graphic verbal comments about an individual’s body; 
D. Sexually degrading words used to describe an individual; 
E. The display in the workplace of sexually suggestive objects or pictures. 

 
2020.50 Each supervisor has the responsibility of maintaining an environment free of sexual 

harassment in his or her workplace. This responsibility includes discussing this policy 
with his or her employees and assuring them that they are not required to endure 
sexually insulting, degrading, or exploitive treatment or any other form of sexual 
harassment. 
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2020.60 The District will not retaliate against any employee for filing a complaint or participating 

in any workplace investigation or complaint process, and will not tolerate or permit 
retaliation by management, employees, or co-workers. 

 
An employee who feels that he or she has been the subject of harassment, 
discrimination, retaliation, or other prohibited conduct, or who has observed or been 
informed that another person protected by this policy has been subjected to prohibited 
conduct, should immediately contact his or her supervisor, the Human Resources 
Manager, or the General Manager. It would be best to communicate the employee’s 
complaint in writing, but this is not mandatory. Each complaint will be investigated 
quickly and confidentially to determine if harassment, discrimination, retaliation, or 
other prohibited conduct has occurred. 

 
Supervisors are required to refer all complaints involving harassment, discrimination, 
retaliation, or other prohibited conduct to the Human Resources Manager or General 
Manager, so the District may work to investigate and resolve the complaint. Supervisors 
are also required to report any behavior they observe which may be a violation of this 
policy. 

 
2020.70 When the District receives allegations of misconduct, it will undertake a fair, timely, 

thorough, and objective investigation of the allegations in accordance with all legal 
requirements. The District will reach reasonable conclusions based on the evidence 
collected. The District will maintain confidentiality to the extent possible. However, the 
District cannot promise complete confidentiality. The employer's duty to investigate and 
take corrective action may require the disclosure of information to individuals with a 
need to know. 

 
If, as a result of the investigation, a determination is made that harassment, 
discrimination, retaliation (as defined in section 2020.90 below), or other prohibited 
conduct has occurred, appropriate and effective corrective and remedial action will be 
taken in accordance with the circumstances involved. The range of disciplinary actions 
is from verbal reprimand to discharge from employment, depending on the specific 
circumstances including the severity of the conduct and/or repetitive nature of the 
conduct and/or whether the employee had previously been warned. Employees should 
also know that if they engage in unlawful harassment or retaliation, they also can be 
held personally liable (Government Code Section 12940(j)(3)). 

 
2020.80 Employees should also be aware that the Federal Equal Employment Opportunity 

Commission and the California Department of Fair Employment and Housing investigate 
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and prosecute complaints of prohibited harassment, discrimination, and retaliation in 
employment. Information is available at www.eeoc.gov and www.dfeh.ca.gov. 

 
2020.90 Retaliation against any individual for making a report, or for participating in an 

investigation, under this policy is strictly prohibited. Individuals are protected by law and 
by District policy from retaliation for opposing unlawful discriminatory practices, for 
filing an internal complaint under this policy or for filing a complaint with the DFEH or 
EEOC, or for otherwise participating in any proceedings conducted by the District under 
this policy or by either of these agencies. 

 
As used in this policy, retaliation is defined as any adverse employment action taken 
against an employee because the employee engaged in activity protected under this 
policy. Protected activities may include, but are not limited to, reporting or assisting in 
reported suspected violations of this policy and/or cooperating in investigations or 
proceedings arising out of a violation of this policy. 

 
Adverse employment action is conduct or an action that materially affects the terms and 
conditions of the employee’s employment status or is reasonably likely to deter the 
employee from engaging in protected activity. Even actions that do not result in a direct 
loss of compensation may be regarded as an adverse employment action when 
considered in the totality of the circumstances. 

 
Examples of retaliation under this policy include but are not limited to: demotion, 
suspension, reduction in pay, denial of a merit salary increase, failure to hire or consider 
for hire, refusing to promote or consider for promotion because of reporting a violation 
of this policy, harassing another employee for filing a complaint, denying employment 
opportunities because of making a complaint or for cooperating in an investigation, 
changing someone’s work assignments for identifying harassment or other forms of 
discrimination in the workplace, treating people differently such as denying an 
accommodation, or not talking to an employee when otherwise required by job duties 
or otherwise excluding the employee from job-related activities because of engagement 
in activities protected under this policy. 

 
2020.100 Abusive Conduct/Bullying. It is expected that District employees perform their jobs 

productively as assigned, and in a manner that comports with District policies, and that 
they refrain from any disrespectful, malicious, patently offensive or abusive conduct. 

 
Exposing a person to abusive actions repeatedly over time constitutes bullying. Abusive 
actions include actions, performed with malice that a reasonable person would find 
hostile, offensive, and unrelated to an employer's legitimate business interests. Abusive 
conduct may include repeated infliction of verbal abuse, such as the use of derogatory 
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remarks, insults, and epithets, verbal or physical conduct that a reasonable person 
would find threatening, intimidating, or humiliating, or the gratuitous sabotage or 
undermining of a person's work performance. A single act may constitute abusive 
conduct, if severe and egregious. Such conduct is prohibited. 
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POLICY TITLE: DISTRICT RIGHTS 

POLICY NUMBER: 2030 
 
2030.10 The District has the exclusive right, in accordance with applicable laws and regulations, 

to take certain actions including, but not limited to, the following: 
 

A. Establishing the District’s missions, programs, objectives, activities, and 
priorities; 

B. Directing and supervising employees in the performance of their duties; 
C. Hiring, promoting, transferring, demoting, training, evaluating, classifying, and 

assigning employees; 
D. Disciplining, reprimanding, suspending, or dismissing employees for misconduct 

or failure to perform satisfactorily; 
E. Determining the District's purpose, budget, organization, work to be performed, 

and services to be provided; 
F. Determining and effectuating methods of implementing the foregoing;  
G. Formulating, adopting, and implementing work rules, standards of performance, 

and standards of conduct for employees; 
H. Determining the location or relocation, reorganization, or discontinuance of 

operations, where employees shall work, or whether any portion of any 
operation shall be subcontracted; 

I. Maintaining and enforcing safety standards and programs; 
J. Determining job classifications and job descriptions; 
K. Introducing new or improved methods, programs, equipment, or facilities, or 

changing or eliminating existing methods, equipment, or facilities; and 
L. Determining the work to be done; assigning work; establishing and changing 

daily or weekly work schedules; scheduling hours of work, including overtime; 
establishing or eliminating shifts; and determining whether and to what extent 
work shall be performed by employees. 

 
The above enumeration of District rights is not inclusive and does not exclude other 
management rights not specified, nor shall the exercise or non-exercise of rights 
retained by the District be construed to mean that any right is waived. 

 
2030.20 These District rights shall be exercised by the Board of Directors acting as a body or by 

the Board's duly authorized agent such as the General Manager or his/her designee. 
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POLICY TITLE: ADMINISTRATION OF RULES 

POLICY NUMBER: 2040 
 
2040.10 The General Manager, subject to the direction of the Board, shall be responsible for the 

administration of the rules set forth in this Personnel Policy Guide. 
 
2040.20 The General Manager, in his or her discretion, may delegate any of his or her authority 

set forth in these rules, as he or she may deem appropriate and necessary. 
 
2040.30 All provisions of this Personnel Policy Guide shall apply from the date of its adoption to 

all District employees without regard to the date of their original employment. This 
Guide nullifies, replaces, and supersedes all previous personnel policies. 
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POLICY TITLE: APPLICABILITY OF DEFINITIONS 

POLICY NUMBER: 2050 
 
2050.10 The definitions in this chapter apply to the provisions of the Personnel Policy Guide only, 

as originally enacted or as later amended, and do not affect any other ordinances or 
resolutions of the Board. Terms used in this Personnel Policy Guide shall, unless the 
context clearly indicates a contrary intent, have the meaning accorded them by the 
definitions in Section 2060. 
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POLICY TITLE: DEFINITIONS 

POLICY NUMBER: 2060 
 
2060.10 Authorized Position - A funded work position, within a job classification, which is or may 

be held by an employee. 
 
2060.20 Board - The Board of Directors of the El Dorado Hills Community Services District. 
 
2060.30 Continuous Employment - District employment which is uninterrupted except by 

authorized absences. 
 
2060.40 Contracted Services - Work performed for the District by independent contractors who 

retain the right to control and direct the manner and means by which the work is to be 
performed while the District controls the result. Independent contractors are not 
employees of the District. 

 
2060.50 Demotion - A change in job classification to a position with a lower salary range. 
 
2060.60 Department - A major administrative branch of the District, involving a general line of 

work, with one or more employees under the charge of one or more individuals, known 
as supervisors. 

 
2060.70 Department Head – The recognized head of a specific department in the District as 

designated by the General Manager. A Department Head is an at-will, exempt employee. 
 
2060.80 Dismissal - Involuntary termination of employment with the District. 
 
2060.90 District - The El Dorado Hills Community Services District. 
 
2060.100 Employee - A person who has been employed to serve in a District job position or who 

is on an authorized leave of absence from such position. 
 
2060.110 Exempt Employees - Exempt employees are persons who are exempt from the minimum 

wage and overtime provision of the Fair Labor Standards Act (“FLSA”) and do not receive 
overtime pay, e.g. executive, administrative, and professional employees. The General 
Manager will consult with legal counsel and determine and report to the Board each 
employee's exempt/non-exempt status. Each such employee will be given notice of his 
or her exempt status. 
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2060.130 Good Standing - Any currently employed full-time or part-time employee not under 
disciplinary action by the District. 

 
2060.140 Grievance - A grievance is a claimed violation, misinterpretation, inequitable 

application, or non-compliance with existing District rules, regulations, and policies. 
 
2060.150 Guide - Guide means this Personnel Policy Guide. 
 
2060.160 Immediate Family - An employee's biological, adoptive, or foster parent, stepparent, 

legal guardian, or a person who stood in loco parentis when the employee was a minor 
child, employee’s spouse, registered domestic partner, or child including biological, 
adopted, step-child, foster child, legal ward, or a child to whom the employee stands in 
loco parentis, brother, sister, grandparent, grandchild, or those of the employee's 
spouse. (Definition only applicable for sick leave and bereavement.) 

 
2060.170 Job Classification - Descriptive title of a certain type of job performed by a District 

employee. Inherent in each classification are certain duties, responsibilities, and degrees 
of authority. 

 
2060.180 Leave of Absence - When authorized, an absence from duty for a specified period of 

time. An employee on authorized leave may return to the same or a similar position at 
the end of the authorized leave period. 

 
2060.190 Non-Exempt Employees - Non-exempt employees are persons who are not exempt from 

the minimum wage and overtime provisions of the FLSA. At the option of the District, 
these employees will receive either overtime pay or compensatory time off for work 
performed in excess of forty (40) hours per week in compliance with the FLSA. 

 
2060.200 Pay Period - The pay period shall be every 14 days. 
 
2060.210 Performance Evaluation - A review and evaluation of an employee's performance and 

demonstrated capabilities in his or her authorized position by his or her supervisor. 
 
2060.220 PERS – California Public Employees Retirement System. All regular full-time employees 

are required to join PERS. Regular part-time employees, after working 1,000 hours in a 
calendar year are required to join PERS. 

 
2060.230 Personnel Policy Guide - This group of rules and procedures concerning the terms and 

conditions of District employment. 
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2060.240 Probationary Period - The probationary period is a step in the District's hiring process 
for regular employees. It allows the probationary employee and the District an 
opportunity to determine if this is the right job for this person and the right person for 
the job. The District will use the probationary period to continue its assessment of an 
applicant for regular employment. During the probationary period an employee is at-
will which means the District may discharge the employee with or without cause and 
with or without notice. While normally the probationary period is the first six (6) months 
of employment, the probationary period may be extended by the General Manager for 
up to six (6) additional months to allow time for further performance evaluation. The 
probationary employee does not have the Grievance Procedure rights described in 
Section 2360 of this manual or the Pre-Disciplinary Procedures described in Section 
2360.50. 

 
2060.250 Regular Full-Time Employee - A District employee who is regularly assigned to work forty 

(40) hours per week in an authorized position and has successfully completed the 
probationary period. 

 
2060.260 Regular Part-Time Employee - An employee of the District who is regularly scheduled to 

work fewer than forty (40) hours each week in an authorized position and has 
successfully completed the probationary period. Those part-time employees who are 
regularly scheduled to work thirty (30) hours per week or more will receive paid 
vacation, holiday, sick leave, and other benefits as described in Policy Numbers 2210 
(Compensation Schedule and Salary Plan Administration), 2250 (Paid Holidays), 2260 
(Paid Vacations), 2270 (Sick Leave), and 2400 (Tuition Reimbursement) of this Personnel 
Policy Guide. Part-time employees regularly scheduled to work fewer than thirty (30) 
hours per week shall receive no paid vacation, holiday, sick leave, or other District-paid 
benefits. If a regular part-time employee works forty (40) hours or more per week for a 
period of twelve (12) weeks or more, the General Manager shall review the part-time 
position to determine whether it should be converted to a full-time position. Regular 
part-time employees shall not exceed 1,000 hours per year. 

 
NOTE: The former 50% benefit package at 25 hours service per week shall be terminated 
effective July 1, 2004 except for any employees who have obtained eligibility for the 50% 
package prior to July 1, 2004 shall continue to receive the 50% package until he/she is 
eligible under the new 30-hour service package or until otherwise modified by mutual 
agreement of the District and the Employees’ Association. 

 
2060.270 Salary Range - Categories that determine the minimum and maximum salary payable for 

each employment classification. 
 
2060.280 Salary Step - Level of salary payable in each salary range. 
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2060.290 Seasonal Employee - A full-time or part-time employee who works during a specific part 

of each work year, generally for a limited term. Unlike a temporary employee who has 
no reasonable expectation of re-employment, a seasonal employee who performs 
satisfactorily may be offered re-employment the following year (although the District is 
not required to re-employ any employee). A seasonal employee is not eligible for 
District-paid benefits and is not a "regular full-time" or "regular part-time" employee 
regardless of the hours the seasonal employee is scheduled to work. A seasonal 
employee is at-will employee meaning the District can terminate his or her employment 
at any time with or without cause and with or without notice. 

 
2060.300 Sick Leave - An excused, paid absence from duty by an employee due to illness as 

described in Policy Numbers 2270 of this Personnel Policy Guide entitled Sick Leave. 
 
2060.310 Supervisor - A person who has day-to-day direction and responsibility over the work of 

one or more specific employees. 
 
2060.320 Suspension - A District-mandated temporary leave of absence which may be either paid 

or unpaid and may be either for disciplinary reasons or investigative purposes (also 
known as “investigatory leave”). The District has the right to determine if or when an 
employee will be on investigatory leave and if or when such leave shall be paid. 

 
2060.330 Temporary Employee - An employee hired for a specific purpose for a limited period or 

an employee who works on an on-call or as-needed basis. A temporary employee has 
no reasonable expectation that he or she will be called or re-employed by the District in 
the future. A temporary employee shall receive no District-paid benefits and is not a 
"regular full-time" or "regular part-time" employee regardless of the hours the 
temporary employee is scheduled to work. A temporary employee is at-will employee 
meaning the District can terminate his or her employment at any time with or without 
cause and with or without notice. 

 
2060.340 Termination - The conclusion or cessation of employment with the District, whether 

initiated by the District or the employee. 
 
2060.350 Vacancy - An unfilled authorized position in the District. 
 
2060.360 Work Week - For purposes of computing overtime, the District's work week will run from 

12:00 a.m. Sunday through midnight the following Saturday. 
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POLICY TITLE: EMPLOYEE SELECTION 

POLICY NUMBER: 2070 
 
2070.10 Employees are selected on the basis of merit, ability, appropriate education, 

competence, experience, and employment references. Neither an employee of the 
District nor any person seeking employment with the District shall be unlawfully favored 
or discriminated against because of race, religion, creed, color, national origin, ancestry, 
physical disability, mental disability, medical condition, genetic information, marital 
status, sex (including pregnancy, pregnancy-related disability, and breastfeeding), 
gender, gender identity, gender expression, age (40 and over), sexual orientation, or 
military or veteran status. Any technique or procedure used in the selection or 
promotion of employees shall be designed to measure only the job-related 
qualifications of the applicant. Hiring shall be done by the General Manager. Hiring at or 
above the Department Head level shall be subject to Board approval, with the exception 
of part-time, interim, or limited term (less than one year) Department Heads. 

  

  



 
 

Policy Series 2000 – Personnel 
 
 

 

Page 22 of 114 

POLICY TITLE: PROBATIONARY APPOINTMENT 

POLICY NUMBER: 2080 
 
2080.10 Before employing a person as a full-time or part-time regular employee, the District shall 

employ that person as a probationary employee for a period of at least six (6) months. 
The General Manager may extend the probation period up to an additional six (6) 
months at his or her discretion. Extensions can be the result of a change in 
responsibilities or supervision, a leave of absence taken during the probationary period, 
or to further evaluate the employee’s performance. At least seven (7) calendar days 
prior to the effective date of the extension, the employee shall be informed in writing 
of the reason(s) for and the period of the extension. Any extension of the probationary 
period shall also extend the probationary status of the employee. 

 
2080.20 The probationary period is a step in the District's hiring process. It allows the 

probationary employee and the District an opportunity to determine if this is the right 
job for this person and the right person for the job. The District will use the probationary 
period to continue its assessment of an applicant for regular employment. During this 
period, supervisors should carefully evaluate the employee's performance and general 
suitability for District employment. 

 
2080.30 Probationary employees serve the District in an at-will status. At any time during the 

probationary period, the probationary employee or the District may terminate the 
employment relationship with or without cause and with or without notice. The 
probationary employee will not have recourse to the Grievance Procedure set forth in 
Section 2360 of this Personnel Policy Guide or the Pre-Disciplinary Procedures described 
in Section 2360.50. 

 
2080.40 If interrupted by an authorized leave of absence, the probationary period will be 

extended accordingly. 
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POLICY TITLE: REGULAR APPOINTMENT 

POLICY NUMBER: 2090 
 
2090.10 Only regular part-time or full-time employees shall serve a probationary period. Prior to 

the completion of their probationary period, the probationary employee shall be 
evaluated by his or her supervisor. If the probationary employee’s performance receives 
an overall rating of satisfactory or greater, the supervisor shall recommend the 
probationary employee for a regular appointment. The General Manager shall review 
the recommendation and if he or she concurs, the probationary employee shall become 
a regular employee effective the first day of the month following completion of the 
probationary period. 
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POLICY TITLE: EMERGENCY HELP 

POLICY NUMBER: 2100 
 
2100.10 In cases of great emergency, when necessary to protect lives or property from imminent 

danger, the General Manager may employ a person (or persons) on behalf of the District 
as a temporary employee for a period which shall not extend beyond the duration of 
the emergency or the adjournment of the next regular meeting of the Board, whichever 
is earlier. 

 
2100.20 Additionally, the General Manager may employ a person or persons on behalf of the 

District as a temporary employee for a period which shall not extend beyond the 
adjournment of the next regular meeting of the Board, when circumstances are found 
to exist as would cause unreasonable damage to or deterioration of District property or 
the curtailment or impairment of important District operations without such additional 
employment. 

 
2100.30 Temporary personnel employed pursuant to this section shall be at the salary for the 

appropriate classification, unless changed by subsequent action of the Board. Any such 
appointment shall be reviewed by the Board at the first regular meeting following the 
appointment. 
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POLICY TITLE: PHYSICAL EXAMINATION 

POLICY NUMBER: 2110 
 
2110.10 Prior to making an appointment of any employee and after an employee receives a 

conditional offer of employment, the District may require the potential appointee to 
pass a physical examination administered by the District's chosen physician. The 
physician's report shall be submitted to the District before the new employee begins his 
or her employment. 

 
At any time during an individual's employment with the District, if concerns arise about 
the employee's ability or fitness to perform his or her job, the District may require the 
employee to have a physical examination if it is job related and consistent with the 
District’s business needs. The cost of required examinations shall be borne by the 
District. 

 
If an employee is on a medical leave of absence, the District shall require an employee 
to submit to a physical examination prior to returning to work. 
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POLICY TITLE: HIRING OF RELATIVES 

POLICY NUMBER: 2120 
 
2120.10 The District's policy is to hire, promote, and transfer employees on the basis of individual 

merit and to avoid favoritism in making such decisions. 
 
2120.20 Board members' or current District employees' relatives may only be employed within 

the same department or facility when all the following criteria are met: 
 

A. Such employment does not adversely affect safety, morale, security, or 
supervision; and 

B. The relatives do not directly supervise each other; and 
C. Such relatives neither initiate nor participate in making institutional 

recommendations or decisions that would directly affect employment status of 
their immediate relatives. These recommendations/decisions include but are 
not limited to selection, appointment, retention, tenure, work assignments, 
promotion, demotion, or salary. 

 
2120.30 The District may prohibit assignment or reassignment of relatives if, in its sole discretion, 

it finds that any of the above criteria are not met. The District may elect to find 
alternative placement into a position within the organization if there is a vacancy and 
the employee meets the minimum qualifications of the positon. 

 
2120.40 Relative includes an employee's biological, adoptive, or foster parent, stepparent, legal 

guardian, or a person who stood in loco parentis when the employee was a minor child, 
employee’s spouse, registered domestic partner, or child including biological, adopted, 
step-child, foster child, legal ward, or a child to whom the employee stands in loco 
parentis, brother, sister, grandparent, grandchild, or those of the employee's spouse. 

 
2120.50 This policy also applies to persons who are not legally married but live together and, in 

the District's judgment, share the attendant responsibilities and commitments of 
marriage. 

 
2120.60 Marriage While Employed - If two persons should marry while both are employed by the 

District, they may continue their employment in the same job provided that the criteria 
set forth in Section 2120.20 are met. 

 
2120.70 If the criteria are not met, one of the spouses must change jobs, change work locations, 

or terminate his or her employment with the District. The couple will make a decision 
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within thirty (30) calendar days of the marriage as to which of them will change positions 
or employment. 

 
If this decision is not made within thirty (30) calendar days, however, the employee with 
the least seniority (based upon his or her total time as a District employee) shall be 
transferred or terminated. If both employees have the same seniority, the District's 
decision as to which employee must be transferred or terminated will be based upon 
the necessity of operating the District in an efficient manner. If the General Manager 
determines that an overriding business necessity requires the transfer or termination of 
one particular spouse, such overriding necessity shall supersede the foregoing system. 

 
2120.80 The General Manager may authorize an exception to this policy if it is found that (1) the 

position to be filled requires a person with specialized training and experience not 
generally available in the employment market, (2) substantial bona fide efforts have 
been made to locate and employ such a person who is not a relative of any Board 
member or employee, and (3) the relationship between the relative and the applicant 
or employee is unlikely to materially affect his or her employment by the District. Any 
such exception authorized by the General Manager must be ratified by the Board. 

 
2120.90 The General Manager has responsibility for the administration of this policy with regard 

to all hiring and promotional practices. The General Manager will include in his or her 
annual report to the Board a review of the implementation of this policy, as necessary. 
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POLICY TITLE: PROMOTION, DEMOTION, LATERAL TRANSFER 

POLICY NUMBER: 2130 
 
2130.10 A promotion is the change of an employee from one position to another position which 

has a higher salary range maximum. Upon promotion, an employee may be granted a 
salary increase to the minimum of the salary range for the new classification or one step 
in amount, whichever is greater, provided that the employee’s new salary rate does not 
exceed the maximum of the new classification. 

 
2130.20 A demotion is the change of an employee from one position to another position which 

has a lower salary range maximum. Salary adjustment due to a demotion shall be at the 
discretion of the General Manager. 

 
2130.30 A lateral transfer is the change of an employee from one position to another position 

which is in a class having the same salary range maximum. An employee who is 
transferred from one classification to another must have the qualifications and skills 
required for the new classification. 

 
2130.40 If a new position is established or if a position is or will become vacant, the General 

Manager may laterally transfer a District employee working at or above that level into 
the vacant position. 
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POLICY TITLE: ADVERTISING AND FILLING VACANCIES 

POLICY NUMBER: 2140 
 
2140.10 If a new or vacant position is not filled through lateral transfer as described in Personnel 

Policy Guide 2130.30, the General Manager shall advertise for the position. 
 
2140.20 Job advertisements shall be posted on the District’s website. 
 
2140.30 The advertisement shall state: 
 

• Position title;  
• Salary or wage range;  
• Deadline for filing an application; 
• Where and how the application may be obtained and submitted. 

 
2140.40 Nothing in this provision shall be interpreted to preclude the District from promoting 

qualified individuals from within without the necessity of advertising a vacant or newly 
created position when to do so is in the best interest of the District as determined by 
the General Manager. Employees appointed from one classification to another must 
have the qualifications and skills required for the new classification. 

 
2140.50 Applications - All applications must be in writing and must be submitted on the form 

provided by the District. Letters of recommendation and references may be required 
where appropriate. A resume is not a substitution for a completed District employment 
application. 

 
2140.60 Interviews - Before an applicant is hired, he or she shall be personally interviewed. 
 
2140.70 Applicability of Advertising and Hiring Provisions – These provisions apply to filling 

regular full-time and regular part-time employee positions. These sections do not apply 
to appointment of seasonal or temporary employees. 

 
2140.80 Appointment - The position of General Manager shall be filled by Board appointment. 

The General Manager shall appoint successful candidates to fill all other vacant 
positions. The appointment of Department Head positions shall be subject to Board 
approval. 
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POLICY TITLE: REGULAR WORK WEEK AND WORK DAY 

POLICY NUMBER: 2150 
 
2150.10 The regular work week shall be forty (40) hours for a seven (7) day period running from 

12:00 a.m. Sunday through midnight the following Saturday. Management may set 
other hours of work for specific positions to accommodate District needs. 

 
2150.20 The District's public office hours shall be Monday through Friday from 8:00 a.m. to 5:00 

p.m. 
 
2150.30 Employees may be scheduled for five (5) eight (8) hour days per week; four (4) ten (10) 

hour days per week with Friday off; four (4) nine (9) hour days per week with half days 
off on each Friday or every other Friday off; or another work schedule as determined by 
the General Manager. Each work day shall include an unpaid meal period, and two paid 
ten-minute work breaks. Work breaks may be scheduled by the employee’s supervisor. 

 
2150.40 Regular full-time employees will receive eight (8) hours of pay for a holiday and may 

elect to work, at straight time, any additional hours if their normal work schedule 
normally exceeds eight (8) hours in a day or take vacation time for the additional hours 
upon approval of their supervisor if a holiday falls on their normal work schedule. To 
receive holiday pay, employees must have been in a paid status the last work day prior 
to the holiday and the day following the holiday. Pay status includes use of sick leave or 
vacation leave. The District's overtime policy applies to any other hours worked on a 
holiday which exceed forty (40) in a workweek. 
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POLICY TITLE: SALARIES 

POLICY NUMBER: 2160 
 
2160.10 With the exception of the General Manager and Department Heads, whose 

compensation shall be determined by the Board, unrepresented employees' wages or 
salaries will be determined by the General Manager. Represented employees will be 
subject to the wage and salary scale negotiated during collective bargaining and 
subsequently approved by the employee organization and by the District’s Board. 

 
2160.20 All employees, with the exception of temporary and seasonal workers who are paid on 

an hourly basis, have their salaries set on the basis of a regular monthly sum. Pay periods 
will be on a bi-weekly basis. Paydays will be on alternating Thursdays, or Wednesday if 
a listed holiday falls on a Thursday. 
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POLICY TITLE: OVERTIME 

POLICY NUMBER: 2170 
 
It is the general policy of the District to avoid the necessity for overtime work whenever possible. 
Overtime shall be held to a minimum consistent with efficient operation and shall only be used to cover 
emergencies or where working employees overtime is more economical. 
 
2170.10 Non-exempt employees are eligible for overtime pay for each hour worked in excess of 

forty (40) hours in a workweek. All overtime must be required or authorized in advance 
by a supervisor, unless determined to have been a bona fide emergency. In the case of 
a bona fide emergency, where it is not reasonably feasible to obtain such prior 
authorization, the employee who has worked overtime shall request such authorization 
on the next regular work day. Any employee who works overtime which is not pre-
approved may be subject to discipline up to and including termination. 

 
Overtime pay shall be received for the following: 
 
A. Hours actually worked in excess of forty hours in a workweek. 
B. Hours worked by an employee when called in on a day off or called back to work 

after leaving the jobsite. In such cases, the employee will be paid a two (2) hour 
minimum. Those two (2) hours will be paid at an overtime rate only if the 
employee has already worked forty (40) hours in the workweek. 

 
2170.20 Non-exempt employees shall be paid overtime at one-and-one-half (1½) times the 

employee's regular rate of pay computed to the nearest one-quarter hour for all time 
actually worked. Holidays, administrative leave, vacation, authorized compensatory 
time off, and sick leave do not count toward an employee’s overtime calculation. 

 
2170.30 Exempt employees shall receive no additional pay for hours worked over forty (40) in a 

workweek. 
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POLICY TITLE: COMPENSATORY TIME OFF (CTO) 

POLICY NUMBER: 2180 
 
2180.10 Compensation - In lieu of overtime pay, an employee may earn Compensatory Time Off 

(“CTO”) at the rate of 1½ hours off for each hour worked in excess of forty (40) in a 
workweek. Employees should request CTO in lieu of overtime to their supervisor before 
overtime hours are worked and the request should be in writing. 

 
2180.20 Accumulation and Use of CTO - No employee shall accumulate more than 40 hours of 

CTO at any given time. Before using CTO, an employee should obtain the approval of 
their supervisor. Employees shall be permitted to use CTO as requested unless 
employee’s absence on the requested day would unduly disrupt the District’s 
operations. If CTO is denied for operational reasons, the employee shall be permitted to 
use CTO within a reasonable period of time thereafter so long as the usage does not 
unduly disrupt the District’s operations. 

 
2180.30 Termination - Upon termination, any employee with accumulated CTO shall have it paid 

out to them at either (1) the employee’s average regular rate of pay during the past 
three years of employment or (2) the employee’s regular rate of pay in effect at the time 
of termination, whichever is higher. Overtime and CTO shall be paid in accordance with 
these rules and the provisions of the FLSA for all non-exempt employees. 
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POLICY TITLE: EMERGENCY DUTY 

POLICY NUMBER: 2190 
 
2190.10 Call-Out - When responding to an emergency call, an employee who returns to the 

jobsite shall be paid a two (2) hour minimum plus any hours worked in excess of the two 
hours in which the employee is continuously engaged in work for which he or she was 
called back. If the employee is working overtime hours (beyond 40 hours in a 
workweek), then employee shall receive overtime pay for those two (2) hours and any 
additional call back hours worked in excess of forty (40) in a workweek. Providing brief 
consultation assistance over the phone is not recognized as being continuously engaged 
in work. 

 
2190.20 On-Call - When warranted and in the interest of the District's operations, Department 

Heads or their designee may assign employees to "on-call duty.” 
 

A. "On-call duty" is an assigned duty outside the normal workweek assignment 
during which an employee must remain where he or she can be contacted by 
telephone and he or she is ready for immediate call back to his or her 
department to perform an essential service. 

 
An employee assigned on-call duty shall be compensated at the regular rate of pay for 
each hour the employee is on-call. 

  

  



 
 

Policy Series 2000 – Personnel 
 
 

 

Page 35 of 114 

POLICY TITLE: PAY ADVANCES, DEDUCTIONS, FINAL CHECK 

POLICY NUMBER: 2200 
 
2200.10 Pay advances to employees on earned wages and salaries may be granted on an 

individual basis if approved by the General Manager. Advances to employees on 
unearned wages and salaries will not be made. 

 
2200.20 As required by law, the District makes payroll deductions from each employee's wages 

and salaries for federal withholding taxes, Social Security taxes, California State 
withholding taxes, State Disability Insurance, and wage garnishment. Deductions are 
also made from employees' salaries for contributions paid to the Public Employees 
Retirement System (“PERS”) for any employee who is enrolled in PERS. 

 
2200.30 A final paycheck shall be issued to employees who have been dismissed, laid off, or 

resigned as soon as possible but no later than their next regularly scheduled paycheck 
following their separation from employment. 
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POLICY TITLE: COMPENSATION SCHEDULE AND SALARY PLAN 

ADMINISTRATION 

POLICY NUMBER: 2210 
 
2210.10 With the exception of the position of General Manager, all unrepresented District 

employees shall receive the compensation provided in the basic salary schedule. The 
Board may, at any regular meeting, or special meeting duly called for that purpose, 
adjust the salaries or salary ranges by minute order or resolution. It is the Board's goal 
to determine annual salary adjustments by July 1st of each year. All represented 
employees will be subject to the wage and salary scale negotiated during collective 
bargaining and subsequently approved by the employee organization and by the 
District’s Board. 

 
2210.20 The District has a salary schedule that denotes the steps in the pay ranges of the District 

salary plan. 
 
2210.30 Except as otherwise provided in this Personnel Policy Guide (including Section 2220), 

employees and candidates shall be employed or appointed at the first step of the salary 
range for their particular class. Advancement within a salary range shall not be 
automatic but shall be given only upon affirmative recommendation of the employee's 
supervisor and approval of the General Manager. Thereafter, an employee may be 
considered for increase in salary according to the following schedule: 

 
A. Step 1 shall be paid upon initial appointment to District service for a period of at 

least six (6) months (1,040 hours of work), except when another step is indicated 
as the beginning pay step. 

B. After satisfactory completion of at least six (6) months service in Step 1 (1,040 
hours of work), employees may be considered for a merit increase to Step 2. 
Employees appointed at other than Step 1 may be considered for an increase to 
the next higher step upon the satisfactory completion of at least six (6) months 
of service. 

C. After satisfactory completion of at least twelve (12) months of service at Step 2 
(2,080 hours of work), employees may be considered for an increase to a higher 
step. 

D. All step increases shall be effective the first day of the next payroll period 
following the employee's eligibility for such increase. 

 
2210.40 Regular part-time employees shall be eligible for step increases when their equivalent 

length of service meets the provisions of paragraph 2210.30(B) in this section.  
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POLICY TITLE: MERIT AND SPECIAL MERIT COMPENSATION PROGRAM FOR 

UNREPRESENTED FULL-TIME EMPLOYEES 

POLICY NUMBER: 2220 
 
2220.10 It is the intent of this policy to provide highly effective full-time unrepresented 

employees a merit or special merit increase to his/her salary beyond the established 
standard salary range for exceeding performance standards. In order to properly 
compensate and retain highly qualified and effective employees, adjustments in salary 
shall be based on a merit system. Adjustments shall not be automatic but shall depend 
upon the rating of the employee’s performance evaluation. This policy seeks to clarify 
when an unrepresented full-time employee may receive a flexible merit increase to 
his/her salary based on the employee’s outstanding or exceptional performance. 

 
2220.20 The General Manager or his/her designee shall prepare a compensation plan covering 

all unrepresented classifications in the District service. This compensation plan will show 
the salary ranges and list other forms of compensation which each classifications will 
receive. In arriving at such salary ranges, consideration may be given to the prevailing 
rates of pay for comparable work in other public and private employment (usually within 
close geographic proximity of the District), as well as the District’s current financial 
condition and operational needs. The General Manager or his/her designee may make 
further studies of the compensation plan as needed, or as may be requested by the 
Board. All such studies will be done in accordance with applicable laws, District policies, 
and current agreements affecting employer‐employee relations in the District. The 
Board shall adopt the compensation plan as part of the District’s budget each fiscal year. 

 
2220.30 A full-time unrepresented employee occupying a position in the District service will be 

paid a wage within the standard salary range established for that position’s classification 
under the adopted salary schedule. The salary schedule shall provide salary steps for 
each classification. An employee may be assigned by the General Manager or his/her 
designee, with the Department Head’s recommendation, to the various steps within the 
standard range for the classification. Salary step advancement is not automatic nor is it 
based solely upon an employee’s length of service. Instead, salary step advancement 
will be based upon an employee’s performance the prior review year. Step increases 
may also be accelerated at the discretion of the General Manager. Each salary step 
increase must be accompanied by a written performance review wherein the 
Department Head or the General Manager recommends salary step advancement for 
the eligible employee. 

 
2220.40 Salary step increases may be withheld in the event that an employee’s performance, as 

viewed by the Department Head or the General Manager, has been less than satisfactory 
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during the review period. The denial of a step increase shall be in writing to the 
employee and shall specify to the employee the areas of his/her performance which 
need improvement. The employee’s performance will be re‐evaluated in ninety (90) 
days by the Department Head or the General Manager. If the employee’s performance 
has significantly improved during the ninety (90) day re‐evaluation period, the 
Department Head or the General Manager may recommend the commencement of the 
salary step increase, or portion thereof, which was previously withheld. 

 
2220.50 Upon the recommendation of the Department Head and with the approval of the 

General Manager, an employee may receive a special merit increase above and beyond 
the standard salary schedule range. These special merit salary steps, which are above 
and beyond the standard salary range, shall be specifically identified on the salary 
schedule for each classification. Such special merit increases are to provide recognition 
for truly outstanding or exceptional performance beyond the normal expectations of 
the position. A special performance evaluation must accompany the recommendation 
by the Department Head or General Manager which describes the specific and 
measurable performance achievements attributable to the employee that warrants a 
special merit increase. No special merit increase may exceed the maximum of the 
employee’s current special merit salary range for his or her classification. 

 
Generally, a special merit increase award will be 2.5% for measurable performance that 
is increasingly above standards across all categorical areas of performance reviewed by 
the District. The recommending Department Head or General Manager shall provide 
sufficient written evidence and descriptive proof of why the employee’s performance is 
above and beyond the normal call of duty, or is particularly exceptional, thus warranting 
a special merit increase. 

 
Mandatory criterion for receiving special merit increase: 

 
• Employee has not received more than a 10% salary adjustment in the last twelve 

months. 
• Employee has not received any special salary adjustments in the last twelve 

months. 
• Employee has not received an “Improvement Needed” comment on a 

performance evaluation in the last eighteen (18) months. 
• Employee has been employed by the District for a minimum of eighteen (18) 

months. 
 

An employee whose performance has been rated as “Outstanding” across all categorical 
areas of the performance evaluation and who has demonstrated performance above 
and beyond the call of duty may be considered for a 5% special merit increase award. 
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An employee whose performance has met all of the aforementioned criteria and which 
is exceptionally beyond the expectations established by the District and management, 
may be considered for a special merit increase award of up to 7.5% beyond the standard 
salary schedule range of the position. Such exceptional performance may include: 

 
• Process improvement ideas that, if implemented, result in a measurable 

efficiency-to-value deliverable(s) exceeding $50,000.  
• Obtains outside funding (e.g., grant funding) that augments a District project or 

operation costs by more than $50,000. 
• Obtains prestigious recognition award for work performed for the District. May 

not be an award that has been submitted or requested to be submitted by the 
employee being considered for a special merit increase award. 

• Directly responsible for a highly positive community-impacting deliverable that 
elevates the District to new heights in the area(s) of public confidence in District 
governance, transparency, communications, community involvement, 
recognition, or other similar achievement. 

 
All special merit increase awards at or above 5% may require a budget allocation, and 
as such, review and approval of the special merit increase award by the Board is 
required. 

 
2220.60 Implementation of this policy requires employees to continue and maintain highly 

effective performance, and for the performance-rating supervisor(s) and the merit-
awarding authority to provide written proof of such outstanding or exceptional 
performance of the employee through the performance review and appraisal process. 
A merit or special merit increase may be removed through the employee performance 
review and/or disciplinary process. 

 
It is the goal of this policy to establish progression through the standard salary steps and 
not to skip steps. Progression through the special merit steps (above and beyond the 
standard salary steps) generally occurs when an employee has reached the maximum 
step of the standard wage scale or when the employee demonstrates outstanding or 
exceptional performance warranting a higher increase. Annual performance reviews are 
the time at which a merit or special merit increase is considered, except for special 
circumstances which may warrant a special review of the employee’s performance 
outside of the District’s annual review process. 
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POLICY TITLE: COST OF LIVING ADJUSTMENTS (COLA) FOR UNREPRESENTED 

FULL-TIME CLASSIFICATIONS 

POLICY NUMBER: 2230 
 
2230.10 The District recognizes that the cost of living fluctuates from year to year and that the 

buying power of employees often diminishes if a mechanism is not initiated to adjust 
salaries from time to time to compensate for these fluctuations. Therefore, it is the 
policy of the District to annually include consideration for a Cost of Living Adjustment 
(“COLA”) in the District's fiscal year budget for unrepresented full-time classifications. 
The District Board will take into consideration the Consumer Price Index (“CPI”) for the 
prior year in making this determination. Recognizing that employees are one of the 
principle assets of the District, the final COLA approved by the Board, if any, will be based 
on the overall budget, programs and projects, initiatives, and goals of the District. 
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POLICY TITLE: SPECIAL PAYS 

POLICY NUMBER: 2240 
 
2240.10 Special Certification Stipend - Regular employees designated by the Board or the 

General Manager to acquire and maintain special certification in order to meet federal, 
state, or local laws or regulations shall receive $250 per year per certificate. Each 
employee shall be eligible for a maximum of two certification pay stipends per year. 
Certification pay should be approved by the Human Resources Manager provided that 
the employee provides proof of the certification and the certification is required by the 
District for the job the employee is performing. The employee shall continue to receive 
certification pay if the employee continues to keep the certification current. If the 
certification expires, the employee shall no longer be eligible for certification pay. If the 
certification expires mid-year, then the employee’s certification pay stipend shall be 
prorated. 

 
2240.20 Out of Classification Pay Differential - When the District temporarily assigns an 

employee to fully perform the functions of a position in a higher classification for at least 
twenty (20) working days or more, the employee will be paid at least five percent (5%) 
over his or her current pay rate or the minimum of the higher position’s salary range, 
whichever is higher (retroactive to the first day of the out of class assignment) provided 
that: 

 
A. The employee is assigned to a program, service, or activity established by the 

Board which is reflected in an authorized position which has been classified and 
assigned to the Salary Schedule and such authorized position has become vacant 
due to the temporary or permanent absence of the position's incumbent. The 
General Manager's written approval of this assignment must be obtained at the 
start of the assignment. 

B. The nature of the departmental assignment is such that the employee in the 
lower classification becomes fully responsible for the duties of the position of 
the higher classification. 

C. The employee has been assigned to perform duties which exceed the scope of 
that employee's classification. In this case, the General Manager, in his/her sole 
discretion, shall determine whether it is appropriate for the employee to receive 
a five percent (5%) raise or compensation for the higher classification in 
accordance with other provisions of this section. 

D. Employees selected for the temporary out of class assignment will normally be 
expected to meet the minimum qualifications for the higher classification. 

E. Pay for work in a higher classification shall not be utilized as a substitute for 
regular promotional procedures provided for in District policy. 
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F. Higher pay assignments shall not exceed six (6) months unless specifically 
authorized by the General Manager. 

G. If approval is granted for pay in a higher classification and the assignment is 
terminated and later re-approved for the same employee within thirty (30) 
working days, no additional twenty (20) day waiting period will be required. 

H. Approved overtime or differential pay will be paid based on the rate of pay of 
the higher classification. 
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POLICY TITLE: PAID HOLIDAYS 

POLICY NUMBER: 2250 
 
2250.10 An employee who is on “pay status” on the employee's last scheduled work day before 

the holiday and first scheduled work day after the holiday shall be eligible to receive 
holiday pay. No employee shall be eligible for compensation for any holiday which is 
immediately preceded by or followed by an unauthorized, unpaid absence or a 
disciplinary suspension. 

 
An eligible part-time employee shall only receive proportionate holiday pay, up to the 
maximum of eight (8) hours per holiday, based on the percentage of time the employee 
works that pay period. If a holiday falls on an employee’s regularly scheduled work day, 
employees on a 9/80 alternative work schedule shall be compensated eight (8) hours of 
straight pay and shall use one (1) hour of leave for the holiday. If a holiday falls on an 
employee’s regularly scheduled workday, employees on a 4-10 alternative work 
schedule shall be compensated eight (8) hours of straight pay and shall use two (2) hour 
of leave for the holiday. 

 
A regular part-time employee will only be eligible if the employee is regularly scheduled 
to work on the day that the holiday falls and meets the criteria above. Regular full-time 
and regular part-time employees shall receive holiday pay on the following days: 

 
New Years' Day **January 1 
Martin Luther King Jr.'s Birthday 3rd Monday in January 
President’s Day 3rd Monday in February 
Memorial Day  Last Monday in May 
Independence Day **July 4 
Labor Day 1st Monday in September 
Columbus Day 2nd Monday in October 
Veterans Day **November 11 
Thanksgiving 4th Thursday in November 
Friday after Thanksgiving 4th Friday in November 
Christmas Eve **December 24 
Christmas Day **December 25 

 
2250.20 **Any of the allowed holidays falling on a Saturday will be observed on the preceding 

Friday. Those falling on Sunday will be observed on the following Monday. 
 
2250.30 Temporary and seasonal employees are not eligible for holiday pay. 
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2250.40 Regular part-time employees regularly scheduled to work 30 hours per week or more 
shall receive six (6) hours holiday pay for the holidays listed above. 

 
2250.50 Overtime for Holiday Work - Non-exempt regular full-time employees who are required 

to work on any holiday shall only be granted overtime pay or compensatory time off at 
1 ½ times the employee’s regular rate of pay if the hours actually worked on the holiday 
are more than forty (40) in a workweek. 
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POLICY TITLE: PAID VACATIONS 

POLICY NUMBER: 2260 
 
2260.10 Vacation benefits shall begin to accrue for all regular full-time and part-time employees 

effective upon his/her initial date of hire but shall not be taken until after the successful 
completion of the employee’s probationary period unless otherwise approved by the 
General Manager. Vacation benefits shall accrue monthly as shown in the following 
table: 

 
FULL TIME EMPLOYEES 
 

YEARS OF 
CONTINUOUS 
EMPLOYMENT 

 
ANNUAL 
VACATION DAYS 

 
 
NON-EXEMPT 

 
 
EXEMPT 

  **Hours Per Pay Period **Hours Per Pay Period 

0-3 Years 11 3.67 5.34 

3-5 Years 13 4.33 6.0 

5-10 Years 16 5.34 7.0 

10-15 Years 20+5* 6.67 8.34 

15 Years 20+5* 6.67 8.34 

20 Years 20+5* 6.67 8.34 

 
*See 2260.20 Longevity 
**24 pay periods a year 
 

Regular part-time employees who are regularly scheduled to work 30 hours or more per 
week shall accrue vacation benefits monthly and Longevity Incentive days at 75% the 
rate of regular full-time employees. 

 
2260.20 The Longevity incentive is intended to recognize and reward employees for 10 (ten) 

years or more of service to the District. Starting in the 10th year of District employment 
and every fifth year thereafter, each eligible regular employee will receive five longevity 
days off each year which must be used within twelve months of his/her anniversary 
month. Longevity days are not vacation days and shall not be included in the calculation 
of the vacation accrual cap. In the event an employee terminates employment with the 
District, any unused longevity days shall not be paid out nor included in the employee’s 
final compensation. Longevity days are not transferable to other District employees. 
This benefit is only provided for those anniversary years that are divisible by the number 
five. 
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2260.30 An employee shall take vacation only after successful completion of his/her 
probationary period unless otherwise approved by the General Manager. 

 
2260.40 Vacation benefits will not accrue during a leave of absence without pay, but any accrued 

vacation will not be lost. 
 
2260.50 No regular full-time employee will accrue more than thirty-two (32) days (or 256 hours) 

of allotted vacation time. When a full-time employee has accrued the 32-day (or 256 
hour) allotment, no further vacation will be earned until some vacation time is taken. 
Regular part-time employees may accrue a maximum of twenty-four (24) days (or 192 
hours). 

 
2260.60 Vacation schedules shall be arranged as early as possible each year. Employees shall 

schedule vacation with the approval of their immediate supervisor and/or the General 
Manager. 

 
2260.70 At termination, an employee shall be paid for all unused accrued vacation at the 

employee’s regular rate of pay at the time of termination. 
 
2260.80 An employee who becomes ill while on vacation and desires to claim sick leave rather 

than vacation shall make such a request as soon as possible after he or she desires sick 
leave compensation to begin in lieu of vacation. The District may require medical 
certification for any period of sick leave requested that exceeds three (3) days in a 
calendar year. 

 
2260.90 All vacation leave taken must be verified by the employee on appropriate forms 

provided by the District or the claim for paid vacation may not be approved. 
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POLICY TITLE: SICK LEAVE 

POLICY NUMBER: 2270 
 
2270.10 Sick leave is an employee benefit provided by the District to be granted in circumstances 

of adversity and for the purpose of promoting the health and welfare of the individual 
employee or his or her immediate family member. It is not an earned right to be used 
like vacation time. Sick leave is granted to an employee when he or she must be absent 
from duty because of his or her own a bona fide illness or injury or the bona fide illness 
or injury of an immediate family member as defined in Policy 2060.160. Employees must 
use paid sick leave in 15-minute increments. 

 
2270.20 All regular full-time employees will accrue sick leave beginning on the employee's first 

day of work. It will accrue at the rate of eight (8) hours for each full month of service. All 
regular part-time employees who are regularly scheduled to work 30 or more hours per 
week, shall accrue sick leave beginning on the employees first day of work. It will accrue 
at the rate of six (6) hours for each month of service. 

 
2270.30 Non-regular employees (seasonal, limited term, and/or temporary) are entitled to 

accrue three (3) days or twenty-four (24) hours of paid sick time annually which may be 
used within a twelve (12) month period or during the term of the employee’s 
employment (if less than 12-months). Non-regular employees may also carryover a 
maximum of six (6) days or forty-eight (48) hours year to year. If employees are re-hired 
by the District within twelve (12) months of the employee’s separation date, the District 
will reinstate up to three (3) days and twenty-four (24) hours of previously accrued, but 
unused, paid sick leave. Paid sick leave made available under this section for non-regular 
employees has no cash value, and the District will not pay employees for unused sick 
leave at the employee’s separation. 

 
NOTE: The former 50% benefited package at 25 hours service per week shall be 
terminated effective July 1, 2004 except any employee who has obtained eligibility for 
the 50% package prior to July 1, 2004 shall continue to receive the 50% package until 
he/she is eligible under the new 30-hour service package or until otherwise modified by 
mutual agreement of the District and Employees Association. 

 
2270.40 Sick leave shall not accrue during a leave of absence without pay but accrued sick leave 

shall not be lost. 
 
2270.50 Accrued sick leave with pay shall be granted for regular benefited employees for the 

following reasons: 
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A. The employee's own illness or injury; 
B. Medical or dental appointments; 
C. Providing care for a member of the immediate family member (as described in 

Policy 2060.160) where such member is ill or injured and who requires the care 
or attendance of the employee; and 

D. Death in the immediate family. A regular employee will be allowed to use up to 
three (3) days of accumulated sick leave in addition to bereavement leave due 
to the death of a member of the employee’s immediate family (as defined in 
2060.160). 

 
2270.60 It shall be the responsibility of each employee absent from duty due to a bona fide illness 

or injury to notify his or her supervisor within the first half hour of the employee's start 
time. Employees with sole responsibility for opening a facility or starting a scheduled 
District activity are responsible for notifying the supervisor of their absence due to 
illness or injury far enough in advance to allow the supervisor to arrange for a substitute 
to perform these duties. 

 
2270.70 A certification from a healthcare provider verifying the reason for absence due to illness 

or injury may be required by the District if the employee’s absence exceeds three (3) 
consecutive days. 

 
2270.80 A certification from a healthcare provider will be required stating that the employee is 

capable of returning to his or her normal duties if the employee is returning to work 
from a long-term medical leave such as FMLA/CFRA leave. 

 
2270.90 Paid sick leave will not be authorized or granted for periods in excess of the employee’s 

accrued sick leave balance. Upon retirement, unused accrued sick leave will be credited 
to the employee according to the provisions of the District's contract with PERS. 

 
2270.100 Sick Leave Donations - Employees may donate part of their accrued sick leave to any 

other employee of the District who exhausts their sick leave and is still incapacitated 
from the performance of his or her duties. Sick leave must be donated in increments of 
one hour. Sick leave will be donated on an hour-for-hour basis. There will be no 
calculation as to value of donated time. Sick leave donations shall be in writing and shall 
be signed by the employee donating the sick leave and specifying the employee to 
whom it is donated. Donation request shall be forwarded to Human Resources for 
review and approval prior to the use of the donation. 

 
2270.110 Sick Leave Conversion - Employees may convert up to a maximum of one-half of any 

earned sick leave available above 96 hours as of December 31 of that year for either 
earned vacation leave on an hour for hour (1:1) basis or for a cash reimbursement on a 
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half an hour for hour (.5:1) basis. Any employee desiring to convert sick leave to either 
or both of these two options must submit a written request to the Human Resources 
Manager between December 15 of that year and January 15 of the next year which 
specifically indicates the conversion requested. All requests for sick leave conversion 
shall require the General Manager’s approval. 

 
2270.120 Coordination of Sick Leave, SDI, and Worker’s Compensation Benefits - A regular 

employee may coordinate sick leave benefits with his or her worker’s compensation or 
state disability insurance benefits. The District will pay the difference between the 
employee's insurance benefit and his or her full salary until such time as his or her 
previously accrued sick leave is exhausted. For example: if disability insurance pays 75% 
of an employee's pay during a one-day absence, the employee may use accrued sick 
leave for the remaining 25%. The employee's accrued sick leave is therefore reduced by 
one-fourth of a day. The employee will be considered on leave of absence without pay 
for the time the employee is receiving worker’s compensation or state disability 
insurance benefits. Therefore, the employee will not accrue any sick leave or vacation 
benefits or be entitled to health care benefits (unless such leave is protected by 
FMLA/CFRA/PDL), for the period the employee is on a leave of absence without pay. An 
employee will only accrue vacation or sick or be entitled to health care benefits on a pro 
rata basis equivalent to the percentage of paid leave being utilized. 

 
A 3-day waiting period exists for those employees who are not hospitalized or removed from work for 
more than fourteen (14) days due to a work-related injury before worker’s compensation benefits are 
paid. Employees may use their accrued sick leave or, if the employee has no accrued sick leave, vacation 
during this 3-day waiting period. 
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POLICY TITLE: BEREAVEMENT AND COURT LEAVE 

POLICY NUMBER: 2280 
 
2280.10 Bereavement Leave - Employees shall be entitled to up three (3) days of paid 

bereavement leave upon the death of an immediate family member as described in 
District Policy No. 2060.160 and the three (3) days of bereavement leave shall be in 
addition to and not deducted from any other leave entitlement. Bereavement leave 
shall be taken on consecutive scheduled workdays and should not be used 
intermittently. Employees may also use up to three (3) days of sick leave for 
bereavement leave purposes. 

 
2280.20 Court Leave - Payment of salary while on jury duty, or for court appearances solely in 

the capacity of a witness and not when a party to the action, is subject to the following 
conditions: 

 
A. An amount equal to the total compensation, except expenses and mileage, 

received from the courts will be deducted from the employee's salary; or, if 
preferred, the employee may turn in to the District all such compensation 
received and draw full pay during jury duty. 

B. Employees must furnish a copy of the official summons or witness subpoena to 
the District before a court leave will be granted. Evidence of attendance in court, 
which is available and furnished by the courts, must be furnished to the District 
before payment of salary will be authorized. 
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POLICY TITLE: EXCEPTIONAL LEAVES OF ABSENCE 

POLICY NUMBER: 2290 
 
2290.10 Any employee may request a leave of absence for exceptional circumstances. The 

request must be in writing to the employee’s supervisor and state the reasons for and 
the duration of the requested leave. Such leaves of absence must be approved by the 
General Manager. The General Manager will take into consideration the best interests 
of the District and the employee when granting or denying a request for a general leave 
of absence, and when determining whether an approved leave of absence will be with 
or without pay. 
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POLICY TITLE: DISABILITY LEAVE WITHOUT PAY 

POLICY NUMBER: 2300 
 
2300.10 A leave of absence without pay may be granted on an individual basis for any legitimate 

medical or psychiatric disability and for other purposes in the best interest of the 
District, and only when an employee has exhausted vacation and/or sick leave and is no 
longer on protected leave status (under FMLA/CFRA/PDL). 

 
2300.20 A leave of absence without pay must be requested in advance in writing and may be 

authorized only by the General Manager. The written request must contain the 
anticipated length of absence, with dates, and explain the circumstances that prompted 
the request. A request for a leave of absence without pay for medical or psychiatric 
disability shall be accompanied by a note from a health care provider which verifies that 
the employee has a qualifying disability and verifies the employee cannot perform the 
essential functions of his or her job with or without accommodation. The note must also 
provide the anticipated date the employee can return to work. An approved leave of 
absence without pay will not be extended beyond the date stated in the initial written 
request without a further written request and approval. The employee's failure to 
comply with this section may result in termination of employment. 

 
2300.30 No benefits will accrue during any leave of absence without pay, but accrued benefits 

will not be lost except as otherwise provided. Employees will only accrue leave and 
receive benefits (including cash-in-lieu payments) on a pro rata basis based on the 
amount of paid time off being used by the employee if the employee is on partial paid 
and unpaid leave of absence. 

 
2300.40 During an unprotected leave of absence without pay, the employee's District-paid 

health benefits will end. The employee will be entitled to District health benefits at the 
employee’s cost. 
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POLICY TITLE: JOB ABANDONMENT 

POLICY NUMBER: 2310 

 
2310.10 An employee’s failure to report to work as scheduled for three (3) consecutive workdays 

will be treated by the District as an employee's job abandonment resulting in her/his 
resignation. This does not include employees who are on authorized vacation, sick leave, 
bereavement leave, military leave, court leave, or other authorized leave of absence. 
Exceptions may also be made for emergency situations. 

 
An unauthorized absence during part of a day constitutes an unauthorized absence for 
an entire day for purposes of this section. 

 
2310.20 Prior to termination, the District will attempt to contact the absent employee and/or 

emergency contact to determine whether the unauthorized absence is covered under a 
protected leave. If the District determines that the employee’s absence was due to an 
emergency situation, the employee may be disciplined for failure to notify the District 
of his or her absences. An employee terminating employment in the manner described 
in 2310.10 will be considered to have voluntarily resigned his or her District 
employment. 

 
2310.30 Nothing in this section shall limit the General Manager's authority to retain, discipline, 

or dismiss an employee due to an unauthorized absence. 
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POLICY TITLE: ANNUAL PERFORMANCE EVALUATION 

POLICY NUMBER: 2320 
 
2320.10 Each supervisor shall prepare a written annual performance evaluation for each 

employee he or she directly supervises and give the employee a copy. The purpose of 
the evaluation is to provide an opportunity for District supervisors to meet with their 
employees to discuss their job performance and future development. Written 
evaluations shall become a permanent part of the employees personnel file. 

 
2320.20 The employee's performance evaluation is confidential. During the evaluation process 

and any subsequent use of the evaluation materials, all verbal discussion and 
documentation shall be protected from unauthorized persons. 

 
2320.30 The supervisor conducting the performance evaluation shall discuss the employee's job 

performance and provide the employee an opportunity to comment on any aspect of 
the evaluation. 

 
2320.40 The employee shall sign the evaluation acknowledging that it has been read and the 

performance has been discussed with the supervisor. The employee's signature does 
not necessarily indicate agreement with the evaluation. 

 
2320.50 The employee shall be given the opportunity to make a written response to the 

evaluation. An employee's written response must be received within five (5) working 
days after the evaluation is signed by the employee. If no response is received within 
five (5) working days, the performance evaluation then becomes part of the employee’s 
personnel file with no response included. 

 
2320.60  Each employee at Step 5a (or top of salary range) shall receive an evaluation annually. 
 
2320.70  If the employee has been under the direct supervision of more than one supervisor: 
 

A. The rating shall be by both the last person to supervise the employee and by the 
person who supervised the employee for the longest period of time during the 
rating period in question. 

 
B. If the person who supervised the employee for the longest period is no longer 

employed in District service, such person, if available, shall be provided the 
opportunity to confer with the rating supervisor. If such person is not available, 
or declines to comment, the rating shall be made by the last supervisor and such 
other supervisor as may be directed by the General Manager or his/her designee.   
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POLICY TITLE: SEPARATION FROM EMPLOYMENT 

POLICY NUMBER: 2330 
 
2330.10 Discharge - The District may dismiss anyone in its service at any time. Represented 

permanent employees shall be discharged pursuant to Policy 2350. 
 
2330.20 Layoff - If, in the judgment of the District, budgetary or operational considerations make 

it necessary to curtail operations, reorganize, or reduce the hours of the workforce, 
staffing levels will be reduced in accordance with this provision. The selection of classes 
or employees for layoff shall be at the sole determination of the District. The District 
may lay off or reduce the hours of any employee at any time for lack of work or lack of 
funds, or for other operational changes that have taken place. The District will attempt 
to give at least one week’s advanced notice to the employee before such a layoff or 
reduction in hours is to take place, but notice is not required. Employee performance 
and seniority in his or her role will be considered when determining who may be subject 
to layoff. 

 
2330.30 Resignation - An employee wishing to leave the District in good standing shall provide a 

written statement to the District including the employee’s reasons for leaving and the 
effective date of resignation at least 2 (two) weeks before leaving. The two-week notice 
may be waived, at the discretion of the District. 

 
2330.40 Exit Interview - An exit interview shall be conducted on every employee at the time of 

separation and a final written report prepared by the General Manager or designee. At 
the employee’s request, this report shall remain confidential and be shared only with 
the Board and others with legitimate access to the employee's personnel file. 

 
  



 
 

Policy Series 2000 – Personnel 
 
 

 

Page 56 of 114 

POLICY TITLE: EMPLOYEE REFERENCE 

POLICY NUMBER: 2340 
 
2340.10 Any request for an employment reference received by a District employee shall be 

immediately forwarded to the Human Resources Manager. 
 

The Human Resources Manager shall disclose only: (1) date of hire; (2) last date of 
employment; and (3) the position last held by the employee. If the employee or former 
employee provides a waiver instructing the District to release additional information, 
said information will be released within the context of the waiver provided. 

 
No employee besides the Human Resources Manager or the General Manager is 
authorized to provide references on behalf of another current or former employee. 
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POLICY TITLE: TRIP, TRAVEL, AND REIMBURSEMENT POLICY 

POLICY NUMBER: 2345 
 

2345.10 General Statement 
The District reimburses trip and travel related expenses under an accountable plan. The 
Internal Revenue Service (IRS) allows nontaxable reimbursement of actual expenses 
when an employee incurs costs, which would otherwise be a deductible business 
expense and the following requirements are met (IRS Publication 535): 

 The expense has a (District) business connection, and  

 The employee adequately accounts for the expenses within a reasonable period 
of time; and 

 The employee returns any excess advance reimbursement or allowance within a 
reasonable time. 

 
Federal Per Diem limits will apply to ALL trips and travel, for ALL Departments, and for 
ALL employees, unless otherwise defined herein. 
In accordance with California Government Code section 53232.2, Board of Directors' 
reimbursement for District trip and travel related expenses shall be as set forth in this 
policy. Wherever this policy refers to "employees" such reference shall also be deemed 
to include the District's Board of Directors. 
 

2345.20 Definitions 
A. Travel. Defined in accordance with IRS requirements (IRS Publication 15B): 

1. An employee's duties require the employee to be away from the general area of 
the employee's tax home, and, 

2. The employee needs to sleep or rest to meet the demands of the employee's 
work. 

B. Trip. A trip is of one day duration within or outside El Dorado County involving no 
overnight accommodations. A trip shall be authorized by the Department Head or 
his or her designee. 

C. Accounting for Expenses. Adequate accounting of expenses is performed by 
providing evidence of expenses, such detailed receipts of meals, a map printout of 
distance traveled, agendas, etc. 

D. Reasonable Period of Time. 30 days. Or 15 days in the event that the employee's 
reimbursement would fall within a prior fiscal year. 

 
2345.30 Travel 

Travel should be approved only on the basis of one or more of the following guidelines: 
A. Conferences or conventions at which attendance by an employee is required by 

law or regulation. 
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B. Professional association(s) events. 
C. Conferences or conventions as approved in the annual budget, by formal Board 

action, or on occasion by the General Manager. 
D. Meetings or conferences required in the implementation or administration of 

new or ongoing programs may be approved as necessary. 
E. Training or in-service sessions requiring more than a day trip. Travel requests 

requiring approval of the General Manager, and all per diem advances, will be 
submitted five (5) weeks before travel is to occur. An agenda or other 
information indicating the value of travel shall accompany the travel request.  

F. Out of Region Travel. Requests made for out of region travel must include an 
analysis of the availability for comparable non-out-of-region travel. Such an 
analysis shall consider: attendance as a key representative of the District; 
representative of the conference association; attending as a presenter/speaker; 
professional association certification upkeep, when such upkeep cannot be 
performed in the region; training which is unavailable within the region on a 
regular/recurring basis or which cannot be conducted remotely (e.g., webinar; 
remote conference attendance; on-demand). 

 
2345.40 Mode of Transportation 

For all trips and travel, the most economically feasible mode of transportation shall be 
taken. Should an alternative mode of transportation be taken, any District 
reimbursement shall be limited to the value of the most economical mode of travel.  
When unclear, such determination shall be made by the General Manager or his/her 
designee. 
 
When available, District-owned automobiles should be used for trips and travel, but the 
use of personal vehicles may also be authorized when appropriate; provided, further 
that a Department Head or his or her designee may authorize a different mode of 
transportation if determined in his or her discretion to be necessary or appropriate. 
 
Mileage Reimbursement is available for personal vehicle use on a business-related trip 
or travel. Except for employees that receive an auto allowance, an employee who 
utilizes his or her personal vehicle for District business shall be reimbursed at the 
mileage rate as determined by IRS Regulations for the distance traveled from the 
employee's primary District office location to and from the destination, or the 
employee’s home to and from the destination, whichever is shorter. A MapQuest, 
Google Map, or other online mapping program printout is required to be provided with 
the related expense report to verify the distance traveled. Employees with an auto 
allowance that travel for District business may seek mileage reimbursement and/or 
alternative modes of transportation when that two-way travel distance will be greater 
than 100 miles. 
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Damages to an employee's personal vehicle shall be covered by the employee’s 
insurance. If the employee has a deductible type policy, the employee shall assume this 
liability while used on District business, just as the employee would while driving on 
personal business.  
 
Other forms of transportation such as trains, buses and airplanes may be used as long 
as they are approved by the Department Head or his or her designee and supported by 
ticket stubs and/or receipts. Reimbursement for airplane fares shall be no greater than 
the coach rate and the taxes/fees associated thereof. 

 
2345.50 Lodging 

In all travel, employees on District-approved travel are expected to secure overnight 
accommodations and meals as economically as possible, within the standard 
appropriate for business travel. The need for lodging is at the discretion of the Board of 
Directors, General Manager or Department Head, as applicable for the person(s) 
travelling. 
 
Allowance for lodging is actual cost, when cost is reasonable for the location, and is 
consistent with government and/or conference rates, and must be supported by a 
receipt and travel request. Where no conference rate is available, U.S. General Services 
Administration (GSA) per diem for lodging will apply where such cost is reasonable for 
the location (see: https://www.gsa.gov/travel/plan-book/per-diem-rates/per-diem-
rates-lookup). In no case will expenditure or reimbursement be made where the cost 
exceeds two times the per diem as set by the GSA, unless approved by the General 
Manager or his/her designee. Lodging in excess of the aforementioned parameters will 
be the responsibility of the employee. 
 
Single rates prevail except when the room is occupied by more than one employee. 
Single rates, if different than double rates, must be shown in some manner on the 
lodging receipt. Conference rates will be accepted with proper documentation. An 
employee or person in the service of the District who is accompanied by a family 
member, friend, or guest of any type is responsible for the difference between the single 
room rate and a double room rate, or any other variation of accommodations. 
 
Hotel/Motel Transient Occupancy Tax Waiver Exemption Certificates should be used by 
all departments during the hotel/motel registration process. The District is a 
governmental agency and, as such, may qualify for and receive this Transient Occupancy 
Tax Exemption if the hotel/motel will accept it. Departments are responsible for filing 
this form for each room at each hotel. In most instances, a hotel/motel will have a 
separate government or conference rate that should be utilized. If unable to obtain 
those rates, the Department Head must approve other rates. 



 
 

Policy Series 2000 – Personnel 
 
 

 

Page 60 of 114 

2345.60 Per Diem or Actual Cost 
A. For trips, actual cost or the maximum allowable set by the GSA meals and incidental 

expenses breakdown, whichever is lesser, shall be used.  
B. For travel, Federal (GSA) Per Diem for all days traveled, or day of travel (75%), 

allowance is reimburseable on a total day meal expenditure, not on a per meal basis, 
up to the maximum allowable or the amount spent, whichever is lesser shall be used. 

 
2345.70 Meals 

A. Meals Generally 
Meals in conjunction with trips will be reimbursed in accordance with IRS regulations 
(IRS Publication 535). The IRS allows for meal reimbursement during travel-qualified 
occurrences, and for trips if: 
1. There is a clear business purpose and the main purpose of the meeting was to 

conduct business, or 
2. The meal is associated with the active conduct of your business, and  
3. The meal took place before or after a substantial business discussion 
4. Supporting documentation must include a detailed receipt for meal, attendees 

and a brief description of the purpose of the meeting. To be reimbursed, the 
employee must complete a claim form, which will be provided or approved by 
District Administration and Finance Department. 

 
Note: These meals are allowed as an entertainment business expense. This means 
meals where only the employee is present would not meet business expense 
exemptions and are therefore not reimbursable under this policy. 
 
Meals for all employees during emergency situations will be approved as justified by 
the Department Head or his or her designee. Meals will be reimbursed when a 
detailed receipt is provided. 
 
Meals may be reimbursed during a trip when Board Directors or employees are 
required to attend a breakfast, lunch or dinner meeting within the District and for 
the benefit of the District. District facilities should be used for meetings whenever 
possible and during regular working hours in lieu of meetings where meals are 
served. It is recognized that some after-hours meetings are necessary where 
schedules conflict, and that some meetings are of a sensitive nature and material 
that are best suited to occur away from District facilities. 
 
All expenditures and reimbursements for meals described above will adhere to the 
limits established within the GSA Meals & Incidentals Breakdown (found at 
GSA.gov). When multiple employees of the District are together for a qualified meal, 



 
 

Policy Series 2000 – Personnel 
 
 

 

Page 61 of 114 

the employee with the highest organizational chart status will be responsible for 
conducting the transaction with their CalCard. 

B. District-Hosted Affairs 
Whenever District Administrators/Administration or any of its Board of Directors or 
Department Head(s) or his or her designees acts as a host for a convention, 
continuing education, conference, or meeting that will be of benefit to the District, 
the expenses of the luncheon or dinner held in conjunction therewith, including 
meals of duly authorized delegates or representatives thereto, may be paid upon 
presentation of claims therefor. Detailed receipts are necessary for the meal along 
with written information about the meetings purpose and a list of attendees. In all 
cases, a sign-in sheet or list of attendees shall be provided. 

C. Special Committees 
Special and ad hoc committees created and appointed by the Board of Directors may 
be reimbursed for actual expenses when permitted by law. 

D. Governance and Administration of District Meetings 
Special meetings related to the overall governance and administration of the District 
are conducted by the governing body and/or the General Manager. Such meetings 
may, from time to time, and at regular intervals, occur outside of formal 
conferences, conventions, or training. Such special governance and administration 
meetings will qualify for expenses and/or reimbursement, as applicable with 
California Government Code section 53232.1 (b): 

 
2345.80 Governing Body Members 

Notwithstanding any other provision of this policy to the contrary, a member of a 
governing body as defined in California Government Code section 53232, subdivision 
(a), shall submit reports and shall provide detailed receipts that document each claimed 
expense, and each such member shall otherwise comply with every applicable provision 
of Article 2.3 of Chapter 2 of Part 1 of Division 2 of Title 5 of the California Government 
Code (commencing with Section 53232 thereof) regarding claiming reimbursement for, 
or requesting advance payments for, actual and necessary expenses incurred in the 
performance of the official's duties. 

 
2345.90 Unallowable Reimbursement 

An employee may not claim a reimbursement for any meal which is provided as part of 
the registration or conference expense. Exceptions to this may be approved by the 
Department Head or his or her designee but should be infrequent, and must be 
supported in writing by the Department Head or his or her designee justifying the reason 
the provided meal was not utilized. Departments who frequently use this exception may 
be required to obtain General Manager approval. Continental breakfasts provided at 
hotels or motels as a part of the cost of attendance are not considered a meal, and an 
employee may receive reimbursement for the cost of a breakfast meal notwithstanding 
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the availability of the complimentary breakfast. No reimbursement will be made for 
alcoholic beverages. 
Taxable meals must be paid through payroll. Nontaxable meals must be paid through 
accounts payable. Because the taxability cannot be determined until after the meal has 
occurred and because advances cannot be made through payroll, no advances will be 
made for meals in conjunction with trips. 

 
2345.100 Miscellaneous Trip Expense 

The following items may also be claimed for reimbursement, if incurred in the 
performance of District business and if supported by ticket stubs and/or receipts: 

 Registration/conference/continuing education fees and dues 

 Hotel parking 

 Ferry 

 Shuttle buses and taxi fare, including alternative taxiing such as Uber/Lyft (when 
available) 

 Internet – Only District business 

 Airport parking 

 Business telephone calls when no other District phone or free-of-charge method is 
available 

 
2345.110 Trip and Travel Budget Limitations 

Trip and travel expenses are charged to the Department/Budget Unit “Mileage & Travel” 
budget, except as follows: 

 The expense is directly related to training, then the charges will be applied to the 
“Training” budget or, 

 The expense is directly related to elected officials of the District, then the expense 
will be applied to “Directors Expense”. 

Departments may not exceed their trip or travel authorization in any fiscal year. If an 
unanticipated trip or travel requirement will result in an over expenditure in this line 
item, the trip or travel must be approved by the General Manager in advance and an 
appropriation adjustment processed.  

 
2345.120 Reimbursement 

To be reimbursed for any of the above mentioned allowable expenses, the employee 
must complete a claim form provided or approved by the Administration and Finance 
Department. 
 
Statement on the claim form shall include the purpose of travel; dates of travel; 
itinerary/agenda; all applicable receipts. 
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2345.130 Advances 
Advances will be permitted as follows: 

 Advances will not be given more than five (5) working days prior to the travel. 

 If travel is cancelled, any advanced Per Diem will be returned to the Administration 
and Finance Department within three (3) working days of such cancellation. 

 All advances, except for the meals and incidentals per diem, must be reconciled 
within two (2) weeks of the return of the traveler.  

 
2345.140 Non-accountable Stipend 

Any meal reimbursement not meeting the criteria outlined above will be reimbursed 
through payroll as a taxable meal stipend. These meals will be reimbursed at the Federal 
Per Diem meal rates, as defined by the GSA, and will be taxed accordingly as required 
by the IRS and the State of California. All taxable meal stipends are paid through payroll, 
after expenses have been incurred. 

 
 
 
Adopted: February 08, 2018 
  



 
 

Policy Series 2000 – Personnel 
 
 

 

Page 64 of 114 

 

POLICY TITLE: DISCIPLINARY ACTION 

POLICY NUMBER: 2350 
 
2350.10 It is the District's intent to openly communicate its standards of conduct to all employees 

as a means of avoiding undesirable conduct. The discipline and counseling procedures 
set forth in this section and as further outlined in Prohibited Conduct section (see Policy 
2530) represent guidelines that the District believes are generally appropriate to govern 
employee conduct. The District retains discretion to determine what constitutes proper 
disciplinary action and the procedure for implementing the disciplinary action in each 
individual situation. These guidelines do not guarantee that any particular procedure 
will be used or that any particular disciplinary action will be taken. The appropriate level 
of discipline will be determined on a case-by-case basis. 

 
2350.20 Initiation of Disciplinary Action - Disciplinary action, up to and including dismissal, may 

be initiated by the General Manager upon his or her own initiative, or upon the written 
recommendation to the General Manager by the employee's supervisor. 

 
2350.30 Causes for Disciplinary Action - The District reserves the right to discipline or dismiss an 

employee for just cause, misconduct, or unsatisfactory performance. The illustrations of 
unacceptable conduct cited below are to alert employees to some commonplace types 
of employment conduct violations. However, because conditions of human conduct are 
unpredictable, no attempt has been made to establish a complete list. Employees may 
be disciplined up to and including dismissal for any unacceptable conduct or poor job 
performance, including but not limited to the following: 

 
A. Misconduct 

1. Fraud in securing employment. 
2. Inexcusable neglect of duty. 
3. Insubordination or willful disobedience. 
4. Dishonesty. 
5. Use, possession, or being under the influence of alcohol or illegal drugs 

(including marijuana) while on duty or on District premises. 
6. Inexcusable absences without leave, or abuse of sick leave or other 

privileges. 
7. Conducting personal business during working hours. 
8. Conviction of a crime relevant to employment. 
9. Discourteous treatment of the public or other employees. 
10. Negligence or willful misconduct that has caused damage to public 

property or public supplies. 
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11. Unauthorized use of District property or equipment. 
12. Absence without leave, or failure to report to work after an approved 

leave of absence has expired, or after such leave has been revoked or 
canceled by the General Manager. 

13. Any act or failure to act during or outside of work hours, which is 
detrimental to the best interest of the District as determined by the 
General Manager or the Board. 

14. Repetition of offenses. 
15. Theft. 
16. Falsifying records. 
17. Unbecoming behavior such as fighting or threating members of the public 

or other employees. 
B. Poor Job Performance 

1. Incompetence and/or inefficiency. 
2. Permanent or chronic physical or mental ailment (including impairment 

from alcohol or drugs) or other condition which renders the employee 
unable to perform the essential duties of his or her job. 

3. Failure to satisfactorily perform job tasks or responsibilities. 
 
2350.40 Prior to Disciplinary Action - Depending on the nature of the conduct or the performance 

deficiency, the District will generally give an employee a verbal reprimand, which is 
corrective and is non-disciplinary in nature, prior to taking formal disciplinary action. A 
verbal reprimand is encouraged but is not required before issuing formal disciplinary 
action. 

 
A verbal reprimand is a formal discussion with an employee concerning the employee’s job 
performance or conduct. The supervisor should warn the employee that formal discipline will result if 
unacceptable job performance is not improved or conduct is not corrected. 
 
2350.50 Types of Formal Disciplinary Action 
 

A. Written reprimand - A formal written document outlining specific job 
performance or conduct problems, including a warning of more severe discipline 
if the unacceptable job performance is not improved or the conduct is not 
corrected. A written reprimand should be prepared by the employee's 
supervisor whenever a verbal reprimand is considered inappropriate to correct 
below standard job performance or misconduct, or a verbal reprimand has 
already been provided. The written reprimand should be provided to the 
employee with a copy placed in the employee's personnel file. The employee 
shall be permitted to submit a written response within five (5) working days 
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following receipt of the written reprimand which will also be included in the 
employee’s personnel file. 

B. Suspension - A District mandated leave of absence without pay. 
C. Demotion - A change in job classification to a lower job, salary, or salary range. 
D. Dismissal - The involuntary termination of District employment. 

 
2350.60 Pre-Disciplinary Procedures – (Note: This section does not apply to at-will, probationary, 

temporary, limited-term, or seasonal employees.) Before a District employee is 
demoted, suspended without pay, or dismissed from his or her District employment, the 
employee’s supervisor shall provide the employee with the following: 

 
A. Written notice of the proposed disciplinary action (demotion, suspension 

without pay, or dismissal). 
B. Reasons for the proposed disciplinary action. 
C. The specific policy, rule, or regulation which the employee is alleged to have 

violated and the factual basis for the violation. 
D. All documents and materials upon which the proposed disciplinary action is 

based. 
E. Notice that the employee will have an opportunity to respond to the proposed 

disciplinary action in writing and/or have an opportunity to meet with a Skelly 
Officer, a neutral third party selected by the District (usually a manager or 
Department Head in department separate from the employee), to present the 
employee's point of view. Such response or request for a meeting shall be 
submitted to the identified Skelly Officer within five (5) working days from the 
date the proposed disciplinary action is received. 

F. Notice that if there is a Skelly meeting, the employee is entitled to be 
represented by a person of his or her choice. 

G. Notice that if the employee fails to provide a written response or request a Skelly 
meeting within five (5) working days then the employee shall be deemed to have 
waived all rights to respond to the proposed disciplinary action and the proposed 
disciplinary action shall become final. 

 
2350.70 Skelly Meeting (If Requested) - The Skelly Officer shall meet with the employee and his 

or her representative no more than ten (10) working days after the request for a meeting 
has been submitted by the employee. During the meeting, the employee will have the 
opportunity to refute the charges against him or her included in the proposed 
disciplinary action and/or present mitigating factors which the employee believes 
should have been considered by the supervisor when issuing the proposed disciplinary 
action. The employee shall not be entitled to call witnesses or take testimony during the 
meeting. 
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2350.80 Skelly Decision - Within ten (10) working days of the receipt of the employee’s written 
response or from the date of the meeting with the employee, the Skelly Officer shall 
issue a final decision regarding whether to uphold, reduce, or overturn the proposed 
disciplinary action. This decision shall be provided to the employee and the employee’s 
supervisor. A copy of the decision shall also be provided to the Human Resources 
Manager and the General Manager. 

 
2350.90 Post-Skelly Final Notice - Within three (3) working days after receiving the Skelly Officer’s 

final decision, the supervisor shall 1) dismiss the notice and take no disciplinary action 
against the employee; 2) issue disciplinary action that is less severe than the proposed 
disciplinary action; or 3) prepare and serve upon the employee a final notice of 
disciplinary action. 

 
The final notice of disciplinary action shall include the following: 
 

A. The disciplinary action taken; 
B. The effective date of the disciplinary action; 
C. Specific charges upon which the action is based (i.e., the policy, rule, or 

regulation which has been violated); 
D. A summary of the facts upon which the charges are based; 
E. The written materials, reports and documents upon which the disciplinary action 

is based; and 
F. The employee’s right to submit a grievance. 

 
The employee may object to the imposed disciplinary action by filing a grievance and 
following the procedures set forth in Policy Number 2360 of this Personnel Policy Guide. 
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POLICY TITLE: GRIEVANCE PROCEDURE 

POLICY NUMBER: 2360 
 
2360.10 Purpose - The purpose of the grievance procedure is to allow all employees to voice job-

related complaints and/or alleged violations of the Personnel Policy Guidelines and/or 
any collective bargaining agreement, and to have them considered fairly by the District. 
The procedures outlined are intended to meet that objective. 

 
2360.20 Definition - A grievance is a claimed violation, misinterpretation, inequitable application, 

or non-compliance with existing District rules, regulations, and policies. This procedure 
shall not apply to employee discipline. 

 
2360.30 The following policies and procedures shall be adhered to in processing all grievances: 
 

A. No employee may contact, directly or indirectly, any individual member of the 
Board at any time regarding a grievance that is being processed. 

B. The employee may select a representative of his or her choice to assist in 
processing a grievance. 

C. The District will not retaliate or take punitive action against an employee for 
utilizing the grievance procedure. 

 
2360.40 Timing to Submit a Formal Grievance - All grievances must be submitted to the grievant’s 

Department Head within thirty (30) calendar days after the date on which the employee 
knew or could be expected to know of the event or action giving rise to the grievance. 
Grievances will be denied if they are untimely filed. 

 
2360.50 Informal Grievance Procedure – Informal resolution of grievances at the lowest possible 

level is an objective of the District. Therefore, before commencing the formal grievance 
procedure, an employee should first attempt to resolve the alleged grievance informally 
with his or her supervisor. If the matter is not satisfactorily resolved, then the employee 
may submit a formal grievance to the Department Head. Please note that informal 
attempts to resolve the grievance shall not extend time limits including the initial 30-
day submission deadline as provided in Policy 2360.40. 

 
2360.60 Formal Grievance Procedures - The employee shall submit to the Department Head a 

written statement outlining the grievance, giving the date of the event giving rise to the 
grievance, the policy, rule or regulation alleged to have been violated, the names of 
individuals involved, and any other pertinent information that may be necessary to 
arrive at a full understanding. After submission of the grievance statement, the 
Department Head shall reply within ten (10) working days in writing to the employee as 
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to whether the grievance is granted, denied, or granted in part. The Department Head 
shall also provide the supervisor with a written copy of his or her response. 

 
2360.70 If the employee thinks the grievance is not satisfactorily resolved by the Department 

Head, he or she then has ten (10) working days from the date of the Department Head’s 
response to file a written appeal to the General Manager outlining his or her grievance. 
Upon receiving the appeal, the General Manager shall determine whether a meeting 
with the employee is necessary to fully understand the employee’s grievance. If the 
General Manager determines that a meeting is not necessary, then the General 
Manager shall reply within ten (10) working days in writing to the employee as to 
whether the grievance is granted, denied, or granted in part. If the General Manager 
determines that a meeting is necessary, then the meeting shall be held within ten (10) 
working days from the date of the employee’s appeal. After the meeting, the General 
Manager shall reply to the employee within ten (10) working days in writing as to 
whether the grievance is granted, denied, or granted in part. 

 
2360.80 If the appeal is not resolved to the satisfaction of the employee, he or she has 10 working 

days in which to file a written request with the General Manager for a hearing before an 
impartial arbitrator through the California Mediation and Conciliation Service or through 
a mutually agreeable third-party hearing officer. The District and the employee shall split 
the cost of the arbitrator (or hearing officer) and the hearing shall be held within sixty 
calendar (60) days or as soon as possible thereafter depending on the parties, the 
arbitrator/hearing officer, and the witnesses’ availability. During the hearing, the parties 
shall be allowed to call witnesses and present evidence pertinent to the grievance. The 
employee may be represented during the hearing but shall bear the full cost of such 
representation. The arbitrator shall prepare a written record and advisory decision 
within thirty calendar (30) days after the hearing that includes findings of fact and 
conclusions of law. The arbitrator's advisory decision shall be submitted to the Board at 
the next regularly scheduled Board meeting in closed session. The Board shall review 
the arbitrator's decision and within fourteen (14) calendar days make a determination 
as to whether it will accept or reject the arbitrator’s decision. If the majority of the Board 
accepts the decision, then the Board will issue a decision stating they accept the 
arbitrator’s decision. If the majority of the Board rejects the decision, it shall review the 
record and shall prepare, with the assistance of legal counsel, its own decision with 
findings of fact and conclusions of law. 

 
2360.90 The majority decision of the Board shall be final. 
 
2360.100 Time Limits for Processing Grievances - Failure to process a grievance within the time 

limits set forth in this policy or MOU for represented employees, shall cause the 
grievance to be deemed settled in accordance with the last response; however, a time 
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limit may be extended by mutual consent in writing should the parties find there is good 
cause to do so. 

 
The General Manager also may agree to allow the employee to skip steps in the formal 
grievance procedure if he or she believes it is in the best interest of the District to do so. 
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POLICY TITLE: DISTRICT EQUIPMENT AND VEHICLES 

POLICY NUMBER: 2370 
 
2370.10 Use of District Equipment and Facilities - The District provides keys, equipment, tools, 

supplies, and facilities for the exclusive use of employees in the performance of their 
work duties. Use of District keys, equipment, tools, supplies, and facilities by employees 
for personal reasons, personal benefits, or personal convenience is strictly prohibited. 
Violation of this policy is sufficient grounds for disciplinary action. 

 
2370.20 Return of District Equipment - The employee and District agree that upon separation 

from employment, the employee will return all District property in his or her possession 
on his or her last day of work. 

 
2370.30 Use of District Vehicles - The District provides vehicles for employees to use solely in the 

performance of their work duties. All District vehicles will remain on District premises 
after normal working hours unless they are being used for standby or emergency 
purposes or other use as authorized by the General Manager. 

 
2370.40 The General Manager shall have the authority to make temporary assignments of 

vehicles, when it is necessary for the operation of the District. 
 
2370.50 No employee shall utilize District vehicles for any use other than District business. No 

one except employees and authorized persons shall be in a District vehicle at any time. 
 
2370.60 Employees must operate District vehicles in a courteous and safe manner. Before 

operating a District vehicle, the employee must possess a valid California driver's license 
and shall adhere to the California Vehicle Code. The District will review the driving 
record of each employee authorized to use District vehicles annually or more often as 
necessary. An employee's unfavorable driving record or any unfavorable insurance 
rating can result in termination of employment if driving is one of the employee's 
essential job duties. If an employee’s driver’s license expires or is suspended and such 
employee uses a District vehicle or drives as part of their job duties, the employee 
should immediately notify the District. 

 
Employees operating District vehicles and equipment are responsible for preventive maintenance and 
for requesting required maintenance. District vehicles are to be used on District business whenever 
possible. When District vehicles are not available, private vehicles may be used, if authorized, with 
reimbursement at the current per mile rate authorized by the Unites States Internal Revenue Service. 
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POLICY TITLE: MISCELLANEOUS 

POLICY NUMBER: 2380 
 
2380.10 Conflict of Interest - No employee shall engage in any employment, activity, or 

enterprise that is clearly inconsistent, incompatible, or in conflict with his or her duties 
as a District employee, or the duties, functions, or responsibility of the District. 

 
2380.20 Incurred Expenses and Reimbursements - The District will pay actual and reasonable 

business-related expenses incurred by employees in the performance of their job 
responsibilities. Such expenses should be pre-approved by the employee's supervisor or 
the General Manager. 

 
2380.30 Expense reports are to be submitted to their manager or Department Head and 

supported by proof of purchase or expense (i.e., a receipt). 
 
2380. 40 Media Contacts - The General Manager or designee and/or Board shall handle all 

contacts with the media. Unless otherwise instructed, employees shall channel any 
media requests through the General Manager for approval before granting interviews 
or disseminating information regarding the District. 

 
2380.50 Mileage Reimbursement - With approval of the General Manager, employees may use 

their personal vehicles for business related reasons only if there is no District vehicle 
available to the employee. Employees using their own vehicles shall be reimbursed at 
the current per mile rate authorized by the Unites States Internal Revenue Service. All 
employees assume liability for the use of their personal vehicles in work-related travel 
to the extent of the coverage under their respective insurance policies. The employees 
must possess a valid California driver's license, a good driving record, and must provide 
proof of insurance if the employee is using his or her personal vehicle for business travel. 

 
2380.60 Outside Employment Policy - While not encouraged, it is the policy of the District to 

allow employees the ability to hold secondary positions outside their District 
employment. However, it is reasonable that the District not approve outside 
employment if such employment may have a detrimental effect on the District’s 
business operations or if that the work is incompatible or poses a conflict with the 
employee’s position with the District. The employee shall notify the District if he or she 
is engaging in secondary employment. 

 
A. Annual Form Completed by Employee - Employees must complete an annual 

“Authorization for Outside Employment” form available from the Human 
Resources Manager. The form is designed to ensure employees are aware of and 
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agree with the conditions listed below. The form must be completed and 
submitted to the employees’ supervisor for approval on an annual basis. It is the 
employee’s responsibility to complete the form annually and submit it to their 
Department Head. Department Heads are expected to thoroughly consider any 
employee’s request and to act upon such requests in a timely manner. Outside 
employment must be reviewed with the employee and approved annually. 

B. Appeal Process - Any employee may appeal a denied authorization for outside 
employment in writing to the General Manager. The General Manager will give 
reasonable consideration to the appeal. The General Manager’s decision to 
authorize or deny the request for Authorization for Outside Employment is final. 

C. Conditions for Outside Employment - Employees may engage in outside 
employment provided that: 

 
a. The employment does not conflict with the employee’s work schedules, 

duties, and responsibilities; 
b. The employment does not create a conflict of interest or incompatibility 

with District employment (e.g., an employee working for a vendor that 
the employee also purchases goods and services from in their capacity as 
a District employee); 

c. The employment does not create a detrimental effect upon the 
employee’s work performance with the District; 

d. The employee does not conduct outside business during hours of 
employment with the District; 

e. The employee does not use District property, premises, facilities, 
equipment, or supplies for their outside employment; 

f. The District is in no way responsible for the employee’s outside 
employment; 

g. Written approval based on above conditions 1-6, is obtained in advance 
from the employee’s Department Manager; and 

h. The employment will not be with any District Board member, manager, 
supervisor, or Department Head of the District. 

 
Self-employment is considered outside employment and must meet the same conditions as other 
outside employment, with the addition of the restriction that the employment does not involve 
ownership of a private business that is incompatible with the employee’s position with the District. 
 
2380.70 Personnel Files - Employees will have access to their personnel file upon request (written 

request is preferred). Each employee shall have the right to inspect or copy their 
personnel file within twenty-one (21) calendar days of the request. If the District 
provides copies of the personnel file, the actual cost of reproduction may be charged. 
All information contained therein is District property and may not be removed by the 
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employee but may only be copied. It is each employee's responsibility to ensure that all 
information in the file regarding the employee's name, address, telephone number, and 
emergency contact is correct. Any change must be reported to the supervisor and 
Human Resources Manager immediately. 

 
2380.80 Personal Use of Office Equipment and Supplies - The District's supplies, copy services, 

and postage meter are for the District's business and should not be used for personal 
use. 

 
2380.90 Personal Phone Calls - Employees are to conduct personal business on their own time. 

Personal telephone calls during business hours, both incoming and outgoing, should be 
confined to those that are absolutely necessary and should be kept short. Employees 
should not use District office phones for personal long-distance telephone calls and may 
be charged for doing so. 

 
2380.100 Political Activity - As an employee of the District, you should not take an active part in 

any political campaign during work hours or use his or her title or position with the 
District in connection with any political activity at any time including the election of 
District officials. This provision does not in any way deny you the right and privilege to 
express your private opinions, seek a public office, or cast your vote as you see fit. 

 
2380.110 Serving the Public - All employees shall conduct themselves in a professional manner 

that will reflect well on the District. During the performance of your duties with the 
District you will meet some people who, for one reason or another, will show very little 
respect for you or the manner in which the District is operated. These people, however, 
constitute a very small part of the District and you will be expected to be helpful, 
maintain good manners, and be courteous in all dealings with the public and fellow 
employees. 

 
2380.120 Business During Works Hours - As a District employee, you are expected to conduct 

District business during work hours and conduct your personal business when off duty. 
 
2380.130 Smoking - Smoking is strictly prohibited inside any District building or other enclosed 

area. For the purpose of this policy, "enclosed area" means an area closed in by a roof 
and walls with appropriate openings for ingress and egress; this also includes District 
vehicles. For purpose of this policy, “smoking” shall mean the inhaling, exhaling, 
burning, or carrying any lighted cigar, cigarette, or pipe, or any other lighted tobacco or 
plant product intended for inhalation, whether natural or synthetic, in any manner or in 
any form. “Smoking” also includes the use of an electronic smoking device (e-cigarettes) 
that creates an aerosol or vapor. 
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Smoking within 20 feet of main entrances, exits, and operable windows of any District 
building is also prohibited. 

 
Smoking within 25 feet of District park playgrounds or sandboxes is also prohibited. 

 
Employees are also not allowed to smoke during work hours and may only do so on 
designated meal and rest breaks subject to the parameters above. 

 
2380.140 Cell Phone Use While Driving - In the interest of the safety of our employees and other 

drivers, if your job requires that you keep your cell phone turned on while you are 
driving, you must use a hands-free device. Unless using a hands-free device, under no 
circumstances should employees place or receive phone calls while operating a motor 
vehicle or while driving on District business and/or District time. This includes texting. 
Any citations for cell phone violations shall be the employee's responsibility. Drivers 
under the age of 18 may not use any type of cell phone device while driving. 
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POLICY TITLE: EMPLOYEE USE OF DISTRICT SERVICES 

POLICY NUMBER: 2390 
 
2390.10 The District places a high importance on the health and wellness of its employees and 

highly encourages all employees to seek recreation opportunities for themselves and 
their families in order to maintain and improve their physical, emotional, and mental 
well-being. For the purposes of this policy, the term “employee” shall include elected 
members of the Board, regular part-time, and regular full-time employees. 

 
2390.20 The District and its constituents will directly benefit through the employment of staff 

who maintain a well-rounded recreational lifestyle and maintain a positive attitude and 
understanding of the value of the services provided by the District to the community. 

 
2390.30 A healthy employee is less likely to experience health related absences and is more likely 

to maintain a positive and productive relationship with other employees. 
 
2390.40 In order to foster health and wellness related activity by its staff, the District will 

establish an incentive program by encouraging regular employees and their families to 
participate in District sponsored recreation programs. 

 
2390.50 The General Manager is authorized to review District recreation services which could 

provide improved morale, harmony in the workplace, better efficiency, and generally 
greater health and wellness of employees, and is further authorized to establish 
opportunities through fee discounts, scheduling, and when not a deterrent to work 
requirements, time off to participate in District events and activities. 

 
2390.60 Employees are encouraged to provide constructive feedback to the District on 

opportunities to improve the quality and efficiency of District services. 
 
2390.70 Program services are to be promoted to all employees to assure full awareness of its 

availability.  
 
2390.80 At no time shall an employee receive priority over a resident who is paying full cost of 

service nor should the District subsidize the direct costs of an employee’s participation. 
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POLICY TITLE: TUITION REIMBURSEMENT 

POLICY NUMBER: 2400 
 
2400.10 Employee Requested Courses - This section will apply only to courses requested by the 

employee in accordance with the criteria set forth below and submitted in writing with 
a fee schedule from the institution. 

 
2400.20 Requirements for Reimbursement of Tuition - The requesting employee must be and 

have been in a regular full-time or regular part-time position in the District for at least 
two (2) years prior to the start of the course in question. 
 
A. The subject matter of the course must be directly related to the employee’s 

present position or an allocated position within the District. 
B. The employee’s attendance at the course will not interfere with the employee’s 

normal duties, responsibilities, or work hours. 
C. The employee agrees in writing to repay the District, upon termination of 

employment, any tuition reimbursement received from the District within a 
twelve (12) month period prior to the employee’s termination. 

D. Requests for reimbursement must be submitted to the District and approved 
prior to the commencement of the course in question. 

E. Applications received by April 30 of each year will be considered for next Fiscal 
Year’s funding and will be reviewed and approved by a committee of 
Department Heads. 

F. Approval of tuition reimbursement for one (1) year does not guarantee approval 
for additional years. 

 
2400.30 In order for requests to be granted, funds for tuition reimbursement must be designated 

and available for that purpose in the District budget. 
 

A. Reimbursement may be available at the rate of up to one hundred percent 
(100%) of actual costs of the tuition fees not to exceed two thousand dollars 
($2,000.00) per employee per year. (This does not include books, documents, 
other materials, mileage, travel costs, or other incidental expenses incurred by 
the employee.) 

B. The District may limit its reimbursement to the actual amount not funded by 
some other source (e.g., scholarships, grants, waivers, etc.). 

C. To be eligible for tuition reimbursement, the employee must present satisfactory 
proof of a minimum final GPA of 2.0 or equivalent passing grade for the approved 
course and of the amount of tuition paid by the employee. 
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2400.40 District Required Training - Education or training required by the District as a condition 
of continued employment in the employee’s present position shall be reimbursable at 
one hundred percent (100%) or paid directly by the District and shall take place on 
District time if possible. 
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POLICY TITLE: COMPUTER & CELL PHONE USE 

POLICY NUMBER: 2410 
 
The District provides all employees with access to the vast resources available on the Internet. This 
policy includes guidelines that identify employee responsibilities with regards to the use of District 
computers and District-issued cell phones. All employees must adhere to generally accepted standards 
of courtesy and etiquette and obey any and all laws regarding access and use of District computers, 
District-issued cell phones, and the Internet. Use of District computers and/or District issued cell 
phones and through them, the Internet, is a privilege, and failure to adhere to this policy may result in 
the termination of access to District computers, District-issued cell phones, and use of the Internet. 
Employees may also be subject to other disciplinary action by the District for improper use of District 
computers and/or District-issued cell phones. Employees shall have no expectation of privacy in District 
computers or District-issued cell phones and the District reserves the right to monitor employee use. 
 
2400.10 Acceptable Use - The purpose of providing access to the District computers, District-

issued cell phones and through them, the Internet, is to help increase productivity by 
helping employees to do their jobs faster and smarter. It also provides better 
communication with customers, suppliers, and colleagues, and also help the employee 
to research relevant topics and obtain useful business information. Use of District 
computers, District-issued cell phones, and through them, the Internet, must be in 
support of the objectives of the District. 

 
Transmission of or access to materials that contain pornography or that violate federal 
or state laws are prohibited. This prohibition includes, but is not limited to, copyrighted 
materials, threatening or obscene materials, or material restricted through passwords 
or other user access codes. Use of District computers or District-issued cell phones for 
commercial advertising and political lobbying is also prohibited. 

 
Employees are prohibited from using obscenities, vulgarities, racist, sexist, or 
inflammatory speech when communicating with others using District computers, 
District-issued cell phones, and through them, the Internet. 

 
Employees are also prohibited from introducing a computer virus to District computers. 
If an employee imports a file from another computer onto a District computer by any 
means, he or she is responsible to assure that he or she is not introducing a computer 
virus into other District computers. Employees should not view or launch attachments 
to emails from unknown sources. 

 
Also, employees may only access files or programs, whether computerized or not, that 
they have permission to enter. Unauthorized access, review, duplication, dissemination, 
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removal, damage, or alteration of files, passwords, computer systems or programs, or 
other property of the District, or improper use of information obtained by unauthorized 
means, is prohibited. Furthermore, any employee leaving the District is expressly 
prohibited from taking such information, in any form, without express permission from 
the General Manager or his/her designee 

 
Any messages sent, or actions taken by an employee on District computers or on a 
District-issued cell phone, must be done under his or her private user account secured 
by his or her private password or passcode. Employees are prohibited from using 
another's private account or from allowing another to use his or her private account. 
Employees are prohibited from sharing his or her private passwords or passcodes with 
anyone else or from using another's private password or passcode to access their 
account. 

 
2400.20 Privileges - The use of the District’s network and access to District computers and/or 

District-issued cell phones is a privilege, not a right. If an employee uses District 
computers or cell phones inappropriately, or if it is suspected that an employee has done 
so, his or her access privileges may be suspended or revoked at any time and the 
employee may be subject to discipline. Reinstatement of his or her access privileges shall 
be at the discretion of the District. Again, employee use of District computers and 
District-issued cell phones should not be regarded as private. District staff may monitor 
employee communications and use of the computers or cell phones and may inspect 
files in the network systems at any time. Even when electronic mail messages are 
erased, it is still possible to retrieve and review them. Further, the use of passwords or 
passcodes for security does not guarantee confidentiality. 

 
2400.30 Internet Rules 
 

A. Employee use of District computers, District-issued cell phones, and through 
them, the Internet, must be in support of the objectives of the District. The 
District allows for incidental personal use. 

B. Employees are prohibited from lending their network username and/or 
password to others. 

C. Employees are prohibited from using others’ network username and/or 
passwords. 

D. Employees are forbidden to access any Internet site, news group, or other areas 
of cyberspace that would be offensive or inappropriate. 

E. Employees are prohibited from using any forms of obscene, harassing, or abusive 
language on-line. 

F. Employees are prohibited from sending or intentionally receiving messages that 
are discriminatory or could reasonably be view as discriminatory in nature. 
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G. Employees are prohibited from sending or intentionally receiving messages that 
use inflammatory language or fighting words (i.e., words directed to a person 
which would have a tendency to cause acts of violence by the person to whom, 
individually, the remark is addressed). 

H. Employees are prohibited from placing a computer virus on District computers. 
If a staff member imports a file from another computer onto a District computer 
by any means, the staff member is responsible to ensure that he/she is not 
introducing a computer virus into other District computers. Employees should 
not view or launch attachments to emails from unknown sources. 

I. Employees are prohibited from sending or intentionally receiving messages with 
someone else's name on it. 

J. Employees are prohibited from sending or intentionally receiving messages that 
are racist, sexist, contain obscenities, or otherwise violate the District’s anti-
harassment policy. 

K. Employees are prohibited from transmitting or accessing pornography or other 
materials that violate federal or state laws. This prohibition includes, but is not 
limited to, copyrighted materials, threatening or obscene materials, or material 
restricted through passwords or other user access codes. 

L. Employees are prohibited from using the District network for commercial 
advertising or political lobbying. 

M. Employees should be aware that use of District computers should not be 
regarded as private. District staff may monitor communications on and use of 
the network and may inspect files in staffs' network file systems at any time. 

 
2400.40 Enforcement/Discipline - Failure of any staff member to adhere to this policy may result 

in revocation of that staff member's access to District computers or District-issued cell 
phones, and through them, the Internet, and may not be reinstated as determined solely 
by the District. In addition to the revocation, the District may, in its sole discretion, 
impose any other disciplinary action deemed appropriate. 
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POLICY TITLE: FAMILY MEDICAL LEAVE 

POLICY NUMBER: 2410 
 
2410.10 California’s California Family Rights Act (“CFRA”) and the Family Medical Leave Act 

(“FMLA”) provide up to twelve (12) workweeks of unpaid family/medical leave within a 
12-month period, under the following conditions: 

 
• You have been employed with the District for a total of at least twelve (12) 

months prior to the commencement of leave. The twelve (12) months of 
employment must have accumulated within the previous seven (7) years (certain 
exceptions apply); and 

• You have worked at least 1,250 hours during the previous twelve (12) month 
period before the need for leave. 

 
Leave may be taken for one or more of the following reasons: 
 
• The birth of your child, or placement of a child with you for adoption or foster 

care (FMLA/CFRA); 
• Incapacity due to pregnancy, prenatal medical care or child birth (FMLA only); 
• Your serious health condition that makes you unable to perform your job 

(FMLA/CFRA); 
• To care for your spouse, child, or parent who has a serious health condition 

(FMLA/CFRA); or 
• To care for your registered domestic partner (CFRA only). 

 
For additional information about eligibility for family/medical leave, please contact the 
Human Resources Manager. 

 
2410.20 Military Leave Entitlements  
 

A. Eligible employees whose spouse, son, daughter, or parent is on covered active 
duty or called to covered active duty status may use their 12-week leave 
entitlement for certain qualifying exigencies. Qualifying exigencies may include 
attending certain military events, arranging for alternative childcare, addressing 
certain financial and legal arrangements, attending certain counseling sessions, 
and attending post-deployment reintegration briefings. 

 
B. Eligible employees may also take a special leave entitlement of up to twenty-six 

(26) weeks of leave during a single 12-month period to care for a covered service 
member. The employee may take FMLA/CFRA for 12 weeks if the care provider 
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is eligible for both, followed by 14 weeks of (FMLA only), or 26 weeks of FMLA 
(only if leave is not CFRA covered leave). A covered service member is either: 

 
1. A current member of the Armed Forces, including a member of the 

National Guard or Reserves, who is undergoing medical treatment, 
recuperation or therapy, is in outpatient status, or is otherwise on the 
temporary disability retired list, for a serious injury or illness*; or 

 
2. A veteran who was discharged or released under conditions other than 

dishonorable at any time during the five-year period prior to the first date 
the eligible employee takes FMLA leave to care for the covered veteran, 
and who is undergoing medical treatment, recuperation, or therapy for a 
serious injury or illness.* 

 
*Note that the FMLA definitions of "serious injury or illness" for current service members 
and veterans is different from the FMLA definition of "serious health condition." 

 
2410.30 Calculating the 12-Month Period - For purposes of calculating the 12-month period 

during which 12 weeks of family and medical leave or qualifying exigency leaves may be 
taken, the District uses the rolling 12-month period. A rolling 12-month period is 
measured backwards from the date an employee uses FMLA leave (i.e., each time an 
employee takes FMLA leave, the remaining leave is the balance of the 12 weeks not used 
during the immediately preceding 12 months). 

 
For example, an eligible employee requests two weeks of FMLA leave to begin on 
November 1st. The employer looks back 12 months (from November 1st back to the 
previous November 2nd) and sees that the employee had taken four weeks of FMLA 
leave beginning January 1st, four weeks beginning March 1st, and three weeks 
beginning June 1st. The employee has taken 11 weeks of FMLA leave in the 12-month 
period and only has one week of FMLA-protected leave available. After the employee 
takes the one week in November, the employee can next take FMLA leave beginning 
January 1st as the days of the previous January leave “roll off” the leave year. 

 
Under most circumstances, leave under federal and state law will run at the same time 
and an eligible employee will be entitled to a total of 12 weeks of family and medical 
leave in the rolling 12-month period. 

 
For leave to care for a covered service member, the 12-month period begins on the first 
day of the leave. Leave to care for a covered service member is for a maximum of 26 
workweeks during a 12-month period. 
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2410.40 Pregnancy, Childbirth or Related Conditions and Baby Bonding - Employees are entitled 
to take time off for pregnancy-related reasons at any time during employment. Leave 
because of a disability for pregnancy, childbirth, or related medical condition is not 
counted as time used under California law (CFRA). However, time off because of 
pregnancy disability, childbirth, or related medical condition does count as family and 
medical leave under federal law (FMLA). Employees who take time off for pregnancy 
disability and who are eligible for FMLA will be placed on FMLA that runs at the same 
time as their pregnancy disability leave (PDL). 

 
Once the pregnant employee is no longer disabled, or once the employee has exhausted 
PDL and has given birth, the employee may apply for leave under the CFRA, for purposes 
of baby bonding. 

 
Any leave taken for the birth, adoption, or foster care placement of a child does not 
have to be taken in one continuous period of time. CFRA leave taken for the birth or 
placement of a child will be granted in minimum amounts of two weeks. However, the 
District will grant a request for a CFRA leave (for birth/placement of a child) of less than 
two weeks' duration on any two occasions. On those two occasions, the employee can 
take family leave in shorter increments (at least one day but less than two weeks). All 
other leaves have to be at least two weeks long. The District may also grant additional 
requests for leave lasting less than two weeks at its discretion. Any leave taken must be 
concluded within one year of the birth or placement of the child with the employee. 

 
2410.50 Leave Procedures - The following procedures shall apply when an employee requests 

family medical leave: 
 

1. Please contact the Human Resources Manager as soon as you realize the need 
for family/medical leave. If the leave is based on the expected birth, placement 
for adoption or foster care, or planned medical treatment for your serious health 
condition or that of a family member, you must notify the District at least thirty 
(30) days before leave is to begin. You must consult with your supervisor 
regarding scheduling of any planned medical treatment or procedure in order to 
minimize disruption to the operations of the District. Any such scheduling is 
subject to the approval of your health care provider or the health care provider 
of your child, parent, or spouse. 

 
2. If you cannot provide thirty (30) days' notice, the District must be informed as 

soon as is practical. 
 
3. If the FMLA/CFRA request is made because of your own serious health condition, 

the District may require, at its own expense, a second opinion from a health care 
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provider that the District chooses. The health care provider designated to give a 
second opinion will not be one who is employed on a regular basis by the District. 

 
4. If the second opinion differs from the first opinion, the District may require you, 

at the District’s expense, to obtain the opinion of a third health care provider 
designated or approved jointly by you and the employer. The opinion of the third 
health care provider shall be considered final and binding on you and the District. 

 
2410.60 Certification – The District requires you to provide medical certification for 

FMLA/CFRA/PDL leave. You will have fifteen (15) calendar days from the District's 
request for certification to provide it to the District unless it is not practicable to do so. 
The District may require recertification from the health care provider if you request 
additional leave upon expiration of the time period in the original certification. (For 
example, if you need two weeks of family and medical leave, but following the two 
weeks you need intermittent leave, a new medical certification will be requested and 
required.) If the employee does not provide medical certification in a timely manner to 
substantiate the need for family and medical leave, the District may delay approval of 
the leave, or continuation thereof, until certification is received. If certification is never 
received, the leave may not be considered family and medical leave and the District may 
take action as appropriate for the employee’s unauthorized leave of absence. 

 
If the leave is needed to care for a sick child, spouse, or parent, you must provide a 
certification from the health care provider stating: 

 
• Date of commencement of the serious health condition; 
• Probable duration of the condition; 
• Estimated amount of time for care by the health care provider; and 
• Confirmation that the serious health condition warrants the employee’s 

participation. 
 
When both parents are employed by the District and request simultaneous leave for the birth or 
placement for adoption or foster care of a child, the District will not grant more than a total of 12 
workweeks of family medical leave for this reason. 
 
If the employee’s own serious health condition is the reason for leave, the employee must provide a 
certification from the health care provider stating: 
 

• Date of commencement of the serious health condition; 
• Probable duration of the condition; and 
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• The employee’s inability to work at all or to perform any one or more of the 
essential functions of employee’s position because of the serious health 
condition. 

 
If the employee is absent because of his or her own serious health condition, the District will also 
require a medical release for the employee to return to work or certification from the employee’s 
health care provider that the employee is able to resume work. 
 
Failure to provide a release to return to work from the employee’s health care provider may result in 
denial of reinstatement until the certification is obtained. 
 
2410.70 Leave Related to Military Service - A leave taken due to a "qualifying exigency" related 

to military service must be supported by a certification of its necessity. A leave taken 
due to the need to care for a service member must be supported by a certification by 
the service member's health care provider or other certification as allowed by law. 
Special certification requirements apply to leaves related to military service. 

 
2410.80 Health Benefit Plan - If the employee is taking family medical leave, he or she will be 

allowed to continue participating in any health benefit plan in which the employee was 
enrolled in before the first day of the leave (for a maximum of 12 workweeks, or 26 
workweeks if the leave is to care for a covered service member) at the level and under 
the conditions of coverage as if you had continued in employment for the duration of 
such leave. The District will continue to make the same premium contribution as if the 
employee had continued working. The continued participation in health benefits begins 
on the date leave first begins. In some instances, the District may recover premiums paid 
to maintain health coverage if the employee fails to return to work following 
family/medical leave. If the employee exhausts all of his or her FMLA leave and are on a 
leave of absence without pay beyond his or her 12-week FMLA leave allotment, then 
the employee’s District-paid health benefits will end. The employee will receive notice 
of the cancellation of his or her health care benefits and may elect to continue coverage 
through the Consolidated Omnibus Budget Reconciliation Act (COBRA). 

 
Employees on pregnancy disability leave will be allowed to continue to participate in 
group health coverage for up to a maximum of four (4) months of pregnancy disability 
leave on the same terms as if the employee had continued to work. The right to 
continued group health coverage during pregnancy disability leave is a separate and 
distinct entitlement from the CFRA entitlement. 

 
2410.90 Substitution of Paid Leave - Generally, FMLA/CFRA leave is unpaid. However, if the 

employee has unused and accrued vacation or sick leave, the District requires that the 
employee use those paid leave balances during the employee’s FMLA/CFRA leave before 
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going on a leave of absence without pay. In order to use paid leave for FMLA/CFRA leave, 
the employee must comply with the District's normal paid leave policies. For more 
information on those specific circumstances requiring or allowing the substitution of 
paid leave please contact the Human Resources Manager. 

 
2410.100 Reinstatement - Under most circumstances, upon return from family/medical leave, you 

will be reinstated to your original job or to an equivalent job with equivalent pay, 
benefits, and other employment terms and conditions. However, an employee has no 
greater right to reinstatement than if he or she had been continuously employed rather 
than on leave. For example, if an employee on family/medical leave would have been 
laid off had he or she not gone on leave, or if the employee's job is eliminated during 
the leave and no equivalent or comparable job is available, then the employee would 
not be entitled to reinstatement. In addition, an employee's use of family/medical leave 
will not result in the loss of any employment benefit that the employee earned before 
using family/medical leave, including any accrued benefits such as vacation or sick leave. 

 
2410.110 Benefits - No benefits (including vacation or sick leave) will accrue during any unpaid 

FMLA/CFRA leave, but accrued benefits will not be lost except as otherwise provided. If 
an employee is on extended family/medical leave and is utilizing a combination of 
accrued paid leave benefits and unpaid leave, the employee will accrue a pro-rata share 
of benefits, such as sick leave and vacation, that is equivalent to the percentage of paid 
leave being utilized over the course of the pay period. Please contact the Human 
Resources Manager with any questions regarding accrual of District paid leave benefits 
during unpaid FMLA/CFRA leave. 

 
The District will maintain the employee's health coverage under any group health care 
plan under the same terms and conditions as coverage would have been provided if the 
employee had not taken leave. However, cash-in-lieu benefits will not continue to be 
paid during FMLA/CRFA leave. 

 
2410.120 Carryover - Leave granted (under any of the reasons provided by state and federal law) 

will be counted as family/medical leave and will be considered as part of the 12-
workweek entitlement (26-workweek entitlement if leave is to care for a service 
member) in any rolling 12-month period. No carryover of unused leave from one 12-
month period to the next 12-month period is permitted. 

 
2410.130 Intermittent Leave - You may take FMLA/CFRA leave intermittently (in blocks of time, or 

by reducing your normal weekly or daily work schedule) if the leave is for your serious 
health condition or a qualifying family member and the reduced leave schedule is 
medically necessary as determined by the health care provider of the person with the 
serious health condition. Such leave may be taken in 15-minute increments.  
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POLICY TITLE: ANTI-RETALIATION/WHISTLEBLOWER 

POLICY NUMBER: 2420 
 
The District is committed to providing a work environment where employees are free to report 
suspected improper governmental activity or conditions that significantly threaten the health or safety 
of employees or the public without fear of retribution. 
 
2420.10 The District forbids retaliation against any employee who opposes harassment or 

discrimination, files a good faith complaint, testifies, assists, or participates in any 
manner in a workplace investigation, proceedings, or hearing conducted by the District 
or any governmental agency with the authority to investigate complaints of harassment 
and discrimination. 

 
Prohibited retaliation includes, but is not limited to: 

 
• Demotion; 
• Suspension; 
• Failure to hire or consider for hire; 
• Failure to give equal consideration in making employment decisions; 
• Failure to make impartial employment recommendations; or  
• Adversely affecting working conditions or otherwise denying any employment 

benefit to an individual. 
 
Anyone who believes they have been subjected to retaliatory conduct for making a report or complaint 
or for participating in a workplace investigation under this policy should immediately report it to the 
General Manager or Human Resources Manager. The District will investigate and take appropriate 
remedial action. 
 
The confidentiality of the whistleblower will be maintained whenever possible. No District employee 
may interfere with the good faith reporting of suspected or actual wrongful conduct. An individual who 
makes such a good faith report shall not be subject to retaliation, including harassment or any adverse 
employment, as a result of making a report. All reported claims of retaliation will be reviewed and 
investigated, and appropriate corrective action will be taken. The right of a whistleblower for 
protection against retaliation does not include immunity for any personal wrongdoing that is alleged 
and investigated. In addition, an employee who intentionally files a false report of wrongdoing, or 
knowingly makes an untrue statement of fact in the investigation of a complaint, will be subject to 
discipline up to and including termination. 
 
Anyone found in violation of this policy will be disciplined, up to and including termination.  
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POLICY TITLE: SCHOOL AND CHILD CARE ACTIVITIES LEAVE 

POLICY NUMBER: 2430 
 
The District understands that employees must occasionally leave work to participate in the school or 
child care activities of their child(ren). 
 
2430.10 An absence related to an employee’s participation in school or child care activities is 

subject to the conditions below: 
 

• Time off under this policy can only be used by “Covered employees” that is, 
parents, guardians, grandparents, stepparents, foster parents, or a person who 
stands in loco parentis to one or more children of the age to attend kindergarten 
through grade 12 or a licensed child care provider. 

• The amount of time off for school or child care activities described below cannot 
exceed a total of forty (40) hours each calendar year. 

• Covered employees can use the time off to find, enroll, or reenroll a child in a 
school or with a licensed child care provider or to participate in activities of the 
child's school or licensed child care provider. The time off for these purposes 
cannot exceed eight (8) hours in any calendar month. Employees planning to 
take time off for these purposes must provide reasonable advanced notice to 
their supervisor. 

 
Covered employees can also use time off to address a "child care provider or school emergency" if the 
employee gives notice to the employer. A child care provider or school emergency means that the 
employee's child cannot remain in a school or with a child care provider due to one of the following: 
 

• The school or child care provider has requested that the child be picked up, or 
has an attendance policy (excluding planned holidays) that prohibits the child 
from attending or requires the child to be picked up from the school or child care 
provider; 

• Behavioral or discipline problems; 
• Closure or unexpected unavailability of the school or child care provider, 

excluding planned holidays; or 
• A natural disaster, including, but not limited to, a fire, earthquake, or flood. 

 
Employees must provide their supervisor with documentation from the school or licensed child care 
provider verifying that they were engaged in these child related activities on the day and time of the 
absence. 
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If more than one parent is employed by the District, then first employee to request such leave will 
receive the time off. Another parent will receive the time off only if the leave is approved by his or her 
supervisor. 
 
Employees must use vacation leave in order to receive compensation for this time off; and employees 
who do not have paid time off available will take the time off without pay. 
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POLICY TITLE: SCHOOL APPEARANCE LEAVE 

POLICY NUMBER: 2440 
 
If a District employee, who is the parent or guardian of a child, must take time off to appear at their 
child’s school, then the employee should alert his or her supervisor as soon as possible as to the need 
for time off. In compliance with California Labor Code Section 230.7, no discriminatory action will be 
taken against an employee who takes time off for this purpose. Employees must use vacation or CTO 
time in order to receive compensation for time off for this purpose. Employees who do not have paid 
time off available will take the time off without pay. 
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POLICY TITLE: DOMESTIC VIOLENCE, SEXUAL ASSAULT, STALKING LEAVE 

POLICY NUMBER: 2450 
 
Employees who are victims of domestic violence, sexual assault, or stalking are eligible for leave. While 
the leave is generally unpaid, employees can use their paid sick time under California's Healthy 
Workplaces, Healthy Families Act for the purposes described below. 
 
The employee may request leave if the employee is involved in a judicial action, such as obtaining a 
restraining order, or appearing in court to obtain relief to ensure the employee’s health, safety, or 
welfare, or that of the employee’s child. The employee should provide reasonable advanced notice of 
the need for leave to the employee’s supervisor unless advance notice is not feasible. For more 
information, employee should contact the District’s Human Resources Manager. Employee may use 
available vacation, accrued sick leave, or compensatory time off if they have such time available. 
Otherwise, the employee must take unpaid leave. 
 
Employees may also take time off (whether it be paid or unpaid) to seek medical attention for injuries 
caused by domestic violence or sexual assault, or obtain services from a domestic violence shelter, 
program, or rape crisis center as a result of domestic violence or sexual assault, obtain psychological 
counseling related to an experience of domestic violence or sexual assault, and/or participate in safety 
planning and take other actions to increase safety from future domestic violence or sexual assault, 
including temporary or permanent relocation. 
 
If an employee is the victim of domestic violence, sexual assault, or stalking and needs a reasonable 
accommodation for their safety at work, the employee should contact the Human Resources Manager 
and discuss the need for an accommodation. The employee should submit a written statement signed 
by the employee, or by an individual acting on the employee’s behalf, certifying that the 
accommodation is for the purpose of the employee’s safety at work. 
 
For reasonable accommodation requests, the District may require certification demonstrating that the 
employee is the victim of domestic violence, sexual assault, or stalking. The District may request 
recertification every six months from the date of the previous certification. The employee should notify 
the District if an approved accommodation is no longer needed. 
 
The District will engage in an interactive process with the employee to identify possible 
accommodations, if any, that will effective and will make reasonable accommodations unless such 
accommodation would result in an undue hardship to the District. 
 
The District will, to the extent allowed by law, maintain the confidentiality of an employee requesting 
leave or accommodation under this policy. 
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POLICY TITLE: DRESS CODE 

POLICY NUMBER: 2460 
 
District employees are expected to wear clothing appropriate for the nature of District business and 
the type of work performed. Clothing worn at work should be neat, clean, and tasteful. Clothing must 
demonstrate good taste and common sense. All employees are required to maintain a clean, neat, and 
well-groomed appearance at work. 
 
Because each employee is a representative of the District in the eyes of the public, each employee must 
report to work properly groomed and wearing appropriate clothing. Employees are expected to use 
appropriate hygiene and report to work neatly groomed. Employees are also expected to dress neatly 
and in a manner consistent with the nature of the work performed. 
 
All clothing should be clean and without rips or holes. Employees who report to work inappropriately 
dressed may be asked to clock out and return to work in acceptable attire. 
 
All employees required to wear uniforms provided by the District must take care of their uniforms and 
report any wear or damage to their supervisors. Supervisors will inform employees of additional 
requirements regarding acceptable attire. Certain employees may be required to wear safety 
equipment or clothing. Any deviations from these dress code guidelines must be approved by the 
employee’s supervisor. 
 
When off-duty, employees should use caution when wearing District clothing at any location in which 
a member of the public may question appropriateness. 
 
Upon separation from District employment, all clothing with District logos or other uniforms or clothing 
items that identify a person as a District employee are to be washed and returned to the supervisor or 
manager from whom the employee received the clothing item. 
 
This dress code policy will not be enforced in a manner that discriminates against anyone based on a 
protected class, such as race, sex, gender identity or gender expression, religion, national origin, or any 
other class protected by federal, state or local law. Employees have the right to comply with District’s 
dress code in a manner consistent with their gender identity or gender expression. Employees who 
need a reasonable accommodation for clothing attire because of religious beliefs, observances, or 
practices should contact the Human Resources Manager to discuss the need for accommodation. 
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POLICY TITLE: DRIVER’S LICENSE 

POLICY NUMBER: 2470 
 
Employees whose job duties require them to drive a District vehicle or their own vehicle for District 
business will be required to show proof of current valid driver’s license and proof of effective insurance 
coverage before the first day of employment. 
 
If an employee is required to drive as part of his or her job, the District retains the right to transfer to 
an alternative position, suspend, or terminate an employee whose license is suspended or revoked, or 
who fails to maintain personal automobile insurance coverage or who is uninsurable under the 
District's policy. 
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POLICY TITLE: DRUG & ALCOHOL-FREE WORKPLACE 

POLICY NUMBER: 2480 
 
The use of or impairment by alcohol, marijuana, illegal drugs, or any other controlled substances is 
strictly prohibited in the workplace. Use of these substances, whether on or off the job can detract 
from an employee's or volunteer’s work performance, efficiency, safety, health, and seriously impair 
District operations. In addition, the use or possession of these substances on the job constitutes a 
potential danger to the welfare and safety of other employees and exposes the District to the risks of 
property loss or damage, or worse, injury to other persons. 
 
The following rules and standards of conduct apply to all employees and volunteers while on duty, on 
District property, while working on District business, or while operating District-owned vehicles or 
equipment. The following conduct is strictly prohibited: 
 

• Being under the influence of, or impaired by, an illegal or controlled substance, including 
alcohol or marijuana while on the job. 

• Using or possessing illegal or controlled substances, including alcohol or marijuana, 
while on the job (including the illegal use of prescription drugs and possessing drug 
paraphernalia). 

• Distributing, selling, or purchasing of an illegal or controlled substance, including alcohol 
or marijuana, while on the job. 

 
Violation of these rules and standards of conduct will not be tolerated. Employees who violate this 
policy will be disciplined, up to and including termination. Volunteers who violate these policies will be 
dismissed. Depending on the circumstances, the District also may bring the matter to the attention of 
appropriate law enforcement authorities. 
 
Physician-prescribed medication is permitted, provided that such medication does not adversely affect 
the employee’s or volunteer’s job performance or the safety of the employee, volunteer, or other 
individuals in the workplace. Failure to report use of prescription drugs that could potentially impair 
job performance and create a hazardous condition for the employee or others is violation of this policy. 
 
Employee, supervisors, managers, or volunteers shall notify their Department Head or designee when 
they reasonably suspect that an employee may be under the influence of drugs or alcohol while at work 
or have illegal drugs in his or her possession during work hours. If the Department Head or designee 
concurs that there is reasonable suspicion of use and/or impairment of drugs or alcohol during work 
hours, the Department Head will discuss such suspicion with the employee and may choose to send 
the employee home for the day without pay. 
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The District will encourage and try to reasonably accommodate employees with alcohol, marijuana, or 
drug dependencies to seek treatment and/or rehabilitation. Employees desiring such assistance should 
request treatment or rehabilitation leave. The District is not obligated, however, to continue to employ 
any person whose performance of essential job duties is impaired because of drug, alcohol, or 
marijuana use. Additionally, employees who are given the opportunity to seek treatment and/or 
rehabilitation, but fail to successfully overcome their dependency or problem, will not automatically 
be reemployed or be given a second opportunity to seek treatment and/or rehabilitation. This policy 
on treatment and rehabilitation is not intended to affect the District's treatment of employees who 
violate the standards of conduct described in this Personnel Policy Guide. Rather, rehabilitation is an 
option for an employee who acknowledges a chemical dependency and voluntarily seeks treatment to 
end that dependency. 
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POLICY TITLE: FAILURE TO OBTAIN LICENSE OR CERTIFICATE 

POLICY NUMBER: 2490 
 
All District employees are required to maintain appropriate professional or vocational licenses and/or 
certificates required for their position. An employee may be discharged because he or she has failed to 
timely obtain or renew a license or certificate required for the job. If this failure results from the 
employee's inability to pass a test and is not due to any willful or negligent act on his or her part, the 
District may give the employee a reasonable period to re-take the test or otherwise meet the eligibility 
requirements to obtain or renew the license and/or certificate. 
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POLICY TITLE: HEALTH & SAFETY 

POLICY NUMBER: 2500 
 
The District is committed to providing a safe and healthy work environment to its employees. As such, 
it is the responsibility of all District employees to conduct District business in the safest possible 
manner. Any workplace condition that is considered unsafe must be reported immediately to the 
employee’s supervisor. 
 
Employees are required to wear any and all protective clothing and to use any and all protective devices 
as directed by their supervisor. 
 
Any work-related accident, or other accident occurring on the worksite, involving employees or other 
persons shall be reported immediately to the employee’s immediate supervisor, who will then report 
the work-related accident to the Human Resources Manager. 
 
Such reports must be made immediately following the accident, and in no event more than twenty-
four (24) hours following the accident. If the accident occurs during the weekend, employee must notify 
his or her supervisor or Human Resources Manager of the incident by text message, email, or phone 
call as soon as possible. Employee will then be required to fill out an accident form by 10:00 a.m. on 
the first business day following the accident. Employees are covered for employment-related injury or 
illness by the California Worker’s Compensation Act. Under California law, failure to report or delays in 
reporting a work-related injury or illness may result in a loss of benefits. Failure to comply with safety 
regulations or to report an accident may be cause for discipline up to and including termination. 
 
In compliance with California law, and to promote the concept of a safe workplace, the District 
maintains an Injury and Illness Prevention Program (“IIPP”). The IIPP is in the District Operations Policy 
Handbook Policy No. 3060. All employees will receive appropriate training under the IIPP and are 
expected to comply with the respective IIPP at all times. 
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POLICY TITLE: LACTATION ACCOMMODATION 

POLICY NUMBER: 2510 
 
The District accommodates lactating employees by providing a reasonable amount of break time to 
any employee who desires to express breast milk for the employee’s child, subject to exception allowed 
under applicable law. If possible, the break time for expressing breast milk shall run concurrently with 
any break time already provided to the employee. Any break time provided to express breast milk that 
does not run concurrently with break time already provided to the employee shall be unpaid pursuant 
to Labor Code section 1030. 
 
The District will provide employees who need a lactation accommodation with the use of a vacant room 
or other private location that is located close to the employee's work area. Employees with private 
offices should use their offices to express breast milk. 
 
Employees who desire a lactation accommodation should contact their supervisor or Human Resources 
Manager in writing to request such accommodation. The employee’s supervisor or the Human 
Resources Manager must respond to the employee’s accommodation request in writing indicating the 
approval or denial of the break request. Employees have a right to file a complaint with the labor 
commissioner for any violation of rights provided under Chapter 3.8 of the California Labor Code 
regarding lactation accommodations. 
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POLICY TITLE: MEAL & REST PERIODS FOR NON-EXEMPT EMPLOYEES 

POLICY NUMBER: 2520 
 
2520.10 Meal Periods - An employee whose total workday is at least five hours will be provided 

with a meal period of at least thirty minutes unless the employee and his/her supervisor 
agree to waive this period or unless operational considerations require the employee to 
continue working during this period. An employee must be completely relieved from 
duty during meal periods. Meal periods are neither time worked nor time on pay status. 
Employees are required to clock out for their meal period. Employees are also expected 
to return to work promptly at the end of the agreed-upon length of their meal period 
with their supervisor and/or Department Head. 

 
2520.20 Rest Periods - A supervisor will grant a full-time employee two paid 10-minute rest 

periods, one to be taken in the first half of the work day and one in the second half of 
the work day, unless operational considerations require the employee to continue 
working during these periods. The first rest period shall occur be taken approximately 
midway between the employee’s starting time and the employee’s meal period. The 
second rest period shall occur be taken approximately midway between the employee’s 
meal period and the end of the employee’s workday. District supervisors will grant a 
part-time employee one 10-minute rest period for each work period of four continuous 
hours or more, not to exceed two rest periods per day, unless operational 
considerations require the employee to continue working during these periods. Rest 
periods are compensable. Employees are allowed to leave their work station during rest 
periods but should return promptly at the end of the rest period. A rest period need not 
be authorized for employees whose total daily work time is less than three and one half 
(3.5) hours. 

 
  

  



 
 

Policy Series 2000 – Personnel 
 
 

 

Page 101 of 114 

POLICY TITLE: PROHIBITED CONDUCT POLICY 

POLICY NUMBER: 2530 
 
The District expects all employees to conduct themselves in a respectful, professional, and honest 
manner. As such, the following conduct is prohibited and will not be tolerated: 
 

A. Falsifying employment records, employment information, or other District records; 
B. Inefficient or careless performance of job responsibilities or inability to perform job 

duties satisfactorily; 
C. Recording the work time of another employee or allowing any other employee to record 

your work time, or falsifying any time card, either your own or another employee's; 
D. Theft and deliberate or careless damage or destruction of any District property, or the 

property of any employee or customer; 
E. Removing or borrowing District property without prior authorization; 
F. Unauthorized use or misuse of District equipment, time, materials, or facilities; 
G. Provoking a fight or fighting during working hours or on District property; 
H. Participating in horseplay or practical jokes on District time or on District premises; 
I. Carrying firearms or any other dangerous weapons on District premises at any time; 
J. Causing, creating, or participating in a disruption of any kind during working hours on 

District property; 
K. Insubordination, including but not limited to failure or refusal to obey the orders or 

instructions of a supervisor or member of management, or the use of abusive or 
threatening language toward a supervisor or member of management; 

L. Using abusive, threatening, or intimidating language at any time on District premises; 
M. Violation of the District’s punctuality and attendance policy. Absences protected by 

state or federal law do not count as violations of this policy;  
N. Failing to obtain permission to leave work for any reason during normal working hours, 

not including meal periods; 
O. Failing to observe working schedules, including meal and rest periods; 
P. Sleeping or malingering on the job; 
Q. Making or accepting personal telephone calls, including cell phone calls during working 

hours, except in cases of emergency or extreme circumstances; 
R. Working overtime without authorization or refusing to work assigned overtime; 
S. Violating dress standards; 
T. Violating any safety, health, security, or District policy, rule, or procedure; 
U. Violating the District's drug and alcohol policy; 
V. Committing a fraudulent act or a breach of trust; 
W. Violating the District's anti-harassment or discrimination policies; 
X. Failing to promptly report a work-related injury or illness; 
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Y. Inappropriately using the District computers or District-issued cell phones, including 
sending inappropriate emails or engaging in inappropriate internet searches (e.g., 
pornography). 

 
This list of prohibited conduct is illustrative only. Other types of conduct that threaten the security, 
personal safety, or welfare of other employees, customers, or District operations may also be 
prohibited and result in disciplinary action (see Policy 2360) up to and including termination. 
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POLICY TITLE: PUNCTUALITY & ATTENDANCE 

POLICY NUMBER: 2540 
 
Punctual and regular attendance is an essential responsibility of each District employee. Employees are 
expected to report to their assigned work station on time, as scheduled, and prepared to start work. 
Employees also are expected to remain at work for their entire work shift, except for meal periods, rest 
periods, or when required to leave on authorized District business. Late arrivals, early departures, or 
other unanticipated and unapproved absences during scheduled hours are disruptive and must be 
avoided. 
 
If an employee is unable to report to work, then the employee must provide reasonable advanced 
notice to his or her supervisor before the start of the employee’s shift. The employee must also inform 
the supervisor of the expected duration of the absence. If the circumstances for the employee’s 
tardiness or absence were unforeseen, then the employee should inform the supervisor as soon as 
practicable of the reason for the tardiness or absenteeism. 
 
Excessive absenteeism or tardiness, providing false information, or abuse of leave will not be tolerated. 
If an employee fails to report for work without any notification to the employee’s supervisor and the 
employee’s absence continues for a period of three consecutive days or more, then the District will 
consider that the employee has voluntarily abandoned and/or resigned his or her employment with 
the District. Exceptions may be made for emergency situations. 
 
Prior to immediate termination, the District will attempt to contact the absent employee and/or his 
emergency contact to determine whether the unauthorized absence is covered under a protected 
leave. If the District determines that the employee’s absence was due to an emergency situation, the 
employee may be discipline for failure to notify the District of his or her absences. 
 
Absences protected by local, state, and federal law do not count as a violation of the punctuality and 
attendance policy. 
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POLICY TITLE: TIMEKEEPING FOR NON-EXEMPT EMPLOYEES 

POLICY NUMBER: 2550 
 
All non-exempt employees are required to use the District’s time keeping system to record time worked 
for payroll purposes. All time worked must be accurately reported on the employee’s time record. 
 
Employees must record their own time at the start and at the end of each work shift. Employees must 
clock out for their meal period and record the start and end of the meal period. 
 
Employees are not allowed to work "off the clock." Any work performed before or after a regularly 
scheduled shift must be approved in advance by the employee’s supervisor. If you perform any off-the-
clock work, please report the work to your supervisor. 
 
Employees also must record their time whenever they leave the building for any reason other than 
District business. 
 
Employees will be required to certify that their time record is accurate each pay period. 
 
Any changes on the timecard must be approved by a supervisor. Punching another employee's 
timecard, allowing another employee to punch your timecard, or altering a timecard is not permissible 
and may be subject to disciplinary action. 
 
Any errors on an employee timecard immediately reported to the employee’s supervisor or 
Department Head. 
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POLICY TITLE: TIME OFF FOR VOTING 

POLICY NUMBER: 2560 
 
If an employee does not have sufficient time outside of working hours to vote in an official federal or 
statewide election, then the employee may take off enough working time to enable the employee to 
vote. However, such time off shall be taken at the beginning or the end of the employee’s regular work 
shift, whichever allows for more free time for voting. Under these circumstances, an employee will be 
allowed a maximum of two hours of time off during an election day without loss of pay. When possible, 
an employee requesting time off to vote shall give his or her supervisor at least two working days’ 
notice in accordance with Elections Code section 14000. Generally, polls are open from 7:00 a.m. to 
8:00 p.m. 
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POLICY TITLE: WORKERS’ COMPENSATION POLICY 

POLICY NUMBER: 2570 
 
2570.10 The District, in accordance with state law, provides workers’ compensation insurance 

coverage for employees in case of work-related injury. The workers' compensation 
benefits provided to injured employees may include: 

 
• Medical care; 
• Temporary disability benefits; 
• Permanent disability benefits; and 
• Death benefits. 

 
2570.20 To ensure that you receive any workers' compensation benefits to which you may be 

entitled, you should: 
 

• Immediately report any work-related injury to your supervisor (note: if your 
injury or illness developed over time, report it as soon as you learn or believe it 
was caused by your job); 

• Seek medical treatment and follow-up care if required; 
• Complete a written Employee's Claim for Workers' Compensation Benefits (DWC 

Form 1) and return it to District’s Human Resources Manager; and 
• Provide the District with a certification from your health care provider regarding 

the need for workers' compensation disability leave, as well as a certification of 
your eventual ability to return to work from the leave. 

 
Upon submission of a medical certification that an employee is able to return to work 
after a workers' compensation leave, the employee, under most circumstances, will be 
reinstated to his or her same position held at the time the leave began, or to an 
equivalent position, if available. An employee returning from a workers' compensation 
leave has no greater right to reinstatement than if the employee had been continuously 
employed rather than on leave. For example, if the employee on workers' compensation 
leave would have been laid off had he or she not gone on leave, or if the employee's 
position has been eliminated or filled in order to avoid undermining the District's ability 
to operate safely and efficiently during the leave, and no equivalent or comparable 
positions are available, then the employee may not be entitled to reinstatement. 
 
An employee's return depends on his or her qualifications for any existing openings. If, 
after returning from a workers' compensation disability leave an employee is unable to 
perform the essential functions of his or her job because of a physical or mental 
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disability, the District's obligations to the employee may include reasonable 
accommodation, as governed by the Americans with Disabilities Act. 
 
The law requires the District to notify the workers' compensation insurance company of 
any concerns of false or fraudulent claims. 
 
Employees will not be discharged or discriminated against for filing a workers’ 
compensation claim. 

 
2570.30 Workers’ Compensation and FMLA/CFRA - Employees who are ill or injured as a result 

of a work-related incident, and who are eligible for family and medical leave under state 
and federal law (FMLA and CFRA), will be placed on FMLA/CFRA during the time they 
are disabled and not released to return to work. The leave under these laws runs 
concurrently, and eligible employees will be on FMLA/CFRA for a maximum of 12 weeks 
in a rolling 12-month period measuring back from the date an employee uses leave. 

 
2570.40 Paid Sick Leave and Workers’ Compensation Benefits - Paid sick leave is a benefit that 

also covers absences for work-related illness or injury. Employees who have a work-
related illness or injury are covered by workers' compensation insurance. However, 
workers' compensation benefits usually do not cover absences for medical treatment. 
When an employee reports a work-related illness or injury, the employee will be sent 
for medical treatment if treatment is necessary. The employee will be paid his or her 
regular wages for the time the employee spent seeking initial medical treatment. 

 
Any further medical treatment will be under the direction of the employee’s health care provider. Any 
absences from work for follow-up treatment, physical therapy, or other prescribed appointments will 
not be paid as time worked. If the employee has accrued sick leave, the employee may choose to 
substitute paid sick leave for any time that would otherwise be unpaid. 
 
If the employee does not have accrued sick leave, or if the employee has used all of his or her sick leave, 
the employee may choose to substitute vacation for further absences from worked related to the 
employee’s illness or injury. 
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POLICY TITLE: WORKPLACE VIOLENCE 

POLICY NUMBER: 2580 
 
2580.10 The District wishes to ensure a safe working environment for all employees and 

volunteers. 
 

As such the District has zero tolerance for acts of violence and threats of violence. 
Without exception, acts and threats of violence are not permitted. All such acts and 
threats, even those made in apparent jest, will be taken seriously, and will lead to 
discipline up to and including termination. Violent behavior includes, but is not limited 
to, unwanted physical contact such as hitting, kicking, pushing, shoving, throwing 
objects, or the use of a weapon. 

 
2580.20 Possession of non-work-related weapons on District property or at District-sponsored 

events shall constitute a threat of violence. 
 
2580.30 It is every District employee's and volunteer’s responsibility to assist in establishing and 

maintaining a violence-free work environment. Therefore, each employee and 
volunteer are expected and encouraged to report any incident which may be 
threatening to you or your co-workers or any event which you reasonably believe is 
threatening or violent. 

 
2580.40 You may report an incident to your supervisor or to the Human Resources Manager. 
 
2580.50 A threat includes, but is not limited to, any indication of intent to harm a person or 

damage District property. Threats may be direct or indirect, and they may be 
communicated verbally or nonverbally. The following are examples of threats and acts 
that shall be considered violent - this list is in no way all-inclusive: 

 
Example Type of Threat 

Saying, "Do you want to see your next birthday?" Indirect 

Writing, "Employees who kill their supervisors have the right idea." Indirect 

Saying, "I'm going to punch your lights out." Direct 

Making a hitting motion or obscene gesture. Nonverbal 

Displaying weapons. Extreme 
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Stalking or otherwise forcing undue attention on someone, whether romantic or 

hostile. 
Extreme 

Taking actions likely to cause bodily harm or property damage. Acts of violence 

 
2580.60 If behavior or threat is violent or criminal in nature and requires immediate intervention, 

the employee should report it to the police department by calling 9-1-1.  
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POLICY TITLE: MANDATED REPORTER 

POLICY NUMBER: 2590 

 
The California Child Abuse and Neglect Reporting Act (“CANRA”), codified at California Penal Code 
sections 11164-11174.3, requires that employers of mandated reporters (as defined in the Act) 
promote identification and reporting of child abuse or neglect. It is the policy of the El Dorado Hills 
Community Services District to comply with its obligations under the CANRA; to require that all District 
employees and administrators who are mandated reporters make required reports to child protection 
or law enforcement agencies; and more broadly to encourage all members of the District’s park 
community who observe, have actual knowledge of, or reasonably suspect child abuse or neglect at a 
District facility or perpetrated by District personnel to promptly report the concern to appropriate 
external and District officials. 
 
2590.10 General Definitions 
 

A. Child - Person under age 18. (Pen. Code, § 11165) 
 
B. Mandated reporter - A District employee who is required under CANRA due to 

their licensure or profession, or otherwise by virtue of their District position or 
activities, to report child abuse and neglect to the specified authorities. 

 
C. Reasonable Suspicion - It is reasonable for a person to suspect abuse or neglect 

based on the information he or she has and his or her training or experience. It 
does not require certainty that child abuse or neglect has occurred, nor a specific 
medical indication of abuse or neglect. 

 
2590.20 Child Abuse/Neglect - Whenever the mandated reporter, in his or her professional 

capacity or within the scope of his or her employment, has knowledge of or observes a 
child whom the mandated reporter knows, or reasonably suspects, has been the victim 
of child abuse or neglect, the mandated reporter shall make an initial report 
immediately or as soon as is practicably possible. 

 
A. Who must report (Pen. Code, § 11165.7(a)) 

 
The following general categories of employees who are mandated reporters for abuse and neglect of 
a child include but are not limited to: 
 

• An administrator of a public or private day camp. 
• An administrator or employee of a public or private youth center, youth 

recreation program, or youth organization. 



 
 

Policy Series 2000 – Personnel 
 
 

 

Page 111 of 114 

• An administrator, board member, or employee of a public or private 
organization whose duties require direct contact and supervision of 
children, including a foster family agency. 

• A licensee, an administrator, or an employee of a licensed community 
care or child day care facility. 

 
A complete list of mandated reporters with detailed definitions is included in Penal Code 
§11165.7. 

 
B. What must be reported (Pen. Code, §§ 11165.1, 11165.6, 11166(a)) 

 
The following general categories of abuse and neglect of a child must be reported when a mandated 
reporter knows, or reasonably suspects such abuse or neglect has occurred: 
 

• Physical injury 
• Sexual abuse 
• Neglect 
• Willful harm or injury 
• Endangering of health 
• Unlawful corporal punishment or injury 
• Death 

 
C. Reporting process (Pen. Code, § 11166) 

 
A mandated reporter who knows of or reasonably suspects abuse or neglect must comply with the 
reporting process described below. 
 
2590.30 Immediately - Notify the District’s Human Resources Manager by calling (916) 614-3238 

or emailing the District’s Human Resources Manager letting him or her know of your 
suspicions and that a report to the El Dorado County Sheriff’s office or the Office 
Department of Children and Family Services will be made.  

 
Please note that an internal report made under this policy is not a substitute for a mandated reporter’s 
required external reports under CANRA or other applicable laws. Do not assume another party will 
make the report. If you are a mandated reporter, you have the obligation to make an external report. 
 
2590.40 As soon as possible - Make a telephone report to the El Dorado County Sheriff’s office 

or the Department of Children and Family Services Child Protection at its 24-hour hotline 
(530) 642-7100. 

 



 
 

Policy Series 2000 – Personnel 
 
 

 

Page 112 of 114 

2590.50 Within 36 hours - File a written report on a form designated by the California Attorney 
General (Suspected Child Abuse Report http://ag.ca.gov/childabuse/pdf/ss_8572.pdf) 
with El Dorado County Sheriff’s office or the Department of Children and Family 
Services. 

 
2590.60 Enforcement - For those who are mandated reporters under California law, failure to 

report is a misdemeanor punishable by up to six months in jail or a fine of up to $1000, 
or both (Pen. Code, §§ 11162, 11166(c).)  

 
2590.70 Failure to report is also serious neglect of duty that can lead to discipline under this 

Personnel Policy Guide, up to and including termination. 
 
2590.80 All employees who are mandated reporters are required to sign the relevant 

acknowledgment form. 
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POLICY TITLE: CONFLICT OF INTEREST 

POLICY NUMBER: 2600 
 
No employee shall receive gifts valued over fifty dollars ($50.00) from any single source in any calendar 
year in the scope of their employment. A “gift” is any payment or other benefit that confers a personal 
benefit for which an employee does not provide payment or services of equal or greater value. District 
employees must avoid the appearance of favoritism in all of their dealings on behalf of the District. An 
employee may not make or participate in the making of a decision if a financial conflict of interest 
exists. 
 
It is the policy of the District to separate the District’s interest with its employee’s private interest and 
to safeguard the District and its employees from charges of favoritism in the acquisition of goods and 
services. Goods and services must not be purchased from an employee or a near relative of the 
employee unless there is a specific determination that the goods or services are not otherwise available 
or the employee has recused himself or herself from involvement in the decision related to the 
acquisition of the goods and services for which a potential conflict of interest may exist. 
 
All District employees are expected to act with integrity and good judgment. If there is concern that a 
potential conflict of interest may exist, the employee should immediately bring it to the attention of 
their supervisor or the General Manager. 
 
No employee shall disclose any confidential information obtained in his/her employment to any other 
employee and/or to any third parties, absent the express written approval of the General Manager. 
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POLICY TITLE: UNIFORM POLICY 

POLICY NUMBER: 2610 
 
Designated employees are required to wear uniforms with the District logo and long pant/jeans leg-
covering apparel in reasonable repair at all times while working and representing District. Designated 
employees are currently identified as Park Supervisors, Maintenance Lead Workers, and Maintenance 
Workers. 
 
Each designated employee will receive employer-issued shirts upon hire or entrance into a position 
requiring such uniform. Uniforms include District logo shirts or other articles of clothing the District 
provides. Employees are required to sign a document verifying he or she has received the uniforms. 
The uniforms are considered District property and are to be returned in the event of termination of 
employment or anytime on demand. 
 
District uniforms will also be laundered by the employee.  In the event a uniform needs repair or 
replacement, employees will be required to return the uniform in exchange for a replacement. While 
normal wear and tear is expected, excessive or deliberate damage or loss of company uniforms may 
result in disciplinary action. 
 
The District may issue new uniforms periodically or require uniforms to be returned for special 
purposes (e.g., logo change, District color change). Employees will be given notice of the exchange, and 
the company will provide suitable replacement uniforms. 
 
Employees must arrive at work on time and in uniform. Employees should not change into their uniform 
after clocking in. Failure to arrive at work in uniform at the start of the employee’s shift may lead to 
disciplinary action. 
 
During the period of time in which uniforms are sized and ordered for a new hire, or any other instance 
in which no uniform has yet been provided by the District, the designated employee should wear 
appropriate clothing and available employer-issued shirts until such time as an official uniform may be 
provided. 
 
This policy is not intended to restrict or limit the required use of other company-provided personal 
protective equipment (“PPE”). 


