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SECTION I. INTERPRETATION AND INTRODUCTION 
 
This Handbook is intended to provide you with a general understanding of the CLO Water and 
Wastewater District (District) human resource policies, benefits and rules. It is intended to 
familiarize you with important information about the District as well as information regarding your 
own privileges and responsibilities. Nothing in this handbook should be construed as creating a 
contract for employment with the District.   It is important that all employees read, understand, and 
follow the provisions of the Handbook. 
 
This Handbook, however, cannot anticipate every situation or answer every question about 
employment, nor can it provide information that answers every possible question. Additionally, 
circumstances will undoubtedly require that guidelines, practices, and benefits described in this 
Handbook change. Accordingly, the District must reserve the right to modify, supplement, or 
rescind any provision of this Handbook from time to time, as it deems necessary. You will, of 
course, be advised of changes that occur. 
 
The District is constantly striving to improve its operations, the services that it provides its members 
and its relations with its employees. You are encouraged to bring suggestions for improvements to 
the attention of your department head or the General Manager. Additionally, if you have any 
questions or seek clarification, you should see your supervisor.  
 
By working together, the District believes that it will share with its employees a sincere pride in the 
work place and the services that they are here to provide. 
 
A. District Mission Statement 
Our Mission... To provide the best quality water and the safest, most efficient treatment and disposal 
of wastewater at a reasonable cost! 
 
B. District Rights and Responsibilities 
The District retains, solely and exclusively, all the rights, powers and authority including, but not 
limited to, the following:  

 To manage and direct its business and personnel in accordance with applicable laws and 
permit conditions; 

 To manage, control, and determine the mission of its departments, building facilities, and 
operations;  

 To create, change, combine or abolish jobs, to subcontract or discontinue work for 
economic or operational reasons; 

 To direct the work force;  
 To increase or decrease the work forces and determine the number of employees needed; 
 To hire, transfer, promote and maintain the discipline and efficiency of its employees; 
 To establish work standards, schedules of operation and reasonable workloads;  
 To specify or assign work requirements and required overtime;  
 To schedule working hours and shifts;  
 To adopt District policies of conduct and penalties for violation thereof;  and 
 To determine the methods, processes, means and places of providing services and to take 

whatever action necessary to prepare for and operate in an emergency. 
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Nothing herein shall be construed to limit, amend, decrease, revoke or otherwise modify the rights 
vested in the District by any law regulating, authorizing or empowering the District to act or refrain 
from acting. 
 
Equal Employment Policy-The Clearlake Oaks County District shall comply with all applicable 
State and Federal Regulations concerning equal employment practices. 
 
C. Integration Clause, Right to Revise, and Severability 
This Employee Handbook contains the employment policies and practices of the District in effect 
at the time of publication.  All previously issued handbooks and any inconsistent policy statements 
or memoranda are superseded. This Handbook sets forth the entire agreement between you and the 
District as to the duration of employment and the circumstances under which employment may be 
terminated.  No oral statements or representations can in any way change or alter the provisions of 
this Handbook. 
 
The District reserves the right to revise, modify, delete or add to any and all policies, procedures, 
work rules or benefits stated in this Handbook.  It may be changed from time to time by the District. 
You will be notified in writing of any amendments and additions to these policies and procedures. 
Keep this handbook, additions and revisions on file for your reference.  Any and all changes to the 
Employee Handbook must be approved by the Board of Directors before the change takes effect. 
Written changes to this Handbook will be distributed to all employees so that you will be aware of 
the new policies or procedures.  
 
Should any provision in this Employee Handbook be found to be unenforceable and invalid, such 
finding does not invalidate the entire Employee Handbook, but only the subject provision. 
 

SECTION II. INTRODUCTION TO EMPLOYMENT 
 
A. Open Door Policy 
The District promotes an atmosphere in which you can talk freely with the management. You are 
encouraged to openly discuss with your Supervisor any problems so appropriate action may be 
taken. If they cannot be of assistance, the General Manager is available for consultation and 
guidance. The District is interested in all of its employees’ success and happiness. 
 
B. Equal Employment Opportunity 
The District provides equal employment opportunities to all employees and applicants for 
employment and prohibits discrimination and harassment of any type without regard to race, color, 
religion, age, sex, national origin, disability status, genetics, protected veteran status, sexual 
orientation, gender identity or expression, or any other characteristic protected by federal, state or 
local laws. 
 
This policy applies to all terms and conditions of employment, including recruiting, hiring, 
placement, promotion, termination, layoff, recall, transfer, leaves of absence, compensation and 
training. 
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All employee decisions will be based upon policies and practices that further the principles of equal 
employment opportunity. 
 
Every member of management is held responsible for assuring non-discrimination in employment 
opportunities. In addition, all staff members, regardless of position, share in the responsibility of 
maintaining a discrimination-free work environment. 
 
C. At Will Employment Status 
The personnel policies and procedures contained in this Handbook are not a contract guaranteeing 
employment for any District employee for any specific duration.  Employment at the District is 
employment at-will.  Employment at-will may be terminated with or without cause and with or 
without notice at any time by the employee or the District.  Although we hope that your relationship 
with us will be long-term, either you or the District may terminate this relationship at any time, for 
any reason, with or without cause or notice. 
   
Nothing in this Handbook or in any document or statement shall limit the right to terminate 
employment at-will, and nothing in this Handbook or in any other personnel document, creates or 
is intended to create a promise or representation of continued employment for any employee.  No 
supervisor, or any other employee of the District, has any authority to enter into an agreement for 
employment for any specified period of time or to make an agreement for employment other than 
at-will.   
 
At the end of this handbook you will find a copy of an “at will” employment agreement. Please 
read this carefully, sign and return to the General Manager. An additional copy is provided for your 
records. 
 
Any offer of employment will be conditioned upon a designation of “medically qualified” through 
a pre-employment physical exam and other conditions set forth in the offer letter. 
 
D. Employment of Relatives  
It is the policy of the district that nepotism is strictly prohibited, meaning an employee cannot 
supervise or use his or her influence of power to aid or hinder another in the employment setting 
because of a familial relationship.  “Familial relationship” shall mean:  a current spouse, domestic 
partner (opposite or same sex), natural and adopted children, parents, brothers, sisters, grand-
parents, grandchildren, fathers and mothers-in-laws, sons and daughters-in-law, uncles, aunts, 
nieces, nephews, and step family  
 
E. New Employee Orientation 
As a new employee, you will be provided a formal orientation that will include: an initial meeting 
with your manager; a tour of the facility; and a meeting with the Administrative Services Manager 
to review the benefits, office procedures and employee handbook; training as needed for your 
position (including basic training as outlined in the New Employee Orientation Checklist); and a 
meeting with each supervisor to learn about their specific departments. 
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F. Employee Classifications 
 

• Full-Time Regular Employee 
Defined as employees who are assigned a work schedule of at least 40 hours per week with 
employment continuing for an indefinite period of time. Part-time regular employees may 
be eligible for PTO, and holiday benefits as described later in this handbook. 

• Temporary Employees 
Defined as employees hired to perform a specific task, or to be employed for a temporary 
period of time.  Temporary employees may be eligible for sick leave benefits as described 
later in this handbook. 
In addition, employees are also classified as Non-Exempt/Hourly, Exempt/Administrative, 
and Exempt/Executive. 

• Non-Exempt/Hourly Employee 
Defined as an employee who is paid wages for each hour of work performed and who is 
eligible to receive overtime pay according to applicable State and Federal mandates. 

• Exempt: Administrative/Professional 
Defined as a second level manager, an advisory specialist or consultant who is paid on a 
salary basis for work performed with no overtime pay and is expected to work those hours 
necessary to complete their duties and responsibilities. 

• Exempt: Executive Employee 
Defined as a full-time supervisor. This management group is paid on a salary basis for 
work performed with no overtime pay. As salaried senior officials of the organization, 
executive personnel are expected to work those hours necessary to complete their duties 
and responsibilities. 

 
G. Rehired Employees 
Employees who are rehired following a break in service in excess of one (1) year, other than an 
approved leave of absence, are considered new employees from the effective date of their re-
employment for all purposes, including the purposes of measuring benefits.  
 
H. Hiring Procedures 
When a vacancy occurs in a regular position, and the District is not able to promote a qualified 
person from within, the District shall prepare and post a job announcement.   The job announcement 
shall specify the classification title, the nature of the work to be performed, the pay range for the 
position, the minimum or desirable qualifications, and the period of time for the filing of 
applications.  The General Manager may include additional information as he/she deems necessary.  
Applications for employment shall be made on forms provided by the District. 
 
The General Manager or his/her designee shall review all applications and other relevant 
supplemental application material, and shall select the candidate(s) possessing the best job-related 
qualifications for further consideration in an interview process.  The interview process shall be 
consistently and impartially applied to all candidates.  The interview process shall consist of a 
personal interview, and may also incorporate any of the following which are relevant for the 
position: a written test, an aptitude test, a performance test, a physical agility test, or work samples 
from prior employment. 
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I. Temporary Upgrades 
Whenever temporary positions are available within the District or regular positions are filled on a 
temporary basis, it is the District’s intent to give employees an opportunity to apply for such 
positions. 
 
If management feels that none of the applying employees are fully qualified for the temporary 
position, he/she may recruit outside candidates with the qualifications necessary to fill the position. 
When the temporary positions end, it is the District’s intent to give the employees who were 
temporarily advanced an opportunity to return to their former positions. 
 
J. Conditions of Employment 
Prior to employment commencing, all full-time, safety, or security sensitive employees will be 
required to pass a pre-employment physical exam and drug test to determine their fitness to carry 
out the duties of the position.  Temporary employees may also be required to pass a pre-employment 
physical and drug test.  
 
K. Work Hours 
The standard work week begins at 12:01 a.m. Sunday and ends at 12 midnight the following 
Saturday. The normal work hours are Monday through Friday, 8:00 a.m. to 4:30 p.m., depending 
upon operational requirements. Normal work hours may change from time to time depending on 
business needs. As a general rule, departments are to be manned from 8:00 a.m. to 4:30 p.m. with 
the exception of the half hour (1/2 hr.) lunch period. If changes in your work schedule are required 
or desired, your supervisor will notify you or respond to your request at the earliest opportunity. 
You may be required to work overtime or hours other than those normally scheduled.   
 

1. Time Worked. You must record all time worked on your weekly time card and time 
sheet, including time worked over your normal schedule. 
 

2. Shift Differential. If for any reason an employee is asked to work a swing or graveyard 
shift, swing shift will receive a 2.5% increase of their regular pay and graveyard will 
receive a 5% increase. 

 
L.   Overtime 
Overtime pay for non-exempt employees is calculated at one-and-one-half (1 ½) the regular rate of 
pay for all hours worked over forty (40) hours in one work week. Hours paid for hours not worked, 
such as PTO but not holidays, does not count toward hours worked for overtime computation 
purposes. 
 
It is your responsibility to plan and carry out assigned duties within the work schedule assigned by 
your supervisor.  If your assigned work cannot be accomplished within your scheduled work hours, 
you must inform your supervisor.  Any additional hours of work required must be approved in 
advance by your supervisor or the General Manager. Non-approved overtime will be paid, but 
may subject the employee to disciplinary procedures. 
 
If possible, supervisors should obtain advance approval from the General Manager before 
authorizing overtime.  In situations where prior approval is not possible, supervisors may authorize 
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overtime, but must notify the General Manager of overtime worked as soon after as possible.  
Under certain circumstances, and when mutually agreed to in writing between you and the District, 
equivalent amounts of compensatory time off (CTO) may be granted in lieu of paid overtime. 
Compensatory time off must be approved in advance and cannot exceed 100 hours or the maximum 
amount prescribed by state and federal law, whichever is less.   
Overtime pay is not reportable to CalPERS (retirement plan). 
 

Accumulated Compensatory Time Off (CTO) 
The maximum CTO accumulation allowed at any time is 100 hours. Once an employee reaches 
this limit, no additional CTO will accrue until 50% of the accumulated hours are used or cashed 
out at the employee’s current hourly rate. 

 
Exempt employees do not accrue CTO. However, exempt personnel requesting two or more 
consecutive paid days off must provide advance notice to the Board of Directors, including the 
name of the acting General Manager during their absence. 
 
All employees, regardless of employment status, are eligible to accrue and save CTO as long 
as they have not reached the 100-hour maximum. 
 

 
1. Holidays Worked   
Time worked on a holiday and holiday observed will be paid at double time and one half (2 ½) 
the regular hourly rate.  
 
3. Stand-by Duty 
 a. The “field stand-by” duty period shall include the period of time during which no District 
field personnel are working at the District.  The “plant stand-by period” shall be the period of 
time no other plant personnel are working at the District. 
  
 b. The designated field stand-by employee shall respond and investigate reported problems, 
in the distribution and collection system, and where necessary perform corrective action within 
the scope of safe working practices and when necessary provide assistance to the designated 
plant stand-by duty person.  The designated plant stand-by duty personal shall respond and 
investigate reported problems at the water and wastewater plants, and where necessary perform 
corrective action within the scope of safe working practices, and when necessary provide 
assistance to the designated field stand-by duty person. 
  
 c. Response Time – The designated stand-by employees shall be required to remain within 
60 minute response time to the District during their stand-by period. 
  
 d. The designated stand-by employee shall be compensated at the rate of $45.00 dollars per 
day Monday through Thursday and $85.00 per day Friday through Sunday and Holidays, by 
cash payment or compensatory time off.  The payment per day is intended to fairly compensate 
employees for the stress relating to pursuit of personal endeavors while responding to 
emergency phone calls. Plant Duty personnel shall be compensated at two and one-half (2 ½) 
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times the regular rate of pay for actual time worked on observed Holidays. 
  
 e. Duty Shift Pay is any hours worked on a regularly scheduled duty shift outside of set 
department hours, Monday through Friday or anytime Saturday or Sunday.  This work will be 
compensated at one and one-half (1 ½) times the employee's regular rate for a 2 hour minimum 
or the actual time worked, whichever is greater.  Plant duty work done on Saturday or Sunday 
will be a paid a minimum of two hours or their actual time worked, whichever is greater, at (1 
½) times the employee’s regular rate.  
 

f. Any non-exempt administrative employee assigned to hold the duty phone as the primary 
initial call recipient will receive the same daily standby rate as the designated standby 
employee. 

 
M.  Attendance 
The District relies on its employees to consistently provide “high quality, cost effective services to 
its customers.” All employees must routinely interact with other staff, vendors, and the general 
public to effectively meet these objectives. Good attendance is essential to achieving these 
objectives and is an indicator of effective employee performance. 
 
It is recognized that employees will have periodic absences for illness or personal matters, but 
recurring and excessive absences and/or tardiness adversely affects productivity, morale, work flow 
and service and directly impacts the District’s ability to meet its goals. Unauthorized absenteeism 
and tardiness may result in disciplinary action. 
 
The professionalism that you bring to your position and the District is valued and it is anticipated 
that you will manage your own good attendance. There are occasions, however, when attendance 
guidelines are beneficial and necessary to direct employees and managers. 
 
The guidelines are intended to be straightforward and concise. They are subject to management 
discretion and allow for flexibility in addressing individual attendance situations. Your supervisor 
will consider applicable State and Federal laws, family and medical leave issues, the demands of 
different work units, the District’s policy, your performance, your attendance history, and 
individual circumstances when assessing appropriate steps to correct attendance problems. 
 
The District intends to maintain a positive environment that supports its goals while recognizing 
individual needs and circumstances. If attendance issues arise, please speak with your supervisor 
who can discuss the impact of your attendance on the District’s goals and your individual 
performance. Please note that it is your responsibility, however, to understand the guidelines listed 
in item B of the Employee Relations section of this handbook. 
 
If you fail to report to work for three consecutive workdays without notice or approval by your 
Supervisor the District will try and reach you with the contact information you provided to the 
District, however, the District may consider that you have abandoned your job and your 
employment may be terminated. 
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N. Rest and Break Time 
You will be provided one-half hour for lunch.  Your lunch will be scheduled by your supervisor at 
approximately the middle of a work shift to the extent possible.   Lunch periods are not considered 
to be time worked, and you must clock-out when going to lunch and clock-in when returning to 
work. You are encouraged to also take two ten-minute paid rest periods each day which will 
generally be scheduled at 10:00 a.m. and 2:30 p.m., but the District may, in its sole discretion, 
choose to not offer rest periods under certain circumstances. 
 
O. Compensation Plan 
The foundation for the District’s compensation is based on the following key principles: 
 

• Pay for Performance—You earn your compensation. Superior performance equals 
superior compensation. If you create results, you will be rewarded. 

• Providing Opportunity—Career opportunities are available, further education is 
promoted, and compensation levels are competitive. 

• Employees Have a Significant Stake in the District—You have the biggest stake in the 
District. It is through collective performance that results are created. (The Board of 
Directors is looking for image, leadership, behavior, morale, and overall performance). 

 
1. Wages and Salaries 
For new hires, factors considered in establishing the base rate of pay are education, previous 
work experience, position, grade level and other relevant factors. 
 
For existing employees, adjustments to your base rate of pay generally occur as a result of a 
performance appraisal, a promotion, or a significant increase or decrease in job responsibilities, 
as well as business circumstances and other relevant factors. 
 
2. Compensation Review and Merit Increase 
Reviews may occur annually. Your supervisor and the General Manager will evaluate the 
performances based on the outcome of the performance appraisal, the position of the salary 
within the range and job responsibilities. 
 
Merit increases, if any, are given based on performance and in accord with current business 
circumstances of the District. All of these factors determine salary changes within the pay 
range. There are no automatic pay increases.  It is the District’s objective to adjust a salary 
level that best represents performance level and responsibilities in accord with current business 
circumstances. 
 
Note: Any employee on a personal improvement plan (PIP), will be ineligible for merit pay 
increases and promotion. 
 
3. Promotional Increase/Demotion 
A promotion occurs when you accept a position that is in a higher level grade. A salary increase 
is generally given to recognize increased job responsibilities. 
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A demotion occurs when you accept a job at a lower level. 
 
4. Administrative Increase/Decrease (Adjustment) 
An administrative increase is an increase in the rate of pay within a salary range. It is given to 
recognize employees who accept a significant increase in responsibilities or have demonstrated 
significant “growth” in a position. 
Current salary level, increased responsibilities and current business circumstances will be 
considered when determining a possible rate of pay increase. 
 
An administrative decrease is a decrease in salary within a salary range if the value of the job 
has decreased. 
 
5. Pay Increases 
Minimum and maximum salary ranges have been established for each position. These ranges 
are reviewed and may be upgraded annually for inflation. An employee that is capped out on 
their salary range will still be eligible for a Cost of Living Adjustment (C.O.L.A.). 
 
6. Annual Cost of Living Adjustment (C.O.L.A) Employees may receive a COLA 
adjustment based on the core rate used by Social Security, subject to Board approval with 
respect to budget considerations. 

 
P. Performance Appraisals 
The District evaluates employee job performance as a means of measuring the efficiency and 
effectiveness of operations and providing you with meaningful information about your work. 
Effective performance appraisals also aid in making personnel decisions related to such areas as 
training, promotion, job assignments, retention, and long range planning. The process is intended 
to be participatory in nature, involving you and your supervisor. 
 
The process is designed to be as objective as possible, focusing on overall performance in relation 
to job responsibilities and take into account conduct, demeanor and record of attendance and 
tardiness. In addition, special written performance appraisals may be conducted by your Supervisor 
at any time to advise you of the existence of performance or disciplinary problems. The use of such 
a system does not waive either the District’s or your right to terminate employment at any time with 
or without cause. 
 

1. Overview 
As a new employee, you will be evaluated at the end of your first 90 days of employment. It 
will provide you with an opportunity to become comfortable with your job position. Major 
objectives will be outlined by your supervisor at this appraisal.  
 
Thereafter, you will be evaluated annually, in between the months of May and June.   The 
evaluation will provide a rating to be used in any compensation changes. Job descriptions 
should be reviewed at each evaluation and updated accordingly. 
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A performance evaluation will be used to inform you of your performance and set new goals 
for the coming year. It will also be used to determine the appropriateness of a salary adjustment 
within the established guidelines for the current salary level and job classification.  
 
Substandard ratings mean any rating below the rating level of “satisfactory”. Employees 
receiving a substandard rating may have their employment conditions modified in any of, but 
not limited to, the following: 
 
• Ineligibility for promotional consideration until the deficiency is corrected; 
• Consideration of a performance based pay increase will not begin until the deficiency is 

corrected; 
• Transfer to a comparable position or demotion for an indefinite period to a position in 

which competency can be reasonably expected; or 
• Termination. If the employee’s deficient performance has improved to an acceptable level 

or type of performance, while maintaining the satisfactory performance in all other 
respects, the rating management may recommend the use of a corresponding performance 
pay increase and restoration of promotional consideration. 

 
Q. Access to Personnel Records 
Employee files are confidential and are to be treated as such. Access to employee files is limited to 
the following: 
 

1. Persons Other Than the Employee 
Other employees of the District may have access to personnel files only if they have a "need 
to know." This means access is limited to: 
 

• Administrative Department staff as they need access in the course of their normal 
duties; 

• Management considering an employee for promotion or transfer into their departments; 
and 

• Others only as specifically authorized by the General Manager. 
 
Non-employees may not, except with specific authorization, have access to the files 
themselves. Generally, such access will be granted only upon advice of counsel. Access of 
outsiders to information in a file is governed by the District’s policy and law.  An employee’s 
name and compensation are considered public information under California law, and must be 
disclosed pursuant to requests under the Public Records Act.  
 
2. The Employee 
You have a right to inspect documents in your personnel file in the presence of a District 
representative at a mutually convenient time. You may add your version of any disputed item 
to the file. 
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SECTION III. PAYROLL ADMINISTRATION 

 
A. Time Sheets 
You are required to keep an accurate record of your time on the forms provided by the District. The 
use of time sheets and time cards ensures proper cost accounting. Exempt employees do not fill out 
time sheets, non-exempt employees will fill out a timesheet provided by the Administration Office. 
You must submit signed time sheets on a bi-weekly basis. The time sheet should be completed in a 
neat and orderly manner (so that all entries are easily read) and submitted to payroll by 10 a.m. on 
the Monday following the end of the pay period. 
 
PTO and holiday time must be entered on the time sheet. In addition, you must note time taken for 
lunch on your time sheet. 
 
B. Paydays 
You are paid every other Thursday for the two weeks prior. Pay checks are distributed by 3:30 p.m., 
however, you may elect direct deposit and funds will be available on that payday 
 
C. Garnishments 
A garnishment is a court order requiring the District to remit part of an employee's wages to a third 
party in payment of a just debt. Because garnishments involve the District in its employees’ private 
financial affairs, it is requested that you handle your finances appropriately.  The District will 
comply with all State and Federal orders of garnishment. 
 
D. Payroll Deductions 
State and Federal laws require the District to make proper deductions on its employees' behalf. 
Amounts withheld vary according to earnings, marital status, and number of exemptions claimed. 
Required deductions include but may not be limited to Federal Income Tax, FICA, State Income 
Tax, SDI, and CalPERS. 
 
When you make any changes that affect the amount of money deducted from your paycheck, it is 
your responsibility to give a copy of the paperwork to the Accounting Department so that changes 
can be made to your paycheck 
 
E. Direct Deposit 
Direct deposit of your paycheck is available. To take advantage of this service, you need to complete 
the “Direct Deposit” form, attach a voided check, and return them to the payroll department. 
 
F. Changing Your Employee Information 
You are solely responsible to notify the Administrative Services Manager of changes in your 
personal status including, but not limited to: 
 

• Name and/or marital status 
• Address and/or telephone number 
• Number of eligible family members 
• Tax payroll deductions 
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• Emergency contact information 
• Changes to deferred compensation 

 
G.  Deferred Compensation 
The District has approved a 457 plan solely at employee cost.  See the payroll department for more 
details if interested. 
 

SECTION IV. EMPLOYEE BENEFITS 
 
A. Introduction 
The District has developed an employee benefit program. The District is continually investigating 
opportunities to improve its benefits as budget limitations permit. 
 
These employee benefit programs consist of two categories: insured and uninsured. Insured benefits 
are those that the District pays for through an outside source. Examples of these benefits are 
Medical, Dental, and vision care. 
 
Examples of uninsured benefits are PTO and holiday pay. These are benefits that are paid for 
directly by the District and are available to you with conditions and specifications summarized in 
the following pages. 
 
B. Group Insurance Plans 
The District provides group major medical, dental, vision, and Employee Assistance Program 
insurance at no cost to eligible employees and 75% of cost for eligible dependents. You will receive 
information during the new employee orientation from Human Resources. Eligible employees are 
regular full time employees. Eligible dependent is defined by our insurance carrier, state and federal 
laws. 
 
For an eligible dependent to be eligible for coverage, a copy of a marriage license, State of 
California Declaration of Domestic Partnership form (NP/SF DP-1), birth certificate, or other 
identifying paperwork is required. 
 
NOTE: It is the employee’s responsibility to notify the District upon divorce, termination of 
Domestic Partnership, over-age dependent, or any event that changes the status of dependency. 
The following is a brief description of the plans available and is not meant to replace the actual 
wording of the policy, which makes the final determination of the benefits to be provided. 
 

1. Medical Plan 
a. Persons Eligible: Employees who work 30+ hours and their eligible dependents. 
b. Waiting Period: First day of the month following sixty (60) days of continuous 
employment, plus any plan requirements. 
c. Employee Contribution: None.   
d. Employer Contribution: Total cost of a standard plan for employees and 75% of the cost 
for eligible dependents. 
e. Providers: As determined by the District in its sole discretion. 
f. Benefits Provided: See information provided for details. 
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g. Where to File Claims: As provided by carrier or see Human Resources. 
 

2. Dental Plan with Delta Dental through ACWAJPIA 
a. Persons Eligible: Regular full-time employees and their eligible dependents. 
b. Waiting Period: Sixty (60) days of continuous employment from the date of employment. 
c. Employee Contribution: None. 
d. Employer Contribution: Total cost for employee and eligible family members. 
e. Provider: As determined by the District in its sole discretion. 
f. Benefits Provided: See information provided for details. 
g. Where to File Claims: As provided by the carrier or see Human Resources. 

 
 

3. Vision Plan with VSP through ACWAJPIA 
a. Persons Eligible: Regular full-time employees and their eligible dependents. 
b. Waiting Period. Sixty (60)days of continuous employment from date of employment. 
c. Employee Contribution: None. 
d. Employer Contribution: Total cost for employee and eligible dependents. 
e. Where to File Claims: As provided by the carrier or see Human Resources. 

 
4. State Disability Insurance 
a. Persons Eligible: Regular Full-time Employees  

 
C. COBRA 
The Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA) was enacted to protect 
employees and their eligible family members by allowing them to continue their group health 
insurance under the employer's plan at affordable group rates. Employees are notified at hiring of 
their rights under this law and it is the employee’s responsibility to notify the District 
(Administrative Services Manager) of any qualifying event (defined below) within 60 days of the 
event. Specifics of COBRA include: 
 

1. Qualifications 
Any employee/eligible family member who loses regular group eligibility because of a 
qualifying event is eligible for enrollment under COBRA. 
 
2. Qualifying Event 
Qualifying event is defined by COBRA regulations and includes loss of coverage due to: 
termination of employment; reduction of hours; death of employee; employee’s Medicare 
entitlement; divorce or legal separation; child ceasing to be eligible; bankruptcy of employer. 
It is the employee’s or eligible family member’s responsibility to inform the District 
(Human Resources) within 60 days when a qualifying event takes place.  
 
3. Selection Period 
Human Resources will provide to the employee/eligible family member notice of their right to 
elect continued coverage, the election period, and premium payments.  
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4. Cost 
The employee/eligible family member must pay a full monthly premium for each coverage 
selected plus a 2% administrative charge to the District by the 1st day of each month that the 
premium(s) are due. No bills or invoices are sent. 
 
5. Coverage Available 
At the time of the qualifying event, whichever health insurance the employee/dependent is 
enrolled in will be considered the coverage available. 
 
6. Open Enrollment 
Purpose: COBRA continues have the same rights under the plan as active employees. This 
includes rights during open enrollment periods. When an open enrollment period occurs, 
COBRA participants must be informed of their rights. 
 
The Open Enrollment Notification should inform COBRA participants of the open enrollment 
period, the options available during the open enrollment period, and the monthly premium rates 
for those options. 
 
It defines COBRA continuees as possible selectees. Possible selectees are individuals in the 
60-day election period; selectees are individuals who have elected but have not yet paid; 
continuees are individuals who have elected and paid. 
 
7. Special Note 
There can be no interruption of coverage under COBRA. 
 
8. Employee Notification 
Will be handled by the District’s Human Resource office. 

 
D. Employee Assistance Program (EAP) 
 

1. Persons Eligible: 
Regular full-time employees. 
 
2. Waiting period:  
First of the month following date of employment. 
 
3. Provider: 
As determined by the District. 
 
4. Benefits provided: 
The Employee Assistance Program (EAP) provides confidential, professional assistance when 
personal problems affect an employee's life and work. The program provides information, 
consultation, and counseling for employees and their family members, as well as offering 
training and consultation to management. 
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The EAP encourages employees to use services early in the progression of a problem before 
situations significantly impact work. This is accomplished by promoting service for "normal 
problems in living" such as relationships, stress, legal and financial problems, career concerns, 
anxiety and depression. The EAP also services more serious concerns such as 
alcohol/marijuana and drug problems, family violence, and threats of suicide.  
 
5. Employee Contribution: None 

 
6. Employer Contribution: 
Total cost for employee and eligible family members. 
 
7. Who to contact: 
Human Resources at 707-998-3322  

 
E. Workers’ Compensation Program 
The District provides workers' compensation coverage. This coverage protects you if you are 
injured or disabled on the job. It also provides medical, surgical, and hospital treatment in addition 
to payment for loss of earnings that result from work related injuries. Compensation payments begin 
from the first day of your hospitalization or after the third day following the injury if you are not 
hospitalized, or as otherwise required by law.  
 
The cost of this coverage is completely paid for by the District. Accumulated PTO may be used for 
the three-day waiting period, and to bring the employee’s compensation up to, but not greater than, 
the employee’s regular gross pay, at the discretion of the General Manager. Employees needing 
follow-up medical appointments will be charged the time off from their accumulated PTO leave.  
 
Any overpayment of benefits must be reimbursed to the District. 
 
If you are injured while working, you must immediately report such injuries to your Supervisor, or 
another manager, regardless of how minor the injury might be. If you have any questions regarding 
this workers' compensation coverage, you should contact the General Manager or the 
Administrative Service Manager. 
 
F. Workers' Compensation Disclaimer Notice 
The District or its insurance carrier may not be liable for the payment of workers' compensation 
benefits for any injury which arises out of your voluntary participation in any off-duty recreational, 
social, or athletic activity which is not a part of your work-related duties. 
 
G. Return-to-Work Program (RTW) 
To minimize serious disability due to on-the-job and off-the-job injuries and illnesses and to reduce 
workers’ compensation costs (if applicable), the District has developed a Return-to-Work program.  
 
This policy is consistent with the District’s responsibilities under the Americans with Disabilities 
Act to provide reasonable accommodations to persons with disabilities. 
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Supervisors will assist by directing the employee to appropriate care and assisting in proper 
reporting of the injury or illness while maintaining a positive and constant flow of communication 
with the injured worker. They will also assist in arranging work which meets “light duty” 
restrictions, as needed, to reduce lost time. The District management staff will work with the 
workers’ compensation carrier (if applicable) and the physician to assist with the assessment of the 
employee’s ability to return to work. Together they will actively encourage the treating physician 
to release the injured worker to work as soon as possible. 
 
By this joint effort, the District will help the injured/ill worker recover at a 
more rapid rate, gain production for wages paid, minimize the employees’ wage 
loss, and reduce workers’ compensation costs 

H.  Retirement 
All employees are covered by Social Security. The District pays the employer share and deducts 
the employee’s share from your paycheck.  All regular full time employees are also covered by the 
Public Employees Retirement System.  All employees shall pay the percentage set by CalPERS, of 
regular bi-weekly earnings (overtime earnings are not included.) This is a tax deferred contribution.
  
Employees nearing retirement are urged to avail themselves of the retirement pre-counseling and 
planning available to them by CalPERS. CalPERS requires at least a 90 day notice in advance of 
planned retirement (as does Social Security for any previous services). However, the District 
strongly urges employees anticipating retirement to make their inquiries at least six months to one 
year in advance to avoid any unnecessary delays. 
 
The General Manager or Human Resources can provide you with names and phone numbers of 
personnel at CalPERS who can assist you in your retirement planning. 
 
More detailed information may be obtained from the Administrative Service Manager. 
 
I.   Educational Assistance 
 
1. The District provides funds for registration, tuition, books, meals, and lodging for work related 
education and training programs, with General Manager’s approval for certain District required 
education.  No employee shall receive overtime pay for attending a training or education seminar.  
Employees desiring educational assistance must complete District’s tuition application form.  
Within 10 days after the training, the employee will be required to submit a report to the General 
Manager on the training they received and how they feel it will benefit the District. Employee is 
not required to repay District for the tuition unless Employee leaves the District voluntarily or is 
terminated for cause within 12 months of completion of the course(s), in which case Employee 
shall repay the District the full amount of the tuition, which may be deducted from Employee’s 
final paycheck. If the amount owed to the District exceeds the amount of the final paycheck, 
Employee agrees to repay the District the difference in four equal monthly installments. 
     

2. If an employee has been requested to attend educational training sessions on behalf of the 
district, travel pay shall not exceed actual travel time.  If it is necessary, or if employee chooses 
to use their own vehicle for training the employee shall be compensated at the rate allowed by 
the I.R.S.  
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3. For District required certification(s), the District will, at the discretion of the General 
Manager, provide one (1) time certification review class per certification level.  If the employee 
fails to pass the certification test, no other training expense will be borne by the District for 
that certification level. 

 
J. Paid Time Off Policy 
The District’s policy allows eligible employees to earn time off in accordance with their 
employment status and length of service and to use such earned time to take time off with pay under 
the guidelines stated in this policy.   
 
Please note, the District’s fiscal year is utilized for tracking paid leave, Existing Vacation Time, 
and Sick Time are now all encompassed by Paid Time Off (PTO).  Five days of PTO are for sick 
leave in accordance with California’s sick leave law. 
 

1. Paid Time Off (PTO) 
All full-time employees are eligible for paid time off (PTO). 
 
PTO benefits do not accrue during the first 90 days of employment.  Beginning with the 91st 
calendar day of employment through your first four years of employment, you will accrue 6.77 
hours of PTO for each full pay period of employment. 
 
After the completion of an employee's fourth year of employment, the accrual rate will increase 
to 8.31 hours of PTO per pay period. 
 
After the completion of an employee’s tenth year of employment, the accrual rate will increase 
by 2.69 hours giving a maximum of 11 PTO hours for each full pay period. Employees hired 
before March 18, 2021, will cap out at 24.61 hours of PTO per pay period, with an accrual rate 
of 8.00 hours annually. 
 
Consult the Administrative Service Manager for detailed information on how the dollar amount 
of your PTO pay is calculated and the amount you are entitled to receive. 
 
To be eligible for paid PTO, you must work your last scheduled day before the PTO and the 
first scheduled day after the PTO, unless you receive prior approval from your immediate 
supervisor. 
 
PTO time is given to employees so that they are better able to perform their jobs when they 
return.   

 
2. PTO Cash Out Policy 
Employees may carry a maximum  PTO  bank (“Max Bank”) equal to 320 hours.  Once an 
employee has reached his or her Max Bank, the employee will be required to cash out the 
amount of PTO that will be accrued the next quarter. (Ex.: 6.77 hours per pay period, 6 pay 
periods in a quarter, 6 x 6.77 = 40.62 hours) This amount will be adjusted accordingly due to 
two months having three pay periods. 
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PTO days can be used as vacation time, sick time or to take care of personal matters. 
 
Submit PTO requests in writing at least two weeks in advance to your immediate supervisor.  
When possible, PTO requests are granted, taking in to account operating requirements.  Length 
of employment may determine priority in scheduled PTO times. 
 
Employees who are out on a leave of absence do not accrue PTO time while they are on their 
leave. 
 
Exempt employees must take PTO in increments of no less than ½ day.  For non-exempt 
employees, the minimum PTO amount you can take is 1/4 hour. 
 
Upon termination, emp 
loyees will be paid for accrued but unused PTO not to exceed 320 hours. 

 
K.  Utilization of Paid Time Off (PTO) 
PTO scheduling for all employees shall be subject to the employee’s immediate Supervisor’s 
approval.  PTO pay can only be used if the time off work had been previously scheduled and 
approved by the employee’s immediate supervisor.  

  
1. Employees shall give at least two (2) weeks’ notice of a vacation request. Scheduling of 
vacations must be made with consideration of departmental workload, and approval by the 
General Manager or for exempt employees, the Board of Directors. The two weeks’ notice 
may be waived by the General Manager or for exempt employees, Board of Directors. 

 
 2. Employees who separate from service shall be cashed out of their PTO at the employee’s 

hourly rate at the time of separation from District service. 
 

 3. Employees may sell PTO time back to the District by filling out the proper form and 
returning to the Payroll Department. 

 
L. Holiday Observances  
All regularly scheduled full and part-time employees will receive a normal day's pay at their normal 
hourly rate for the following holidays, subject to the conditions below: 
 

• New Year's Day — January 1 
• Martin Luther King Day – 3rd Monday in January 
• Presidents' Day — Third Monday in February 
• Memorial Day — Last Monday in May 
• Independence Day — July 4 
• Labor Day — First Monday in September 
• Columbus Day — Second Monday in October 
• Veteran's Day — November 11 
• Thanksgiving — Fourth Thursday and Friday in November 
• Day before or day after Christmas Day 
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• Christmas Day — December 25 
• One Floating Day / Birthday 

 
Holiday Conditions: 
 

• If the holiday falls on a Saturday, it will be observed on the preceding Friday. If it falls on 
a Sunday, it will be observed on the next Monday, unless otherwise noted. 

• Employees on leave of absence for any reason at the time of the holiday observance will be 
ineligible for holiday pay. 

• Employees with a release to return to work on a District observed holiday will be paid for 
the holiday. 

• If a holiday falls during your approved vacation period, you will be paid for the holiday and 
will not be charged with a vacation day for the day the holiday is observed. 

• When computing overtime pay, you do not receive credit for hours worked on holidays that 
are not actually worked. 

• In order to be paid for a holiday, you must have worked both the day before and the day 
after a holiday, unless scheduled/planned time off was approved in advance (i.e., vacation). 
In the event of an emergency, (i.e., illness) please contact the General Manager. 

 
M.   Other Leave Policies 
 

1. Bereavement Leave 
In the event of a death in your immediate family, the District may grant up to 40 hours for non-
exempt employees or five (5) days for exempt employees of paid time away from work if you 
are a regular full-time employee.  
 
The intent of this benefit is to allow you to make arrangements for and/or to attend the 
funeral. Additional time off in the form of paid leave of absence (i.e. PTO) may be granted 
for special circumstances with the General Manager’s approval. “Immediate family” for the 
purpose of bereavement leave is defined as a mother, father, wife, husband, natural or adopted 
child, brother, sister, grandparent, grandchild, domestic partner, in-laws, and current step-
relatives. 
 
2. Jury and Witness Duty 
The District encourages employees to fulfill their civic duties related to jury service. 
Employees summoned to jury duty are entitled to paid time off for the first 10 working days 
of jury service. For any additional service days, time off will be unpaid. However, exempt 
employees who work any portion of a work week in which they also serve on jury duty will 
receive their full salary for that work week. Employees may opt to use available accrued PTO  
in place of unpaid leave.  
  
If you receive a jury summons, you must inform your supervisor immediately to determine if 
arrangements can be made to accommodate your leave. If the District cannot accommodate the 
leave, we will ask that you request a deferral to a more convenient date.  
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The District reserves the right to require employees to provide proof of jury summons prior to 
service date to the extent authorized by law. The District also requires a daily attendance slip 
from the court of service, summons and attendance slips must be provided to the payroll 
department. Employees are expected to return to work if excused from jury duty during regular 
working hours or released earlier than expected. 
  
If required by law to appear in court as a witness, you may be given paid time off up to a 
maximum of 16 hours for non-exempt (pro-rated for regular part-time) employees provided 
that you provide the District with reasonable advance notice and proof of such court order. 
 
3. Military Leave 
A military leave, in accordance with Federal law, will be granted to those employees of a 
reserve component of the Armed Forces of the United States or National Guard. 
 
If regular, full-time employees are called to active military duty training as members of the 
Armed Forces, Reserves, or National Guard, they may be eligible for full pay for military 
leaves for the first 30 days working days per calendar year provided that they are regular, full-
time employees; ordered for purposes of military training, encampment, naval cruises, special 
exercises or like activity. Employees on military leave shall accrue PTO and seniority for the 
first 180 days of military duty, in accordance with applicable law.  There is no accrual of PTO 
after the first 180 days unless expressly provided by District policy. 
 
If regular, full-time employees are called to active duty during national or state emergencies, 
as members of the Armed Forces, Reserves, or National Guard, they shall be entitled to receive 
the difference between their regular rate of pay and their military rate of pay for the duration 
of their active duty call. 
 
Military orders should be presented to your immediate manager and arrangements for leave 
made as early as possible before departure. 
 
Should you either voluntarily or involuntarily leave your employment to serve in the armed 
services, you shall be entitled to reinstatement according to applicable State and Federal law 
in effect at the time of your release from active service. No one in this category should be 
denied re-employment without the District first consulting legal counsel. 
 
4. Military Spouse Leave 
Employees that work more than 20 hours per week and have a spouse in the Armed Forces, 
National Guard, or Reserves that have been deployed during a period of military conflict are 
eligible for up to 10 unpaid days off when their spouse is on leave from military deployment. 
Employees must request this leave in writing to the General Manager within two business days 
of receiving official notice that their spouse will be on leave. Employees requesting this leave 
are required to attach to the leave request written documentation certifying the spouse will be 
on leave from deployment. 
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5. Time Off To Vote 
If your work hours do not allow sufficient time to vote in a California general, direct or 
presidential elections, the District will offer two (2) hours paid time off for you to vote. To 
receive time off for voting, you must notify your supervisor and present a valid voters’ 
registration card. When you return from voting, it will be necessary to present the voters' 
receipt to your manager. Time taken for the purposes of voting must be either at the beginning 
or end of the normal work day. 
 
6. Inclement Weather 
In the event the General Manager deems it necessary to close operations due to inclement 
weather, supervisors will be notified and they will contact employees. You should make the 
effort to come in to the work place unless you are directed otherwise. If you are unable to do 
so, you need to inform your manager. 
 
If the business is officially closed through a management decision, you will be paid for that 
day with no effect on your paid time off.  
 
7. PTO includes Sick Leave 
PTO includes Sick leave. There is no separate Sick Leave benefit. An employee receives five 
days of sick leave on January 1 of each year, other than during a 90-day wait period at the start 
of employment. Sick leave does not accrue.  PTO may be used as a form of insurance that 
employees accumulate in order to minimize the economic hardships that may result from out 
of the ordinary, unexpected, or emergency need to take time off, such as short-term illness or 
injury to employees or their immediate family members. Immediate family for sick leave 
purposes is defined as a spouse, child, parent, or domestic partner. Time off for medical and 
dental appointments will be treated as PTO leave.    
 
Abusive or excessive use of sick leave may result in disciplinary action, up to and including 
termination. 
 
If you are unable to report to work due to unscheduled paid time off, you must contact your 
supervisor as soon as possible but no later than two hours after your normal starting time. If 
your supervisor is unavailable, you should contact any other available supervisor. If you 
become sick during the day, you must notify your supervisor, or if unavailable, any other 
supervisor before leaving the workplace. 
 
A notification from a doctor, stating when your illness began and that you are able to return to 
work may be required for any absences due to illness or injury of longer than three (3) days. 
 
 A doctor’s note may be required if you are on written warning, or exhibiting a pattern of 
excessive use of PTO. 
 
If you have exhausted all paid time off credits and cannot report to work, you may be 
terminated at the discretion of the District. 

 
PTO may be used for the three-day waiting period of a workers' compensation claim. 



CLOCWD Employee Handbook Page 26 Revised   July 17, 2025 

 
N. Unpaid Time Off 
Several types of unpaid leaves of absence are available to eligible employees under the District's 
policies. The types of leaves that are available include personal, family (includes medical), and 
military.  
 

1. Summary of Rules 
A summary of the rules and restrictions applicable to leaves of absence is provided below: 
 

a. Unpaid status: All leaves of absence are provided on an unpaid basis. 
b. Returning From Leave of Absence: When you are placed on pregnancy disability, 
family or military leaves of absence, the District guarantees reinstatement to the same or 
similar job with the same or similar duties, pay, and location unless it would substantially 
undermine the District’s authority to operate the business safely and efficiently. 
c. When you are placed on a personal leave of absence, an effort will be made to hold 
your position open for the period of the approved leave. However, the District will not 
guarantee reinstatement after a personal leave of absence. 
d. Additionally, the District will attempt to reasonably accommodate employees who 
are released for partial or modified duty by their treating physician. 
e. PTO Leave Benefits: The period that you are on a leave of absence is not considered 
time worked for purposes of determining eligibility for or the amount of certain benefits, 
such as PTO benefits.  
f. Holiday Benefits: If a paid holiday falls during the period you are on leave of 
absence, you will not be eligible for the holiday pay. 
g. Health Insurance: You will be required to pay for the entire cost of group health 
insurance for (1) the period of any family medical leave or other mandated leave of absence 
beyond the end of the third calendar month following the month in which the leave begins, 
and (2) for the entire period of any personal leave beyond the end of the calendar month in 
which the leave begins. This will be offered through COBRA and you are requested to 
notify the General Manager that you have arranged for all necessary payments with the 
payroll department before your leave commences. 
h. Misrepresentations: Misrepresenting reasons for applying for a leave of absence 
may result in disciplinary action, including possible termination. 

 
2. Family Leave 
The District will grant eligible employees, with at least one year of continuous service or a 
maximum of 16 weeks of unpaid leave in a 12-month period for family care responsibilities 
and for the employee’s own serious medical condition in conjunction with Family and Medical 
Leave Act (FMLA) and California Family Relief Act (CFRA). The purpose of family leave is 
to allow you to take time off from work to bond with a child, to care for a family member or 
to recover from a serious illness without jeopardizing your job. 
 
Requested leaves must be submitted before the leave begins. See the Administrative Service 
Manager for appropriate forms and specific information. When leaves are foreseeable, the 
eligible employee must provide at least 30 days advance notice. If the leave is not foreseeable, 
the employee must provide notice as soon as practical. 
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Leave may be taken for one or more of the following reasons: 
• The birth of the employee’s child, or placement of a child with the employee for 
adoption or foster care (FMLA/CFRA); 
• To care for the employee’s spouse, child or parent who has a serious health 
condition (FMLA/CFRA); 
• To care for the employee’s registered domestic partner (CFRA); 
• For a serious health condition that makes the employee unable to perform his or her 
job (FMLA/CFRA); 
• For any “qualifying exigency” (defined by federal regulation) because the 
employee is the spouse, son, daughter, or parent of an individual on active military duty 
(or has been notified of an impending call or order to active duty) in the Armed Forces in 
support of a contingency operation (FMLA); or 
• An employee who is the spouse, son, daughter, parent or next of kin of a covered 
service member shall be entitled to a total of 26 work weeks of leave during a 12-month 
period to care for the service member (FMLA only). 
 
a. Calculating the 12-month Period 
 The 12-month period is measured forward from the date the leave begins. 
Successive 12-month periods commence on the date of an employee’s first use of such 
leave after the preceding 12-month period has ended. 
 
Under most circumstances, leave under federal and state law will run at the same time and 
the eligible employee will be entitled to a total of 12 weeks of family and medical leave in 
the designated 12-month period. 
 
For a qualifying exigency or leave to care for a covered service member, the 12-month 
period begins on the first day of the leave, regardless of how the 12-month period is 
calculated for other leaves. Leave to care for a covered service member is for a maximum 
of 26 workweeks during a 12-month period.  
 
b. Pregnancy, Childbirth, or Related Conditions 
However, leave because of the employee’s disability for pregnancy, childbirth or related 
medical condition is not counted as time used under California law (The California Family 
Rights Act). Time off because of pregnancy disability, childbirth or related medical 
condition does count as family and medical leave under federal law (the Family and 
Medical Leave Act). Eligible employees who take time off for pregnancy disability and 
who are eligible for family and medical leave will also be placed on family and medical 
leave that runs at the same time as their pregnancy disability leave. Once the pregnant 
employee is no longer disabled, she may apply for leave under the California Family Rights 
Act, 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. California Family Rights Act 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 California Family Right Act leave (for 
birth/placement of a child) of less than two weeks’ duration on any two occasions. Any 



CLOCWD Employee Handbook Page 28 Revised   July 17, 2025 

leave taken must be concluded within one year of the birth or placement of the child with 
the employee.  

 
c. Leave for Employee’s Own Health Condition 
The following procedure shall apply when an employee requests family leave: 
 
Please contact the General 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 a serious health condition of an eligible employee or a 
family member, the eligible employee must notify the District at least 30 days before leave 
is to begin. The eligible employee must consult with his or her supervisor regarding 
scheduling of any planned medical treatment or supervision in order to minimize 
disruption to the operation of the District. Any such scheduling is subject to the approval 
of the health care provider of the employee or the health care provider of the employee’s 
child, parent, or spouse. If the employee cannot provide 30 days’ notice, the District must 
be informed as soon as is practical.  

  
If the Family Medical Leave Act/California Family Rights Act request is made because 
of the employee’s own serious health condition, the District may require, at its expense, a 
second opinion from a health care 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.  

 
 If the second opinion differs from the first opinion, the District may require, at its expense, 

the employee to obtain the opinion of a third health care provider designated or approved 
jointly by the employer and the employee. The opinion of the third health care provider 
shall be considered final and binding on the District and the employee.  

 
 The District requires the employee to provide certification within 15 days of any request 

for family and medical leave under state and federal law, unless it is not practical to do 
so. The District may require recertification from the health care provider if additional 
leave is required. (For example, if an employee needs two weeks of family and medical 
leave, but following the two weeks needs 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.  

 
d. Leave to Care for a Family Member 
If the leave is needed to care for a sick child, spouse, or parent, the eligible employee 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 
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• Confirmation that the serious health condition warrants the participation of 
the employee.  
     If an eligible employee cites his/her own serious health condition as a         
reason for leave, the employee must provide a certification for the health care 
provider stating; 
• Date of commencement of the serious health condition; 
• Probable duration of the condition, and 
• Inability of the employee to work at all or perform any one or more of the 
essential functions of his/her position because of the serious health condition.  

 
The District will require certification by the employee’s health care provider that the 
employee is fit to return to his or her job.  
 
Failure to provide certification by the health care provider of the employee’s fitness to 
return to work will result in denial of reinstatement for the employee until the certificate is 
obtained. 
 
e. 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 
shall be supported by a certification by the service member’s health care provider.  
 
f. Health and Benefit Plans 
The District will maintain coverage under any group health plan for the duration of the 
leave (maximum of 12 weeks) and under the conditions coverage would have been 
provided had you been employed continuously during the leave. If you fail to return to 
work at the end of the leave period, the District has the right to collect from you the cost 
of the health benefit premiums. An employee who returns to work for at least 30 days is 
considered to have “returned to work”.  
 
g. Substitution of Paid Leave 
 Paid leave may be substituted for unpaid leave in the following circumstances: 
 

• PTO may be used for any family/medical leave qualifying event. 
• PTO may be used for the care of a family member if mutually agreed upon 
by the District and the employee. 
• PTO may be used for the birth or placement for adoption or foster care of a 
child if mutually agreed upon by the District and the employee  

 
h. Reinstatement 
Under most circumstances, upon return from family/medical leave, an employee will be 
reinstated to his/her 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 
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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.  
 
Reinstatement after family/medical leave may be denied to certain salaried “key” 
employees under the following conditions: 
 

• An employee requesting reinstatement was among the highest-paid 10 
percent of salaried employees employed within 75 miles of the work site at which 
the employee worked at the time of the leave request; 
• The refusal to reinstate is necessary because reinstatement would cause 
substantial and grievous economic injury to the District’s operations; 
• The employee is notified of the District’s intent to refuse reinstatement at 
the time the District determines the refusal is necessary; and 
• If leave has already begun, the District give the employee a reasonable 
opportunity to return to work following the notice described previously.  

 
For additional information about eligibility for family/medical leave, contact the General 
Manager. 
 
i. Time Accrual  
Employees on Family and Medical Leave Act/California Family Right Act leave  will 
not continue to accrue (PTO) during unpaid Family and Medical Leave Act/California 
Family Rights Act leave. If an employee is using accrued PTO, they will continue to accrue 
PTO.  
 
j. 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 in 
a 12-month period. The 12-month period is measured forward from the date any 
employee’s first Family and Medical Leave Act leave begins. Successive 12-month periods 
commence on the date of an employee’s first use of such leave after the preceding 12-
month period has ended. No carryover of unused leave from one 12-month period to the 
next 12-month period is permitted.  
 
k. Intermittent Leave 
Eligible employees may take Family and Medical Leave/California Family Rights Act 
leave intermittently (in blocks of time/minimum 15 minute increments, or by reducing their 
normal weekly or daily work schedule) if the leave is for the serious health condition of 
the employee’s child, parent, or spouse, or of the employee, and the reduced leave schedule 
is medically necessary as determined by the health care provider of the person with the 
serious health condition. 
 
l. Fit-for-Duty Exam 
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Before an employee returns to work from family leave for the employee’s own serious 
health condition, the employee may be required to submit a fitness-for-duty certification 
from the health care provider stating the employee is able to resume work. 

 
3. Personal Leaves of Absence 
 

a. General: Employees who have been continuously employed with the District for at 
least one (1) year, may, due to special circumstances, and upon General Manger’s 
review and approval, request a personal leave of absence without pay, for a reasonable 
period of time up to one hundred and eighty (180) days. Requests for leaves of absence 
will be considered on the  basis of length of service, performance, responsibility level, 
the reason for the request, whether other individuals are already out on leave, and the 
expected impact on the District. 

 
b. Requests: A request must be submitted in writing and be approved in writing by the 

General Manager before a leave begins. A request for an extension of a leave of absence 
must be submitted in writing and approved in writing by the General Manager before 
the extended period begins. It is your responsibility to report to work at the end of the 
approved leave. If you fail to report to work on the day after your leave expires, you 
will be considered to have voluntarily resigned. 

 
c. Status of Employee Benefits during a Personal Leave: The District does not pay for 

group insurance premiums during any portion of a non-mandated, unpaid leave of 
absence beyond the end of the month in which the leave begins. Accordingly, the 
premiums beyond  that point for such coverage are your complete responsibility and 
offered through COBRA.  In order to keep the insurance in force, premiums for the 
period of the leave must be paid  according to the schedule outlined in the COBRA 
notification form.  

  
4. Pregnancy Disability Leave 
  Any full or part-time eligible employee who is disabled by pregnancy, childbirth, or a  
  related medical condition will, upon request, be granted a pregnancy disability leave (PDL) 
  without pay not to exceed four months.  
 
  An eligible employee who is granted a PDL may utilize any accrued PTO during the period 
  of her leave. Any portion of the leave that occurs after all PTO benefits have been  
  exhausted shall be without pay. 
 
  Eligible employees who take time off for pregnancy disability leave and who are eligible  
  for family and medical leave will also be placed on family and medical leave that runs at  
  the same time as their pregnancy disability leave. Once the pregnant employee is no longer 
  disabled, she may apply for leave under the California Family Rights Act (CFRA), for  
  purposes of baby bonding. Written requests for CFRA Leave must be received by the  
  General Manager prior to the  expiration of the approved family leave or within three days 
  of an absence. The District will try and contact the employee with the contact information 
  you provided the District, however, if an employee cannot be reached and does not report  
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  for work at the end of an approved PDL will be considered to have voluntarily resigned.  
  Employees returning from a PDL shall be required to provide a physician's statement that 
  indicates that they are medically able to return to work. 
  Group insurance benefits ordinarily provided by the District will remain in effect until the 
  end of the month in which the leave terminates. You are expected to pay the full costs of  
  these coverages thereafter. You are requested to notify the General Manager that   
  arrangements have been made with the Administrative Services Manager to pay for the  
  cost of such coverages before the leave begins. 
 
  If you require a PDL, you must notify your manager as soon as possible. The written notice 
  should specify the commencement date of the leave, the expected duration of the leave and 
  be accompanied by a signed physician's statement. The General Manager will provide  
  appropriate paperwork that coincides with PDL, FMLA, and CFRA.  
 
  For employees on PDL, the District guarantees reinstatement to the same or similar job  
  with the same or similar duties, pay, and location unless granting such a leave would  
  substantially undermine the District’s ability to operate the business safely and efficiently. 
  Employees on PDL will be credited with all service prior to the commencement of their  
  disability, but not for the period of their disability. 
 
5. School Activity Leave 
  Any employee who is the parent or guardian of a child in kindergarten through grade 12  
  This time will be unpaid unless you choose to use PTO off for this purpose. You will  
 be limited to no more than eight hours off for this purpose in any one calendar month. Upon  
 request, the District reserves the right to require documentation from the school as proof   
 that you participated in the school activity. This request must be made in writing with as   
 much advance notice as possible. 
 

SECTION V — EMPLOYEE RELATIONS 
 
A. Standards of Conduct 
District expects its employees to adhere to the highest standards of conduct at work.  The following 
examples are given in order to provide you some guidance concerning unacceptable behavior. 
Employee engaging in unacceptable behavior may be subject to corrective action up to and 
including termination. Please note that it is impossible to provide an exhaustive list of behaviors 
that are not acceptable. The following is therefore intended to simply provide some examples: 
 

• Poor performance. 
• Using abusive or vulgar language, physical violence or causing disruption to the work 

place or to fellow employees or visitors. 
• Unavailability for work, i.e. absenteeism or tardiness. 
• Misuse of the District’s monies or resources. 
• Conducting non-business activities during working hours. 
• Any action indicating a disrespect or disregard for the District, its vendors, suppliers or 

customers. 
• Release of confidential information about the District employees or its customers. 
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• Falsification of forms, records, or reports including, but not limited to, time sheets, 
employment applications and employees records. 

• Possessing or bringing firearms, weapons, open containers of alcohol/marijuana, illegal 
drugs or chemicals on or to the District’s property. 

• Insubordination, refusing to follow a manager's directions, or other disrespectful 
conduct toward a manager. 

• Unauthorized possession or removal of property, records, or other materials. 
• Smoking in restricted areas. 
• Destroying or willfully damaging the District’s, another employee’s, or a customer’s 

property, records, or other materials. 
• Non-compliance with safety or health rules or practices or engaging in conduct that 

creates a safety or health hazard. 
• Leaving the District’s boundaries without approval prior to the end of a scheduled work 

day. 
• Sexual harassment, unlawful harassment or discriminatory behavior to another 

employee. 
• Giving false or misleading information during the application and/or selection process. 
• Failure to report involvement in an accident occurring on the District’s premises, or 

involving the District’s equipment, or giving false information in accident or insurance 
reports. 

• Willful failure to report to supervisor any significant omissions, errors or mistakes or 
accidental damage affecting work assignment, property or equipment. 

• Unauthorized opening of, or tampering with, locks in desks, doors, cabinets, etc., or 
unauthorized use of or duplication of keys. 

• Reporting to work under the influence of drugs and/or alcohol/marijuana. 
• Threatening, intimidating or physical violence to other employees or supervisors. 
• Behavior unbecoming a District employee; that behavior or action which would 

adversely prejudice public opinion of the District. 
• Failure to immediately report the loss of a California driver's license or required 

certifications due to suspension, withdrawal, forfeiture or confiscation by any court of 
law or by the California Division of Motor Vehicles. This rule applies only to those 
employees who must maintain such a license as a condition of their employment.  

• Installing unauthorized software on the District’s computer system. 
• Misuse of electronic systems (email, internet, fax). 
• Inability to get along with co-workers, members’ staff, vendors, and/or Board 

Members. 
• Failure of or refusal to take a Drug/Alcohol/marijuana test. 

 
This list of prohibited conduct does not alter the District’s policy of at-will employment. Either you 
or the District remain free to terminate the employment relationship at any time, with or without 
reason or advance notice. 
 
B. Attendance Policy 
If the number of absences within the most recent 12 month period, regardless of the reason, is 
excessive, you may be subject to corrective action, at the discretion of the District, to make you 
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aware of problems and to create an action plan to resolve issues. The attendance policy of the 
District will be followed only to the extent allowed by law and is not meant to circumvent or 
abrogate any existing provisions of the FEHA, ADA, ADEA, or other state of federal law and/or 
regulation. 
 
C. Discretionary Use of the Corrective Process 
The District may utilize a system of corrective action, at its sole discretion, in cases of misconduct 
or unacceptable performance, including absenteeism. The use of such a system does not waive 
either the District’s or your right to terminate employment at any time with or without cause.   
 
Summary discipline may be taken in cases involving criminal conduct, drunkenness or drug abuse 
on the job, insubordination and similar employee conduct which requires imposition of immediate 
discipline. Where summary discipline is not required, a system of progressive discipline may be 
implemented, at the sole discretion of the District, and may include any of the following steps: Oral 
Reprimand, Written Reprimand, Suspension without Pay or Discharge.  
 
 D. Issue Resolution 
The District encourages employees that may be experiencing work performance problems, 
employee-supervisory concerns, peer disturbances or other concerns to bring them to the attention 
of your respective supervisors or to the General Manager if your supervisor is involved in the 
situation or does not respond to the complaint in a reasonable length of time. 
 
This procedure cannot possibly result in every problem being resolved to your satisfaction.  
However, the District values your input and you should feel free to raise issues or concerns, in good 
faith, without the fear of retaliation. 
 
E. Alcohol/Marijuana-Drug Free Workplace 
The District recognizes that behavior resulting from the use of alcohol/marijuana and/or drugs may 
detrimentally affect the safety and work performance of its work force and can present a risk to the 
health and welfare of its employees and members. 
In recognition of the District’s responsibility to maintain a safe work environment and your 
responsibility to perform safely, the District will act to eliminate any substance abuse, which 
increases the risk of injuries, accidents, or substandard performance. For the purpose of this policy, 
substance abuse includes the use or possession of illegal drugs, alcohol/marijuana or, abuse of 
prescription drugs, which could impair your work performance and/or ability to perform your job 
safely. It is expected that: 
 

• You shall not be at work, drive a vehicle on District business, or operate the District’s 
equipment with any amount of alcohol/marijuana or illegal drugs in your system, you 
shall not use alcohol/marijuana, possess open containers of alcohol/marijuana, or use 
or possess illegal drugs while on duty; and shall not manufacture, distribute, dispense, 
sell or provide illegal drugs to any person while on duty. 

• If the use of a prescription drug combined with the duties of the required job impairs 
your ability and/or creates an unsafe working condition, this fact shall be reported to 
your supervisor or General Manager prior to reporting to work. Employees whose job 
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performance is so restricted may be subject to reassignment, medical examination, or 
other actions specified by applicable statues and regulations. 

 
Reasonable Suspicion Testing.  Employees may be subject to drug and alcohol/ marijuana testing 
when there is reasonable suspicion that the employee has violated the rules expressed above. In 
addition, when any employee has previously been found in violation of these rules, or by the 
employee’s own admission, the employee may be required to submit to periodic substance testing 
as a condition of remaining in or return to District employment. 

 
F. Fitness-For-Duty & Return-To-Work Evaluations 
The purpose of this policy is to determine an employee’s ability to safely perform the essential job 
tasks of his/her job with or without reasonable accommodation. This policy is not designed or 
intended to supersede employer requirements under any state or federal law or regulation and will 
be utilized in accordance with the law. 
 
 
General guidelines: 
 

• Each employee is responsible for maintaining his/her health in such a way that the 
employee can perform the essential functions of his/her job with or without reasonable 
accommodations. If a supervisor has reason to question the ability of an employee to 
perform the essential job functions, a Fitness-for-Duty or Return-to- Work Evaluation 
may be requested. 

• To determine the appropriateness of a Fitness-for-Duty or Return-to-Work Evaluation 
request, management must consult and receive approval from the General Manager or 
Administrative Services Manager. 

• Time required by the employee to complete the Fitness-for-Duty / Return-to-Work 
Evaluation is considered work time and may require an administrative leave. Time off 
for prescribed treatment (after the evaluation), mandatory or otherwise, will be charged 
to accrued sick leave and/or compensatory time. 

• Results of the evaluation will be maintained confidentially and separate from the 
employee’s personnel record. 

• If a Fitness-for-Duty / Return-to-Work evaluation is necessary, the employee will be 
required to be examined by a treating, personal physician or specialist selected by the 
District. 

• Failure to attend a Fitness-for-Duty or Return-to-Work Evaluation may lead to 
disciplinary action, up to and including, termination. 

 
G. Outside Relations/Media Contact 
Employees are not authorized to speak on behalf of District unless expressly directed to do so by 
the General Manager.  You are not permitted to give or report any confidential information about 
the members of the District, other employees, outside vendors, clients, or consultants to anyone 
outside of the District. You must forward any such requests for information, whether verbal or 
written, to the General Manager. 



CLOCWD Employee Handbook Page 36 Revised   July 17, 2025 

 
H. Prohibition of Discrimination 
The District is committed to providing a work environment that is free of unlawful discrimination. 
In keeping with the commitment, the District strictly prohibits harassment of any employee on the 
basis of a state or federally recognized protected class.  Discrimination of anyone in or from the 
District, on any of these bases, is strictly prohibited. 
 
This policy prohibits discrimination in any form, including: 
 

• Verbal harassment such as epithets, jokes, derogatory comments, or slurs based on the 
person’s actual or perceived protected class, as defined by State or Federal law; 

• Physical harassment such as assault, impeding or blocking movement, or any physical 
interference with normal work or movement when directed at an individual based on being 
part of a protected class; and 

• Visual harassment such as derogatory posters, cartoons or drawings, based on the actual or 
perceived protected class as defined by State or Federal law.  Also included are emails that 
may be inappropriate, offensive, harassing, and/or that create a hostile work environment. 

 
If you believe you have been or are being subjected to this kind of discrimination, and are unable 
to resolve (or are uncomfortable attempting to address) the problem with the individual, you should 
promptly report it to your supervisor, any other supervisor or the General Manager. All such claims 
will be investigated in a manner designed to protect the privacy and confidentiality of all involved 
and appropriate action will be taken. When appropriate, the District may seek to resolve the matter 
informally. Any employee found to have discriminated against anyone in or from the District’s 
work environment, will be disciplined in a manner based on the circumstances. 
 
If you have any questions about this policy, or want more information about it, please contact 
Human Resources or the General Manager. 
 
I. Policy Against Sexual Harassment 
Sexual harassment is strictly prohibited. Sexual harassment includes, but is not limited to, 
unwelcome sexual advances, requests for sexual favors, or other verbal, visual, or physical conduct 
of a sexual nature when: 
 

 Submission to such conduct is made either expressly or by implication a term or condition 
of an individual’s employment; 
 Submission to or rejection of such conduct by an individual is used as the basis for 
employment decisions affecting the individual; or 
 Such conduct has the purpose or effect of unreasonably interfering with an individual’s 
work performance; creating an intimidating, hostile, threatening or offensive working 
environment; or adversely affecting the employee’s performance, appraisal, assigned duties, 
or any other condition of employment or career development. 

 
Sexual harassment also includes any act of retaliation against an employee for reports of violation 
of this policy or for participating in the investigation of a sexual harassment complaint. 
 



CLOCWD Employee Handbook Page 37 Revised   July 17, 2025 

Other examples of sexual harassment include unwelcome sexual flirtations or propositions; verbal 
abuse of a sexual nature; graphic verbal comments about an individual’s body; sexually degrading 
words used to describe an individual; emails that may be inappropriate, offensive, harassing, and/or 
creating a hostile work environment; and the display in the work environment of sexually 
suggestive objects or pictures, posters, jokes, cartoons, or calendar illustrations. 
 
The General Manager shall review and approve all disciplinary actions involving suspensions, and 
only the General Manager has the authority to discharge or terminate employees 
 

1. Guidelines for the Employee 
If you think you are being sexually harassed: 
 

• Say NO! Make it clear to the offender that the behavior is unacceptable to you. The 
harasser may not realize the advances or behavior are offensive. Sometimes a 
simple confrontation will end the situation. 

• Don’t let confusion and self-doubt stop you from speaking out. 
• Keep a record of dates, times, places, witnesses and nature of the harassment. Such 

records will be very helpful if you find it necessary to pursue a formal grievance. 
• If you feel that you have been or are being sexually harassed or are aware of or 

suspect the occurrence of sexual harassment, or you desire counseling on coping 
with sexual harassment, you should immediately contact your supervisor, any other 
supervisor or the General Manager.  

• In addition to notifying the District about harassment or retaliation complaints, 
affected employees may also direct their complaints to the California Department 
of Fair Employment and Housing ("DFEH"), which has the authority to conduct 
investigations of the facts, DFEH may seek an administrative hearing before the 
California Fair Employment and. The deadline for filing complaints with the DFEH 
is one year from the date of the alleged unlawful conduct. If the DFEH believes that 
a complaint is valid and attempts to resolve the dispute fail, the Housing 
Commission ("FEHC") or file a lawsuit in court. Both the FEHC and the courts 
have the authority to award monetary and nonmonetary relief in meritorious cases. 
Employees can contact the nearest DFEH office or the FEHC at the locations listed 
in the District DFEH poster or by checking the State Government listings in the 
local telephone directory. 

• Maintain strict confidentiality ensuring the privacy of all parties concerned. 
 

2. Disciplinary and/or Corrective Action 
Any employee found to have sexually harassed anyone in or from the District’s work environment 
will be disciplined based on the circumstances. 
 
J. Workplace Violence 
The safety and security of employees and customers are very important to the District. Threats, 
threatening behavior, acts of violence, or any related conduct which disrupts another’s work 
performance or the District’s ability to execute its daily business will not be tolerated. 
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Any person who makes threats, exhibits threatening behavior, or engages in violent acts on District 
property may be removed from the premises pending the outcome of an investigation. Threats, 
threatening behavior, or other acts of violence off District property, but directed at District 
employees, or members of the public while conducting business for the District, is a violation of 
this policy. 
 
Off-site threats include but are not limited to threats made via telephone, fax, electronic or 
conventional mail, or any other communication medium. Violations of this policy will lead to 
disciplinary action that may include dismissal, arrest, and prosecution. In addition, if the source of 
such inappropriate behavior is a member of the public, the response may also include barring the 
person(s) from District property, termination of business relationships with that individual, and/or 
prosecution of the person(s). 
 
Employees are responsible for notifying the, General Manager or any other supervisor of any 
threats, which they have witnessed, received, or have been told that another person has witnessed 
or received. Employees should also report any behavior they have witnessed which they regard as 
threatening or violent when that behavior is job related or might be carried out on District property 
or in connection with employment. 
 
Any employee that receives a protective or restraining order that lists District premises as a 
protected area is required to provide the General Manager with a copy of such order. 
 
K. Request for Reasonable Accommodation – Interactive Process 
District is committed to assuring equal employment opportunity and equal access to services, 
programs and activities for persons with disabilities. It is the policy of District to provide reasonable 
accommodation to a qualified person with a disability to enable such person to perform the essential 
functions of the position for which he or she is applying or in which he or she is employed. The 
Americans with Disabilities Act (ADA) requires employers to provide reasonable accommodation 
for the known disability of a qualified applicant or employee unless it would impose undue hardship 
on an employer’s business, or unless the applicant or employee would cause a direct threat to other 
workers. In California, the Fair Employment and Housing Act (FEHA) coincides with the ADA, 
however, extends some of the requirements of the ADA. 
 
This ADA request for reasonable accommodation policy applies to all employment practices and 
actions. It includes, but is not limited to, recruitment, the job application process, examination and 
testing, hiring, training, disciplinary actions, rates of pay or other compensation, advancement, 
classification, transfer and reassignment, and promotions. 
 
While department supervisors are encouraged to continue responding directly to requests from 
individuals with disabilities, there may be occasions when making a decision about 
accommodations is complicated by other factors. For instance, the need for an accommodation may 
be obvious, or it may be difficult to determine what constitutes a reasonable accommodation, or a 
department's budget may be unable to absorb the total cost of providing the accommodation 
requested. The following procedure has been developed to ensure that employee requests for 
reasonable accommodations are treated in as consistent and equitable a fashion as possible. 
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This policy provides guidance to any applicant or employee requesting a reasonable 
accommodation, and outlines the procedure for such a request. 
 

1. Definition of a disability: A person is considered disabled if he/she: 
• Has a physical or mental impairment that limits one or more of the major life 

activities, 
• Has a record of such an impairment, 
• Is regarded as having such an impairment, 
• Is regarded or treated by the employer as having some condition that has no present 

disabling effect but may become a physical disability, or 
• Has any health impairment that requires special education or related services. 

 
2. Definition of reasonable accommodation: 

• An adjustment or modification to job duties, performance methods, and/or work 
setting or service delivery to meet the individualized need of an individual, 
applicant or employee with a disability. 

• Removes barriers in a specific situation that prevents or limits the application 
process, recruitment, employment and upward mobility of a qualified person with 
a disability or prevents their participation in a program, activity or event. 

• The law does not require an employer to make any adjustment or modification or 
change a job or policy District can demonstrate would fundamentally alter the 
essential functions of the job in question.  

 
3. Requesting a Reasonable Accommodation: 

If an applicant or employee with a disability would like to request a reasonable accommodation, 
the following procedure should be followed: 

 
• The requestor should meet with their supervisor and/or General Manager to discuss 

the situation. If the request is within their scope of authority and meets with the 
legal requirements for accommodation, the request may be approved. Alternatively, 
they may forward the request for accommodation to the General Manager for 
review and determination. 

• If review by the General Manager is determined to be appropriate the requester 
should complete the appropriate form. Or submit a request in writing which 
includes the following: 

 
a. Name, address and phone number of the person requesting accommodation. 
 
b. The specific limitation, the type of accommodation requested, with an explanation 
of how the accommodation will allow the performance of the essential functions of the 
position or the participation in a program or activity. 
 

Verification of the disability by the requester’s physician medical provider or 
vocational/rehabilitation counselor may be required. (If medical verification is required the person 
requesting accommodation must sign a release form Authorization For The Release of Medical 
Information).Upon completion of the necessary paperwork, a written request should be submitted 
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to the General Manager that outlines the specific accommodation requested. Verification of the 
disability by the requester’s physician, medical provider or vocational/rehabilitation counselor is 
also required. A copy of the job description should be provided to the medical provider to assist in 
the determination of the requested accommodation as it relates to performing the essential 
functions of the position. 

 
4. Determination 
The determination of providing a reasonable accommodation is made on a case-by-case process, 
known as the “interactive process”. This is a timely individual process where management and the 
individual discuss the request and effective reasonable accommodation(s). 
 
In considering a request for accommodation the following factors must be considered when 
reviewing a request for accommodation: 
 

 a. Analyze the job or activity to determine the essential functions. 
  

b. Determine with the employee, applicant or participant how the disability limits their 
performance of the essential functions. 

  
 c. Identify accommodation options that overcome limitations and determine the 
effectiveness and feasibility of the proposed accommodations. 
  
 d. Considering the requester’s preference, the General Manager selects the accommodation 
most appropriate for the requester and the department involved. 

If the request is approved, management will notify and meet with the requester to make necessary 
arrangements. If the request is not approved, management will notify and meet with the requester 
to explain the decision, elicit other possible solutions, and determine the outcome. The decision of 
the General Manager is final. 
 
L. Employment Reference Checks 
All inquiries regarding a current or former District employee must be referred to Human Resources 
or the General Manager. 
 
Should you receive a written request for a reference, you must refer the request to Human Resources 
for handling. You may not issue a reference letter to any current or former employee without the 
permission of the General Manager. 
 
Under no circumstances should you release any information about any current or former District 
employee over the telephone. All telephone inquiries regarding any current or former employee of 
the District must be referred to Human Resources. 
 
In response to an outside request for information regarding a current or former employee, Human 
Resources will verify only an employee’s name, dates of employment, and job title. No other data 
regarding any current or former District employee will be released unless the employee authorizes 
the District to release such information in writing or the District is required by law to furnish any 
information. 
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If, however, you are contacted to give a personal reference regarding a current or former District 
employee, you are permitted to do so and should emphasize to the inquirer that the reference is 
personal only and not on behalf of the District.  
 
Failure to follow these directions may be cause for corrective action up to and including 
termination. 
 
M. Off-Duty Conduct/Conflict of Interest 
While the District does not seek to interfere with the off-duty and personal conduct of its employees, 
certain types of off-duty conduct may interfere with the District’s legitimate business interests. For 
this reason, employees should be aware of the following policies: 
 
Employees are expected to conduct their personal affairs in a manner that does not adversely affect 
the District’s or their own integrity, reputation or credibility. Conduct on the part of an employee 
that adversely affects the District’s legitimate business interests or the employee’s ability to perform 
his or her job will not be tolerated. While employed by the District, employees are expected to 
devote their energies to their jobs with the District. The following types of outside employment are 
strictly prohibited. 

  
• Employment that conflicts with an employee’s work schedule, duties and 

responsibilities; 
 

• Employment that creates a conflict of interest or is incompatible with the 
employee’s employment with the District; 

 
• Employment that impairs or has a detrimental effect on the employee’s work 

performance with the District; 
 

• Employment that requires the employee to conduct work or related activities on the 
District’s property during the District’s working hours or using the District’s 
facilities and/or equipment; 

 
• Employment that directly or indirectly competes with the business or the interests 

of the District. Employees who wish to engage in outside employment that may 
create a conflict of interest must submit a written request to the General Manager 
explaining the details of the outside employment. If the outside employment is 
authorized, the District assumes no responsibility for the outside employment. The 
District does not provide workers’ compensation coverage for injuries occurring 
from or arising out of outside employment. Authorization to engage in outside 
employment can be revoked at any time. If an employee has any doubts, it is 
recommended that a written request be submitted to insure there are no future 
problems. 
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N. Anti-Fraud/Ethics Policy 
The District and its employees must, at all times, comply with all applicable laws and regulations. 
Employees uncertain about the application or interpretation of any legal requirements should refer 
the matter to their supervisor. 
 
The District expects its employees to conduct themselves in a businesslike manner and perform 
duties conscientiously, honestly, and in accordance with the best interests of the organization. 
Employees are expected to take great care when working with District suppliers, vendors and 
customers. Employees should respect the confidentiality of information acquired in the course of 
their work. Regardless of circumstances, if an employee senses that a course of action may involve 
a conflict of interest, fraud and/or dishonesty, they should communicate all facts to their supervisor 
or General Manager, or if the potential conflict involves the General Manager, to the President of 
the Board of Directors. 

 
SECTION VI — SAFETY 

 
A. Injury & Illness Prevention Program 
The District greatly values the safety and health of all of its employees and is committed to 
providing a safe and healthful workplace. This will be accomplished through the establishment, 
implementation and maintenance of an effective Injury & Illness Prevention Program (IIPP). The 
General Manager is assigned responsibility for implementing the IIPP. 
 
All managers and supervisors are responsible for implementing the IIPP in their departments and 
for answering worker questions about the IIPP. 
 

1. Compliance 
Management is responsible for ensuring that all safety and health policies and procedures are 
clearly communicated and understood by all employees. Managers and supervisors will 
enforce the rules fairly and uniformly. 
 
All employees are responsible for using safe work practices, for following all directives, 
policies and procedures, and for assisting in maintaining a safe work environment. 
 
The District’s system of ensuring that all employees comply with the rules and maintain a safe 
work environment include: 
 

  All employees will be annually evaluated on their safety performance.  
  Employees who exercise safe and healthful work practices will be recognized on 

their performance appraisal. 
  Employees that do not, will be trained or retrained. 
  Any employee that continues not to comply with or ignores safe and healthful work 

practices will be disciplined. The District will not tolerate unsafe acts by its employees. 
If any employee violates safety and health policies and rules, or otherwise do not 
perform their job in a safe and healthful manner, they will be subject to appropriate 
corrective action, up to and including termination. 
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2. Communication of Safety and Health Information 
The District recognizes that open, two-way communication between management and staff on 
health and safety issues is essential to an injury-free, productive workplace. 
 
The District will provide employees with up-to-date safety and health information that is 
readily understandable. The information will be presented through. 
 

• New employee orientation; 
• During department meetings by the department manager; 
• Posters in the break room; 
• Suggestion box in the board room; 
• The District Safety Committee. 

 
This information shall include: 

• The District’s safety and health policies; 
• The District’s safety and health rules and regulations; and 
• New work procedures. 

 
The Employee Safety Officer may recommend topics or entire articles for distribution and 
consideration. 
 
Employees are encouraged to share safety and health ideas, information, and concerns with the 
District’s management. The District will give these communications prompt and serious 
attention. As part of this commitment, the District pledges not to discriminate or take any type 
of corrective action against any employees who express their safety concerns. The suggestion 
box in the board room may be used to submit these concerns if any employee wishes to remain 
anonymous. 
 
The District shall comply with CAL-OSHA and other safety and health rules and regulations 
that apply. 

 
3. Safety and Healthful Work Practices 
The District recognizes its responsibility to create a safe and healthful workplace for all 
employees. However, each employee must also share in this responsibility. Specifically, every 
employee: 
 

• Is responsible for the safe operation of all of the District’s equipment, tools, 
machinery, vehicles, or other District property in their charge. 

• Must not remove or inactivate any established safeguards. Mechanical safeguards 
must be in place at all times. 

• Must immediately report any machine, tool, or equipment malfunctions to your 
supervisor. Supervisors shall investigate and take the necessary steps to correct the 
malfunction as soon as possible. 

• Must wear appropriate personal protective equipment when required. This personal 
protective equipment shall be provided and maintained by the District. Failure to wear 
the required equipment is cause for disciplinary action. 
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• Shall follow beneficial ergonomic criteria and adjustments. 
• Will utilize defensive driving techniques supported by the District while driving on 

the District’s business. 
• Report accidents, injuries, exposures, and incidents to their immediate supervisor and 

the General Manager.  
 

4. Hazard Assessment 
Semi-annual inspections to identify and evaluate workplace hazards will be conducted by an 
employee volunteer from one of the departments on a rotating basis with the assistance of a 
Risk Management Consultant (ACWA-JPIA insurance representative) and Safety Officer. 
These inspections will also be conducted when: 
 
• New processes, substances, procedures or equipment which present potential new hazards 

are introduced into our workplace; 
• New, previously unidentified hazards are recognized; 
• Occupational injuries and illnesses occur; 
• Workplace conditions warrant an inspection. 
 
Annual inspections consist of identification and evaluation of workplace hazards performed 
by our Insurance Carrier, ACWAJPIA, or our Safety Officer. 
 
5. Hazard Correction 
Unsafe or unhealthy work conditions, practices or procedures will be corrected in a timely 
manner based on the severity of the hazards. The inspection checklist will be presented to 
management and the hazards will be corrected in accordance with the following: 
 

• When observed or discovered; 
• When an imminent hazard exists which cannot be immediately be abated without 

endangering employees or property, all exposed workers will be removed from the 
department except those necessary to correct the existing condition. The employees 
necessary to correct the existing condition will be trained to handle the condition and 
be provided with necessary protection. 

• All corrective actions taken and the dates they are completed will be documented and 
maintained by the General Manager or delegated employee. 

 
6. Training 
All employees, including managers and supervisors, shall have training and instruction on 
general and job-specific safety and health practices. Training and instruction will be provided 
as follows: 
 

• When the Injury and Illness Prevention Program (IIPP) is first established; 
• To all new employees; 
• To all employees given new job assignments for which training has not been 

previously provided; 
• Whenever new substances, processes, procedures or equipment are introduced to the 

workplace and represent a new hazard. 
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• To supervisors to familiarize them with the safety and health hazards to which workers 
under their immediate direction and control may be exposed; and 

• To all employees with respect to hazards specific to each employee’s job assignment. 
 
7. Record Keeping 
The following procedures are taken to maintain the District IIPP: 
 

• Records of hazard assessment inspections, including the names of persons conducting 
the inspection, the date and unsafe work conditions and practices that have been 
identified and the action taken to correct the identified unsafe work conditions and 
work practices will be documented. 

• Documentation of safety and health training for each employee, including the 
employee’s name training dates, type of training will be recorded on the training 
database. 

 
8. Safety and Health   
The District may choose to have an Employee Safety Committee. The Committee would: 
 

• Meet several times each calendar year. 
• Provide written minutes of the meetings to management and post for employees via 

email. 
• Conduct and review results of semi-annual or other periodic worksite inspections 

(assessments) and submit recommendations to management for consideration. 
• Review any management directed Workers’ Compensation claim. (It is felt that most 

WC claims at the District are ones that management should handle due to 
confidentiality of the employee and the nature of work. Management will refer to the 
Safety Officer any appropriate WC claims.) 

• Submit to management any alleged hazardous conditions brought to the attention of 
any committee member with recommendations, as appropriate. 

• Assist in the evaluation of employee safety suggestions. 
 

B. Ergonomics 
The District encourages safe and proper work procedures and requires all employees to follow 
safety instructions and guidelines. It is our intention to reduce exposure to ergonomic hazards 
through modifications to equipment and process and employee training. Any necessary, reasonable 
adjustments to minimize workplace repetitive motion injuries will be considered and made. If you 
require any adjustments or have any concerns or questions about ergonomics, be sure to discuss the 
matter with your supervisor, or the General Manager. Employees are encouraged to complete the 
General Office Ergonomics on-line class for information on preventing injuries. 
 
C. Bomb Threats and/or Threatening Calls / Emails 
Should you receive a threatening phone call, remain calm and try to write down the exact wording 
of the emergency/threat. A form is included in the security section of the employee binder for use 
in this event. Be sure to notify a manager immediately, and if appropriate, phone 9-1-1.  A 
threatening email should be printed out and taken to a manager immediately. 
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D. Driving on the Job 
The District has established and maintains a Driving Record Review Program. As part of this 
program, it has enrolled in the Department of Motor Vehicles (DMV) Employer Pull Notice 
Program. This is a free service for public agencies that provides driver record reports on employees. 
Employees include temporary, seasonal, and part-time employees and volunteers. 
 

1. Procedures 
The District obtains from the DMV a copy of the driving record of all of its employees that are 
authorized to operate vehicles (District or personal) on the District’s business. 
 

 a. As a public agency, the District is entitled to receive copies of driving records from the 
DMV without charge. 

 b. A copy your driving record shall be obtained as soon as possible after you are hired and 
annually thereafter. 

 c. The District is responsible for ordering and interpreting all driving records. 
 d. To ensure uniformity in the application of recommendations to employees whose records 

are found to be unacceptable, the driver record review criteria was developed. (See: “2. Driver 
Record Review Criteria” in this section) 

 e. Occasionally other concerned employees or the general public may bring to the District’s 
attention the fact that you may be jeopardizing the DISTRICT’s integrity and exposing it to 
undue liability through poor driving techniques and habits. All such complaints will be 
investigated immediately and action taken to correct the problem as follows: 

 
    If it is established that you have poor driving techniques and/or habits, the 

District’s corrective action may be followed. (Depending on the seriousness of the poor driving 
technique and/or habit, it may be desirable to enroll you in a “defensive driving” course.) 

    A second warning for the same poor driving technique and/or habit, within a 
three year period, may require temporary suspension or temporary reassignment to a non-
driving position and will be appropriately documented. 

  
f. If your duties require driving a vehicle, you must maintain a driving record that Will Not 
Cause The District’s insurance rate to be increased or for you to become uninsurable. Any such 
actions could lead to disciplinary action. 

 g. If your duties require driving a vehicle, you must provide proof of insurance at least 
annually. 
 
2. Driver Record Review Criteria 
The following criteria reflect the good risk management procedures used by the District in 
order to control its auto liability and physical damage exposures. The General Manager will 
review your Driver Record Report to determine which category you will fall into. 

 a. Class I -- Immediate Attendance in Defensive Driving Program. 
• Two points within 36 months; 
• Any moving violation in a District vehicle; 
• Any accident; or 
• Two **Failure to Appear notices within 36 months. 
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 b. Class II -- 12-Month Driving Probation. Any additional point violations within this  
  probation period will trigger a Class III recommendation. 

• Three to five points within 36 months; 
• Any accident in which the driver was charged with a ***public offense within 

36 months, except for DUI, reckless driving, or speed contest violations (see 
Class III); 

• Any *chargeable accident while on District business; 
• A violation for an expired license; or 
• Four ** Failure to Appear notices within 36 months. 

 
 c. Class III -- 120 Day Suspension of District Driving Privileges. 

• Four or more points within 24 months; 
• Six or more points within 36 months; 
• DUI, reckless driving, or speed contest, NOT during District business; 
• Five ** Failure to Appear notices within 36 months; 
• Two chargeable accidents within 24 months; or 
• Any citation incurred while license is suspended. 

 
* Chargeable Accident -- when a driver has received a point violation. 
** Failure to Appear -- code 40508A 
*** Public Offense - codes 23100 through 23249.58 

 
E. Cellular Phone Safety 
The use of cellular phones while driving on District business is restricted to hands free devises.  If 
your job requires you to keep your cell phone turned on while driving, you must safely pull off the 
road and stop before conducting business or use the hands free device located in all District vehicles 
Only with a hands free devise may a driver initiate or answer a cellular phone call or text message 
while driving a vehicle on company time. 
 

SECTION VII — STAFF EXPENSE REIMBURSEMENT GUIDELINES 
 
The District will fully compensate employees for all reasonable and prudent expenses incurred in 
the course of business as described below: 
 
A. Credit Card Use 
Credit cards are issued to specific employees who either travel on a regular basis on District 
business, or have the need to frequently purchase supplies or services. Credit cards should be used 
only for legitimate, approved business of the District, subject to the following regulations. These 
cards should be used for all approved expenses as authorized in this section. 
 

• No personal items may be charged on the business credit card; 
• All charges must be in line with travel guidelines or as approved by management; and 
• Receipts must submitted to the Accounts Payables desk within two weeks of making the 

charge. 
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B. Employee Incurred Expenses 
Employees must submit an expense report and attach all supporting documentation to receive 
reimbursement for expenses incurred in the course and scope of their employment. All expenses 
must be approved in advance by management before submitting to Finance for reimbursement. 
 
C. Mileage 
The mileage reimbursement rate to operate privately-owned vehicles will be the allowable IRS rate 
in effect at the time the expense is incurred. The mileage distance should be calculated from 
destination to destination. Any employee incurring out-of-pocket expenses due to traffic accidents 
while on District business (i.e. deductibles), may be reimbursed by the District. 
 
Employees driving private vehicles on District business will be required to attend a defensive 
driving class every four years and from time to time, to have your driving records reviewed. In 
addition, you are required to provide the District with proof of insurance coverage for your personal 
vehicle. 
 
You are expected to practice good defensive driving techniques and operate the vehicle in a safe 
and responsible manner.  
 
D.  Car Rentals 
The District’s policy is to allow you to rent a mid-size automobile where you get the best rate and 
most convenient rental when traveling. 
 
When renting a car on District business, use your District issued corporate credit card and do not 
purchase additional car rental loss and damage coverage. Do not accept direct billing if offered 
because it negates this coverage. The coverage is primary and no deductible applies. Exclusions are 
for pickups, trucks, RVs, exotic and antique autos. 
 
E. Meals 
The District will provide up to  $82.00 per day for full-day travel meal expenses and up to  
$46.13per day for half-day travel meal expenses. Special circumstances will be required to justify 
reimbursement for amounts above these limits. 
 
F. Lodging 
Lodging will be booked through the Administration Office and approved by the General Manager. 
Staff members should get a government rate whenever possible.  
 
G. Expense Reports 
Expense reports must be turned in to Finance within one week of returning to the District office. 
 

SECTION VIII — AROUND THE OFFICE 
 

A. Dress & Grooming Standards 
While the District does not enforce a formal dress code, employees are expected to dress in a 
business casual manner appropriate for a professional work environment. 
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As a general guideline: 
“Nothing too tight, too short, ragged, or dirty. If in doubt, don’t wear it.” 
 
 
The following guidelines should be practiced by employees: 
 

• All employees of the District will be required to wear the standardized clothing 
provided by the district. The standardized clothing shall be replaced as needed and as 
determined by the General Manager. 

• The following types of clothing are not considered appropriate during normal working 
hours: 
 Mini-Skirts 
 Halter tops, tube tops, crop tops or any backless tops 
 Tops with spaghetti straps or straps less then 2 inches wide 
 Athletic Wear – Gym shorts, workout tops 
 Sheer or see-through clothing 
 Form fitting or excessively tight clothing 
 Clothing displaying obscene, controversial, or political messages or artwork 

The district will give an annual allowance of two hundred dollars ($200.00) for the purchase of 
work boots. The boots must meet safety standards (water proof, and have non-skid soles). 
 
The district will give an annual allowance of one hundred fifty dollars ($150.00) for the purchase 
of work pants.  

 
B. Right to Privacy 
The District respects the individual privacy of its employees. However, employee privacy does not 
extend to the employee’s work-related conduct or to the use of District-provided equipment or 
supplies. Employees should be aware that the terms of this Policy limit their privacy in the 
workplace. 
 
The District’s Electronic Communications Systems, Electronic Communications, and Electronic 
Storage are the District’s property and are intended for District business. All Electronic 
Communications and Electronic Storage within these systems are the property of the District, 
regardless of the content, including any personal communications. The District reserves the right 
to monitor the Electronic Communications Systems for any reason, including the right to review, 
audit, and disclose all matters sent over and/or stored in the Electronic Communications Systems. 
As a result, employees should be aware that no Electronic Communications transmitted on the 
Electronic Communications Systems, or Electronic Storage contained within the systems, is private 
or confidential. Employees should have no expectation of privacy with respect to any use, including 
storage, business or personal, of the District’s Electronic Communications Systems. 
 
Employees should be aware that Electronic Communications and/or Electronic Storage can be 
copied, modified, and/or forwarded to others without the express permission of the original author. 
Therefore, employees must use caution in the storage, transmission, and dissemination of Electronic 
Communications outside of the District and must comply with all state and federal laws. Electronic 
Communications and/or Electronic Storage of the District may be recognized as official records in 
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need of protection/retention in accordance with the laws of California. All e-mail and Internet 
messages are subject to state and federal laws, including but not limited to the California Public 
Records Act, open meeting laws, and the federal Electronic Communications Privacy Act. 
 
The California Public Records Act (CPRA), Government Code Section 6520, et seq requires the 
District to make all public records available for inspection and to provide copies upon request. A 
public record is any writing (which includes electronic documents) related to the conduct of the 
public’s business prepared, owned, used, or retained by the District. The CPRA includes a number 
of exceptions from the disclosure requirement. Any information on the District’s information 
system may be subject to disclosure under the CPRA. If there is some doubt, the employee should 
contact his or her department manager for advice as to whether the information is public record. All 
public records must be retained in accordance with the District’s Record Retention Policy.  All 
CPRA requests must be directed to the General Manager for response.   
 
C. Telephone Calls 
The District understands that you may need to speak with your family or tend to non-business 
activities at times, but requests cooperation in keeping personal calls to reasonable levels. Please 
note all phone calls should be considered public information and subject to surveillance. Any 
confidential calls should be conducted elsewhere. All communication can be disclosed to law 
enforcement or other third parties without prior consent of the sender and/or receiver. 
 
D. Electronic Communication 
The District uses various forms of electronic communications including, but not limited to 
computers, email, telephones, cell phones, text messages, internet, PDAs, etc. All electronic 
communications are official District records and are the property of the District. The District 
reserves the right to access and disclose all messages sent through its system for any purpose. 
Messages transmitted over the electronic communications system should be those involved in the 
District business activities for the accomplishment of business related tasks or any communication 
directly related to District business, administration, or practices. Incidental and occasional personal 
use of the system is permitted, but such messages are subject to the access and disclosure statement 
set forth in the policy above. 
 

1. Personal Use of Electronics Communications Systems 
Limited, occasional, or incidental use of the electronics communications systems (either 
furnished by the District or property of the employee) for personal, non-business purpose 
is permitted under the following circumstances: 
 • Personal use may not interfere with the productivity of the employee or his/her co-

workers. 
 • Personal use may not involve any prohibited activity described in this Policy. 
 • Personal use may not disrupt or delay the performance of District business. 
 • Personal use may not consume District resources or otherwise deplete system 

resources available for District business purposes. 
 • Personal use may not be used for personal employee gain or commercial ventures. 
 • Personal use may not support or advocate non-District-related business purposes. 
 • The District’s record retention program is governed by various record retention 

laws. 
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2. Retention of E-mail 
E-mail messages are considered public records and shall be retained pursuant to the District 
Record Retention Policy, including:   
 
 • Content required by law to be retained. 
 • Content which is documentation of notice to a member of the public of an action or 

position taken on behalf of the District. 
 • Content which is documentation of a District policy, District regulation, or official 

decision made on behalf of the District. 
 • Content which is documentation of a transaction of business between the District 

and another party. 
 • Employees should make themselves familiar with the provisions of the District’s 

Records Retention Policy to determine if an email is required to be maintained. 
 
3. Access of Another Person’s Electronic Communications 
Employees may not intentionally intercept, eavesdrop on, record, read, alter, retrieve, 
receive, send, or use another person’s Electronic Communications and/or Electronic 
Storage without proper authorization. Employees, including system administrators and 
supervisors, may not, without authorization, peruse Electronic Communications and/or 
Electronic Storage of other employees. 

 
4.    Internet 
Access to the Internet has been provided to staff members for the benefit of the District 
and its customers. It allows employees to connect to information resources around the 
world. Every staff member has the responsibility to maintain and enhance the 
organizations’ public image, and to use the Internet in a productive manner. Employees 
accessing the Internet are representing the District. Employees are responsible for seeing 
that the Internet is used in an effective, ethical, and lawful manner. To ensure that all 
employees are responsible, productive Internet users and are protecting the company’s 
public image, the following guidelines have been established: 
 a. Unacceptable Use of the Internet 

While it is not possible to provide an exhaustive list of every type of inappropriate 
use of the Internet, all users should be aware that appropriate use of the Internet 
includes, but is not limited to, the following rules: 

 • Never use an account assigned to another user. 
 • Never make an unauthorized attempt to enter any computer. 
 • Never post, send, or provide access to any confidential Employer materials 

or information,  unless authorized. 
 • Never post or send publications of discriminatory, offensive, harassing, 

defamatory, or confidential remarks about other employees. 
 • Never access or send sexually-suggestive material. 
 • No gambling. 
 • No trademark, copyright and licensing stipulation infringements. 
 • No proprietary and confidential information. 
 • No solicitation, according to the District’s policy. 
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 • No personal sites. 
 • No threatening or inappropriate blogs. 

 
 b. Communications 

Each employee is responsible for the content of all text, audio, or images that they 
place or send over the Internet. Fraudulent, harassing or obscene messages are 
prohibited. All messages communicated over the Internet should have your name 
attached. No messages should be transmitted under an assumed name. Employees 
may not attempt to obscure the origin of any message. Information published on 
the Internet should not violate or infringe upon the rights of others. No abusive, 
profane, or offensive language is transmitted through the system. 

 
 
 
 c. Passwords 

All passwords created by the user or issued to the user are for the purpose of 
communication and are not to be shared, given, or otherwise disclosed to any other 
person except with the Customer Service Rep to be kept in the Password Book. 
Passwords must not be shared and will be changed periodically at the discretion of 
the District to ensure security. All security features contained within the District’s 
Electronic Communications Systems such as passwords, codes, or delete functions 
will not prevent the District from accessing employees’ business or personal 
Electronic Communications, stored or otherwise, on the Electronic 
Communications Systems. 

 
5. Social Networking 
The District views social networks such as web based discussion or conversation pages 
and other forms of social networking such as Facebook, Twitter, You Tube, etc. as 
significant new forms of public communication. As such, we hold all of our employees 
who engage in social networking to the same standards we hold for any public 
communications. Therefore, all employees have an obligation to the District to ensure that 
any public communication they make, including social networking communications, must 
not negatively impact the reputation of the District or bring disrepute in any way to the 
District, its partners, customers, suppliers, etc. Further, only General Manager is 
authorized to publicly speak on behalf the District, per our Media Contact policy. 
Violations of this policy will result in discipline which may include termination, 
depending on the severity of the situation and its impact on the District. 
 
Additionally, engaging in social networking during your workday can negatively impact 
your productivity and work performance. Therefore, it is your responsibility to regulate 
your social networking so that it does not impact your productivity or cause performance 
issues.  
 
Identified below are general guidelines and examples of prohibited communications. 
Please note that this lists shows examples only and is not intended to be, nor is it, an 
exhaustive list of prohibited communications. The absence of, or lack of explicit reference 
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to a specific site does not limit the extent of the application of this policy. Where no policy 
or guideline exists, employees should use their professional judgment and take the most 
prudent action possible. Consult with your manager or supervisor if you are uncertain. 
 
General Guidelines and Examples of Prohibited Communications: 
 • If your posts on social media mention the District, its products or services, 
employees, customers and/or competitors, make clear that views posted are yours and do 
not represent the views of the District or customers without their express consent. 
Information published on social networks or blog(s) should comply with the District’s 
confidentiality and disclosure of proprietary data policies. 
 • You may not use the District’s logo on your posts unless given written consent 
by the General Manager. Respect copyright laws, and reference or cite sources 
appropriately.  
 • You are responsible for what you write or present on social media. You can be 
sued by other employees, customers or and any individual that views your social media 
posts as defamatory, pornographic, proprietary, harassing, libelous or creating a hostile 
work environment.  
 • Employees may not use District equipment or facilities for non-work related 
activities without permission.  
 • Do not link to the District’s website or post District material on a social media 
site without written permission. 
 • All District policies that regulate off-duty conduct apply to social media activity 
including, but not limited to, policies related to illegal harassment, code of conduct, non-
competition, protecting confidential and/or proprietary information. Violation of this 
policy may lead to discipline up to and including termination. 
 

6. Software 
To prevent computer viruses from being transmitted through the system, there will be no 
unauthorized downloading of any software. All software downloads require the prior 
approval by the General Manager. 
 
7. Violations 
Violations of any guidelines listed above may result in disciplinary action up to and 
including termination.  If necessary, the district will advise appropriate legal officials of 
any illegal violations. 

 
E.  Smoking in accordance with California State law, all District buildings are non-

smoking areas. 
 
F. Security 
Security is important to everyone. You are asked to not discuss the security of the District premises 
or services with any individual not employed by the District. Additionally, neither the District nor 
its insurance carriers take any liability for your personal belongings. You are encouraged to secure 
personal belongings to the best of your ability. 
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All buildings are secured with electronic keypads for access before and after hours. You will be 
given a confidential code, not to be shared with anyone. Specific instructions are included in the 
Security Section of this kit. 
 
Since the District retains the right to search its property or facilities at any time (including 
employee-assigned desks, files and computer systems), if you have anything of a private nature that 
you wish not to be subjected to discovery during such searches, these items should be kept in your 
briefcase, purse or lunch bag. 
 
G. Solicitation and Distribution 
Soliciting your co-workers when either of you is on work time being paid for by the District is 
prohibited, including the use of e-mail. Distribution or posting of pamphlets, leaflets, or any other 
literature is prohibited. 
 
H. Supplies 
It is the District’s intent to provide you with everything you need to do your job. Basic supplies are 
kept in the workroom. Any special orders should be placed on special forms provided to each 
department and approved by your manager before submitting it to the Customer Service Rep for 
ordering. 
 
Employees should not use personal tools or equipment in the course and scope of their employment.   
If a specific tool is needed do not use a personal tool, instead request the purchase of the tool by the 
District to your supervisor.  The District shall not be responsible for the loss, destruction or damage 
to an employee’s personal tools or equipment.    
 

SECTION IX — LEAVING THE DISTRICT 
 
A. Resignation 
When you decide to leave for any reason, your supervisor and/or the General Manager would like 
an opportunity to discuss the resignation with you before final action is taken. 
 
B. Termination 
As a District employee, you have the status of “employee-at-will”, meaning that you have no 
contractual right, expressed or implied, to remain in the employment of the District. The General 
Manager along with the recommendation from one (1) or more Supervisors may terminate any Non-
Exempt/Hourly Employee, or you may terminate your employment, with or without cause, and with 
or without notice, at any time.   
 
No manager or other representative of the District has the authority to enter into any agreement for 
employment for any specified period of time, or to make any agreement contrary to the above, with 
the exception of the General Manager. 
 
If you fail to report to work for three consecutive workdays without notice or approval by your 
manager, District will try and reach you with the contact information you provided the District, 
however, if the District cannot reach you then the District may consider that you have abandoned 
your job and your employment may be terminated. 
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C. Property Return Agreement 
Upon employment with the District, each employee may complete a Property Return Agreement if 
they receive any District property. Property includes, but is not limited to, laptops, cell phones, 
PDAs, equipment, keys, reports, proprietary information, and any other job related materials. All 
District property must be returned prior to departure. 
 
D. Exit Interview 
The General Manager is responsible for scheduling an exit interview with you on your last date of 
employment and for arranging the return of the District’s property. 
 
E. Benefits 
Medical, Dental, and Vision benefits end on the last day of the month of your employment. 
Disability coverage requires “active” employment; therefore coverage for this ends on your last day 
worked. 
 
COBRA notification will be sent directly to your home. 
 
F. Final Paycheck 
You will receive your final paycheck, along with any un-used PTO hours on the next regularly 
scheduled pay day or earlier if it is required by law.  
 
G. CalPERS 
You will be notified directly by CalPERS regarding your options. 
 
H. Deferred Compensation Plan 
If you are enrolled in a deferred compensation program, complete the forms as necessary and follow 
the instructions. You should contact the plan carrier to ensure you completely understand your 
options. 
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SECTION X — ACKNOWLEDGMENT OF RECEIPT OF HANDBOOK AND AT-WILL 

AGREEMENT 
 
After you have read this handbook and have clarified any issues with the General Manager or 
Human Resources, please complete and sign both copies of the following statement. Two copies 
are provided, one for your records and one for the District’s records. Detach one copy and return it 
to Human Resources. 
 
District Employee Handbook Receipt (employee copy) 
 
I have received my copy of the District’s employee handbook. I understand and agree that it is my 
responsibility to read and familiarize myself with and follow the policies and procedures contained 
in the handbook. 
 
I understand that, except for employment at-will status, any and all policies or practices can be 
changed at any time by the District. I understand and agree that, other than the General Manager of 
the District, no manager, supervisor or representative of the District has authority to enter into any 
agreement, expressed or implied, for employment for any specific period of time, or to make any 
agreement for employment other than at-will; only the General Manager has the authority to make 
any such agreement and then only in writing, signed by the General Manager. 
 
My signature below certifies that my at-will status is the sole and entire agreement between the 
District and myself concerning the duration of my employment. It supersedes all prior agreements, 
understandings and representations concerning the duration of my employment. 
  
 
Employee’s Signature: ___________________________ Date: ____________ 
Sign, date, and keep this copy for your records. 
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SECTION X — ACKNOWLEDGEMENT OF RECEIPT OF HANDBOOK AND AT-
WILL AGREEMENT 

 
After you have read this handbook and have clarified any issues with the General Manager or 
Human Resources, please complete and sign both copies of the following statement. Two copies 
are provided, one for your records and one for the District’s records. Detach one copy and return it 
to Human Resources. 
 
District Employee Handbook Receipt (employer copy) 
I have received my copy of the District’s employee handbook. I understand and agree that it is my 
responsibility to read and familiarize myself with and follow the policies and procedures contained 
in the handbook. 
 
I understand that, except for employment at-will status, any and all policies or practices can be 
changed at any time by the District. I understand and agree that, other than the General Manager of 
the District, no manager, supervisor or representative of the District has authority to enter into any 
agreement, expressed or implied, for employment for any specific period of time, or to make any 
agreement for employment other than at-will; only the General Manager has the authority to make 
any such agreement and then only in writing, signed by the General Manager. 
 
My signature below certifies that my at-will status is the sole and entire agreement between the 
District and myself concerning the duration of my employment. It supersedes all prior agreements, 
understandings and representations concerning the duration of my employment. 
 
Employee’s Signature: ___________________________ Date: ____________ 
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