
Salton Community Services District 

REGULAR MEETING Agenda 

February 18, 2026 

Closed Session 1:00 p.m.
Open Session 2:00 p.m. 

1209 Van Buren Ave. 

Salton City, CA 92275 

www.saltoncsd.ca.gov 

BOARD OF DIRECTORS:  STAFF: 

Michael Friese, President Emmanuel Ramos, General Manager 

Oscar Ramirez, Vice President Christina Sutton, Finance Officer    

Manuel Ramos, Director Thania Garcia, Board Secretary  

Lidia A. Sierra, Director Jazmine Madrigal, Admin Assistant 

David Reagle, Director Omar Ruiz, Field Foreman 

Pascual Muniz, Park Supervisor  

Robert Patterson, Legal Counsel  

1. CALL TO ORDER: 1:00 p.m.

2. ROLL CALL:

3. PUBLIC COMMENTS:

Pursuant to California Government Code Section 54954.3, the public has the right to

address the board regarding any closed session items listed on the closed session agenda

prior to the board adjourning into closed session. Anyone who wishes to address the Board,

please come to the microphone. Public comments are limited to (3) minutes for each

person. Comments are not to be directed towards an individual or individuals but to the

Board on a specific issue.

4. CLOSED SESSION ITEMS:

A. CONFERENCE WITH LEGAL COUNSEL—ANTICIPATED LITIGATION

Significant exposure to litigation pursuant to paragraph (2) or (3) of subdivision (d) of

Section 54956.9: (One Potential Case)

5. OPEN SESSION: 2:00 pm

6. PLEDGE OF ALLEGIANCE:  Michael Friese, President

7. ANNOUNCEMENT OF CLOSED SESSION ACTIONS:
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8. PUBLIC COMMENTS:

Pursuant to California Government Code Section 54954.3, members of the public may 
address the Board at this time on any items of public interest that are within the Board’s 
subject matter jurisdiction.  The Ralph M. Brown Act, however, prohibits the Board from 
taking action on any matter not appearing on the agenda.  Those who wish to address the 
Board should come to the microphone. Members of the public will be given three (3) 
minutes to address the board on any items of public interest. Comments are not to be 
directed towards an individual or individuals but to the Board on a specific issue.

9. BOARD MEMBER COMMENTS:

10. CONSENT CALENDAR ITEMS:

Consent calendar items are expected to be routine and non-controversial, to be acted upon 
by the board of directors at one time without discussion.  If any board member requests 
that an item be removed from the consent calendar, it will be removed so that it may be 
acted upon separately.

A. Approve the Minutes for the Regular Meeting of January 21, 2026 [pg.4]

B. Approve demands for the month of January 2026. [pg.8]

C. Slovak, Baron, Empey, Murphy, & Pinkney January ($4,156.05)

11. REPORTS:

Field Foreman’s report [pg.28]
Park Supervisor’s report [pg.32]
General Manager’s report [pg.33]
Finance Officer’s report [pg.34]

12. MEMBERS OF THE BOARD REPORTS: STANDING COMMITTEE: 

Architectural Committee Report 

13. UNFINISHED BUSINESS:

14. NEW BUSINESS:

A. Discussion and approval of the revised Employee Handbook for 2026. [pg.35]

B. Discussion and approval of Director Ramos’ nominee to the Architectural Committee.

C.  Discussion and approval of Director Reagle’s nominee to the Architectural 
Committee.

15. Adjournment:
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_______________________________________ 

Sonia Thania Garcia, Secretary of the Board  
Upon written request, this agenda will be made in an appropriate alternative format to persons with disabilities as 

required by Section 202 of the American with Disabilities Act of 1990.  Any person with a disability who requires a 

modification or accommodation in order to participate in a meeting should direct such request to the Secretary of the 

Board at least 72 hours before the meeting. Any public record, relating to an open session agenda item, that is 

distributed within 72 hours prior to the meeting is available for public inspection at 1209 Van Buren St, Suite 1, Salton 

City, California 92275. 
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Salton Community Services District 

REGULAR BOARD MEETING Minutes 

January 21, 2026 

Open Session 2:00 p.m. 

1209 Van Buren Ave. 

Salton City, CA 92275 

www.saltoncsd.ca.gov 

BOARD OF DIRECTORS:  STAFF: 

Michael Friese, President Emmanuel Ramos, General Manager 

Oscar Ramirez, Vice President Christina Sutton, Finance Officer    

Manuel Ramos, Director Thania Garcia, Board Secretary  

Lidia A. Sierra, Director Jazmine Madrigal, Admin Assistant 

David Reagle, Director Omar Ruiz, Field Foreman 

Pascual Muniz, Park Supervisor  

Robert Patterson, Legal Counsel  

1. CALL TO ORDER: 2:00 p.m. 

2. ROLL CALL:

Michael Friese- Present Lidia Sierra- Present 

Oscar Ramirez- Present David Reagle- Present 

Manuel Ramos- Present

3. PLEDGE OF ALLEGIANCE:  Michael Friese, President

4. PUBLIC COMMENTS:

Pursuant to California Government Code Section 54954.3 members of the public may

address the Board at this time on any items of public interest that are within the Board’s

subject matter jurisdiction.  The Ralph M. Brown Act, however, prohibits the Board from

taking action on any matter not appearing on the agenda.  Those who wish to address the

Board should come to the microphone. Members of the public will be given three (3)

minutes to address the board on any items of public interest. Comments are not to be

directed towards an individual or individuals but to the Board on a specific issue.

Kenneth Perry - Concerns have been raised regarding the trailer park in the

community, as well as its impact on a group of residents. Additionally, there is another

matter related to the sewer pond.

Michelle Gilmore- Announced upcoming Senior Center events.

Bennie- In discussing the Christmas Parade, he expressed his appreciation for the

warm welcome he has received from the community and conveyed his pleasure in

being an active member of the community.
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Barbara Quiroz- Announced the Lions Club Event for January 31, 2026. 

5. BOARD MEMBER COMMENTS:

President Friese- No comment

Vice President Ramirez- No comment

Director Ramos- No comment

Director Sierra- No comment

Director Reagle- No comment

6. CONSENT CALENDAR ITEMS:

Consent calendar items are expected to be routine and non-controversial, to be acted upon

by the board of directors at one time without discussion.  If any board member requests

that an item be removed from the consent calendar, it will be removed so that it may be

acted upon separately.

A. Approve the Minutes for the Regular Meeting of December 17, 2025

B. Approve demands for the month of December 2025.

C. Slovak, Baron, Empey, Murphy, & Pinkney December ($2,454.60)

President Friese motioned to approve the consent calendar items. Director

Ramos seconded the motion.

Roll Call:

President Friese Yes  Director Sierra Yes 

Vice President Ramirez Yes Director Reagle Yes 

Director Ramos Yes 

Motion Passed 5-0 

7. REPORTS:

Field Foreman’s report [Omar Ruiz]

Park Supervisor’s report [Pascual Muñiz]

General Manager’s report [Emmanuel Ramos]

Finance Officer’s report [Christina Sutton]

8. MEMBERS OF THE BOARD REPORTS: STANDING COMMITTEE:

Architectural Committee Report [Israel Gonzales]

9. UNFINISHED BUSINESS:
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10. NEW BUSINESS:

A. Discussion and Approval of the revised Employee Handbook for 2026

The item was pulled from the agenda to be presented in February's Regular Board

Meeting.

Director Sierra- I want to know the reason you had to remove item A.

Robert Patterson: The staff needs to prepare a staff report for the resolution to

adopt the changes to the employee handbook. So there is a clear paper trail of

everything being proposed and will be on the agenda next month.

B. Discussion and Approval of the Awarding for Desert Shores Soccer Park Phase 2 Bid.

Mariposa Landscape Inc. $76,303.03 

LZ Construction, Inc. $111,500.00 

Kristine Hermann provided an update on the bidding project, which was announced 

in the Desert Sun and Imperial Valley Press. Project details were also shared on the 

Riverside County and Imperial County websites. Two key addendums were noted: 

the requirement of a C27 license (rather than a B license) for irrigation, and the 

exclusion of tree stump removal from the project package. 

We received two sealed bids: Mariposa Landscape bid $76,303.03, while LZ 

Construction initially bid $113,000.00 (later revised to $111,500.00 after removing the 

stump removal). significantly higher than that of Mariposa Landscaping. 

Furthermore, it is important to note that LZ Construction does not possess a C27 

license, which disqualifies them from being considered a qualified bidder. 

Based on these evaluations, we recommend awarding the project to Mariposa 

Landscaping Inc. Should you decide to proceed with them, we will prepare the 

contract for their review, utilizing the same terms that Imperial County employed for 

phase 1. 

      Director Ramos motioned to award the Desert Shores Soccer Park Project Phase 

2 to Mariposa Landscape Inc. Vice President Ramirez seconded the motion.  

Roll Call: 

President Friese Yes Director Sierra Yes 

Vice President Ramirez Yes      Director Reagle Yes 

Director Ramos Yes 

Motion Passed 5-0 

C. Discussion and approval of Director Ramos’ nominee to the Architectural

Committee.

No nominees
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D. Discussion and approval of Director Reagle’s nominee to the Architectural

Committee.

No nominees

11. Adjournment:

The meeting concluded with unanimous agreement at 2:53 pm.

_______________________________________ ___________________________________ 

Sonia Thania Garcia, Secretary of the Board  Michael Friese, President of the Board  
Upon written request, this agenda will be made in an appropriate alternative format to persons with disabilities as 

required by Section 202 of the American with Disabilities Act of 1990.  Any person with a disability who requires a 

modification or accommodation in order to participate in a meeting should direct such request to the Secretary of the 

Board at least 72 hours before the meeting. Any public record, relating to an open session agenda item, that is 

distributed within 72 hours prior to the meeting is available for public inspection at 1209 Van Buren St, Suite 1, Salton 

City, California 92275. 
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Profit and Loss by Class
Salton Community Services District

January 2026

Accrual Basis  Tuesday, February 10, 2026 07:04 AM GMT-08:00
  1/5

Distribution account General 
Fund

Sewer 
Construction

Sewer 
Maintenance

Total

Income

4-1000 Revenue - GF

4-1101 Property Tax - Secured - GF

4-1102 Property Tax - Unsecured - GF 7,548.45 7,548.45

4-1103 Tax - Homeowners Gen Op 723.37 723.37

4-1104 Tax - Supplemental - GF 858.41 858.41

Total for 4-1000 Revenue - GF 9,130.23 $9,130.23

4-1125 Architectural Plan Fees - GF 50.00 50.00

4-1906 ND unspecified dept donations 500.00 500.00

4-2101 Sewer User Charges - SM 1,218,562.06 1,218,562.06

4-2102 SM Sewer Connections 3,700.00 3,700.00

4-2103 Sewer Lot Maintenance Fee - SM 155,851.12 155,851.12

4-2104 Interest & Penalties - SM 8,682.93 8,682.93

4-2107 Admin Fees from GF - SM 0.00 0.00

4-2203 Checking Interest Income - SM 1.33 1.33

4-3203 Checking Interest Income - SC 0.04 0.04

Total for Income 9,680.23 0.04 1,386,797.44 $1,396,477.71

Cost of Goods Sold

Gross Profit 9,680.23 0.04 1,386,797.44 $1,396,477.71

Expenses

4-100 Tax Correction / Reimburesments 6,804.00 6,804.00

6-1300 Supplies Expense - GF 339.18 339.18

6-1302 GF Internet service expense 250.00 250.00

6-1502 Accounting Services - GF 6,719.37 6,719.37

6-1802 Admin Fees Due to SM - GF -5,469.39 5,469.39 0.00

6-2003 Street Light Expense - ND 2,015.28 2,015.28

6-2301 District Legal Expense - ND 2,078.02 2,078.02

6-3150 PW uniforms expense 369.35 369.35
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Profit and Loss by Class
Salton Community Services District

January 2026

Accrual Basis  Tuesday, February 10, 2026 07:04 AM GMT-08:00
  2/5

Distribution account General 
Fund

Sewer 
Construction

Sewer 
Maintenance

Total

6-3201 GF telephone expense 12.15 12.15

6-3207 GF technical expense 107.82 107.82

6-4101 PW Wages Expense 8,526.84 8,526.84

6-4700 PW Vehicle & Equipment 
Expense

150.00 150.00

6-4710 PW vehicle maintenance 
expense

532.63 532.63

6-4720 PW fuel and oil expense 619.39 619.39

6-5102 SC Park water service expense 44.56 44.56

6-5103 SC Park electric service exp 115.11 115.11
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Profit and Loss by Class
Salton Community Services District

January 2026

Accrual Basis  Tuesday, February 10, 2026 07:04 AM GMT-08:00
  3/5

Distribution account General 
Fund

Sewer 
Construction

Sewer 
Maintenance

Total

6-5107 SC Park improvement expense

6-5110 SC Park Grant 2,484.00 2,484.00

Total for 6-5107 SC Park improvement 
expense

2,484.00 $2,484.00

6-5302 DS Park water service expense 310.22 310.22

6-5303 DS Park electric service exp 352.22 352.22

6-5403 Office Electrical Expense 749.35 749.35

6-5503 Duplex/SCSD Lights Electrical
Expense

97.44 97.44

6-6101 SM maint. crew wages expense 36,679.89 36,679.89

6-6102 SM employer expense 9,743.39 9,743.39

6-6104 SM health benefits expense 11,974.17 11,974.17

6-6105 Sm retiree health benefits exp 2,849.81 2,849.81

6-6109 SM clerical office wages exp 17,378.87 17,378.87

6-6110 SM administration. (GM) wages 8,461.56 8,461.56

6-6113 SM Directors' Compensation exp 500.00 500.00

6-6201 SM uniforms expense 2,179.08 2,179.08

6-6204 SM safety supplies expense 682.71 682.71

6-6401 SM vehicle maintenance expense 1,365.20 1,365.20

6-6402 SM equipment maintenance exp 1,205.61 1,205.61

6-6405 SM fuel & oil expense 4,635.68 4,635.68

6-6499 SM other vehicle & equip exp 60.00 60.00

6-6501 SM water service expense 396.55 396.55

6-6502 SM electric service expense 6,982.58 6,982.58

6-6503 SM telephone expense 232.70 232.70

6-6504 SM cell phone expense 1,194.19 1,194.19

6-6505 SM underground alerts expense 145.60 145.60

6-6506 SM internet service expense 250.00 250.00

6-6507 SM propane expense 416.46 416.46
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Profit and Loss by Class
Salton Community Services District

January 2026

Accrual Basis  Tuesday, February 10, 2026 07:04 AM GMT-08:00
  4/5

Distribution account General 
Fund

Sewer 
Construction

Sewer 
Maintenance

Total

6-6508 SM Alarm/Security Expense 134.85 134.85

6-6601 SM employee licenses expense 695.97 695.97

6-6603 SM county permits expense 971.80 971.80

6-6607 SM toxic waste disposal exp 1,786.00 1,786.00

6-6711 SM sewer lines maint. expense 5,443.44 5,443.44

6-6712 SM pump station maint expense 220.62 220.62

6-6713 SM sewer pond maint expense 1,600.09 1,600.09

6-6750 SM lab testing expense 1,781.17 1,781.17

6-6752 SM Engineering Service Expense 1,360.00 1,360.00

6-6763 SM - Accounting Services 6,719.38 6,719.38

6-6802 SM Bldg & Grounds Maintenance 360.00 360.00

6-6806 SM Postage Expense 22.50 22.50
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Profit and Loss by Class
Salton Community Services District

January 2026

Accrual Basis  Tuesday, February 10, 2026 07:04 AM GMT-08:00
  5/5

Distribution account General 
Fund

Sewer 
Construction

Sewer 
Maintenance

Total

6-6811 SM Loan Interest Expense 2,875.56 2,875.56

6-6831 SM Legal Expense 2,078.03 2,078.03

6-6833 SM technical expense 2,048.59 2,048.59

6-6854 SM/GF Copier Lease/Maint.
Expense

463.90 175.39 639.29

6-6856 SM Subscriptions Expense 350.00 275.00 625.00

6-6894 SM Payroll Processing Fee Exp. 656.78 656.78

6-7601 GF Duplex Water Service Expense 14.78 14.78

Total for Expenses 11,956.03 158,088.80 $170,044.83

Net Operating Income -2,275.80 0.04 1,228,708.64 $1,226,432.88

Other Income

Other Expenses

Net Other Income

Net Income -2,275.80 0.04 1,228,708.64 $1,226,432.88
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Transaction Report
Salton Community Services District

January 2026

Accrual Basis  Tuesday, February 10, 2026 07:06 AM GMT-08:00
  1/15

Transaction date Transaction 
type

Num Name Memo/Description Account full name Item split 
account

Amount

4-100 Tax Correction /
Reimburesments

01/21/2026 Check 1465 1187DB&1200HB LLC 017-962-009-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1466 1st Powerhouse LLC 016-380-006-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1467 7th Day Adven SE CALIF Assoc. 016-152-003-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1468 Abadin-Sharif Behnam & Marjan Trustees 016-***-***-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1469 John Dennis P Abejar 016-253-007-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1470 Abeyratine Russell St. Clair Trustee 016-173-020-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1471 Abel Abrego 017-961-019-000017-962-008-000 Standby Fee
Refund 2021-2023

4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

126.00

01/21/2026 Check 1472 Yunus Ali Adam 016-282-001-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1473 Beverly I Dirrim 017-673-011-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

0.00

01/21/2026 Check 1474 Elmer G Adams and Violet C JT 017-752-013-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1476 Harit Agoria 017-940-003-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1477 Christopher Valenzuela Aguilar 016-051-005-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1478 Feliciano Aguilar 016-422-009-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1479 Jesus Aguilar 016-411-003-000 016-451-001-000 Standby Fee
Refund 2021-2023

4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

126.00

01/21/2026 Check 1480 Rafel Jimenez Aguilar 016-151-010-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1475 Roxanne Aguilar 017-882-001-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1481 Maria Campana Aguirre 017-732-002-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1482 Narciso Aguirre 015-465-001-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1483 Mohammed Kamrul Ashan 017-912-005-000017-912-006-000 Standby Fee
Refund 2021-2023

4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

126.00

01/21/2026 Check 1484 Mohammed Kamrul Ashan 017-912-007-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

0.00

01/21/2026 Check 1485 Debra Aiello 017-063-007-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1486 ALAIMO M Y & F S JT 017-021-001-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1487 Rizalina Albano 016-482-008-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1488 Lyth Poles Alhanoush 015-411-012-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1489 Rosemary D Allen 016-232-013-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1490 Steven M Allen 017-061-004-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1491 Allen W D SR & SK 50 JT 017-021-012-000 Standby Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1492 Roland Almazan 017-021-006-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1493 Angela Alongi 015-442-004-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1494 Altara Financial Services Inc. 016-214-004-000016-391-002-000 Standby Fee
Refund 2021-2023

4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

126.00

01/21/2026 Check 1495 ALVARADO ALEX ALVIN & JUDITH I JT 016-380-013-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1496 ALVARADO FRANCISCO ARTURO 
PEREZ

016-283-002-000016-283-003-000 Standby Fee
Refund 2021-2023

4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

126.00

01/21/2026 Check 1497 Rhonda Louise Alvarado 017-963-013-000 Standby Fee Refund 2021-2023 4-100 Tax Correction / Sewer 0.00
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Transaction Report
Salton Community Services District

January 2026

Accrual Basis  Tuesday, February 10, 2026 07:06 AM GMT-08:00
  2/15

Transaction date Transaction 
type

Num Name Memo/Description Account full name Item split 
account

Amount

Reimburesments Maintenance

01/21/2026 Check 1498 Jose Baez Alvarez 014-201-007-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1499 ALVAREZ OSCAR ISAAC MENDOZA 016-402-013-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1500 Rafel Alvarez 015-422-003-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1501 Robert Amaral 016-462-013-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1502 AMATO-Y LLC 016-313-001-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1503 AMAYA JUAN & ZUNIGA ESPERANZA 
JT

017-963-007-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1504 AMBROCIO ESVIN LEONEL & BRAVO 
OLGA M JT

017-042-018-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1505 AMEZQUITA-QUINTERO MARTHA 
ELENA

016-452-002-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1506 Linda Anderson 016-105-005-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1507 Sandra Joanne Anglin 015-472-016-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1508 ANGULO LUIS A & LUZ M TRUSTEES 016-281-006-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1509 APPLEGATE WILLIAM V & ANN 
TRUSTEES

016-462-011-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1510 ARAUJO YOSI OMAR 014-103-004-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1511 ARCE ERICK VARGAS 017-113-008-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1512 ARELLANO JOSE GUTIERREZ 015-303-019-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1513 ARELLANO LAURA AYALA 016-272-008-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1514 Arturo Argumedo 016-173-011-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1515 Gail Knowlton Arias 016-443-003-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1516 Bobby Arizala 015-456-004-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1517 Ruben G Armijo 017-061-003-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/21/2026 Check 1518 Raul Arreola 016-303-009-000
016-303-011-000 Standby  Fee Refund 2021-2023

4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

126.00

01/26/2026 Check 1533 ARROYO JONATAN JAVIER MARTINEZ 016-433-010-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1534 Tina N Asano 016-311-002-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1535 William Montgomery Ashe 014-132-007-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1536 Scott Assali 016-181-025-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1537 Salvador Astorga 016-461-009-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1538 Daniel G Atkins 017-940-004-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1539 John Atwater 016-402-002-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1540 Christopher D Augustine 017-063-011-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1541 Julian Auna 017-042-016-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1542 JOSE B AVALOS 015-303-018-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1543 Raymundo Padilla Avila 016-232-015-000016-232-016-000 Standby Fee
Refund 2021-2023

4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

126.00

01/26/2026 Check 1544 AYLER CLAIR E AND PEARL A JT 016-273-006-000 Standby Fee Refund 2021-2023 4-100 Tax Correction /
Reimburesments

Sewer 
Maintenance

63.00
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01/26/2026 Check 1545 Raul Arreola 016-303-010-000 Standby Fee Refund 2021-2023 4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1546 BACA PETER & DOREEN LYNNE TRS 015-411-003-000 Standby Fee Refund 2021-2023 4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1547 ALICIA BAHAM 016-172-010-000 Standby Fee Refund 2021-2023 4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1548 PETRU BALAJ 015-***-***-000 Standby Fee Refund 2021-2023 4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1549 ANTONIO BALBUENA 016-402-003-000 Standby Fee Refund 2021-2023 4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1550 MIKE BANJARJYAN 016-482-017-000 Standby Fee Refund 2021-2023 4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1551 CEDRIC BANKS 017-912-020-000 Standby Fee Refund 2021-2023 4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1552 JESUS FEDERICO BARAJAS 015-383-003-000 015-383-004-000 Standby Fee 
Refund 2021-2023

4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

126.00

01/26/2026 Check 1553 JOSE MELEDEZ BARAJAS 016-133-004-000 Standby Fee Refund 2021-2023 4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1554 MIGUEL BARAJAS 015-534-010-000 Standby Fee Refund 2021-2023 4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1555 VERONICA V BARAJAS 017-082-006-000 Standby Fee Refund 2021-2023 4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1556 BARNES TED R & MOYE KATHLEEN L 016-402-022-000 Standby Fee Refund 2021-2023 4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

63.00

15



Transaction Report
Salton Community Services District

January 2026

Accrual Basis  Tuesday, February 10, 2026 07:06 AM GMT-08:00
  4/15

Transaction date Transaction 
type

Num Name Memo/Description Account full name Item split 
account

Amount

01/26/2026 Check 1557 RAMON BARRAGAN 016-433-008-000 Standby Fee Refund 2021-
2023

4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1558 ISRRAEL BARRERA 017-931-001-000 Standby Fee Refund 2021-
2023

4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1559 JAMES R BASSETT 015-465-006-000 Standby Fee Refund 2021-
2023

4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1560 JEROME BATARA 017-063-001-000 017-063-002-000 Standby Fee 
Refund 2021-2023

4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

126.00

01/26/2026 Check 1561 JAMES B BATES 015-***-***-000 Standby Fee Refund 2021-2023 4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1562 PAMELA D BATES 015-453-008-000 Standby Fee Refund 2021-
2023

4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1563 STEPHAN RAY BATES 015-442-003-000 Standby Fee Refund 2021-
2023

4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1564 BAUMGART TANYA MICHELLE 
JOHNSON

017-113-002-000 Standby Fee Refund 2021-
2023

4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1565 BEACH ESTHER I TRUSTEE 016-401-008-000 Standby Fee Refund 2021-
2023

4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1566 KIM A BEACH 016-253-005-000 Standby Fee Refund 2021-
2023

4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1567 KAREN M BEAINY 015-303-017-000 Standby Fee Refund 2021-
2023

4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1568 ROBERT HENRY BECKER III 016-174-005-000 Standby Fee Refund 2021-
2023

4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1569 CHARLES WALTER BELL 015-290-031-000 Standby Fee Refund 2021-
2023

4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1570 JUSTIN LAMAR BELL 016-422-008-000 017-961-003-000 Standby Fee 
Refund 2021-2023

4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

126.00

01/26/2026 Check 1571 SUSAN L BELL 015-413-018-000 Standby Fee Refund 2021-
2023

4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1572 YITZHAK BEN-HARUSH 015-413-001-000 Standby Fee Refund 2021-
2023

4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1573 ROSALIO VAZQUEZ 
BENAVIDES

016-354-001-000 Standby Fee Refund 2021-
2023

4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1574 LONNY R BENNETT 017-023-011-000 Standby Fee Refund 2021-
2023

4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1575 BENSON BRUCE M AND 
JUDITH JT

016-181-006-000 Standby Fee Refund 2021-
2023

4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1576 ROBERT L BERGERSON 016-172-005-000 Standby Fee Refund 2021-
2023

4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1577 OMAR BERMUDEZ 017-113-009-000 Standby Fee Refund 2021-
2023

4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1578 BERNAL DORA MARIE & 
MURRIETTA DELIA

017-601-010-000 Standby Fee Refund 2021-
2023

4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

63.00

01/26/2026 Check 1579 SARA ARLETTE BERNAL 016-441-008-000 Standby Fee Refund 2021-
2023

4-100 Tax Correction / 
Reimburesments

Sewer 
Maintenance

63.00

Total for 4-100 Tax Correction / 
Reimburesments

$6,804.00

6-1300 Supplies Expense - GF

01/05/2026 Bill 47242592 Quill.com Printer Ink, Desk Calendars, Pens for Office 6-1300 Supplies Expense - 
GF

Accounts 
Payable - SM

119.75

01/05/2026 Bill 47239569 Quill.com Printer Ink, Desk Calendars, Pens for Office 6-1300 Supplies Expense - 
GF

Accounts 
Payable - SM

47.07

01/05/2026 Bill 47338917 Quill.com 4 boxes of10 Reams of Printer Paper for Office 6-1300 Supplies Expense - 
GF

Accounts 
Payable - SM

172.36

Total for 6-1300 Supplies Expense - 
GF

$339.18

6-1302 GF Internet service expense

01/02/2026 Bill Frontier Communications District Office Internet 6-1302 GF Internet service 
expense

Accounts 
Payable - SM

250.00

Total for 6-1302 GF Internet service 
expense

$250.00

6-1502 Accounting Services - GF

01/31/2026 Bill 115852 The Pun Group Accounting and Advisory Services for the years 
ended June 30, 2023

6-1502 Accounting Services - 
GF

Accounts 
Payable - SM

6,719.37

Total for 6-1502 Accounting $6,719.37
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Services - GF

6-1802 Admin Fees Due to SM - GF

01/05/2026 Journal 
Entry

CS010726 Pay Period: 12/29/2025 to: 01/04/2026 6-1802 Admin Fees Due to
SM - GF

1,412.50

01/05/2026 Journal 
Entry

CS010726-3 FY 25-26 to date 10% Wages 6-1802 Admin Fees Due to
SM - GF

-1,412.50

01/12/2026 Journal 
Entry

CS01526 Pay Period: 01/05/2026 to: 01/11/2026 6-1802 Admin Fees Due to
SM - GF

1,388.70

01/12/2026 Journal 
Entry

CS01526-3 FY 25-26 to date 10% Wages 6-1802 Admin Fees Due to
SM - GF

-1,388.70

01/20/2026 Journal 
Entry

CS012226 Pay Period: 01/12/2026 to: 01/18/2026 6-1802 Admin Fees Due to
SM - GF

1,322.65

01/20/2026 Journal 
Entry

CS012226-3 FY 25-26 to date 10% Wages 6-1802 Admin Fees Due to
SM - GF

-1,322.65

01/22/2026 Journal 
Entry

CS012926 Pay Period: 01/19/2026 to: 01/25/2026 6-1802 Admin Fees Due to
SM - GF

1,345.54

01/26/2026 Journal 
Entry

CS012926-3 FY 25-26 to date 10% Wages 6-1802 Admin Fees Due to
SM - GF

-1,345.54

01/27/2026 Journal 
Entry

CS012726 7% Admin Fee From Imperial County GF Check 6-1802 Admin Fees Due to
SM - GF

639.12

01/27/2026 Journal 
Entry

CS012726 7% Admin Fee From Imperial County GF Check 6-1802 Admin Fees Due to
SM - GF

-639.12

Total for 6-1802 Admin Fees Due to 
SM - GF

$0.00

6-2003 Street Light Expense - ND

01/08/2026 Bill IID SC Street Lights Electrical Service Expense
Account# ****7900

6-2003 Street Light Expense -
ND

Accounts 
Payable - SM

2,015.28

Total for 6-2003 Street Light 
Expense - ND

$2,015.28

6-2301 District Legal Expense - ND

01/31/2026 Bill 98653 Slovak Baron Empey Murphy & 
Pinkney

Legal Services Through 01/31/26 6-2301 District Legal Expense
- ND

Accounts 
Payable - SM

1,965.52

01/31/2026 Bill 98654 Slovak Baron Empey Murphy & 
Pinkney

Legal Services Through 01/31/26 6-2301 District Legal Expense
- ND

Accounts 
Payable - SM

112.50

Total for 6-2301 District Legal 
Expense - ND

$2,078.02

6-3150 PW uniforms expense

01/26/2026 Bill CVS26005 Coachella Valley Solutions FY25-26 Uniform Shirts 6-3150 PW uniforms expense Accounts
Payable - SM

369.35

Total for 6-3150 PW uniforms 
expense

$369.35

6-3201 GF telephone expense

01/29/2026 Bill Cytracom District Office Monthly Phone Service Bill 6-3201 GF telephone
expense

Accounts 
Payable - SM

12.15

Total for 6-3201 GF telephone 
expense

$12.15

6-3207 GF technical expense

01/01/2026 Bill 3033-
01012026-46

Interconnect Networks Tech Support Monthly Bill/Expenses 6-3207 GF technical expense Accounts
Payable - SM

107.82

Total for 6-3207 GF technical 
expense

$107.82

6-4101 PW Wages Expense

01/05/2026 Journal 
Entry

CS010726-2 Payroll accrual 01/04/26 6-4101 PW Wages Expense 2,078.40

01/12/2026 Journal 
Entry

CS01526-2 Payroll accrual 01/11/26 6-4101 PW Wages Expense 2,144.40

01/20/2026 Journal 
Entry

CS012226-2 Payroll accrual 01/18/26 6-4101 PW Wages Expense 2,158.08

01/22/2026 Journal 
Entry

CS012926-2 Payroll accrual 01/25/26 6-4101 PW Wages Expense 2,145.96

Total for 6-4101 PW Wages 
Expense

$8,526.84

6-4700 PW Vehicle & Equipment
Expense

01/26/2026 Bill CVS26005 Coachella Valley Solutions Equipment & Vehicle Decals 6-4700 PW Vehicle & Accounts 150.00
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Equipment Expense Payable - SM

Total for 6-4700 PW Vehicle & 
Equipment Expense

$150.00

6-4710 PW vehicle maintenance 
expense

01/28/2026 Bill 05552929316 Auto Zone Unit 7 New Battery 6-4710 PW vehicle 
maintenance expense

Accounts 
Payable - SM

290.18
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01/30/2026 Bill 26-
0895087-
00

Pete's Road Service, Inc. Unit 7 Front tire replacement - screw in 
tire

6-4710 PW vehicle maintenance 
expense

Accounts 
Payable - SM

242.45

Total for 6-4710 PW vehicle maintenance 
expense

$532.63

6-4720 PW fuel and oil expense

01/07/2026 Bill 196324 Beck Oil, Inc. Bulk Fuel for Yard 6-4720 PW fuel and oil expense Accounts 
Payable - SM

156.54

01/15/2026 Bill 197266 Beck Oil, Inc. Fuel Card Expense-GF 6-4720 PW fuel and oil expense Accounts 
Payable - SM

215.11

01/31/2026 Bill 199187 Beck Oil, Inc. Fuel Card Expense-GF 6-4720 PW fuel and oil expense Accounts 
Payable - SM

247.74

Total for 6-4720 PW fuel and oil expense $619.39

6-5102 SC Park water service expense

01/02/2026 Bill CVWD SC Park Water Service 
Account# 106457-145806

6-5102 SC Park water service 
expense

Accounts 
Payable - SM

44.56

Total for 6-5102 SC Park water service 
expense

$44.56

6-5103 SC Park electric service exp

01/08/2026 Bill IID Electrical Expense 
Account# ****7986

6-5103 SC Park electric service 
exp

Accounts 
Payable - SM

115.11

Total for 6-5103 SC Park electric service 
exp

$115.11

6-5302 DS Park water service expense

01/02/2026 Bill CVWD DS Park Water Service Expense 
Account# 100569-101606

6-5302 DS Park water service 
expense

Accounts 
Payable - SM

310.22

Total for 6-5302 DS Park water service 
expense

$310.22

6-5303 DS Park electric service exp

01/08/2026 Bill IID Desert Shores Park Electrical Expense 
Account# ****6177

6-5303 DS Park electric service 
exp

Accounts 
Payable - SM

352.22

Total for 6-5303 DS Park electric service 
exp

$352.22

6-5403 Office Electrical Expense

01/08/2026 Bill IID Electrical Service Expense suite 1,2, 3, 
5
Account# ****8778 Suite 2
Account# ****8757 Suite 5
Account# ****2673 Suite 3
Account# ****8777 Suite 1

6-5403 Office Electrical Expense Accounts 
Payable - SM

749.35

Total for 6-5403 Office Electrical Expense $749.35

6-5503 Duplex/SCSD Lights Electrical 
Expense

01/08/2026 Bill IID Duplex Electrical Expense
 Account# ****8496

6-5503 Duplex/SCSD Lights 
Electrical Expense

Accounts 
Payable - SM

51.79

01/08/2026 Bill IID SC Entrance Lights Electrical Service 
Expense 
Account# ****3794

6-5503 Duplex/SCSD Lights 
Electrical Expense

Accounts 
Payable - SM

23.15

01/08/2026 Bill IID DS Drive Entrance Lights
Account# ****9659

6-5503 Duplex/SCSD Lights 
Electrical Expense

Accounts 
Payable - SM

22.50

Total for 6-5503 Duplex/SCSD Lights 
Electrical Expense

$97.44

6-6101 SM maint. crew wages expense

01/05/2026 Journal 
Entry

CS010726-
2

Payroll accrual 01/04/26 6-6101 SM maint. crew wages 
expense

9,933.90

01/12/2026 Journal 
Entry

CS01526-2 Payroll accrual 01/11/26 6-6101 SM maint. crew wages 
expense

9,475.93

01/20/2026 Journal 
Entry

CS012226-
2

Payroll accrual 01/18/26 6-6101 SM maint. crew wages 
expense

8,582.72

01/22/2026 Journal 
Entry

CS012926-
2

Payroll accrual 01/25/26 6-6101 SM maint. crew wages 
expense

8,687.34

Total for 6-6101 SM maint. crew wages 
expense

$36,679.89

6-6102 SM employer expense

01/05/2026 Journal 
Entry

CS010726-
2

Payroll accrual 01/04/26 6-6102 SM employer expense 2,551.39
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01/12/2026 Journal 
Entry

CS01526-2 Payroll accrual 01/11/26 6-6102 SM employer expense 2,506.04

01/20/2026 Journal 
Entry

CS012226-
2

Payroll accrual 01/18/26 6-6102 SM employer expense 2,384.94

01/22/2026 Journal 
Entry

CS012926-
2

Payroll accrual 01/25/26 6-6102 SM employer expense 2,301.02

Total for 6-6102 SM employer expense $9,743.39

6-6104 SM health benefits expense

01/01/2026 Bill Laborers Health & Welfare 
Trust So. CA

December Health Insurance 6-6104 SM health benefits expense Accounts
Payable - SM

11,974.17

Total for 6-6104 SM health benefits 
expense

$11,974.17

6-6105 Sm retiree health benefits exp

01/01/2026 Check 1445 Fair, Gloria L. Retiree Health Benefit for the Month of 
February 2026

6-6105 Sm retiree health benefits
exp

Sewer 
Maintenance

500.00

01/01/2026 Check 1446 Robert Dunning Retiree Health Benefit for the Month of 
February 2026

6-6105 Sm retiree health benefits
exp

Sewer 
Maintenance

500.00

01/01/2026 Check 1447 Freeman, Mr. Blake Retiree Health Benefit for the Month of 
February 2026

6-6105 Sm retiree health benefits
exp

Sewer 
Maintenance

455.40

01/01/2026 Check 1448 Reagles, Rosa Mesoraca Retiree Health Benefit for the Month of 
February 2026

6-6105 Sm retiree health benefits
exp

Sewer 
Maintenance

500.00

01/01/2026 Check 1449 Thompson, Janice Retiree Health Benefit for the Month of 
February 2026

6-6105 Sm retiree health benefits
exp

Sewer 
Maintenance

209.41

01/01/2026 Check 1450 Timothy A. Roberts Retiree Health Benefit for the Month of 
February 2026

6-6105 Sm retiree health benefits
exp

Sewer 
Maintenance

185.00

01/07/2026 Check 1455 Reagles, Rosa Mesoraca Retiree Health Benefit for the Month of 
January 2026

6-6105 Sm retiree health benefits
exp

Sewer 
Maintenance

500.00

Total for 6-6105 Sm retiree health benefits 
exp

$2,849.81

6-6109 SM clerical office wages exp

01/05/2026 Journal 
Entry

CS010726-
2

Payroll accrual 01/04/26 6-6109 SM clerical office wages
exp

4,293.70

01/12/2026 Journal 
Entry

CS01526-2 Payroll accrual 01/11/26 6-6109 SM clerical office wages
exp

4,358.63

01/20/2026 Journal 
Entry

CS012226-
2

Payroll accrual 01/18/26 6-6109 SM clerical office wages
exp

4,363.60

01/22/2026 Journal 
Entry

CS012926-
2

Payroll accrual 01/25/26 6-6109 SM clerical office wages
exp

4,362.94

Total for 6-6109 SM clerical office wages 
exp

$17,378.87

6-6110 SM administration. (GM) wages

01/05/2026 Journal 
Entry

CS010726-
2

Payroll accrual 01/04/26 6-6110 SM administration. (GM)
wages

2,115.39

01/12/2026 Journal 
Entry

CS01526-2 Payroll accrual 01/11/26 6-6110 SM administration. (GM)
wages

2,115.39

01/20/2026 Journal 
Entry

CS012226-
2

Payroll accrual 01/18/26 6-6110 SM administration. (GM)
wages

2,115.39

01/22/2026 Journal 
Entry

CS012926-
2

Payroll accrual 01/25/26 6-6110 SM administration. (GM)
wages

2,115.39

Total for 6-6110 SM administration. (GM) 
wages

$8,461.56

6-6113 SM Directors' Compensation exp

01/22/2026 Journal 
Entry

CS012926-
2

Payroll accrual 01/25/26 6-6113 SM Directors'
Compensation exp

500.00

Total for 6-6113 SM Directors' 
Compensation exp

$500.00

6-6201 SM uniforms expense

01/12/2026 Bill CVS26006 Coachella Valley Solutions FY 25-26 Uniform Shirts 6-6201 SM uniforms expense Accounts 
Payable - SM

2,179.08

Total for 6-6201 SM uniforms expense $2,179.08

6-6204 SM safety supplies expense

01/05/2026 Bill 6326604 Mallory Safety & Supply LLC PPE for Crew 6-6204 SM safety supplies expense Accounts
Payable - SM

682.71

Total for 6-6204 SM safety supplies 
expense

$682.71

20



Transaction Report
Salton Community Services District

January 2026

Accrual Basis  Tuesday, February 10, 2026 07:06 AM GMT-08:00
  9/15

Transaction date Transaction 
type

Num Name Memo/Description Account full name Item split account Amount

6-6401 SM vehicle maintenance
expense

01/15/2026 Bill Auto Zone Unit 5 Routine Maintenance Service 6-6401 SM vehicle
maintenance expense

Accounts 
Payable - SM

434.52

01/15/2026 Bill Auto Zone Unit 6 Routine Maintenance Service 6-6401 SM vehicle
maintenance expense

Accounts 
Payable - SM

930.68

Total for 6-6401 SM vehicle 
maintenance expense

$1,365.20

6-6402 SM equipment maintenance
exp

01/07/2026 Bill 1265 Plaza Towing Towing Service to transport Unit 55 to Thermal 
Trucking Shop for Repair

6-6402 SM equipment
maintenance exp

Accounts 
Payable - SM

850.00

01/14/2026 Bill 2855-
467339

O'Reilly Auto Parts 2 Replacement Batteries for Unit 80 6-6402 SM equipment
maintenance exp

Accounts 
Payable - SM

399.61

01/15/2026 Vendor 
Credit

2855-
467693

O'Reilly Auto Parts Unit 80 DLT Core Return 6-6402 SM equipment
maintenance exp

Accounts 
Payable - SM

-44.00

Total for 6-6402 SM equipment 
maintenance exp

$1,205.61

6-6405 SM fuel & oil expense

01/07/2026 Bill 196324 Beck Oil, Inc. Bulk Fuel for Yard 6-6405 SM fuel & oil expense Accounts 
Payable - SM

2,974.24

01/15/2026 Bill 197266 Beck Oil, Inc. Fuel Card Expense-SM 6-6405 SM fuel & oil expense Accounts 
Payable - SM

632.14

01/31/2026 Bill 199187 Beck Oil, Inc. Fuel Card Expense-SM 6-6405 SM fuel & oil expense Accounts 
Payable - SM

1,029.30

Total for 6-6405 SM fuel & oil expense $4,635.68

6-6499 SM other vehicle & equip exp

01/12/2026 Bill CVS26006 Coachella Valley 
Solutions

DOT Decals 6-6499 SM other vehicle &
equip exp

Accounts 
Payable - SM

60.00

Total for 6-6499 SM other vehicle & 
equip exp

$60.00

6-6501 SM water service expense

01/02/2026 Bill CVWD District Shop Water Service Expense 
Account# 106235-143472

6-6501 SM water service
expense

Accounts 
Payable - SM

22.94

01/02/2026 Bill CVWD Sewer Jet Water Service Expense 
Account# 273741-732668

6-6501 SM water service
expense

Accounts 
Payable - SM

102.84

01/02/2026 Bill CVWD District Water Service-Office
Account# 597961-732634

6-6501 SM water service
expense

Accounts 
Payable - SM

31.09

01/02/2026 Bill CVWD District Water Service-Office Irrigation
Account# 597959-732636

6-6501 SM water service
expense

Accounts 
Payable - SM

47.10

01/08/2026 Bill CVWD Vactor Truck Water Service Expense 
Account# 273739-732666

6-6501 SM water service
expense

Accounts 
Payable - SM

67.58

01/20/2026 Bill CVWD Construction Meter 6-6501 SM water service
expense

Accounts 
Payable - SM

125.00

Total for 6-6501 SM water service 
expense

$396.55

6-6502 SM electric service expense

01/08/2026 Bill IID Station# 5 Monthly Electricity Expense
Account# ****7993

6-6502 SM electric service
expense

Accounts 
Payable - SM

128.14

01/08/2026 Bill IID Station# 16 Monthly Electricity Expense
Account# ****5317

6-6502 SM electric service
expense

Accounts 
Payable - SM

614.78

01/08/2026 Bill IID Station# 19-20 Monthly Electricity Expense
Account# ****7933

6-6502 SM electric service
expense

Accounts 
Payable - SM

98.39

01/08/2026 Bill IID Station# 17-18 Monthly Electricity Expense
Account# ****7941

6-6502 SM electric service
expense

Accounts 
Payable - SM

75.71

01/08/2026 Bill IID District Shop Monthly Electricity Expense

Account# ****7893

6-6502 SM electric service
expense

Accounts 
Payable - SM

243.32

01/08/2026 Bill IID Station# 2 Monthly Electricity Expense
Account# ****8036

6-6502 SM electric service
expense

Accounts 
Payable - SM

374.91

01/08/2026 Bill IID Station# 13 Monthly Electricity Expense
Account# ****7969

6-6502 SM electric service
expense

Accounts 
Payable - SM

33.43

01/08/2026 Bill IID Station# 15 Monthly Electricity Expense
Account# ****7959

6-6502 SM electric service
expense

Accounts 
Payable - SM

203.83

01/08/2026 Bill IID Station# 10 Monthly Electricity Expense
Account# ****7977

6-6502 SM electric service
expense

Accounts 
Payable - SM

332.04
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01/08/2026 Bill IID Station# 6 Monthly Electricity Expense
 Account# ****9623

6-6502 SM electric service
expense

Accounts 
Payable - SM

56.03

01/08/2026 Bill IID Lansing Ponds Monthly Electricity Expense
Account# ****1216

6-6502 SM electric service
expense

Accounts 
Payable - SM

1,560.66

01/08/2026 Bill IID TRC Ponds Monthly Electricity Expense
Account# ****1443

6-6502 SM electric service
expense

Accounts 
Payable - SM

707.97

01/08/2026 Bill IID Station# 24-480 Volt Monthly Electricity Expense
Account# ****1442

6-6502 SM electric service
expense

Accounts 
Payable - SM

997.03

01/08/2026 Bill IID Station# 22-B Monthly Electricity Expense
Account# ****1441

6-6502 SM electric service
expense

Accounts 
Payable - SM

282.35

01/08/2026 Bill IID Station# 8 Monthly Electricity Expense
Account# ****3786

6-6502 SM electric service
expense

Accounts 
Payable - SM

125.18

01/08/2026 Bill IID DS Ponds Monthly Electricity Expense
Account# ****3804

6-6502 SM electric service
expense

Accounts 
Payable - SM

963.18

01/08/2026 Bill IID Station# 21 Monthly Electricity Expense
Account# ****7292

6-6502 SM electric service
expense

Accounts 
Payable - SM

28.28

01/08/2026 Bill IID Station# 24-240 Volt STBY Monthly Electricity Expense
Account# ****7916

6-6502 SM electric service
expense

Accounts 
Payable - SM

24.50

01/08/2026 Bill IID Station# 1 Monthly Electricity Expense
 Account# ****8017

6-6502 SM electric service
expense

Accounts 
Payable - SM

24.50

01/08/2026 Bill IID Station# 23 & Lansing Monthly Electricity Expense
Account# ****7907

6-6502 SM electric service
expense

Accounts 
Payable - SM

47.78

01/08/2026 Bill IID Station# 12 Monthly Electricity Expense
 Account# ****3692

6-6502 SM electric service
expense

Accounts 
Payable - SM

22.50

01/08/2026 Bill IID Station# 7 Monthly Electricity Expense
Account# ****4645

6-6502 SM electric service
expense

Accounts 
Payable - SM

38.07

Total for 6-6502 SM electric service 
expense

$6,982.58

6-6503 SM telephone expense

01/29/2026 Bill Cytracom District Office Monthly Phone Service Bill 6-6503 SM telephone expense Accounts
Payable - SM

232.70

Total for 6-6503 SM telephone 
expense

$232.70

6-6504 SM cell phone expense

01/22/2026 Bill Ooma.com Station 24 Alert Monitoring phone line service 6-6504 SM cell phone expense Accounts
Payable - SM

29.99

01/25/2026 Bill 6134449584 Verizon Wireless Company Cell phone, Tablet Service Account# 
542131140-00001

6-6504 SM cell phone expense Accounts
Payable - SM

1,074.23

01/26/2026 Bill Ooma.com Station 16 Alert Monitoring phone line service 6-6504 SM cell phone expense Accounts
Payable - SM

29.99

01/26/2026 Bill Ooma.com Station 22 Alert Monitoring phone line service 6-6504 SM cell phone expense Accounts
Payable - SM

29.99

01/29/2026 Bill Ooma.com Station 2 Alert Monitoring phone line service 6-6504 SM cell phone expense Accounts
Payable - SM

29.99

Total for 6-6504 SM cell phone 
expense

$1,194.19

6-6505 SM underground alerts
expense

01/01/2026 Bill 1220250650 Underground Service 
Alert/SC

53 Dig Alerts @ 2.00 6-6505 SM underground alerts
expense

Accounts 
Payable - SM

106.00

01/01/2026 Bill 1220250650 Underground Service 
Alert/SC

Monthly Database Maintenance fee 6-6505 SM underground alerts
expense

Accounts 
Payable - SM

10.00

01/01/2026 Bill 25-262237 Underground Service
Alert/SC

California State Fee for Regulatory Costs**
California Underground Facilities Safe Excavation
Board Operational Expenses - $5,250,000
Statewide Billable (New) Tickets 2024 - 7,509,386

6-6505 SM underground alerts
expense

Accounts 
Payable - SM

29.60

Total for 6-6505 SM underground 
alerts expense

$145.60

6-6506 SM internet service expense

01/02/2026 Bill Frontier 
Communications

District Office Internet 6-6506 SM internet service
expense

Accounts 
Payable - SM

250.00

Total for 6-6506 SM internet service 
expense

$250.00

6-6507 SM propane expense

01/21/2026 Bill Ferrellgas Refill Tank - District Office 6-6507 SM propane expense Accounts 
Payable - SM

416.46
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Total for 6-6507 SM propane expense $416.46

6-6508 SM Alarm/Security Expense

01/01/2026 Bill 573098 Desert Alarm Inc. Alarm Security 6-6508 SM Alarm/Security
Expense

Accounts 
Payable - SM

134.85

Total for 6-6508 SM Alarm/Security 
Expense

$134.85
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6-6601 SM employee licenses 
expense

01/29/2026 Bill State Water Resources Control 
Board

Cameron Lewis OIT Certification 6-6601 SM employee licenses 
expense

Accounts 
Payable - SM

231.99

01/29/2026 Bill State Water Resources Control 
Board

Julio Zuniga OIT Certification 6-6601 SM employee licenses 
expense

Accounts 
Payable - SM

231.99

01/29/2026 Bill State Water Resources Control 
Board

Brian Cummings OIT Certification 6-6601 SM employee licenses 
expense

Accounts 
Payable - SM

231.99

Total for 6-6601 SM employee 
licenses expense

$695.97

6-6603 SM county permits expense

01/13/2026 Bill Imperial County Planning and 
Development

Permitting Process for Station 23 Electrical 
Panel Replacement

6-6603 SM county permits 
expense

Accounts 
Payable - SM

511.95

01/26/2026 Bill Imperial County Planning and 
Development

Permitting Process for Station 23 Electrical 
Panel Replacement

6-6603 SM county permits 
expense

Accounts 
Payable - SM

459.85

Total for 6-6603 SM county permits 
expense

$971.80

6-6607 SM toxic waste disposal exp

01/27/2026 Bill Department of Toxic Substances 
Control

Toxic Waste Disposal Permit 6-6607 SM toxic waste 
disposal exp

Accounts 
Payable - SM

1,786.00

Total for 6-6607 SM toxic waste 
disposal exp

$1,786.00

6-6711 SM sewer lines maint. 
expense

01/21/2026 Bill 1413641-00 Western Waterworks (3)6" nom repair clamp,(3)8" nom repair 
clamp,(2)12" nom repair clamp

6-6711 SM sewer lines maint. 
expense

Accounts 
Payable - SM

5,443.44

Total for 6-6711 SM sewer lines 
maint. expense

$5,443.44

6-6712 SM pump station maint 
expense

01/15/2026 Bill 1413779-00 Western Waterworks Station 10  (8) 4" inch PVC Flanges and 
Gaskets

6-6712 SM pump station maint 
expense

Accounts 
Payable - SM

85.28

01/21/2026 Bill 1413779-01 Western Waterworks Station 10  (4) 4" inch PVC Flanges and 
Gaskets

6-6712 SM pump station maint 
expense

Accounts 
Payable - SM

135.34

Total for 6-6712 SM pump station 
maint expense

$220.62

6-6713 SM sewer pond maint 
expense

01/01/2026 Bill 1648 BIOALCHEMY INC. Bioaugmentation 6-6713 SM sewer pond maint 
expense

Accounts 
Payable - SM

1,600.09

Total for 6-6713 SM sewer pond 
maint expense

$1,600.09

6-6750 SM lab testing expense

01/16/2026 Bill CA60751-
9867

Babcock Laboratories, Inc. 
Accounts Receivable

Lansing  Ground Water Samples 6-6750 SM lab testing 
expense

Accounts 
Payable - SM

800.56

01/24/2026 Bill CA6139-9867 Babcock Laboratories, Inc. 
Accounts Receivable

Desert Shores Monthly Pond Samples 6-6750 SM lab testing 
expense

Accounts 
Payable - SM

366.57

01/24/2026 Bill CA61140-
9867

Babcock Laboratories, Inc. 
Accounts Receivable

Lansing Monthly Pond Samples 6-6750 SM lab testing 
expense

Accounts 
Payable - SM

366.57

01/24/2026 Bill CA61141-
9867

Babcock Laboratories, Inc. 
Accounts Receivable

TRC Monthly Pond Samples 6-6750 SM lab testing 
expense

Accounts 
Payable - SM

247.47

Total for 6-6750 SM lab testing 
expense

$1,781.17

6-6752 SM Engineering Service 
Expense

01/05/2026 Bill 2025-1786 TKE Engineering, Inc TKE 157-06 WDR Regulatory Support 6-6752 SM Engineering 
Service Expense

Accounts 
Payable - SM

1,095.00

01/29/2026 Bill 2025-1916 TKE Engineering, Inc TKE 157-06 WDR Regulatory Support 6-6752 SM Engineering 
Service Expense

Accounts 
Payable - SM

265.00

Total for 6-6752 SM Engineering 
Service Expense

$1,360.00

6-6763 SM - Accounting Services

01/31/2026 Bill 115852 The Pun Group Accounting and Advisory Services for the years 
ended June 30, 2023

6-6763 SM - Accounting 
Services

Accounts 
Payable - SM

6,719.38

Total for 6-6763 SM - Accounting 
Services

$6,719.38
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6-6802 SM Bldg & Grounds
Maintenance

01/12/2026 Bill CVS26006 Coachella Valley Solutions District Office  Sign Decals 6-6802 SM Bldg & Grounds
Maintenance

Accounts 
Payable - SM

360.00

Total for 6-6802 SM Bldg & Grounds 
Maintenance

$360.00

6-6806 SM Postage Expense

01/28/2026 Bill US Postal Service Postage to mail Derek's 2025 W2 6-6806 SM Postage Expense Accounts
Payable - SM

11.17

01/28/2026 Bill US Postal Service Postage to Mail Steven's 2025 W2 6-6806 SM Postage Expense Accounts
Payable - SM

11.33

Total for 6-6806 SM Postage 
Expense

$22.50

6-6811 SM Loan Interest Expense

01/01/2026 Check 1454 Salton Sea Enterprises, LLC. Loan Interest Payable  2026 6-6811 SM Loan Interest
Expense

Sewer 
Maintenance

2,875.56

Total for 6-6811 SM Loan Interest 
Expense

$2,875.56

6-6831 SM Legal Expense

01/31/2026 Bill 98653 Slovak Baron Empey Murphy & 
Pinkney

Legal Services Through 01/31/26 6-6831 SM Legal Expense Accounts 
Payable - SM

1,965.53

01/31/2026 Bill 98654 Slovak Baron Empey Murphy & 
Pinkney

Legal Services Through 01/31/26 6-6831 SM Legal Expense Accounts 
Payable - SM

112.50

Total for 6-6831 SM Legal Expense $2,078.03

6-6833 SM technical expense

01/01/2026 Bill 3033-
01012026-46

Interconnect Networks Tech Support Monthly Bill/Expenses 6-6833 SM technical expense Accounts
Payable - SM

2,048.59

Total for 6-6833 SM technical 
expense

$2,048.59

6-6854 SM/GF Copier Lease/Maint.
Expense

01/14/2026 Bill 41474516 Xerox Financial Services Copier Machine Lease 6-6854 SM/GF Copier
Lease/Maint. Expense

Accounts 
Payable - SM

175.39

01/26/2026 Bill 24AR3268233 Visual Edge IT, Inc. Monthly Charge for Printing 6-6854 SM/GF Copier
Lease/Maint. Expense

Accounts 
Payable - SM

463.90

Total for 6-6854 SM/GF Copier 
Lease/Maint. Expense

$639.29

6-6856 SM Subscriptions Expense

01/01/2026 Bill FE8F35D0-
0064

Streamline Website Hosting Bill 6-6856 SM Subscriptions
Expense

Accounts 
Payable - SM

350.00

01/21/2026 Bill Intuit QuickBooks Monthly Expense 6-6856 SM Subscriptions
Expense

Accounts 
Payable - SM

275.00

Total for 6-6856 SM Subscriptions 
Expense

$625.00

6-6894 SM Payroll Processing Fee
Exp.

01/05/2026 Check ACH ADP Payroll Processing Fee 6-6894 SM Payroll Processing
Fee Exp.

Sewer 
Maintenance

96.38

01/05/2026 Check ACH ADP Payroll Processing Fee 6-6894 SM Payroll Processing
Fee Exp.

Sewer 
Maintenance

106.07

01/09/2026 Check ACH ADP Payroll Processing Fee 6-6894 SM Payroll Processing
Fee Exp.

Sewer 
Maintenance

87.12

01/16/2026 Check ACH ADP Payroll Processing Fee 6-6894 SM Payroll Processing
Fee Exp.

Sewer 
Maintenance

87.12

01/23/2026 Check ACH ADP Payroll Processing Fee 6-6894 SM Payroll Processing
Fee Exp.

Sewer 
Maintenance

87.12

01/30/2026 Check ACH ADP Payroll Processing Fee 6-6894 SM Payroll Processing
Fee Exp.

Sewer 
Maintenance

96.38

01/30/2026 Check ACH ADP Payroll Processing Fee 6-6894 SM Payroll Processing
Fee Exp.

Sewer 
Maintenance

96.59

Total for 6-6894 SM Payroll 
Processing Fee Exp.

$656.78

6-7601 GF Duplex Water Service
Expense

01/02/2026 Bill CVWD DS  Building Water Service-Duplex 
Account# 710799-100642

6-7601 GF Duplex Water
Service Expense

Accounts 
Payable - SM

14.78
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Total for 6-7601 GF Duplex Water 
Service Expense

$14.78
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6-5107 SC Park improvement expense

6-5110 SC Park Grant

01/14/2026 Bill 25050-
003

Hermann Design 
Group, Inc.

Project 25050 - Bathroom Renovation 
12/1/25-12/31/25

6-5107 SC Park improvement expense:6-
5110 SC Park Grant

Accounts 
Payable - SM

2,484.00

Total for 6-5110 SC Park Grant $2,484.00

Total for 6-5107 SC Park improvement expense 
with sub-accounts

$2,484.00

TOTAL $170,044.83
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Field Foreman 
Omar Ruiz 

December 2025 

SCSD 

SCSD has continued with its normally scheduled services to stations and facilities 

• Daily station hour readings. 

• Collecting samples for Lab testing. 

• Monitoring of station conditions. 

• Collect data on pond reading. 

• Test station alarm systems. 

• Change the feeding pond accordingly. 

• Upkeep of all three pond facilities. 

January 7th 

The team was notified of a home with a sewer blockage off SR-22, corresponding 

lines were inspected and then cleaned with a sewer jet. The Line was found to have 

some grease buildup along with roots, causing the blockage. 

1209 VAN BUREN AVE. 

POST OFFICE BOX 5268 

SALTON CITY, CALIFORNIA 92275-5268 

TELEPHONE: (760) 394-4446 

scsd@saltoncsd.ca.gov
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⚫ Page 2

January 12th. 

SCSD connected a home near Kingston Ave. Connection was successfully done same 

day with no setbacks. 
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⚫ Page 3

January 20th. 

We were having issues with one of our pumps not operating as it should at station 15, 

after troubleshooting it was found to have a broken pick-up tube. The team replaced 

both pickup tubes, and both pumps are operating back to normal. 
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⚫ Page 4

January 22nd. 

Our on-call team member informed the team of a leaking coupler found at station 7 in 

Vista Del Mar that would occasionally pop off. It was found that a coupler in the 

station's plumbing was, in fact, broken and needed to be replaced. After replacing the 

coupler, the station was turned back on, and no other issues were found. 
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Park Supervisors Report 
January 2026 

Salton City Park 

• We continue to monitor homelessness and vandalism.

• Wash the floors with Simple Green. Restock the restrooms with toilet paper

• Watered the big tree

• Took out weeds around the cement slab

Desert Shores Park 

• Fixed the water basin on some trees that ripped through

• Washed the patio and sidewalk

• Cut the grass

• Dragged the perimeter of the field to remove the weeds 
• Unclogged restrooms, had a roll of paper in it

• Started taking weeds out around the fence

Buildings 

• Worked on the A/C for AMR building

• Started replacing the hot water line for the duplex building.

• AppliedRoundUp on the weeds around the office

Pascual Muniz

(760) 883-9328

1209 VAN BUREN AVE. 

POST OFFICE BOX 5268 

SALTON CITY, CALIFORNIA 92275-5268 

TELEPHONE: (760) 394-4446 

scsd@saltoncsd.ca.gov
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General Manager Report 

Emmanuel Ramos 

January 2026 

• The next stage of the Desert Shores Soccer Project includes gathering the signed

contract and insurance documents from Mariposa Landscaping Inc. Following this

collection, we will hold a meeting with representatives from Hermann Design,

Mariposa Landscaping, Imperial County Air Pollution, and the Salton Community

Services District to outline and discuss the subsequent steps in this initiative.

• We are pleased to report that, thanks to the efforts of Bio Alchemy, we have

maintained a record of no Notice of Violations (NOVs) for Biochemical Oxygen

Demands (BODs) or Total Suspended Solids (TSS) at our Wastewater Treatment

Facility.

• We have thoughtfully explored funding opportunities for both Desert Shores Soccer

Park and Salton City Community Park. In our search, we are pleased to have

discovered a grant offered by California State Parks that presents a valuable

opportunity for us to either establish a new park or enhance an existing one. This grant

is in line with the mission of SPP, which aims to foster the creation of new parks and

recreational opportunities in communities that are critically underserved across

California. Projects eligible for this grant must involve development or a combination

of both acquisition and development to either create a new park, expand an existing

facility, or renovate current spaces.

• We are currently exploring the GLOW grant opportunity offered by IID, which

focuses on the transition to LED lighting to enhance cost-efficiency. There has been an

inquiry we have made regarding the possibility of covering new lighting installations

under this grant, and we are looking forward to the clarification from their office.

0November

1209 Van Buren Avenue, Suite 1 

POST OFFICE BOX 5268 

SALTON CITY, CALIFORNIA 92275-5268 

TELEPHONE: (760) 394-4446 

FAX: (760) 394-4242 
 scsd@saltoncsd.ca.gov

General Manager Report

Emmanuel Ramos

September- October 2025Serving the West Shores of the Fabulous Salton Sea Serving the West Shores of the Fabulous Salton Sea Serving the West Shores of the Fabulous Salton Sea 
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Wednesday, February 18, 2026 

Finance Report 

For the Month of January:

Revenue: $ 1,396,477.71 
         GF: $ 9,680.23
         SM: $ 1,386,797.44

Expense: $ 170,044.83
       GF: $ 11,956.03
      SM: $ 158,088.80

• 21% decrease in expenses over December 
• 49% under budget on expenses so far, this 25-26 fiscal year 

- Continuing to work on the Prop 218 database

- Standby Fee Refunds have been steadily mailed out

- Continuing to work on the Salton City Park Grant – CEQA Exemption / Plans submitted to
Imperial County for review and approval; no eta yet for when review will be completed.

- Continuing to work on FY 23 draft financials for audit with Punn Group.

1209 VAN BUREN AVE. 
POST OFFICE BOX 5268

SALTON CITY, CALIFORNIA 92275-5268
TELEPHONE: (760) 394-4446
scsd@saltoncsd.ca.gov 
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         Salton Community Services District 
MEETING DATE: February 18, 2026, Item Number: 14 A 

SUBJECT:  Review and Approve Updates to Salton Community Services District 
Employee Handbook 

DATE: 02/18/2026 

FROM: Christina R. Sutton, Finance Officer/Human Resources Director 

To: District Board of Directors 

Item: 
Review and approve the revisions to the Employee Handbook [ RECOMMEND REVIEW, 
UPDATED EMPLOYEE HANDBOOK, AND APPROVE] 

Background and Analysis: 

The Salton Community Services District (“District”) maintains an Employee Handbook 
(“Handbook”) that provides the management team and staff with guidance on personnel matters. 
From time to time, the Handbook must be updated to accommodate revisions in State and Federal 
regulations and requirements. 

Revision 1: 
Crime Victims’ Leave (2025 Handbook): The District will provide time off to an employee to 
attend judicial proceedings related to a crime if that employee is a victim of a crime, an immediate 
family member of a victim, a registered domestic partner of a victim, or the child of a registered 
domestic partner of a victim. The District requires that, where feasible, in advance of taking leave, 
the employee provide it with a copy of the notice of each scheduled proceeding that is provided to 
the victim by the agency responsible for providing notice. If advance notice is not possible, the 
employee is required to provide the District with a copy of the notice within a reasonable time. 

No employee who is absent from work pursuant to this provision will be discharged or otherwise 
discriminated against in compensation or other terms, conditions or privileges of employment, 
because of such absence. Such leave is unpaid. Employees taking leave under this policy may elect 
to apply vacation time to such leave. 
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Crime Victims’ Leave ( 2026 Handbook): The District will provide time off to an employee to 
attend judicial proceedings related to a crime, if that employee is a victim of crime, an immediate 
family member of a victim, a registered domestic partner of a victim,  the child of a registered 
domestic partner of a victim, or the employee designates a victim of a crime as an individual for 
whom the employee needs to take leave in order to assist.  

 

The District shall not discharge, discriminate or retaliate against any employee who is a victim of 
a crime, an immediate family member of a victim, a registered domestic partner of a victim, or the 
child or a registered domestic partner of a victim for taking time off of work to obtain or attempt 
to obtain any relief, including, but not limited to a temporary restraining order, restraining order, 
or other injunctive relief to help ensure the health, safety, or welfare of the victim and their child.  
The employee may also designate a person as a victim of a crime for whom the employee needs 
to take leave to assist. 

 

The District requires that where feasible, in advance of taking leave, the employee provide it with 
a copy of the notice of each scheduled proceeding that is provided to the victim by the agency 
responsible for providing notice. If advance notice is not possible, the employee is required to 
provide the District with a copy of the notice or certification of the need for leave within a 
reasonable time after the absence.  Certification can be in the form of any of the following: (a) a 
police report indicating that the employee or family member was a victim of a crime; (b) a court 
order protecting or separating the employee or family member from the perpetrator of the crime 
or abuse or other evidence from the court or prosecuting attorney that the employee has appeared 
in court; (c) documentation from a licensed medical professional, domestic violence counselor, 
sexual assault counselor, victim advocate, licensed healthcare provider, or counselor confirming 
that the employee or family member is undergoing treatment or receiving services for mental or 
physical injuries or abuse resulting in victimization from the crime or abuse; or (d) any other form 
of documentation that reasonably verifies that the crime or abuse occurred, including, but not 
limited to a written statement signed by the employee or an individual acting on the employee’s 
behalf, certifying that the absence is due to the employee or family member being a victim of a 
crime or abuse. 

 

Leave under this section is unpaid. Employees taking leave under this policy may elect to apply 
vacation time or any other accrued paid time off to such leave.   

 

District staff have worked closely with the District’s legal team to review and edit the Handbook. 
General Counsel has reviewed the changes and is approving the modifications as presented. 
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Fiscal Impact:  

Staff time to review and revise the Employee Handbook is included in the current year budget. 
Legal review of the document and assistance in revising the District’s Handbook, too, is included 
as a routine cost of doing business. 

Strategic Plan:  

GOVERNANCE AND ADMINISTRATION. Conduct District activities in an efficient, equitable, 
and cost-effective manner.  

ACTIVITIES FOR COMPLETION. Periodically review, update, and reaffirm District policies 
and procedures. 

Recommended Action:  

Staff recommends that the Board approve the District’s 2026 Employee Handbook 
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INTRODUCTION
INTRODUCTION____________________________________________________________ 

This Employee Handbook (“Handbook”) is designed to help employees get acquainted with Salton Community 

Services District (the “District”). It describes some basic terms and conditions of employment with the District. 

Employees are expected to read this Handbook carefully, and to know and understand its contents. 
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PRE-  
EMPLOYMENT

EQUAL EMPLOYMENT OPPORTUNITY___________________________________________ 
The District is committed to a policy of equal employment opportunity. There are certain core principles that are 
foundational to this policy. 

First, the District does not discriminate on the basis of actual or perceived race (including hair texture, protective 
hairstyles, including but not limited to such hairstyles as braids, locs and twists, and other traits historically 
associated with race), color, religion and religious creed (including religious dress and religious grooming 
practices), sex (including pregnancy, perceived pregnancy, childbirth, breastfeeding, and related medical 
conditions), reproductive health decision-making, gender, gender identity (including transgender identity), 
gender expression (including transgender expression or because an individual has transitioned or is (or is 
perceived to be) transitioning to live as the gender with which they identify, sex stereotyping, national origin, 
ancestry, citizenship, age (40 years and over), mental disability and physical disability (including HIV and AIDS), 
legally protected medical condition or information (including genetic information), protected medical leaves 
(requesting or approved for leave under the Family and Medical Leave Act or the California Family Rights Act, if 
applicable) or any other protected leave of absence, the use of marijuana off the job and away from the 
workplace, military and/or veteran status, service, or obligation, reserve status, national guard status, marital 
status, domestic partner status, sexual orientation, status as a victim of domestic violence, sexual assault or 
stalking, enrollment in a public assistance program, engaging in protected communications regarding employee 
wages or otherwise exercising rights protected under the National Labor Relations Act or California Fair Pay Act, 
requesting a reasonable accommodation on a protected basis such as a disability or sincerely-held religious belief, 
practice, or observance, refusal to attend any employer-sponsored meeting related to religious matters, political 
matters or matters related to the decision to support or not support a labor organization or union, or any other 
characteristic protected by local, state, or federal laws.  Our management team is dedicated to ensuring the 
fulfillment of this policy with respect to recruitment, hiring, placement, promotion, transfer, training, 
compensation, benefits, Employee activities, access to facilities and programs, and general treatment during 
employment. 

Second, the District’s equal employment opportunity commitment means that it will provide employees and 
applicants accommodations in accordance with applicable laws. (See separate “Reasonable Accommodation 
Policy” and separate “Lactation Accommodation Policy.”) 

Third, the District prohibits sex harassment and other types of unlawful harassment based on any protected 

status listed above. Likewise, the District prohibits retaliation against a person because such person has reported 

or assisted in reporting suspected violations of this policy; cooperated in investigations or proceedings arising 

from a violation of this policy; or engaged in other activities protected under this policy. For more information 

about the types of conduct that constitute impermissible harassment and the District’s internal procedures for 
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addressing complaints of discrimination, harassment, and retaliation, please refer to the District’s separate 

“Policy Against Harassment, Discrimination, and Retaliation” in this Handbook. 

This Equal Employment Opportunity Policy applies to all areas of employment including recruitment, hiring, 
training, promotion, compensation, benefits, transfer, disciplinary action, and social and recreational programs. 
It is the responsibility of every manager and employee to conscientiously follow this policy. Any questions 
regarding this policy should be raised with the General Manager.  Employees can raise legitimate concerns and 
make good faith reports without fear of reprisal. 

CRIMINAL CONVICTIONS & BACKGROUND CHECKS_______________________________________

The District reserves the right not to hire or retain anyone that has been convicted of a criminal offense. 
Conviction of a crime that involves dishonesty may result in an automatic termination of employment. Before 
any decision is made, the nature of the crime and circumstances surrounding the conviction will be considered 
on an individualized basis.  

The District may conduct background checks on all employees and new hires. The employees’ consent to the 
background check is a requirement for employment. The District reserves the right to fire or base hiring decisions 
of employees based on the content of background reports, when the report shows any behavior inconsistent 
with the professional standards and mission of the organization. Prior to terminating any employee or 
withdrawing a job offer based on criminal conviction history, the Company will undertake an individualized 
assessment of conviction history that will include consideration of the nature and gravity of the criminal history, 
the time that has passed since the conviction, and the nature of the job sought. 
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EMPLOYMENT AT WILL____________________________________________________ 
All employment at the District is “at-will,” unless employees are parties to a written employment agreement 
that guarantees a specific term of employment. “At-will” means that both employees and the District have the 
right to terminate employment at any time, with or without advance notice, and with or without cause. 
Employees also may be demoted or disciplined and the terms of their employment may be altered at any time, 
with or without cause, at the discretion of the District. No one other than the General Manager of the District 
has the authority to alter this arrangement, to enter into an agreement for employment for a specified period 
of time, or to make any agreement contrary to this at-will status. Any such agreement must be in writing, must 
be signed by the either the General Manager of the District or the President of the Board of Directors, and must 
express a clear and unambiguous intent to alter the at-will nature of the employment relationship. 

Nothing contained in this Handbook or any other documents provided to employees is intended to be, nor 
should it be, construed as a guarantee that employment or any benefit will be continued for a specific time 
period. For example, any salary figures provided to an employee in annual or monthly terms are stated for the 
sake of convenience. They are not intended to create an employment contract for one or more months, for a 
year. Employees should ask the Finance Officer if they have any questions about their status as an employee at-
will. 

PROBATIONARY PERIOD___________________________________________________
The District attempts to hire the most-qualified employees for each position. To ensure this, the District provides 
for a probationary period of employment for the employee to assess the District and the job content, and for the 
District to evaluate the new employee and his or her job performance. All new employees must complete to the 
District’s satisfaction a 90-day probationary period beginning with the date of initial employment. Consistent with 
the District’s Employment At Will policy, during the probationary period, an employee may be discharged by the 
District for any reason and without advance notice. Similarly, the employee may resign employment for any 
reason without advance notice during this period. A performance review will be conducted by the employee’s 
supervisor before the probationary period is completed. 

At the District’s discretion, an employee’s probationary period may be extended one or more times. Employees 
are not eligible for and do not earn benefits during the probationary period, except for holiday pay and paid sick 
time. On successful completion of the probationary period, an employee will become a regular employee. 

EMPLOYMENT 
WITH THE 
DISTRICT 
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Successful completion of the probationary period does not, however, guarantee employment for any specific 
duration or change the at-will status of regular employment. 

UNIONS________________________________________________________________ 
To the extent any provision of this handbook conflicts with the terms of a collective bargaining agreement to 
which certain employees may be subject, the terms of the collective bargaining agreement will control. 

EMPLOYMENT OF RELATIVES_______________________________________________ 
Relatives of current employees may be hired by the District only if (1) the individuals concerned will not work in 
a direct supervisory relationship with one another, and (2) the employment will not pose difficulties for 
supervision, security, safety, or morale. “Relatives” are defined as spouses, children, sisters, brothers, mothers, 
or fathers, and persons related by marriage. Employees who marry or who become related by marriage will be 
permitted to continue employment with the District only if they do not work in a direct supervisory relationship 
with one another, or otherwise pose difficulties for supervision, security, safety, or morale. If employees who 
marry or who become related by marriage do work in a direct supervisory relationship with one another, the 
District will attempt to reassign one of the employees to another position for which such employee is qualified, 
if such a position is available. If no such position is available, then one of the employees will be required to leave 
the District. The decision as to which employee leaves will be left solely to the employees. In the event that no 
alternative position is available and neither employee voluntarily leaves the District, the employee with lesser 
seniority will be terminated. 
 
NON-FRATERNIZATION_____________________________________________________ 
In order to promote the efficient operation of the District’s business and to avoid misunderstandings; complaints 
of favoritism; other problems of supervision, security and morale; and possible claims of sexual harassment, 
managers and supervisors are forbidden from dating or pursuing romantic or sexual relationships with 
employees whom they supervise, directly or indirectly. Employees who wish to enter into, or have entered into, 
a dating, romantic, or sexual relationship with a subordinate employee, whether in their direct or indirect chain 
of supervision, are obligated to fully disclose this information to the District in accordance with the Conflict of 
Interest policy. 

Employees who violate this guideline will be subject to discipline, up to and including termination of 
employment. 

TERMINATION, DISCIPLINE, AND RULES OF CONDUCT________________________ 

I. Termination  
A. Voluntary Termination  

The District will consider an employee to have voluntarily terminated his or her employment if an 
employee does any of the following: 

(1) Elects to resign from the District; 
(2) Fails to return from an approved leave of absence on the date specified by the District; or 

(3) Fails to report for work without notice to the District for three consecutive days. 

B. Involuntary Termination  
An employee may be terminated involuntarily for reasons that may include poor performance, 

misconduct, or other violations of the District’s rules of conduct as set forth below. Notwithstanding this list of 
rules, the District reserves the right to discharge or demote any employee with or without cause and with or 
without prior notice. 

45



6 | P a g e  

 

C. Termination Due to Reorganizations, Economics, or Lack of Work  
From time to time, the District may need to terminate an employee as a consequence of 

reorganizations, job eliminations, economic downturns in business, or lack of work. Should the District consider 
such terminations necessary, the District will attempt to provide all affected employees with advance notice 
when practical. Layoff benefits associated with such terminations, if any, will be as specified in the notice. 

II. Discipline and Rules of Conduct  
Employees are expected to observe certain standards of job performance and good conduct. When 
performance or conduct does not meet District standards, the employee will be subject to discipline up to and 
including termination. 

The rules set forth below are intended to provide employees with notice of what is expected of them. 
Necessarily, however, such rules cannot identify every type of unacceptable conduct and performance. 
Therefore, employees should be aware that conduct not specifically listed below but which the District 
determines adversely affects or is otherwise detrimental to the interests of the District, other employees, or 
customers, may also result in disciplinary action. 

A. Job Performance  
Employees may be disciplined for poor job performance, including but not limited to the  

following: 
(1) Unsatisfactory work quality or quantity; 
(2) Excessive absenteeism, tardiness, or abuse of rest break and meal period policies; 
(3) Failure to follow instructions or District procedures; or 
(4) Failure to follow established safety regulations. 

B. Misconduct   
Employees may be disciplined for misconduct, including but not limited to, the following: 

(1) Failure or refusal to perform a work-related task, or any form of insubordination; 
(2) Dishonesty;  
(3) Theft; 
(4)  Discourtesy, rudeness, or unprofessional behavior toward a customer or member of the 

public; 
(5) Disparaging, rude, or condescending behavior toward a coworker; 

(6) Harming or destroying District property or the property of another on District premises; 
(7) Violating conflict of interest rules; 
(8) Disclosing or using confidential and/or proprietary information, such as the District’s trade 

secrets, without authorization; 
(9) Falsifying or altering District records, including an application for employment or 

timekeeping records; 

(10) Interfering with the work performance of others; 
(11) Violating the District’s rules against unlawful discrimination, harassment, and retaliation, or 

rules against workplace violence; 
(12) Being under the influence of, manufacturing, dispensing, distributing, using, or possessing 

alcohol or illegal or controlled substances on District property or while conducting District 
business; 

(13) Gambling on District premises or while conducting District business; 
(14) Sleeping on the job or leaving your work location/work site without authorization for a 

purpose other than a legally protected activity; 
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(15) Possessing a firearm or other dangerous weapon on District property or while conducting 
District business; 

(16) Being convicted of a crime that indicates unfitness for the job or raises a threat to the safety 
or well-being of the District, its employees, customers, or property; 

(17) Working for another employer or entity while on a leave of absence from the District, 
without prior written notice and agreement by the District; 

(18) Failing to report to the District, within five days, any conviction under any criminal drug 
statute for a violation occurring in the workplace. 

C. Attendance   
In addition to the general rules stated above, employees may be disciplined for failing to observe 

the following specific requirements relating to attendance: 

(1) Reporting to work on time, observing rest break and meal period policies, recording all time 
worked, and obtaining approval to leave work early; and 

(2) Notifying the supervisor in advance of anticipated tardiness or absence. 

D. Discipline Procedure  
Except as set forth below, discharge or demotion for poor performance ordinarily will be preceded 

by an oral warning and a written warning. 

The District reserves the right to proceed directly to a written warning, demotion, or termination for misconduct 
or performance deficiency, without resort to prior disciplinary steps, when the District deems such action 
appropriate. 

III. Exit Interview  
Employees who leave the District for any reason may be asked to participate in an exit interview. This interview 
is intended to permit terminating employees the opportunity to communicate their views regarding their work 
with the District, including job duties, job training, job supervision, and job benefits. 

At the time of the interview, employees are expected to return all District-furnished tangible and intangible 
property, including uniforms, tools, equipment, District-issued mobile devices and laptops, I.D. cards, building 
and parking access cards, keys, credit cards, documents, and handbooks. Arrangements for clearing any 
outstanding debts with the District and for receiving final pay also will be made at this time. 

IV. Employment At Will  
Nothing in this guideline is intended to alter the at-will status of employment with the District. Consistent with our 
Employment At Will policy, set forth separately in this Handbook, you and the District each have the right to terminate 
the employment relationship at any time with or without cause and with or without prior notice. As well, the District 
reserves the right to terminate any employment relationship, to demote, and to otherwise discipline an employee 
without resort to the above disciplinary procedures. 
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WORKPLACE 
EXPECTATIONS 

 
ATTENDANCE AND PUNCTUALITY _____________________________________ ____  
Employees are expected to report to work as scheduled, on time, and prepared to start work. Late arrival, early 

departure, or other unanticipated and unapproved absences from scheduled hours are disruptive and must be 

avoided. Employees who are unable to report for work must under all but the most extenuating circumstances 

call their supervisors at least one (1) hour before the time they are scheduled to begin working for that day. A 

department manager may supersede this one (1)-hour requirement; department heads or managers will advise 

their employees of their preferred notification time. 

An employee who fails to report to work without notification to his or her supervisor for a period of four (4) 

consecutively scheduled work days or more will be considered to have voluntarily terminated their employment 

relationship. 

 

MANDATORY MEETINGS__________________________________________________ 

Employees may be required to attend mandatory staff meetings. The District will not attempt to or discharge, 
discriminate, or retaliate against employees for refusing to attend any employer-sponsored meeting related to 
religious matters, political matters, or matters related to the decision to support or not support a labor 
organization or union. 

 

 
DRESS AND GROOMING STANDARDS______________________________________ 
The District considers the presentation of the District image to its customers, suppliers, and the public at large 
to be extremely important. Since the District’s product includes service, and excellent service can only be 
provided through its employees, the District not only seeks good performance and conduct from its employees, 
but also expects them to observe high standards in their personal presentation. 

Accordingly, the District maintains the following dress and grooming standards: 
1. Shoes must provide safe, secure footing, and offer protection against hazards; 
2. Tank tops, spaghetti strap tops, tube or halter tops, low cut tops or dresses, spandex or other form 

fitting pants, skirts, or shorts, may not be worn under any circumstances; 

3. Mustaches and beards must be clean, well-trimmed and neat; 
4. Hairstyles are expected to be in good taste; 
5. Hair that is colored or styled to extremes, such as excessively spiked hair, do not present an 

appropriate professional appearance and are inappropriate for work. 
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District grooming standards shall not (1) be based on hair texture or other traits historically associated with 
race or prevent employees from wearing braids, locks, twists, or other protective hairstyles, or (2) prevent 
employees from dressing consistent with their gender identity. Any employee who needs a medical or religious 
accommodation to the District’s dress and grooming standards should contact Finance Officer.. 

Employees with questions or concerns about this policy are encouraged to contact the Finance Officer. 

CONFLICTS OF INTEREST___________________________________________________  
Employees are expected to devote their best efforts and attention to the full-time performance of their jobs. 
Moreover, employees are expected to use good judgment, to adhere to high ethical standards, and to avoid 
situations that create an actual or potential conflict between their personal interests and the legitimate business 
interests of the District. A conflict of interest exists when the employee’s loyalties or actions are divided between 
the District’s interests and those of the employee or another, such as a competitor, supplier, or customer. Both 
the fact and the appearance of a conflict of interest should be avoided. Employees unsure as to whether a 
certain transaction, activity, or relationship constitutes a conflict of interest should discuss it with their 
immediate supervisor or the Finance Officer for clarification. Any exceptions to this policy must be approved in 
writing by the General Manager. 

While it is not feasible to describe all possible conflicts of interest that could develop, some of the more 
common conflicts that employees should avoid include the following: 

(1) Accepting personal gifts or entertainment from competitors, customers, suppliers, or potential 
suppliers; 

(2) Working for a competitor, supplier, or customer; 
(3) Engaging in self-employment in competition with the District; 
(4) Using proprietary or confidential District information, such as District trade secrets, for personal 

gain or to the District’s detriment; 
(5) Having a direct or indirect financial interest in or relationship with a competitor, customer, or 

supplier, except that ownership of less than one percent (1%) of the publicly traded stock of a 
corporation will not be considered a conflict; 

(6) Using District property or labor for personal use; 
(7) Acquiring any interest in property or assets of any kind for the purpose of selling or leasing it to 

the District; 
(8) Committing the District to give its financial or other support to any outside activity or 

organization; or 
(9) Developing a personal relationship with a subordinate employee of the District or with an employee 

of a competitor, supplier, or customer that might interfere with the exercise of impartial judgment 
in decisions affecting the District or any employees of the District. 

If an employee or someone with whom an employee has a close relationship (e.g., a family member or close 
companion) has a financial or employment relationship with a competitor, customer, supplier, or potential 
supplier, the employee must disclose this fact in writing to the District. Employees should be aware that if they 
enter into a personal relationship with a subordinate employee or with an employee of a competitor, supplier, 
or customer, a conflict of interest may exist, which requires full disclosure to the District.   
 
Part-time employees may engage in outside employment, provided that they disclose such employment and 
get written approval from their immediate supervisor.  
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Failure to adhere to this policy, including failure to disclose any conflicts or to seek an exception, may result in 
discipline, up to and including termination of employment.  

 
DISTRICT PROPERTY; CONFIDENTIAL AND PERSONAL INFORMATION_______________  
The security of District property is of vital importance to the District. District property includes not only tangible 
property, like desks and computers, but also intangible property such as confidential information. It is critical 
for the District to preserve and protect its confidential information, as well as the confidential information of 
customers, suppliers, and third parties. All employees are responsible for ensuring that proper security is 
maintained at all times. 

Employees may be required to sign a written confidentiality agreement if they will receive confidential 
information during their employment with District. 
 
TECHNOLOGY USE AND SECURITY___________________________________________  
The District provides various Technology Resources to authorized employees to assist them in performing their job 
duties for the District. Each employee has a responsibility to use the District’s Technology Resources in a manner 
that increases productivity, enhances the District’s public image, and is respectful of other employees. Failure to 
follow the District’s policies regarding Technology Resources may lead to disciplinary measures, up to and including 
termination of employment. Moreover, the District reserves the right to advise appropriate legal authorities of 
any violation of law by an employee. District employees are reminded that, in addition to the requirements of this 
policy, all usage of Technology Resources is also subject to District’s “District Property; Confidential and Personal 
Information” policy. 

I. Technology Resources Definition  
Technology Resources consist of all electronic media and storage devices, software, and means of electronic 
communication including any of the following: personal computers and workstations; laptop computers; mini 
and mainframe computers; tablets; computer hardware such as disk drives, tape drives, external hard drives 
and flash/thumb drives; peripheral equipment such as printers, modems, fax machines, and copiers; computer 
software applications and associated files and data, including software that grants access to external services, 
such as the Internet or cloud storage accounts; electronic mail; telephones; mobile phones; personal organizers 
and other handheld devices; voicemail systems; and instant messaging systems. 

II. Authorization  
Access to the District’s Technology Resources is within the sole discretion of the District. Generally, employees 
are given access to the District’s various technologies based on their job functions. Only employees whose job 
performance will benefit from the use of the District’s Technology Resources are authorized to access and use 
the necessary technology. Additionally, employees must successfully complete District-approved training before 
they are authorized to access and use the District’s Technology Resources. 

 

III. Use  
The District’s Technology Resources are to be used by employees during working time only for the purpose of 
conducting District business. Employees may, however, use the District’s Technology Resources for the following 
incidental non-work related uses during nonworking time as long as such use does not interfere with the employee’s 
duties, is not done for pecuniary gain, and does not violate any District policy: 

1. To use the telephone system for brief and necessary calls; 
2. To send and receive necessary and occasional communications; 
3. To prepare and store incidental data (such as personal calendars, personal address lists, and similar 

incidental data) in a reasonable manner; and 
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4. To access the Internet and personal social media sites for brief personal searches and inquiries during 
meals, breaks, or other nonworking time, provided that employees adhere to all other usage policies. 

The District assumes no liability for loss, damage, destruction, alteration, receipt, transmission, disclosure, or 
misuse of any personal data or communications transmitted over or stored on the District’s Technology 
Resources. The District accepts no responsibility or liability for the loss or non-delivery of any personal electronic 
mail or voicemail communications or any personal data stored on any District property. The District strongly 
discourages employees from storing any personal data on any of the District’s Technology Resources. 
 
IV. Improper Use  

A. Prohibition Against Harassing, Discriminatory and Defamatory Use  
The District is aware that employee emails are often less formal than traditional written memoranda. 

Employees must take care, however, not to let informality degenerate into improper use. As set forth more fully 
in the District’s “Equal Employment Opportunity Policy” and its “Policy Against Harassment, Discrimination, and 
Retaliation,” the District does not tolerate discrimination or harassment based on race, color, religion, religious 
creed (including religious dress and religious grooming practices), sex (including pregnancy, perceived 
pregnancy, childbirth, breastfeeding, or related medical conditions), gender, gender identity (including 
transgender identity), gender expression (including transgender expression), because an individual has 
transitioned (to live as the gender with which they identify), is transitioning, or is perceived to be transitioning), 
sex stereotyping, national origin, ancestry, citizenship, age (40 years and over), mental disability and physical 
disability (including HIV and AIDS), legally protected medical condition or information (including genetic 
information), protected medical leaves (requesting or approved for leave under the Family and Medical Leave 
Act or the California Family Rights Act), military and/or veteran status, service, or obligation, reserve status, 
national guard status, marital status, domestic partner status, sexual orientation, status as a victim of domestic 
violence, sexual assault or stalking, enrollment in a public assistance program, engaging in protected 
communications regarding employee wages or otherwise exercising rights protected under the California Fair 
Pay Act, requesting a reasonable accommodation on the basis of disability or bona fide religious belief or 
practice, or any other status protected by applicable laws. Under no circumstances shall employees use the 
District’s Technology Resources to transmit, receive, or store any information that is discriminatory, harassing, 
defamatory, obscene, indecent, threatening, or that otherwise could adversely affect any individual, group, or 
entity (e.g., sexually explicit or racial messages, slurs, jokes, or cartoons). 

B. Prohibition Against Violating Copyright Laws  
Employees shall not use the District’s Technology Resources to copy, retrieve, forward, or send 

copyrighted materials unless the employee has the author’s permission or is accessing a single copy only for 
the employee’s reference. 

C. Other Prohibited Uses  
Employees shall not use the District’s Technology Resources for any illegal purpose, violation of any 

District policy, for pecuniary gain, or in any way that discloses trade secrets or other confidential or proprietary 
information of the District, business partners, vendors, or customers. 

V. District Access To Technology Resources  
All messages sent and received, including personal messages, and all data and information stored on the 
District’s Technology Resources (including on its electronic mail system, voicemail system, or computer 
systems) are District property regardless of the content. As such, the District reserves the right to access all of 
its Technology Resources including its computers, voicemail, and electronic mail systems, at any time, in its sole 
discretion. No employee, other than the General Manager, has authority to waive, vary or amend the District’s 
right to access its Technology Resources. 

51



12 | P a g e  

 

A. No Reasonable Expectation Of Privacy  
Although the District does not wish to examine personal information of its employees, on occasion, 

the District may need to access its Technology Resources including computer files, electronic mail messages, 
and voicemail messages. Employees should understand, therefore, that they have no right of privacy with 
respect to any messages or information created, collected, or maintained on the District’s Technology 
Resources, including personal information or messages. The District may, at its discretion, inspect all files or 
messages on its Technology Resources at any time for any reason. The District may also monitor its Technology 
Resources at any time in order to confirm compliance with its policies, for purposes of legal proceedings, to 
investigate misconduct, to locate information, or for any other business purpose. 

B. Passwords   
Certain of the District’s Technology Resources can be accessed only by entering a password or using 

login credentials. Passwords and login credentials are intended to prevent unauthorized access to information. 
Passwords and login credentials do not confer any right of privacy upon any employee of the District. Thus, 
even though employees may maintain passwords or be provided with login credentials for accessing 
Technology Resources, employees must not expect that any information maintained on Technology Resources, 
including electronic mail and voicemail messages, are private. Employees are expected to maintain their 
passwords and login credentials as confidential. Employees must not share passwords, or forward login 
credentials unless authorized by the General Manager and must not access coworkers’ systems without express 
authorization. 

C. Data Collection  
The best way for employees to ensure the privacy of personal information is not to store or transmit 

it on the District’s Technology Resources. So that employees understand the extent to which information is 
collected and stored, examples of information currently maintained by the District are provided below. The 
District may, however, in its sole discretion, and at any time, alter the amount and type of information that it 
retains. 

1. Telephone Use and Voicemail: Records are kept of all calls made from and to a given telephone 
extension. Although voicemail is password-protected, an authorized administrator can listen to 
voicemail messages and also reset the password. 

2. Electronic Mail: Electronic mail is backed up and archived. Although electronic mail is password-
protected, an authorized administrator can read electronic mail and also reset the password. 

3. Desktop Facsimile Use: Copies of all facsimile transmissions are maintained in the facsimile server.  
4. Document Use: Each document stored on District computers has a history that shows which users have 

accessed the document for any purpose. 
4. Internet Use: Internet sites visited, the number of times visited, and the total time connected to each 

site are recorded and periodically monitored. 

D. Deleted Information  
Deleting or erasing information, documents, or messages maintained on the District’s Technology 

Resources is, in most cases, ineffective. All employees should understand that any information kept on the 
District’s Technology Resources may be electronically recalled or recreated regardless of whether it may have 
been “deleted” or “erased” by an employee. Because the District periodically backs up all files and messages, 
and because of the way in which computers reuse file storage space, files and messages may exist that are 
thought to have been deleted or erased. Therefore, employees who delete or erase information or messages 
should not assume that such information or messages are confidential or ever were confidential. If a legal dispute 
arises, or may arise in the future, it may be unlawful to attempt to delete or erase certain information. Employees 
shall fully comply with District policy regarding retention or destruction of information. Notwithstanding the 
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above, the District shall delete personal employee information to the extent required by applicable law, including 
as required by the California Consumer Privacy Act. 

VI. The Internet And On-Line Services  
The District provides authorized employees access to online services such as the Internet. The District expects 
that employees will use these services in a responsible way and for business-related purposes only. Under no 
circumstances are employees permitted to use the District’s Technology Resources to access, download, or 
contribute to Internet sites that contain inappropriate content such as that which is discriminatory, harassing, 
defamatory, obscene, indecent, threatening, or that otherwise could reasonably adversely affect any individual, 
group, or entity. 

Additionally, employees may not use the District’s Technology Resources to post, comment, send, or otherwise 
upload any information to any Web sites or other online groups, including web logs (i.e., “blogs”), social 
networking Web sites, newsgroups, discussion groups, or non-District email groups, except in accordance with 
the District’s Social Media Policy. These actions will likely generate junk electronic mail and may expose the 
District to liability or unwanted attention because of comments or other contributions that employees may 
make. The District strongly encourages employees who wish to access the Internet for non-work-related 
activities to obtain their own personal Internet access accounts that are unaffiliated with the District, and to 
use such accounts at home on their own personal computer without making any reference to the District. 

VII. Online Monitoring  
The District monitors both the amount of time spent using online services and the sites visited by individual 
employees. The District reserves the right to limit such access by any means available to it, including revoking 
access altogether. The District, through technological tools, may also prohibit or limit access to certain Web 
sites considered inappropriate by the District or its technology provider. 

VIII. Confidential Information  
The District is very sensitive to the issue of protection of trade secrets and other confidential and proprietary 
information of the District as well as that of its business partners, vendors, and customers (“Confidential 
Information”). Confidential Information includes all confidential, and personal information covered by the 
District’s guideline in this Manual regarding “District Property; Confidential, And Personal Information.” 
Therefore, employees are expected to use good judgment and to adhere to the highest ethical standards when 
using or transmitting Confidential Information on the District’s Technology Resources. 

Confidential Information should not be accessed through the District’s Technology Resources in the presence of 
unauthorized individuals. Similarly, Confidential Information should not be left visible or unattended. Moreover, 
any Confidential Information transmitted via Technology Resources should be marked with the following 
confidentiality legend: “This message contains confidential information. Unless you are the addressee (or 
authorized to receive for the addressee), you may not copy, use, or distribute 

this information. If you have received this message in error, please advise _________ [employee’s name] 
immediately at _________ [employee’s telephone number] or return it promptly by mail.” 

Employees should adhere to District’s security policy with regard to Confidential Information and take all 
appropriate measures to safeguard the confidentiality and security of such information. Employees should avoid 
sending Confidential Information via unsecure platforms, and should only transmit Confidential Information 
when absolutely necessary and only via approved platforms. Employees should also verify electronic mail 
addresses before transmitting any messages containing Confidential Information. 
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IX. Software Use  

A. License Restrictions  
All software in use on the District’s Technology Resources is officially licensed software. No software 

is to be installed or used that has not been duly paid for and licensed appropriately for the use to which it is 
being put. No employee may load any software on the District’s computers, by any means of transmission, 
unless authorized in writing in advance by the General Manager and thoroughly scanned for viruses or other 
malware prior to installation. 

X. Software For Home Use  
Before transferring or copying any software from a District Technology Resource to another computer or other 
device, employees must obtain written authorization from the General Manager. It is the employee’s 
responsibility to adhere to applicable licensing requirements, including not making or distributing 
unauthorized copies of software to others. Upon departure from the District, it is the employee’s responsibility 
to remove all District software from non-District computers and other devices on which District software has 
been installed. If an employee sells or otherwise transfers out of his or her own possession or control his or 
her own personally owned computer, he or she must first notify the District and work with the District to 
ensure all District data and related software is deleted and/or remediated prior to such sale or other transfer. 
Please ask the Finance Officer for assistance if needed. 

XI. Security  
The District has installed a variety of programs and devices to ensure the safety and security of the District’s 
Technology Resources. Any employee found tampering with or disabling any of the District’s security devices 
will be subject to discipline up to and including termination. Moreover, the District reserves the right to advise 
appropriate legal authorities of any violation of law by an employee that results in the misappropriation, theft, 
or unlawful use of District’s property or proprietary information. 

To maintain the effectiveness of the District’s security measures, employees should use only secure networks 
established by the District to access or use Confidential Information. Such information may not be downloaded, 
stored, or copied onto any non-District equipment or media (including personally owned computer, handheld 
devices, external memory devices, or disks) without prior written approval of the General Manager. If 
Confidential Information is downloaded, stored, or copied onto non-District equipment or media, employees 
must take all appropriate measures to safeguard against loss, theft, damage, or breach of such equipment or 
media. If Confidential Information is downloaded, stored, or copied onto non-District equipment or media, 
employees must permanently delete such information prior to selling or otherwise transferring out of their own 
possession or control such equipment or media. If Confidential Information is downloaded, stored, or copied 
onto non-District equipment or media and an employee resigns, is terminated, or is requested to do so by 
management, the employee must work with the District to identify all such Information and its location, and 
help ensure it is retrieved and/or permanently deleted by the District (or the District’s designated agent. 
Similarly, employees may not send Confidential Information to their personal e-mail accounts, even for work-
related purposes, without prior written approval of the General Manager. 

Any loss or suspected loss of Confidential Information, or any suspicious activity such as external hacking 
attempts or unusual internal activity, should be reported immediately to District management. 

XII. Remote Access To Technology Resources  
The District may, at its sole discretion, provide certain employees with remote access systems such as a laptop, 
smartphone, tablet, or other personal organizer to allow such employees to handle the tasks associated with 
their jobs while working away from the office. Employees must take care to ensure the security of all District-
provided equipment. Employees must not share network passwords or other PINs with anyone. As soon as an 
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employee believes District-provided equipment is lost or that the security and confidentiality of the data on 
that equipment has been compromised, he or she must notify the District. If District-provided equipment is 
lost, or if it is damaged as a result of carelessness, employees may be responsible for replacement fees. The 
District-provided remote access system should only be used for District-related business. The District may 
decide that it is no longer necessary for certain employees to possess a remote access system and their ability 
to use such systems may be discontinued, in which case such employees are expected to return any District-
issued remote access systems in accordance with District’s “District Property” policy.  

The District does not expect or require employees to work on tasks (including e-mail, work product, etc.) during 
meal periods or after scheduled working times. Any and all use of remote access systems shall be made in 
compliance with District’s “Hours Of Work, Overtime, And Pay Day policy.” 

Use of public or home networks, such as unencrypted WiFi networks, can be a threat to the security and 
reliability of the District’s Technology Resources. Accordingly, employees must only access District Technology 
Resources via means that are specifically approved by the General Manager. 

XIII. Electronic Mail Guidelines  
Employees are expected to use sound judgment with respect to use of the District’s electronic mail (“e-  
mail”). All employees should adhere to the following with respect to use of e-mail: 

1. Always ask before sending an e-mail if it is the appropriate medium of communication. When 
communicating about a sensitive subject, consider whether e-mail is the appropriate medium or 
whether using the phone rather than e-mail might be more appropriate (but keep in mind that 
voicemail is similar to e-mail; voicemail may be stored on a computer server and may be forwarded 
to third parties). 

2. Use the “front page” test. Assuming that e-mail is the appropriate medium of communication, each e-
mail should be treated as a formal written document. Do not write anything in an e-mail that could 
not be printed on the front page of the newspaper. Off-the-cuff, sarcastic, or angry comments can 
come back to haunt the author. 

3. E-mail is part of the workplace environment. E-mail containing rude and insensitive comments is not only 
personally embarrassing, but also may serve as the basis for legal liability. Employees and managers should 
exercise the same care and sensitivity in communicating via e-mail as they would when communicating in 
person or in letters. Offensive e-mail received from others should not be forwarded, and the recipient 
should ask the sender to refrain from sending inappropriate e-mail. 

4. Provide context. As with other forms of communication, there is a risk that an e-mail message may 
be taken out of context. To reduce the risk that the message will be taken out of context, consider 
including the original message to which the reply e-mail relates. 

5. Know your audience. When sending an e-mail, always double-check to whom the e-mail is addressed, 
especially when using the “reply to all” button. Ask whether it is appropriate for each addressee to 
receive the e-mail and whether sending the e-mail to a particular addressee will result in the 
unauthorized disclosure of Confidential Information. If in doubt, remove the doubted addressee. 

6. Avoid using a home or personal computer for business purposes. When working remotely, use only 
District-provided devices, unless you have received the written approval from the District. 

XIV. Audits  
The District may perform auditing activity or monitoring to determine compliance with these policies. Audits 
of software and data stored on the District’s Technology Resources may be conducted without warning at any 
time. 
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SOCIAL MEDIA POLICY____________________________________________________ 

I. Statement of Policy  
At the District, we understand that social media can be a fun and rewarding way to share one’s life and opinions 
with family, friends and co-workers around the world. The District respects the right of employees to use them 
as a medium of self-expression. However, use of social media also presents certain risks and carries with it 
certain responsibilities. To assist employees in making responsible decisions about their use of social media, 
the District has established these guidelines for appropriate use of social media. This policy applies to all 
employees who work for the District. All employees need to follow these requirements when posting on social 
media. 

II. Guidelines  
In the rapidly expanding world of electronic communication, social media can mean many things. Social media 
includes all means of communicating or posting information or content of any sort on the Internet, including 
to an employee’s own or someone else’s web log or blog, journal or diary, personal web site, social networking 
or affinity web site, web bulletin board or a chat room, whether or not associated or affiliated with the District, 
as well as any other form of electronic communication. 

The same principles and guidelines found in the District’s policies apply to employees’ activities online. 
Ultimately, employees are solely responsible for what they post online. Before creating online content, 
employees should consider some of the risks and rewards that are involved. Employee conduct that adversely 
affects job performance, the performance of fellow employees or otherwise adversely affects customers, 
suppliers, people who work on behalf of the District or the District’s legitimate business interests may 
result in disciplinary action up to and including termination. 
 

A. Know and follow the rules  
Employees should carefully read these guidelines and the District’s employment policies that address 

social media, including the District Property: Confidential and Personal Information Policy, the External 
Communications Policy, the Equal Employment Opportunity Policy, and the Policy Against Harassment, 
Discrimination, and Retaliation, and ensure their postings are consistent with these policies. Inappropriate 
postings that may include discriminatory remarks, harassment, and threats of violence or similar inappropriate 
or unlawful conduct will not be tolerated and may subject employees to disciplinary action up to and including 
termination. Employees should not have an expectation of privacy with respect to information or 
communications that they post using the District’s computers or networks. The District has the right to monitor 
all activity on its equipment and systems. 

B. Exercise best judgment and discretion  
Employees should always be fair to fellow employees and people who work on behalf of the District. 

Also, employees should keep in mind that they are more likely to resolve work-related complaints by speaking 
directly with co-workers or by utilizing any of the District’s procedures for raising concerns or complaints (i.e., 
the District’s Open Door Policy or Procedure for Reporting Employee Complaints, or for concerns involving 
suspected harassment, discrimination or retaliation, by using the complaint reporting procedure described in 
the Policy Against Harassment, Discrimination, and Retaliation). Nevertheless, if employees decide to post 
complaints or criticism, they should avoid using statements, photographs, video or audio that reasonably could 
be viewed as malicious, obscene, threatening, or intimidating, that might constitute harassment or bullying. 
Examples of such conduct might include offensive posts meant to intentionally harm someone’s reputation or 
posts that could contribute to a hostile work environment on the basis of race, national origin, sex, disability, 
religion or any other status protected by law or District policy. Employees are personally responsible for what 
they post, and the District will not assume any liability for those statements. 
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C. Be honest, accurate and transparent  
Employees should strive to remain honest and accurate when posting information or news, and if they 

make a mistake, they should be open about it and correct it quickly. This includes being open about any 
previous posts they have altered. The Internet archives almost everything; therefore, even removed or deleted 
postings can be searched. Employees should never post any information or rumors that they know to be 
maliciously false about the District, fellow employees or people working on behalf of the District. When using 
social media, employees should comply with the site’s terms of service, acceptable use policy and any other 
posted guidelines. 

D. Post only appropriate and respectful content  
• Employees must maintain the privacy of the District’s non-public, proprietary information. Such 

information may include, but is not limited to, information regarding unreleased financial data, 
potential acquisitions, internal analyses, pricing, etc., ensuring that the list does not reference 
employee personnel or compensation information], and other information pertaining to the 
District’s processes. Employees are prohibited from posting internal reports, memoranda, 
policies, procedures, work product or attorney-client privileged communications or other 
internal, proprietary communications. 

• Employees should not create a link from their blog, website or other social networking site to the 
District’s website without identifying themselves as a District employee. In addition, they must use 
their best judgment and exercise discretion when linking to people on social media sites. Co-
workers and members of the public may see employee connections and make judgments about 
them or their work. 

• Employees must not violate copyright, trade secret, fair use, privacy, libel and defamation, federal 
securities and financial disclosure laws. 

• Employees should express only their personal opinions. They should never represent themselves as a 
spokesperson for the District. Employees are not authorized to speak on behalf of the District unless 
given specific prior written approval from the District. If the District is a subject of the content 
employees are creating, employees should be clear and open about the fact that they are an employee 
and make it clear that their views do not represent those of the District, fellow employees or people 
working on behalf of the District. If employees do publish a blog or post online related to the work 
they do or subjects associated with the District, they should make it clear that they are not speaking 
on behalf of the District. It is best to include a disclaimer such as “The postings on this site are my own 
and do not necessarily reflect the views of the District.” Employees may not promote any of the 
District’s products or services without fully disclosing their relationship with the District. 

• Employees should respect others in the online community. They should not use ethnic or racial 
slurs, or obscenity, and avoid personal attacks or threats. 

• Employees who travel internationally, should be careful to avoid making online comments that are 
openly critical or hostile of the countries to which they plan future travel (including the countries’ 
governments, ruling parties, officials, and religious values), as some governments have criminal 
penalties for such online statements, including imprisonment. 
 

E. Using social media at work  
Employees should refrain from using social media while on work time, unless it is work-related as 

authorized by their supervisor or consistent with the District’s policies. Also, employees may not use the 
District’s email addresses to register on social networks, blogs or other online tools utilized for personal use. 

 
F. Retaliation is prohibited  
The District prohibits taking negative action against any employee for reporting a possible deviation from 

this policy or for cooperating in an investigation. Any employee who retaliates against another employee for 
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reporting a possible deviation from this policy or for cooperating in an investigation will be subject to disciplinary 
action, up to and including termination. Nothing in this policy is intended to discourage or prohibit District 
employees from discussing wages, safety concerns, or terms and conditions of employment with other employees 
or third parties. This Policy will be administered in compliance with applicable laws and regulations. 

 
G. Media contacts  

Employees who are contacted by the media should not speak on the District’s behalf without  
contacting the Assistant General Manager. All media inquiries should be directed to them. 

 
H. Questions regarding this Social Media Policy  

Employees with any questions or who need further guidance should contact the Assistant General 
Manager. 

 
EXTERNAL COMMUNICATIONS________________________________________________  
Occasionally, employees may be contacted by outside sources requesting information about District matters, 
including information regarding current or former employees, District projects, or other workplace issues. In 
order to avoid providing inaccurate or incomplete information to outside sources, and the possible negative 
exposure that may result from providing information about the District to outside sources,] any employee asked 
to speak for or on behalf of the District by any outside source should immediately contact the appropriate District 
official, as detailed below. 

Employees violating this policy may be subject to discipline, up to and including termination of employment. 

A. Media Contacts  
The District will respond to media inquiries in a timely and professional manner only through the designated 

spokesperson. If an employee is contacted by a representative from any media organization (e.g., television, radio, or 
newspaper reporters) to speak for or on behalf of the District, the employee should notify the media representative 
that the employee is not authorized to make a public comment on behalf of the District and immediately refer the 
media representative to the General Manager. No employee may communicate with media agents on behalf of the 
District without prior authorization from the General Manager. 

B. Outside Attorneys and Investigators  
If an employee is contacted by an outside attorney or investigator regarding District business, including 

information regarding current or former employees, District projects, or other workplace issues, the employee 
should inform the inquiring party that he or she is not authorized to speak on behalf of the District and immediately 
obtain the individual’s name and telephone number. The individual’s name and telephone number should then be 
provided to the General Manager. 

C. Employment References and Verifications  
Employees contacted by outside sources requesting an employment reference or employment verification 

for a current or former employee should not provide any information to the requesting individual or organization. 
Instead, employees should refer the requesting individual or organization to the General Manager. No employee, 
other than the General Manager is authorized to provide employment references or employment verifications for 
any current or former employee. The District’s authorized representative(s) may verify dates of employment and last 
position held, but will not disclose any other information unless the current or former employee provides written 
authorization to the District to provide additional detail. 

Nothing in this policy restricts an employee from discussing his or her wages or other terms and 
conditions of employment with coworkers or others, to the extent protected by law. 
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MOBILE DEVICE USAGE POLICY_______________________________________________  
This policy applies to the use of cellular telephones, smart telephones, tablets, personal organizers, or other 
mobile devices, whether personal or provided by the District (collectively, “mobile devices”) while working; the 
personal use of District-provided mobile devices; and the permissible use of mobile devices while driving. 
 

Use of Mobile Devices While Working  
While working, employees are expected to devote their time and attention to performing their job. Excessive 
usage of mobile devices for personal calls, texts, receiving or responding to personal e-mail, or for any other 
personal reason while working, regardless of the device used, can interfere with employee productivity and be 
distracting to others, and for certain positions, can pose a threat to the safety of the employee or others. 

All usage of mobile devices while at work must be in accordance with District policies. 

The District will not be liable for the loss of personal mobile devices brought into the workplace. 

I. Use of District-Provided Mobile Devices  
Where job or business needs require it, the District may issue a mobile device to an employee for work-related 
purposes. Employees who believe that they need a District-provided mobile device for work-related purposes 
should contact the Finance Officer. 

Employees in possession of District equipment, such as mobile devices, are expected to protect the equipment 
from loss, damage, or theft. This provision does not require the employee to purchase insurance for the device, 
and does not hold the employee responsible for normal wear and tear or loss for reasons beyond the employee’s 
control. Upon resignation or termination of employment, or at any time upon request, the employee is expected 
to produce the mobile device for return or inspection of the device and any data stored on it. 

Non-exempt employees who reasonably determine that it is necessary to make or respond to calls after regular 
hours for work-related purposes, whether using a District-provided or personal mobile device or other 
telephone, must promptly record that time as time worked, and will be paid for that time. Nonexempt 
employees should check that such after-hours work complies with District policies regarding working overtime 
hours. 

II. Safe and Lawful Use of Mobile Devices When Driving  
The District strictly prohibits the use of all hands-on mobile devices while operating a motor vehicle when (a) 
the device is used for business reasons while driving at any time, and (b) the device is used while driving on 
District business. This includes use of the device to send or receive calls, e-mails, texts, and other 
communications. Note that in California, use of a hands-on mobile device while driving (whether for work or 
not) may be criminally punished. 

Employees may use hands-free mobile devices while driving, solely for calls, if it is both safe and lawful to do so. 
However, safety must come before all other concerns. Regardless of the circumstances, including slow or 
stopped traffic, employees are strongly encouraged to pull off to the side of the road and safely stop the vehicle 
before placing or accepting a call. If acceptance of a call is unavoidable and pulling over is not an option, 
employees are expected to keep the call short, refrain from discussion of complicated or emotional discussions, 
and keep their eyes on the road at all times. Special care should be taken in situations where there is traffic or 
inclement weather, road construction, or the employee is driving in an unfamiliar area. 
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In situations where job responsibilities include regular driving while making or accepting of business calls, hands-

free equipment will be provided to facilitate the provisions of this policy. 

Employees whose job responsibilities do not specifically include driving, but who are issued a mobile device for 
business use, also are expected to abide by the provisions above. Under no circumstances may employees place 
themselves or others at risk to fulfill business needs. 

Employees who are charged with traffic violations resulting from the use of a mobile device while driving will be solely 

responsible for all liabilities that result from their actions. 

IV. Special Responsibilities for Managerial Staff  
As with any policy, managerial staff members are expected to serve as role models for proper compliance with the 

provisions above and are encouraged to regularly remind employees of their responsibilities in complying with this 

policy. 

V. Compliance   
All usage of mobile devices as addressed in this policy must also be in accordance with all District policies on 

acceptable use, non-harassment/non-discrimination, security, and confidentiality including the Technology Use 

And Security policy, and the section relating to “Remote Access To Technology Resources”. In addition, employees 

must adhere to all federal, state, and local rules and regulations regarding the use of mobile devices while driving. 
 
Violations of this Mobile Device Usage policy will be subject to discipline, up to and including termination. 
 
SOLICITATION, DISTRIBUTION, AND BULLETIN BOARDS____________________________  
Employees may engage in solicitation on District premises only during their nonworking time. Nonworking time 

means time during meals or breaks and before or after work. 

Employees may distribute or circulate non-District written materials only during nonworking time and only in 

nonwork areas. If an employee is not certain whether an area is a work or nonwork area, the employee should consult 

the employee’s immediate supervisor for clarification. 

Solicitation or distribution in any way connected with the sale of any goods or services for profit is strictly prohibited 

anywhere on District property at any time. Similarly, solicitation or distribution of literature for any purpose by non-
employees is strictly prohibited on District property at any time. 

The District has bulletin boards located throughout the facility for the purpose of communicating with employees. 

Postings on these boards are limited to items posted by the District, including statutory and legal notices, safety and 

disciplinary rules, District policies, memos of general interest relating to the District, local operating rules, and other 

District items. All postings require the prior approval of the Finance Officer. No postings will be permitted for any 

other purpose. 
 
PERSONNEL RECORDS______________________________________________________ 
 

A. Personnel Records  
The information in an employee’s personnel file is permanent and confidential, and must be kept up to date. 

Employees should inform the Finance Officer immediately whenever there are changes in personal data such as 

address, telephone number, marital status, number of dependents, and person(s) to notify in case of emergency. 
Employees are also responsible for maintaining a current group life insurance beneficiary designation. 
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Employees have the right to inspect their personnel records at reasonable times and on reasonable notice. In 
addition, employees have the right to request copies of all employment-related documents that they have 
signed. An employee may inspect only his or her own personnel records only in the presence of the Finance 
Officer. 

Personnel files are the property of the District and may not be removed from the District’s premises without 
written authorization from the General Manager. 

B. Payroll Records  
Employees and former employees also have the right to inspect and copy certain District payroll records 

regarding their compensation, and deductions from their compensation, upon reasonable request to the 

District. Employees wishing to review or copy payroll records should notify the Finance Officer  

. WORKPLACE 
61



22 | P a g e  

 

WORKPLACE 
SAFETY 

 
POLICY AGAINST HARASSMENT, DISCRIMINATION, AND RETALIATION______________  

The District is an equal opportunity employer. The District does not discriminate on the basis of actual 
or perceived race (including hair texture, protective hairstyles, including but not limited to such hairstyles as 
braids, locs and twists, and other traits historically associated with race), color, religion and religious creed 
(including religious dress and religious grooming practices), sex (including pregnancy, perceived pregnancy, 
childbirth, breastfeeding, and related medical conditions), reproductive health decision-making, gender, gender 
identity (including transgender identity), gender expression (including transgender expression or because an 
individual has transitioned or is (or is perceived to be) transitioning to live as the gender with which they identify, 
sex stereotyping, national origin, ancestry, citizenship, age (40 years and over), mental disability and physical 
disability (including HIV and AIDS), legally protected medical condition or information (including genetic 
information), protected medical leaves (requesting or approved for leave under the Family and Medical Leave 
Act or the California Family Rights Act, if applicable) or any other protected leave of absence, the use of 
marijuana off the job and away from the workplace, military and/or veteran status, service, or obligation, 
reserve status, national guard status, marital status, domestic partner status, sexual orientation, status as a 
victim of domestic violence, sexual assault or stalking, enrollment in a public assistance program, engaging in 
protected communications regarding employee wages or otherwise exercising rights protected under the 
National Labor Relations Act or California Fair Pay Act, requesting a reasonable accommodation on a protected 
basis such as a disability or sincerely-held religious belief, practice, or observance, refusal to attend any 
employer-sponsored meeting related to religious matters, political matters or matters related to the decision to 
support or not support a labor organization or union, or any other characteristic protected by local, state, or 
federal laws.  Our management team is dedicated to ensuring the fulfillment of this policy with respect to 
recruitment, hiring, placement, promotion, transfer, training, compensation, benefits, Employee activities, 
access to facilities and programs, and general treatment during employment. 

In addition, the District prohibits retaliation against individuals who raise complaints of 
discrimination or harassment or who participate in workplace investigations. 

All such conduct violates District policy. 

A. Harassment Prevention  
The District’s policy prohibiting harassment applies to all persons involved in the operation of the District. 

The District prohibits harassment, disrespectful or unprofessional conduct by any employee of the District, 
including supervisors, managers and co-workers. The District’s anti-harassment policy also applies to vendors, 
customers, independent contractors, unpaid interns, volunteers, persons providing services pursuant to a 
contract and other persons with whom you come into contact while working. 

Prohibited harassment, disrespectful or unprofessional conduct includes, but is not limited to, the 
following behavior: 
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Verbal conduct such as epithets, derogatory jokes or comments, slurs or unwanted sexual advances, invitations, 
comments, posts or messages; 

• Visual displays such as derogatory and/or sexually oriented posters, photography, cartoons, 
drawings or gestures; 

• Physical conduct including assault, unwanted touching, intentionally blocking normal 
movement or interfering with work because of sex, race or any other protected basis; 

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

• Retaliation for reporting or threatening to report harassment; and 

• Communication via electronic media of any type that includes any conduct that is prohibited by 
state and/or federal law or by District policy. 

Sexual harassment does not need to be motivated by sexual desire to be unlawful or to violate this 
policy. For example, hostile acts toward an employee because of their gender can amount to sexual harassment, 
regardless of whether the treatment is motivated by sexual desire. 

Prohibited harassment is not just sexual harassment but harassment based on any protected category. 

B. Non-Discrimination   
The District is committed to compliance with all applicable laws providing equal employment 

opportunities. This commitment applies to all persons involved in District operations. The District prohibits 
unlawful discrimination against any job applicant, employee or unpaid intern by any employee of the District, 
including supervisors and coworkers. 

Pay discrimination between employees of the opposite sex or between employees of another race or 
ethnicity performing substantially similar work, as defined by the California Fair Pay Act and federal law, is 
prohibited. Pay differentials may be valid in certain situations defined by law. Employees will not be retaliated 
against for inquiring about or discussing wages. However, the District is not obligated to disclose the wages of 
other employees. 

C. Anti-Retaliation   
The District will not retaliate against you for filing a complaint or participating in any workplace  

investigation and will not tolerate or permit retaliation by management, employees or co-workers. 

D. Reasonable Accommodation  
Discrimination can also include failing to reasonably accommodate religious practices or qualified 

individuals with disabilities where the accommodation does not pose an undue hardship. 

To comply with applicable laws ensuring equal employment opportunities to qualified individuals with 
a disability, the District will make reasonable accommodations for the known physical or mental limitations of an 
otherwise qualified individual with a disability who is an applicant or an employee unless undue hardship would 
result. 

Any job applicant or employee who requires an accommodation in order to perform the essential functions 
of the job should contact a District representative with day-to-day personnel responsibilities and discuss the need 
for an accommodation. The District will engage in an interactive process with the employee to identify possible 
accommodations, if any, that will help the applicant or employee perform the job. An applicant, employee or unpaid 
intern who requires an accommodation of a religious belief or practice (including religious dress and grooming 
practices, such as religious clothing or hairstyles) should also contact a District representative with day-to-day 
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personnel responsibilities and discuss the need for an accommodation. If the accommodation is reasonable and 
will not impose an undue hardship, the District will make the accommodation. 

The District will not retaliate against you for requesting a reasonable accommodation and will not 
knowingly tolerate or permit retaliation by management, employees or co-workers. 

 

E. Complaint Process  
If you believe that you have been the subject of harassment, discrimination, retaliation or other 

prohibited conduct, bring your complaint to Human Resources Department and the CEO of the District as soon 
as possible after the incident. You can bring your complaint to any of these individuals. If you need assistance 
with your complaint, or if you prefer to make a complaint in person, contact the Human Resources Department. 
Please provide all known details of the incident or incidents, names of individuals involved and names of any 
witnesses. It would be best to communicate your complaint in writing, but this is not mandatory. 

The District encourages all individuals to report any incidents of harassment, discrimination, retaliation 
or other prohibited conduct forbidden by this policy immediately so that complaints can be quickly and fairly 
resolved. 

You also should be aware that the Federal Equal Employment Opportunity Commission and the California 
Department of Fair Employment and Housing investigate and prosecute complaints of prohibited harassment, 
discrimination and retaliation in employment. If you think you have been harassed or discriminated against or 
that you have been retaliated against for resisting, complaining or participating in an investigation, you may file 
a complaint with the appropriate agency. 

Supervisors must refer all complaints involving harassment, discrimination, retaliation or other prohibited 
conduct to the Human Resources Department so the District can try to resolve the complaint. 

When the District receives allegations of misconduct, it will immediately undertake a fair, timely, 
thorough and objective investigation of the allegations in accordance with all legal requirements. The District will 
reach reasonable conclusions based on the evidence collected. 

The District will maintain confidentiality to the extent possible. However, the District cannot promise 
complete confidentiality. The employer’s duty to investigate and take corrective action may require the 
disclosure of information to individuals with a need to know. 

Complaints will be: 

• Responded to in a timely manner; 

• Kept confidential to the extent possible; 

• Investigated impartially by qualified personnel in a timely manner; 

• Documented and tracked for reasonable progress; 

• Given appropriate options for remedial action and resolution; and 

• Closed in a timely manner. 

If the District determines that harassment, discrimination, retaliation or other prohibited conduct has 
occurred, appropriate and effective corrective and remedial action will be taken in accordance with the 
circumstances involved. The District also will take appropriate action to defer future misconduct. 

Any employee determined by the District to be responsible for harassment, discrimination, retaliation or 
other prohibited conduct will be subject to appropriate disciplinary action, up to, and including termination. 
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Employees should also know that if they engage in unlawful harassment, they can be held personally liable for 
the misconduct. 

F. Workplace Bullying  
The District defines bullying as repeated inappropriate behavior, either direct or indirect, whether verbal, 

physical or otherwise, conducted by one or more persons against others, at the place of work and/or in the 
course of employment. All employees must be treated with dignity and respect. 

The purpose of this policy is to communicate to all employees, including supervisors and managers that 
the District will not tolerate bullying behavior. Employees found in violation of this policy will be disciplined, up 
to and including termination. The District considers the following types of behavior examples of bullying: 

Verbal Bullying: slandering, ridiculing or maligning a person or their family, persistent name calling which 
is hurtful, insulting or humiliating; using a person as a butt of jokes; abusive and offensive remarks; malicious 
gossip; yelling, screaming, threatening, and other demeaning behavior and/or comments. 

Physical Bullying: pushing; shoving; kicking; poking; tripping; assault, or threat of physical assault; 
damage to a person’s work area or property. 

Gesture Bullying: non-verbal threatening gestures; glances which can convey threatening messages. 

Cyber Bullying: willful and repeated harm inflicted through the use of computers, cell phones and other 
electronic devices. 

Exclusion: socially or physically excluding or disregarding a person in work-related activities. 
 
DRUG-FREE WORKPLACE___________________________________________________ 

The District takes seriously, and is concerned about the use of alcohol, illegal drugs under state or federal 
law (including marijuana), or controlled substances as it affects the workplace. Use of these substances, whether 
on or off the job can detract from an employee’s work performance, efficiency, safety, and health, and seriously 
impair District operations. In addition, the use or possession of these substances on the job constitutes a 
potential danger to the welfare and safety of other employees and exposes the District to the risks of property 
loss or damage, or injury to other persons. 

Furthermore, the use of prescription drugs and/or over-the-counter drugs also may affect an employee’s 
job performance and may seriously impair the employee’s value to the District. 

Any employee who is using prescription or over-the-counter drugs that may impair the employee’s ability 
to safely perform the job, or affect the safety or well-being of others, must notify a supervisor of such use 
immediately before starting or resuming work. 

The following rules and standards of conduct apply to all employees while on District property, at work 
or working on District business. The following are strictly prohibited by District policy: 

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

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

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

Violation of these rules and standards of conduct will not be tolerated. The District may also bring the 
matter to the attention of appropriate law enforcement authorities. 

 

65



26 | P a g e  

 

DRUG TESTING 
 
Reasonable Suspicion Testing: 

If a supervisor or manager has a reasonable suspicion that the employee is working in an impaired 
condition or otherwise engaging in conduct that violates this Policy, the employee will be asked about any 
observed behavior and offered an opportunity to give a reasonable explanation. If the employee is unable to 
explain the behavior, they will be asked to take a drug test in accordance with the procedures outlined below. 

 
If the employee refuses to cooperate with the administration of the drug test, the refusal will be handled 

in the same manner as a positive test result. 
 
Procedures for Drug Testing: 

The District will refer the applicant or employee to an independent medical clinic or laboratory, which 
will administer the test. The District will pay the cost of the test and reasonable transportation costs to the testing 
facility. The employee will have the opportunity to alert the clinic or laboratory personnel to any prescription or 
non-prescription drugs that they have taken that may affect the outcome of the test. All drug testing will be 
performed by urinalysis. Initial screening will be done by a qualified testing facility. 

The clinic or laboratory will inform the District as to whether the applicant passed or failed the drug test. 
An employee who fails the test will be considered to be in violation of this Policy and will be subject to discipline 
accordingly. 

Acknowledgment and Consent: 
Any employee subject to testing under this policy will be asked to sign a form acknowledging the 

procedures governing testing, and consenting to (1) the collection of a urine sample for the purpose of 
determining the presence of alcohol or drugs, and (2) the release to the District of medical information regarding 
the test results. Refusal to sign the agreement and consent form, or to submit to the drug test, will result in the 
revocation of an applicant’s job offer, or will subject an employee to discipline up to and including termination. 

Confidentiality:  
All drug testing-records will be treated as confidential. 

In order to enforce this policy, the District reserves the right to conduct searches of District property or 
employees and/or their personal property and to implement other measures necessary to deter and detect abuse 
of this policy. 

An employee’s conviction on a charge of illegal sale or possession of any controlled substance while off 
District property will not be tolerated because such conduct, even though off-duty, reflects adversely on the 
District. In addition, the District must keep people who sell or possess controlled substances off District premises 
in order to keep the controlled substances themselves off the premises. 

The District will encourage and reasonably accommodate employees with alcohol, marijuana or drug 
dependencies to seek treatment and/or rehabilitation. Employees desiring such assistance should request a 
treatment or rehabilitation leave. The District is not obligated, however, to continue to employ any person whose 
performance of essential job duties is impaired because of drug, alcohol or marijuana use, nor is the District 
obligated to re-employ any person who has participated in treatment and/or rehabilitation if that person’s job 
performance remains impaired as a result of dependency. 

Additionally, employees who are given the opportunity to seek treatment and/or rehabilitation, but fail 
to successfully overcome their dependency or problem, will not automatically be given a second opportunity to 
seek treatment and/or rehabilitation. This policy on treatment and rehabilitation is not intended to affect the 
District’s treatment of employees who violate the regulations described previously. Rather, rehabilitation is an 
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option for an employee who acknowledges a chemical dependency and voluntarily seeks treatment to end that 
dependency. 

 
SPECIAL COVID-19 POLICY________________________________________________  
In accordance with federal, state and local guidelines, District has implemented a COVID-19 Prevention Program 
(“CPP”). Employees will separately receive a copy of District’s latest CPP which will be regularly updated with 
suggested guidance from the CDC, Cal/OSHA, the CDPH and other health administrations. 
Employees are encouraged to download the Centers for Disease Control and Prevention (“CDC”) Mobile 
Application on their smart phone, which has the latest information about COVID-19 and a Coronavirus Self-
Checker employees can use. The app is available at: https://www.cdc.gov/mobile/applications/ 
cdcgeneral/promos/cdcmobileapp.html. Employees should also review COVID-19-related health information 
from CDC equivalents including the California Department of Public Health and local health departments. 

 
VIOLENCE IN THE WORKPLACE___________________________________________ 

I. Statement of Policy  
The District recognizes that workplace violence is a concern among employers and employees across the country. 
The District is committed to providing a safe, violence-free workplace. In this regard, the District strictly prohibits 
employees, consultants, customers, visitors, or anyone else on District premises or engaging in a District-related 
activity from behaving in a violent or threatening manner. Moreover, the District seeks to prevent workplace 
violence before it begins and reserves the right to address certain behaviors, even in the absence of violent 
behavior. 

The District believes that prevention of workplace violence begins with recognition and awareness of potential 
early warning signs and has established procedures for responding to any situation that presents the possibility 
of violence. 

II. Workplace Violence Defined  
Workplace violence is any act or threat of physical violence, harassment, intimidation, or other threatening 
disruptive behavior that occurs at the worksite, ranging from threats and verbal abuse to physical assaults and 
even homicide, that can affect and involve employees, clients, customers and visitors. For example, workplace 
violence includes, but is not limited to, the following: 

• Threats of any kind; 
• Threatening, physically aggressive, or violent behavior, such as intimidation of or attempts to instill 

fear in others; 
• Other behavior that suggests a propensity towards violence, which can include belligerent speech, 

excessive arguing or swearing, sabotage, or threats of sabotage of District property, or a 
demonstrated pattern of refusal to follow District policies and procedures; 

• Defacing District property or causing physical damage to the facilities; or 
• With the exception of security personnel, bringing weapons or firearms of any kind on District 

premises, in District parking lots, or while conducting District business. 

III. Reporting  
If any employee observes or becomes aware of any of the above-listed actions or behavior by an employee, 
customer, consultant, visitor, or anyone else, he or she should notify their Supervisor or the General Manager 
immediately. 
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Further, employees should notify the General Manager if any restraining order is in effect, or if a potentially 
violent nonwork-related situation exists that could result in violence in the workplace. No adverse employment 
action will be taken against an employee because he or she notifies the District of a potentially violent non-work 
situation. 

IV. Investigation  
All reports of workplace violence will be taken seriously and will be investigated promptly and thoroughly. In 
appropriate circumstances, the District will inform the reporting individual of the results of the investigation. To 
the extent possible, the District will maintain the confidentiality of the reporting employee and of the 
investigation. The District may, however, need to disclose results in appropriate circumstances, for example, in 
order to protect individual safety. The District will not tolerate retaliation against any employee who reports 
workplace violence. 

V. Corrective Action and Discipline  
If the District determines that workplace violence in violation of this policy has occurred, the District will take 
appropriate corrective action and will impose discipline on offending employees. The appropriate discipline will 
depend on the particular facts but may include written or oral warnings, probation, reassignment of 
responsibilities, suspension, or termination. If the violent behavior is that of a non-employee, the District will 
take appropriate corrective action in an attempt to ensure that such behavior is not repeated. 

Under certain circumstances, the District may forego disciplinary action on the condition that the employee takes 
a medical leave of absence. In addition, the District may request that the employee participate in counseling, 
either voluntarily or as a condition of continued employment. 

VI. Employee Assistance Program  
Any employee who believes that he or she may have a problem that could lead to violent behavior is encouraged 
to use the District’s Employee Assistance Program. The EAP is a professional, confidential counseling service that 
is available to all personnel and members of their household to assist in resolving emotional difficulties, marital 
and family conflict, stress, chemical dependency, conflicts at work, and other concerns. The EAP counselor can 
help to clarify a problem and to develop an action plan during the counseling session. EAP services are prepaid 
by the District. 

Further information regarding the District’s Employee Assistance Program may be obtained from your supervisor 
or from the Finance Officer. 
 
SAFETY POLICY AND PROGRAM______________________________________________ 

Statement of Policy  
The health and safety of the District’s employees is our first concern. To this end, the District is committed to 
providing and maintaining a safe and healthful work environment for all employees. As part of this commitment, 
the District has an established Injury and Illness Prevention Program (“IIPP”). Every employee will receive health 
and safety training as part of the IIPP, as well as a copy of the District’s General Safety Rules. A complete copy of 
the IIPP is kept by the Finance Officer, and is made available to employees upon request in accordance with the 
law. 

Reporting Concerns of Workplace Hazards, Injuries, and Accidents   
Every employee shares the following responsibilities under this policy. 
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1. Each employee is required to know and comply with the District’s General Safety Rules and to follow 
safe and healthy work practices at all times. Employees may be subject to discipline for engaging in 
any unsafe or unhealthy work practice or for violating established safety rules. 

2. Each employee is required to report immediately to their supervisor any potential health or safety 
hazards, and all work injuries or accidents. 

3. Any employees who believe that their work requires them to be in an area or workspace that is unsafe 
or unhealthy in any way, or that such circumstances exist for another employee, must immediately 
notify the Finance Officer. 

Importantly: The District does not require nor permit employees to go or be in any area or workspace that is not 
safe and healthful. 

First aid supplies are located in the service trucks, at the District office and at the District shop. The location of 
the nearest doctor and/or medical facility is posted at the District office and shop. 

Prohibition of Retaliation Against Employees for Reporting Suspected Safety and Health Policy Violations   
The District prohibits discharge, demotion, discipline, or any other form of retaliation because an employee 
reported concerns of possible violations of safety and health policies or engaged in any other protected behavior. 
Anyone who suspects that they are the target of such retaliatory action must immediately notify the Finance 
Officer. 
 
SMOKING_________________________________________________________________ 
The District prohibits smoking including e-cigarettes and vaping in the workplace except in designated smoking 
areas. 
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COMPENSATION 
BENEFITS 

 
PERFORMANCE AND PAY REVIEW___________________________________________ 

I. Performance Reviews  
The District will attempt to conduct periodic performance reviews for employees. Hourly and salaried non-
exempt employees generally receive performance evaluations once every year. Exempt employees generally 
receive performance evaluations annually. 

The purposes of the review are to evaluate the employee’s current level of performance, to examine the 
progress made since the last review, and to establish goals for the employee’s next review. During their 
performance reviews, employees are encouraged to discuss any issues raised, as well as any opportunities for 
advancement, training or career development within the District. 

After receiving their performance evaluations, employees will be required to sign the evaluation acknowledging 
that they have received the evaluation and are aware of its contents. A copy of the performance evaluation will 
then be placed in the employee’s personnel file. 

II. Wage Adjustments  
Satisfactory performance reviews will not necessarily result in wage increases. Likewise, unsatisfactory 

performance reviews typically will not result in wage decreases. Rather, wage adjustments may be made at any 

time in the sole discretion of the District and depend on a number of factors, including, for example, 

performance, productivity, seniority, and other lawful factors contemplated by the District. 

 

III. Wage Transparency 
Pursuant to California’s Pay Transparency for Pay Equity Act, the District will provide the following: 

• To applicants who have completed an initial interview and upon request - A pay scale showing the 
salary or hourly wage range for the position for which the applicant interviewed; 

• To current employees upon request – A pay scale showing the salary or hourly wage range what the 
District reasonably expects to pay for the requesting employee’s currently-held position 

• In all job postings – A pay scale showing the salary or hourly wage range the District reasonably expects 
to pay for the position posted. 

Additionally, the District will maintain records showing all employees’ job titles and salary histories during their 
employment with the District and for three years thereafter. 
 

  

70



31 | P a g e  

 

HOURS OF WORK, OVERTIME, AND PAY DAY__________________________________ 
 
I. Work Hours  

A. Hours of Work  
For office employees, work hours are from 7 a.m. to 3:30 p.m., Monday through Thursday, and 7 a.m. 

to 12 p.m. on Friday. For the sewer crew, work hours are from 6 a.m. to 2:30 p.m., Monday through Friday, 
subject to adjustment during the summer for heat conditions. The District reserves the right to modify 
employees’ starting and quitting times and the number of hours worked. 

 
B. Workweek and Workday  

Each workweek begins at 12:00 a.m. on Monday and runs through 11:59 p.m. on Sunday. The 
workday is a 24-hour consecutive period beginning at 12:00 a.m. 
 

C.  Day of Rest  
The District provides all employees at least one day’s rest in each workweek. Employees are  
entitled, encouraged, and expected to take their days of rest provided under this policy. 

 
Exceptions to the day-of-rest requirement will be made only in the following situations: 

• When employees work no more than six hours on any one day, and no more than 30 hours total, in 
the workweek. 

• When employees are required to work on emergencies. 
• When the nature of the employment reasonably requires employees to work seven or more 

consecutive days, if in each calendar month the employee receives the equivalent of one day’s rest for 
every seven days worked (i.e., total month’s calendar days divided by seven equals the number of 
required rest days for that month). 

 
No supervisor or manager may impede or discourage employees from taking their days of rest provided under 
this policy. Employees who believe that they were not provided a day or days of rest that comply with this 
policy should inform their supervisor or manager, and (if not corrected) Talent Management immediately. 
 

D. Recording All Time Worked/Timekeeping  
Employees are expected to be on time daily and remain on the job throughout the regularly scheduled work 
day. 
 
Nonexempt employees are required to accurately record and save all actual time worked (including when they 
begin and end each work day, the time they begin and end an unpaid meal or rest break, and any overtime 
hours) on each day that they have any time worked using the District’s official timekeeping system. Nonexempt 
employees and exempt employees must accurately record and save their absences and use of vacation and 
sick time using the District’s official timekeeping system. 
 
Employees must complete their own timekeeping records, as described above. Time worked and absences may 
not be recorded by another person on behalf of an employee. Any changes made to an already-submitted 
timesheet must have a documented reason and must be approved by both the employee and the supervisor. Only 
an employee’s direct supervisor or the District administrator can make adjustments to timekeeping records, and 
only after any such changes have been authorized by the employee in writing. 
 
Nonexempt employees are prohibited from working “off the clock,” meaning working time that is not recorded 
for payroll purposes. Any non-exempt employee who believes that he or she is expected to or has been asked 
to work without recording his or her time/“off-the-clock” must immediately contact the Finance Officer. 
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Falsifying time records is a breach of District policy and can be grounds for disciplinary action, up to an 
including an unpaid suspension or discharge. 

E. On Call
Employee assigned to On Call will be paid at the rate of One Hundred Seventy-Five Dollars ($175.00) for a one 
(1)week period effective from Monday at 2:30 p.m. to the following Monday at 6:00 a.m. An employee on call
must respond to the call for service by telephone, email, or other commonly used means, between 30 and 45
minutes from receipt of the call; however, such time may be extended upon mutual consent of the employee
and Supervisor. Other than the response time described above, the on call employee is free to use the off time
duty without reservation. All time spent on the call for service shall be compensable. Time worked includes a
reasonable time for travel both to and from worksite. Employees shall keep accurate records of time worked
when on call and report such time to the District.

II. Meal and Rest Periods
A. Rest Periods
The District authorizes and permits nonexempt employees working at least three and one-half hours

in a day to take a ten-minute, off-duty, uninterrupted paid rest period for each four hours worked or major 
fraction thereof. The 10 minutes do not include the reasonable time it takes to walk to and from the closest 
break area (whether or not the employee takes his or her break in that break area). Employees who work more 
than six hours in a day are authorized and permitted to take a second off-duty, uninterrupted rest period. 
Employees who work more than 10 hours in a day are authorized and permitted to take a third off-duty, 
uninterrupted rest period. Employees should take their rest periods in the middle of each work period to the 
extent it is practicable to do so, and not combine them with meal periods or skip them to leave work early. 

Employees who believe that they were not provided the opportunity to take all rest periods authorized and 
permitted under this policy should inform their supervisor or manager, and (if not corrected) the Finance 
Officer immediately. 

B. Meal Periods
The District provides employees who work more than five hours in a day with an unpaid 30-minute, 

uninterrupted meal period starting no later than the end of the fifth hour of work. The District provides 
employees who work more than 10 hours in a day with a second unpaid 30-minute, uninterrupted meal period 
starting no later than the end of the 10th hour of work. Employees who work no more than six hours in a day 
may waive the first meal period. Employees who work no more than 12 hours in a day may waive the second 
meal period if they took their first meal period. 

Employees who believe that they were not provided a meal period that complies with this policy should inform 
their supervisor or manager, and (if not corrected) the Finance Officer immediately. 

C. Meal and Rest Periods Are Encouraged
Employees are entitled, encouraged, and expected to take all meal periods provided under this policy 

and not waived, and all rest periods provided under this policy. During meal periods and rest periods, the 
District will relieve employees of all duty and will not exercise control over employees’ activities. Employees 
are free to spend their meal period and rest period time as they choose, and are not required to remain on-
premises or “on-call” during off-duty meal periods and rest periods. Employees who have work-issued pagers 
or phones should turn those devices off while taking meal periods and rest periods. 

No District manager or supervisor may impede or discourage employees from taking meal periods and rest 
periods provided under this policy. 
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D. Cool-Down Recovery Periods  
Employees who work outdoors are entitled, encouraged, and expected to take cool-down rest breaks 

in fixed, shaded areas whenever needed to prevent heat illness. These “cool-down” periods shall last five 
minutes, or until such time as the employee feels ready to resume his or her work duties and exhibits no signs 
or symptoms of heat illness. 
 
These breaks are provided in addition to Employees’ regular, ten-minute rest periods. Employees who believe 
that they were not provided a recovery period that complies with this policy should inform their supervisor or 
manager, and (if not corrected) Talent Management immediately. 
 
III. Overtime Pay 

A. Overtime Definition and Rates of Pay  
All nonexempt employees who work more than eight (8) hours in one workday or more than forty (40) 

hours in one workweek will receive overtime pay computed as follows: 
• Overtime at the rate of 1.5 times the employee’s regular rate of pay for all hours worked in excess of 

forty (40) in any one workweek. 
• Overtime at the rate of 1.5 times the employee’s regular rate of pay for the hours worked in excess of 

eight (8) hours in any one workday up to twelve (12) hours, and for the first eight (8) hours worked on 
the seventh day of work in any one workweek. 

• Overtime at the rate of double the employee’s regular rate of pay for all hours worked in excess of twelve 
(12) in one workday, and for all hours worked in excess of eight (8) on the seventh day of work in one 
workweek. 

 
Overtime will be computed on actual minutes worked, adjusted to the nearest 15-minute increment. 
 
Only those hours that are actually worked are counted to determine an employee’s overtime pay. Compensated 
holidays, for example, are not hours worked and therefore are not counted in making overtime calculations 
unless the employee actually worked on the holiday. 
 
There may be exceptions to the above overtime computations for nonexempt employees who are subject to 
an Alternative Workweek Schedule. 
 

B. Workweek and Workday  
For purposes of calculating overtime, each workweek begins on Sunday and each workday begins at 

12:01 a.m., unless otherwise provided. 
 

C. Pre-Authorization  
Nonexempt employees may not work overtime without the express prior approval of their  

supervisor, absent an emergency. 
 

D. Makeup Time  
Nonexempt employees may make up work time that is or would be lost as a result of personal 

obligations if the time is made up during the same workweek in which the work time is lost. A nonexempt 
employee will be permitted to make up work time only if the employee submits a signed written request to 
make up the lost time and the employee’s direct supervisor approves the request in advance. Nonexempt 
employees will not be paid overtime for performing makeup work unless they work more than 11 hours in a 
workday or more than 40 hours in the workweek. 
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IV. Other Types of Pay 
A. Reporting Time Pay  

Nonexempt employees who report to work at the District’s request, but are furnished less than half of 
their usual or scheduled day’s work, will be paid for half the usual or scheduled day’s work, but not less than 
two hours’ pay or more than four hours’ pay at their regular rate, without regard to the number of hours they 
actually worked, unless the reasons for the lack of work are beyond the District’s control. Reporting time pay 
will not be paid to an employee on paid standby status who is called to perform assigned work at a time other 
than the employee’s scheduled reporting time. Reporting time hours are not counted as “hours worked” for 
overtime purposes beyond the time in which work actually is performed. For example, if an employee who is 
scheduled to work an eight-hour shift is sent home after three hours, the employee will receive four hours’ pay 
for that day, but the fourth hour of reporting time pay will not be treated as time worked for overtime purposes. 

 
B. Callback Pay  

A nonexempt employee who is called back for a second work period in a workday and is given less than 
two hours’ work will be paid a minimum of two hours’ pay at the employee’s regular rate of pay for the second 
work period, without regard to the number of hours actually worked, unless the reasons for any failure to furnish 
two hours of work are beyond the District’s control. Callback time is not counted as “hours worked” for overtime 
purposes beyond the time in which work actually is performed. 

 
C. Shift Premium/Nonexempt Employees  
The District reserves the right to establish shifts of work. Employees are assigned to a scheduled 

workweek and shift when hired by the District. These assignments may change during the course of 
employment. When there are changes in an employee’s workweek or shift assignment, the employee will 
receive a minimum of five working days’ notice. 

 
Employees assigned to a shift other than the first shift (day shift) are paid a shift differential in addition to their 
regular base rate of pay. Employees assigned to work on the second shift (swing shift) are paid at their regular 
base rate plus a ten percent (10%) differential. Employees assigned to work on the third shift (night shift) are 
paid their base rate plus a fifteen percent (15%) differential. Employees who are called to work prior to the 
start of their assigned shift, or who work into the shift following their assigned shift, will be paid the shift 
differential, if any, applicable to their assigned shift for all hours worked that workday. The shift differential is 
included in an employee’s regular rate of pay for the purposes of calculating overtime compensation. 
 

D. Split-Shift Premium  
Nonexempt employees who work a District-established split shift will receive one additional hour’s pay 

at the minimum wage for that workday subject to a credit or offset to the extent their total wages for the day 
exceed the applicable minimum wage. The additional hour of compensation for the split shift is not counted as 
“hours worked” for purposes of calculating overtime compensation. 

 
E. Holiday Pay  
Eligible employees are paid their regular straight-time wages for District-paid holidays as set forth under 

the guideline entitled “Holidays.” To receive holiday pay, the employee generally must work the regularly-
scheduled workdays preceding and following the District holiday, or receive prior approval from his or her 
supervisor to take the time off. Nonexempt employees who work during a District-paid holiday are paid at 11/2 
times their regular base rate for all hours worked up to 12 hours (double time for hours worked in excess of 12 
hours), in addition to receiving the holiday pay specified above. 

 
F. Pay Advances  
If an employee wishes to be paid in advance for vacation or because of emergency circumstances, a Pay 
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Advance Request form must be completed and submitted to the Finance Officer. A vacation pay advance will be 
made only if the employee will be on vacation on the regularly scheduled payday(s) and only if the employee 
submits a request at least three weeks prior to the beginning of the vacation. 

 
V. Time and Place for Payment of Wages  

A. Regular Pay Days  
Employees are paid weekly, every Thursday. Employees must complete their time cards in a timely 

manner to ensure that they are paid for all hours worked. If a pay day falls on a holiday, employees will receive 
pay on the preceding workday. For employees who are not on direct deposit, checks are distributed at the 
District office on the date assigned for payment. If the employee is absent when the paycheck is distributed, 
the employee may claim the paycheck from the Finance Officer upon returning to work. 

 
B. Payment on Resignation, Termination, or Completion of Assignment or Term  

If an employee resigns, his or her paycheck will be available on the final day of work, provided the 
employee has given at least 72 hours’ prior notice. If an employee resigns without giving 72 hours’ notice,  his 
or her paycheck will be made available at the office at which the employee was performing services within 72 
hours after the employee gives notice of the resignation, unless the employee requests in writing that his or 
her final paycheck be mailed, in which case the District will mail the final paycheck within three days after the 
employee gives notice. Employees who are terminated involuntarily will be paid on the day of the discharge. If 
an employee is hired for a specific assignment or otherwise has a defined term of employment, his or her 
paycheck will be available upon the completion of the assignment or employment term. In all cases, employees’ 
final paychecks will include payment for all wages owed and any accrued but unused vacation time. 

 
EMPLOYEE BENEFITS______________________________________________________ 
The District provides benefits for eligible employees, generally its regular full-time employees, as described in 
general terms below. The terms on which benefits are made available to employees are set forth in the 
governing plan documents. In the event of a conflict between the following descriptions and the terms of the 
plan documents, the plan documents will control. This Handbook is not a plan document and does not create 
any enforceable rights with respect to benefits or otherwise. The District reserves the right to eliminate or 
modify any of its benefits at any time without prior notice. 

 
I. Insurance Benefits  

A. Workers’ Compensation Insurance  
The District carries workers’ compensation insurance coverage as required by law to protect employees 

injured on the job. This insurance provides coverage for certain medical, surgical, and hospital treatment in 
addition to payment for a portion of any lost earnings that result from work-related injuries. Compensation 
payments generally begin on the first day of an employee’s hospitalization or on the fourth day following the 
injury if an employee is not hospitalized. The cost of this coverage is paid completely by the District. 

 
B. State of California’s Disability Insurance Benefits and Paid Family Leave Benefits  

The California State Disability Insurance (“SDI”) program administered by an agency called the 
Employment Development Department (“EDD”) provides two types of wage replacement benefits to eligible 
workers who need time off from work in certain situations: (1) Disability Insurance (“DI”) benefits and (2) Paid 
Family Leave (“PFL”) benefits. Both types of benefits are funded by mandatory “SDI” taxes deducted from each 
employee’s pay and then paid by the District to the EDD which deposits them into a state fund in each 
employee’s name. 
 
Importantly, neither of these benefits entitles employees to a leave of absence or to job security. They are 
monetary payments. Employees should contact the Finance Officer to learn about possible leaves of absences 
applicable to them. 
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DI benefits: DI benefits provide partial wage replacement benefits to eligible workers, for up to one year 
or until the maximum benefit is exhausted, who are unable to work due to a non-work related illness, injury, or 
pregnancy. Generally, employees must have an illness or injury preventing them from performing their regular 
work duties for more than 7 calendar days (though this 7-day waiting period may be waived if an employee is in 
the hospital on the first day of disability or disabled longer than 22 days). 

 
PFL benefits: PFL benefits provide partial wage replacement benefits to eligible workers, for up to 8 

weeks in any 12-month period, who are (separately) approved to take a leave of absence in order to care for a 
seriously ill or injured family member or for bonding with a minor child within one year of the birth or placement 
of the child in connection with foster care or adoption. Generally, to be eligible, employees must be unable to 
work for the following reasons: (1) to care for a seriously ill child, grandchild, spouse, domestic partner, sibling, 
parent, parent-in-law, or grandparent; (2) to bond with a child after the birth of a child to the employee or the 
employee’s domestic partner; or (3) after the adoption by or the foster care placement of a child with the 
employee or the employee’s domestic partner. The state imposes a seven-day, non-payable waiting period at 
the beginning of the claim period. Employees may use any accrued but unused vacation or PTO benefits during 
this period but are not required to do so. 

 
The State of California administers these benefits. Consequently, the State, not the District, makes all 
determinations, including about benefit amounts and whether an employee is eligible. For more information, 
visit www.edd.ca.gov.  
 

C. Medical, Dental, and Vision Insurance  
All employees classified by the District as regularly working at least 30 hours per week and their 

dependents currently are eligible to participate in the District’s medical, dental, and vision insurance plans upon 
completion of the 90-day probationary period. The District currently pays the premiums for this coverage for 
eligible employees and their dependents. The term “dependent” includes your registered domestic partner, if 
any. If you believe that you regularly work at least 30 hours per week and have not been offered coverage, 
please contact Finance Officer. 

 
D. Life Insurance  

All employees classified by the District as regular full-time employees currently are eligible for group 
life insurance upon completion of the 90-day probationary period. You may be taxed on a portion of the value 
of this coverage under IRS rules. The premiums for this coverage currently are paid by the District. 

 
E. Premium Payments for Employees on Leave  

The District will pay the employer’s portion of premiums for continuation of District-sponsored group 
health plan benefits during the first 12 weeks of any authorized leave. Thereafter, the employee may only 
continue coverage under the Consolidated Omnibus Budget Reconciliation Act of 1985 (“COBRA”) and, if 
applicable, the California Continuation of Benefits Replacement Act (“Cal-COBRA”) and must pay the full cost 
of doing so. If an employee is on an approved statutory family or medical leave, the District will permit the 
employee to continue coverage under District-sponsored group health plans by paying only the amount 
charged to similarly-situated active employees. If an employee does not return to work at the expiration of any 
such leave, regardless of whether such employee continued coverage during the leave, the employee normally 
will be eligible to elect COBRA continuation coverage with respect to District-sponsored group health plans, 
with the COBRA qualifying event normally being the expiration of the leave. 

 
F. Conversion/Post-Employment Insurance Options  

Pursuant to COBRA (and Cal-COBRA) eligible employees and their dependents may be entitled to 
continue medical, dental, vision [and health flexible spending account] coverage after employment with the 
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District ceases or certain other qualifying events occur. COBRA information is provided separately. In addition, 
you also can contact the Finance Officer to obtain COBRA information. 

 
G. Insurance Coverage Information  

Eligibility requirements and further information concerning insurance coverage are fully explained in the 

applicable plan documents, summary plan descriptions, and any applicable summaries of material modification, 

available from the Finance Officer. In all cases, however, the applicable plan document controls over any summary 

or other communication for purposes of determining your rights and benefits. 

II. Retirement Program  
Employees of the District may be eligible for retirement benefits through CalPERS. 

For information about the retirement plan, employees should refer to the official plan document, the summary plan 

description, and any applicable summaries of material modification, available from the Finance Officer or HR. 
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HOLIDAYS________________________________________________________________ 
The District observes the following standard holidays each year: 

Dr. Martin Luther King Jr’s Birthday 

Good Friday 

Independence Day 

Veteran’s Day 

 Christmas 

Employee Birthday

New Year’s Day 

President’s Day 

Memorial Day 

Labor Day 

Thanksgiving  

Friday After Thanksgiving
  

Eligible employees will receive a day off on each of the holidays listed above. 

A. Eligibility
Unless otherwise provided in this policy, all regular full-time employees will receive time off with pay at

their normal base rate for each District-observed holiday. Part-time and temporary employees are not eligible 
for paid holiday benefits. The District reserves the right to determine how many and which holidays will be paid 
per year. Moreover, all employees are ineligible for holiday benefits while they are on a leave of absence. To 
receive holiday pay, the employee generally must work the regularly-scheduled workdays preceding and following 
the District holiday, or receive prior approval from his or her supervisor to take the time off. 

B. Weekends and Vacations
Holidays falling on Saturdays will normally be observed on the preceding Friday. Holidays falling on

Sundays will normally be observed on the following Monday. Holidays that occur during an eligible employee’s 
vacation will not be counted as vacation days taken. 

C. Pay In Lieu of Time Off
The District may, in its sole discretion, require some or all employees to work on District-observed

holidays, in which case the District will provide pay in lieu of time off. 

TIME OFF/ 

LEAVES OF ABSENCE/ 

ACCOMMODATIONS 
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D. Rate of Pay  
Eligible nonexempt employees required to work on a District-observed holiday will be paid at 11/2 times 

their normal base rate for all hours worked, plus (for regular full-time employees) 8 hours of straight-time pay 
for the holiday. Double time will be paid for all hours worked in excess of 12 hours on a holiday. 

 
VACATION POLICY________________________________________________________ 
The District provides vacation benefits to eligible employees to enable them to take paid time off for rest and 
recreation. The District believes that this time is valuable for employees in order to enhance their productivity 
and make their work experience with the District personally satisfying. 
 

A. Vacation Accrual  
All regular full-time employees start accruing vacation benefits upon hire and may use their  accrued 
vacation benefits upon completion of the 90-day probationary period. 
 
Vacation accrues according to the following schedule: 

Total Years of  
Continuous Service 

Vacation Accrual Rate  
Per Pay Period 

Total Vacation Days  
That Accrue Per Year 

Date of hire through  
tenth year 

1 day for each month 12 days per year 

Eleventh year through 
Fifteenth year 

1.25 days per month 15 days per year 

Sixteenth year and  

thereafter 
1.5 days per month 18 days per year 

 

B. Part-Time and Temporary Employees  
Regular part-time employees and temporary employees do not accrue vacation benefits. 

C. Maximum Accrual  
Vacation accruals may not exceed 1.5 times an employee’s current annual entitlement (e.g., 30 days for 

an employee with more than six years of service). Once this maximum is reached, all further accruals will cease. 
Vacation accruals will recommence after the employee has used his or her vacation time and his or her accrued 
hours have dropped below the maximum. 

 

D. Pay in Lieu of Vacation  
No employee will receive pay in lieu of vacation except on the termination of his or her employment, as 

described below, unless the employee has deferred his or her vacation at the District’s request. 

E. Vacation Accrual During Leaves of Absence  
 Employees do not accrue vacation during an unpaid leave of absence or while on disability salary 
continuation. Vacation accruals recommence when the employee returns to work. 

F. Vacation Pay Upon Separation From District  
Upon separation of employment, whether voluntary or involuntary, employees will be paid all accrued 
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but unused vacation through their last day worked at their base rate of pay as of the time of separation. Although 
employees ordinarily accrue vacation benefits every pay period, a separating employee will be deemed to accrue 
vacation daily through the employee’s last day of employment. 

G. Vacation Approval  
All vacations must be approved in advance by the employee’s supervisor. 

H. Vacation Scheduling  
Scheduling of vacations is to be done in a manner consistent with the District’s operational requirements. 

Employees should submit their vacation requests to their immediate supervisor for approval at least two weeks 
prior to the commencement of a vacation period. In the event that two or more employees have requested 
vacations covering the same period and may not be absent simultaneously, preference shall be given to the 
employee with the greater length of service. Employees who are not on direct deposit and who wish to receive 
their pay prior to going on vacation must make a pay advance request at least three weeks in advance. Subject 
to supervisor approval, an employee may otherwise schedule and take vacation at any time once it has accrued. 

I. Vacation Use and Carryover  
Employees are encouraged to use their vacation days. Any unused vacation days as of the end of the 

calendar year will, subject at all times to the applicable maximum accrual amount, carry over to the next calendar 
year. 

J. Vacation Advances  
An employee is not permitted to borrow on future accrual of vacation benefits. In no case may new 

employees borrow or take vacation time before they become eligible to accrue vacation, as described above. 
Employees who use any vacation days before they have been accrued and then leave the employ of the District 
must repay any overdrawn amount to the District at the time of termination. 

K. Holidays Occurring During Vacation  
If an observed District holiday (see guideline entitled “Holidays”) occurs during an employee’s scheduled 

vacation, no deduction from accrued vacation will be made for the holiday. An employee may add to his or her 
vacation period by using the holiday in place of accrued vacation time. 

L. Vacation for Family Care and Medical Leave Purpose  
Employees who request family care or medical leave pursuant to the District’s Family Care and Medical 

Leave policy generally must apply any accrued vacation pay to the unpaid portion of their family or medical leave, 
as permitted by law; please see the Finance Officer for more information. Furthermore, employees who are 
entitled to receive Paid Family Leave (Family Temporary Disability Insurance) benefits, as described more fully in 
the Leaves of Absence Policy, are required to first use two weeks of earned, unused vacation before receiving 
such benefits, if it is available. 

 
SICK LEAVE_______________________________________________________________ 
In order to help prevent loss of earnings that may be caused by accident or illness, the District provides paid sick 
leave, as set forth below. You should not report to the workplace if you are sick or believe you may be contagious 
to others. If you or someone who lives with you (family member, roommate) are sick but you do not have paid 
sick leave available, contact the Finance Officer to determine whether other paid or unpaid leave options may 
be available. 
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Please note: Certain cities/counties in California have separate paid sick leave ordinances that may provide 
different benefits to employees. When such benefits are more advantageous to employees, the provisions of such 
ordinances will prevail over any contrary terms in this policy. Employees should contact the Finance Officer for 
more information and to learn if any such local ordinances apply to them. 
 

A. Eligibility   
An employee becomes eligible for paid sick leave by working in California for at least 30 days within a 

year. Before an employee can take any sick leave, he or she must satisfy a 90-day employment period, which is 
not limited to work only in California. 

 
B. Leave Accrual  
Regular full-time employees accrue 8 hours of sick leave per month of actual employment. A maximum of 

40 hours may be cashed out the first pay period in December and shall be paid at the employee’s regular rate of 
wages, provided the employee maintains a minimum of 16 hours of sick leave. 

All other employees (part-time, temporary or seasonal) accrue one hour of paid sick leave for every 30 
hours of work performed, up to a maximum of 48 hours or 6 regularly-scheduled workdays of paid sick leave, 
whichever is greater, at any given time. 

 
Exempt employees are deemed to work 40 hours per workweek for purposes of paid sick leave accrual, 

unless the employee’s normal workweek is less than 40 hours, in which case the employee shall accrue paid sick 
leave based upon that normal workweek. Employees who reach the applicable cap will cease to accrue further 
paid sick leave hours until paid sick leave is used, at which point the employee will continue to accrue additional 
paid sick leave up to the cap. Paid sick leave not used in a year otherwise carries over from year to year. 

 
C. Leave Usage  
Employees may take the greater of 24 hours or three regularly-scheduled workdays’ worth of paid sick 

leave per leave year for any of the qualifying reasons discussed below, as well as any reasons allowed for under 
an applicable local paid sick leave ordinance. For the purposes of this policy, the leave year is the employee’s 
anniversary year. 

 
Sick leave may be used for the following reasons: 

1) For diagnosis, care, or treatment of an existing health condition of, or preventive care for, an Employee 
or an employee’s family member; or  

2) For an employee who is a victim of or is assisting a family member who is a victim of: domestic violence, 
sexual assault, stalking, or any act, conduct or pattern of conduct that includes (i) bodily injury or death 
to another, (ii)  brandishing, exhibiting or drawing a firearm or other dangerous weapon, or (iii) a 
perceived or actual threat to use force against another to cause physical injury or death: 

a) To obtain or attempt to obtain a temporary restraining order, restraining order, or other 
injunctive relief;  

b) To help ensure the health, safety, or welfare of the victim or the victim’s child; 
c) To seek medical attention for injuries caused by domestic violence, sexual assault, or stalking; 
d) To obtain services from a domestic violence shelter, program, or rape crisis center as a result of 

domestic violence, sexual assault, or stalking; 
e) To obtain psychological counseling related to an experience of domestic violence, sexual assault, 

or stalking; or  
f) To participate in safety planning and take other actions to increase safety from future domestic 

violence, sexual assault, or stalking, including temporary or permanent relocation. 
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A family member includes a child, parent, spouse, domestic partner, grandparent, grandchild, or sibling. For 
purposes of this policy, a "child" means a biological or adopted child, a foster child, a step-child, a legal ward, or 
a child to whom the employee stands in loco parentis. Similarly, a "parent" under this policy means a biological 
or adoptive parent, a foster parent, a step-parent, an employee's legal guardian, a legal guardian of an 
employee's spouse or domestic partner, or a person who stood in loco parentis when the employee was a minor 
child. Additionally, employees may use their available sick leave to care for a “designated person” so long as the 
employee identifies that person at the time of requesting sick leave. The “designated person” does not have to 
be related to the employee by blood or have an association with the employee that is the equivalent of a family 
relationship. Employees may only care for a “designated person” once per 12-month period. 

Employees who are victims of domestic violence, sexual assault, or stalking also may use paid sick leave for 
treatment, assistance, and other purposes authorized by law. 

Employees using paid sick leave must do so in minimum increments of two hours. Employees will be paid for sick 
leave not later than the payday for the next regular payroll period after the sick leave was taken. Finally, an 
employee will not be required to search for or find a replacement if the employee is taking paid sick leave under 
this policy. 

D. Compensation For Sick Leave  
Paid sick days ordinarily are paid at the employee’s normal rate of pay earned during regular work hours. 

Accrued, unused paid sick leave is not paid out upon termination or resignation. However, employees separating 
from employment who are rehired within one year from the date of separation will have their previously accrued 
and unused paid sick days reinstated. The employee also will begin accruing paid sick leave upon re-hire (assuming 
the employee’s bank is below the applicable cap). In addition, if the employee is re-hired within one year from the 
date of separation, any number of days that the employee previously worked for the District will be credited 
toward the 90 calendar days that an employee must have worked for the District before being eligible to use paid 
sick leave under this policy. 

E. Approval   
If the need for paid sick leave is foreseeable (e.g., scheduled routine medical appointments), the 

employee must provide reasonable advance notice. If the leave is not foreseeable, the employee must provide 
notice of the leave as soon as practical. When requesting sick leave, employees should not disclose any private 
medical information or any other confidential personal information. 

F. Non-Retaliation or Discrimination  
The District strictly prohibits any form of retaliation or discrimination against an employee for 

attempting to use or using paid sick leave under this policy, and for any other reason prohibited by applicable 
law. Employees who believe they have been discriminated or retaliated against should report their concerns to 
the Finance Officer. 

REASONABLE ACCOMMODATION_________________________________________  

To carry out the District’s commitment to providing equal employment opportunity for all applicants and 
employees, the District will provide reasonable accommodations, including as required under applicable laws, 
in accordance with this policy. 
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Reasonable Accommodations Related to Disability and Religion  
The District will provide reasonable accommodations for applicants with disabilities and employees with 
disabilities in accordance with the Americans with Disabilities Act and California law, and for applicants and 
employees based on their sincerely-held religious beliefs, practices, or observance under state and federal law. 
 
Employees seeking such accommodations should promptly notify the Finance Officer. 
 
Pregnancy-Related Reasonable Accommodations  
The District will provide reasonable accommodations to employees who are affected by a pregnancy,  
childbirth, or related medical conditions, as medically advisable. Such accommodations may consist of: 

• Modified work duties or a modified schedule to permit earlier or later hours or more frequent breaks; 
stools, chairs or other furniture; modified or acquired equipment or devices; reduced work hours; or 
other accommodations, 

• A temporary transfer to a less strenuous or less hazardous position if such transfer can be reasonably 
accommodated, or 

• A “Pregnancy-Related Disability Leave,” if the employee is disabled by pregnancy, as described in 
the separate “Leaves of Absence” policy. 

Note: Employees seeking accommodations related to lactation (such as break times in order to express breast 
milk during the workday), should refer to the separate “Lactation Accommodation Policy” in this Handbook.  

Employees seeking a pregnancy-related accommodation, including transfer, under this policy should notify the 
District. This notice must be timely and provided by employees in advance when the need for reasonable 
accommodation is foreseeable; in all other circumstances, notice must be provided as soon as practicable. Failure 
to give advance notice when the need is foreseeable may delay the reasonable accommodation or transfer until 
30 days after the date the employee provides notice (unless such delay would endanger the health of the 
employee, her pregnancy, or her coworkers). 

Reasonable Accommodations for Victims of Domestic Violence, Sexual Assault, or Stalking  
The District also will provide reasonable accommodations for an employee who is a victim of domestic violence, 
sexual assault, or stalking if (i) the employee has disclosed that status to the District, and (ii) the employee 
requests an accommodation for the employee’s safety while at work. Such accommodations may include a 
transfer, reassignment, modified schedule, changed work telephone or work station, installed lock, assistance in 
documenting domestic violence, sexual assault, or stalking that occurs in the workplace, an implemented safety 
procedure, or another adjustment to a job structure, workplace facility, or work requirement in response to 
domestic violence, sexual assault, or stalking, or referral to a victim assistance organization. 

In such circumstances, the District will engage, in good faith, in a timely and interactive process with the employee 
to determine an effective reasonable accommodation. In this process, the employee may be asked to provide (i) 
a written statement, signed by the employee or someone acting on the employee’s behalf, certifying that the 
accommodation is for the purpose stated above, and (ii) a certification confirming the employee’s status as a 
victim of domestic violence, sexual assault, or stalking. Six months after the date of each previous certification, 
the District may request a recertification of such status. The District will maintain any such certification as 
confidential if it identifies the employee as a victim of domestic violence, sexual assault, or stalking, disclosing such 
information only as required by law, or as needed to protect the employee’s workplace safety, and with prior notice 

of such disclosure to the employee. 
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Note: Employees seeking a leave of absence for purposes related to domestic violence, sexual assault, or stalking should 

refer to the separate “Leaves of Absence” policy in this Handbook. 

Retaliation and Discrimination is Prohibited 
The District prohibits discrimination, discharge, retaliation, or any other unlawful acts against an individual because 

such person requests or receives an accommodation under this (or another applicable) policy, or because such 

individual engaged in any other conduct protected by law. 

Also, as fully addressed in the separate “Policy Against Harassment, Discrimination, and Retaliation,” the District 

prohibits unlawful harassment, discrimination, or retaliation against any employee based on disability, religion, 

religious creed, sex (including pregnancy, childbirth, and related medical conditions), status as a victim of domestic 

violence, sexual assault, or stalking, or any other status protected by law. 

LACTATION ACCOMMODATION POLICY_________________________________________ 
The District provides accommodations to lactating employees who need to express breast milk during work hours in 

accordance with applicable law. 

If providing a lactation accommodation otherwise required by law imposes an undue hardship on the District by 

causing significant difficulty or expense, the District may be exempt from a requirement to provide such 

accommodation. When the undue hardship relates specifically to the requirement to provide an employee with the 

use of a room or other location aside from a bathroom, the District will make reasonable efforts to provide a space for 

the employee to express breast milk that is in close proximity to the employee’s work area and is not a toilet stall. 

Employees with any questions or concerns, or who believe that they have been improperly denied an accommodation 

under this policy, should contact the Finance Officer. 

A. Designated Space for Lactation
The District will provide a room or other location (not a bathroom) for employees to express

breast milk in private. The District will ensure that the lactation room or location will: 
• be in close proximity to the employee’s work area, shielded from view, and free from intrusion while

the employee is expressing milk;

• be safe, clean, and free of hazardous materials;

• contain a surface to place a breast pump and personal items;

• contain a place to sit; and

• have access to electricity or alternative devices, including, but not limited to, extension cords or

charging stations, needed to operate an electric or battery-powered breast pump.

In addition, the District will provide access to a sink with running water and a refrigerator suitable for storing milk (or 
other cooling device suitable for storing milk) in close proximity to an employee’s workspace. In the event that more 

than one employee needs to use the lactation room or location to express breast milk, the District will discuss 

alternative options with the employees to determine what arrangement addresses their needs, such as finding an 

alternative space or creating a schedule for use. 

B. Reasonable Time to Express Breast Milk
The District provides a reasonable amount of break time for an employee to express breast milk each time that 
she needs to do so. The break time, if possible, should run concurrently with any break time already provided to 
the employee. Break time for a nonexempt employee that does not run concurrently with rest time already 
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authorized for the employee is unpaid. However, if the employee performs any work during such break, she must 
accurately record all time worked and the District will compensate her for such time. 

C. Lactation Accommodation Request Process  
Employees who are nursing have a right to request a lactation accommodation. Such requests may be 

made verbally or in writing, should indicate the need for an accommodation in order to express breast milk at 
work, and should be directed to the Finance Officer. 

The District will respond to such requests in a reasonably prompt manner, not exceeding five (5) business days. 
If the District cannot provide break time, location, or other reasonable accommodations in accordance with this 
policy, it will inform the requesting employee in writing. Because lactation accommodation needs may change 
over time, employees may request changes to existing accommodations by a written request to the above-
named individual that describes the nature of the changed that is requested. 

D. Prohibition on Retaliation or Discrimination for Exercising Lactation Accommodation Rights  
The District prohibits any form of retaliation or discrimination against an employee for exercising or 

attempting to exercise any rights provided under the above policies. Any such conduct or other violations of the 
above policies should be reported to the Finance Officer. 
 
Employees also have the right to file a complaint with the California Labor Commissioner for violation of a 
lactation accommodation right described in the policy above. 

 
LEAVES OF ABSENCE______________________________________________________ 
 

I. Introduction  
The District provides leaves of absence as described below. Any applicable leave of absence law governs in the 
event of a conflict with District policy. Such leaves consist of: (1) family care, medical, and military family leave 
for up to 12 or 26 weeks per year, depending on the reason, see section II(D), in accordance with the California 
Family Rights Act (“CFRA”) and the federal Family and Medical Leave Act of 1993, as amended (“FMLA”); (2) 
pregnancy-related disability leave for up to four months in accordance with the California Fair Employment and 
Housing Act (“FEHA”); (3) if applicable instead of CFRA and FMLA leave, up to 12 weeks of leave for baby bonding 
under the California New Parent Leave Act; (4) disability leave as required to reasonably accommodate 
employees with a workplace injury or a qualified disability under the Americans with Disabilities Act (“ADA”) or 
the FEHA; and (5) leave for other legally required absences as set forth below. Employees having any questions 
regarding this policy should contact the Finance Officer. 

II. California Family Rights Act Leave  
California's California Family Rights Act (CFRA) provides up to 12 workweeks of unpaid family/medical  leave 
within a 12-month period, under the following conditions: 

• The employee has been employed with the District for a total of at least 12 months prior to the 
commencement of leave. The 12 months of employment must have accumulated within the previous 
seven years (certain exceptions apply); and 

• The employee has worked at least 1,250 hours during the previous 12-month period before the need for 
leave. 

Leave may be taken for one or more of the following reasons: 
• The employee’s serious health condition that makes employee unable to perform their job; 
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• To care for the employee’s family member who has a serious health condition. For purposes of CFRA 
leave, a “family member” incudes the employee’s: child* of any age, spouse, domestic partner, parent**, 
grandparent, grandchild, or sibling. *“Child” means biological, adopted, or foster child, a stepchild, a legal 
ward, or a child of an employee or the employee’s domestic partner, or a person to whom the employee 
stands in loco parentis. **“Parent” includes a biological, foster, or adoptive parent, a parent-in-law, a 
stepparent, a legal guardian, or other person who stood in loco parentis to the employee when the 
employee was a child. Additionally, employees may take leave under the CFRA to care for a “designated 
person” who is an individual related to the employee by blood or whose association with the employee 
is equivalent to a family relationship. Employees taking leave under the CFRA to care for a “designated 
person” must identify the “designated person” at the time of requesting the leave. Employees are limited 
to take leave to care for one “designated person” per 12-month period. 

• The birth of employee’s child, or placement of a child with the employee for adoption or foster care; 
and 

• Because of a qualified exigency related to covered active duty or a call to covered active duty of 
employee’s spouse, registered domestic partner, child, or parent in the Armed Forces of the United 
States. (See Qualifying Exigencies Related to Active Duty below). 

Please note that incapacity due to pregnancy, prenatal medical care or childbirth is not an eligible 
reason for CFRA leave. However, if you are eligible for leave under the Family Medical Leave Act (FMLA), then 
such leave will run concurrently with FMLA. (See the Pregnancy Disability Leave and FMLA Leave policies for 
additional information). 

If employee is also eligible for leave under the FMLA, and depending on their reason for CFRA leave, 
FMLA may run concurrently with employee’s CFRA leave. (See the FMLA Leave policy for additional information 
regarding FMLA leave eligibility.) 

For additional information about eligibility for CFRA leave and how it may or may not interact with 
FMLA leave, contact The Human Resources Department. 

A. Qualifying Exigencies Related To Active Duty  
Eligible employees whose spouse, domestic partner, child or parent is on covered active duty or call 

to covered active-duty status may use their 12-week leave entitlement for certain qualifying exigencies. 
Qualifying exigencies may include, but are not necessarily limited to, attending certain military events, 
arranging for alternative childcare, addressing certain financial and legal arrangements, attending certain 
counseling sessions, and attending post-deployment reintegration briefings. 

 
B. Calculating The 12-Month Period  

For purposes of calculating the 12-month period during which 12 weeks of CFRA leave may be 
taken, The District uses a 12-month period measured forward from the date of your first CFRA leave usage. 
 

C. Pregnancy, Childbirth or Related Conditions and Baby Bonding  
Leave because of a disability for pregnancy, childbirth or related medical condition is not counted as time 

used under CFRA leave. Employees who take time off for pregnancy disability will be placed on pregnancy 
disability leave (PDL). (See Pregnancy Disability Leave policy for more information.) 

If an employee is eligible for FMLA leave, then PDL will run concurrently with FMLA. (See FMLA Leave 
policy for additional information). 

Once the pregnant employee is no longer disabled, or once the employee has given birth and 
exhausted PDL, the employee may apply for leave under the CFRA, for purposes of baby bonding. 
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Any leave taken for the birth, adoption, or foster care placement of a child does not have to be taken 
in one continuous period of time. CFRA leave taken for the birth or placement of a child will be granted in 
minimum amounts of two weeks. However, the District will grant a request for a CFRA leave (for 
birth/placement of a child) of less than two weeks' duration on any two occasions. The District may also grant 
additional requests for leave lasting less than two weeks at its discretion. Any leave taken must be concluded 
within one year of the birth or placement of the child with the employee. 

D. Leave Procedures  
The following procedures shall apply to CFRA leave: 
• Please contact the Human Resources Department as soon as the employee realizes 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 the serious health condition of the employee or that of a family 
member, employee must notify the District at least 30 days before leave is to begin. The employee 
must consult with their supervisor regarding scheduling of any planned medical treatment or 
supervision in order to minimize disruption to the operations of the District. Any such scheduling is 
subject to the approval of your health care provider or the health care provider of your family 
member. 

• If you cannot provide 30 days' notice, the District must be informed as soon as is practical. 
• If the CFRA 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 the employee, at the 
District's expense, to obtain the opinion of a third health care provider designated or approved 
jointly by the employee and the employer. The opinion of the third health care provider shall be 
considered final and binding on the employee and the District. 

E. Certification   
The District requires the employee to provide certification. Employee will have 15 calendar days from 

the District's request for certification to provide it to the District, unless it is not practical to do so. The District 
may require recertification from the health care provider if the employee requests additional leave upon 
expiration of the time period in the original certification. (For example, if the employee needs two weeks of family 
and medical leave, but following the two weeks the employee 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 CFRA leave. 

If the leave is needed to care for a sick family member, the employee must provide a certification from 
the health care provider stating: 

• Date of commencement of the serious health condition; 
• Probable duration of the condition; 
• Estimated amount of time for care by the health care provider; and 
• Confirmation that the serious health condition warrants your participation. 

If employee’s own serious health condition is the reason for leave, the employee must provide a 
certification from the health care provider stating: 

• Date of commencement of the serious health condition; 

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

If the employee is on leave because of their own serious health condition, the District will also require 
a medical release to return to work form or certification from the employee’s health care provider that 
employee is able to resume work. 

Failure to provide a release to return to work from the employee’s health care provider may result in 

denial of reinstatement until the certificate is obtained. 

F. 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. Special certification requirements apply to leaves related to military service. 

G. Health and Benefit Plans  
Employees taking CFRA leave, will be allowed to continue participating in any health and welfare 

benefit plans in which they were enrolled in before the first day of the leave (for a maximum of 12 workweeks) 
at the level and under the conditions of coverage as if they had continued in employment for the duration of 
such leave. The District will continue to make the same premium contribution as if they had continued working. 
The continued participation in health benefits begins on the date leave first begins. In some instances, the 
District may recover premiums paid to maintain health coverage if the employee fails to return to work 
following CFRA leave. 

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

Payment is due on the same schedule as payments that are made under COBRA. 

H. Substitution of Paid Leave  
Generally, CFRA leave is unpaid. The District may require, or employee may choose, to use accrued 

paid leave while taking CFRA leave. In order to use paid leave for CFRA leave, employee must comply with the 
District's normal paid leave policies. For more information on those specific circumstances requiring or allowing 
the substitution of paid leave contact The Human Resources Department. 

I. Reinstatement   
Under most circumstances, upon return from CFRA leave, the employee will be reinstated to their 

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 the employee had been continuously 
employed rather than on leave. For example, if an employee on CFRA leave would have been laid off had the 
employee not gone on leave, or if the employee's job is eliminated during the leave and no equivalent or 
comparable job is available, then the employee would not be entitled to reinstatement. In addition, an 
employee's use of CFRA leave will not result in the loss of any employment benefit that the employee earned 
before using CFRA leave. 

If an employee is on a FMLA-only leave, without CFRA running concurrently, there may be conditions 
in which the employee may be denied reinstatement if the employee is a “key” employee. (Please refer to the 
Reinstatement section of the FMLA Leave policy for additional information.) 
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J. Time Accrual  
Please contact The Human Resources Department with any questions regarding accrual of other 

District provided paid leave benefits (such as vacation, PTO or sick leave) during unpaid CFRA leave. 

K. Carryover   
Leave granted under any of the reasons provided by CFRA and/or FMLA will be counted as 

family/medical leave and will be considered as part of the 12-workweek entitlement in any 12-month period. 
No carryover of unused leave from one 12-month period to the next 12-month period is permitted. 

L. Intermittent Leave  
The employee may take CFRA leave intermittently (in blocks of time, or by reducing employee’s normal 

weekly or daily work schedule) if the leave is for the employee’s serious health condition or that of a qualifying 
family member and the reduced leave schedule is medically necessary as determined by the health care 
provider of the person with the serious health condition. The smallest increment of time that can be used for 
such leave is one (1) hour. 

See also the discussion of Pregnancy, Childbirth or Related Conditions and Baby Bonding above. 

III. Pregnancy-Related Disability Leave  
A. Leave of Absence  
Any employee who is disabled by pregnancy, childbirth, or related conditions may take a leave of 

absence (“Pregnancy Disability Leave”) for the period of actual disability, up to four months, in addition to any 
family care or medical leave to which the employee may be entitled under Section II of this policy (Family Care, 
Medical and Military Family Leaves). Pregnancy Disability Leaves may be taken intermittently, or on a reduced-
hours schedule, as medically necessary. 

B. Substitution of Paid Leave for Pregnancy Disability Leave  
An employee taking Pregnancy Disability Leave must substitute any available sick pay for her leave and 

may, at her option, substitute any accrued vacation time for her leave. The substitution of paid leave for 
Pregnancy Disability Leave does not extend the total duration of the leave to which an employee is entitled. 

 
C. Leave’s Effect on Benefits  
During a Pregnancy Disability Leave, the District will continue to pay for the employee’s participation in 

the District’s group health plans, to the same extent and under the same terms and conditions as would apply had 
the employee continued in employment continuously for the leave period. 

Thus, the employee must continue to pay her share of the health plan premiums during the leave. If paid sick 
leave is substituted for any portion of the leave that is unpaid leave, such payments will be deducted from the 
employee’s pay through the regular payroll deductions. Otherwise, the employee must make arrangements 
with the District for the payment of such premiums. 

All other benefits will be governed in accordance with the terms of each benefit plan and are the sole 
responsibility of the employee. 

The District may recover from the employee the amount of premiums that the District paid to maintain coverage 
for the employee under the group health plan if the employee fails to return from leave after the period of leave 
has expired due to a reason other than: (i) the employee is taking (i.e., has transitioned over to) leave under the 
California Family Rights Act, unless the employee chooses later not to return after the CFRA leave, in which case 
the District can recover such premium amounts; (ii) the continuation, recurrence, or onset of a health condition 
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that entitles the employee to Pregnancy Disability Leave, unless the employee chooses not to return after the 
Pregnancy Disability Leave, in which case the District can recover such premiums; (iii) non-pregnancy related 
medical conditions requiring further leave, unless the employee chooses not to return to work following such 
leave, in which case the District can recover such premiums, or (iv) other circumstances beyond the employee’s 
control. 

It is the District’s policy that, similar to other unpaid leaves, during any unpaid portion of a Pregnancy Disability 
Leave, employees will accrue employment benefits, such as sick leave, vacation leave, and seniority, only when 
paid leave is being substituted for unpaid leave and only if the employee would otherwise be entitled to such 
accrual. 

Employee benefits may be continued during the unpaid portion of the Pregnancy Disability Leave according to 
the provisions of the District’s various employee benefit plans. 

If employer has a salary continuation policy for employees on leave for other disability or family care leave, add: If 
an employee taking a Pregnancy Disability Leave is also eligible for family care, medical, and military family leave 
under Section II of this policy, then the employee is entitled to the District’s continuation of benefits, as described 
in Section II(F), up to a maximum of 12 weeks in a 12-month period. 

D. Return to Work Certification  
Consistent with the District’s practice for other employees returning from a disability leave for reasons 

other than pregnancy, the District requires that an employee returning from Pregnancy Disability Leave provide 
a release to return to work from her healthcare provider stating she is able to resume her original job or duties. 

E. Leave’s Effect on Reinstatement  
Employees returning from Pregnancy Disability Leave generally are entitled to be reinstated in the 

same position, subject to certain conditions, and consistent with applicable law. 
 

F. Other Terms and Conditions of Leave  
The provisions of the District’s Family Care, Medical and Military Family Leave policy regarding the leave’s 

effect on pay (Section II(E)), notice requirements (Section II(G)(1)), and medical certification requirements (Section 

II(G)(2)) also apply to all Pregnancy Disability Leaves, as well as requests for pregnancy-related reasonable 

accommodations and transfers, and New Parent Leaves (to the extent permitted by law). However, for pregnancy-

related disabilities, there is no process for obtaining more than one medical opinion. For the purpose of applying 

those provisions, an employee’s pregnancy-related disability is considered to be a serious health condition. 

 
IV. Temporary Disability Leave  

A. Eligibility And Duration  
In addition to medical or pregnancy-related disability leaves described in Sections II and III, employees may 

take a temporary disability leave of absence if necessary to reasonably accommodate a workplace injury or a 

disability under the Americans with Disabilities Act and/or the California Fair Employment and Housing Act. Any 

temporary disability leave under this section will run concurrently with any medical leave to which the employee is 

entitled under Section II of this policy. 

The duration of a temporary disability leave under this section shall be consistent with applicable law, but in no event 

shall the leave extend past the date on which an employee becomes capable of performing the essential functions 
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of his or her position, with or without reasonable accommodation. For a full explanation of leave rights, employees 

should contact the Finance Officer. 

If the temporary disability leave is needed due to a work-related injury, all matters relating to an employee’s leave 

rights, including compensation, benefits, substitution of paid leave, notice and certification requirements, and 

reinstatement shall be governed by state workers’ compensation laws. Employees having questions about such rights 

should contact the Finance Officer. 

B. Leave’s Effect On Pay And Benefits  

An employee taking a temporary disability leave must substitute any accrued sick pay and  

vacation pay for the leave. Otherwise, the temporary-disability leave is unpaid. 

Group insurance benefits may be continued during temporary disability leaves. However, the cost of such coverage, 

including the District’s premium payment, becomes the responsibility of the employee. The employee and the 

Finance Officer should agree upon a payment schedule before the employee’s leave begins. 

 

Employees taking temporary disability leave must comply with the Family Care, Medical and Military Family Leave 

provisions regarding substitution of paid leaves (Section II(C)), notice (Section II(G)(1)), and medical certification 

(Section II(G)(2)). For the purpose of applying these provisions, a temporary disability leave will be considered to be 

a medical leave. 

 

If a temporary disability leave under this section extends beyond 12 weeks in a 12-month period, the employee will 

not be entitled to any continued employer contributions towards any employee benefit plan unless otherwise 

required by law. An employee, however, may elect to continue participating in such benefit plans, at the employee’s 

own expense, to the extent permitted by such plans. 

 
The duration of a temporary disability leave under this section shall be consistent with applicable law, but in no 
event shall the leave extend past the date on which an employee becomes capable of performing the essential 
functions of his or her position, with or without reasonable accommodation. For a full explanation of leave 
duration and reinstatement rights, employees should contact the Finance Officer. 

 
C. Procedure for Requesting Disability Leave  

Unless the circumstances render it impractical, a temporary disability leave must be approved in 
advance by the General Manager. Whenever possible, an employee should submit a written request for 
temporary disability leave to the District as soon as the employee is aware of the need for such leave or transfer. 
A request for temporary disability leave must be supported by a medical certification from a health care 
provider containing the following information: (a) the date on which the employee became disabled; (b) the 
probable duration of the period or periods of disability; and (c) an explanatory statement that, due to the 
disability, the employee temporarily is unable to work at all or is unable to perform any one or more of the 
essential functions of his or her position without undue risk to the employee or to other persons. The 
certification should also explain what accommodations, if any, will assist the employee to perform the essential 
functions of the employee’s position. 

 
D. Reinstatement After Temporary Disability Leave  

Each employee who has taken a temporary disability leave must keep the District advised of the 
disability status and must contact the Finance Officer at least two weeks before the expiration of the scheduled 
leave to discuss the employee’s return to work. An employee desiring to return to work from a temporary 
disability leave shall be reinstated in accordance with applicable law and into his or her former position if 
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staffing requirements permit. The District cannot guarantee that the employee’s former position or any other 
position will be available upon the expiration of the scheduled leave. 

Each employee who has taken a temporary disability leave must be released by a doctor to return to work. The 
release should be in writing and submitted to the Finance Officer on or before the employee’s return date.  

VII. Other Leaves Of Absence
The District also grants eligible employees leaves of absence for military leave, jury or witness duty, certain
court appearances, appearances at school or daycare activities, emergency duty as a volunteer firefighter, a
reserve peace officer, or emergency rescue personnel, to vote in a statewide election, for bereavement leave,
for leave related to domestic violence, crime victims leave, or leave for the donation of an organ or bone
marrow. Unless otherwise required by law, employees will not be paid for such leaves of absence. Employees
wishing to take a leave of absence for one of these reasons should refer to the procedures outlined below or
contact the Finance Officer.

Military Leave of 
Absence 

The District will grant employees a military leave of absence to the extent required 
by applicable federal and state law. 

Military Spouse 
Leave 

Qualified California employees will be given up to 10 days leave during that time in 
which the employee’s spouse or domestic partner is on leave from deployment in a 
combat zone with the active duty or reserve military or national guard during a 
period of military conflict. Employees may use accrued vacation time to cover this 
absence. If the employee has no accrued vacation, the employee must request time 
off without pay. 

Qualifying employees are employees who work an average of 20 hours per week 
and have a spouse or domestic partner who is serving as (1) a member of the U.S. 
Armed Forces and who has been deployed during a period of military conflict to an 
area designated as a combat theater or combat zone by the President of the United 
States or (2) a member of the Armed Forces Reserve Components or the National 
Guard and has been deployed during a period of military conflict. 

Qualifying employees who wish to request this leave must provide the District with 
a written request for such leave within two business days of receiving official 
notice that the military spouse or domestic partner will be on leave from 
deployment. The employee must also provide written documentation to the 
District certifying that the military member will be on military leave from 
deployment. 

Jury and Witness 
Duty 

The District will provide employees time off to serve, as required by law, on a jury 
or grand jury if the employee provides reasonable advance notice. The District will 
also provide employees with time off to appear in court or other judicial 
proceedings as a witness to comply with a valid subpoena or other court order. 

The District will pay employees on jury or witness duty their regular pay for each 
day of jury or witness duty, up to a maximum of 5 days. The employee must submit 
to the District any payment the employee receives from the court for jury duty or 
witness duty that is less than the equivalent of a full day’s pay at the employee’s 
regular rate of compensation for each day the employee is serving jury or witness 
duty. 
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However, exempt employees who work any portion of a workweek in which they 
also serve on jury duty or appear as a witness will receive their full salary for that 
workweek. Employees may elect to substitute accrued vacation benefits during 
any unpaid leave due to jury duty or a witness appearance. 

Employees are required to provide reasonable advance notice of the need for 
jury/witness leave. Employees also are expected to report to work each day or 
portion of a day they are not performing jury/witness duty. 

Leave for 
Education/Daycare 
Purposes 

Employees will be granted time off without pay for up to 40 hours per calendar year, 
but no more than eight hours in any calendar month to: 
• Participate in the activities of schools or licensed child daycare facilities attended

by their children,
• Find, enroll, or reenroll their children in a school or with a licensed child care

provider, or
• address a child care provider or school emergency (i.e., the school or child

care provider requested that the child be picked up, there is a behavioral or
discipline problem with the child that needs to be addressed with the school
or child-care provider, there is a closure or unexpected unavailability of the
school or child-care provider, or that there is a natural disaster, such as an
earthquake or fire, requiring that the child be kept home or picked up from
the school or child-care provider).

• Employees eligible for such leave are parents, step-parents, foster parents,
grandparents, guardians or persons who stand in loco parentis (in the place
of a parent) to a child.

• Employees must substitute accrued vacation for purposes of a planned
absence under this policy.

• Employees wishing to take time off under this policy must provide their
supervisors with reasonable notice of the planned absence. If both parents
of a child are employed by the District at the same worksite, the request for
time off under this policy will be granted to the first parent to provide notice
of the need for time off. The request from the second parent will be
accommodated if possible.

• The District reserves the right to request that the employee furnish written
verification from the school or daycare facility as proof that the employee
participated in school or daycare activities on the specific date and at a
particular time. Failure to provide written verification is grounds for
disciplinary action.

• The District prohibits any discrimination or discharge due to an employee
taking time off under this policy.

Volunteer 
Firefighter, Reserve 
Peace Officer, and 
Emergency Rescue 
Personnel 

Employees will be granted time off without pay to perform emergency duties as 
a volunteer firefighter, reserve peace officer, or emergency rescue personnel 
(which includes an officer, employee, or member of a disaster medical response 
entity sponsored or requested by the State). Such employees also are entitled for 
leave of up to 14 days per calendar year to attend fire, law enforcement, or 
emergency rescue training. Leave under this policy is unpaid (though exempt 
employees who work any portion of a workweek in which they also perform such 
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emergency duties or training will receive their full salary for that workweek as 
required by law). 
 
Employees may substitute vacation pay for any unpaid portion of leave to 
perform such emergency duties or training. 
 
The District prohibits discrimination against an employee because the employee 
takes time off under this policy. 
 

Voting Time Off Employees who do not have sufficient time outside of their regular working hours 
to vote in a statewide election may request time off to vote. If possible, 
employees should make their request at least two days in advance of the 
election. Up to two hours of paid time off will be provided, at the beginning or 
end of the employee’s regular shift, whichever will allow the most free time for 
voting and the least time off work. 
 

Bereavement Leave Employees who have been employed with the District for at least 30 days prior 
to the commencement of bereavement leave will be allowed up to five unpaid 
working days off to arrange and attend the funeral of a family member. The five 
days do not have to be taken continuously. They can be taken on an intermittent 
basis so long as the entire bereavement leave is completed within three months 
of the date of death of the family member. For purposes of this policy an 
employee’s family is defined to include the employee’s: 

o Spouse; 
o Domestic partner; 
o Parent, including biological, foster, or adoptive parent, a parent-in-law, a 

stepparent, a legal guardian, or other person who stood in loco parentis 
to the employee when the employee was a child; 

o Child of any age, including biological, adopted, or foster child or stepchild, 
a legal ward, or a child of an employee or the employee’s domestic 
partner, or a person to whom the employee stands in loco parentis; 

o Registered domestic partner; 
o Grandparent; 
o Grandchild; and 

o Sibling 

 

The District reserves the right to request documentation of the death of the 
family member, including a death certificate, published obituary, or written 
verification of death, burial, or memorial services from a mortuary, funeral home, 
burial society, crematorium, religious institution, or governmental agency. If 
requested, the documentation must be provided within thirty days of the first 
day of bereavement leave. The District will maintain the confidentiality of any 
employee who requests bereavement leave under this policy. 
 

Leave Related to 
Domestic Violence, 
Sexual Assault or 
Stalking 

The District will provide time off to an employee who has been the victim of 
domestic violence, sexual assault or stalking to seek any relief, including, but not 
limited to, a temporary restraining order, restraining order, or other injunctive 
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relief, to help ensure the health, safety, or welfare of the victim or his or her child. 
This includes time off for court proceedings, services from a domestic violence 
shelter, program or rape crisis center, counseling, medical attention, and 
participation in safety planning programs. The District requires reasonable 
advance notice of the leave when feasible. If time off is taken due to an 
emergency, the employee must, within 15 days of the absence, provide the 
District with certification of the need for the leave such as a police report, court 
order, documentation from a healthcare provider, victims advocate, or 
counselor. 
 
Employees eligible for paid sick leave benefits under California law may take any 
such available paid time off, consistent with such law, for the purposes set forth 
in this policy. For more information, please see the “Sick Leave” policy. In the 
event paid sick leave benefits are not available, employees taking leave under 
this policy may elect to apply accrued and unused vacation to such time.   
 
The District prohibits discrimination, discharge, or retaliation against an employee 
for taking time off or requesting an accommodation under this policy, or based on 
the employee’s status as a victim of domestic violence, sexual assault, and/or 
stalking. 
  

Crime Victim’s 
Leave 

The District will provide time off to an employee to attend judicial proceedings 
related to a crime, if that employee is a victim of crime, an immediate family 
member of a victim, a registered domestic partner of a victim,  the child of a 
registered domestic partner of a victim, or the employee designates a victim of a 
crime as an individual for whom the employee needs to take leave in order to 
assist.  
 
The District shall not discharge, discriminate or retaliate against any employee 
who is a victim of a crime, an immediate family member of a victim, a registered 
domestic partner of a victim, or the child or a registered domestic partner of a 
victim for taking time off of work to obtain or attempt to obtain any relief, 
including, but not limited to a temporary restraining order, restraining order, or 
other injunctive relief to help ensure the health, safety, or welfare of the victim 
and their child.  The employee may also designate a person as a victim of a crime 
for whom the employee needs to take leave to assist. 
 
The District requires that where feasible, in advance of taking leave, the employee 
provide it with a copy of the notice of each scheduled proceeding that is provided 
to the victim by the agency responsible for providing notice. If advance notice is 
not possible, the employee is required to provide the District with a copy of the 
notice or certification of the need for leave within a reasonable time after the 
absence.  Certification can be in the form of any of the following: (a) a police report 
indicating that the employee or family member was a victim of a crime; (b) a court 
order protecting or separating the employee or family member from the 
perpetrator of the crime or abuse or other evidence from the court or prosecuting 
attorney that the employee has appeared in court; (c) documentation from a 
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licensed medical professional, domestic violence counselor, sexual assault 
counselor, victim advocate, licensed healthcare provider, or counselor confirming 
that the employee or family member is undergoing treatment or receiving services 
for mental or physical injuries or abuse resulting in victimization from the crime or 
abuse; or (d) any other form of documentation that reasonably verifies that the 
crime or abuse occurred, including, but not limited to a written statement signed 
by the employee or an individual acting on the employee’s behalf, certifying that 
the absence is due to the employee or family member being a victim of a crime or 
abuse. 

 
Leave under this section is unpaid. Employees taking leave under this policy may 
elect to apply vacation time or any other accrued paid time off to such leave.   

 
 

Leave for Organ and 
Bone Marrow 
Donations 

The District will grant an employee the following leaves of absence: 
• Bone Marrow Donation: A paid leave of absence of up to five business 

days in any one-year period for the purpose of donating the employee’s 
bone marrow to another person. 

• Organ Donation: 
• A paid leave of absence of up to 30 business days in any one-year 

period for the purpose of the employee donating the employee’s 
organ to another person. 

• An additional unpaid leave of absence, not exceeding 30 business 

days in a one-year period, for the purpose of the employee 
donating the employee’s organ to another person. 

For leaves of absence under this policy that are paid, if an employee has earned 
and unused sick or vacation time available, the employee is required to first use 
up to five days of such paid sick or vacation time for a bone marrow donation 
and up to two weeks of sick or vacation time for organ donation. 

In order to receive a leave of absence pursuant to this policy, the employee must 
provide written verification to the Finance Officer that the employee is an organ 
or bone marrow donor and that there is a medical necessity for the donation of 
the organ or bone marrow. 

Any leave taken for the donation of an organ or bone marrow will not constitute 
a break in service for purposes of the employee’s right to salary adjustments, sick 
leave, vacation, annual leave, or seniority. During any leave taken under this 
policy, the District will maintain and pay for coverage under any group health 
plan, for the full duration of this leave. 

Leave provided under this policy may be taken in one or more periods. 

Leave taken under this policy will not run concurrently with any leave taken 
pursuant to the federal Family and Medical Leave Act or the California Family 
Rights Act. 
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Upon expiration of a leave of absence authorized by this policy, the District will 
restore the employee to the position held by the employee when the leave began 
or to a position with equivalent seniority status, employee benefits, pay, and other 
terms and conditions of employment. The District may decline to restore an 
employee because of reasons unrelated to the employee’s exercise of rights under 
this policy 
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ACKNOWLEDGMENT 
ACKNOWLEDGMENT OF 

RECEIPT OF 
HANDBOOK 

 

98



59 | P a g e  

 

ACKNOWLEDGMENT   
PLEASE REVIEW THE EMPLOYEE HANDBOOK AS WELL AS THIS EMPLOYEE HANDBOOK 
ACKNOWLEDGEMENT FORM. NEXT, PLEASE FILL IN THE INFORMATION REQUIRED AT THE BOTTOM 
OF THIS FORM AND RETURN IT TO THE FINANCE OFFICCER OR HR WITHIN ONE WEEK OF YOUR 
EMPLOYMENT START DATE. 

I acknowledge that I have received a copy of the District’s Employee Handbook. 

For Non-Union Employees:  
If I work in a position that is not represented by a labor union (a “Non-Union Employee”), I understand 
that all of the policies in the Employee Handbook (“Handbook”) apply to me, and that I am responsible 
for reading it and for knowing and complying with the policies set forth in it during my employment with 
the District, including the dispute resolution/arbitration provision set forth on page. 

I further understand, however, that the guidelines contained in the Handbook [excluding the dispute 
resolution/arbitration provision] are guidelines only and are not intended to create any contractual 
rights or obligations, express or implied [and shall not be construed to create any type of right to a “fair 
procedure” prior to termination or other disciplinary action]. I also understand that, except for the 
District’s at-will employment policy [and the dispute resolution/arbitration provision], the District may 
amend, interpret, modify, or withdraw any of the provisions of the Handbook at any time in its sole 
discretion, with or without notice. Furthermore, I understand that, because the District cannot 
anticipate every issue that may arise during my employment, if I have any questions regarding any of 
the District’s guidelines or procedures, I should consult the General Manager or Finance Officer. 

I understand and agree that my relationship with the District is “at-will,” which means that my 
employment is for no definite period and may be terminated at the will of either the District or me any 
time, for any reason, with or without cause or advance notice. I also understand that the District may 
demote or discipline me or otherwise alter the terms of my employment at any time at its sole 
discretion, with or without cause or advance notice. 

I understand and agree that other than General Manager or the President of the Board of Directors, no 
manager, supervisor or representative of the District has authority to enter into any agreement, express 
or implied, for employment for any specific period of time, or to make any agreement for employment 
other than at-will; only General Manager or the President of the Board of Directors has the authority to 
make any such agreement and then only in writing and signed by General Manager or the President of 
the Board of Directors. 

Finally, my signature below certifies that I understand and agree that this Acknowledgment form 
contains a full and complete statement of the agreements and understandings that it recites, that no 
one has made any promises or commitments to me contrary to the foregoing, and that this 
Acknowledgment form supersedes all previous agreements, whether written or oral, express or implied, 
relating to the subjects covered in this Acknowledgment form. 
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For Union Employees Only: 
If I work in a position that is represented by a labor union (“Union Employee”), then I understand that: 
many of the terms and conditions of my employment are determined according to a written collective 
bargaining agreement (“CBA”) between the District and the labor union that represents me; I am only 
covered by the Handbook policies to the extent that they address matters (i) not already set forth in the 
CBA and (ii) as to which the District otherwise is not obligated to engage in the collective bargaining 
process. I understand that with regard to the policies applicable to me, the District may amend, 
interpret, modify, or withdraw any of the provisions of the Handbook at any time in its sole discretion, 
with or without notice. The statements that follow apply to me only if they do not conflict or interfere 
in any way with the terms of any applicable CBA. 

I understand that nothing in the Employee Handbook should be interpreted as a restriction on 
employees’ legal right to discuss their terms and conditions of employment with one another for their 
mutual protection and benefit, or their right to report unlawful conduct. Any employee who believes 
compliance with the policies in this Handbook would conflict with such legal rights should promptly 
discuss the matter with General Manager of Finance Officer. 

I have carefully read and understand this Employee Handbook Acknowledgement Form. 

Date: _____________________ ________________________________________ 

Employee’s Signature 

Print Name: 
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