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Running Springs Water District 
Personnel Manual 

 
Section 1 – District History and Introduction 

 
Mission Statement 
 
The mission of the Running Springs Water District is to provide water, fire, emergency medical 
service, sewer, and other beneficial services to the community: The goal of the District shall be to 
do so with the highest level of integrity and ethical principles and in the most efficient and cost 
effective manner possible. 
  
Strategic Vision 
 
The vision of the Running Springs Water District is to acquire and sustain the resources necessary 
to provide for the current and projected service needs of the Running Springs community in the 
following areas: 
 
• Water Service: The Running Springs Water Division will provide excellent water quality that 

consistently meets or exceeds regulatory and customer requirements and water quantity that 
recognizes the limited availability of supply in our area yet satisfies the essential needs of our 
customers. 

 
• Fire and Emergency Medical Service: The Running Springs Fire Department will be an 

exemplary organization dedicated to community service and acclaimed for our hometown 
attentiveness as we provide fire protection and life safety services whenever called to duty. 

 
• Wastewater Collection and Treatment Service: The Running Springs Wastewater Division will 

provide extraordinary wastewater collection service for the Running Springs area and 
wastewater transmission and treatment service for the Running Springs, Arrowbear, and Green 
Valley Lake areas that protects the environment, complies with regulatory requirements, 
satisfies the needs of our customers, and provides beneficial uses for our reclaimed water. 

 
• Administration Service: The Running Springs Administration Department will provide 

exceptional customer service to the community and support services to all District departments 
in a manner that demonstrates professionalism, utilizing advanced levels of technology. 

 
All services will be provided in a manner that makes use of community outreach, sound 
management principles, responsible financial practices, and appropriate levels of technology. The 
Board will provide sound governance and strive to attract and retain a highly qualified, productive 
workforce and maintain a workplace environment where excellence is valued and where creativity, 
teamwork, and open communication between Departments is actively encouraged. 
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District Formation History 
 
The Running Springs Water District ("RSWD or District") is a local public agency charged under 
the laws of the United States of America and the State of California, as well as our own District 
policies and regulations, with the duty of supplying and maintaining water service, providing fire 
and emergency medical care services and operating wastewater collection and treatment facilities 
for the residents, users and taxpayers of this area. 
 
The District is an independent special district that was formed in March 1958. "Special District" 
can be defined as a legally constituted governmental entity which is neither a city nor a county, 
and is established for the purpose of providing specific services within a specific boundary. 
 
The District is a multi-service organization that presently operates three departments: a water 
department that provides retail water distribution, a fire department that provides fire protection 
and pre-hospital emergency medical aid service, and a wastewater department that collects, treats, 
and disposes of the area's wastewater. The District's service area is approximately five square 
miles. 
 
The District's power and authority is primarily regulated and defined by Division 12, Sections 
30000-33901 of the California Water Code. The District's operations are governed by a five 
member Board of Directors elected by the community. 
 
Water Department History 
 
The first service provided by the District was retail water sales and was the reason for the District's 
formation in 1958. This service is still the primary function of the Water District. To establish the 
newly formed district, the voters of Running Springs passed a bond issue which provided the 
funds to purchase the area's four existing private water companies and to correct the major water 
system deficiencies. The purpose of this consolidation was to provide stability, and to attempt to 
guarantee continuous service throughout the area. The inability of the existing companies to 
maintain consistent service, and the desire of the people, prompted the District's formation. 
 
Over the years, the Water Department has used a number of different water sources ranging from 
pumping and treating surface water from Rainbow Lake (Deep Creek), purchasing water from 
the Arrowbear Park County Water District and using a variety of horizontal and vertical wells. In 
the late 1960's and the early 1970's, the Water Department experienced difficulty meeting its 
water consumption demands because of the increasing population growth and land development 
within the District. Further, the use of several of the District's sources of water had to be 
discontinued for failure to meet State Health Department standards. 
 
Years of long, hard work ended in 1972 with the successful completion of the phase of 
construction of the State Water Project that brought water from Northern California into Southern 
California, and equally as important, into portions of the San Bernardino Mountains. The 
imported Northern California water is supplied from Silverwood Lake by the Crestline-Lake 
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Arrowhead Water Agency (CLAWA). This water is, and will continue to be, an extremely 
important source of water for the District and its customers. 
 
In 1984, as part of the Water Department's water development plan, the District and the 
Arrowbear Park County Water District entered into a joint-venture construction project to connect 
the two agencies' water systems. The interconnection tie between the two systems provided the 
capability for the two Districts to transfer water to meet the needs of each community for both 
domestic water and fire flow demand. 
 
In 1984, through a combination of local funds and a $1.5 million loan by the State Department of 
Water Resources (Safe Drinking Water Bond Law of 1976), the Water District started a three-
year system improvement/replacement project. Approximately eight miles of substandard 
deteriorated water mains were replaced and a one-million gallon storage tank and a radio 
frequency controlled water management telemetry system was added. 
 
As of the date this Manual was updated, the District's Water Department operates approximately 
43 miles of transmission and distribution mains ranging in size from 2" to 16". These mains 
transport water for domestic use and fire protection purposes to the approximately 3,000 
customers in the District's service area. The water distribution system is divided into nine separate 
pressure zones with 14 booster pumping stations and 13 water storage reservoirs that have 
combined water storage of 2.73 million gallons. The primary local sources of water are vertical 
and horizontal wells located in Sidewinder Canyon and approximately 80 gallons per minute of 
vertical well groundwater purchased from the Arrowbear Park County Water District. 
 
Fire Department History 
 
In October 1962, fire protection became the second service provided for the community by the 
District. Until that time, fire protection for the area had been provided by an all-volunteer fire 
department comprised of a group of concerned citizens. Through donations and contributions, 
this group of dedicated citizens established a community fire department. As the needs of the 
community outgrew the ability of the volunteer fire department to provide and maintain this 
service, there was a recognized need for change. Because of the increased community need, a 
comprehensive study was conducted to determine the best method of providing fire protection. 
The alternatives considered were a County fire department, consolidating with existing 
mountaintop fire departments and contracting for fire protection. After adjacent agencies declined 
to provide fire services and after the feasibility of the other alternatives were ruled out, it was 
decided that the District had the authority and the ability to provide fire protection services. 
Primarily, it was determined this would be the most cost effective alternative, while at the same 
time, would allow local control by an already established governmental agency. 
 
While the fundamental purpose of the District's Fire Department is the protection of life and 
property from fire, several operational functions are provided by the Fire Department as well. 
These functions include a variety of public assistance services, field emergency medical care 
services, ambulance transportation services, and community education and awareness programs. 
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Of the services provided, the greatest public emphasis and need has been in the area of field 
emergency medical care. Over the years, medical aid responses have grown to the point where 
they significantly outnumber fire related responses. In an attempt to provide better service and 
better meet the needs of the community, in September 1978 the District's Fire Department 
implemented advanced life support (ALS or paramedics) into its medical care services. With the 
implementation of advanced life support services, the District's Fire Department became the first 
fire agency in the San Bernardino Mountains to provide a 24-hour continuous paramedic 
program. 
 
To enhance its emergency medical care system, the District’s Board of Directors authorized the 
Fire Department to provide ambulance transportation services. Until this time, ambulance service 
had been provided by the Lake Arrowhead Fire Protection District. Improved patient care, public 
need and economics were the primary reasons for the Directors authorization of this additional 
service. The ambulance service boundary includes Running Springs, Smiley Park, Arrowbear, 
Green Valley Lake, Snow Valley and along State Highway 18 to Lake View Point. The 
ambulance coverage also includes State Highway 330 to City Creek Ranger Station. 
 
As of the date this Manual was updated, the Fire Department operates from two fire stations 
located within the District boundaries. 
 
Wastewater Department History 
 
Wastewater collection and treatment was the third service to be provided by the District. The 
Wastewater Department of the District was formed in September 1968 as a result of an anticipated 
State mandated water quality control program. The District's water pollution control program 
was, in part, created to help ensure the water quality of the water discharged into the two 
watersheds adjoining the District boundaries. The service area of the District lies within two 
watershed drainage areas, Deep Creek Mojave River (Lahontan Region) and the Santa Ana River 
(Santa Ana Region). The formation and construction of the Wastewater Department's collection 
system and treatment plant was financed by a voter approved bond issue, a Federal grant, and 
seven assessment districts. The construction period spanned seven years and was completed in 
November 1975. 
 
The District's treatment plant was designated as a regional facility by the State Water Resources 
Control Board and presently provides wastewater treatment and disposal, under contract, for the 
communities of Arrowbear Lake, Green Valley Lake and Snow Valley. The contract service with 
the Arrowbear Park County Water District began in January 1977. In May of that same year, the 
District entered into a wastewater service contract with the County of San Bernardino to provide 
wastewater treatment and disposal for County Service Area 79 (CSA 79), which includes Green 
Valley Lake, US Forest Service Recreation areas including campgrounds and a ski area located 
within Green Valley Lake, private camps along Green Valley Lake Road, and the Snow Valley 
Ski area recreation site located on Highway 18 at Snow Valley. 
 
With the completion of the system in 1975 and the importance of the District's water pollution 
control program the demand for this service has increased significantly. Service contracts, 
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increased full-time resident population and the addition of several new subdivisions have resulted 
in modifications, additions and expansion to the originally constructed facilities. As of the date 
this Manual was updated, the District's Wastewater Treatment Division operates a 1.0 million 
gallon per day (MGD) membrane bioreactor (MBR) plant with advanced tertiary treatment. The 
facility includes a solids handling system built in 1989, an effluent disposal site consisting of the 
13 original percolation and evaporation ponds and spray irrigation built in 1987, covering seven 
acres plus four acres of green belt. 
 
As of the date this Manual was updated, the collection system consisted of 65 miles of pipe 
ranging in size from 6" to 15" and 9 sewage lift stations. It has 3 miles of sewage forced mains, 
40 miles of sewer laterals, and approximately 2,840 sewer service lateral connections. 
 
This section has briefly described the formation of the Running Springs Water District and its 
various departments. A recurring theme in the District's formation and the extension of its 
services is a response to public need and the desire to ensure continued responsiveness and 
efficient service through local control. 
 
Introduction to Personnel Manual 
 
While performing these operations, the District is engaged in public services requiring continuous 
operation and the recognition of this obligation in which continuous service is imposed both on 
the District and its personnel. The obligation and duty of the District and its work force is to 
maintain continuous service, insofar as humanly possible, is a basic condition of the District's 
formation and its right to continued existence. 
 
Inherent in the relationship established between the District and its employees is the District's 
obligation to treat its employees justly and fairly, and the employee's obligation to cooperate with 
their fellow employees and the District in the performance of this public service obligation and 
in the preservation of the highest possible customer service, good name, goodwill, and property 
of the District. 
 
This personnel manual was designed to serve as a source of information and provide a working 
guide for the District's personnel program. The manual contains personnel policies and 
procedures, which helps clarify the District's position, and promotes a better understanding of the 
District's personnel practices. The manual also provides a framework to help assure consistency 
and uniformity throughout the District. It is not, however, a contract. 
 
The personnel policies, procedures and guidelines in this manual will remain in effect until 
changes are considered necessary as a result of internal conditions, technical and economic 
changes pertaining to our particular industry, or other legitimate reasons. All changes must first 
be approved by the District's governing Board of Directors; however, any changes will be made 
only after due consideration has been given to the mutual advantages, benefits and responsibilities 
of such changes. Should such changes be warranted and approved, employees will be notified 
and given the revised policy change(s) and/or attachment(s) which should be placed in the 
appropriate section of this manual.  
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We believe this manual will provide information essential to the implementation of the District's 
personnel program, and will help determine how well the program is meeting the needs of the 
employees and the District. 
 
This most recent version of the personnel manual is a reflection of best management practices 
and the current requirements of law, adapted as appropriate for the specific needs of the District. 
Attachment P contains a copy of the Running Springs Water District Ordinance No. 51, 
Amending District Employment Standards and Provisions, Adopting a Revised Personnel 
Manual.  
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Section 2 – Benefits 
 
Benefits Section Introduction 
 
This section details information about the various employee benefits. Except as otherwise 
provided, these benefit programs are available for all full-time employees and all regular part-time 
employees who on a regular basis work at least 50% of the hours of full-time employees. Except 
as explicitly provided herein, paid-call employees are not eligible for benefits.  
 
In addition to the revisions set forth below, any rules, policies, and/or procedures set by the various 
insurance providers also apply. These benefits, subject to applicable law or agreement, may be 
modified or terminated at any time at the discretion of the Board of Directors. 
 
A. Medical Insurance 
 
Regular full-time employees and their eligible dependents are provided with a comprehensive 
medical and hospitalization program. Currently, premiums are paid for by the District if the 
premium for the plan chosen falls within the maximum amount for insurance paid by the District. 
Regular part-time employees may participate in this coverage at their own expense after 12 months 
of part-time employment. More detailed information on specific medical coverage can be obtained 
from the District Administration Supervisor. Additional information regarding maximum District 
medical insurance contributions appears in sub-section D below. 
 
Probationary employees and their eligible dependents are eligible to participate in the District’s 
medical and hospitalization program and/or medical expense reimbursement plan on the first day 
of the first full calendar month following 30 days of employment. Enrollment forms can be 
obtained through the District's Administration Department. Enrollment changes can be made 
during the open enrollment period only, with the exception of a qualifying event. Please see the 
Administration Supervisor for Open Enrollment Dates. 
 
B. Dental Insurance 
 
Dental insurance coverage is available for regular full-time employees and their eligible 
dependents. The premiums may be paid for by the District if the premium for the plan chosen falls 
within the maximum amount for insurance paid by the District. Regular part-time employees may 
participate in this coverage at their own expense. More detailed information on specific coverage 
can be obtained from the District Administration Supervisor. Additional information regarding 
maximum District dental insurance contributions appears in sub-section D below. Probationary 
employees and their eligible dependents are eligible to participate in the District’s Dental Plan on 
the first day of the first full calendar month following 30 days of employment. Enrollment forms 
can be obtained through the District's Administration Department. Enrollment changes can be 
made during the open enrollment period only, with the exception of a qualifying event. Please see 
the Administration Supervisor for Open Enrollment Dates. 
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C. Vision Insurance 
 
Vision insurance coverage is available for regular full-time employees and their eligible 
dependents. The premiums may be paid for by the District if the premium for the plan chosen falls 
within the maximum amount for insurance paid by the District. Regular part-time employees may 
participate in this coverage at their own expense. More detailed information on specific coverage 
can be obtained from the District Administration Supervisor. Additional information regarding 
maximum District vision insurance contributions appears in sub-section D below. Probationary 
employees and their eligible dependents are eligible to participate in the District’s Vision Plan on 
the first day of the first full calendar month following 30 days of employment. Enrollment forms 
and claim forms can be obtained through the District's Administration Department. Enrollment 
changes can be made during the open enrollment period only, with the exception of a qualifying 
event. Please see the Administration Supervisor for Open Enrollment Dates. 
 
D. Health Insurance Plan Cost and Medical Expense Reimbursement Policy 
 
The District will contribute a maximum amount towards an employee’s total cost for medical, 
dental, and vision coverage, as identified in Attachment A. 
 
If an employee has an available medical insurance plan, in addition to the plan offered by the 
District, he or she may drop the District’s plan and be reimbursed for the other plan if he or she 
pays for that plan. The amount of reimbursement may not exceed the amount allowed for the 
District’s plan. The District will not reimburse an employee if he or she wants to drop the District’s 
plan and does not have another plan or if the employee is included in a spouse’s plan that is also 
paid for by an employer. The reimbursement amount shall not exceed the out of pocket expense 
of the employee in purchasing the plan. Additional information regarding maximum District 
Medical/Dental/Vision plans and medical expense reimbursement policy is included in 
Attachment A.  
 

E. Life Insurance 
 
Employees are provided with Life Insurance protection at no cost. Coverage is provided at two 
time’s annual salary plus $25,000 up to a maximum of $225,000 for miscellaneous employees and 
$25,000 for safety employees. More detailed information on life insurance coverage can be 
obtained from the District Administration Supervisor.  
 
F. State Disability Insurance 
 
1. Overview of State Disability Insurance (SDI) Benefits: This benefit applies to all 

employees including Paid Call Firefighters. A percentage of each employee's gross pay 
each pay period is contributed towards his or her SDI. An employee is eligible to receive 
SDI payments if the employee is sick or injured in a non-work related injury, or if the 
employee is entitled to receive temporary workers' compensation benefits which are 
payable at a lower rate than the employee's disability insurance benefit amount. An 



Personnel Manual  12 

employee is not eligible to receive unemployment and disability insurance benefits during 
the same period. 

 
2. Filing a Disability Claim: If an employee needs to file a claim for disability benefits, the 

employee should obtain a claim form from the Employment Development Department 
("EDD") office nearest to the employee's home. The EDD will provide employees with 
additional information concerning benefits and will help employees complete the filing 
process. 

 
G. Worker’s Compensation Insurance 
 
1. Safety Employees: This benefit applies to all safety employees including Paid Call 

Firefighters. Labor Code § 4850 provides for a leave of absence with salary, in lieu of 
temporary disability payments or maintenance allowance payments provided under 
Workers' Compensation for firefighters. Accordingly, because District firefighters 
participate in PERS, they are eligible for the paid leave of absence in accordance with 
Labor Code § 4850 as long as they meet the following eligibility requirements. 

 
a. Eligibility: If a firefighter is either temporarily or permanently disabled by injury 

or illness arising out of and in the course of his or her duties, the employee shall 
be entitled, regardless of the period of service with the District, to a leave of 
absence while so disabled without loss of base salary and benefits in lieu of 
temporary disability payments, if any, which would be payable under the Workers' 
Compensation Law.  

  
b. Terms of Compensation: If an employee meets the eligibility requirements set 

forth in subsection (a), his or her compensation shall continue for the period of the 
disability, but not exceeding one year, or until such earlier date as he or she is 
retired on permanent disability pension, and is actually receiving disability 
pension payments. If any employee covered under this section remains disabled 
past the one year limitation period and is not retired on permanent disability 
pension, he or she may use accrued sick leave and vacation benefits, if any, in 
addition to any Workers' Compensation benefits for which the employee is 
eligible. The District may replace the employee on disability leave based on 
operational needs. 

 
If the District disputes that an employee employed by the District on a regular full-
time basis has been disabled by injury or illness arising out of and in the course of 
their duties, the District may withhold the payments otherwise provided for in this 
policy. In the case of such a dispute, the employee may seek a determination from 
the Workers' Compensation Appeals Board to determine whether or not the 
disability in question arose out of and in the course of duty. The employee may also 
seek a determination from the Workers' Compensation Appeals Board as to when 
a disability that arose out of and in the course of duty commenced and ceased, and 
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the amount of benefits to which the employee is entitled during the period of such 
disability.  

 
c. Employee Examination: The District, at its expense, reserves the right to have an 

employee examined by a physician or physicians of its choice to determine the 
employee's fitness for duty or eligibility for any benefits.  

 
2. Miscellaneous Employees: If an employee is injured while working on the job, the 

employee is entitled to Workers’ Compensation Insurance as provided by State law. 
 

The District is currently self-insured for Workers' Compensation coverage through the Special 
District Risk Management Authority (SDRMA), which is a non-profit public agency that 
provides workers’ compensation coverage for all District personnel. 

 
3. Reporting Job-Related Injuries: All job-related injuries shall immediately be reported to 

the Department Supervisor, regardless of the severity of the injury and the Company Nurse 
when applicable. The Department Supervisor shall ensure that all necessary reports and 
forms are filled out and returned to the Administration Department. Additional information 
regarding reporting job-related injuries may be found in the Injury and Illness Prevention 
Program. 

 
4. Drug and Alcohol Testing: Drug and alcohol testing shall be required for all Workers' 

Compensation job-related injuries. 
 
H. Long Term Disability Insurance 
 
Miscellaneous Employees: The District provides all full-time Miscellaneous Employees with a 
long term disability benefit. The District pays the entire cost of the program. The Administration 
Department can provide eligible employees with a group long term disability insurance certificate 
which provides a more detailed explanation of this benefit. More detailed information on specific 
Long Term Disability coverage can be obtained from the District Administration Supervisor. 
 
I. CalPERS Retirement Plan 

 
1. Classic Safety Members: This benefit applies to all classic safety employees including Paid 

Call Firefighters who have accumulated more than 1000 hours in a fiscal year period. All 
full-time firefighters hired on or before December 31, 2012 are defined by the California 
Public Employees' Retirement System ("CalPERS") as "Classic Safety Members" under 
the District's current retirement system. The District has contracted with CalPERS for the 
following retirement benefits for its Classic Safety Members: 

 
a. 3% at age 50 retirement plan. 
b. 1959 survivor benefits with increased benefit option. 
c. The normal Safety Member Contribution of 9% will be paid by the employee. 
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Additional information on Safety Members CalPERS Plan can be obtained from the District 
Administration Supervisor. 
 
2. Classic Miscellaneous Members: All full-time and regular part-time Water Department, 

Wastewater Department and Administration Department employees hired on or before 
December 31, 2012 are defined by CalPERS as "Classic Miscellaneous Members" under 
the District's current retirement system. The District has contracted with CalPERS for the 
following retirement benefits for its Classic Miscellaneous Members: 

  
a. 2.7 % at age 55 retirement plan. 
b. 1959 survivor benefits with increased benefit option. 
c. The normal Miscellaneous Member contribution of 8% will be paid by the 

employee. 
 

Additional information on Miscellaneous Members CalPERS Plan can be obtained from 
the District Administration Supervisor. 

 
3. New Safety Members: This benefit applies to all new safety employees including Paid Call 

Firefighters who have accumulated more than 1000 hours in a fiscal year period. Assembly 
Bill (AB) 340 created the Public Employees’ Pension Reform Act (PEPRA) that 
implemented new benefit formulas and final compensation period, as well as new 
contribution requirements for new safety members hired on or after January 1, 2013 who 
meet the definition of a new member as per PEPRA. The following retirement benefits, 
final compensation period and employer and member contribution rates are effective 
January 1, 2013 for any new safety members that meet the definition of a new member 
under PEPRA: 

  
a. Benefit Formula: 2.7% at age 57. 
b. Final Compensation Period: 3 Year Final Compensation. 
c. Employer Contribution Rate as a percentage of payroll: 11.50% of Reportable 

Compensation. 
d. Member Contribution Rate as a percentage of payroll: 11.50% of Reportable 

Compensation. 
 

Additional information on the New Safety Members CalPERS Plan can be obtained from the 
District Administration Supervisor. 

 
4. New Miscellaneous Members: This benefit applies to all new full-time and regular part-

time Water Department, Wastewater Department and Administration Department 
employees. AB 340 created the PEPRA that implemented new benefit formulas and final 
compensation period, as well as new contribution requirements for new miscellaneous 
members hired on or after January 1, 2013 who meet the definition of a new member as 
per PEPRA. The following retirement benefits, final compensation period and employer 
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and member contribution rates are effective January 1, 2013 for any new miscellaneous 
members that meet the definition of a new member under PEPRA: 

  
a. Benefit Formula: 2% at age 62. 
b. Final Compensation Period: 3 Year Final Compensation. 
c. Employer Contribution Rate as a percentage of payroll: 6.25% of Reportable 

Compensation. 
d. Member Contribution Rate as a percentage of payroll: 6.25% of Reportable 

Compensation. 
 

Additional information on the New Miscellaneous Members CalPERS Plan can be obtained 
from the District Administration Supervisor. 

 
J. Deferred Compensation 
 
All full-time District employees may participate in the District's deferred compensation program. 
Participation is voluntary and may be funded through payroll deduction. Employees may obtain 
additional information about the Deferred Compensation plans from the District Administration 
Supervisor. 
 
K. Vacation Leave 
 
1. Accruing Vacation Leave: 
 

a. Regular Full-Time Employees: Regular full-time employees shall accrue vacation 
time according to the following schedule: 
 
Upon initial employment through five (5) years of continuous fulltime service - 2 
work weeks per year. 
 
At the beginning of six (6) through ten (10) years of continuous fulltime service - 
3 work weeks per year. 
 
At the beginning of eleven (11) through (15) years of continuous fulltime service - 
4 work weeks per year. 
 
All vacation leave will be accrued at 1/26th of the annual accrual rate each pay 
period.  
 

b. Additional Vacation Longevity Recognition: 
 
In addition to four work weeks of vacation, at the beginning of the sixteenth (16) 
year of continuous service additional vacation days shall be earned per year as 
follows:  
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Miscellaneous and Safety Employees working a 40 hour work week 
                    
      16th Yr.    =  8 hours  

TOTAL 
=    8 hours 

      17th Yr.    =  8 hours      =  16 hours  
      18th Yr.    =  8 hours      =  24 hours  
      19th Yr.    =  8 hours      =  32 hours  
      20th Yr.    =  8 hours      
  

Safety Employees working a 56 hour work week 

=  40 hours  

                    
      16th Yr.    = 11.2 hours  

TOTAL 
= 11.2 hours

      17th Yr.    = 11.2 hours     = 22.4 hours 
      18th Yr.    = 11.2 hours     = 33.6 hours 
      19th Yr.    = 11.2 hours     = 44.8 hours 
      20th Yr.    = 11.2 hours     = 56.0 hours 

 
A total of 4 weeks + 1 week (5 work weeks) will be earned on a yearly basis from 
the 20th year forward. 
 
"Work week" shall mean 56 hours for Safety employees working a 56 hour work 
week and 40 hours for Miscellaneous and Safety employees working a 40 hour 
work week. 
 

c. Regular Part-Time Employees: Regular part-time employees shall accrue vacation 
time on a pro-rata basis, as illustrated in the following example: 
 
Example: Assume a part-time employee with two (2) years of continuous part time 
service works 1300 hours during the preceding year. 
 
Full-time hours = 2080 per year (52 weeks x 40 hours). 
 
1300 divided by 2080 = 62.5% of 80 = 50 hours of accrued vacation. 
 

d. No Accrual While On Unpaid Leave Status: Vacation time shall not accrue for 
regular full-time and part time employees who are on unpaid leave status. 

 
2. Maximum Vacation Accrual: Vacation accruals shall be limited to the total vacation hours 

accrued during the preceding year in addition to the current year's accrual. Once this 
maximum limit is reached, all further accruals will cease. Vacation accruals will 
recommence after an employee has taken vacation and his or her accrued vacation has 
dropped below the maximum limit. Employees close to reaching maximum accrual levels 
should use due diligence in managing their use of vacation time to avoid reaching the 
maximum accrual limit. 
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3. Vacation Pay: Before going on vacation, employees may request their paycheck through 

the Administration Department for the number of approved vacation days to be taken, plus 
the number of days actually worked in the pay period. Pay for vacation will be at the current 
base wage rate. 

 
4. Authorization: All vacations must be approved in advance. Accordingly, all employees 

must  use the Microsoft Outlook Calendar Meeting Invite Function to request time off and 
obtain prior approval before taking any accrued vacation time. Employees shall have 
vacation requests authorized by the Department Supervisor. Department Supervisors shall 
have their vacation requests authorized by the General Manager. Employees should obtain 
authorization for vacations of up to three (3) or more consecutive work days at least one 
(1) week in advance. Vacations of five (5) days or more should be authorized at least two 
(2) weeks in advance. 

 
5. Scheduling: Scheduling of vacations is accomplished in a manner consistent with the 

District's operational requirements. Accordingly, although the District will consider the 
preferences of the employee, a vacation request will not be granted if it will impair the 
work schedule or adversely impact the efficiency of the Department. If an employee has 
reached the maximum accrual limit and is unable to take vacation because of the 
Department's workload, the following alternatives may be made available: (1) the General 
Manager may approve a waiver on the limit of maximum hours that may be accrued; or (2) 
the employee may request that the District buy back the unused vacation time, in 
accordance with subsection (9). Any determinations in this regard are at the sole discretion 
of the General Manager. 

 
6. Illness During Vacation: If an employee becomes ill or requires hospitalization while on 

vacation, the employee may substitute any accrued but unused sick leave in lieu of vacation 
time. The number of sick days that may be substituted for vacation days is limited to the 
number of days the employee was ill or hospitalized. To be eligible for the substitution, the 
employee must provide a statement of illness from a doctor or hospital. The employee may 
subsequently reschedule his or her vacation if authorized by the Department Supervisor. 

 
7. Holidays During Vacation: If a District observed holiday occurs during an employee's 

scheduled vacation, no deduction from accrued vacation will be made for the holiday 
period. An employee may choose to have the time added to the vacation period or use the 
holiday time to reduce the number of vacation days that are taken. 

 
8. Work Request During Vacation: If the District requests an employee to work during the 

employee's scheduled vacation, the employee will be paid for the hours worked, and no 
deduction from accrued vacation will be made for the time that was worked. If an employee 
then chooses to reschedule his or her vacation, every attempt will be made to give priority 
to the rescheduling request. 
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9. Accrued Vacation Buy-Back Program: Regular full and part-time employees who have 
completed two years of continuous service with the District are eligible to participate in 
the vacation buy-back program. Under this program, the District may buy back any unused 
accrued vacation time, to a maximum of fifty percent (50%) of the vacation time earned in 
the preceding year. The buy-back amount will be calculated based on the number of hours 
requested (subject to the limit set forth above), multiplied by the employee's current wage. 

 
For the purpose of this section a year shall begin on an employee’s anniversary date. 

 
10. Conversion Adjustment of Accrued Vacation Time: If an employee is assigned to a "40 

hour work schedule" then is reassigned to a "24 hour work schedule" or vice versa, the 
employee's vacation accrual will be adjusted based on the formula set forth in Attachment 
B. 

 
11. Payment upon Termination: On termination of employment, an employee will be paid all 

accrued but unused vacation based on his or her current base pay. 
 
12. Payment upon Death of Employee: Payment will be made according to Sections 13600 to 

13605, inclusive, of the California Probate Code. 
 
L. Holiday Leave 
 
1. District Holidays: 
 

The District observes the following holidays: 
 

1-New Year's Day 
2-Martin Luther King Day 
3-President's Day 
4-Memorial Day 
5-Independence Day 
6-Labor Day 
7-Veteran's Day 
8-Thanksgiving Day 
9-Day after Thanksgiving 
10-Christmas Eve 
11-Christmas 
12-New Year’s Eve Day 

 
2. Safety Employee Holiday Leave: An employee's holiday accumulation will be credited 

with the equivalent number of hours for his or her normal work day for each holiday that 
is observed by the District. 
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Example: 
10 hour work day = 10 hours; 
24 hour work day = 24 hours; 
8 hour work day = 8 hours.  

 
a. Maximum Accrual: Unused holiday accruals shall be limited to 120 hours for 40 

hour personnel and 288 hours for 24 hour personnel.  Credited holiday hours shall 
be subject to the same rules as vacation hours with the approval of the Fire Chief. 

 
b. Accrued Holiday Buy-Back Program: Safety employees may have the District buy 

back up to the maximum holiday accrual. 
 

c. No Accrual While On Unpaid Leave Status: Holiday time shall not accrue for 
regular full-time and part-time employees who are on unpaid leave status. 

 
d. Authorization: All employees must use the Microsoft Outlook Calendar Meeting 

Invite Function to request time off and obtain prior approval before taking any 
accrued holiday time. Employees shall have holiday requests authorized by the Fire 
Chief. The Fire Chief shall have his or her holiday requests authorized by the 
General Manager. 

 
e. Scheduling: Scheduling of accrued holiday time is accomplished in a manner 

consistent with the District's operational requirements. Accordingly, although the 
District will consider the preferences of the employee, the employee's request will 
not be granted if it will impair the work schedule or adversely impact the efficiency 
of the Department. If an employee has reached the maximum accrual limit and is 
unable to take accrued holiday time because of the Department's workload, the 
General Manager may approve a waiver on the limit of maximum hours that may 
be accrued. 

 
f. Conversion Adjustment of Accrued Holiday Time: If an employee is assigned to a 

"40 hour work schedule" then is reassigned to a "24 hour work schedule" or vice 
versa, the employee's holiday accrual will be adjusted based on the formula set forth 
in Attachment B. 

 
3. Miscellaneous Employee Holiday Leave: A holiday will be observed on the actual calendar 

date upon which the holiday falls. 
 

If the holiday falls on an employee's regularly scheduled day off, the employee will receive 
an additional day off in the work week, either before or after the observed holiday. 

 
All regular full-time exempt employees will be paid eight (8) hours of pay at their normal 
base rate, regardless of whether the employee actually works or if the holiday falls on the 
employee's day off. 
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All regular full-time nonexempt employees who work on a scheduled holiday will be paid 
at 1.5 times their normal base rate for all hours worked, plus eight (8) hours of straight time 
pay for the holiday. 
 
In addition, all full-time miscellaneous employees may be granted one (1) floating holiday 
per fiscal year. The floating holiday must be used within the fiscal year. Employees must 
obtain their supervisor’s prior approval for using the holiday. 
 
Payment upon Death of Employee: Payment will be made according to Sections 13600 to 
13605, inclusive, of the California Probate Code. 

 
M. Sick Leave 
 
1. Sick Leave Program: To help prevent loss of earnings that may result from accidents, 

illness, or other emergencies as well as preventative health maintenance, the District has 
established a paid sick leave program. 

 
2. Eligibility: All regular full-time employees are eligible for paid sick leave upon the first 

day of employment. Regular part-time employees are eligible to accrue sick leave time on 
a pro-rata basis. An employee who, on or after July 1, 2015, works thirty (30) or more days 
within a year from the commencement of employment is eligible for Minimum Paid Sick 
Leave. This policy is intended to comply with the requirements of the Healthy Workplaces, 
Healthy Families Act of 2014 at Labor Code section 246 and should be interpreted 
consistently. 
 

3. Sick Leave Accrual Limit: Sick leave shall be cumulative from year to year and there is no 
limit on the number of sick leave hours that an employee may accrue. However, sick leave 
shall not accrue for regular full-time and part-time employees who are on unpaid leave 
status. 
 

a. Minimum Paid Sick Leave: Employees who are eligible for the Minimum Paid Sick Leave 
entitlement as of July 1, 2015, will be granted one hour per every 30 hours worked, paid at 
the employee’s regular wage rate. Accrual shall begin on the first day of employment or 
July 1, 2015, whichever is later. An employee shall be entitled to use accrued paid sick 
days beginning on the 90th day of employment, after which day the employee may use paid 
sick days as they are accrued. Accrued paid sick leave shall carry over to the following 
year of employment and is capped at 48 hours. Employees are not eligible to accrue unless 
their accrual bank is less than 48 hours. The Minimum Paid Sick Leave entitlement and its 
use shall be reflected on the covered employee’s regular pay stubs. Minimum Paid Sick 
Leave will not be paid out on termination. 

 
4. Use Of Sick Leave: Any paid leave assigned for use during the covered employee’s own 

illness and Minimum Paid Sick Leave, shall be available for the following uses: 
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a. Sick leave may be taken for personal illness or disability such as injury or 

pregnancy or for family leave care; 
 

b. An absence necessitated by an employee’s own or a family member’s illness or 
injury, defined to include diagnosis, care, or treatment of an existing health 
condition, among other things; 

 
c. An absence necessitated by the employee’s own or a family member’s need for 

preventative care, defined to include medical, dental, or vision appointments; 
 
d. An absence due to an employee’s exposure to a contagious disease when quarantine 

is imposed by health authorities or on the advice of a physician when the presence 
of the employee at work could endanger the health of others; 

 
e. An absence required by an employee who is the victim of domestic violence, sexual 

assault, or stalking, to: (1) 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 or his or her child; (2) seek 
medical attention for injuries caused by domestic violence, sexual assault, or 
stalking; (3) obtain services from a domestic violence shelter, program, or rape 
crisis center as a result of domestic violence, sexual assault, or stalking; (4) obtain 
psychological counseling related to an experience of domestic violence, sexual 
assault, or stalking; or (5) participate in safety planning and take other actions to 
increase safety from future domestic violence, sexual assault, or stalking, including 
temporary or permanent relocation; 

 
f. Hours taken for preventative maintenance visits including dental, health, eye care 

and routine doctor visits will be treated as sick leave; 
 

g. The District retains the right to request verification from a licensed health care 
provider for all absences due to illness or disability. Sick pay may be withheld if a 
satisfactory verification is not received; 

 
h. All employees who are absent from work on sick leave must accurately record the 

hours of the absence on the employee's time card; 
 

i. Except as specified in Section 2, K (6), Illness during Vacation, sick leave may not 
be used in lieu of, or in addition to, vacation time off. 

 
j. Use of Minimum Paid Sick Leave.  Minimum Paid Sick Leave may be used for any 

purpose sick leave is otherwise typically used pursuant to policy and consistent 
with those uses set forth in the Healthy Workplaces, Healthy Families Act of 2014 
(AB 1522). These uses include, but are not limited to use by a covered employee 
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for preventative care or diagnosis, care, or treatment of an existing health condition 
for the covered employee or his or her family member; and use by a covered 
employee who is a victim of domestic violence, sexual assault, or stalking. A 
covered employee may not be required to find a replacement worker in order to 
utilize Minimum Paid Sick Leave. Use of paid sick days is limited to 24 hours in 
each year of employment; 

 
k. For purposes of this Section, “family member” is defined consistent with Labor 

Code section 245.5(c), which generally includes child (including foster, legal ward, 
and those similarly situated), parent (including spouse’s parent, guardian, and those 
similarly situated), spouse, registered domestic partner, grandparent, grandchild, 
and sibling. Employer may require such paid leaves to be used, when available, in 
conjunction with any medical leave. 

 
5. Crediting Sick Leave: 
 

a. 40-Hour Personnel: Regular full-time employees who are assigned to a 40-hour 
work week shall be credited with eight (8) hours of sick leave with pay for each full 
month of service. 

 
b. 24-Hour Shift Personnel: Regular full-time employees who are assigned to a 24-

hour shift schedule shall be credited twelve (12) hours of sick leave with pay for 
each full month of service. 

 
c. All sick leave will be accrued at 1/26th of the annual accrual rate each pay period. 

 
6. Pay In Lieu Of Sick Leave: Except as provided in subsection 10, no employee shall receive 

pay in lieu of sick leave under any circumstances. 
 
7. Reporting Sick Leave: 
 

a. If an employee is aware, prior to scheduled shift, that he or she will be absent from 
work due to illness, injury or other reason authorized for sick leave use, the 
employee must notify the Department Supervisor or appropriate designee directly 
by phone, or by leaving a voicemail, text and/or email message of the nature and 
approximate length of the leave prior to the beginning of the work day. If the 
Department Supervisor or the designee cannot be reached, the employee must 
notify the Administration Department of the absence. The employee may be 
required to provide daily reports, as required by his or her supervisor, during the 
sick leave period. Failure to provide the required notification or abuse of sick leave 
may result in a denial of sick leave pay or other disciplinary action. 
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b. Any Department Supervisor and/or General Manager who will be absent from work 
on sick leave shall follow similar notification procedures, except that they shall 
notify the Administration Department. 

 
8. Medical Certification: Employer may, at its discretion, require an employee who has a 

medically related absence for more than three (3) consecutively scheduled shifts/work days 
to furnish medical certification of the illness or injury necessitating the absence. If an 
employee cannot provide certification, the employee’s supervisor has the option to deny 
the sick leave request and convert the time to unexcused absence. Employer may also, at 
its discretion, require an employee absent for more than three (3) consecutively scheduled 
shifts/work days to furnish medical certification that he or she is fit for duty prior to 
returning to service. If the Department Supervisor or General Manager has a reasonable 
suspicion that an employee is misusing sick leave, the employee may be required to provide 
a physician's certificate verifying his or her illness as of the first sick day. 
 
The District may allow an employee to return to work on restricted duty, if a reasonable 
accommodation can be made for the employee’s position, as determined by the General 
Manager. 

 
9. Conversion Adjustment of Accrued Sick Leave: If an employee is assigned to a "40 hour 

work schedule" then is reassigned to a 24 hour shift schedule or vice versa, the employee's 
sick leave accrual will be adjusted based on the formula set forth in Attachment B. 

 
10. Sick Leave Cash Reimbursement: On termination of employment from the District, eligible 

employees shall receive payment for accrued sick leave as set forth below. 
 

a. Eligibility: If an employee has ten (10) or more years of continuous services with the District 
and voluntarily terminates his or her employment with the District, the employee is eligible 
for the sick leave cash reimbursement as long as the employee complies with the procedural 
requirements set forth below. If an employee otherwise meets the ten (10) year service 
requirement, but is terminated from the District for cause, the employee shall not be eligible 
for the cash reimbursement. All other employees who do not meet the service requirements 
are not eligible for the cash reimbursement. 

 
b. Procedure: In order to receive the sick leave cash reimbursement, the eligible employee must 

provide the District with a minimum of two (2) weeks written notice prior to the employee's 
separation date. Further, the employee must return all District property and equipment to the 
District's designee prior to the separation date. If the employee fails to adhere to these 
procedures, the employee shall not be eligible for the sick leave cash out. 

 
c. Limit on Reimbursement: The maximum reimbursement limit shall be 2080 hours. 

However, in no event shall the percentage of reimbursement exceed 100% of the accrued 
amount. Sick leave reimbursement shall be calculated to the closest month of service, and 
will be paid as follows: 
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3% x length of service = ___% of reimbursement. 
% of reimbursement x sick leave hours accrued = reimbursable hours. 
Reimbursable hours x current hourly rate = cash payment. 
 
Example: An employee with 22.3 years of service has accumulated 2,112 hours of sick 
leave. The employee's current hourly rate is $8.65/hr. 

 
      3% x 22.3 years = 66.9% 
      66.9% x 2080 hours = 1391.52 hours 
      1391.52 x $8.65/hour = $12,036.65 
 
      Appropriate payroll taxes will be deducted. 
 

d. Payment upon Death of Employee: Payment will be made according to Sections 13600 to 
13605, inclusive, of the California Probate Code. 

 
11. Bereavement Leave: Eligible employees may use a maximum of five days of accrued sick 

leave per fiscal year for absence due to the death of an "immediate family" member or for 
the death of any relative living with the employee. For the purposes of this subsection only, 
"immediate family" member is defined as spouse, registered domestic partner, child, foster 
child, grandchild, grandparent, mother, father, brother, sister, aunt, uncle or any in-laws or 
step relation defined herein. Requests for bereavement leave must have written or verbal 
approval of the Department Supervisor or General Manager. The request must set forth the 
reasons for the request and state the number of days the employee is asking to be absent 
from work. 

 
12. Leave for Family Care: In each calendar year, eligible employees may use sick leave up to 

a maximum equivalent to the amount the employee accrues within a six (6) month period 
to care for members of the employee's "immediate family" or any relative living with the 
employee. For purposes of this subsection only, "immediate family" is defined as spouse, 
registered domestic partner, child, foster child, grandchild, grandparent, mother, father, 
brother, sister or any in-laws or step relation defined herein. Leave for family care is 
provided for situations in which the serious illness of an employee's immediate family or 
a relative requires the employee to stay home to provide care for that person. Request for 
such leave must have written or verbal approval of the Department Supervisor or General 
Manager. The request must set forth the reasons for the request and state the number of 
days the employee is requesting to be absent from work. 

 
13. Transfer of Sick Leave from One Employee to Another: This policy will enable an 

employee to convey accrued sick leave to another employee facing a sickness or medical 
leave of absence. The rate of sick leave conveyed would be calculated on a dollar for dollar 
basis. Conveyed sick leave would be treated as if it were accrued by the employee receiving 
it. 
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Example # 1: An employee wants to convey 10 hours of sick leave to a seriously ill co-
worker who has exhausted his/her accrued sick leave. 
 
Conveying Employee Hourly Wage = $20 / hr. 
Receiving Employee = $10 / hr. 
Conveying Employee - Accrued Sick Leave Hours = 500 
Sick Leave Hours Conveyed = 10 
Remaining Sick Leave Hours = 490 
10 hours X $20 = $200 (Sick Leave Dollars) 

 
$200 of sick leave dollars from the conveying employee (at $20/hr.) would be equivalent 
to 20 hours of sick leave to the receiving employee (at $10/hr.) 

 
$200 / $10 = 20 hours 

 
Receiving Employee – Accrued Sick Leave Hours = 0 
Sick Leave Hours Received = 20 
Sick Leave Hours to be Used = 20 

 
Example #2: An employee wants to convey 10 hours of sick leave to a seriously ill co-
worker who has exhausted his/her accrued sick leave. 
 
Conveying Employee Hourly Wage = $10 / hr. 
Receiving Employee = $20 / hr. 
 
  Conveying Employee - Accrued Sick Leave Hours   =  500 
          Sick Leave Hours Conveyed  =  10  

  Remaining Sick Leave Hours  =  490  
 
10 Hours X $10 = $100 (Sick Leave Dollars) 
 
$100 of sick leave dollars from the conveying employee (at $10/hr.) would be equivalent 
to 5 hours of sick leave to the receiving employee (at $20/hr.). 
 
$100 / $20 = 5 hours 
 
Receiving Employee - Accrued Sick Leave Hours = 0 
Sick Leave Hours Received = 5 
Sick Leave Hours to Be Used = 5 
 

  Conveying of sick leave will conform to the following conditions: 
 

1. An Employee wishing to convey sick leave to another employee must submit their 
written request to the Administration Supervisor. 
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2. It is understood that once sick leave has been conveyed, it cannot be taken back. 

 
3. The employee conveying sick leave must have a minimum of 100 hours of sick 

leave remaining after the conveyance. 
 

4. Sick leave cannot be conveyed by an employee to his/her immediate supervisor. 
 

5. An anonymous transfer of sick leave may be requested by the conveying employee 
to the Administration Supervisor at the time of the transfer request. 

 
The General Manager may authorize the transfer of leave balances from an originating 
balance other than sick leave (such as vacation or comp time) to another employee’s sick 
leave balance, using the same approach as identified above. 

 
Attachment C, Sick Leave Transfer Request Form, must be completed to document the 
leave balance transfer. 

 
14. Abuse of Sick Leave: The use of sick leave in a manner inconsistent with applicable 

provisions of the Personnel Manual is not permitted. Misuse of sick leave shall be cause 
for disciplinary action. Employees that abuse sick leave disrupt the workload of fellow 
employees in a negative way. While in some instances the District has allowed for fellow 
employees to contribute time to other employees that are out for a major life threatening 
illness, donation of the time is voluntary and employees cannot rely on this, especially if 
they are abusers. To evaluate and monitor the use of sick leave, the following policy will 
be implemented immediately: 

 
Absent extenuating circumstances, sick leave will be evaluated based on the following 
criteria in the employee’s annual Performance Evaluation: 

 
0 – 1 sick incidents = Outstanding 
2 – 3 sick incidents = Exceeds Standards 
4 – 5 sick incidents = Meets Standards 
6 – 7 sick incidents = Improvement Needed 
8 + sick incidents = Unsatisfactory 

 
A sick incident may include multiple day sick events for the same cause. Any protected 
sick or medical leave does not count towards the above criteria. The evaluation period is 
the fiscal year. 
 
Employee pay increases may be withheld if sick leave use is “Unsatisfactory”. In addition, 
employees whose sick leave use is “Unsatisfactory” for a second year in a row may be 
reduced one step (after following the required disciplinary process) for each year that sick 
leave use remains “Unsatisfactory” on the performance evaluation. 
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When an employee's use of unprotected sick leave reaches 8 sick incidents or more in a 
rolling 12-month period, or the employee is sick for three or more consecutive days, the 
employee will be required to provide a doctor's note certifying the need for the absence 
prior to returning to work. Said doctor's note shall include certification that the patient 
(either the employee or the employee's immediate family member) was examined by the 
physician and that, as a result of the medical issue, the employee was either unable to 
perform the essential functions of his or her job or required time away from work to care 
for his or her family member. The note must also include a certification that the returning 
employee is fit for duty. The employee shall provide the completed doctor's note to his or 
her Supervisor prior to being allowed to return to work. 
 
The employee will also be required to certify any additional sick leave usage for the 
following 12 months or until he or she has reached a subsequent consecutive twelve-month 
period with less than 6 sick leave incidents, whichever is greater. 

 
N. Other Leave 
 
1. Military Leave: Employees will be granted a leave of absence for military purposes in 

accordance with the California Military Code and Veteran's Code, and any other 
requirements of law. 

 
2. Jury Duty: If an employee is called for jury duty in a court of law, the employee shall 

continue to receive his or her regular benefits and wages, plus any wage incentives. The 
employee may keep any jury fees and jury duty leave time will not be deducted from the 
employee's accrued leave time. A leave slip for the period of the absence must be filled out 
as soon as the employee is aware of the need for such leave. If an employee is excused or 
released from jury duty during the employee's normal work hours, the employee must 
report to work. The District reserves the right to require verification of jury duty 
assignment. 

 
3. Witness Leave: If an employee is required to be a witness regarding an event or transaction 

which he or she perceived or investigated in the course of his or her duties in a civil action 
or proceeding (i.e., responding to subpoenas, depositions, etc.), to which the District is not 
a party, the employee will receive his or her regular wages and benefits as well as the actual 
and reasonable travel expenses. The District does not pay for time away testifying at a case 
where the District is not a party and which is unrelated to the employee's work. The District 
will seek reimbursement for such expenses from the subpoenaing or requesting party as 
provided by Government Code Sections 68096.1, 68097.2 and as otherwise provided by 
law. 
 
For matters in which the District is a party, the employee will receive his or her wages and 
benefits while serving as a witness and any other benefits as required by law. Employees 
must notify their Department Supervisor as far in advance as possible of the need for time 
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off to be a witness. The District reserves the right to require verification of an employee's 
need to be a witness. 
 

4. Personal Necessity Leave of Absence: Upon an employee's written request for a leave of 
absence regarding personal necessities which are serious in nature, involving 
circumstances the employee cannot reasonably ignore, and require the employee's attention 
during normal working hours, the Supervisor(s) and General Manager may approve an 
unpaid leave of absence of up to one hundred and sixty (160) hours per fiscal year. Leave 
requests above this limit may be approved only by the Board of Directors. 

 
Employees will not forfeit seniority during the period of the absence. However, the rate of 
accrued vacation, sick leave and paid holiday hours will be pro-rated on the first day of 
each month of the preceding absence, based upon the hours worked in relation to the 
employee's normal work week. The cost of medical/dental/vision insurance coverage will 
also be pro-rated as described below. 

 
    For example: 
 

Assume an employee requests a 120 hour leave of absence during a 30 day period. 
The employee would normally have worked 176 hours during this period. 

 
Pro-Rated Medical/Dental/Vision Insurance Calculation: 

 
    120 ÷ 176 = 68.18% 
    Total monthly cost of group insurance = $525 

$525 x 68.18% = $357.95 amount owed by employee. (Failure to pay such costs 
will result in these costs being deducted from the next payroll check.) 

 
Pro-Rated Vacation/Sick Leave Cancellation: 

 
    120 ÷ 176 = 68.18% 
    8 Hours leave normally earned x 68.18% = 5.45 Hrs. 
    8 - 5.45 = 2.55 hours accrued for month 
 

The difference in cost of the medical/dental/vision insurance must be paid to the 
District on or before the first day of each month during the absence. Failure to 
submit timely payments shall result in termination of the employee's coverage. 

 
If, during a leave of absence, the employee chooses not to continue the 
medical/dental/vision insurance it may be reinstated on the first of the month 
following the employee's return from leave and in accordance with the 
requirements of the plan(s). 
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5. Medical Leave Of Absence: If an employee uses all of his or her accrued sick 
leave and vacation hours, the employee may be granted a limited unpaid medical leave of 
absence of up to ninety (90) days for a related injury or illness. Such request must be 
supported by a physician's statement and must be approved in advance by the General 
Manager. The employee must provide a physician's release for unrestricted duty (as to all 
essential functions of the position) before the employee will be allowed to return to work. 
Upon written notification to the District, the employee shall have the option to continue 
group insurance coverage at his or her own expense, during the time the employee is on 
limited medical leave of absence. The employee must submit the premium payment to 
the District on the first day of each month during the leave. Failure to submit timely 
payments shall result in the employee's loss of coverage. The employee shall not accrue 
sick leave and vacation hours during a medical leave of absence. The District may allow 
an employee to return to work on restricted duty, if a reasonable accommodation can be 
made for the employee’s position, as determined by the General Manager. 

 
6. Pregnancy Leave: Pregnant employees may take an unpaid pregnancy leave of up to six 

(6) weeks or if an employee is disabled because of pregnancy, childbirth, or related medical 
conditions, the employee may take an unpaid pregnancy related disability leave of up to 
four (4) months. 

 
a. Terms and Conditions of Leave: An employee is not required to take pregnancy 

leave in a single block of time. An employee may substitute any accrued sick leave 
time or accrued vacation time for all or a portion of the unpaid pregnancy leave; 
however, the substitution of paid leave does not extend the total duration of the 
leave to which an employee is entitled. Upon written notification to the District, an 
employee on pregnancy leave may continue her group insurance coverage, at her 
own expense. The employee must submit the premium payments to the District on 
the first day of each month during the leave. Failure to submit timely payments may 
result in the employee's loss of coverage. The employee shall not accrue vacation 
or sick leave during the unpaid portion of the leave. 

 
b. Notice: A pregnant employee must give the District advanced written notice as well 

as a written doctor's confirmation of the need for such leave. 
 

c. Return to Work: The employee must provide a physician's release for unrestricted 
duty (as to all essential functions of the position) before the employee is allowed to 
return to work. If an employee takes a pregnancy leave, the employee has a right to 
return to her original job unless (a) the job ceased to exist due to a legitimate 
business reason unrelated to pregnancy or (b) preserving the job would undermine 
the ability to operate the District safely and efficiently. The District may allow an 
employee to return to work on restricted duty, if a reasonable accommodation can 
be made for the employee’s position, as determined by the General Manager. If the 
District does not return the employee to her original job, the employee has a right 
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to be returned to a "similar job" unless (a) none are available; or (b) it would 
undermine the District's ability to operate safely and efficiently. 

 
d. Transfers: The District will consider requests, supported by a physician's statement, 

for transfers from pregnant employees. The District will grant such requests if the 
transfer can be reasonably accommodated; however, the District shall not be 
required to create additional jobs that it would not otherwise have created in order 
to accommodate a pregnant employee under this policy. Further, the District shall 
not be required to discharge any employee, transfer any employee with more 
seniority or promote any employee who is not qualified to perform the job, in order 
to effectuate the transfer. As with the Pregnancy Leave, the employee shall have 
the right to return to her original job or a substantially similar job following the end 
of the need for transfer. 

 
7. Baby Bonding Leave:  In accordance with the New Parent Leave Act, effective January 1, 

2018, all eligible employees shall be entitled to up to twelve (12) weeks of unpaid parental 
leave to bond with a new child within one year of the child’s birth, adoption, or foster care 
placement. An employee is eligible for parental leave under the New Parent Leave Act 
when (1) the employee has worked for the District for at least the preceding twelve 
consecutive months; (2) the employee has worked a minimum of 1,250 hours during that 
12-month period; and (3) as of the date of the leave request, the District employs at least 
twenty employees within 75 miles of the employee’s worksite. An employee eligible for 
Family and Medical Leave (see Section 8) baby bonding leave shall not also be entitled to 
baby bonding under this section. 

 
8. Family and Medical Leave: Under the Federal Family and Medical Leave Act of 1993 

("FMLA") and the California Family Rights Act of 1993 ("CFRA"), if you have more than 
12 months of service with the District, have worked at least 1,250 hours in the past 12 
months, and are employed at a worksite with 50 or more employees or the District employs 
at least 50 employees within 75 miles of your worksite, you may have a right to FMLA 
and/or CFRA leave. If eligible for such leave, you may be entitled to take up to 12 
workweeks of unpaid, job protected leave in a 12-month period for the birth, adoption, or 
foster care placement of your child; for your own serious health condition; or for the care 
of your child, parent, or spouse. At yours or the District's option, certain kinds of paid and 
unpaid leave may be substituted for family leave. 

 

a. Pregnancy Disability Leave: Even if you are not eligible for FMLA and/or CFRA 
leave, if disabled by pregnancy, childbirth, or related medical conditions, you are 
entitled to take a pregnancy disability leave ("PDL") of up to four months, 
depending on your period(s) of actual disability. If you are also FMLA/CFRA 
eligible, you have certain rights to take BOTH a PDL/FMLA leave and a CFRA 
leave in connection with the birth of your child. Both leaves contain a guarantee of 
reinstatement to the same or to a comparable position at the end of the leave, subject 
to any defense allowed under the law. 
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b. Notice of Leave: If possible, you must provide at least 30 days' advance notice for 

foreseeable events (such as the expected birth of a child or a planned medical 
treatment for yourself or of a family member). For events which are unforeseeable, 
you need to notify the District, at least verbally, as soon as you learn of the need 
for the leave. Failure to comply with these notice requirements is grounds for and 
may result in deferral of the requested leave. 

 
Medical Certification: The District may require certification from your health care 
provider before allowing you a leave for pregnancy or your own serious health 
condition, or certification from the health care provider of your child, parent, or 
spouse who has a serious health condition before allowing you a leave to take care 
of that family member.  Under certain circumstances, the District may also require 
second or third opinions (at its expense) and a fitness for duty report prior to your 
return to work. When medically necessary, leave may be taken on an intermittent 
or reduced work schedule. 

 

c. Duration of CFRA Leave: If you are taking CFRA leave following the birth, 
adoption, or foster care placement of a child, the basic minimum duration for such 
leave is two weeks, and you must conclude the leave with one year of the birth or 
placement for adoption or foster care. 

 
d. Job Benefits and Protection: Where the FMLA and/or CFRA apply, the District 

will continue group health plan coverage (if any) for up to a maximum of 12 weeks 
in any 12-month period under the same terms and conditions as applied prior to 
your leave of absence.  Upon return from leave, most employees must be restored 
to their original or equivalent positions with equivalent pay, benefits, and other 
employment terms.  While taking a family care or pregnancy disability leave may 
impact certain of your benefits and your seniority date, use of FMLA, CFRA, 
and/or PDL leave cannot result in the loss of any employment benefit that accrued 
prior to the start of your leave of absence. 

 
e. Additional Information: For more information and/or a copy of the District's 

detailed policies regarding family leave and/or pregnancy disability leave, please 
contact your supervisor. 

 
f. Failure To Return From Leave: If an employee has been granted a leave of absence 

in accordance with the provisions of Subsections 4, 5 or 6, and does not return on 
or before the mutually agreed upon return date, the employee may be terminated. 
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O. Educational Opportunities 
 

The District realizes that educational development is an important way to increase efficiency 
on the job and to help prepare employees for advancement.  Accordingly, all employees are 
encouraged to pursue educational growth opportunities. With the General Manager's prior 
approval, employees may participate in a variety of development programs. 

 
1. Educational Expenses: 
  

a. Terms of Reimbursement: The District will provide reimbursement for tuition, 
travel expenses, and other expenses, including purchases of materials, in addition 
to paid time off, if approved, for courses of instruction that are directly required for 
the performance of an employee's actual job duties, as determined by the General 
Manager. To be eligible for reimbursement, employees must obtain prior approval, 
in writing, from the Department Supervisor or General Manager. Approval may be 
limited due to budget constraints, work load, the educational needs of the 
department, and other relevant factors. Employees should schedule courses to avoid 
conflict with their regular hours of work whenever possible. 

 
The District will provide up to two days per year of training, at District expense, 
for subject matter pertinent to an employee’s position with the District. Such 
training will require prior approval by the employee’s Supervisor and the General 
Manager. 

 
b. Safety Employees: This benefit applies to all safety employees including Paid Call 

Firefighters. Employees must obtain prior approval, in writing, from the Fire Chief 
or General Manager for all non-required training courses. If, in the sole discretion 
of the Fire Chief and/or General Manager the additional training will directly 
benefit the Fire Department, the District will reimburse the employee for class 
related materials and tuition for the approved course. 

 
c. Miscellaneous Employees: The District will reimburse employees for educational 

expenses only, which include enrollment costs and class related materials, to obtain 
the certification which is one level above the required certification for the 
employee's current position classification. See Attachment I for required and 
optional certifications. To be eligible for reimbursement, employees must obtain 
prior approval, in writing, from their Department Supervisor or the General 
Manager. 

 
2. Meeting Expenses: Employees will be reimbursed for related expenses in accordance with 

the following guidelines: Authorization for attendance at meetings at District expense may 
be granted if the meeting is directly related to a phase of the District's business and/or 
attendance at the meeting will benefit the District. The District may provide a District 
vehicle for District-related meetings; however, if a District vehicle is not available and the 
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employee uses his or her private vehicle, the employee shall be paid mileage 
reimbursement in accordance with Section 2. P. 

 
3. Cash Advances: The District will endeavor to arrange for advance payment of educational 

and meeting expenses, With prior approval from the General Manager, employees may 
obtain advanced funds (based on estimated cost) for travel, meals, lodging, school, tuition 
or meeting expenses from the Administration Department. An accounting of actual 
expenses must be submitted to the Administration Department, as well as any remaining 
funds, on the first business day the employee returns to work. If the District prepays or 
advances an employee funds for tuition and related costs, the employee will be required to 
reimburse the District for the prepaid or advancement amount if the employee fails to 
obtain a passing grade or does not complete the course, unless the schooling was required 
by the District. Any money not returned or properly accounted for will be withheld from 
the employee's paycheck and the employee shall be required to sign a deduction 
authorization to this effect at the time of the advance. 

 
4. Attendance of Spouse: An employee's spouse may accompany the employee to overnight 

seminars or meetings, provided, however, that the employee must use his or her private 
vehicle and pay all additional expenses for the spouse. The District will reimburse only 
those costs which are incurred by District employees for District business. The employee 
will be paid mileage reimbursement in accordance with Section 2. P. 

 
P. Travel and Mileage Reimbursement 

 
1. Use of Private Vehicle: If a District vehicle is not available for an employee to use while 

on District business, the employee may use his or her private automobile if the employee 
obtains prior approval from the General Manager. In such circumstances, the employee 
will be paid for the actual mileage that is accumulated while pursuing District business in 
accordance with Attachment D. The reimbursement amount based on the current IRS 
mileage rate shall be considered as complete payment for gasoline, insurance and all other 
transportation-related costs. An employee will not receive mileage reimbursement for the 
use of the employee's private automobile to attend courses or meetings in which attendance 
is not required by the District but rather, is elective. 

 
2. Insurance Coverage: The District does not carry or provide insurance for private 

automobiles which are used while an employee is on District business. An employee must 
provide proof of personal liability and property damage insurance to the General Manager 
prior to the employee's use of a private automobile for District business. The 
owner/employee is responsible for the cost of maintenance and repairs on the automobile 
if it is damaged while being used on District business or while on District property. 

 
3. Other Travel Reimbursement: If an employee must travel by other than a District vehicle 

or private automobile, the employee must obtain prior authorization from the General 
Manager in order to receive reimbursement or cash advances. 



Personnel Manual  34 

4. Meals Reimbursement: When District business requires an employee to be out of the 
District service area and to work through breakfast, lunch or dinner, the District may 
reimburse the employee for the cost of the meal, as provided in Attachment D. This is 
based on the current US GSA meal and incidental expense reimbursement rate for San 
Bernardino County. An alternate, higher, County USGSA rate may be used if applicable. 

 
5. Lodging Reimbursement: When District business requires an employee to be out of the 

District service area over night, the District may reimburse the employee for lodging in an 
amount not to exceed the allotted amount in Attachment D, which is based on the current 
GSA Max lodging reimbursement rate for San Bernardino County. An alternate, higher, 
County USGSA rate may be used if applicable. Finally, if attending a conference, seminar, 
or workshop, that requires overnight lodging, the District will pay the lodging rate as 
provided by the event sponsor. 

 
Q. Uniform Allowance 

 
To ensure uniformity and professionalism, the District requires safety personnel to comply 
with the guidelines set forth in Attachment E and for miscellaneous personnel as set forth in 
Attachment F. 

 
R. Physical Fitness Program 
 
1. Purpose of Program: The District believes it is important for employees to maintain good 

physical and mental fitness. Accordingly, the District has established a physical fitness 
program as described below.  

 
a. Safety Employees: Good physical condition is a necessary part of a safety 

employee's job. Accordingly, all safety employees must participate in the Fire 
Department Physical Fitness Program as set forth in Attachment G. 

 
b. Miscellaneous Employees: The District will contribute toward an employee's 

enrollment in a recognized health club or exercise program. 
 
S. Incentive for Early Notification of Retirement 

 
For succession planning purposes, the District may provide employees that have a 
minimum of five (5) years of continuous employment with the District an incentive for 
early notification of their retirement from the District. Employees that give the District 
notice of their retirement from the District six (6) months in advance are eligible for an 
incentive of $2,000. Employees that give the District notice of their retirement from the 
District three (3) months in advance are eligible for an incentive of $1,000. These amounts 
may be prorated at the General Managers discretion anywhere in the range from one (1) to 
six (6) months advance notice of pending retirement from the District. 
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Section 3 – Employee Recruitment, Employee Status, and Seniority 
 
A. Employee Recruitment 
 
1. General: Safety Employee recruitment is addressed in Attachment H to this manual. The 

remainder of this section describes Miscellaneous Employee recruitment. 
 
2. Recruitment Method: The District will conduct an internal or external recruitment process 

for a vacant employee position, as determined appropriate by the General Manager. 
Generally, outside recruitments will be conducted for entry level positions. Internal or 
external recruitments, as determined by the General Manager, may be conducted for other 
positions. 

 
3. External Recruitment: 

 
a. Advertisement: When the General Manager has determined that an external 

recruitment is appropriate for a vacant position, the position will be advertised in 
newspapers and online employment sites determined to be appropriate for the 
position. Minimum requirements for the position will be identified in the job 
advertisement. In addition, for entry level positions, the District will consider 
applications on file for the position vacancy, so long as the application was received 
within the previous six months. Finally, while the recruitment will be external and 
not subject to seniority provisions, any current District employee meeting the 
minimum requirements for the position may apply for the vacant position. 
 

b. Applicant Screening: Applications will be screened to determine candidates that 
most closely meet the requirements of the position, and the most qualified 
candidates will be further considered. The most qualified candidates may be 
requested to take a written exam for further screening, or may be directly 
interviewed. 

 
c. Applicant Interviews: The most qualified applicants will be invited to an interview 

to identify the top candidates for the position. For entry level positions and other 
positions below the level of Supervisor, interview panels will generally consist of 
the position’s immediate supervisor, the position’s Department Head, and perhaps 
another supervisor or Department Head. For supervisory and Department Head 
level positions, an outside interview panel will generally be used. Outside panels 
will generally consist of three representatives from neighboring agencies in 
positions equivalent to the supervisor or manager of the position being interviewed. 

 
d. Final Selection: Following interviews the top two or three candidates will be 

presented to the General Manager, who, together with the applicable supervisor and 
Department Head, will select the top candidate. The District will check the 
references of the top candidate to verify that the information provided in the 
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application was accurate. If references are acceptable, the District will proceed with 
making a conditional job offer. 

 
e. Job Offer: A conditional job offer will be made to the top candidate. The conditions 

being that the employee must pass a background criminal history and DMV check 
as well as a pre-employment physical and drug screening check if applicable. If the 
pre-employment checks are successful a formal letter of hire will be prepared 
indicating the start date, starting salary and other pertinent information regarding 
the new position. All new employees are subject to the probationary period 
identified in Section 3 (C) (1) of this manual. 

 
4. Internal Recruitment: 

 
a. Advertisement: When the General Manager has determined that an internal 

recruitment is appropriate for a vacant position, a notice will be posted at each 
District job site announcing the position vacancy. Minimum requirements for the 
position will be identified and all District employees meeting the minimum job 
requirements will be invited to participate in the recruitment by submitting an 
application for the vacancy. 
 

b. Applicant Screening: Applications will be screened to determine candidates that 
meet the requirements of the position, and qualified candidates will be further 
considered. The qualified candidates may be required to take a written exam for 
further screening, or may be directly interviewed. If two or fewer internal 
candidates are determined to be qualified for the position, the General Manager 
may determine that an external recruitment is appropriate and proceed with an 
external recruitment process 

 
c. Applicant Interviews: The qualified applicants will be invited to an interview to 

identify the top candidates for the position. For internal recruitments, an outside 
interview panel will generally be used. Outside panels will generally consist of 
three representatives from neighboring agencies in positions equivalent to the 
supervisor or manager of the position being interviewed. 

 
d. Final Selection: Following interviews, the top two or three candidates will be 

presented to the General Manager, who, together with the applicable supervisor and 
Department Head, will select the top candidate. Seniority will be considered in an 
internal recruitment consistent with Section 3 (E) of this manual. 

 
e. Job Offer: The District will proceed with making a job offer to the top candidate. 

A formal letter of promotion or lateral transfer will be prepared indicating the start 
date, starting salary and other pertinent information regarding the new position. All 
employees that are promoted or that are transferred laterally are subject to the 
probationary period identified in Section 3 (C) (2) of this manual. 
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B. Employment Status 
 
1. Temporary Employees: Temporary employees are employees hired for a specific period 

(such as summers) or for a specific purpose (such as emergencies). Paid-call members of 
the fire department are also classified as temporary employees and do accumulate seniority 
for award recognition. Unless explicitly provided for herein, temporary employees are not 
eligible to receive fringe benefits and shall not accumulate seniority. Temporary employees 
serve at the will and pleasure of the General Manager and may be dismissed without cause 
or right of appeal, grievance or hearing. 

 
2. Probationary Employee: A probationary employee is any new District employee, 

promotional or inter-District transfer employee, who for a period of one (1) year has the 
opportunity to meet the position’s training and education requirements and to demonstrate 
the ability to satisfactorily perform the duties of the position for which the employee was 
hired or transferred. Except as otherwise provided, probationary employees are eligible to 
receive District benefits and accumulate seniority. The probationary period is discussed 
further in Section 3 (C) of this manual. 

 
3. Regular Part-Time Employees: A regular part-time employee is one who consistently and 

regularly works between 20 and 39 hours per week. In the case of an employee who works 
twenty-four (24) hour shifts, the hours of the regular part-time classification consist of 
consistent and regular work between 120 and 216 hours per month (five (5) to nine (9) 
shifts). Regular part-time employees are eligible to receive retirement benefits, sick leave 
and vacation. However, the sick leave and vacation accrued will be pro-rated based on 
hours worked in relation to full-time hours. Regular part-time employees may participate 
in the District’s insurance plans at their own expense, through payroll deductions, and shall 
accumulate seniority on a pro-rated basis after 12-months of continued Part-Time 
employment. 

 
4. Regular Non-Exempt Employees: A regular non-exempt employee is any full-time District 

employee who has successfully completed the probationary period and is regularly 
assigned to work 40 hours or more per week on a regular basis. Employees in this 
classification are not exempt from the provisions of the Fair Labor Standards Act (FLSA) 
and are required to maintain time cards. 

 
5. Regular Exempt Employees: A regular exempt employee is any full-time District employee 

who is assigned to work 40 hours or more per week and is employed in an exempt 
supervisory or administrative capacity. Employees in this classification are exempt from 
certain provisions of the Fair Labor Standards Act (FLSA) and are required to work such 
hours which are necessary to meet the job requirements and to assure the efficient operation 
of the department and the District. 
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The following positions fall within the exempt employee classification: 
 

1-General Manager 
2-Fire Chief 
3-Battalion Chief 
4-Administration Supervisor / Board Secretary / Treasurer 
5-Water Operations Manager 
6-Wastewater Operations Manager 

 
C. Probationary Period 
 
1. New Employees: Every new District employee shall be on probationary status during the 

first year of employment. During the probationary period, the employee must complete the 
required training and educational requirements as outlined in Attachment H and I, and must 
receive satisfactory performance evaluations. A probationary employee may be terminated, 
at any time, without advance notice or cause during the probationary period. New 
employees terminated during their probationary period do not have the right to appeal or 
grieve their termination. The Division Supervisor and/or Operations Manager, with the 
approval of the General Manager, may extend a probationary employee’s probationary 
status in six (6) month increments. 

 
2. Promoted and Transferred Employees: District employees who are promoted in position 

classification (not step advancements) or employees who receive an inter-District transfer 
shall be on probationary status for a period of one (1) year from the effective date of the 
promotion or transfer. During the promotional probationary period, the employee must 
complete any training and educational requirements as set forth in Attachments H and I, 
and must receive satisfactory performance evaluations. In the event that a promoted 
employee does not meet the probationary requirements, and if counseling and training have 
not resulted in sufficient progress, the employee may be returned to the position he or she 
originally held prior to the promotion or transfer, if available. If the employee’s prior 
position is not available, the employee will be assigned to a similar position for which the 
employee is qualified, if available. The employee’s rate of pay will return to the same rate 
held prior to the promotion or transfer. This reassignment procedure generally applies only 
to departmental promotions, but may be extended to internal District transfers if a position 
vacancy exists which is equal in classification within the department in which the employee 
worked prior to the transfer. The General Manager may, in his or her discretion, extend an 
employee’s period of promotional probation in six (6) month increments. 

 
D.  Termination of Employment 
 
1. Voluntary Termination: Employees who decide to leave the District’s employment should 

notify their Department Supervisor in writing at least two (2) weeks prior to their 
termination date. This notification period will allow time to prepare the final paycheck and 
other necessary documents pertaining to the termination. Failure to give proper notification 
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may result in delays in issuing the final paycheck and document processing. The General 
Manager may give each employee a post-employment interview to help the District’s 
management identify any concerns and evaluate operating policies. 

 
There are occasions when employees who have voluntarily terminated return to District 
employment. Former employees who have voluntarily terminated their employment with 
the District and who are subsequently re-hired in the same classification as a full-time 
employee within ninety (90) days of their voluntary termination shall receive full 
restoration of salary position pay grade and seniority equal to that held at the time of 
voluntary termination. 

 
2. Involuntary Termination: The Department Supervisor is continually interested in an 

employee’s success on the job, and will attempt to discuss any problems which affect the 
employee’s performance. However, sometimes it becomes necessary to terminate an 
employee. Possible reasons for dismissal include, but are not limited to those set forth in 
Section (5) (K) Employee Conduct and Discipline – Safety Employees. 

 
3. Return of District Property: Upon termination of employment, an employee must return all 

District property prior to receiving their final paycheck. 
 
E. Seniority  
 
1. District Seniority: District seniority shall accrue from the employee’s first day of 

employment with the District in a regular full or part-time position (except in cases of: (a) 
Reinstatement; and (b) Voluntary Termination and rehire within 90 days). If an employee 
has been rehired by the District following a separation period greater than 90 days, the new 
seniority date will be the first day of employment in the employee’s new position. Also, an 
employee who has been rehired by the District following a separation period greater than 
90 days will be required to serve a new probationary period.  

 
2. Department Seniority: Department seniority shall accrue from the first day of full-time 

employment or regular part-time employment within a particular department. 
 
3. Seniority Ranking: For promotions within a specific department, department seniority shall 

out-rank District seniority when ability, experience and qualifications are sufficient to meet 
the standards of the vacant position and the applicant’s qualifications are otherwise equal. 
Accordingly, if the applicant’s ability, qualifications, and experience meet the standards of 
position opening and in the opinion of the General Manager the applicant’s qualifications 
are equal, the applicant with the highest departmental seniority ranking will be given the 
promotion or transfer within that department. However, the General Manager at all times 
has the sole discretion to determine the appropriate candidate regardless of seniority. 

 
4. District Employee Consideration: When conducting an internal recruitment process, the 

following District seniority provisions will apply: 
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a. For position openings in classifications below Supervisor, first consideration may 

be given to District employees whose ability, experience and qualifications meet 
the standards for the position to be filled. 

 
b. For Exempt Employee positions, the position may be filled by promotion consistent 

with the Internal Recruitment process identified in Section (3) (A) (4) of this 
manual. Final selection for a position opening will be made from the top three (3) 
applicants who, in the opinion of the General Manager, best meet the position 
standards through ability, qualification, and experience. Seniority may be observed 
if it is determined during the interviewing and/or testing processes that a District 
employee’s total qualifications are equal to that of the remaining two applicants 
and the District employee meets the standards of the position to be filled. However, 
the General Manager at all times has the sole discretion to determine the appropriate 
candidate regardless of seniority. 

 
F. Staff Organization Structure and Job Descriptions 
 
1. Organizational Structure: A staff organization structure, as adopted and amended by the 

Board of Directors, appears as Attachment M to this Personnel Manual. The staff 
organization structure identifies positions in the District by position title and according to 
applicable District Department. Positions are further defined by position job descriptions. 
All job descriptions are written in a comparable fashion. The staff organization structure 
may be modified by action of the Board whenever determined necessary by the District. 
Positions with similar duties, authority and character of work will receive similar 
compensation, when appropriate. 

 
2. Position Titles and Job Descriptions: The staff organization structure will include position 

titles and will refer to written position job descriptions for the various positions. Position 
titles will refer to positions, not to the individual filling a position, and will be used in all 
personnel, budget and financial records. The general format for the various job descriptions 
for employee positions appears as Attachment L to this Personnel Manual. Position job 
descriptions take into consideration the requirements of the job and are merely descriptive 
and explanatory of the work to be performed. They may not include all of the duties and 
are not intended to replace detailed work assignments. Position job descriptions will not be 
interpreted as restricting the right of management to change the duties and responsibilities 
of any position. Copies of position job descriptions for individual positions are available 
in the Administration Department. 
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Section 4 – Employee Compensation 
 
A. Position Classification 
 
1. Position Classification and Steps: Each position classification is arranged in a series of 

steps so that as employees improve their performance and skills, they will have the 
opportunity to increase their rate of pay. Required and optional certification for position 
classification and steps appears in Attachments H and I. 

 
2. Starting Salary: Variable entrance pay may be authorized if justified by recruitment need 

and supported by the ability, education and experience of the prospective employee. In 
such cases, if approved by the General Manager, the prospective employee may be hired 
at a position classification up to and including “B” step. In order for an employee to start 
at a position classification above “B” step, the recommendation of the General Manager 
and approval of the District’s Board of Directors is required. (In the case of the General 
Manager’s position, hiring, wage, benefits and conditions of employment will be 
established by the District’s Board of Directors). 

 
B. Merit Advancement (Performance Evaluation) 
 
1. Performance Evaluations: Employees will receive periodic performance reviews, at least 

annually prior to the beginning of the next fiscal year. The review will be conducted by a 
Supervisor and/or General Manager, who will discuss it with the employee. An employee’s 
first performance evaluation will be before completion of his/her probationary period. 
After that review, performance evaluations will be conducted at least annually. 
 
The frequency of performance evaluations may vary depending upon length of service, job 
position, past performance, changes in job duties or recurring performance problems, or 
any combination of these factors. 

 
Performance evaluations may review such attributes as the quality and quantity of the work 
performed, knowledge of the job, initiative and teamwork. The performance evaluations 
are intended to help an employee become aware of progress, areas for improvement and 
objectives or goals for future work performance. 

 
Positive performance evaluations do not guarantee increases in salary or promotions. See 
Section 4 (B) (2) for information regarding merit increases. 
 
Performance evaluations shall be reviewed by the General Manager prior to the Supervisor 
providing the evaluation to the employee. After the performance evaluation, an employee 
will be required to sign the evaluation report simply to acknowledge that it has been 
presented and discussed with the employee by his or her Supervisor, and that the employee 
is aware of its content. Performance evaluation forms will have a section where the 
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employee can make comments, suggestions and provide any constructive criticism 
regarding the employee’s supervisor and/or District management. 

 
2. Merit Advancement: Any time during or following the completion of the probationary 

period, an employee may receive a merit advancement, subject to the Department 
Supervisor’s recommendation and performance evaluation. If the employee is below the 
top step in the employee’s wage range, and is evaluated as “Meets Standards” or better, the 
employee may be granted a merit advancement at the discretion of the District. If the 
employee receives an overall “Unsatisfactory” or “Improvement Needed” evaluation, the 
employee will not be granted a merit advancement. If an employee receives an 
“Unsatisfactory” or “Improvement Needed” evaluation, he or she will be re-evaluated six 
(6) months after the first evaluation. If the second evaluation is “Meets Standards”, or 
better, the employee may be granted a merit advancement, which is effective the next pay 
period following the evaluation. Two (2) consecutive “Unsatisfactory” evaluations may 
result in disciplinary action, up to and including termination. 

 
3. Criteria for Merit Advancement: Salary levels for each salary range are identified in the 

current fiscal year budget or can be obtained from the Administration Department. 
Additional criteria for employees to advance from level to level within a salary range is 
included in Attachment N. 

 
4. Performance Evaluation Format: An example of the format for employee performance 

evaluations is included in Attachment O. 
 
C. Payroll Calculation 
 
1. Non-Exempt Employees: Pay checks for non-exempt personnel will be calculated based 

on the actual hours worked as recorded on the time card for the work period, multiplied by 
the employee’s hourly wage, plus any overtime and/or additional incentives. Payment shall 
be based on an employee’s position salary range and step as identified in the most recent 
copy of the District budget. 

 
2. Exempt Employees: Pay checks for exempt employees will be calculated by dividing the 

annual salary by 26 pay periods, plus any additional compensation or incentives. (Any non-
chargeable time such as unauthorized time off leave of absences without pay, etc. will be 
deducted based on the employee’s daily rate of pay.) Payment shall be made based on an 
employee’s position salary range and step as identified in the most recent copy of the 
District budget. 

 
D. Pay Periods 

 
Pay checks are issued on a bi-weekly basis, with the pay period ending every other Monday 
and payday being on the following Friday. If an approved District (single day) Holiday falls 
on a Tuesday through Friday of a pay day week, timecards will be turned into the 
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Administration Department on the Monday before the scheduled payday. Employees will 
complete their time cards through Monday with any anticipated hours they believe they will 
accumulate, including any scheduled overtime and on-call time. Any adjustments of the 
estimated work hours for Monday will be corrected on the following pay period. 

 
If an approved District Holiday falls on a Thursday and Friday of a payday week, timecards 
will be turned into the Administration Department on the Monday before the scheduled 
payday. Employees will complete their timecards through Monday with any anticipated hours 
they believe they will accumulate, including any scheduled overtime and on-call time. Any 
adjustments of the estimated work hours will be corrected on the following pay period. 
 
Employees must promptly turn in their time cards to their Department Supervisor the day 
timecards are due. Failure to do so may result in an employee not being paid on the scheduled 
payday. 
 
Generally, pay checks will be ready at 11:00 A.M. on the scheduled payday. In special 
circumstances pay checks may be made available prior to that time if authorized in advance 
by the General Manager. The Administration Department will distribute a schedule of paydays 
for the calendar year. 

 
E. Certification  
 
1. Full-Time Safety Employees: Paramedics are required to complete 24 hours of continuing 

education per year. The District will provide continuing education or pay the costs for all 
required continuing education and provide coverage for on-duty personnel to attend. In 
circumstances where classes are not available while an employee is on duty, the employee 
may submit the class time hours on his or her current pay period time card with prior 
approval. All classes requested after meeting the yearly 24 hour requirement will be 
considered as additional training and shall be subject to those criteria. 

 
2. Paid-Call Safety Employees: 
 

a. Certification Training: Paid-Call Paramedics are required to complete 24 hours of 
continuing education per year. Further, paid-call paramedics must provide coverage 
for on-duty personnel to attend their required training courses. In circumstances 
where classes are not available while an employee is on duty, the employee may 
submit class time hours on his or her current pay period time card, with prior 
approval. All classes requested after meeting the yearly 24 hour requirement will 
be considered as additional training and shall be subject to those criteria. 

 
b. Paramedic Pay: If an employee is assigned by management to perform paramedic 

functions on a regular Paid-Call basis, in addition to the employee’s regular duties, 
the employee shall receive paramedic pay if he or she is licensed by the State of 
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California and accredited by the County of San Bernardino as a paramedic. 
Paramedic pay is listed in the District budget..  

 
3. Miscellaneous Employees: The District desires to have knowledgeable and experienced 

employees. Therefore, to promote these qualities, the District has adopted the following 
education policy regarding certification for all employees: 

 
a. New employees in the Water and Wastewater Departments must have passed the 

required certification tests and been awarded the required certifications before the 
end of the employee’s second year of employment; 
 

b. Employees may also enroll in classes to enable them to obtain advanced 
certifications in categories which are related to the employee’s job classification 
with prior approval from the General Manager; 

 
c. See Attachment I for more detailed information concerning the certification policy. 

 
F. Overtime – Non-Exempt 
 
1. Overtime Requirements: From time to time, the District may require its employees to work 

additional hours of overtime. Overtime for non-emergency response must be authorized, 
in advance, by the Department Supervisor or General Manager. Overtime is defined in 
accordance with the FLSA. Exempt employees are not eligible for overtime compensation. 

 
2. Compensation: 
 

a. Safety Employees: If a regular non-exempt employee is authorized by the Fire 
Chief or his designee to work additional hours, and the total hours actually worked 
in the work period total at or below 106 hours, the employee shall be compensated 
at his or her straight time hourly rate for the additional hours worked. When the 
employee works additional hours and the total hours worked in the work period are 
greater than 106 hours, the employee shall be compensated at one and one-half (1.5) 
times the employee’s regular rate, as defined by the FLSA. Overtime compensation 
entitlement is calculated using only actual hours worked. Hours of unpaid leave 
will not be considered “hours worked” in determining eligibility for overtime 
compensation. Recognized holidays, scheduled vacation days, compensatory time 
off, paid sick leave and floating holidays will be calculated as “hours worked” in 
computing overtime compensation. On-call hours paid for, but not actually worked, 
will not be included as hours worked for overtime purposes. This section includes 
Paid Call Firefighters (PCFs) in accordance with FLSA. 

 
b. Miscellaneous Employees: When an employee works additional hours and the total 

hours worked in the work week are greater than forty (40) hours or greater than 
eight (8) hours per day, the employee shall be compensated at one and one-half 
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(1.5) times his or her regular rate, as defined by the FLSA. Overtime compensation 
entitlement is calculated using only actual hours worked. Hours of unpaid leave 
will not be considered “hours worked” in determining eligibility for overtime 
compensation. Recognized holidays, scheduled vacation days, compensatory time 
off, paid sick leave and floating holidays will be calculated as “hours worked” in 
computing overtime compensation. On-call hours paid for, but not actually worked, 
will not be included as hours worked for overtime purposes. 

 
G. Standby and On Call 
 
1. Safety Employee Standby: 
 

a. Standby Requirements: The District may assign safety employees standby duty. 
Employees on standby duty must: (1) be ready to respond immediately; (2) be able 
to be reached by telephone or other communication device; (3) be able to report to 
active duty within a specified period of time; and (4) refrain from activities which 
might impair the employee’s ability to perform assigned duties, such as 
consumption of alcohol and prescription drugs. 

 
b. Standby Compensation: Employees shall be compensated for standby duty at the 

applicable minimum wage. 
 
2. Miscellaneous Employees On Call: 
 

a. On-Call Policy: The District has established an on-call procedure that will provide 
greater employee safety, improve the level of customer service, and ensure that the 
District will have a minimum of two (2) personnel available to respond after normal 
work hours for water and wastewater emergencies. 

 
b. Procedures: The on-call procedures are as follows: 
 

(1) On-call personnel will receive  emergency and other calls on the District’s on-call 
cell phones from either the District’s answering service, Operations Managers, 
General Manager or SCADA system’s auto dialer. On-call personnel must 
respond to the District Office or emergency location within 30 minutes. 

 
(2) On-call personnel will determine the nature of the emergency and whether 

additional staffing is needed. Additional staffing can be from any department or 
division. 

 
(3) On-call personnel are responsible for water and wastewater emergencies during 

the regular work week from 3:45pm until 7:00am the following day. 
 

c. Responsibility: The nature of the call will determine which on-call personnel is in-
charge and responsible for managing the call. Water Department personnel will 



Personnel Manual  46 

assume primary responsibility for water related calls and Wastewater Division 
personnel will assume primary responsibility for wastewater collection & 
wastewater treatment related calls. These responsibilities shall be allocated 
regardless of seniority. Employees should report any problems or difficulties in 
allocating responsibilities to the on-call Supervisor or the General Manager. The 
General Manager, Administration Supervisor and Operations Managers will rotate 
on-call weekend supervisor duty every  four weeks. 

 
d. On-Call Scheduling & Trades: The District shall make every attempt to equally 

divide on-call coverage. Whenever possible, employee preference will be 
considered; however, the supervisor may make mandatory assignments. Employees 
who are on vacation, sick leave or otherwise unavailable may not be considered 
eligible during such periods. After the on-call assignments have been made, the 
assigned employee is responsible for answering and responding to any call. 

 
Trades between employees for on-call coverage are permitted subject to supervisor 
approval. If an employee accepts a trade, he or she shall then assume responsibility 
for the coverage and response(s). 

 
e. Failure to Respond: Failure of the assigned/responsible employee to respond to a 

call may result in disciplinary action up to and including termination. 
 

f. Off-Duty Employees: Off-duty employees are required to respond to District 
emergencies if requested. An off-duty employee will be compensated for actual 
time worked at the overtime rate in accordance with established policy at a rate of 
1.5 times his or her regular hourly rate. 

 
g. Compensation: Employees who are on-call shall be compensated for one hour of 

pay at the overtime rate of 1.5 times the employee's regular hourly rate for each day 
of on-call duty. If an employee responds to an after hour emergency, he or she will 
be compensated for a minimum of one hour of overtime for each call. However, a 
call out which is received within the same hour as a previous call will be counted 
as one hour, unless the total time exceeds one hour, in which case the employee 
will be paid for the total time worked, at a rate of 1.5 times his or her regular hourly 
rate. 

 
An on-call employee who receives an alarm call which can be corrected using a remote 
computer will be compensated for one half hour of pay at the overtime rate of 1.5 times the 
employee’s regular hourly rate. If the employee determines the problem cannot be corrected 
without visiting the site, a minimum of one hour of overtime will be paid from the time the 
alarm was received. 
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h. On-Call Vehicle Use Policy: Water and Wastewater Department employees who 
are on-call may take a District vehicle home at the end of their work day as long as 
the employee is scheduled to work the following day. 

 
District vehicles may be used solely for the transportation of the on-call employee 
to and from the District work location, and for purposes of responding to water and 
wastewater call-outs and emergencies. The District vehicle shall not be used for 
personal use. 

 
On-call employees may elect to take their Department's plow truck home during 
winter months. The plow truck may be used to clear a spot for parking District 
vehicles; however, the employee may not use the plow truck for any other purpose 
under any circumstance. 

 
H. Non-Exempt Miscellaneous Employee Compensatory Time-Off (CTO) 

 
Non-exempt miscellaneous employees can elect to accrue compensatory time off in lieu of 
receiving overtime compensation. CTO will be earned as one and a half (1.5) hours for each 
overtime hour worked. The maximum amount of compensatory time off that can be accrued is 
forty (40) hours. This applies to scheduled or call-back overtime only, not on-call 
compensation overtime. Once an employee has accumulated 40 hours of time, no more 
overtime can be accrued as CTO until the employee’s CTO balance drops below forty (40) 
hours. 
 
The employee will indicate on an overtime request form if they elect overtime pay or CTO as 
compensation for overtime worked, within the limitations set forth in this policy. 
 
Upon termination, for non-exempt employees who have a CTO balance, the General Manager 
can approve paying the employee at overtime rate for any CTO on the books since they earned 
the CTO instead of being paid overtime. 
 

I. Non FLSA Compensatory Time-Off – (CTO) Exempt Employees 
 
1. Definition: Exempt employees may be granted Non FLSA compensatory time off ("CTO") 

in-lieu of pay for "overtime hours worked", standby hours worked, emergency call back 
hours worked, or conducting after hours authorized District business. Except as identified 
in Section 3 below, miscellaneous exempt employees shall not receive monetary 
compensation for overtime hours worked, standby hours worked, and emergency call back 
hours worked or conducting afterhours authorized District business. CTO shall be reported 
to the Administration Department for recordation. 

 
2. Administration: Employees with accumulated CTO may use such hours at their discretion 

provided that: 1) prior approval is authorized by the General Manager; 2) the use of the 
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CTO does not impair the work schedule or the efficiency of the Department; and 3) Fire 
Department employees must arrange for their own shift coverage. 

 
3. Accumulation for Miscellaneous Exempt Employees: Compensatory time off may be 

credited at one and a half (1.5) hours for each overtime hour that is worked. For 
miscellaneous exempt employees the maximum number of accumulated CTO hours that 
may be carried forward from fiscal year to fiscal year is 60. (EXAMPLE: If 80 CTO hours 
are accumulated during a fiscal year, 20 of those hours must be used during that same fiscal 
year so that only 60 CTO hours are carried forward to the following fiscal year.) In 
addition, the miscellaneous exempt employees may elect to cash in up to 80 CTO hours 
per year at 25% of the employee’s “hourly rate”. 

 
4. Accumulation for Safety Exempt Employees: For safety exempt employee’s compensatory 

time off will be credited on an hour for hour basis (not 1.5 times). The maximum amount 
of compensatory time off that can be accrued by safety exempt employees is 400 hours. 

 
5. Payment upon Death of Employee: Payment will be made according to Sections 13600 to 

13605, inclusive, of the California Probate Code. 
 
J. 24-Hour Shift Employees Work Schedule 
 
1. 24-Hour Shift Employees: The normal work period for Fire Department shift personnel 

shall begin at 0730 on Tuesday and shall end at 0729 Tuesday 14 days later (i.e., a 14 day 
work period). This schedule is based on a 56-hour work week. Examples of approved 56 
hour work schedules are provided in Attachment O. 

 
The District will provide yearly shift calendars so that employees will generally know in 
advance what their work schedule will be. Holiday, weekend, overtime and on-call work 
is often required. 

 
2. Changes: Under certain circumstances, it may be necessary to modify or change an 

employee's hours of work and/or assignment to meet the needs of the Department. These 
modifications may affect both shift and station assignments. Notice of changes in work 
schedules will be announced as far in advance as possible. No overtime compensation will 
be paid for such reassignment unless the hours worked in the work period qualify as 
overtime hours under the law and the District’s policies. 

 
3. Work Day: The normal work day for shift personnel shall consist of twenty-four hours. It 

will begin at 0730 and shall include all time until 0730 the following day. The scheduled 
work period will begin at 0730 and end at 1630 hours. 

 
a. Breaks/Rest Periods: A fifteen (15)-minute break/rest period may, at the District’s 

discretion, be scheduled for every two hours of continuous work during the 
scheduled work day. 
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4. Meal Period: Each work day shall include a breakfast, lunch and dinner period. The 

breakfast period will begin at 0700 and end at 0730. The lunch period will begin at 12 
Noon and end at 1300. The dinner period can occur any time after 1700. Shift personnel 
are to remain at the station and available for emergency responses during meal periods. 
Eating at restaurants may be permitted only with prior approval by the Chief Officer. The 
scheduled work period will begin at 0730 and end at 1630 hours. The unscheduled work 
period will begin at 1630 until 0730 the next morning. The scheduled work period may be 
adjusted depending on Department needs and emergency responses. 
 

5. Shift Trades: Non-exempt employees may trade shifts if they follow these requirements. 
Shift trades shall be made on a full-time qualified member for full-time qualified member 
basis. Shift trades will not be used for coverage less than four hours and must be completed 
within the same pay period. Requests for shift trade must be in writing, signed by both 
employees, and approved by the Chief. An approved shift trade shall become an official 
change in the work schedule. The shift trades shall not be at any additional expense to the 
District. Shift trades are not intended to be used as a means of continuous relief from 
normally assigned shifts. 

 
K. 40-Hour Personnel Work Schedule 
 
1. Miscellaneous Employees: 
 

a. 40-Hour Employees: The work week shall begin at 0001 Sunday through 2400 
Saturday for personnel assigned to a 40-hour work week. The Department 
Supervisor and/or General Manager may vary the days of an employee’s normal 
schedule to any five (5) day period within any given work week. Overtime 
compensation shall not be warranted unless an employee works more than 40 hours 
within the normal work week or 8 hours per day. Normal core duty hours for 40-
hour exempt employees are between 0700 and 1800 hours. Workdays will consist 
of eight (8) hour, nine (9) hour or ten (10) hour days as approved by the General 
Manager. Holiday, weekend, overtime and on-call work may be required. 

 
b. Lunch Period: Lunch periods shall be scheduled in order to provide the Department 

with a maximum level of constant staffing. Lunch periods for 40-hour personnel 
may be scheduled between the hours of 1100 and 1400. Lunch period scheduling 
shall be approved by the Department Supervisor. Whenever possible, lunch period 
scheduling should be arranged by mutual agreement between employees. However, 
in the event of conflicting scheduling, seniority may be used as the determining 
factor. The lunch period for 40- hour personnel is not considered hours worked for 
any purpose including overtime compensation. Administration staff shall notify 
their supervisor and relieving staff of the break and lunch periods. Lunch may be 
missed for business necessity as determined by the employee’s supervisor. 
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c. Breaks: A 15-minute break may, at the District’s discretion, be scheduled for every 
two hours of continuous work during the scheduled work day. Employees shall not 
use a District vehicle for personal use during breaks. An employee’s supervisor 
may, at the District’s discretion, schedule one break period in the morning and 
another in the afternoon. Employees are expected not to take more than fifteen (15) 
minutes for each break/rest period including any required travel time if the 
employee chooses to leave the premises of their work site during their break/rest 
period. Administration staff shall notify their supervisor and relieving staff of the 
break and lunch periods. 

 

2. Safety Employees: 
 

a. 40-Hour Safety Employees: The work week shall begin at 0001 Sunday through 
2400 Saturday for safety personnel assigned to a 40-hour work week. The days of 
the work week may be varied by the General Manager. 

 
b. Work Day: Normal core duty hours for 40-hour safety employees are between 0700 

and 1800 hours. Workdays will consist of eight (8) hour, nine (9) hour or ten (10) 
hour days as approved by the General Manager. 
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Section 5 – Employment Polices 
 
A. Equal Employment Policy 
 

The District will not unlawfully discriminate against employees or applicants for employment 
on the basis of race, ethnicity, religious creed, color, national origin, ancestry, physical or 
mental disability, medical condition, marital status, gender, sex, sexual orientation, age, 
pregnancy, childbirth, or related disabilities or any other basis protected by applicable federal, 
state, or local law. Any person who believes they have been discriminated against is 
encouraged to report the incident immediately to the General Manager for investigation. The 
allegations will be investigated, and if substantiated, corrective or disciplinary action will be 
taken. 

 
B. Policy against Employee Harassment 
 
1. The Board of Directors of the District (the "District") is proud of the District's tradition of 

maintaining a work environment in which all individuals are treated with respect and 
dignity. The Board recognizes that each employee has an equal right to enjoy the privileges 
and benefits of employment which include freedom from unlawful workplace harassment, 
whether verbal, physical, or environmental. The District maintains zero tolerance for 
unlawful workplace harassment. This policy applies to all employees, elected or appointed 
officials, vendors, contractors, interns or volunteers at the District. Those covered under 
this policy are advised that they can be held personally liable under the law for harassment 
in violation of this policy. 
 
For purposes of this policy, unlawful workplace harassment (hereinafter "workplace 
harassment") includes sexual harassment, and harassment based on sexual orientation, 
gender identity or gender expression, race, color, ancestry, national origin, religion, sex 
(including pregnancy, childbirth and related medical conditions), disability, age, genetic 
information, marital status, and military or veteran status,or any other basis protected by 
applicable federal, state or local law. 

 
2. Sexual harassment is a form of workplace harassment and is illegal under both Federal and 

California law. It means any form of unwelcome or unwanted advances, requests for sexual 
favors and any other verbal, visual, or physical conduct of a sexual nature when: (1) 
submission to or rejection of this conduct by an individual is used as a factor in decisions 
affecting hiring, evaluation, retention, promotion or other aspects of employment; or (2) 
this conduct substantially interferes with an individual's employment or creates an 
intimidating, hostile, or offensive work environment. Examples of sexual harassment 
include, without limitation, any of the following forms of misconduct: 

 
a. Unwanted sexual advances; 
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b. Demands for sexual favors in exchange for favorable treatment or continued 
employment; 

 
c. Threats and demands to submit to sexual requests in order to obtain or retain any 

employment benefit; 
 

d. Verbal conduct such as epithets, derogatory or obscene comments, slurs or sexual 
invitations, sexual jokes, propositions, suggestive, insulting, obscene comments or 
gestures or other verbal abuse of a sexual nature; 

 
e. Graphic verbal commentary about an individual’s body, sexual prowess, or sexual 

deficiencies; 
 
f. Flirtations, advances, leering, whistling, touching, pinching, assault, coerced sexual 

acts, or blocking normal movements; 
 
g. Visual conduct such as derogatory or sexual posters, photographs, cartoons, 

drawings, or gestures or other displays in the workplace of sexually suggestive 
objects or pictures; 

 
h. Conduct or comments consistently targeted at only one gender, even if the content 

is not sexual; and 
 
i. Retaliation for having reported or threatened to report sexual harassment or for 

cooperating with an investigation of a complaint of sexual harassment. 
 
3. It is the District's policy that employees should enjoy a work environment free from all 

forms of discrimination and harassment, including sexual harassment. Specifically, no 
employee or agent of the District may threaten or insinuate, either directly or indirectly, 
either verbally or nonverbally, that another employee's refusal to submit to sexual advances 
will adversely affect the employee's employment, evaluation, wages, advancement, 
assigned duties, shifts, or any other term, condition, benefit, or privilege of employment or 
career development. 

 
4. Harassing behavior is unacceptable in the workplace itself, as well as in other work 

environments including, without limitation, business trips, court appearances, and social 
events sponsored by or related to the business of the District. Any covered party or 
employee of the District, regardless of position, who is determined to have committed an 
act or acts of workplace harassment, will be subject to disciplinary action up to, and 
including, termination. An act of harassment or discrimination may violate this policy even 
though it is not illegal under state and federal law. 

 
5. Supervisor's Role: Every employee who is in a supervisory position shall maintain his or 

her workplace free from workplace harassment and discuss this policy with all employees 
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assuring them that the District is committed to providing a work environment in which any 
form of prohibited harassment is not tolerated. In addition, supervisors shall report any 
complaint of workplace harassment in accordance with the internal complaint procedure 
set forth below. Supervisors are responsible to report incidents of workplace harassment 
when the supervisor knows or should have known of the incident by nature of his or her 
supervisory position. Any supervisor who fails to take appropriate corrective action can 
and will be disciplined by this District. The supervisor may be held civilly liable if swift 
corrective action is not taken. 

 
6. Employee's Role: In order to establish and maintain a work environment free from all forms 

of prohibited harassment, the District requires that employees refrain from participating in 
or provoking behavior in others that may reasonably be interpreted by a co-worker as 
offensive. The standard that shall be applied to an alleged harasser's behavior is that of a 
reasonable person of the same protected classification as the victim. Employees who 
believe they are being harassed are strongly encouraged to firmly and promptly notify the 
harasser that the offensive behavior is unwelcome and that he or she must cease and desist 
from such conduct. If you believe you have witnessed prohibited harassment of another 
employee, you must report it to your supervisor or the General Manager. 

 
7. The District recognizes that power and status disparities between an alleged harasser and 

a victim may make a confrontation between them difficult. Therefore, the Board of 
Directors has implemented the following internal complaint procedure. 

 
a. Any employee who believes that he or she is being harassed based on a prohibited 

classification shall promptly report the alleged act(s) to his or her immediate 
supervisor. 

 
b. The supervisor shall immediately report each complaint of prohibited harassment 

to the General Manager. 
 

c. The General Manager will ensure that all complaints of workplace harassment are 
promptly and thoroughly investigated and effectively resolved and that the 
identities of the complainant, as well as any other employees involved in the 
investigation, are not unnecessarily disclosed. 

 
d. If the supervisor is implicated in the alleged workplace harassment, the employee 

shall submit his or her complaint directly to the General Manager. 
 

e. If the General Manager is implicated in the alleged workplace harassment, the 
complainant's supervisor shall report the complaint directly to the President of the 
District's Board of Directors, who shall have the responsibility of ensuring that such 
complaint is promptly and thoroughly investigated and effectively resolved. 
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8. In addition to the District's internal complaint procedure, employees may file a complaint 
with the California Department of Fair Employment and Housing (the "DFEH") at its San 
Bernardino Office or the Equal Employment Opportunity Commission (the "EEOC") of 
the U.S. Department of Justice at its Los Angeles Office (their phone numbers are listed in 
the phone book). 

 
9. California law prohibits retaliation against any employee who files a complaint alleging 

workplace harassment or who otherwise participates in an investigation of workplace 
harassment. The District will not tolerate retaliation of any kind. 

 
C. Employment of Relatives or Co-Habitants 
 
1. Purpose of The Policy: The District desires to avoid situations in which actual or potential 

conflicts of interest may exist. Further, in order to promote the efficient operation of the 
District and to avoid misunderstandings, complaints of favoritism, other problems of 
supervision, security, and morale, and possible claims of sexual harassment, the District 
has developed the following policy and established guidelines to implement these goals: 

 
a. Assignment: The District will attempt to avoid assignments that involve actual or 

potential conflicts of interest, as well as working relationships among individuals 
that may potentially lead to complaints of favoritism, lack of objectivity, or 
employee morale and dissension problems that can result from such relationships. 

 
b. Employment of Relatives and Those with Personal Relationships: Relatives of 

current employees may not be eligible for employment with the District in any 
situation where potential problems of supervision, safety, security or morale exist 
or where close personal relationships may create an actual or potential conflict of 
interest, cause disruption, or create a negative or unprofessional work environment. 
For purposes of this policy, relatives include an employee's parent, child, brother 
or sister, or a stepparent, stepchild, stepbrother or stepsister. 

 
Relatives also include any parent, child, brother or sister of an employee's spouse. 
These rules also apply to unmarried couples or co-habitants who in the District's 
judgment, because of their work, have a greater potential for conflicts of interest or 
hazards than those without such a relationship. 

 
With regard to spouses and registered domestic partners, the District does not 
discriminate based on marital status. However, for business reasons of supervision, 
safety, security, or morale, the District may refuse to place one spouse or registered 
domestic partner under the direct supervision of the other spouse or registered 
domestic partner. Further, where potential conflicts of interest exist or where other 
hazards exist that are greater for married couples or registered domestic partners 
than for other persons, the District may refuse to place either spouses or registered 
domestic partners in the same department, division, or facility. 
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If two employees become subject to the restrictions of this policy after they are hired, 
one or both of the employees must seek a transfer or reassignment that eliminates 
the actual or potential conflict of interest as specified in this policy. For example, if 
two employees marry, become related, or develop a close personal relationship and 
the potential problems noted above exist, only one of the employees will be 
permitted to stay within the same department or shift. The decision as to which of 
the individuals will remain within the department and/or with the District must be 
made by the two employees within three months. The District will assist in 
attempting to resolve the conflict by transfer or reassignment; however, if there is 
no practical resolution during this time, the least senior employee will be terminated. 

 
c. Supervisory Personnel: The District desires to avoid misunderstandings, 

complaints of favoritism, security problems, possible claims of sexual harassment, 
and employee morale and dissension problems that can potentially result from 
personal or social relations involving managerial and supervisory employees in the 
District. Accordingly, managers and supervisors need to be aware that becoming 
romantically involved with any subordinate employee (regular full-time, regular 
part-time or temporary employee) in their chain-of-command may result in a 
conflict of interest that makes a change in employment status necessary. 

 
d. Other Conflicts and Potential Conflicts: The District reserves the right to determine 

that other relationships that are not specifically delineated in this policy represent 
actual or potential conflicts of interest as well. 

 
2. Actions to Avoid Actual or Potential Conflicts: In any case where the District determines 

that a relationship between two employees presents an actual or potential conflict of 
interest, the District, may take any action it determines to be appropriate to avoid the actual 
or potential conflict of interest. Such action may include, but is not necessarily limited to, 
transfers, reassignments, changing shifts or, where it deems such action appropriate, 
disciplinary action up to and including possible termination. 

 
3. Procedures: Application forms for employment will state the District's policy against hiring 

relatives in any situation where potential problems of supervision, safety, security or 
morale exist and to avoid situations where working relationships among individuals may 
potentially lead to complaints of favoritism, lack of objectivity, or employee morale and 
dissension problems that can result from such relationships. Employee applications for 
promotional opportunities or transfers will also contain a statement concerning the 
District's policy as described above. 

 
When employees become involved in a relationship that might make them, or other 
employees, subject to the provisions of this policy, they should bring the information to 
the attention of the appropriate supervisor(s). The supervisor(s) will notify the General 
Manager and they will evaluate the assignment(s) and notify the employee(s), in writing, 
that they see no potential for conflict or that there is a potential for conflict which may 
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place their job or employment with the District in jeopardy. A copy of such notification 
will be placed in the employee's personnel file. If there is a potential for conflict, the 
District will make every reasonable effort to alleviate the potential conflict without transfer 
reassignment or termination. 

 
4. Questions Concerning the Policy: Any questions regarding this conflict of interest policy 

should be directed to the General Manager. 
 
D. Non-Smokers 
 
1. Full-Time Safety: Because of the increase in health risks associated with smoking and other 

tobacco use, the necessity to maintain good physical condition, the substantial economic 
risks associated with industrial disability and workers' compensation claims and the 
recognized health benefits associated with not smoking or using other tobacco products, 
all public safety personnel are strongly recommended to be nonsmokers and tobacco free. 
Tobacco use for staff is restricted to designated tobacco use areas in the District. No 
tobacco use in District facilities or vehicles is allowed. 

 
2. Miscellaneous Employees and Temporary Employees: For health and safety 

considerations, the District prefers all other District employees and applicants for 
employment be non-smokers. Further, the District has determined that the creation of a 
smoke and tobacco-free work environment is in the best interest of its employees. 
Therefore, all District employees are prohibited from smoking or using other tobacco 
products during business hours in any location on the District premises, including District 
vehicles with the exception of designated District smoking and tobacco use areas. 
Employees who violate this policy may be subject to disciplinary action, including the 
possibility of termination. 

 
E. Physical Examinations 
 

The District requires all new hires to have and pass a physical examination prior to 
commencing employment which will include drug screening for all positions, performed by a 
medical facility of the District's choice. If an employee exhibits signs of being unable to 
perform the essential functions of their position, the District may require such an employee to 
undergo a medical examination to determine an employees continuing ability to satisfy the 
physical requirements of their position. 

 
F. Drug and Alcohol Use 
 
1. Purpose: It is the policy of the District to prohibit its employees from using alcohol or drugs 

(including but not limited to marijuana, whether or not obtained legally pursuant to state 
law) in connection with their employment, as it constitutes a threat to the safe and efficient 
performance of our public service. 
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With this in mind, the District has established the following policy with regard to use, being 
under the influence, possession, distribution or manufacture of alcohol or drugs. 

 
2. Common Terminology: 
 

a. Drug-free Workplace Designation: Any location, at which District business is 
conducted, including District vehicles, is designated as a drug-free workplace. All 
employees of the District are absolutely prohibited from unlawfully manufacturing, 
distributing, dispensing, possessing or using drugs and/or alcohol in the workplace. 

 
b. Under the influence: For purposes of this Policy, “under the influence” occurs 

where an employee has any detectable amount of a legal or illegal drug or alcohol 
in his or her system. The symptoms of being under the influence are not confined 
to those consistent with misbehavior nor to obvious impairment of physical or 
mental ability, such as slurred speech or difficulty in maintaining balance. A 
determination of an employee being under the influence can be established by a 
professional opinion, a scientifically valid test, and in some cases, by a layperson's 
opinion. 

 
c. Legal Drug: Includes prescribed drugs and over-the-counter drugs which have been 

legally obtained and are being used for the purpose for which they were prescribed 
or manufactured. 

 
d. Illegal Drug: Any drug which is not legally obtainable or which is legally 

obtainable but has not been legally obtained. The term further includes prescribed 
drugs not being used for prescribed purposes or in prescribed amounts. The 
following list is a partial list of controlled substances: 

 
(1) Narcotics (heroin, morphine, etc.) 
(2) Cannabis (marijuana, hashish) 
(3) Stimulants (cocaine, diet pills, etc.) 
(4) Depressants (tranquilizers) or 
(5) Hallucinogens (PCP, LSD, "designer drugs", etc.). 

 
3. Pre-Employment Testing Procedures For Safety Employees: 
 

a. Offers of employment for safety employee positions extended by the District shall 
be contingent upon the applicant submitting to and passing a fitness for duty 
examination which shall include testing for the use of drugs and alcohol. Applicants 
who refuse to sign a consent form permitting testing or the release of test results to 
the District will not be hired/rehired. 

 
b. Samples of the applicant's urine shall be collected in a medical environment, during 

the pre-employment physical, by persons unrelated to the employer. 



Personnel Manual  58 

 
c. Any medical history and other information provided by the applicant, as well as the 

results of the urinalysis, shall not be revealed to the District. Rather, the District 
shall be notified as to whether the result was negative or positive. 

 
d. An applicant is entitled to know what portion of the test he or she failed and to 

question and challenge test results he or she believes to be erroneous. Any positive 
test may be retested independently using a more sensitive or alternative test. 

 
4. Random Testing For Safety And Safety-Sensitive Employees: 
 

a. The District reserves the right to implement, at its discretion, a random drug testing 
policy for safety and safety-sensitive employees. 

 
b. Random Testing: A system of drug testing imposed without individualized 

suspicion that a particular employee is using illegal drugs. It may be either of the 
following: 

 
(1) Uniform, unannounced testing of designated employees occupying specific 

positions; or 
 

(2) A statistical random sampling of such employees based on neutral criterion, 
such as social security numbers. 

 
c. Notification: The employee(s) selected for random testing, and the employee's 

immediate supervisor shall be notified the same day the test is scheduled. The 
supervisor shall explain to the employee(s) that he or she is under no suspicion of 
taking drugs and that the employee's selection was random. 

 
d. Deferral: An employee selected for random testing may obtain a deferral of the test 

if there is a compelling need which necessitates postponement. Being on a leave 
status (e.g., sick leave, annual, administrative or leave without pay); or vacation or 
on official travel away from the District, are examples of compelling needs for 
which a deferral may be obtained. Employees whose random testing is deferred 
will be subject to an unannounced test within a reasonable time following the 
deferral. 

 
e. Refusal: If an employee refuses to cooperate with the administration of the random 

testing, the employee's refusal may result in disciplinary action, up to and including 
termination for even a first refusal or any subsequent refusal. 

 
5. Reasonable Suspicion Drug and Alcohol Screening: The District may require a blood test, 

urinalysis, or other drug and/or alcohol screening of those persons reasonably suspected of 
using or being under the influence of drugs or alcohol at work or when on standby duty. 
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An employee's consent to submit to such a test is required as a condition of employment 
and the employee's refusal to consent may result in disciplinary action, up to and including 
termination for even a first refusal or any subsequent refusal. 

 
6. Use Being Under the Influence Possession, Distribution or Manufacture of Drugs or 

Alcohol: 
  

a. Alcohol: Possession, use or being under the influence of alcohol by any employee 
while performing District business, while on District property, including District 
vehicles, at any location at which District business is conducted, or while on 
standby is prohibited. 

 
b. Legal Drugs: Use of or being under the influence of any legally obtained drug by 

any employee while performing District business, while on District property, 
including District vehicles, at any location at which District business is conducted, 
or while on standby is prohibited to the extent such use or influence may affect the 
safety of the employee, co-workers, members of the public, the employee's job 
performance, or the safe or efficient operation of District business. An employee 
may continue to work, even though under the influence of a legal drug, if after 
consulting with competent medical authority, who is licensed to practice medicine 
in the State of California, it is determined that the employee does not pose a threat 
to his or her own safety or the safety of coworkers or the general public and that 
the employee's job performance is not significantly affected by the legal drug. 
Otherwise, the employee may be required to take leave of absence or comply with 
other appropriate action as determined by the District. 

 
c. Illegal Drugs: The use, being under the influence of, manufacture, distribution, 

purchase, transfer or possession of an illegal drug by an employee while on District 
property, including District vehicles at any location at which District business is 
conducted, while performing District business or while on standby is prohibited. 
This prohibition includes any positive test for marijuana – regardless of intoxication 
level and regardless of whether obtained legally pursuant to state laws. 

 
7. Employee Reporting Requirements: 
 

a. Legal Drugs: An employee's use of a legal drug can pose a significant risk to the 
safety of the employee or others. Employees who feel or have been informed that 
the use of a legal drug may present a safety risk are to report their use of such drug 
to their immediate supervisor. Employees who suspect a fellow employee or other's 
use of legal drugs poses a significant risk to the safety of the employee or others 
must report their suspicions to their immediate supervisor for further investigation 
and appropriate action. Failure to do so may result in disciplinary action, up to and 
including termination. 
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Employees using any legally prescribed drug must submit documentation from the 
employee's personal physician certifying that the drug being used by the employee 
has been legally prescribed and stating a medical opinion as to whether or not the 
employee is capable of safely performing his/her assigned duties. Failure to submit 
the above described documentation may result in the employee being placed on 
leave without pay until such time as the employee provides such documentation. 

 
b. Illegal Drugs: Employee use of an illegal drug poses a significant risk to the safety 

of the employee or others. Employees who have been informed or suspect that a 
fellow employee has used, is in possession of or is under the influence of an illegal 
drug must report such suspicion to their immediate supervisor for further 
investigation and appropriate action. Failure to do so will result in disciplinary 
action, up to and including termination. 

 
8. Disciplinary Action: Violation of this policy can result in disciplinary action up to and 

including termination, even for the first offense. Further, the District reserves the right to 
discipline or terminate employees convicted of an offense which involves the use, 
distribution, or possession of illegal drugs (defined to include marijuana, whether or not 
obtained legally pursuant to state law). 

 
The District reserves the right to offer employees violating this policy participation in an 
approved rehabilitation or drug-abuse assistance program as an alternative to discipline. If 
such a program is offered, and accepted by the employee, then the employee must 
satisfactorily participate in the program as a condition of continued employment. 

 
9. Searches: The District reserves the right to search lockers, storage areas, furniture, District 

vehicles and other places under the common control of the District and employees, and to 
enlist the assistance of legal counsel and law enforcement personnel in connection with the 
enforcement of this policy. The lockers, storage areas, furniture, District vehicles and other 
places under the common control of the District and employees remain sole property of the 
District and are provided to District employees only for their use and convenience. District 
employees have no expectation of privacy in any of these areas. To the extent the 
Firefighter Bill of Rights Act, or any other applicable law, provides District employees 
with greater rights, such rights will be recognized.   
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APPLICANT/EMPLOYEE CONSENT FOR DRUG AND ALCOHOL SCREENING 
 
I hereby acknowledge receipt of the RUNNING SPRINGS WATER DISTRICT (hereinafter 
"District") Drug and Alcohol Policy (hereinafter "Policy"), and I fully understand its provisions. I 
acknowledge that compliance with the Policy is a condition of employment. 
 
I hereby authorize______________________________________ 

(Insert name of laboratory) 

to perform a pre-employment physical or other examination, which includes, but is not limited to, 
physical and/or psychological examination, collection of the following specimens from me: 
______________________________________________________ 

(Insert blood, urine, breath, or other specimens) 

and the conducting of tests on such samples to determine, among other things, the presence of 
alcohol, drugs, or other substances that violate the Policy. I consent to the release of the results of 
the examination to representatives of the District for review and use in the decision-making process 
regarding employment, in accordance with the provisions in the attached AUTHORIZATION 
FOR USE OR DISCLOSURE OF MEDICAL INFORMATION. This consent is effective 
immediately and shall remain in effect until _______________________________________. 

(Date) 

I understand that I have a right to receive a copy of this authorization. I further understand that 
if I refuse to consent to such examination and/or tests or sign this form, or if the test results 
are positive (that is, they show evidence of drug and/or alcohol use), I may not be hired or, if 
hired, I may be subject to disciplinary action up to and including termination of employment. 
 
CONSENT GIVEN: 
________________________________________________________ 
Applicant/Employee's Name (Print)    Signature     Date  

 
________________________________________________________ 
Witness Name (Print)       Signature     Date 

 
CONSENT REFUSED: 
__________________________________________________________ 
Applicant/Employee's Name (Print)    Signature     Date 

 
Explanation for refusal________________________________________ 
 
__________________________________________________________ 
 
__________________________________________________________ 
 

__________________________________________________________ 
  Witness Name (Print)       Signature     Date 
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AUTHORIZATION FOR USE OR DISCLOSURE OF MEDICAL INFORMATION 
 

A. EXPLANATION: 
This authorization for use and disclosure of summary medical information is being requested of you to 
comply with the terms of the Confidentiality of Medical Information Act. 
 

B. AUTHORIZATION: 
I, __________________________________________, hereby authorize 
(Name of Patient) 

__________________________________________________________ 
(Name of Physician, Hospital or Health Care Provider) 

to furnish to RUNNING SPRINGS WATER DISTRICT (hereinafter "District") medical information in 
summary form pertaining to my general, overall fitness for duty and employment with the District. 
 

C. USES: 
I further authorize the District to receive and to use the summary medical information authorized 
hereunder for the purpose of making its determination regarding my application for and/or continued 
employment. 
 

D. DURATION: 
This authorization shall become effective immediately and shall remain in effect 
until_____________________________. 

(Date) 
 

E. RESTRICTIONS: 
I understand that the District may not further use or disclose the summary medical information received 
pursuant to this authorization unless another authorization is obtained from me or unless such use or 
disclosure is specifically required or permitted by law. 
 

F. ADDITIONAL COPY: 
I further understand that I have a right to receive a copy of this authorization upon my request. Copy 
requested and received: 
YES ______ NO ______ Initial ______ 
 

G.   CONSENT GIVEN: 
______________________________________________________________________ 

Applicant/Employee's Name (Print)    Signature     Date  

______________________________________________________________________ 

Witness Name (Print)       Signature     Date  

 
CONSENT REFUSED:  

_______________________________________________________________________ 

Applicant/Employee's Name (Print)    Signature     Date  

 
Explanation for refusal: ____________________________________________________ 
________________________________________________________________________ 
 
________________________________________________________________________ 
Witness Name (Print)       Signature     Date   
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G. Personal Matters 
 

To ensure that personal matters do not interfere with employees' work and the work of others, 
the District has adopted the following policy on personal matters: 

 
1. Personal Possessions: The District cannot assume responsibility for lost or stolen personal 

possessions. Therefore, employees are asked to use their own discretion when bringing 
such possessions to work. Employees shall remove personal possessions which are not 
necessary for the daily operation at the end of the workday, unless the employee obtains 
prior approval from the affected Department Supervisor. 

 
2. Personal Business: 
 

a. Safety Employees: Employees may conduct personal business after the scheduled 
work day. Personal business away from the station after the scheduled work day 
will be limited to 15 minutes per shift, but at no time will the ambulance crew be 
separated. 

 
b. Miscellaneous Employees: Conducting personal business during work time or in 

working areas is prohibited unless an employee is on their morning, afternoon or 
lunch break. 

 
3. Personal Data: It is extremely important that the District maintain accurate records of all 

employees. Therefore, employees shall advise the Administration Supervisor as soon as 
possible if any of the following personal information changes: 

 
- Home address 
- Telephone number 
- Person and/or number to notify in case of emergency 
- Name 
- Marital status 
- Change affecting income tax withholding 
- Change in beneficiary for insurance plans 

 
Employees shall submit a notification of change by completing a personal data form (see 
Attachment K). Employees shall also notify the District of any legal restriction which 
would prohibit the employee from performing the essential functions of his or her job 
(Refer to Section 5.K.) 

 
4. Personal Phone Calls: Employees should minimize receiving personal phone calls during 

working hours. In no case shall personal phone calls be disruptive to personnel business. 
If an employee must make personal call while on duty, the employee should do so during 
his or her break period. 
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Employees may not charge personal long distance phone calls to District phones. 
If due to an emergency an employee must use the District phone for long distance 
calls the District will be reimbursed for the cost of the call. 
 
The District reserves the right to determine if this policy is violated. If the policy is 
violated the District will address the individual(s) on an individual basis. 
 
Personal cell phones shall be set on vibrate during normal working hours and 
otherwise be subject to the applicable section of this provision. Cell phone use 
while driving is subject to the requirements of State Law.  

 
5. Personal Visitors: Non-business visits by friends, acquaintances or family members are 

discouraged during an employee's work shift. However, Fire Department personnel 
assigned to a 24-hour shift are allowed visitors between the hours of 1700 and 2200 hours. 

 
6. Use of District Facilities: Employees may use District facilities for personal business under 

the following conditions. At all times, the District reserves the right to restrict, limit, or 
prevent use of District facilities for personal business. 

 
a. Employees may only use the facility/items to which they are assigned; 

 
b. The use of consumable products is prohibited; 

 
c. No personal items shall be left on/in District property without the Department 

Supervisor's prior approval; 
 

d. Employees who wish to use another department's facilities/items shall be required 
to have prior approval from the Department Supervisor; 

 
e. To reduce potential liability, employees may only use items for which they have 

been trained to use; 
 

f. District's tools or equipment shall not be removed from District property for 
personal use; 

 
g. The use of the facility will be limited to the needs of the immediate family; and 

 

h. Fire Department personnel assigned to 24-hour shift will be allowed to use the 
facility during their shift. Vehicle maintenance will be limited to minor repairs and 
cleaning and must be completed by 2300 hours. 
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H. Tardiness  
  

Because the District is a service-oriented business, punctuality and dependability are vitally 
important. Tardiness and absenteeism are problems for any employer because when an 
employee is late or absent he or she cannot share his or her part of the work load. While some 
tardiness or absences may be unavoidable, unjustified or excessive tardiness or absence will 
not be tolerated. If you must be late or absent, you must personally contact your supervisor. 
By giving as much notice as possible, the District is better able to compensate for your absence. 
Absences on Monday, Friday or work days immediately before or after a holiday will be 
closely scrutinized by Management. 

 
Tardiness is defined as reporting to the work area after the scheduled starting time. Excessive 
tardiness will be the basis for disciplinary action and possible termination. 

 
I. Termination and Retirement Policy 
 

An employee who terminates or retires must adhere to the following policy to ensure 
"Termination in Good Standing." 

 
1. The employee must submit a written resignation (notification) stating the intent and reason 

for termination to the General Manager and/or Department Supervisor. 
 
2. If an employee is planning to resign, the District requests that the employee gives his or 

her Department Supervisor notice of his or her resignation as far in advance as possible of 
the effective date so that he or she can make plans to fill the job when the employee leaves. 
A minimum notice of two weeks is requested in all cases. 

 
3. Complete a Confidential Termination Questionnaire - Exit Interview with an individual 

specified by the General Manager. 
 

4. Return all District property to the Department Supervisor. 
 

5. Clear any existing financial obligations with the Administration Supervisor. 
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CONFIDENTIAL TERMINATION QUESTIONNAIRE - EXIT INTERVIEW 
  
1. EMPLOYEE NAME_____________________________________  
  

    DEPARTMENT _______________ DATE __________________  
  

    JOB TITLE __________________________________________  
  

    EFFECTIVE DATE OF TERMINATION ____________________  
  
2. REASON FOR TERMINATION (check appropriate reason or reasons)  
  

    ___ Wages    ___ Military  
  

    ___ Leaving Locality     ___ Personal Problems  
   

    ___ Transportation Problems ___ Temporary Employment  
  

    ___ Personal Health   ___ Retirement  
   
   ___ Hours    ___ other (be specific; use comment section)  

     

    ___ Family Problems  
  

    ___ Working Conditions (be specific; use comment section)  
  

    ___ Supervision (be specific; use comment section)  
  

    ___ Returning to School  
  

    ___ No Advancement Opportunities  
  

  3.  _____ ADDITIONAL EMPLOYEE COMMENTS: (be specific)  
  
_____________________________________________________________________  
  
_____________________________________________________________________  
  
EMPLOYEE'S SIGNATURE ___________________________________  
  
EXIT INTERVIEWER'S SIGNATURE ____________________________  
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J. Anti-Violence Policy 

 
Possession while on duty or bringing onto District property unauthorized materials, such as 
explosives, weapons (including, but not limited to, firearms and knives), or other similar items, 
is strictly prohibited. Threats of violence, fighting, or any physical endangerment of customers 
or fellow employees may result in immediate suspension and termination, even for a first 
offense. An employee who is aware of a violation of this policy must immediately report it to 
his or her department supervisor, who shall then contact the General Manager, or his or her 
designee. 

 
K. Employee Conduct and Discipline-Miscellaneous Employees 
 

a. MISCONDUCT GROUNDS: Disciplinary action, up to and including termination, 
may be imposed for behavior including, but not limited to, the following: 

 
1. Fraud or deception in securing employment including, but not limited to 

giving false or misleading information on an application form or interview. 
 

2. Using an official position or office for personal gain or advantage; 
 

3. Accepting favors or gratuities for services required or performed on the job; 
 

4. Disclosing confidential information; 
 

5. Using or possessing District property and/or equipment without 
authorization; 

 
6. Intentional or negligent destruction of District property or equipment; 
 
7. Commission of acts, which if proved, constitute a felony, misdemeanor or 

other violation of law as established by proper investigation; 
 
8. Using loud, abusive or obscene language; fighting; rude or discourteous 

behavior; 
 
9. Commission of a public offense involving moral turpitude; 

  
10. Incompetency or inefficiency 
 
11. Failure to carry out assigned work or supervisory responsibilities 

adequately, directly or promptly; 
 

12. Inattention to or dereliction of duty; 
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13. Loss of required motor vehicle operator’s license or insurability to operate 

a vehicle on behalf of the District or other license or certification required 
to perform the duties of an employee’s position; 

 
14. Unexcused, excessive or patterned absenteeism; 
 
15. Inexcusable absence without leave; 
 
16. Abuse of sick leave; 
 
17. Failure to make reasonable effort to notify supervisor of inability to report 

to work; 
 
18. Leaving assigned work location without proper approval or appropriate 

reason; 
  
19. Frequent and unexcused tardiness; 

 
20. Sleeping on the job; 

 
21. Exceeding authorized lunch or rest periods; 

 
22. Refusal to perform reasonable work assignments or to cooperate with 

supervisors or management in the performance of duties (insubordination); 
 

23. Failure to cooperate with other employees or the public; 
 

24. Unnecessarily disrupting the work of other employees; 
 

25. Using threats or attempting to harm another employee or the public; 
 

26. Making false, vicious, or malicious statements concerning any employee, 
or concerning District government or management; 

 
27. Possession or use of dangerous weapons, including but not limited to 

firearms or knives, on District property or on-duty; 
 
28. Gambling on the job and/or on District property; 
 
29. Conduct unbecoming an officer or employee of the District; 
 
30. Failure to maintain satisfactory and harmonious working relationships with 

the public or fellow employees; 
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31. Discrimination and/or harassment against another employee on the basis of 

sex, sexual orientation, race, color, ancestry, national origin, religion, 
physical or mental disability, medical condition, age (over 40), marital 
status, gender identity, or any other protected class under applicable law; 

 
32. Willful failure to follow the chain of command; 
 
33. Violation of District rules, policies, and procedures; 
  
34. Failure to perform the minimum requirements for the positions held by the 

employee; 
 
35. Failure to exercise good judgment in connection with the requirements of 

the position held by the employee; 
 
36. Violation of the District’s Drug and Alcohol Use Policy (Section (5) (F)); 
 
37. Operating District equipment or vehicles unsafely or carelessly; 
 
38. Causing or contributing to an accident by operating District equipment in 

an unsafe manner; 
 
39. Violating safety rules or practices which endanger the employee or others 

or which damages District property or equipment or willful failure to use 
safety equipment or refusal to comply with safety rules; 

 
40. Playing tricks or jokes, or engaging in horseplay on the job which may lead 

to physical injury to employees or others, or damage to District equipment 
or property; 

 
41. Failure to report on the job injuries; 
  
42. Soliciting, accepting, or offering a bribe; 
 
43. Theft or aiding or encouraging the theft of cash, or District property or 

equipment; 
 
44. Intentionally falsifying or destroying, without proper authorization, District 

records; 
 
45. Unauthorized possession, control and/or duplication of District records, 

regardless of physical form or characteristics; 
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46. Deliberately withholding information related to work from supervisors or 
others requiring the information; and 

 
47. Falsifying time reports, mileage reports, expense accounts, or other work-

oriented documents. 
 

b. Written Reprimand and Oral Counseling: District management may issue written 
reprimands and/or conduct oral counseling of employees based on misconduct as 
determined by District management. Employees shall have no right to appeal or 
otherwise grieve written reprimands and/or oral counseling’s in any forum 
whatsoever. However, with regard to written reprimands, an employee may submit 
a written response to the General Manager within fourteen (14) days of the 
employee’s receipt of the written reprimand which shall be attached to the written 
reprimand and placed in the employee’s personnel file. 

 
c. Minor Discipline: In case of minor discipline, which shall include, but is not limited 

to, an unpaid suspension of five (5) days or less, and reduction of pay of less than 
one (1) month, an employee shall be afforded the following: 

 
1. Notice of Proposed Disciplinary Action, which shall include: 

 
a. A description of the discipline proposed; 

 
b. A statement of the reasons for which the action has been proposed, 

which shall include a brief description of the alleged facts upon 
which the proposed action is being taken and a statement of any 
employer rules, regulations, or laws that are alleged to have been 
violated; and, if applicable, a list of any previous disciplinary 
actions, counseling, evaluations or other relevant actions which 
support the action proposed; 

 
c. Copies of any documents relied upon in reaching a decision to 

propose the disciplinary action; and 
 
d. A statement advising the employee that he/she may respond to the 

General Manager; or his/her designee, regarding the proposed 
disciplinary action, orally or in writing, before it takes effect. 

 
2. The employee shall have seven (7) working days from the date of the Notice 

of Proposed Disciplinary Action to respond to the charges, either orally or 
in writing. Upon a showing of good cause, the District may extend the time 
for response beyond seven (7) working days. In responding, either orally or 
in writing, the employee may designate a representative to assist in the 
presentation of the response. 
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a. In the event that the employee chooses to respond orally, the 

employee must, within the period given to respond, make an 
appointment and meet with the District Manager or his/her designee. 

 
b. During this meeting the District official imposing the discipline and 

the employee or their respective representatives, may present oral 
argument and documentary evidence in support of their positions; 
however, neither party shall be permitted to call and examine 
witnesses. 

 
c. Any written response must be received in the office of the District 

Manager no later than 4:30 p.m. on the last day given to respond. 
 

d. The General Manager or his/her designee shall take the employee’s 
timely response into consideration and shall make a final 
determination as to whether or not the proposed action, a different 
action, or no action shall be taken. 

 
e. The employee shall be given written notice of the final 

determination which shall be personally served on the employee or 
sent by registered or certified mail to the employee’s last place of 
residence as last shown on the records of the District. 

 
f. Failure by the employee or the employee’s representative, to 

respond to the Notice of Proposed Disciplinary Action within the 
period allowed shall result in disciplinary action taking effect as 
proposed. 

 
g. In the case of minor discipline, no right of appeal is provided, except 

for the right to respond as set forth above. 
 

d. MAJOR DISCIPLINE: 
 

1. Pre-disciplinary response: Prior to the imposition of a major disciplinary 
action, which shall include, but is not limited to, an unpaid suspension of more 
than five (5) days, demotion, reduction in pay of one (1) month or more, or 
termination, all regular employees shall be presented with a written Notice of 
Proposed Disciplinary Action informing the employee as to his/her right to 
provide a pre-disciplinary response. 

  
2. The Notice of Proposed Disciplinary Action shall include: 

 
a. A description of the discipline proposed; 
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b. A statement of the reasons for which the action has been proposed, which 

shall include a brief description of the alleged facts upon which the 
proposed action is being taken, and a statement of any rules, regulations, or 
laws that are alleged to have been violated; and, if applicable, a list of any 
previous disciplinary actions, counseling, evaluations or other relevant 
actions which support the action proposed; 

 
c. Copies of any documents relied upon in reaching a decision to propose the 

disciplinary action; and 
 
d. A statement advising the employee that he/she may respond to the General 

Manager, or his/her designee, regarding the proposed disciplinary action, 
orally or in writing, before it takes effect. 

 
3. The employee shall have seven (7) working days from the date of the Notice 

of Proposed Disciplinary Action to respond to the charges, either orally or in 
writing. Upon a showing of good cause, the District may extend the time for 
response beyond seven (7) working days. In responding, either orally or in 
writing, the employee may designate a representative to assist in the 
presentation of the response. 

 
a. In the event that the employee chooses to respond orally, the employee 

must, within the period given to respond, make an appointment and 
meet with the General Manager or his/her designee. 

 
b. During this meeting, the employee, or the employee’s representative, 

may present any reasons why the employee feels that the proposed 
action is not proper. The General Manager or his/her designee shall 
listen to the employee’s presentation, but shall not present any 
evidence on behalf of the District, nor shall either party present 
witnesses for examination at this time. 

 
c. Any written response must be received in the office of the General 

Manager no later than 4:30 p.m. on the last day given to respond. 
 

d. The District Manager or his/her designee shall take the employees 
timely response into consideration and shall make a determination as 
to whether or not the proposed action, a different action, or no action 
shall be taken. 

 
e. The employee shall be given written notice of the final determination 

which shall be personally served on the employee or sent by registered 



Personnel Manual  73 

or certified mail to the employee’s last place of residence as last 
shown on the records of the District. 

 
f. Failure by the employee, or the employee’s representative, to respond 

to the Notice of Proposed Disciplinary Action within the period 
allowed shall result in the disciplinary action taking effect as 
proposed. 

 
4. Post-Disciplinary Appeal. 

 
a. Any regular employee shall have the right to appeal any major 

disciplinary action, including, but not limited to, an unpaid suspension 
or more than five (5) days, a demotion, a reduction in pay of one (1) 
month or more, or a termination. 

 
b. Requests for appeal shall be made in writing, signed by the employee 

and filed with the General Manager within ten (10) working days of 
the receipt of the disciplinary action. Failure to do so shall constitute 
waiver of the right to appeal and failure to exhaust administrative 
remedies. 

 
c. At its next regular meeting following receipt of a timely notice of 

appeal of the decision from the General Manager or his/her designee, 
the President of the Board of Directors (or Vice President in the 
absence of the President) may appoint a Hearing Officer, Appeal 
Board, or Board Committee to hear the appeal and recommend a 
decision which it shall certify to the Board of Directors, or the Board 
of Directors may hear the appeal. Hearings shall be closed. However, 
where the matter is being heard by the Board of Directors, the 
employee shall be provided with a notice, at least 24 hours prior to the 
hearing, which provides the employee with the option of having the 
matter heard in open session. 

 
d. The employee shall appear personally before the Board of Directors, 

Board Committee, Hearing Officer or Appeal Board at the hearing and 
may be represented by counsel of his/her choice. In the event that the 
employee fails to personally appear, the appeal shall be deemed 
waived. 

 
e. All parties and witnesses to be heard at the hearing shall be sworn and 

shall testify under oath. The secretary of the Board, or any other 
person so authorized, shall swear in each witness or party that is to be 
heard. The hearing shall not be conducted according to technical rules 
relating to evidence. 
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f. Upon conclusion of a hearing not conducted by the District Board of 

Directors, the Hearing Officer, Appeal Board, or Board Committee 
shall cause its findings and recommendations to be prepared in writing 
and shall certify the same to the Board of Directors. The Board of 
Directors may then adopt, reject, or modify such recommendations. 
Findings may be modified only upon a determination by the Board of 
Directors that such modification is supported by appropriate evidence 
in the hearing record. The decision of the Board of Directors shall be 
final for all purposes. 

 
L. Employee Conduct and Discipline-Safety Employees 
 

1. General: The Firefighters Procedural Bill of Rights Act (“FBRA”), as set forth in 
Government Code Sections 3250 through 3262, provides firefighters with certain 
due process rights in relation to disciplinary matters including providing certain 
rights in relation to investigations, predisciplinary procedures, and post-
disciplinary appeal rights for certain types of disciplinary actions and other 
miscellaneous rights. 

 
The District will comply with the FBRA to the extent required by the law. The 
policies and procedures set forth herein are not intended to, nor do they, grant any 
rights greater than those guaranteed by the FBRA. This policy is meant to be 
interpreted in accordance with the GBRA, as it is interpreted or defined by 
subsequent amendments or court decisions to the extent that other provisions of 
this Personnel Manual, including those regarding employee conduct and discipline, 
conflict with the FBRA, the policies provided herein shall apply unless otherwise 
required by law.  

 
A firefighter shall not be subjected to punitive action, denied promotion, or 
threatened with such treatment because of his or her lawful exercise or rights under 
the FBRA or the exercise of any rights under any existing and applicable District 
grievance procedure. 

 
When the procedures and rights of the FBRA are implicated, the District will work 
with legal counsel to ensure that its conduct and actions are in conformance with 
the requirements of the FBRA. 

 
2. Applicability: This section applies only to firefighters as defined by the FBRA. It 

does not apply to any firefighter who has not successfully completed his or her 
probationary period. All other employees are subject to the other applicable 
provisions of this Personnel Manual. 
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3. Time Restriction: Punitive Action (any action that may lead to dismissal, demotion, 
suspension, reduction in salary, written reprimand, or transfer for purpose of 
punishment) or denial of promotion on grounds other than merit shall not be 
undertaken for any act, omission, or other allegation of misconduct if the 
investigation of the allegation is not completed within one year of discovery by the 
District except as provided otherwise by the FBRA. The firefighter shall also be 
notified of the district’s purposed disciplinary action within that same period. 

 
4. Investigations and Interrogation: When any firefighter is under investigation and 

subjected to interrogation that could lead to Punitive Action; the interrogation will 
be conducted according to the following provisions: 

 
a. It will take place at a reasonable hour and at a time when the firefighter is 

on-duty unless there is an imminent threat to the public safety. The 
firefighter will be compensated for the time spent in the interrogation; 

 
b. Prior to an interrogation, the firefighter will be informed of the rank, name, 

and command of the officer or person in charge of the interrogation, the 
interrogating officer, and any other persons present; 
 

c. Questions shall be asked by no more than two interrogators at one time; 
 

d. Prior to an interrogation, the firefighter will be informed of the nature of the 
investigation; 
 

e. The interrogation will be of a reasonable duration and the firefighter will be 
allowed reasonable breaks; 
 

f. The firefighter will not be subjected to offensive language or threats of 
Punitive Action, neither will a promise of reward be made in exchange for 
answers; 
 

g. No visits from the press or news media are allowed without the written 
consent of the firefighter; 
 

h. The firefighter’s photograph, home address, telephone number, or other 
contact information will not be given to the press or news media without 
the written consent of the firefighter; 
 

i. The interrogation may be recorded. If such a recording is made, the 
firefighter will have access to it if further proceedings are contemplated or 
prior to any further interrogation; 
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j. The firefighter may record the interrogation with his or her own recording 
device; 
 

k. The firefighter is entitled to non-confidential notes of a stenographer or 
reports or complaints by the investigator; 

 
l. If prior to or during an interrogation, it is contemplated that the firefighter 

may be charged with a criminal offense; the District will suspend any 
interrogation of that firefighter. In recognition of the firefighter’s right to 
be informed of his or her constitutional rights in such a situation, where 
appropriate, the District will refer the matter to the proper law enforcement 
agency or authority to either conduct its own investigation and take any 
necessary actions or to obtain the required grant of immunity. Any 
interrogation of that firefighter by the District will only recommence once 
the required immunity has been granted, it is no longer contemplated that 
the firefighter will be charged with a criminal offense or the firefighter, 
having been informed of his or her constitutional rights by the proper law 
enforcement agency, waives those rights. 

Where the interrogation of a firefighter is not possible due to the 
implications of potential criminal charges, the District will, where possible, 
continue to conduct its own independent investigation into any matter that 
may warrant punitive action and may take appropriate action based thereon, 
including disciplinary action. 

m. A formal written grant of immunity from criminal prosecution is required 
before a firefighter can be compelled to answer incriminating questions. 
The District will not compel a firefighter to respond to incriminating 
questions unless the firefighter has been given the required grant of 
immunity. If such immunity is granted, the firefighter may be subjected to 
Punitive Action for failing to answer and will be informed of such potential 
consequences. 

n. Upon the filing of a formal written statement of charges, or whenever an 
interrogation focuses on matters that may result in Punitive Action to the 
firefighter, the firefighter is entitled to be represented by a representative 
who may be present during the investigation. These conditions do not apply 
to counseling, informal verbal admonishment or other routine or unplanned 
contact. 

5. Pre-Disciplinary Procedures: In the event the District intends to impose any form 
of Punitive Action upon a firefighter, the pre-disciplinary procedures set forth in 
Section 5, provisions (B), (C) and (D) shall be applied to the extent they do not 
conflict with the FBRA. 
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6. Discipline: In the event the District determines to impose a form of Punitive Action 
upon a firefighter, the appropriate procedures shall be followed: 

 
a. Notification: The District will notify the firefighter, in writing, of any 

decision to impose discipline within 30 days of its decision, but not less than 
48 hours prior to imposing the discipline. 

 
b. Written Accusation: When the form of Punitive Action taken requires (such 

as an unpaid suspension of more than five (5) days, demotion, reduction in 
pay of one (1) month or more, termination or as otherwise required by the 
FBRA), the District will provide the firefighter with the following: 

 
i. A written Accusation which will include a statement of the acts or 

omissions with which the firefighter is charged and will specify the 
statutes or rules the firefighter is alleged to have violated; 

 
ii. A Statement to Respondent which will provide notice to the 

firefighter of his or her rights to request an appeal, to object to the 
Accusation, to request discovery of specified information and other 
various rights; and 

 
iii. A copy of Government Code sections 11507.5, 11507.6 and 

11507.7. 
 

c. Appeal Procedures: Punitive Action or denial of a promotion on grounds 
other than merit will not be undertaken without providing the firefighter an 
opportunity for an administrative appeal as required by the FBRA. Where 
appropriate and when required by the FBRA, the administrative appeal 
under this section will be conducted in accordance with Chapter 5 
(commencing with section 11500) of Part 1 of Division 3 of Title 2 of the 
Government Code (the “APA”). For employees specifically covered under 
the FBRA, this appeal procedure supersedes the appeal procedures set forth 
in Section 5(K), provision (D) to the extent any conflict exists. The pre-
disciplinary procedures set forth herein, however, remain in full force and 
effect. Where the FBRA does not require a post-disciplinary appeal, the pre-
disciplinary procedures shall be the exclusive rights available to firefighters 
arising out of the imposition of any Punitive Action. 

 
d. Request for Appeal/Appeal Hearing: In response to an accusation, the 

firefighter may request a hearing, object to the Accusation or take any other 
action permitted by the APA. Any request for a hearing, objection or other 
action may be made by returning a properly completed “Notice of Defense,” 
a copy of which will be provided to the firefighter, or by delivering or 
mailing a notice of defense as provided in Government Code section 11506 
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to the General Manager. A firefighter has 15 days from the date of service 
of the Accusation and Statement to Respondent to request a hearing, make 
any available objections or take any other available action. Failure to meet 
this timeline will result in the forfeiture of the right to have a hearing, make 
any objections or take any other available action in response to the 
Accusation. 

 
If a hearing is properly requested, the District will arrange to have a hearing 
date set and will select a neutral hearing officer (“hearing officer”), in 
accordance with the APA, to preside over the hearing. The District will 
provide all parties notice of the time and place of the hearing at least 10 
days before the hearing. The District will, by itself, determine whether the 
hearing officer will hear the case alone or whether the District will hear the 
case with the hearing officer. Based on that decision, and based on any other 
powers the District may delegate to the hearing officer, the hearing will 
proceed and a decision will be issued as required by the APA. 

 
7. Personnel File: 

 
a. Adverse Comments: Before any comment(s) adverse to the firefighter’s 

interest are entered into his or her personnel file, the firefighter will have 
the opportunity to read and sign the instrument, which will indicate the 
firefighter’s awareness of the comment(s). If the firefighter refuses to sign 
the instrument, such action will be documented on the instrument, the 
firefighter will be requested to sign or initial such documentation and the 
instrument will be placed in the firefighter’s personnel file. Within 30 days 
of the date the adverse comment is placed in the firefighter’s personnel file, 
he or she may file a written response, which will be attached to the adverse 
comment. 

 
b. Review of Personnel File: A firefighter has the right to inspect his or her 

personnel file that has been used to determine the firefighter’s 
qualifications, promotion, additional compensation, or termination or other 
discipline. If a firefighter believes that any portion of the personnel file is 
mistakenly or unlawfully placed in the file, the firefighter may request, in 
writing, to have the portion(s) corrected or deleted. This request must 
include a description of the portion(s) to be corrected or deleted and the 
reasons supporting such request. This written request will become part of 
the firefighter’s personnel file. The District will respond, in writing, within 
30 days, which response will become part of the firefighter’s personnel file. 

 
c. Lie Detector Test: A firefighter may not be compelled to submit to a lie 

detector test and may not be subject to disciplinary action for refusing to do 
so. 
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d. Personal Information: A firefighter will not be required or requested, for 

purposes of job assignment or other personnel action, to disclose any item 
of his or her property, income, assets, source of income, debts, or personal 
or domestic expenditures of his or her household. 

 
e. Lockers: A firefighter’s locker or other storage space will not be searched 

except in his or her presence, with his or her consent, pursuant to a valid 
search warrant, or if he or she has been notified that a search will be 
conducted. 

 
f. Political Activity: Except as otherwise prohibited by law, or whenever on 

duty or in uniform, no firefighter shall be prohibited from engaging, or be 
coerced or required to engage, in political activity. 

 
g. Fire Chief: Before removing the fire chief, the District will provide him or 

her with written notice, the reason(s) for removal, and an opportunity for an 
administrative appeal 

 
M. Computer and Electronic Systems Policy 
 
1. Purpose: 
 

The purpose of District computers and other electronic systems, including, but not limited 
to, word processing, electronic mail, voice mail, telephones, cell phones, texting devices, 
the Internet and any other form of electronic communication device are to provide an 
efficient and effective means of internal and external communications. This policy 
addresses access to and the disclosure of information from such electronic systems. 

 
The District’s computer, word processing, electronic mail, voice mail, and Internet systems 
are a business tool. These systems must be used in a professional manner for legitimate 
business purposes only and, at all times, remain the property of the District. 

 
2. ACCESS AND DISCLOSURE: 
 

All computer, word processing, electronic mail, voice mail, Internet, and electronic 
systems remain the property of the District and are for official use only. Records, files, 
transmissions, passwords, and other products or contents of these systems are not 
confidential; therefore, employees can have no expectation of privacy in any documents or 
other materials that they write, receive, store, or send in the use of these systems. 

 
The District reserves the right to access and disclose all products and contents of these 
systems for any purpose. The District reserves the right to monitor use of these systems to 
prevent abuse, enforce District policies, and access information. Access may occur, but is 
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not limited to, situations indicating impropriety, violation of District policy, legal 
requirements, suspected criminal activities, breach of system security, or to locate 
substantive information or monitor employee performance and conduct. 

 
The contents of these systems may be disclosed within or outside of the District without 
employee permission. 

 
The District has unlimited access to protect the security of these systems or the District’s 
property rights. 

 
3. Guidelines for the use of District Mail: 
 

1. The District’s electronic mail system is for the official District business and shall not be 
used for unrelated purposes, including, but not limited to, the following: 
 
a. To send “chain” or similar type “letters”; 
 
b. To send documents in violation of copyright or other laws; 

 
c. To knowingly open mail not directed to you; 

 
d. To use for personal or social purposes other than occasional, incidental use 

permitted by subsection E below; 
 

e. To send messages in violation of District security policies; 
 

f. To forward electronic messages without a legitimate business purpose 
under circumstances likely to lead to embarrassment of the sender and/or 
the District, or to violate the clearly expressed desire of the sender to restrict 
additional dissemination; and/or, 
 

g. To send messages that are false, inaccurate, abusive, obscene, pornographic, 
profane, sexually oriented, threatening, offensive, discriminatory, illegal, 
etc. 
 

2. Employees must avoid copying individuals on e-mails who have no direct 
involvement or “need-to-know” regarding the subject of a particular e-mail. E-mail 
communications should only be disclosed to authorized employees. 

  
3. Employees must avoid forwarding e-mails to a third party unless necessary for a 

legitimate business purpose. When forwarding, employees must explain the reason 
for the forwarding action and edit out any potentially inappropriate content. If in 
doubt about the appropriateness of forwarding a given piece of mail, employees 
must check with the originator of the e-mail for guidance. 
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4. Employees must not “say” anything in an e-mail message that could prove 

embarrassing or compromising to the employee, the District, or others. 
 

5. Employees must avoid potentially contentious exchanges through e-mail. 
 

6. E-mail users are solely responsible for the management of their mailbox and its 
associated folders. 

 
4. Guidelines for use of District Internet: 
 

The District reserves the right to monitor and/or log all network and internet activity with 
or without notice, including all websites visited. Internet users shall have no expectation 
of privacy in the use of the District’s electronic systems. The District’s internet is intended 
to provide employees with the capability of engaging in authorized communications, 
information exchanges, and research directly relating to the mission of the District and 
assigned work tasks. Employees are prohibited from using the District’s internet and 
electronic systems for personal gain or for personal business transactions, or to access 
inappropriate websites such as those which contain pornographic material, sexually 
suggestive material, offensive material including material which could be considered 
discriminatory based on a legally protected class, and other material which is defamatory, 
false, abusive, illegal, etc. 

 
5. Personal use of District Electronic Systems: 

 
With written approval of the General Manager, incidental and occasional personal use of 
the electronic systems covered by this Policy is permitted within the District, but such use 
will be treated no differently from official use. There is no expectation of privacy with 
respect to such personal use as such use is subject to the same access and review rights of 
any other use of these systems. 

 
6. Copyrighted Material: 
 

Computer users who download copyrighted material must only do so within the guidelines 
posted by the author and/or pursuant to applicable copyright law. The federal Copyright 
Act at 17 U.S.C. 101 et seq., protects and prohibits misuse of all original works of 
authorship in any tangible medium of expression. This includes a prohibition on plagiarism 
(using someone else’s ideas or writing and passing it on as one’s own). 

 
7. Passwords: 
 

Access to District computers and electronic systems are pursuant to individually issued 
passwords. Employees are prohibited from giving their password to any other person. 
Passwords remain the property of the District. 
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8. Violations: 

 
Violation of this Policy will lead to discipline, up to and including, termination of 
employment. 

 
N. Cellular Phone, Smart Phone/PDA Policy 
 

This policy outlines the use of personal cell phones, smart phones and Personal Digital 
Assistant devices (PDA’s) while at work, the personal use of business cell phones, smart 
phones and PDA’s and the safe use of cell phones, smart phones and PDA’s by employees 
while driving. 

 
It is District policy that cellular phones, smart phones and PDA’s shall be utilized for business 
purposes only and in a safe manner while employees are on paid District time. 

 
1. During paid work time, employees are expected to exercise the same discretion in using 

personal cellular phones, smart phones and PDA’s as is expected for the use of any 
District phones. Excessive personal calls during the work day, regardless of the phone 
used, can interfere with employee productivity and be distracting to others. A 
reasonable standard the District encourages is to limit personal calls during work time 
to an average of no more than two or three short-duration calls per day as needed. 
Employees are expected to make personal calls on non-work time, where possible, and 
to ensure that friends and family members are aware of the District’s policy. Flexibility 
will be provided in circumstances demanding immediate personal phone use, but this 
immediate need should be communicated to, and approved by, the employee’s 
supervisor prior to the circumstance. 

 
2. The District will not be liable for the loss or damage of personal cellular phones brought 

to the workplace. The District does not expect and discourages employees from 
utilizing their personal cell phone for conducting District business. 

 
3. Where job or business needs demand immediate access to an employee, the District 

may issue a District-owned and serviced cell phone to contact an employee for work-
related communications. To protect the employee from incurring a tax liability for 
personal use of this equipment, such phones are to be used for business reasons only. 
Phone logs may be audited by the District to ensure no unauthorized use has occurred. 

 
4. Employees in possession of District equipment such as cellular phones, smart phones 

and/or PDA’s are expected to protect the equipment from loss, damage or theft. Upon 
resignation or termination of employment, or at any time upon request, the employee 
may be asked to produce the phone for return or inspection. Employees unable to 
present the phone in good working condition within the time period requested (usually 
24 hours) may be expected to bear the cost of a replacement. 
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5. Employees who separate from employment with outstanding debts for equipment loss 

or unauthorized charges will be considered to have left employment on unsatisfactory 
terms and may be subject to legal action for recovery of the loss. 

 
6. Cell phones, smart phones and/or PDA’s will be turned off or set to silent or vibrate 

mode during meetings, conferences and in other locations where incoming calls may 
disrupt normal workflow. 

 
7. Safety Issues for Cellular Phone/PDA Use: All employees are expected to follow 

applicable state and federal laws or regulations regarding the use of cell phones, smart 
phones or PDA’s at all times. Senate Bill 28 prohibits writing, sending, or reading text-
based communication, such as texts or emails, on a wireless device while driving. 
Employees whose job responsibilities include regular or occasional driving and who 
are issued a cell phone, smart phone and/or PDA for business use shall not drive a 
motor vehicle while using a wireless telephone unless that telephone is specifically 
designed and configured to allow hands-free listening and talking, and is used in that 
manner while driving. Safety must come before all other concerns. If an employee is 
operating a District vehicle and receives a call, the employee may answer, but shall ask 
the caller to hold, put the phone down and pull to the side of the roadway, into a parking 
lot or other safe location to respond to the call. If acceptance of the call is unavoidable 
and pulling over is not an option, employees are expected to use hands-free options, 
keep the call short, refrain from discussion of complicated or emotional issues and keep 
their eyes on the road. Special care should be taken in situations where there is traffic, 
inclement weather or the employee is driving in an unfamiliar area. 

 
In situations where job responsibilities include regular driving and 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 as an essential 
function, but who are issued a cell phone/PDA for business use, are also expected to 
abide by the above provisions. Under no circumstances are employees allowed to place 
themselves at risk to fulfill business needs. 

 
8. Employees who are charged with traffic violations resulting from the use of a cellular 

phone, smart phone and/or PDA while driving will be solely responsible for and may 
be subject to disciplinary action and personal liability resulting from such traffic 
violations, whether on personal or District business. 

 
9. The use of camera phones, PDA’s and other audio or video recording devices within 

the District may constitute not only an invasion of employees’ personal privacy, but 
may breach confidentiality of District protected information. Therefore, the use of 
camera or other video-capable recording devices within the District is prohibited 
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without the express prior permission of the employee’s supervisor and the person(s) 
present at the time. This prohibition is specifically applicable to restrooms, locker 
rooms and work areas. 

 
10. Violations of this policy will be subject to the highest forms of discipline, up to and 

including dismissal. 
 

11. Special Responsibilities for Supervisory Staff: As with any policy, supervisory staff is 
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. 

 
12. Personal cell phones/smart phones used for District Business: The General Manager 

reserves the right to determine whether to provide a District owned cell phone or smart 
phone to designated classifications for business use or to provide a cell phone/smart 
phone allowance to designated classifications as compensation for business use of their 
personal cell phone/smart phone. 

 
O. Personal Appearance Standards/Dress Code Policy 
 

1. Philosophy and Purpose: It is Management’s intent that work attire should complement 
an environment that reflects an efficient, orderly and professionally operated 
organization. Employees are expected to wear clothing appropriate for the nature of the 
District’s business and the type of work performed. Clothing should be neat, clean and 
tasteful. Avoid clothing that can create a safety hazard. Hair color should remain a 
natural hue, employees shall engage in regular personal hygiene and refrain from 
excessive use of colognes and perfumes. Division Supervisors and/or Operations 
Managers may issue more specific guidelines. 

 
2. Employees that routinely work in the field may be issued uniforms, for health and 

safety reasons in accordance with Attachments E and F of the Personnel Manual. Hats 
and jackets with the RSWD logo are acceptable for employees that work in the field. 
Shorts may be allowed at the discretion of the Division Supervisor, Operations 
Managers and/or General Manager for field employees as long as they do not pose any 
health and safety concerns and are acceptable in appearance. 

 
3. Management recognizes the growing popularity of casual business dress and the 

positive effects of this shift to improve quality of work, encourage open communication 
and increase productivity. Because all casual clothing is not suitable for the office, 
these guidelines will help you determine what is appropriate to wear to work. 

 
4. Clothing that works well for the beach, yard work, dance clubs, exercise sessions and 

sports contests does not project a professional appearance for our work environment. 
Clothing that reveals too much cleavage, your back, your chest, your feet, your stomach 
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or your underwear is not appropriate for a place of business, even in a business casual 
setting. 

 
5. In a business casual work environment, clothing should be pressed and never wrinkled. 

Torn, dirty, or frayed clothing and shoes is unacceptable. All seams must be finished. 
Any clothing that has words, terms or pictures that may be offensive to other employees 
is unacceptable. Clothing that has the District logo is encouraged. 

 
6. Guide to Business Casual Dressing for Work: This is a general overview of appropriate 

business casual attire; items that are not appropriate for the office are also listed. 
Neither list is all-inclusive; both are open to change. The lists tell you what is generally 
acceptable as business casual attire and what is generally not acceptable as business 
casual attire. No dress code can cover all contingencies so employees must exert a 
certain amount of judgment in their choice of clothing to wear to work. If you 
experience uncertainty about acceptable, professional business casual attire for work, 
please ask your supervisor or the General Manager. 

 
a. Skirts, Dresses, and Skirted Suits: Casual dresses and skirts, and skirts that are 

split at or below the knee are acceptable. Dress and skirt length should be at a 
length at which you can sit comfortably in public. Mini-skirts, skorts, sun 
dresses, beach dresses, and spaghetti-strap dresses are inappropriate for the 
office. 

 
b. Shirts, Tops, Blouses, and Jackets: Casual shirts, dress shirts, sweaters, tops, 

golf-type shirts, and turtlenecks are acceptable attire for work. Most suit jackets 
or sport jackets are also acceptable attire for the office, if they violate none of 
the listed guidelines. Inappropriate attire for work includes tank tops; midriff 
tops; shirts with potentially offensive words, terms, logos, pictures, cartoons, or 
slogans; halter-tops; tops with bare shoulders; sweatshirts without a District 
logo, and t-shirts without a District logo unless worn under another blouse, 
shirt, jacket, or dress. 

 
c. Shoes and Footwear: Conservative walking shoes, loafers, clogs, boots, flats, 

dress heels, and leather deck-type shoes are acceptable for work. Flashy athletic 
shoes, thongs, flip-flops, and slippers are not acceptable in the office. Closed 
toe and closed heel shoes are required in any operations area. 

 
d. Jewelry, makeup, perfume and cologne should be in good taste. Remember, that 

some employees are allergic to the chemicals in perfumes and make-up, so wear 
these substances with restraint. 

 
e. Visible tattoos and facial/body piercings are to be discouraged and where 

present should not be offensive to others. Where tattoos and facial/body 
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piercings are deemed to be offensive they should be appropriately covered or 
removed. 

 
f. Facial/body piercing is not permitted and must be removed before being on 

duty.  
 

g. Hats and Head Covering: Uniform issued hats that have the “RSWD or RSFD” 
logo are acceptable to wear for employees that work in the field. Head Covers 
that are required for religious purposes or to honor cultural tradition are 
allowed. 

 
h. Reasonable reimbursement for shirts and/or hats with the RSWD logo will be 

made upon prior approval of the General Manager. 
 

7. For your convenience, the following chart has been provided as an additional 
reference/resource. 

 
DRESS CODE GUIDELINES    

  ACCEPTABLE  NOT ACCEPTABLE 
TOPS/DRESSES      

Polo-type shirts  X    
Collared shirts open at the collar Short-
sleeved or sleeveless  

X    

dresses, shirts or tops  
Dresses and skirts   
Note: length should be at a length at 
which you can sit comfortably  

X    

in public  
Sun dresses, beach dresses or  

X    

dresses/tops with spaghetti straps Low 
front or low back dresses,  

  X  

blouses, tops or shirts  
Low-cut, sheer, halter, backless,  

  X  

short or midriff tops    X  
Tank tops, midriff tops    X  
      

PANTS/SKIRTS/BOTTOMS      
Suit pants  X    
Casual pants (khaki or "Dockers")  X    
Casual skirts or culottes  X    
Capri style pants  X    
Short or "mini" skirts  
Shorts, skorts, dresses or  

  X  
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jumpsuits that look like shorts 
Gym or sweat pants or workout  

  X  

wear  
Leggings (without skirt, dress or  

  X  

pants)  
Spandex or other form-fitting  

  X  

pants     X  
      

FOOTWEAR      
Loafers  X    
Flat shoes X  
Dress sandals X  
Sneakers/Tennis Shoes X  
Casual sandals (Thongs or flip-flops)  X 
Slippers  X 

 
8. Conclusion: In general, business casual means dressing professionally, looking relaxed 

yet neat and pulled together. If clothing fails to meet these standards, as determined by 
the employee’s supervisor and/or General Manager, the employee will be asked not to 
wear the inappropriate item to work again and may be sent home, without pay, to 
change their attire. If the problem persists the employee will receive a verbal warning 
for the first offense; progressive disciplinary action will be applied if dress code 
violations continue. 

 
P. Customer Relations Policy 
 

We are a services District and all of us must remember that the customer always comes first. 
Customers are to be treated courteously and given proper attention at all times. Never regard 
a customer’s question or concerns as an interruption or an annoyance. Customer inquiries, 
whether in person or by telephone, must be addressed promptly and professionally. Avoid 
placing a telephone caller on hold for an extended period. Direct incoming calls to the 
appropriate person and make sure the call is received. Through your conduct show your desire 
to assist the customer in obtaining the help he/she needs. If you are unable to help a customer, 
find someone who can. All correspondence and documents, whether to customers or others, 
must be neatly prepared and error-free. Attention to accuracy and detail in all paperwork 
demonstrates your commitment to those with whom we do business. Never argue with a 
customer. If a problem develops or if a customer remains dissatisfied, ask your supervisor or 
the General Manager for direction. 

 
Q. Confidentiality 
 

All records and files of the District are property of the District and are considered confidential. 
No employee is authorized to copy or disclose any file or record. Confidential information 
includes all letters or any other information concerning transactions with customers, customer 
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lists, payroll or personnel records of past or present employees, financial records of the District, 
all records pertaining to purchases from vendors or suppliers, correspondence and agreements 
with manufacturers or distributors or documents concerning operating procedures of the 
District. All telephone calls, letters, or other requests for information about current or former 
employees should be immediately directed to the Administration Supervisor, Fire Chief and/or 
the General Manager. 
 
Personnel records are confidential. Employees may inspect their own personnel records as 
required by law. Any request to inspect an employee’s own personnel file shall be made to the 
General Manager. 

 
R. Cost Consciousness 
 

District employees shall practice every economy possible in the discharge of their duties. 
Employees are encouraged to recommend to their supervisor work procedures, which will 
result in cost savings, or improved service to the public. 
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Section 6 – Employee Recognition 
 
A.  Employee Service Recognition 
 

1. Full-Time, Part-Time and Temporary Employees: The District's Board of Directors 
and management recognizes the importance and value of the District's employees. 
In appreciation the Board of Directors has established a program to provide 
"SERVICE RECOGNITION" to employees for their dedication to the District and 
for their career service achievements. 

 
In or around December of each year, at the District’s discretion, the District will 
host an Employee Recognition / Holiday Luncheon. During the annual District 
budget and planning process a budget will be established and an employee 
committee will be selected who will be responsible for planning and organizing this 
event. 
 
5-Year Anniversaries: With the addition of each five years of full-time service by 
District employees, a presentation will be made at the annual Employee 
Recognition / Holiday Luncheon to recognize those employee's career 
achievements who hit their five year service milestone during the previous calendar 
year. 
 
The presentation will include an appropriately prepared certificate of achievement 
and a Service Incentive Award. The Service Incentive Award for full-time 
employees will be a monetary award based on the following formula and will be 
awarded upon the anniversary date of the employee: 
 

Years of Service  X  Factor =  Amount of Award 
   

    5      15    $  75  
    10      20    $  200  
    15      25    $  375  
    20      30    $  600  
    25      35    $  875  
    30      40    $  1,200  
    35      45    $  1,575  
    40      50    $  2,000  
 
The Service Incentive Award for part-time and temporary employees will be a 
monetary award based on the following formula and will be awarded upon the 
anniversary date of the employee: 
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Years of Service  
  

X  Factor =  Amount of Reward 

  5      10    $  50  
  10       10    $  100  
  15      10    $  150  
  20      10    $  200  
 
The Administration Supervisor is responsible for seeing that each employee's five 
(5) year service anniversary is recognized at the annual Employee Recognition / 
Holiday Luncheon. The Administration Supervisor will also be responsible for 
seeing that the certificate of achievement is prepared for presentation at the annual 
Employee Recognition / Holiday Luncheon. Department Supervisors should 
encourage employees to participate in the annual Employee Recognition / Holiday 
Luncheon to receive their Achievement Award. However, participation will be at 
the employee’s option.  

 
B.  Service Recognition upon Employee Retirement  
 

When an employee that has served as a full-time employee for five (5) years or more retires 
from District service in good standing, the District will provide the employee with a service 
recognition award of $500. 
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Section 7 – Employee and Management Rights 
 
A. Management Rights 

 
In order to ensure that the District is able to carry out the functions and responsibilities 
imposed by law, the District has and will retain the exclusive right to manage and direct 
the performance of the District services, and therefore the following matters will not be 
subject to the meet and confer process, but shall be within the exclusive discretion of the 
District: 

 
1. To determine public policy; 

 
2. To determine the merits, necessity or organization of service or activity conducted 

by the District; 
 

3. To determine and change the facilities, methods, means of providing services; 
 

4. To expand or diminish services; 
 

5. To determine and change the number of locations, relocations and types of 
operations and the processes and materials to be employed in carrying out all 
District functions, including, but not limited to, the right to subcontract any work 
or operation; 
 

6. To determine the size and composition of the work force, to assign work to the 
employees in accordance with the requirements as determined by the District, to 
establish and change work schedules and assignments, and to determine and change 
the days and hours when employees shall work; 

 
7. To relieve employees from duty because of lack of work or funds or other legitimate 

reasons; 
 
8. To discharge, suspend or discipline employees in accordance with established 

personnel rules; 
 

9. To determine job classification; 
 

10. To hire, transfer, promote and demote employees; 
 

11. To determine policies, procedures and standards for selections, training and 
promotions of employees; 
 

12. To establish employee performance standards, including but not limited to, quality 
and quantity standards; 
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13. To maintain the efficiency of District operations; 

 
14. To take any and all necessary actions to carry out its missions in emergencies; 

 
15. To exercise complete control and discretion over the District's organization and 

technology of performing its work and services; 
 

16. To establish reasonable work and safety rules and regulations in order to maintain 
the efficiency and economy desirable in the performance of District services. 
 

B. Employee Rights 
 

Except as otherwise provided by law or by the District's Employer Employee Relations 
Resolution, employees of the District shall have the right to form, join and participate in 
the activities of an employee organization of their own choosing for the purpose of 
representation in the matters of employer-employee relations. District employees also have 
the right to refuse to join or participate in the activities of the employee organization and 
shall have the right to represent themselves individually in their employment relations with 
the District. No employee shall be interfered with, intimidated, restrained, coerced or 
discriminated against by the District or by an employee organization because of their 
exercise of these rights. 
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Section 8 – Grievance Procedures 
 
A. General 

 
In the event any grievance arises concerning a claim by an employee or a group of employees that 
any agreements or District personnel policies have been violated or any other grievance arises 
relating to rates of pay, wages, hours or other conditions of employment, the following procedure 
will apply. Every good faith effort shall be made by all parties to settle grievances at the earliest 
step. 
  
B. Step One 
 

Within 10 days of the occurrence of the alleged grievance, the employee may request that 
his or her immediate supervisor discuss and attempt to find a solution to the matter. 
Discussion should include: 

 
a. Nature of the actual grievance 

 
b. Facts or allegations upon which the grievance is based. 

 
c. Remedy or correction that employee desires. 

 
d. A statement of any District policies or agreements relied upon or claimed to have been 

violated. 
 

Within 15 days of the occurrence of the alleged grievance, the employee's immediate 
supervisor shall give a verbal reply to the employee or employees. 

 
In the event the parties are unable to arrive at a satisfactory decision and the employee 
decides to proceed further, the matter must be made in writing and Step 2 must be followed. 

 
C. Step Two 
 

The written grievance must be presented to the General Manager within 20 days of the 
occurrence of the alleged grievance. If so presented, the General Manager will make a 
written answer within ten (10) days after receipt. 

 
When the grievance is reduced to writing by completing that part of the grievance form 
entitled "Request to General Manager" (See Attachment 8-A in this Section), all of the 
following must be set forth in the space provided: 
 

a. A statement of the grievance and the facts upon which it is based; 
 
b. The remedy or correction which it is desired the District make; and, 
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c. A statement of any District policies or agreements relied upon or claimed to have been 

violated. 
 

When a grievance involves a Department Supervisor whose immediate supervisor is the 
General Manager, the written grievance form "Request to Personnel Committee" (See 
Attachment 8-B in this Section) shall be completed and delivered to the Secretary of the 
Board of Directors in the District Administration Office. 

 
D. Step Three 
 

If the employee decides to appeal the written answer in Step Two, the employee shall make 
such an appeal in writing by completing that part of the grievance form entitled "Appeal 
to Board of Directors" (See Attachment 8-C in this section), showing date and time in the 
spaces provided and setting forth the following: 

 
a. A brief statement of the reason for appeal. 
 
b. A statement of the facts on which the grievance was based, including additional facts, if 

any, in support of the original statement provided for in #1 of Step Two. 
 
c. A statement of the remedy or correction requested of the District. 
 
d. A statement of any District policies or agreements relied upon or claimed to have been 

violated. 
 

e. Delivery of the completed Step Three grievance forms to the Secretary of the Board of 
Directors in the District Administration Office must be made within ten (10) days from the 
date the General Manager's written answer is delivered to the employee under Step Two. 

 
The Secretary of the Board shall immediately notify the Board President and then forward 
confidential copies of the grievance forms as filed to all Board Members, along with the 
date of the meeting when the grievance can be heard. 

 
These benefits, subject to applicable law or agreement, may be modified or terminated at 
any time at the discretion of the Board of Directors. 

 
1. When the forms are properly completed and are received by the Board Secretary, 

the grievance will be added to the next regular Board meeting date or within 15 
days, whichever is less. 

 
2. Nothing shall prevent the Board from hearing the matter at a special meeting. 

 



Personnel Manual  95 

3. The employee claiming the grievance shall be given 48 hours’ notice of such 
meeting. 

 
The Board shall authorize a written reply within ten (10) days of the hearing date.  

 
Failure to meet the timelines herein constitutes a waiver of an employee's right to grieve 
and the time limits may be waived only upon mutual written agreement of the parties.  
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ATTACHMENT 8-A 
 

GRIEVANCE PROCEDURE  
  

STEP TWO  
  

"REQUEST TO GENERAL MANAGER"  
 
Date _____________   Department _____________________  
 
Grievance of _______________________________________________  

(Print Name)  
 
Date of Grievance   _____________   Time __________A.M./P.M.  
  
  
A. Statement of grievance, and claims and facts upon which based:  
 
B. Remedy or correction which it is desired the District make  
 
C. Specific policies or agreements relied upon or claimed to have been violated (list all 

applicable sections and/or subdivisions):  
 
Signature of Employee______________________   Date______________  
 
Received by General Manager: Date _____________   Time_____________A.M./P.M.  
 
General Manager's Answer  

Signed: _____________________________________  
 
Delivered to Employee           Date       Time    A.M. /P.M.  
  
cc:   District           Employee (after answer)  
  General Manager        Employee (before answer)   
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ATTACHMENT 8-B 

 
GRIEVANCE PROCEDURE 

 
STEP TWO (DEPARTMENT SUPERVISORS)   

 
"REQUEST TO PERSONNEL COMMITTEE"  

 
Date _____________           Department ____________________ 
  
Grievance of _______________________________________________ 

(Print Name) 
 

Date of Grievance   __________         Time__________   A.M. /P.M.  
 
A. Statement of grievance, and claims and facts upon which based:  
 
B. Remedy or correction which it is desired the District make:  
 
C. Specific policies or agreements relied upon or claimed to have been violated (list all 

applicable sections and/or subdivisions):  
 
Signature of Employee _______________________ Date___________________             
 
Received by General Manager: Date_________ Time_____________    A.M. /P.M.  
 
General Manager's Answer  
 

Signed:  _____________________________________ 
 
Delivered to Employee ____________ Date_____________ Time_________ A.M. /P.M. 
 
cc:  District        Employee (before answer) 
  General Manager      Employee (after answer) 
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ATTACHMENT 8-C 
 

GRIEVANCE PROCEDURE 
 

STEP THREE 
 

"APPEAL TO BOARD OF DIRECTORS" 
 
Date _____________           Department _____________________ 
  
Grievance of _______________________________________________ 

(Print Name) 
 

A. Statement of the reason for appeal: 
 
B. A statement of the facts on which the grievance was based,  including additional facts, if 

any, in support of the original statement: 
 
C. Statement of the remedy or correction requested of the District: 
 
D. Specific policies or agreements relied upon or claimed to have been violated (list all 

applicable sections and/or subdivisions): 
 
Delivered to:  Secretary of the Board of Directors 
 
Date __________       Time _________ A.M. /P.M. 
 
_____________________ 
Signature of Employee 
 
ANSWER: 
 
Returned to Employee on: Date ___________     Time__________ A.M. /P.M. 
 
Signature ______________________________________ 
  
Title __________________________________________ 
 
cc:  District File          Employee (after answer) 
  General Manager        Employee (before answer) 
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ATTACHMENTS 
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ATTACHMENT A 
 

A. Health Insurance Plan Cost and Medical Expense Reimbursement Policy 
  

The District will contribute a maximum amount towards an employee’s Medical, Dental, 
and Vision Plans. This maximum amount may be obtained by the Administration 
Supervisor.  

 
In the event an Employee enrolled in the District Medical Insurance Program does not use 
the maximum monthly amount towards his/her medical, dental and vision plan premiums, 
the unused amount may be applied towards reimbursement of Employee out-of-pocket 
expenses as outlined below: 

 
Medical expenses eligible for reimbursement are limited to those expenses incurred by the 
participant or the participant’s eligible dependents. Such expenses may include amounts 
paid for audio, dental, optical and medical services, purchases of prescription drugs, 
medical co-pays, medical deductibles and premiums on accident or health insurance 
(including hospitalization, surgical and medical insurance), and such other expenses as are 
covered by Section 213(d) of the code. 
 
Benefits under this policy shall take the form of reimbursement by the employer for eligible 
medical expenses incurred by a participant during a period of participation subject to the 
provisions of this policy. However, reimbursement for eligible medical expenses incurred 
during a period of participation may be made after such participation ceases subject to the 
timing requirements for submitting a reimbursement request as specified in Section 7.3. 
Reimbursement shall not be made for any amount that does not qualify as an eligible 
medical expense and no participant or former participant shall receive any reimbursement 
which exceeds the amount actually incurred for the expense. No benefit shall be paid under 
the policy unless a participant has first submitted a written claim for benefits to the Policy 
Administrator on a form specified by the Policy Administrator. 
 
Employer contributions and funding of this program will be regulated by Article V through 
Article VII. 

 
2. DISTRICT MEDICAL EXPENSE REIMBURSEMENT PLAN 
 

Refer to the most recent approved version of the District’s Medical Reimbursement Plan. 
 

The Employer hereby establishes the RUNNING SPRINGS WATER DISTRICT 
MEDICAL EXPENSE REIMBURSEMENT PLAN as of July 1, 2008, on the following 
terms and conditions 
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ARTICLE I 
TITLE AND PURPOSE 

 
The Plan is intended as an uninsured health reimbursement arrangement for Employees not 
participating in an Employer sponsored medical plan, to provide reimbursement of 
Employee out-of-pocket expenses for medical benefit premium payments, medical 
hospitalization and expenses that exceed the deductible or copayment limits of any 
insurance policies covering such costs or which are otherwise not covered by insurance.  
The Employer intends that the Plan qualify as an accident and health plan within the 
meaning of Section 106 of the Internal Revenue Code (the “Code”) so that the Employer’s 
contributions on behalf of participating Employees will be excludable from gross income 
for federal income tax purposes and Section 105 of the Code so that the benefits provided 
under the Plan are eligible for exclusion from the Participant’s income. 

ARTICLE II 
DEFINITIONS 

 
The following words and phrases as used herein shall have the following meanings, unless 
a different meaning is plainly required by the context.  Pronouns shall be interpreted so 
that the masculine pronoun shall include the feminine and the singular shall include the 
plural, and the following rules of interpretation shall apply in reading this instrument: 

2.1 Benefit Credits.  “Benefit Credits” means that amount of Employer Allowance allocated 
to a Participant’s reimbursement account under this Plan pursuant to Section 5.1 herein. 

 
2.2 Employer Allowance allocated to a Participant’s reimbursement account under this Plan 

pursuant to Section 5.1 herein. 
 
2.3 Benefits. “Benefits” means any amounts paid to a Participant in the Plan as reimbursement 

for Eligible Medical Expenses. 
 
2.4 Code. “Code” means the Internal Revenue Code of 1986, and the same as may be amended 

from time to time. 
 
2.5 Dependent. “Dependent” means an individual who is the spouse or legal dependent of a 

Participant as defined in Section 152 of the Code determined without regard to Section 
152(b)(1), (b)(2) and (d)(1)(B) of Section 152. 

 
2.6 Effective Date. “Effective Date” shall mean July 1, 2008, the date this Plan first became 

effective. 
 
2.7 Eligible Medical Expenses. “Eligible Medical Expenses” means those expenses incurred 

by the Participant, or the Participant’s Dependents, after the Participant’s entry date. Such 
expenses shall include amounts paid for audio, dental, optical, and medical services, 
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purchase of prescription drugs, medical deductibles and premiums on accident or health 
insurance (including hospitalization, surgical, and medical insurance), and such other 
expenses as are covered by Section 213(d) of the Code, as it may be amended from time to 
time, which are not covered by any insurance plan of which the Participant, the 
Participant’s Spouse or Dependents are beneficiaries, whether or not such insurance is paid 
for by the Employer. 

 
Such Eligible Expenses shall not include an expense incurred for an illness or injury (or 
aggravation of an illness or injury) incurred by an Employee during a period of duty for 
Uniformed Service. For purposes of this Plan, an expense is “incurred” when the 
Participant or beneficiary is furnished the medical care or services giving rise to the 
claimed expense. 

 
2.8 Employee. “Employee” means an Employee of the Employer who has satisfied the 

conditions for eligibility to participate in the Plan and, to the extent necessary, a retired or 
terminated Employee who is entitled to benefits under the Plan. 

 
2.9 Employer. “Employer” means the Running Springs Water District, and any other 

organization which adopts this Plan with the consent of the Employer, and any successor 
of such Employer electing to continue this Plan. 

 
2.10 Employer Allowance. “Employer Allowance” means the amount of the monthly 

contribution made by the Employer on behalf of each Participant under the Plan. 
 
2.11 Participant. “Participant” means any Employee who has met the conditions for 

participation in the Plan. 
 
2.12 Plan. “Plan” means the Running Springs Water District Medical Expense Reimbursement 

Plan, described herein. 
 
2.13 Plan Administrator. “Plan Administrator” or “Administrator” means the Employer. The 

Plan Administrator shall be responsible for the administration of the Plan, including the 
delegation of various Plan responsibilities and duties. 

 
2.14 Plan Year. “Plan Year” means each twelve-month period commencing each July 1 and 

ending June 30. 
 
2.15 Uniformed Service. “Uniformed Service” means the Armed Forces, the Army National 

Guard, and the Air National Guard when engaged in active duty for training, inactive duty 
training, or full-time National Guard duty, the commissioned corps of the Public Health 
Service, and any other category of persons designated by the President of the United States 
in time of war or emergency. 
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ARTICLE III 
ELIGIBILITY AND PARTICIPATION 

 
3.1 Commencement of Participation. Each employee that elects not to participate in a medical 

plan sponsored by the Employer shall become immediately eligible to participate in the 
plan. 

 
3.2 Cessation of Participation. A Participant will cease to participate upon the earlier of his 

termination of employment or his election to participate in a group health insurance plan 
sponsored by the Employer. The coverage of a Participant may also be terminated if such 
Employee is absent for more than thirty-one (31) days for a period of duty in Uniformed 
Service. Nothing in this Section 3.2 shall prohibit the payment of Benefits with respect to 
claims received after the Participant’s termination of participation provided the claim 
relates to the reimbursement of Eligible Medical Expenses incurred during the period of 
participation. 

 
3.3 Recommencement of Participation. A former active Participant will recommence 

participation as of his date of reemployment. 
 
3.4 Uniformed Service under USERRA & The Veterans Benefits Improvements Act of 2004. 

A Participant whose coverage under the Plan is terminated on account of his being in 
Uniformed Service, and is later reinstated, shall not be subject to a new waiting period or 
eligibility requirement, provided that such requirements would not have been imposed if 
coverage had not been terminated as a result of the Uniformed Service and Employee 
returns to active employment within ninety (90) days of completing a period of duty. 

 
ARTICLE IV 

AVAILABLE BENEFITS 
 
4.1 Provision of Benefits. Benefits under this Plan shall take the form of reimbursement by the 

Employer for Eligible Medical Expenses incurred by a Participant during a period of 
participation subject to the provisions of this Plan. However, reimbursement for Eligible 
Medical Expenses incurred during a period of participation may be made after such 
participation ceases subject to the timing requirements for submitting a reimbursement 
request as specified in Section 7.3. Reimbursement shall not be made for any amount that 
does not qualify as an Eligible Medical Expense, and no Participant or former Participant 
shall receive any reimbursement which exceeds the amount actually incurred for the 
expense. 

 
4.2 Claims for Benefits. No benefit shall be paid under the Plan unless a Participant has first 

submitted a written claim for Benefits to the Plan Administrator on a form specified by the 
Plan Administrator. 
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4.3 Nondiscriminatory Benefits. The Plan is intended not to discriminate in favor of “highly 
compensated individuals” (as defined under Section 105(h) of the Code) as to eligibility to 
participate, contributions and benefits, and to comply in this respect with the requirements 
of the Code. If, in the judgment of the Plan Administrator, the operation of the Plan in any 
Plan Year would result in such discrimination, then the Plan Administrator shall select and 
exclude from coverage under the Plan such highly compensated individuals who are 
Participants, and/or reduce contributions under the Plan made on behalf of highly 
compensated individuals who are Participants, to the extent necessary to assure that, in the 
judgment of the Plan Administrator, the Plan does not discriminate. 

 
ARTICLE V 

EMPLOYER CONTRIBUTIONS AND FUNDING 
 
5.1 Funding. The benefit provided herein shall be paid by the Employer; provided, however, 

that the Employer’s payments under the Plan shall be limited to such amounts contributed 
by the Employer on a monthly basis in the form of an Employer Allowance. The amount 
of the Employer Allowance to be contributed each month shall be equal to the amount of 
the contribution the Employer would have otherwise made on behalf of the Employee for 
medical coverage for that month, as determined by the number of the Employee’s eligible 
Dependents. 

  
5.2 Participants Accounts. No money shall actually be allocated to any account(s) on behalf of 

Participants but shall be credited to a separate ledger account in the Participant’s name. 
Such amounts or Benefit Credits credited to a Participant’s account for any month shall be 
used only toward the payment of or reimbursement for Participant’s Eligible Expenses, and 
only if the Participant applies for reimbursement. 

 
5.3 Amount of Reimbursement. A Participant shall be entitled to benefits under this Plan in an 

amount that does not exceed his Benefit Credits. Each payment hereunder shall be a charge 
to the Participant’s Benefit Credits. No Participants shall be permitted to maintain a 
negative account balance. 

 
5.4 Forfeiture of Unused Benefits. In the event that, at the end of the Plan Year, a Participant’s 

account contains Benefit Credits which are unused during a Plan Year, any such remaining 
amount shall be forfeited by the Participant and the account balance reduced to zero. A 
participant shall receive no refund of amounts which are not substantiated or used during 
a Plan Year, for any reason. 

 
ARTICLE VI 

ADMINISTRATION 
 

6.1 Administrator. The Employer shall be the Plan Administrator of the Plan for purpose of 
ERISA. 
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6.2 Fiduciary. The Employer shall be the fiduciary responsible for administration of the Plan. 
The Employer may, however, delegate any of its powers or duties under the Plan in writing 
to any person or entity. The delegate shall become the fiduciary for only that part of the 
administration which has been delegated by the Employer and any references to the 
Employer shall instead apply to the delegate. However, if the Employer assigns any the 
Employer’s responsibility to an employee of Employer, it will not be considered a 
delegation of Employer responsibility but rather how the Employer internally is assigning 
responsibility. 

 
6.3 Rules of Administration. The Employer may adopt such rules for administration of the Plan 

as it considers desirable, provided they do not conflict with the Plan, and may construe the 
Plan, correct defects, supply omissions and reconcile inconsistencies to the extent 
necessary to effectuate the Plan, and such action shall be conclusive. Records of 
administration of the Plan shall be kept, and Participants and their beneficiaries may 
examine records pertaining directly to themselves. 

 
6.4 Services to the Plan. The Employer may contract for legal, actuarial, investment advisory, 

medical accounting, clerical, claims administration and other services to carry out the Plan. 
The costs of such services and other administrative expenses shall be paid by the Employer. 

 
6.5 Funding Policy. The Employer may periodically, at its discretion, review and determine 

the funding policy of the Plan, with the advice of such experts as the Employer deems 
appropriate. 

 
6.6 Claims Procedure 
  

a. To receive benefits under the Plan, a Participant must submit a written claim for 
benefits to the Plan Administrator. 

 
The Plan Administrator will review the claim and will advise the Participant of any 
Benefit to which he is entitled. 
 
If a Participant believes he/she has not been reimbursed in accordance with the Plan 
or has not been advised of his/her Benefits, he/she may submit a written request to 
the Plan Administrator to provide either an explanation of how Benefits are 
reimbursed or further information of his/her Benefits. The Plan Administrator must 
respond to such a request within a reasonable time. 

 
Additionally, the Plan Administrator will provide to every claimant, who is denied 
a claim for Benefits, a written notice stating in a format determined to be understood 
by the claimant; 

 
1. The specific reason or reasons for the denial; 
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2. Specific reference to pertinent plan provisions on which the denial is based; 
 
3. A description of any additional material or information necessary for the 

claimant to perfect the claim; and 
 
4. Explanation of the claim review procedure set forth in Paragraph (b) below. 

 
b. Within sixty (60) days of receipt by a claimant of a notice denying a claim under 

Paragraph (a), the claimant or his/her duty authorized representative may request 
in writing a full and fair review of the claim by the Plan Administrator or by the 
Administrator which may be appointed by the Employer for that purpose. The Plan 
Administrator may extend the sixty (60) day period where the nature of the benefit 
involved or other attendant circumstances make such extension appropriate. In 
connection with such review, the claimant or his/her duly authorized representative 
may review pertinent documents and may submit issues and comments in writing. 
The Plan Administrator or Administrator shall make a decision promptly, and not 
later than 60 days after the Plan Administrator’s receipt of a request for review, 
unless special circumstances (such as the need to hold a hearing, if the 
Administrator deems one necessary.) require an extension of time for processing, 
in which case a decision shall be rendered as soon as possible, but not later than 
one hundred twenty (120) days after receipt of a request for review. The decision 
on review shall be in writing and shall include specific reasons for the decision, 
written in a manner calculated to be understood by the claimant, and specific 
references to the pertinent Plan provisions on which the decision is based. If the 
decision on review is not made within such period, the claim will be considered 
denied. 

 
6.7 Nondiscriminatory Operation. All rules, decisions and designations by the Employer and 

each administrative committee under the Plan shall be made in a nondiscriminatory 
manner, and persons similarly situated shall be treated alike. 

 
6.8 Liability of Administrative Personnel. Neither the Employer, nor any of its employees, nor 

any provider of services under Section 6.4 herein, shall be liable for any loss due to an error 
or omission in administration of the Plan unless the loss is due to the gross negligence or 
willful misconduct of the party so charged or is due to the failure of the party to be charged 
to exercise a fiduciary responsibility, if one is owed, with the care, skill, prudence, and 
diligence under the circumstances then prevailing that a prudent man acting in a like 
capacity and familiar with such matters would use in the conduct of an enterprise of a like 
character and with the aims. 
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ARTICLE VII 
PAYMENT OF BENEFITS 

 
7.1 Claims for Benefits. No benefit shall be paid under the Plan unless a Participant has first 

submitted a written claim for Benefits to the Plan Administrator on a form specified by the 
Plan Administrator, and pursuant to the procedures set out in Section 7.2. 

 
7.2 Reimbursement of Eligible Medical Expenses. Each Participant who desires to receive 

reimbursement under the Plan for Eligible Medical Expenses shall submit to the Plan 
Administrator, at the times indicated in Section 7.3, on a form provided by the Employer, 
or responses to other supplementary factual requests, containing the following information: 

 
a. the name of the person or persons on whose behalf Eligible Medical 

Expenses have been incurred; 
 

b. the nature of the expenses so incurred; 
 

c. the date of the expenses so incurred; 
 

d. the amount of the requested reimbursement; and 
 

e. that such expenses have not otherwise been paid through insurance or 
reimbursed from any other source. 

 
As soon as is administratively feasible at the beginning of each month during the Plan Year, 
the Plan Administrator or his/her designated claims administration representative shall 
review all the claim forms submitted by Participants during the prior month in accordance 
with the foregoing procedures and shall pay each Participant the Benefit Credits which 
each Participant is entitled to receive under the Plan. 

 
7.3 Time Limit. No expense shall be reimbursed for any Plan Year unless the Participant 

submits a claim for such reimbursement within ninety (90) days after the end of such Plan 
Year or ninety (90) days following a Participant’s date of termination of participation. 

 
7.4 Source of Benefit Payments. The sole source for payment of benefits under this Plan shall 

be the unfunded accounts established for each Participant pursuant to Article V. The Plan 
Administrator shall pay to each Participant the benefits which he is entitled to receive under 
this Plan, and his reimbursement account under the Plan shall be debited accordingly. A 
Participant shall not be entitled to receive reimbursement for any Eligible Expenses or any 
portion thereof which exceeds the Participant’s total Benefit Credits for a Plan Year. 
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ARTICLE VIII 
CONTINUATION OF COVERAGE 

 
8.1 In General. During any Plan Year during which the Employer has 20 or more Employees, 

each person who is a Qualified Beneficiary shall have the right to elect to continue coverage 
under this Plan pursuant to the continuation coverage provisions of the Public Health 
Service Act, as set forth in 42 U.S.C. §300bb et seq., and any amendments thereto. 

 
8.2 Definitions. For purposes of this Article VIII, the following words and phrases are intended 

to supplement, and in some instances replace, the defined terms listed generally in Article 
III and to the extent of any conflict between the terms set forth herein and those of Article 
III, the defined terms set forth herein shall control: 

 
a. “Dependent” means an individual who meets the definition of dependent under this 

Plan. 
  
b. “Election Period” means the sixty (60) day period following the Qualifying Event 

during which a Qualified Beneficiary may elect continuation coverage. This sixty 
(60) day period begins not later than the date of termination of coverage and ends 
not earlier than the sixty (60) days after the later of such date of termination of 
coverage or the receipt of notice of the right to elect continuation coverage under 
this Plan. 

 
c. “Qualified Beneficiary” means an individual who, on the day before the Qualifying 

Event, is covered under this Plan as the covered Employee, the spouse of the 
covered Employee or dependent child of the covered Employee, and loses coverage 
under the Plan as a result of the Qualifying Event. Qualified Beneficiary shall also 
include a child who is born to (or placed for adoption with) a covered Employee 
during the coverage period. The term Qualified Beneficiary does not include an 
individual whose status as a covered Employee is attributable to a period in which 
such individual is a nonresident alien who received no earned income from the 
employer which constituted income from sources within the United States (within 
the meaning of Code Section 911(d)(2) and Section 861(a)(3)). The term Qualified 
Beneficiary also does not include a Covered Employee’s domestic partner 
regardless of whether such person was a covered dependent under the Plan prior to 
the Qualifying Event. 

 
d. “Qualifying Event” means with respect to a covered Employee, any of the 

following events which results in the loss of coverage of a Qualified Beneficiary: 
(1) the death of the covered Employee; (2) the termination (except by reason of 
such covered Employee’s gross misconduct) or reduction in hours of the covered 
Employee’s employment; (3) the divorce or legal separation of the covered 
Employee from such covered Employee’s spouse; (4) the covered Employee 
becoming entitled to benefits under Title XVIII of the Social Security Act 
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(Medicare); (5) a dependent child who ceases to be a Dependent under the terms of 
this Plan; or (6) the Employer’s filing for Chapter 11 reorganization as it would 
affect retiree coverage. 

 
8.3 Continuation Coverage. To the extent required by Section 8.1 above, a Qualified 

Beneficiary is entitled to elect continuation coverage pursuant to the timing requirements 
of this Article VIII. Coverage provided under this provision is on a contributory basis. No 
evidence of good health will be required. Unless otherwise specified in the election, any 
election by a Qualified Beneficiary who is a covered Employee or spouse of the covered 
Employee will be deemed to include an election for continuation coverage on behalf of any 
Qualified Beneficiaries who are Dependents of the Employee or Spouse. 

 
Continuation coverage under this provision is coverage which is identical to the coverage 
provided under this Plan to similarly situated beneficiaries under this Plan with respect to 
whom a Qualifying Event has not occurred as of the time coverage is being provided. If 
coverage under the Plan is modified for any group of similarly situated beneficiaries, the 
coverage shall also be modified in the same manner for all qualified beneficiaries under 
this Plan in connection with such group. 

 
8.4 Limitations on Continuation Coverage; Length of Coverage. 
 

a. Unavailability of Continuation Coverage. Continuation coverage under this Plan 
shall not be offered if the Participant’s remaining Benefit Credits in his/her 
spending account is zero on the date of the Qualifying event. 

 
b. Limited Continuation Coverage. If a Participant is showing a remaining balance of 

Benefit Credits in his/her spending account as of the date of the Qualifying Event, 
the Employer shall offer continuation coverage under the Plan for the remainder of 
the Plan Year for the year in which the Qualifying Event occurred. 

 
8.5 Notification Requirements. 
 

a. Notification by Qualified Beneficiary. Within sixty (60) days, each Qualified 
Beneficiary must notify the Employer of the occurrence of either the divorce or 
legal separation of the Employee or the covered Employee’s dependent child 
ceasing to be a dependent child under the terms of this Plan. 

 
b. Notification to Qualified Beneficiary 
 

1. Upon commencement of participating in the Plan, the Administrator shall 
provide written notice to each covered Employee and his Spouse of the right 
to continuation coverage under the Plan. 
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2. Within fourteen (14) days of receiving notice of the occurrence of a 
Qualifying Event, the Administrator shall notify any Qualified Beneficiary 
of the right to elect continuation coverage under the Plan. Notification to 
the spouse of a covered Employee shall be treated as notification to all other 
qualified beneficiaries residing with such spouse at the time notification is 
made.   

  
8.6 Termination of Continuation Coverage. The continuation coverage provided hereunder 

shall be terminated prior to the last day of the Plan Year in which the Qualified Beneficiary 
experiences the Qualifying Event if the Qualified Beneficiary fails to make timely payment 
of the required contribution. 

 
8.7 Contribution. The monthly cost or the premium for coverage hereunder shall be calculated 

as follows: “the total amount of the monthly Employer Allowance.” A Qualified 
Beneficiary shall only be entitled to continuation coverage provided such Qualified 
Beneficiary pays the applicable premium required by the Employer in full and in advance. 
A Qualified Beneficiary may elect to pay such premium in monthly installments. 
Notwithstanding, for an election made during the Election Period, this Plan will permit 
payment of the required premium for continuation coverage during the period preceding 
the election provided payment is made within forty-five (45) days of the date of the 
election. 

 
ARTICLE IX 

MISCELLANEOUS 
 
9.1 Amendment and Termination. The Employer may amend or terminate this Plan at any time 

by action of the Employer. The Employer may amend or modify this Plan retroactively to 
enable the Plan to provide non-taxable medical expense reimbursement benefits under 
Section 105 of the Code. No amendment shall deprive any Participant or beneficiary of any 
benefit to which he or she is entitled under this Plan with respect to contributions previously 
made, and no amendment shall provide for the use of funds or assets other than for the 
benefit of Employees and their beneficiaries, except as may be specifically authorized by 
statute or regulation. 

 
9.2 Effect of Plan on Employment. The Plan shall not be deemed to constitute a contract of 

employment or reemployment between the Employer and any Participant or to be a 
consideration or an inducement for the reemployment of any Participant or Employee.  
Nothing contained in this Plan shall be deemed to give any Participant or Employee the 
right to be retained in the service of the Employer. 

  
9.3 Alienation of Benefits. No benefit under this Plan may be voluntarily or involuntarily 

assigned or alienated. 
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9.4 Payments to Beneficiary. Any benefits otherwise payable to a Participant or his/her 
Dependents following the date of death of such Participant or his/her Dependents relating 
to a claim arising before his/her death shall be paid to his/her spouse, or, if there is no 
surviving spouse, to the Participant’s or Dependent’s estate. 

 
9.5 Facility of Payment. If the Employer deems any person incapable of receiving benefits to 

which he/she is entitled by reason of minority, illness, infirmity, or other incapacity, it may 
direct that payment be made directly for the benefit of such person or to any person selected 
by the Employer to disburse it, whose receipt shall be a complete acquittance therefore. 
Such payments shall, to the extent thereof, discharge all liability of the Employer. 

 
9.6 Proof of Claim. As a condition of receiving benefits under the Plan, any person may be 

required to submit whatever proof the Employer may require (either directly to the 
Employer or to any person delegated by it.) 

 
9.7 Status of Benefits. The Employer believes that this Plan is written in accordance with 

Section 105 of the Code and that it provides certain benefits to Employees which are free 
from Federal income tax under the Code. This Plan has not been submitted to the Internal 
Revenue Service for approval and thus there can be and is no assurance that intended tax 
benefits will be available. Any Participant, by accepting a benefit under this Plan, agree to 
be liable for any tax plus interest that may be imposed with respect to those Benefits. 

 
9.8 Applicable Law. The Plan shall be construed and enforced according to the laws of the 

State of California to the extent not pre-empted by any federal law. 
 
9.9 Lost Distributes. Any benefit payable hereunder shall be deemed forfeited if the Employer 

is unable to locate the Participant to whom payment is due, provided, however, that such 
benefit shall be reinstated if a claim is made by the Participant for the forfeited benefit.   

  
9.10 Severability. If any provision of this Plan shall be held invalid or unenforceable, such 

invalidity or unenforceability shall not affect any other provision, and this Plan shall be 
construed and enforced as if such provision had not been included. 

 
9.11 Heirs and Assigns. This Plan shall be binding upon the heirs, executors, administrators, 

successors, and assigns of all parties, including each Participant and Beneficiary. 
 
9.12 Headings and Captions. The headings and captions set forth in this Plan are provided for 

convenience only, shall not be considered part of the Plan, and shall not be employed in 
construction of the Plan. 

 
9.13 Multiple Functions. Any person or group of persons may serve in more than one fiduciary 

capacity with respect to the Plan. 
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9.14 Source of Payments. The Employer shall be the sole source of Benefits under the Plan. No 
Employee or beneficiary shall have any right to, or interest in, any assets of the Employer 
except as provided from time to time under the Plan, and then only to the extent of the 
Benefits which are payable under the Plan to such Employee or beneficiary. 
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ATTACHMENT B 
B. Conversion adjustment of earned vacation, sick leave and holiday 

 
EXAMPLE 1: 
 
Assume an employee was assigned to a “40-hour” work schedule and during this time, accrued 96 
hours of earned vacation, or sick time. The employee was then reassigned to a “24- hour” shift 
schedule:  
  
To recalculate the amount of vacation and sick time due, a conversion in the accrued vacation and 
sick time is made by multiplying the total number of hours earned by a factor of 1.404. 
 
96 hours x 1.404 factor = 134.78 hours 
 
(134.78 HRS. ÷ 24 HRS. = 5.62 shifts) 
 
EXAMPLE 2: 
 
Assume an employee was assigned to a “24-hour” schedule and during this time, 144 hours of 
vacation and sick time accrued. The employee was then reassigned to a “40hour” work schedule: 
 
To recalculate the amount of vacation and sick time a conversion in the accrued vacation and sick 
time will be made by dividing the total number of hours earned by 1.404. 
 
144 hours ÷ 1.404 factor = 102.56 hours earned vacation. 
 
(102.56 HRS. ÷ 8 HRS. = 12.82 days) 
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ATTACHMENT C 
 

C. Employee Sick Leave Transfer Request 
 
This form will allow an employee to convey accrued sick leave to another employee facing a 
sickness or medical leave of absence. Conveyed sick leave will be treated as if it were accrued by 
the receiving employee. 
 
CONVEYING EMPLOYEE NAME________________________    DATE___________ 
 
RECEIVING EMPLOYEE NAME__________________________________________ 
 
NUMBER OF SICK LEAVE HOURS BEING CONVEYED______________________ 
 
CONVEYING EMPLOYING SIGNATURE____________________________________ 
 
CONVEYING EMPLOYEE MUST HAVE A MINIMUM OF 100 HOURS OF SICK LEAVE 
REMAINING AFTER CONVEYANCE. 
 
 

 
 
TO BE COMPLETED BY RUNNING SPRINGS WATER DISTRICT SUPERVISOR: 
 
CONVEYING EMPLOYEE SICK LEAVE HOURS REMAINING_________________ 
 
 
___________________ X______________________ = __________________________ HOURS 
CONVEYED           CON. EMP. HRLY. WAGE     TOTAL $ TO BE CONVEYED   
 
  
___________________ ÷______________________ = ___________________________ $ TO 
BE CONVEYED          REC. EMP HRLY WAGE        TOTAL HRS. TO BE CONVEYED  
 
 
___________________________________   ______________________________ 
ADMINISTRATION SUPERVISOR    DATE HOURS CONVEYED 
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ATTACHMENT D 
 

D. Mileage and Travel Expense Reimbursement 
 
Based on IRS Current Standard Mileage Rates 
 
1. Mileage Reimbursement 
 

Use of private vehicle for District business shall be reimbursed at the current year Standard 
Mileage Rate. This rate shall be maintained by the District office. 

 
2. Meal Reimbursement shall not exceed the current United States Government Services 

Administration (USGSA) per diem Rate for meals and incidental expenses for San 
Bernardino County. An alternate, higher, county USGSA rate may be used if applicable. 
These rates shall be maintained by the District office. 

 
  The District will not reimburse employees for the cost of alcoholic beverages. 
 
3. Lodging Reimbursement shall not exceed the current USGSA Per Diem Rate for maximum 

lodging, excluding taxes for San Bernardino County. An alternate, higher, County USGSA 
rate may be used if applicable. These rates shall be maintained by the District Office. 

 
Additionally, costs shall be reimbursed at the maximum group rate published for a 
conference, seminar, workshop or other event being attended, if applicable. Otherwise, 
lodging cost shall be reimbursed as identified above. 
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ATTACHMENT E 
 

E. Fire Department Uniform Allowance 
 
a. UNIFORM ALLOWANCE – REGULAR FULL-TIME SAFETY EMPLOYEES: 
 

The District provides regular full-time and part-time employees with a uniform allowance of 
up to $500 per year for the purchase and replacement of Department approved uniforms. The 
District requires each employee to have a dress uniform in addition to the required work 
uniform. Employees will be reimbursed up to $500 per fiscal year by submitting receipts to 
the Administration Department. Failure to submit receipts within a particular fiscal year will 
result in waiver of the reimbursement. Any unused uniform allowance will be carried over to 
the next fiscal year up to a maximum cap of $700. 

 
b. UNIFORM ALLOWACE – TEMPORARY EMPLOYEES: 
 

The District provides regular paid-call employees with an initial uniform, which consists of 
pants, work shirt, belt, work boot, with the exception of safety boots. All additional clothing 
or replacement of the Department approved uniform will be the responsibility of the 
employee. 

 
c. PAID-CALL EMPLOYEES: 
 

The District will provide paid-call employees who are assigned to the Fire Department an 
initial uniform. Employees shall be responsible for maintaining the uniform in an acceptable 
manner. 

 
d. UNIFORMITY AND PROFESSIONALISM: 
 

To provide uniformity and professionalism while working for the Running Springs Fire 
Department, the District requires safety personnel to comply with the guidelines set forth in 
the Standard Operations Procedures Manual. 

 
Employees who do not follow these guidelines will be counseled and/or disciplined. 

 
The Fire Chief, with approval of the General Manager, maintains the overall authority for 
changes or exceptions to these procedures. 
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ATTACHMENT F 
 
F. Miscellaneous Employee Uniform Allowance 
 
1. MISCELLANEOUS EMPLOYEES: 

 
The District will provide all miscellaneous full time and part time Water and Wastewater 
Operators and Managers with an annual uniform allowance. The allowance will be in the 
amount of $350 per year. This allowance will be used for the purchase of work pants, button-
up work shirts, coveralls, shorts, jackets, sweatshirts, cold weather jumpsuits, steel toe work 
shoes and cold weather/snow shoes. Any unused uniform allowance will be carried over to 
the next fiscal year up to a maximum cap of $500. 
 
In addition to the uniform allowance, the District will provide up to five (5) Carhartt navy 
blue work tee-shirts (short or long sleeved) annually with the RSWD logo silkscreened on. 
 

a. ACCEPTABLE PANTS 
 

Dickies brand, or an approved equal, navy blue, 65 % polyester / 35% cotton regular fit 
straight leg pants in the employee’s choice of standard pant, 5-pocket, cargo, or double knee. 
Work shorts will also be of the same brand and color with an inseam of no less than 7 inches 
and overall length not to exceed the knee caps. 

 
b. ACCEPTABLE JACKETS AND SWEATSHIRTS 

 
Carhartt brand, or approved equal will be safety yellow, green or orange, sand or navy blue 
colored, zip-up or pullover, hooded or crew neck. All jackets, coats, etc. will have the RWSD 
logo embroidered, silkscreened or ironed on, with this expense also coming from the uniform 
allowance. The cold weather jumpsuit will also be of the same brand and color with logo. 
No jackets, coats, etc. will be issued or reimbursed for until they have the approved RSWD 
logo on them. 

 
c. ACCEPTABLE BUTTON UP SHIRTS 
 

Dickies brand or equal, button up light blue, long or short sleeve shirt. 
 

d. PURCHASING 
 

Uniform purchase requests will be made in accordance to the District’s current purchasing 
policy. 
 
Research and requests for purchase, of these uniform items shall be done on the employee’s 
own time; this includes before and after work, during lunches and if the workload permits, 
break time. The district’s resources may be used for the research and purchase requests.  
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All efforts must be made to purchase uniform items utilizing vendors the District has 
accounts with. If an item cannot be purchased from a vendor the District has an account with; 
or a lower cost option is found online from an alternate vendor, the items can be purchased 
using the managers district issued credit card. 
 
Uniform purchase requests are to be emailed to the Operations Manager. With the email, an 
attachment should be included detailing the purchase. Once the email is received by the 
Operations Manager, they will have 5 business days to process the order. Once the item is 
ordered, confirmation of the order will be emailed to the employee. 
 
In the event there is no purchase option, but for the employee to purchase the item using their 
own funds, the purchase will be reimbursed by the district. All purchases for reimbursements 
must be approved by the Operations Manager or General Manager prior to the employee 
making the purchase. 
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ATTACHMENT G 
 
G. Physical Fitness Program/Allowance 

 
1. Miscellaneous Members: 
   

The District will contribute $250 annually towards a full time employee’s membership at 
a recognized health club. 

 
2. Safety Members: 
 

a. Policy: The District recognizes the need for fire service employees to maintain good 
physical conditioning in order to perform their duties and reduce injury. In support 
of this conditioning the District will provide a local health club membership for 
each full time employee and two memberships which will be available to the on 
duty PCF’s each shift. 

 
b. Responsibility: The Fire Chief maintains the overall authority and responsibility 

for administration of the physical fitness program. The duty officer is responsible 
for assuring the physical fitness program is maintained on a daily basis. 

 
c. Procedures: 

• Physical fitness training shall be conducted each day for one hour. This is a 
mandatory program for all employees on shift. 

• The Duty Officer is responsible for establishing the time of day this training 
will take place. Normally it will take place in the morning after morning 
duties or in the afternoon between 1600 and 1700 hours. 

• Employees will not allow physical fitness training to interfere with their 
ability to respond to emergencies within normally acceptable time frames. 
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ATTACHMENT H 
 
H. Fire Department Recruitment, Educational Standards and Employment Classification 

 
1. PREFACE 
   

These standards set forth criteria for the attainment of ranks and positions within the 
professional fire service of the Running Springs Fire Department. These guidelines set 
forth both pre-employment and post-employment standards. 

 
The material contained herein shall be used by the Department to establish uniform 
standards and shall serve as a guide to professional achievement. 

 
These guidelines cover the following full-time firefighter/paramedic employment 
classifications: 

 

�  
  

Paid Call Firefighter       (Section 5 Below)  

�  
  

Entry Level Firefighter/Paramedic    (Section 6 Below)  

�  
  

Probationary Firefighter/Paramedic   (Section 7 Below)  

�  
  

First Class Firefighter/Paramedic    (Section 8 Below)  

�  
  

Engineer/Paramedic       (Section 9 Below)  

�  
  

Captain/Paramedic        (Section 10 Below) 

�  Battalion Chief        (Section 11 Below) 

 
2. PURPOSE OF STANDARDS 
 

a. To provide the most effective and efficient service possible to citizens within the 
Running Springs Water District; 

 
b. To enhance the fire service by setting minimum standards of employment and 

promotion of personnel; 
 

c. To increase public confidence in the fire service through the establishment and 
publicizing of minimum standards of ability and education, and proficiency testing; 
and 
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d. To ensure the growth and development of employees to nationally recognized 
standards through proficiency testing. 

 
3. MINIMUM STANDARDS FOR TRAINING & EDUCATION 
 

a. In lieu of the requirements listed below for all ranks, previous related 
experience may be considered and evaluated on an individual basis. 

 
b. When the required college courses are not available, approved 

correspondence courses may be considered and evaluated as an equivalent. 
 

c. There shall be a minimum one-year probationary period in all ranks. 
 

d. A report on the probationary employee shall be filled out every thirty (30) 
days during the first six months of the employee’s probationary period and 
on his/her anniversary date by his/her immediate supervisor. 

 
e. The probationary employee must receive a “meets standard” or higher 

evaluation rating. 
 
4. EMPLOYEE EVALUATION 
 

The employee’s supervisor(s) shall complete an employee evaluation. The evaluation is to 
be completed on the employee’s anniversary date of each year and shall contain the 
following: 

 
a. Employee evaluation guide 

 
b. Report of performance evaluation and suggested comments for 

improvement. 
 
5. PAID CALL FIREFIGHTER 
 

For entry-level Paid Call Firefighter (PCF) positions, the Department shall publicly 
advertise utilizing the most effective means available. The Running Springs Fire 
Department has an open application process. Any person may apply for the PCF position 
at any time. If the applicant meets the minimum qualifications they will start the hiring 
process. 
 
APPLICANT QUALIFICATIONS: 
 
All Entry Level PCF Firefighter/EMT applicants must meet the following requirements: 

1. All Applicants must be at least 18 years of age at the time of application. 
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2. All Applicants must have received either a high school diploma or its 
equivalent. 

 
3. All Applicants must verify their legal right to work in the United States 

upon employment. 
 
4. All Applicants must hold a current local EMT accreditation. 
 
5. All Applicants must possess a valid California driver’s license and ability 

to obtain a firefighter endorsement within one year of employment. 
 

6. All Applicants must possess a valid California Ambulance Driver 
Certificate (DL 61). 

 
7. An Accredited California Fire Academy A Waiver from this qualification 

may be made by Fire Chief based on position such as Ambulance Operator. 
 
  CONDITIONS OF EMPLOYMENT REQUIREMENT: 
 
  All Applicants must fulfill the following requirements: 
 

1. All Applicants must pass an entry-level oral examination. 
 

2. All Applicants must pass a department specific physical agility test. 
 

3. All Applicants must pass a background investigation. 
 

4. All Applicants must live within a 30-minute commute time to the District. 
 
  CONDITIONS OF CONTINUED EMPLOYMENT: 
 

All employees must meet the following requirements as a condition of continued 
employment: 
 

1. Employees must be physically fit to perform the work of the position and 
must maintain an acceptable fitness level throughout the course of 
employment; 

 
2. All employees must maintain their EMT accreditation by the San 

Bernardino County EMS Agency throughout the course of employment; 
 
3. All employees must maintain a valid California Driver’s License with 

California Ambulance Drivers Certificate along with a driving record which 
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is acceptable to the District and the District’s insurance carrier throughout 
the course of employment; 

 
4. All employees must remain tobacco free while on duty due to the increased 

associated health risk and the necessity to maintain good physical condition; 
and 

 
5. All employees must successfully complete a one year probationary period. 

 
6. PCF Employees that fail the 1 year probationary period or terminate 

employment within one year from start date may be held liable for 100% of 
reimbursement of all expenses. These expenses will include but are not 
limited to, certifications, licenses, uniforms, boots and any purchased 
equipment issued to PCF Employee. Waiver from this requirement can only 
be obtained from the Fire Chief. 

 
 PROBATIONARY FIREFIGHTER  
 

1. Complete the PCF Probationary firefighter/EMT packet;  
  

2. Obtain a driver’s license with a firefighter endorsement as well as maintain 
a driving record acceptable to the district and the District’s insurance 
carrier.  

    
6. ENTRY LEVEL FIREFIGHTER/PARAMEDIC  
  

A. FIREFIGHTER RECRUITMENT:  
  

For entry level firefighter positions without any employees that meet Section 3.A, 
Paragraph 4 of the District Policy Manual. The Department shall publicly advertise 
utilizing the most effective means available. This may include internet, mass 
mailing and printed news media.  

  
B. APPLICANT QUALIFICATIONS:  

    
All Entry Level Firefighter/Paramedic applicants must meet the following requirements:  

1. Because of the increase in associated health risk and the necessity 
to maintain good physical condition, new employees are prohibited 
from the use of any tobacco products while on duty.  

  
2. All Applicants must be at least 18 years of age at the time of 

application deadline;  
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3. All Applicants must have received either a high school diploma or 
its equivalent;  

  
4. All Applicants must verify their legal right to work in the United 

States upon employment;  
 

5. All Applicants must be a Licensed Paramedic by the State of 
California and accredited by San Bernardino County EMS Agency;  

  
6. All Applicants must possess a State Firefighter I certificate;  

  
7. All Applicants must be a Firefighter/Paramedic with a minimum of 

one year of previous experience or equivalent. If a District employee 
meets the position standard, Section 3.A, Paragraph 4 of the District 
Policy Manual will be utilized; and  

  
8. All Applicants must possess a valid California driver’s license and 

obtain a firefighter endorsement within one year of employment. 
Along with a driving record, which is acceptable to the District’s 
insurance carrier.  

  
9. Prior to employment provide verification of successfully completing 

CPAT, Biddle or an physical ability test approved by the Fire Chief 
dated within six (6) months of application.  

  
C. CONDITION OF EMPLOYMENT REQUIREMENTS:  
  
  All Applicants must fulfill the following requirements:  
  

1. After a conditional offer of employment has been made, each applicant is 
required to undergo a medical examination. The offer of employment is 
contingent upon the applicant passing the job related medical examination 
and physical agility tests.  

  
2. All Applicants must pass an entry-level firefighter written examination with 

a minimum grade of 70 percentile; and an entry level firefighter oral 
examination, with a minimum grade of 70 percentile; and an assessment 
Exam with a minimum grade of 70 percentile; as established by the Fire 
Chief.  

  
3. All qualified Applicants will have a Fire Chief interview.  

  
4. All Applicants must pass a background investigation.  
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D. CONDITIONS OF CONTINUED EMPLOYMENT:  
  

All employees must meet the following requirements as a condition of continued 
employment  

  
1. Employees must be physically fit to perform the work of the position and 

must maintain an acceptable fitness level throughout the course of 
employment;  

  
2. All employees must maintain their Paramedic License by the State of 

California and accreditation by San Bernardino County EMS Agency 
throughout  the course of employment;  

  
3. All employees must maintain a valid California Driver’s License along with 

a driving record which is acceptable to the District and the District’s 
insurance carrier throughout the course of their employment;  

  
4. All employees must remain tobacco free while on duty due to the increase 

in associated health risk and the necessity to maintain good physical 
condition; and  

  
5. All employees must successfully complete a one year probationary period.  

  
7. PROBATIONARY FIREFIGHTER  
  

Every probationary firefighter must:  
  

1. Complete a basic probationary course at a recognized fire academy during 
which the probationary firefighter will receive a minimum of 240 hours of 
manipulative and technical training;  

  
2. Obtain a driver’s license with firefighter endorsement as well as maintain a 

driving record which is acceptable to the District and the District’s 
insurance carrier; and  

  
3. Complete the Probationary Firefighter Study Guide Section One.  

  
8. FIRST CLASS FIREFIGHTER  
  

While attaining First Class Firefighter status, the firefighter must successfully complete the 
following required courses:  

  
1. Requirements for Probationary Firefighter.  
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2. Certified Firefighter I training.  
  

3. Certified Firefighter II training.  
  

4. Project approved by the Fire Chief.  
  

Note: Requirements 1-4 above most be completed before an employee may reach the top 
pay grade.  

  
9. ENGINEER  
  

A. Must have been a firefighter for two (2) years.  
  

B. Must have successfully completed:  
  

1. Requirements for First Class Firefighter.  
  

2. Certified Fire Apparatus, Driver/Operator Pumper, 1A & 1B training.  
  

3. All Applicants must pass a Fire Engineer level written examination with a 
minimum grade of 70 percentile.  

  
4. All Applicants must pass manipulative examinations of; 1) pumping 

exercises, covering all aspects of the pumping processes as required by the 
Running Springs Fire Department’s pumping apparatus configuration. And 
2) a driving examination and/or “rodeo.” The Testing will be graded by 
outside agency personnel, with a minimum grade of 70 percentile on each 
portion of the manipulative exams.  

  
  

5. All Applicants must pass a Fire Engineer’s level oral examination, as 
established by the Fire Chief, with a minimum grade of 70 percentile.  

  
Note: The above 1-5 requirements must be completed before attaining engineer 

probationary classification.  
  

6. Company Officer 2A, 2B, 2C, 2D and 2E. 
  

7. Instructor 1 Training. 
  

8. Strategy and Tactics Workshop. 
  

9. Fire Investigation 1A. 
  



Personnel Manual  127 

10. Project approved by the Fire Chief.  
  

Note: The above 8-13 requirements must be completed before reaching top pay grade.  
  
10. CAPTAIN  
  

A. Must have been a full-time Engineer for two (2) years.  
  

B. Certified Company Officer training.  
  

C. Successfully completed:  
  

1. Requirements for top pay grade for Engineer.  
  

2. All Applicants must pass a Fire Captain level written examination with a 
minimum grade of 70 percentile.  

  
3. All Applicants must pass a Captain’s level assessment-center type 

examination, as established by the Fire Chief. The testing will be graded by 
outside agency personnel, with a minimum grade of 70 percentile on each 
portion of the exam.  

  
4. All Applicants must pass a Fire Captain’s level oral examination, as 

established by the Fire Chief, with a minimum grade of 70 percentile.  
  

5. Elements of supervision.  
  

6. Fire Inspector 1A and 1B.  
  

7. Fire Investigator 1B and 1C.  
  

8. Certified Instructor 1.  
  

Note: Requirements 5, 6, 7 and 8 must be completed during the probationary period.  
  

9. Certified Fire Inspector.  
  

10. Certified Community Risk Educator.  
  

11. Certified Fire Investigator.  
  

12. Project approved by the Fire Chief.  
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Note: Requirements 9-12 above must be completed before an employee may reach the top 
pay grade.  

  
11. BATTALION CHIEF  
  

A. Minimum Requirements is the candidate must have been a fulltime Captain for two 
(2) years. 

  
B. Successfully Completed:  

  
1. Requirements for top pay grade for Captain.  

  
2. All Applicants must pass a Fire Battalion Chief level written examination 

with a minimum grade of 70 percentile.  
  

3. All Applicants must pass a Fire Battalion Chief level assessment-   center 
type examination, as established by the Fire Chief. The testing will be 
graded by outside agency personnel, with a minimum grade of 70 percentile 
on each portion of the exam.  

  
4. All Applicants must pass a Fire Battalion Chief’s level oral examination, as 

established by the Fire Chief, with a minimum grade of 70 percentile.  
  

5. Project approved by the Fire Chief. (At the Discretion of the Fire Chief this 
may be an optional requirement). 

  
Note: Starting salary will be depending on qualification or experience or a combination of 

both. 
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ATTACHMENT I 
 
I. Water and Wastewater Department Certification Requirements 
  
WATER DEPARTMENT CERTIFICATION PROGRAM  
  
  1.  Required Certifications:  
      

A. STATE REQUIRED: Water Treatment Plant Operator 1 (State of California Water 
Resources Control Board)  

  
B. STATE REQUIRED: Water Distribution Operator 2 (State of  

California Water Resources Control Board)  
  

Grade 1 certification for Water Treatment and Grade 2 certification for Water 
Distribution are both mandatory before the end of the second year of employment. 
Failure to meet these requirements may result in termination.  

  
  2.  Optional Training/Certifications:  
  

A. Cross Connection Control   
      

1. Tester Training  
2. Specialist Training  
3. AWWA or Other Certified Tester  

      2.  AWWA or Other Certified Specialist  
  

B. Collection System Maintenance Operator  
      (California Water Environment Association)(CWEA)  
    

C. CWEA Technical Certification Program  
      

1. Laboratory Analysis (Grades 1-4)  
2.  
3. Mechanical Technologist (Grades 1-4)  
4. Electrical/Instrumentation (Grades 1-4)  

  
D. Other Optional Training/Certifications  

      
1. Obtain 30-hour Federal OSHA Card  
2. Successful completion of an approved welding course from San 

Bernardino Valley College or equivalent  
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E. Additional optional certifications may be obtained that are directly related 
to District business for certification incentive pay with advanced approval 
by the General Manager.  

  
  3.  Payment for Certification:  
  

A. Required Certification  
        

An employee who obtains a higher grade certification than is required for 
their job classification will be paid an additional 50 cents per hour incentive 
pay. However, only one grade level above their current job classification 
will be recognized for payment.  

  
B. Optional Training/Certification  

        
An employee may obtain any grade level from the list of optional 
training/certifications. However, only one certification incentive of 50 cents 
per hour will be paid in each of the certifications, regardless of the grade 
held.   

  
C. Combined Certification Pay  

  
Employees are encouraged to obtain multiple certifications in their 
respective required and optional categories. However, the District will pay 
no more than a maximum of six incentives for both required and optional 
certifications/training categories.  
  
Note: Payment of incentive pay will be retroactive to the date the 
certification test was passed. Written certification demonstrating a passing 
grade must be received by the District prior to receiving incentive pay.  

  
WASTEWATER DEPARTMENT CERTIFICATION PROGRAMS  
  
I. TREATMENT PLANT DIVISION  

  
1. Required Certifications:  

  
A. STATE REQUIRED: Wastewater Treatment Plant Operator *  

(Issued by the State of California Water Resources Control Board)  
  
B. DISTRICT REQUIRED:  Collection System Maintenance *  

(Issued by CWEA, California Water Environment Association)  
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*Grade 1 Certification is mandatory before the end of the second year of employment. 
Failure to meet this requirement may result in termination. Employees are encouraged to 
obtain certifications above the Grade 1 level.  

 
2. Payment for Required Certifications:  

  
An employee who obtains a higher grade certification than is required for their job 
classification will be paid an additional 50 cents per hour incentive pay. However, 
only one grade level above their current job classification will be recognized for 
payment.  

  
3. Optional Certifications:  

        
A. Water Distribution Operator (Grades 2-4)  

      (Issued by State of California Department of Health Service)  
      

B. CWEA Technical Certification Program  
  

1. Laboratory Analysis (Grades 1 – 4)  
2.  
3. Mechanical Technologist (Grades 1-4)  
4. Electrical/Instrumentation (Grades 1-4)  
  

C. Additional optional certifications may be obtained that are directly related 
to District business for certification incentive pay with advanced approval 
by the General Manager.  

  
4. Payment for Optional Certifications:  
  

An employee may obtain any grade level from the list of optional certifications. 
However, only one certification incentive of 50 cents per hour will be paid in each 
of the certifications, regardless of the grade level.  
  

5. Combined Certification Pay:  
  
Employees are encouraged to obtain multiple certifications in their respective 
required and optional categories. However, the District will pay no more than a 
maximum of six incentives for both required and optional certification/training 
categories.  

  
NOTE: Payment of incentive pay will be retroactive to the date that the certification test was 

passed. Written certification demonstrating a passing grade must be received by the 
District prior to receiving incentive pay.  
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II. COLLECTION SYSTEM DIVISION  
    

1. Required Certification:  
      

A. DISTRICT REQUIRED:  Collection Systems Maintenance *  
(Issued by CWEA, California Water Environment Association)  

 
B. DISTRICT REQUIRED:   Mechanical Technologist* 

(Issued by CWEA, California Water Environment Association) 
 

*Grade 1 Certification is mandatory before the end of the second year of 
employment. Failure to meet this requirement may result in termination. 
Employees are encouraged to obtain certifications above the mandatory Grade 1 
level.  

  
2. Payment for Required Certifications:  

  
A. An employee who obtains a higher grade certification than is required for 

their job classification will be paid an additional 50 cents per hour 
incentive pay. However, only one grade level above their current job 
classification will be recognized for payment.  

  
3. Optional Certifications:  

      
A. Water Distribution Operator (Grade 2-4)  

      (Issued by State of California Water Resources Control Board  
  

B. CWEA Technical Certification Program  
      

1. Laboratory Analysis (Grades 1-4)  
2.  
3. Mechanical Technologist (Grades 1-4)  
4. Electrical/Instrumentation (Grades 1-4)  

  
C. Wastewater Treatment Plant Operator (All Grades)  

(California State Water Resources Control Board)  
  

D. Additional optional certifications may be obtained that are directly related to 
District business for certification incentive pay with advanced approval by 
the General Manager.  

  
4. Payment for Optional Certifications:  
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An employee may obtain any grade level from the list of optional certifications. 
However, only one certification incentive of 50 cents per hour will be paid in each 
of the certifications, regardless of the grade level.   

  
5. Combined Certification Pay:  

  
Employees are encouraged to obtain multiple certifications in their respective 
required and optional categories. However, the District will pay no more than a 
maximum of six incentives for both required and optional certification/training 
categories.  

  
NOTE: Payment of the incentive pay will be retroactive to the date that the test was passed. Written 

verification demonstrating a passing grade must be received by the District prior to 
receiving incentive pay.  

  
OFFICE CERTIFICATION PROGRAM  
  

1. Required Certification:  
  
None  

    
2. Optional Certification:  
  

In an effort to better serve the public, office personnel are encouraged to obtain 
certification to understand District operations and answer customer service 
questions. The optional certification includes the following:  

  
E. Water Distribution Operator (Grade 2)  

(State of California Water Resources Control Board)  
  
F. Water Treatment Plant Operator (Grade 1)  

(State of California Water Resources Control Board)  
  
G. Collection System Maintenance Operator (All Grades)  

(California Water Environment Association (CWEA))  
  
H. Wastewater Treatment Plant Operator (All Grades)  

(California Water Resources Control Board)  
  

I. Additional optional certifications may be obtained that are directly related to 
District business for certification incentive pay with advanced approval by 
the General Manager.  

  
3. Payment for Optional Certifications:  
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An employee may obtain any grade level from the list of optional certifications. 
However, only one certification incentive of 50 cents per hour will be paid in each 
of the certifications, regardless of the grade held.  

  
4. Combined Certification Pay:  

  
Employees are encouraged to obtain multiple certifications in their respective 
required and optional categories. However, the District will pay no more than a 
maximum of six incentives for both required and optional certification categories.  
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ATTACHMENT J 
 
J. 24-Hour Shift Personnel Work Period 

  
24-Hour Shift Personnel:  The normal work period for Fire Department shift personnel shall 
begin at 0730 on Thursday and shall end at 0729 Thursday 14 days later  (i.e., a 14-day work 
period). The schedule is based on a three (3) platoon A, B and C shift, and 56-hour average work 
week system.  
  
The following schedules are approved for use by the District’s Fire Department. All personnel 
assigned to the 24-hour schedule will work the same schedule.  
  
  
“A” Shift  
  

  Sun  Mon  Tue  Wed  Thu  Fri  Sat 

Week 1  
  

  on  on  off  off  off  off  on 

Week 2  
  

  on  off  off  off  off  on  on 

Week 3  
  

  off  off  off  off  on  on  off 

Week 4  
  
  

  off  off  off  on  on  off  off 

“B” Shift  
  

  Sun  Mon  Tue  Wed  Thu  Fri  Sat 

Week 1  
  

  off  off  on  on  off  off  off 

Week 2  
  

  off  on  on  off  off  off  off 

Week 3  
  

  on  on   off  off  off  off  on 

Week 4  
  
  

  on  off  off  off  off  on  on 

“C” Shift  
  

  Sun  Mon  Tue  Wed  Thu  Fri  Sat 

Week 1  
  

  off  off  off  off  on  on  off 

Week 2  
  

  off  off  off  on  on   off  off 

Week 3  
  

  off  off  on  on  off  off  off 
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Week 4    off  on  on  off  off  off  off 
  
Chief Officer Work Week:   Chief Officers will be required to work a continuous 40hour work 
week. The work schedule will be arranged to meet the needs of the Fire Department and must be 
approved by the General Manager.  
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ATTACHMENT K 
 
K. Personal Data Form 
  
  
Name: ___________________________________________________________  
  Last        First        Middle  
  
Physical Address: __________________________________________________  
  
P.O. Box: _______________   City: __________________  
  
Home Phone: _____________________________  
  
Cell Phone: ______________________________  
  
Email: __________________________________  
  
  
Person(s) to notify in case of emergency: ________________________________  
  
Phone: _______________________   Phone: _______________________  
  
  
Signature: __________________________   Date: __________________  
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ATTACHMENT L 
 
L. Job Description Format 
  
General Format  
  
The following is the General Format for District Job Descriptions.  
  
Definition. This section provides a brief overview description of the position.  

  
Supervision Received and Exercised. This section identifies who supervises and/or who is 
supervised by the position. This section also identifies if such supervision is general, direct, 
technical or functional.  

  
Class Characteristics. This section identifies whether a position is entry level, journey level or 
supervisory. This section also identifies general requirements and duties of the position. This 
section also identifies how the position is distinguished from the next more advanced position.  

  
Examples of Essential Functions. This section identifies certain example essential and non-
essential functions of the position. Such listed functions are descriptive and explanatory of the 
work to be performed, and do not constitute a comprehensive listing.  

  
Qualifications. This section includes three sub-sections, Knowledge Of, Skill In and Other 
Requirements.  
  
Knowledge Of. This sub-section provides a non-comprehensive listing of the typical knowledge 
that an incumbent of this position would have.  

  
Ability To. This sub-section provides a non-comprehensive listing of the typical skill that an 
incumbent of this position would have.  

  
Other Requirements. This sub-section provides a non-comprehensive listing of the other 
requirements of incumbents in the position, including possible weekend, holiday and after work 
requirements, and emergency callback residency requirements.  

  
Experience. This section identifies length and type of experience required for position incumbents.  

  
Education. This section identifies specific education requirements for position incumbents. The 
minimum requirement for all positions is graduation from an accredited High School or GED 
equivalent.  

  
License. This section identifies license requirements for position incumbents.  
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License requirements include as a minimum a valid Class C California Driver’s license. In 
cases where a more advanced license is required, the specific requirement and, if 
applicable, the time frame for attaining the advanced license, will be specified.  

Certification. This section identifies certification requirements for position incumbents. 
Minimum certification requirements are specified.  In cases where more advanced 
certification is required, the specific requirements and, if applicable, the time frame for 
attaining the advanced certification, will be specified.  
  
Physical Demands, Environmental Elements & Working Conditions. This section provides 
a non-comprehensive listing of the typical daily requirements and typical periodic 
requirements that an incumbent of this position would have.  
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M.   Organizational Chart 
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ATTACHMENT N 

N. Criteria for Level Advancement 
  
General Criteria for Level Advancement  
  

The following guidelines define the General Criteria for Level Advancement within a 
salary range.  
  
1. Employee must have “Meets Standards” or better annual job performance evaluation.  

  
2. Employee must have no recorded disciplinary action. A single written warning may be 

acceptable if the employee has since demonstrated compliance with the items cited in 
the warning.  

  
3. Employee must not have a record of excessive sick leave use or tardiness. A single 

minor incidence of excessive use may be acceptable if the employee has since 
demonstrated compliance with the District attendance policies.  

  
4. Employee must not have a record of safety violations. A single minor safety infraction 

may be acceptable if the employee has since demonstrated compliance with the District 
safety policies.  

  
5. Employee must have demonstrated satisfactory progress in developing the skills and 

knowledge necessary for performing his/her job.  
  
6. Employee must have demonstrated satisfactory progress in obtaining or maintaining 

the professional certification required for his/her position. This includes progress 
toward obtaining certification required for mandatory progression toward a higher-
level position.  

  
7. The criteria for Level Advancement will identify for each position the skills, 

certification, experience and job performance standards, which an employee must 
meet, in-order to advance to the next level in a salary range.  

  
8. The criteria for Level Advancement will allow for a single level advancement each 

year, up to the top level in his/her position if the General Manager determines that an 
employee has demonstrated satisfactory job performance that merits such level 
advancement.  

  
9. The criteria for Level Advancement will allow for greater than a single level 

advancement each year, up to the top level in his/her position, if the General Manager 
determines that an employee has demonstrated suitable extraordinary job performance 
to merit such advancement.  
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10. Each employee eligible for advancement will be evaluated by his/her Supervisor 
annually, prior to the beginning of the next fiscal year, to determine if he/she is 
qualified for level advancement. Evaluations will be in writing, reviewed with the 
employee and a copy will be provided to the employee. See Section 4, Performance 
Evaluations, for more information. 

 
11. If the employee is qualified for level advancement, upon approval by the General 

Manager, the employee will receive a level advancement on July 1st.  
  
12. In case of a promotion, the employee will be entitled to a minimum of a 5% increase if 

such increase will not result in a salary rate in excess of the top level of the class to 
which he/she is promoted.  

  
13. An employee who is being paid on a salary level higher than Level “1” may be reduced 

by one or more levels on the basis of unsatisfactory work performance as determined 
by the employee’s supervisor and at the discretion of the General Manager.  

  
14. An incumbent employee reassigned from his/her position to a position with a lower 

salary range will retain his/her rate of pay for purposes of merit pay increases, or will 
be placed in the level of the lower salary range closest to his/her rate of pay.  

  
15. An employee will not receive a salary greater than the top level for position to which 

he/she is assigned.  
  
16. An employee that does not meet the minimum criteria for the position and salary level 

to which he/she is assigned will be provided eighteen (18) months to meet such criteria. 
If after eighteen (18) months the employee does not meet the minimum criteria, he/she 
will be reduced in salary to a position level for which he/she is qualified, if such a 
position is available.  
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ATTACHMENT O 
 
O. Employee Performance Evaluation Format 
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ATTACHMENT P 
 
P. Ordinance No. 51 



ORDINANCE NO.5T

AN ORDINANCE OF THE OF'THE BOARD OF DIRECTORS OF'THE
RUNNING SPRINGS WATER DISTRICT AMENDING DISTRICT

EMPLOYMENT STANDARDS AND PROVISIONS, ADOPTING A RT,VISED
PERSONNEL MANUAL

WHEREAS, the District Board adopted Ordinance No. 24, effective }y'ray 1,2002,
which set forth District employment standards and provisions; and

WHEREAS, the employment standards and provisions set forth by Ordinance No.
24 were identified in the District Personnel Manual; and

WHEREAS, the District Board adopted Ordinance No. 28, effective April 16,
2008, which amended the District employment standards and provisions by authorizing
the District to pay and report the value of the Employer Paid Member Contribution
(EPMC) on behalf of Public Employee Retirement System (PERS) Safety Plan and
Miscellaneous Plan members; and

WHEREAS, the District Board adopted Ordinance No. 29, effective November
19,2008, which amended the District employment standards and provisions to:

o Remove certain standards and provisions,
o Incorporate new standards and provisions that will result in more cost

effective operations,
¡ Incorporate new standards and provisions that will enhance employee benefits

in a cost effective manner and within budget constraints, and
¡ Incorporate new standards and provisions that are in compliance with current

labor and employment law;

WHEREAS, the District Board adopted Ordinance No. 30, effective October 21,
2009, which amended the District employment standards and provisions to provide
clarification to the District Personnel Manual;

WHEREAS, the District Board adopted Ordinance No. 39, effective January 16,
2013, which amended the District employment standards and provisions to provide
clarification to the District Personnel Manual;

WHEREAS, the District Board now wishes to further amend the District
employment standards and provisions to:

o Remove certain standards and provisions,
o Incorporate new standards and provisions that will result in more cost

effective operations,
r Incorporate new standards and provisions for clarification purposes, and



a Incorporate new standards and provisions that are in compliance with current
labor and employment law;

NOW, THEREFORE, BE IT ORDAINED by the Board of Directors of the
Running Springs Water District that the District employment standards and provisions
are hereby amended as reflected in the May 15,2019 version of the District Personnel
Manual, attached hereto and made apart hereof.

ADOPTED this l5th day of May,2Ol9

President, of Directors
ATTEST Running Springs Water District

S , Board of Directors
Springs Water District




