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Conflict of Interest Code



CONFLICT OF INTEREST CODE FOR THE
CORNING HEALTHCARE DISTRICT

ATTACHMENT A

The Political Reform Act of 1974 (Gov, Code, 81000 et sq.) requires state and local
governmen( agencies to adopt and promulgate Confiict of interest Codes. The Fair political
practices Commission, has adopted a regulation (Cal. Code Regs.,. 2, 18730) which contains the
terms of a standard Conflict of Interest Code. This regulation, including any future amendments
made by the Fair political practices Commission, may be incorporated by reference into a local
agency’s Conflict of interest Code. Therefore. the terms of California Code of Regulations, title
2, section 18730 and any future amendments to it duly adopted by the Fair Political practices
Commission are hereby incorporated by reference into this Code and along with the attachments
hereto constitates the Conflict of interest Code for the Corning Healthcare District,



ATTACHMENT B

CORNING HEALTHCARE DISTRICT CONFLICT OF INTEREST CODE
DESIGNATE EMPLOYEES

Under provisions of the Code, Designated Employees shall file statements of economic
interests, Listed below are the designaied positions for the Corning Healthcare District and the
appropriate disclosure category for filing the staterment ol economic interest.

POSITION DISCLOSURE CATEGORY
1. Members of the Board I, 11

2. Distriet Manager LI

3. Consultants 1

4. Atlerney I

Reviewed & Revised: November 20, 2018



ATTACHMENT C

CORNING HEALTHCARE DISTRICT CONFLICT OF INTEREST CODE
DISCLOSURE CATEGORIES FOR DESIGNATED POSITIONS

CATEGORY 1

Designated empioyees in this category shall disclose: All sources of income (including gifis,
loans and travel payments), interests in real property within the District and investments and
business positions in business entities located in, doing business in, planning to do business in, or
which have done business during the previous two years in, or which have an interest in real
property in the District, including gifts, loans, and travel payments. A person in a Disclosure
Category I designated position shall complete all schedules of the FPC form 700 if applicable.
Disclosure Category 11s intended 1o require the broadest possible disclosure, consistent with the
provisions of the Political Reform Act of 1974 and its’ implementing zeg?uldtmns

C(msuitants . as defined in California Code of Regulations, title 2 section 18701 subdivision (&)
(2)'. shall disclose pursuant to this disclosure category subject 1o the following limitations.

The District Manager may determine in writing that a particular consultant, although a
“designated position™, is hired to perform a range of duties that is limited in scope and
thus 1s not required to fully comply with the disclosure requirements of this Disclosure
Category 1. Such written determination shall include a description of the consuliant’s
duties and based upon that description, a statement of the extent of disclosure
requirements. The District Manager’s determination is a public record and shall be
retained for public inspection in the same manner and location as the Conflict of Interest
Code.

1. California Code of Regulations, title 2. section 18701, subdivision (a) (2) defines “Consultant” as follows:

“Consuitam™ means an individual whe, pursuant (o a contragt with a state or Joeal government agency;
(A) Makes a governmental decision whether to;

(i) Approve arale, rule, or regulation:

(it) Adopt or enforce a law;

{if) Issue, deny, suspend. or revoke any peemit, cense, application, certificate. approval, order,
or similar anthorization or entitlenment;

(iv) Authorize the agency 1o enter into, modify, or renew a contract provided iCis the type of
coniract that requires agency approval;

{v) Grant agency approval Lo & contract that requires agency approval and o which the agency
is a party, or to the specifications for such a contract;

(vi) Grant ageney approval (o a plan, design, report, study, or similar item;

(vii) Adopt, or grant agency approval of. policies. standards. or guidelines for the agency, or for

any subdivision thereof’ or

(B) Servesinasaif capacity with (he agency and in that capacity participates in making a governmental decision
as defined in regulation 18702.2 or performs the same or substantiaily afl the same duties for the agency that
would otherwise be performed by an individual holding 2 position specified in the ageney’s Conflict of
Interest Code under Government Code section 87302,



CATEGORY 11

Designated employees in this category shall disclose: All interest in real property within the
District, and alt seurces of income (including gifts, Ioans and travel payments), and
investments and business positions in business entities, that provide services, goods, property,
supplies, materials, machinery or equipment of any type utilized by he District, or otherwise
transact business with or have any contractual relationship with the District during the disclosure
period.

CATEGORY i

Designated employees in this category shall disclose: All interest in real property within the
District, and all sourees of income (including gifts, loans and travel payments), located in,
doing business in. planning to do business in, or which have an interest in real property in the
District, all investments in business entities located in, doing business in, or planning to do
business in, or which have an interest in real property in the District, and all business positions
in business entities located in, doing business in, planning to do business in, or which have an
interest in real property in the District.

ATTACHMENT D

CORNING HEALTHCARE DISTRICT CONFLICT OF INTERST CODE PLACE OF FILING

Where: County Clerk & Recorder
Po Box 250
444 Oak St,, Rm. C

Red Bluff CA 9602

Pursuant to Government Code section 87500, subdivisions (k) and (o), the Tehama County
Board of Supervisors, as the code reviewing body for the Corning Healtheare District, has
determined that the original Formt 700 - Statement of Economic Interest for each Designated
Employee shall be filed with the Tehama County Clerk-Recorder as the filing officer for the
code reviewing body. The District Manager shall provide Form 700 - Statement of Economic
Interest to each Designated Employee annually and when that employee assumes or leaves any
designated position. The employee shall complete and file the form with the District Manager
who will make and retain a copy and forward the original to the Clerk-Recorder at the above
address within the time at the above address within the time required by faw.



POLICY TITLE: Adoption/Amendment of Policies
POLICY NUMBER: 1000

1000.1  Consideration by the Board of Directors to adopt a new palicy or to amend an existing policy may be
initiated by any Director or the District Manager. The proposed adoption or amendment shall be initiated by a
Birector or the District Manager by submitting a written: draft of the proposed new or amended policy to the
Beard Chairperson and the District Manager, which may be submitted in person or by any communication meth-
od approved by the District, and requesting that the item be included for consideration on the agenda of the next
appropriate regular meeting of the Board of Directors. Any member of the Board may place an item on a future
agenda by making a formal request to the District Manager at a meeting of the Board. The District Manager will
place Board items on a future Board agenda when reasonable, based on the staff time and research necessary
to prepare the item for Board consideration.

1000.2  Adoption of a new pelicy or amendment of an existing policy shall be accomptished at a regular meet-
ing of the Board of Directors in accordance with the District's state statutes regarding the constitution of a majori-
ty vote.

1000.3  Copies of the proposed new or amended policy shall be included in the agenda-information packet for
any meeting in which they are scheduled for consideration (listed on the agenda). A copy of the proposed new or
amended policy(ies) shall be made available to each Director for review at least 72 hours, per the Brown Act,
prior to any meeting at which the policy(ies) are to be considered.



POLICY TITLE: Board Secretary
POLICY NUMBER: 1015

10151 The position of Secretary of the Board of Directors is required by state law. The duties of the
Secretary are to be performed by the District Manager. The Secretary/District Manager performs duties including
recording of minutes and actions of the Board of Directors and certifying ail actions and resolutions of the Board.

10152 Ifforany reason the President and Vice-President resign or are absent or disabled, the Secrefary
shall perform the President's duties untif the position of President is filled.

10156.3  Iffor any reason the President and Vice-President disqualify themselves from participating in an
agenda item or become partisan in the debate on any such item, the Secretary shall perform the duties of the

presiding officer.

10154 Duties of the Secretary/District Manager
The Secretary of the Governing Board shall have the foillowing duties:
a) Certify or attest to actions taken by the Board when required;
b) Sign the minutes of the Board meeting following their approva;
¢) Sign the documents as directed by the Board on behalf of the Authority, and sign all other items which
require the signature of the Secretary;
d) Perform any other duties assigned by the Board and
e) Perform any other duties required under law.

10155 Responsibilities of the Secretary/District Manager
The duties of the Secretary/District Manager are:
a} Respond to routine correspondence;
b) Prepare for Board meetings, including preparing the agenda providing public notice of Board meetings
in accordance with state law;
¢) Attend alt Board meetings and ensure minutes of the Board of Directors meetings are recorded. These
recordings are for use by the Secretary only for the purpose of preparing minutes for adoption at the
next regularly scheduled meeting of the Board. Upon adoption of these minutes the recording media will
be reused;
d) Ensure accurate Minutes of each Board meeting are prepared and maintained;
e) Maintain Board records and other documents and reports as required by law; and
f)  Disseminate correspondence to Board officers addressed to them.



POLICY TITLE: Claims against the District
POLICY NUMBER: 1025

Purpose: The purpose of this policy is to provide direction to District staff for processing and resalving (if possi-
ble) account adjustiment requests and property damage claims against the District. Inherent in this policy is the
recognition that every adjustment request or claim wili be unique, and that guidelines cannot be written to ac-
commodate every case. Therefore, staff must use discretion and good sense in handling each claim.

1025.1  Property (Land and improvements) Damage Claims

In the course of the District’s operations damage to land and improvements thereon occasionally occurs due to
the proximity of the District's facilities fo private property. When District employees are aware that property has
been damaged in the course of their work, restorative measures are to be taken to return the property as close
to its original condition as possible.

When a property owner informs a District employee of damage to their property (by telephone or in person), the
employee receiving the claim will document in writing the time and date and a description of the stated circum-
stances and aliegations. Employees should respond to questions, be cordial and respectful, but refrain from
commeniing on fiability questions.

As socn as possible after information about the damage has been received, it shalt be given to the District Man-
ager andfor Maintenance Manager. She or he, shall investigate the property owner's allegations.

If the owner of damaged property informs a member of the Board, the information will be given to the District
Manager. Directors should not independently investigate claims or make any representations to the property
owner, but may go with staff to abserve.

investigations shail be done in a timely fashion and documented with a written report, inciuding photographs
and/or interviews, when appropriate. A copy of the report shall be submitted to the District Manager.

I the investigating staff person is convinced that the damage was caused by District personnel, equipment, or
infrastructure, hefshe shall prepare a work order to have the damage repaired, subject to the following condi-
tions:

District Manager approves the work order;

Property owner agrees that the proposed repairs are appropriate and adequate;

Property owner agrees to allow District personnel access to their property to perform the repair work;
District personnet have the necessary tools, equipment, and expertise to perform the necessary work;
Repair work can be accomplished within a reascnable amount of fime; and

Cost of material for the repairs will not exceed five hundred dollars ($500}.

USRS R E AR



If the cost of material for repairs is stated by claimant or estimated by staff to exceed five hundred dollars {$500),
the owner will be asked to submit their claim in writing on a District claim form.

The District Manager shall review the damage claim and the proposed repair work within a reasonable amount
of time. If he/she determines that the damage is the District's responsibility and that the proposed repair work is
appropriate, hefshe may authorize the work if the cost of material for the repairs will not exceed one thousand
five hundred dollars ($1,500). A report shall be submitted to the Ciaims Committee [standing board committee
assigned fo review claims of this nature] describing the damage claim, including a description of the manner in
which it was resolved. The claimant shall be notified of any action by the Commiitee regarding their claim.

If the cost of material for repairs is stated by claimant or estimated to exceed one thousand five hundred dollars
($1,500), the claim will be submitted to the Claims Committee. The Claims Committee shall review the claim and
receive input from staff in closed session [qualifies as "anticipated litigation” under the Brown Act]. After review-
ing the damage claim, the Committee may authorize the work if the cost of material for the repairs wilt not ex-
ceed three thousand dollars ($3,000) or may make a recommendation to the Board of Directors. A report shalt
be submitted to the Board describing the damage claim, including a description of the manner in which it was
resolved, or a recommendation for Board action. The claimant shall be notified of any action by the Committee
regarding their claim.

If the cost of material for repairs is stated by claimant or estimated to exceed three thousand dollars ($3,000), the
ciaim will be submitted to the Board of Directors for its consideration. The Board will consider the claim during a
closed session [“anticipated litigation] of a regular or special meeting. Action to accept or reject the claim may
be taken in open or closed session. The claimant shall be notified of the Board's action regarding their claim.
Notification that a claim has been rejected shall be accompanied by proof of service.

The Board will not consider a claim of an amount in excess of the [insurance deductible] 00), including the cost
of investigation, without prior written approval of the District's insurance company.

Claims in excess of the District's insurance deductibie shall be forwarded fo the insurance company, and the
claimant shall be advised of this action.

Claims for personal injury/wrongful death shall not be investigated by District staff or directors but shall be imme-
diately forwarded to the District's insurance company.

1025.2 Property (Vehicles and Unsecured Property} Damage Claims

All claims of damage to vehicles, or other unsecured property, shall be submitted to the District Manager. Hefshe
shalf review the damage claim and the requested restitution. If he/she determines that the damage is the Dis-
trict's responsibility, hefshe may authorize repairs or reimbursement of expenses to an amount not to exceed
one thousand five hundred dollars ($1,500). A report shail be submitted to the Claims Committee describing the
damage claim, including a description of the manner in which it was resolved.

The claim will be processed as described above if the cost of material for repairs is estimated to exceed the ap-
plicable thresholds.

10253  Property Damage Claims on District Form

except for damage to land and improvements estimated to cost less than five hundred dollars ($500), all dam-
age claims must be submitted in writing on a District claim form. This wili ensure that a claim is valid and protect
important rights of the District,



If any individual does not wish to fife a claim on the District form, hefshe may present the claim by letter if it con-
forms to Section 910 and Section 910.2, of the California Government Code. Section 910 specifies that a claim
needs to show all of the following:

a)
b)

The name and post office address of the claimant;

The post office address to which the person presenting the claim desires notices to be sent;

The date, place, and other circumstances of the occurrence or transaction which gave rise to the claim
asserted;

A District description of the indebtedness, obligation, injury, damage or oss incurred so far as it may be
known as the time of presentation of the claim;

The name or names of the public employee or employees causing the injury, damage, or loss, if known;
and

The amount claimed i it fotals less than ten thousand dollars ($10,000) as of the date of presentation of
the claim, inciuding the estimated amount of any prospective injury, damage, or loss, insofar as it may
be known at the time of the presentation of the claim, together with the basis of computation of the
amount claimed. If the amount claimed exceeds ten thousand dollars ($10,000), no dollar amount shall
be included in the claim. However, it shall indicate whether the claim would be a limited civil case.

Section 910.2 of the California Government Code specifies the following:

The claim shall be signed by the claimant or by some person on his behalf. Claims against ccal public entities
for supplies, materials, equipment or services need not be signed by the claimant or on his behalf if presented on
a bilhead or invoice regularly used in the conduct of the business of the claimant.

If the filed letter/claim does not meet the requirements of the California Government Code Section 91C and Sec-
tior: 10.2, then a letter shall be sent to the claimant informing them of this fact.

District staff shall provide no assistance to the claimant in filling out the claim form. Claimant must fill out the
claim form in its entirety and submit it via mail, fax or personal delivery fo the District office. Upon receipt, office
staff shall date-stamp the document.



POLICY TITLE: Legal Counsel and Auditor
POLICY NUMBER: 1045

10451 The Board of Directors shall appoint a Legal Counsel to assist the Board and District in alt applicable
issuies and activities.

10452  Legal Counsel shall be the legal adviser of the District, including the Board as a whole, the District
Manager and department heads. Legal Counse} shall perform such duties as may be prescribed by the Beard of
Directors. Such duties include, but are not limited fc, providing legal assistance necessary for formulation and
implementation legisiative policies and projects; represent the District’s interests, as determined by the District, in
litigation, administrative hearings, negofiations and similar proceedings; and to keep the Board and District staff
apprised of court rufings and legislation affecting the legal interest of the District. Legal Counset is required to
review and approve as to form District fegal documents, i.e. contracts, agreements, etc. The Legal Counsel shall
present and report on all legal issues and Closed Sessicn items before the Board. The Legal Counsel shall
serve at the pleasure of the Board and shalt be compensated for services as determined by the Board.

a) The Legat Counsel reports to the Board as a whole but is avaitable to each Director for consultation re-
garding legal matters particular to that Board member's participation. No Board member may request a
legal opinion of legal counsel withcut concurrence by the Board, except as such requests relate to
questions regarding that member's participation. The Legal Counsel shall be available to the District
District Manager for consultation on applicabie issues and activities.

1045.3  The District Auditor shall be appointed by the Board by a majority vote in a public meeting. The Board
shall determine the duties and compensation of the Auditor. The Auditor shall serve at the pleasure of the Board.
Selection of the Auditor shall be done in a noticed public meeting and at least every five years.

a) The Board may appoint a committee to oversee the work of an independent auditor, who will report to
the Board, to conduct an annual audit of the District's books, records, and financial affairs in accordance
with state law and the Finance Committee Charter for Audit Compliance. The Chief Financial Of-
ficer/District Manager will instalf and maintain an accounting system that will completely, and at all
times, show the financial condition of the District.



POLICY TITLE: Accounts Receivable Policy
POLICY NUMBER: 2100

2100.1 ltis the policy of the District that accounts receivable be reviewed monthly, as it is critical to the cash
flow of the District and requires continued follow-up and attention.

2100.2 Procedures:
a) The accounts receivabie balances are reviewed manthiy hy District Manager, along with assigned staff.

b) Notices are sent for all accounts 30 or more days past their due date.
¢) Finance charges of [x] percent per month are assessed on all accounts past due as provided by District

[identify the ordinance or resolution imposing late payment charges].
d) Atmonth-end closing, an accounts receivable schedule is prepared, reviewed, and reconciled by the

District Manager.



POLICY TITLE: Asset Protection and Fraud in the Workplace
POLICY NUMBER: 2105

2105.1 Purpose and Scope:; To establish policy and procedures for clarifying acts that are considered to be
fraudulent, describing the steps to be taken when fraud or other dishonest activities are suspected, and providing
procedures to follow in accounting for missing funds, restitution and recoveries.

2105.2 The Coming Healthcare District {DISTRICT} is committed to protecting its assets against the risk of
foss or misuse. Accordingly, it is the policy of the DISTRICT to identify and promptly investigate any possibility of
fraudulent or refated dishonest activities against the Comning Healthcare District and, when appropriate, to pur-
sue available legal remedies.

2105.3 Definitions:

a) Fraud - Fraud and other similar irregularities include, but are not limited to:

1) Claim for reimbursement of expenses that are not job-related or authorized by District policy;

2) Forgery, falsification, or unauthorized alteration of documents or records (including but not lim-
ited to checks, promissory notes, time sheets, independent contractor agreements, purchase
orders, budgets, etc.);

3) Misappropriation of District assets (including but not limited to funds, securities, supplies, furni-
ture, equipment, etc.);

4) Inappropriate use of District resources (including but not limited to labor, time, and materials);

5) Improprieties in the handling or reporting of money or financial fransactions;

6) Autherizing or receiving payment for goods not received or services not performed;

7)  Computer-related activity involving unauthorized alteration, destruction, forgery, or manipula-
tion of data or misappropriation of District-owned software;

8) Misrepresentation of information;

9) Theft of equipment or goods;

10} Any apparent violation of federal, state, or local laws related to dishonest activities or fraud;

11) Seeking or accepting anything of material value from those doing business with the District in-
cluding vendors, consuitants, contractors, lessees, applicants, and grantees. Materiality is de-
termined by the District's Conflict of Interest Code which incorporates the Fair Political Practic-
es Commission’s regulations;

12} Any other conduct, actions or activities treated as fraud or misappropriation under any federal
or state law, rule or regulation.



b) Employee ~ In this context, employee refers to any individual or group of individuals who receive com-
pensation, either full- or part-time, including members of the Board of Directors, from the Corning
Healthcare District. The term also includes any volunteer who provides services to the DISTRICT
through an authorized arrangement with the District or a District organization.

c¢) Management — In this context, management refers fo any manager, supervisor, or other designated in-
dividual who manages or supervises District's resources or assets.

d) Internal Audit Committee — In this context, if the claim of fraud involves anyone other than the District's
District Manager, the Internal Audit Committee shalf consist of the District Manager, the District's Legal
Counsel and any other persons appointed to the Internal Audit Committee by the District Manager. If the
claim of fraud involves the District's District Manager, the Internal Audit Committee shall consist of the
President of the Board of Directors of the District, the District's Legal Counset and those persons ap-
pointed to the Internal Audit Committee by the President of the Board. Nothing contained in this policy
shall be construed as requiring the District Manager or the President of the Board to appoint other per-
sons fo the Internal Audit Committee. Individuals appointed to the Internat Audit Committee by the Dis-
trict Manager or the President of the Board other than the District's L.egal Counsel shall serve at the
pleasure of the District Manager or the President of the Board.

e) External Auditor — in this context, External Auditor refers to independent audit professionals who per-
form annual audits of the District's financial statements.

21054 It is the District’s intent to fully investigate any suspected acts of fraud, misappropriation, or

other similar irregularity. An objective and impartial investigation will be conducted regardless of the position,
titte, and length of service or refationship with the District of any party who might be or become invoived in or
becomes the subject of such investigation. An employee that is being investigated for fraud may request repre-
sentation by a representative of any recognized bargaining unit that represents the employee.

21055 Each department of the District is responsible for instituting and mainaining a system of
internal controls to provide reasonable assurance of the prevention and detection of fraud,
misappropriations, and other irregularities. Management staff should be familiar with the types of
improprieties that might occur within their areas of responsibifity and be alert for any indications

of such conduct.

21056 For claims of fraud not involving the District Manager, the District Manager or an Infernal

Audit Committee appointed by the District Manager shall have primary responsibility for investigation of activity
covered by this policy. For claims of fraud invoiving the District Manager, the President of the Board or an Inter-
nal Audit Committee appointed by the President shall have primary responsibility for investigation of activity cov-
ered by this policy. The District's District Counsef shall advise the Committee, the District Manager or the Board
President on all such investigations.

2105.7 Throughout the investigation, the Internal Audit Committee will inform the District Manager of perti-
nent investigative findings



2105.8 An employee will be granted whistie-blower protection when acting in accordance with this policy so
long as he or she has not engaged in activity that violates this palicy. When informed of a suspected impropriety,
neither the District nor any person acting on its behalf shall.

a) Dismiss or threaten to dismiss an employee providing the information,

b) Discipline, suspend, or threaten to discipline or suspend such an employee,

¢) Impose any penalty upon such an employee, or

d} Intimidate or coerce such an employee.
Violations of this whistle-blower protection policy will result in discipline up to and including termination.

2105.9 Upon conclusicn of the investigation, the results will be reported fo the District Manager or, if the
investigation involves the District Manager, the Board President, who shall advise the Board of Directors.

2105.10  Following review of investigation results, the District Manager or the Board President, as the case
may be, will take appropriate action regarding employee miscondust. Disciplinary action ¢an include termination,
referral of the case for criminal prosecution, or both.

210511 The District Manager or the District Counsel will pursue every reasonable effort, including court-
ordered restitution, to obtain recovery of District losses from the offender, other responsible parties, insurers, or
other appropriate sources.

210512 Procedures:

2105121 Board of Directors Responsibilities

a) If aBoard Member has reason to suspect a fraud has occured, he or she shail immediately contact
the District Manager or the Board President, if the activity involves the District Manager, and the
District's Legat Counsel.

b} The Board Member shall not attempt to investigate the suspected fraud or discuss the matter with
anyone other than the District Manager or Board President, as the case may be, and the District's
L.egal Counsel.

¢} The alleged fraud or audit investigation shall not be discussed with the media by any person other
than the District Manager or the Board President after consuitation with the District’s Legal Counsel
and any internal Audit Committee appointed as to the matter.

2106122 Management Responsibilities

a) Management staff are responsible for being alert to, and reporting fraudulent or related dishonest
activities in their areas of responsibility.

b) Each manager should be familiar with the types of improprieties that might occur in his or her area of
responsibility and be alert for any indication that improper activity, misappropriation, or dishonest activity
did occur or is occurring.

c) When an improper activity is detected or suspected, management should determine whether an error or
mistake has occurred or if there may be dishonest or fraudulent activity.



If a manager determines a suspected activity may invoive fraud or related dishonest activity, he or she
should contact his or her immediate supervisor or the District's District Manager. If the activity involves
the District Manager, it shall be reported to the Board President or the District's Legal Counsel.

Managers should not attempt to conduct individuai investigations, interviews, or interrogations other
than as directed by the District Manager or District Counsel. However, manage staff are responsible for
taking appropriate corrective actions to implement adequate conirols to prevent recurrence of improper
actions.

Management staff should support the District's responsibilities and cooperate fully with the Internal Audit
Committee, other involved departments, and law enforcement agencies in the detection, reporting, and
investigation of criminal acts, including the prosecution of offenders.

Management staff must give full and unrestricted access to all necessary records and Personnel to
those responsible for identifying, investigating and remedying fraud and related dishonest acts. All Dis-
trict assets, including furniture, desks, and computers, are open to inspecticn at any time. No District of-
ficer, agent or employee has a reasonable expectation of privacy in District property and other re-
sources to preclude such inspection.

In dealing with suspected dishenest or fraudulent activities, great care must be taken. Therefore, man-
agement staff should avoid the following:

1 Incorrect accusations;

2) Alerting suspected individuals that an investigation is underway;

3) Treating employees unfairly; and

4) Making statements that could lead to claims of false accusations or other offenses.

In handling dishenest or fraudulent activities, managers have the responsibility o:

1) Make no contact (uniess requested) with the suspected individuat to determine facts or
demand restitution. Under no circumstances should there be any reference to "what you
did”, “the crime”, “the fraud”, "the misappropriation”, stc;

2) Avoid discussing the case, facts, suspicions, or allegations with anyone outside the District,
unless specifically directed to do so by the District Manager; and

3} Avoid discussing the case with anyone inside the District other than employees who have
aneed to know such as the District Manager, Internal Audit Committee, the District's Legal
Counsel or law enforcement personnel.

4) Direct all inquiries from the suspected individual, or his or her representative, to the District
Manager, the Board President, or the District's Legal Counsel. All inquiries by an attorney
of the suspected individual should be directed fo the District Manager or the District's Legal
Counsel. All inquiries from the media should be directed to the District Manager or the
Board President, if the activity involves the District Manager.

5) Take appropriate corrective and discipfinary action, up to and including dismissal, after
consulting with the [position or department] and Legal Counsel, in conformance with Dis-
trict policy and applicable law.

2105123  Employee Responsibilities



A suspected fraudulent incident or practice observed by, or made known to, an empioyee must be
reported to the employee’s superviser for reporting to the proper management official.

When an employee believes his or her supervisor may be involved in inappropriate activity, the
employee shall make the report fo the next higher level of management andfor the District Manag-
er. If the activity involves the District Manager, it shall be reported to the Board President or the Dis-
trict's Legal Counsel.

A reporting employee shall refrain from further investigation of the incident, confrontation with the al-
leged viclator, or further discussion of the incident with anyane, unless requested by the District
Manager, Internal Audit Committee, the District's Legal Counsel, or law enforcement personnel,

2105124  Internal Audit Committee Responsibilities

a)

b)

Upon assignment by the Disfrict Manager or the Board President, an Internal Audit Committee will
promptly investigate the fraud.

In all circumstances where there is reason to suspect a criminal fraud has occurred, the Intemal
Audit Committee, in consultation with the District Manager or the Board President and Legal Coun-
sel will contact the appropriate faw enforcement agency. if the District Manager is suspected of in-
volvement in the fraud he Board President and Legai Counsel will contact the appropriate law en-
forcement agency.

The Infernal Audit Committee shall be available and receptive fo relevant, confidential information to
the extent allowed by law after consultation with the District's Legal Counsel.

If evidence is uncovered showing possible dishonest ar fraudulent activities, the Internal Audit
Committee will:

1} Discuss the findings with management and the District Manager;

2) Advise management, if the case involves District staff members, to meet with the District
mannager (or hisiner designated representative) {o determine if disciplinary action should
be taken;

3) Report to the External Auditor such activities to assess the effect of the illegal activity on
the District's financial statements;

4) Coordinate with the District’s risk manager regarding notification to insurers and filing of in-
surance claims;

5) Take immediate action, after consuitation with the Legal Counsel, to prevent the theft, al-
teration, or destruction of evidence. Such action shall include, but is not limited to:

a) Removing relevant records and placing them in a secure location, or limiting ac-
cess to those records

b) Preventing the individual suspected of committing the fraud from having access to
the records.

8) In consultation with the District Legal Counsel and the local law enforcement agency, the
Internal Audit Committee may disciose particulars of the investigation with potential wit-
nesses if such disclosure would further the investigation.



7) If the internal Audit Committee is contacted by the media regarding an alleged fraud or au-
dit investigation, the Internal Audit Committee will refer the media fo the District Manager or
Board President, if the activity involves the District Manager.

8) Atthe conclusion of the investigation, the internal Audit Committee will document the re-
sults in a confidential memorandum report to the District Manager or the Board President
for action. If the report concludes that the allegations are founded and the District's
Legal Counsel has determined that a crime has occurred, the report will be forward-
ed to the appropriate law enforcement agency.

9) The Internal Audit Committee shall make recommendations to the appropriate depariment
as to the prevention of future similar occurrences.

10) Upon completion of the investigation, including ali legal and personnel actions; all records,
documents, and other evidentiary material, obtained from the department under investiga-
tion will be returned by the Internal Audit Committee to that department.

210613 Exceptions

There will be no exceptions to this policy unless provided and approved in writing by the District Manager or the
Board President and the District Legal Counsel. The Board of Directors reserves the right to amend, delete, or
revise this policy at any time by formal action of the Board of Directors.



POLICY TITLE: Budget Preparation
POLICY NUMBER: 2110

2110.1 An annual budget proposal shall be prepared by the District Manager.

2110.2 Before review by the Board of Directors, the Board's Finance Commitiee shall meet with the District
Manager to review his/her annual budget proposal.

21103 The proposed annual budget as reviewed and amended by the Finance Committee shall be reviewed
by the Board at its regutar meeting in May.

21104 The proposed annual budget as amended by the Board during its review shall be adopted at its regular
meeting in July.



POLICY TITLE: Credit Card Use
POLICY NUMBER: 2115

2115.1 Purpose: The purpose of this policy is to prescribe the internal controls for management of District credit
cards.

21152 Scope: This policy applies to all individuals who are authorized to use District credit cards and/or who
are responsible for managing credit card accounts and/for paying credit card bills.

2115.3 Implementation: A credit card shall be issued to the District Manager, Maintenance Manager and Senior
Program Director. Credit cards shall not be issued or used by members of the Board of Directors. Directors wil
use their personal credit cards for lawful expenses of the District and seek reimbursement on a form provided by
the District for that purpose.

a) Al credit card bifls shall be paid timely to avoid fate fees and finance charges.

b} Al credit card expenses shall be reasonable and necessary to the furtherance of District business. No
personal expenses shall be charged on a District credit card. If a transaction involves both personal and
District business, the employee shall pay for the transaction personally and request reimbursement by
the District of the appropriate portion of the expense.

c) Allcreditcard transactions shall have third-party documents (receipts) attached and the District purpose
annotated by the cardholder.

d) The Board of Directors shall review and approve credit card fransactions by the General Manager,
Maintenance Manager and Senior Program Director. The District Manager shall review and approve
credit-card transactions by the Maintenance Manager and Senior Program Director.,

e} Allrecords of the District involving credit card use, including receipts, invoices, and requests for reim-
bursement are disclosable public records to be maintained consistently with the District's records man-
agement policy.



POLICY TITLE: Expense Authorization
POLICY NUMBER:; 2125

21251 All purchases made for the District by staff shall be authorized by the District Manager }, and shall be in
conformance with the approved District budget.

2125.2 Any commitment of District funds for & purchase or expense greater than $20,000.00 [or other appro-
priate amount] shall first be submitted to the Board of Direciors for approval, or shall be in conformance with prior
Board action and/or authorizations.

2125.3 A'petty cash’ fund shall be maintained in the District office having a balance-on-hand maximum of
$100 .,

a} Petty cash may be advanced to District staff or Directors upon their request and the execution of a re-
ceipt for same, for the purpose of procuring #em(s} or service(s} appropriately relating to District busi-
ness. After said item(s) or service{s) have been obtained, a receipt for same shall be submitted fo the
District Manager and any remaining advanced funds shall be returned. The maximum petty cash ad-
vance shall be $56.00 [or other appropriate amount].

b} No personal checks shalf be cashed in the petty cash fund.

¢} The petty cash fund shall be inciuded in the District's annual independent accounting audit.

21254 Whenever employees or Diractors of the District incur "out-of-pocket” expenses for item(s) or service(s)
appropriately refating to District business as verified by valid receipts, said expended cash shall be reimbursed
upon In those instances when a receipt is not obtainable, the requested reimbursement shall be approved by the
District manager before remuneration. The District may establish a reimbursement request form and, if it does,
no reimbursement will be made without submission of a request on that form.

2125.5 Requests for reimbursement to the District must have a good faith basis. Submission of a request for a
reimbursement without such a basis shall subject the requestor to appropriate sanctions, up to and including
termination of empioyment and referral to an appropriate law enforcement agency for prosecution.



POLICY TITLE: Reserve Policy
POLICY NUMBER: 2150

2150.1 Purpose: The Corning Healthcare District shall maintain reserve funds from existing unrestricted funds
as designated by the District's Reserve Policy. This policy establishes the procedure and level of reserve funding
to achieve the fellowing specific goals;
a) Maintenance Fund replacement and major repairs for the District’s physical assets.
b) Technical Fund regular replacement of computer hardware and software.
¢) Grant Fund designated conservation projects/programs or other special uses not otherwise funded by
grants or requiring additional monetary support, such as capital improvements; |
d) Operational Reserves Fund Maintain minimat operational sustainability in petiods of economic uncer-
tainty.
The District shall account for reserves as required by Govemmental Accounting Standards Board Statement No.
54, which distinguishes reserves as among these ciasses: non-spendable, restricted, committed, assigned and
unassigned. The reserves stated by this policy, unless otherwise required by law, contract, or District policy shall
be deemed "assigned” reserves.

a) 2150.2 Policy: Use of District Reserves is limited to available “Unrestricted” Funds (not obi-
gated by faw, contract or agreement), including donations, interest earned, fees for service or other non-
grant earnings. All special use funds will be designated by formal action of the Board of Directors.

Maintenance Reserve Repair/Operations & Administrative Operations Reserve:

Facifity & Administrative Operations Reserves wilf accumulate from existing unrestricted funds at a rate
of 25,000 annually. The maximum amount of Facility & Administrative Operations Reserves will be
100,000. When the annual accumulation would increase the Reserve beyond 100,000 (equivalent of
three years of Operations Reserves), only the amount required to reach the maximum will be reserved.

b) Technology Reserve:

Technology Reserves will accumulate from existing unrestricted funds at a rate of $4,000 annually. The
maximum amount of Technology Reserves will be $10,000. When the annual accumulation wouid in-
crease the Reserve beyond$10,000, only the amount required to reach the maximum will be reserved.

¢) Grant Fund_Designated Project/Special Use Reserve:

Designated Project/Special Use Reserves will accumuiate from existing unresiricted funds at a rate of
12,000 annually The maximum amount of Designated Project/Special Use Reserve will be
$50,000When the annual accumulation would increase the Reserve beyond $50,000, only the amount
required to reach the maximum will be reserved.

d) Capitat Improvement Reserve: Senior Living Rehab Center Capital will accumulate from existing
unrestricted funds at a rate of 24,000 annually. The-maximum amount of Capitaf Improvement Re-
serves will be.$2,000,000 When the annual accumulation would increase the Reserve beyond
$2,000,0000, only the amount required to reach the maximum will be reserved.

e}-Operations & Administrative Operations Reserve:

Facility & Administrative Operations Reserves will accumulate from existing unrestricted funds at a rate
of [$260,000] annually. The maximum amount of Facility & Administrative Operations Reserves will be
[$780,000}. When the annual accumulation would increase the Reserve beyond [$780,000] (equivalent




of three years of Operations Reserves), only the amount required to reach the maximum will be re-
served:

(f} Total All Reserve Funds:

2150 4

The total amount of Reserves designated annually from all funds shalt be [$309,000] with a cumulative
accrual cap of {$2,000,000],

Using Reserve Funds:

Technology Reserve:

Technology Reserves will be used to purchase hardware and software in support of District operations,
with the intent of maintaining a modern technelogy for employees.

Capital Improvements Reserve Special Use Reserve:

Projects, programs or special uses will be identified by the District Manager and/for the Board of Direc-
tors and approved by the Board. Uses must further the mission of the District and will be evaluated for
designation according to value to the District and the people it serves.

Capital Improvements Reserves Maintenance shall be limited to costs related to making changes to im-
prove capital assets, increase their usefui life, or add to the value of these assets.
Operations/Repair & Administrative Operations Reserve:
Cperational Reserves shall be accrued to ensure three years of minimal facility and administrative func-
tions, at a rate of $260,000. Reserve funds shall be utilized to support:
1) Administrative operational functions, including minimal staffing levels and administrative/office
expenses;
2} facility operations;
3) facility repairs (distinguished from Capital Improvements and may include painting, caulking of
seams, roof repairs, HVAC repairs, patching of walls, etc.).

Monitoring Reserve Levels: The General Manager, in collaboration with the [pesition-title] Secre-

tary/Treasurer, shall perform a reserve status analysis annually, to be provided to the Board of Directors’ annual
deliberation/approval of Budget and Reserve Funds.

Additional information may be provided to the Board of Directors upon the occurrence of the foliowing events:

a)

b)

When a major change in conditions threatens the reserve levels established by this policy or calls into
question the effectiveness of this policy;
Upon District Manager andfor Board request,



POLICY TITLE: Disposal of Surplus Property or Equipment
POLICY NUMBER: 2200

2200.1

a) Old printers, computers etc are donated to school projects or non-for-profit organizations when possible
b) Burned out motors, saws, etc are taken apart, and disposed of in the trash or recycling. A log shali be
kept of date of purchase and replacement as welt as reason for destruction.

¢) Broken fumiture that is beyond repair may be set by the dumpster. if not taken, they will be placed in
dumpster before the next pickup date.

d} Balusters and electrical equipment shall be spray-painted, and wires cut so that they cannot be reused
then disposed of properly according to locat ordinances

2200.2 Sale of Real Estate:

a) Board takes action to declare property surplus and authorizes District staff to obtain appraisal.

b) Property is offered to public agencies at the appraised price. (State law requires that public agencies
have the opportunity to purchase property before advertisement to the generat public.)

c) If property is not purchased by a public agency, it is advertised in the newspaper with a request that
sealed bids be submitted to the District.

d) Board takes action at the next reguiar Board Meeting to accept or reject highest bid.

e} Bidders are notified of the Board's acticn.

2200.3 Conflicts of Interest: As required by Government Code section 1030, no officer or employee of the
District who plays any role in declaring District property surpius may bid on that property.



POLICY TITLE: Use/Rental of District Facility
POLICY NUMBER: 2210

2210.1 The District owns and operates varicus facilities to carry out its mission. The District has determined that
the public or other entities may be allowed to rent or use facilities that have been identified as appropriate for
suich use. The Board of Directors of the District reserve the right to limit or prohibit use of facilities as may be
necessary to meet district needs from time to fime. The District’'s procedure for use of facilities is as follows:

a) Organizations or individuals shall submit requests to the District’s District Manager in advance (30 cal-
endar days or more) for use of one or more faciliies. The request shall include the date(s), times and
proposed uses including information deemed pertinent by the District Manager to verify that the use is
acceptable. The District Manager will notify the applicant of approval or denial of the request within 15
days unless more information is required for a decision.

b) Organizations or individuals whose request is denied by the District Manager may request a hearing
with the District Board of Directors for reconsideration of their request. A hearing shalt be held within 30
days of receipt of such a request in writing outlining the reasons for the request and any expfanation of
the factors appealed by the applicant.

2210.2 The Board of Directors may establish a user fee and deposit fee schedule for various facilifies by resolu-
tion using criteria and costs bome by the District for operation and maintenance of such facilities. The user fee
may be adjusted from time to time o reflect changes in costs of use and maintenance of the facility.
a) District staff shail coliect a deposit and estimated use fee in advance of reserving a facility. The deposit
shall include a reasonable estimate of the clean-up and administrative time for handling the reservation.
The deposit may be refundable to the extent that clean-up costs are less than the deposit, minus the
administrative processing costs.

2210.3A priority schedule for use of facilities may be established using the following general criteria:
a} Use by the Registrar of Voters for elections;
b} Community activities which directly benefit the District or its customers;
¢} Public or non-profit organizations for non-political or non-commercial uses; and
d) Commercial or private uses related to heaith to the extent that other users have not expressed an inter-
est in use of the facility for that date at least 30 days in advance.

22104 Any organization or individual requesting use of District facilities shall be required to provide special fia-
bility insurance coverage, on a form acceptable fo the District, or compensate the District for special use insur-
ance coverage if deemed necessary by the District. If aicohol is to be served, an alcohal liability insurance rider
is required. Any organization or individual requesting use of District facilities shall execute a waiver of liability
form as deemed necessary by the District for each event in advance of final approval of the use of the facility.

22105 All requesting organizations will be required fo comply with Federal, State and local laws in the use of
District facilities. If special permits such as large gathering permits, fire or building code or use of alcohol permits
are required, any prefiminary approval of a use will be contingent upon satisfactory proof of compliance with all



permit requirements before a final approval will be issued. Failure to complete final permits requirements may be
grounds for rejection or revocation of use approval and grounds for denial of future use requests.



POLICY TITLE: Press Relations
POLICY NUMBER: 2405

24051 Purpose:
The purpose of this policy is to provide for an orderly presentation to the press of factual information about
District activities and Board action.

24052 Press Relations:

The District Manager is hereby designated as the official of the District to represent the District to the press.
Employees of the District shall refer all press inquiries to the District Manager. Board members and other District
officials are encouraged to refer press inquiries regarding District activities and Board actions to the District
Manager or the President of the Board. Individual Board members should take care not to represent their own
opinions as those of the Board or the District, even when those opinions coincide with formal Board action.

2405.3 Press Releases:

Press releases regarding the District shall be approved by the District Manager andfor the President of the
Board. Whenever possible, all members of the Board shall be given an opportunity o review proposed press
releases. Board members should take care not to comment on proposed press releases outside Board meetings
in a way that might constitute a serial meeting violation of the Brown Act. Thus, comments should be directed to
the President of the Board, the General Manager, or both, but not to other members of the Board.



POLICY TITLE: Public Complaints
POLICY NUMBER: 2410

2410.1 The Board of Directors desires that public complaints be resolved at the lowest possible administrative
level, and that the method for resolution of complaints be logical and systematic.

2410.2 A public complaint is an allegation by a member of the public of a viclation or misinterpretation of a Dis-
trict policy, State, or Federal law by an individual who has been adversely affected by that alleged violation or
misinterpretation.

2410.3Complaints shall be resolved as follows:
(a) An individual with a complaint shall first discuss the matter with the District Manager [or other re-
spensible employee] to resolve the matter informally i possible.
(b} If there is the smallest chance of legal action, the District Manager shall consult with the attorney for
the district
(¢ )Iif an individual filing a complaint is not satisfied with the disposition of the matter by the District
Manager he/she may request consideration by the Board of Directors by filing said request in writ-
ing within ter: (10) days of receiving the District Manager's decision. The Board may consider the
matter at its next regular meeting, call a special meeting, or dectine to consider the matter further.
in making a decision, the Board may conduct conferences, hear testimony, and review the materi-
als provided to the District Manager. The Board's final decision shall be memorialized in writing,
copied to the individual registering the complaint. The action of the Board, including an action to
decline fo consider a complaint, is the final action of the District, not subject to further internal ap-
peal.

24104 This policy is not intended to prohibit or deter a member of the community or a staff member from ap-
pearing before the Board to orally present testimony, a complaint, or a statement in regard fo actions of the
Board, District programs and services, or pending considerations of the Board as permitted by the Brown Act.
Nothing in this policy shall aiter the duties of District empioyees to protect the District's confidences and avoid
insubordination and as otherwise provided by law and District policy.



POLICY TITLE: District Web Page
POLICY NUMBER: 2420

Policy: ‘

2420.1 Itis District policy to control the content and accuracy of the information provided on the District's Web
page. All information will be directed to the District Manager acting in the capacity of the District Web manager.
Al information posted on the District website must be consistent with the District's mission and pubiic interest
and the District's social media policy.

Procedure:
2420.2 Any District Board Director, official or employee may request postings to the District Web page through
the District Manager or histher designated representative. Postings must be non-political in nature. The District
Manager who shall approve, modify, or deny the request. Postings shall be submitted in Word format as an e-
mail attachment unless only a hard copy is available. In either case, it is the submitter's responsibility to check
the item for accuracy both prior to submission and after posting to the Web page to insure no inadvertent errors
appear on the finat document. The submitter shall inspect the posted submission within 24 hours of posting.

a) The District Manager or his or her designee shall submit the approved request for inclusion on the web

page and, when necessary, to suggest alternative solutions.
b) The District Manager or his or her designee shall aiso manage removal of outdated postings.

2420.3 Privacy Policy.
Last Updated: [date]

The following privacy policy shall be posted to the District's website under a link on the home page.

The Corning Healthcare District is concemed about privacy issues and wants you to be familiar with how we
coflect, use and disclose information. We are pleased to provide this Privacy Policy to inform you of our practices
as information that we coliect through this website. Please note that this Privacy Policy applies only to our online
information-gathering and dissemination practices conducted in connection with this website, and does not apply
to any of our practices conducted offline. If you have any questions or comments about the Privacy Policy or cur
privacy practices, please contact us at Healthyreminders4u@gmail.com.

By accessing or using this website, you agree with all the terms of this Privacy Palicy, so please do not access
or use this website if you do not.

We may change this Privacy Policy at any time. Please take a look at the “Updated” legend at the fop of this
page to see when this Privacy Policy was last revised. Any changes to this Privacy Policy will become effective
when posted to this website. By accessing or using the website after any such changes, you accept the revised
Privacy Policy.

Personal Information We May Collect



We coliect two types of information through this website: Personal Information and Other Information. “Personal
Information” is information that identifies you or relates to you as an individual. “Other Information” is any
information that does not reveal your specific identity or does not directly refate to an individual. Other
Information is addressed below, under the heading “Other Information”.

We may collect Personal Information through the Sites such as:

Name

Email address

Mailing Address

Preferences for electronic or physical delivery of newsletters

We may use Personal Information:

to respond to your inguiries and fulfill your requests, such as to send you information, tc register you for
events, and to provide you District services.

to keep a record of your contact information and correspondence, if you contact us through this website
and to respond to you.

to send you administrative information, including information regarding the websites and changes to our
terms, conditions and policies.

to facilitate social sharing functionality.

for our internal business purposes, such as improving or modifying this website and operating and
expanding our services.

as we believe to be necessary or appropriate: (a) under applicable law, including laws outside your
country of residence; (b) to comply with legal process; (c) to respond to requests from pubtic or
government authorities, including public or government authorities outside your country of residence; (d)
to enforce our terms and conditions; (e) to protect our operations or those of any of our affiliates; (f) to
protect our rights, privacy, safety or property, or yours or others'; or (g) to pursue available remedies or
limit the damages that we may sustain.

How Personal Information May Be Disclosed:

to third-parties provide us services such as website hosting, data analysis, IT services and
infrastructure, customer service, email delivery, auditing and the like.

to a third party (whether affiliated or unaffiliated with us) upon any recrganization of the District or
fransfer or some of all of is services to another entity.

by you, on message boards, biogs and other services to which you are able to post information. Please
note that any information you post or disclose through these services will become public information,
and may be available to visitors fo this website and to the general public. We urge you to be thoughtful
when disclosing your Personal Information, or any other information, on this site.

to your friends associated with your social media account, to other website users as well as to your
social media account provider, in connection with your social sharing activity, such as if you connect
your sccial media account to your use of this website. By connecting your use of this website to your
social media account, you authorize us to share information with your social media account provider
and you understand that the use of the information we share will be governed by



the social media site’s privacy policy. If you do not want your Personai Information shared with other
users or with your social media account provider, please do not connect your social media account with
your use of this website and do not participate in social sharing on this website.,

as we believe to be necessary or appropriate: (a) under applicable law, including laws outside your
country of residence; {b) to comply with legal process; (¢} to respond to requests from pubiic or
government authorities, including public or government authorities outside your country of residence; {d)
to enforce our terms and conditions; (e) to protect our operations; {f) to protect our rights, privacy, safety
or property, or yours or others’; or (g) to allow us fo pursue available remedies or limit the damages that
we may sustain,

Other Information We May Collect;
“Other information” is any information that does not reveal your identity or relate to an individual, such as:

Browser information

Information collected through cookies, pixel tags and other technologies
Demographic information and Other information you provide
Aggregated information

Zip codes

How We May Collect Other Information:
We and our third-party service providers may collect Other Information in a variety of ways, including;

Through your browser: Most internet browsers fransmit certain information to websites that you visit,
such as your computer's type (Windows or Macintosh) and its Media Access Control (MAC) address
and screen resolution, and the type and version of your computer's Operating System and browser. We
use this information to ensure this website functions properly.

Using cookies: Cookies are text files, containing smail amounts of information, which are downloaded fo
your computer, or smartphone or other device by which you visit a website. Cockies allow us fo
recognize your browsing device to assist with your use of this website. This can include helping us
understand how this website is used, letting you navigate between pages efficiently, remembering your
preferences, and generally improving your browsing experience. Cookies can also help ensure
marketing you see online is more refevant to you and your interests, although we do not intentionally
use them for that purpose, our service providers may.

If you do not want information fo be collected through the use of cookies on your computer, most
browsers allow you to automatically deciine the transfer of cookies to your computer or other device, or
to be given the choice of declining or accepting a particular cookie (or cookies) from a particular
website. If cookies are disabled, however, some feafures of this wehsite may not operate as intended.
Information about procedures to disable cockies can be found on your Internet browser provider's
website.

Using applications: We may use applications, including mobile applications or widgets, to collect
information from you.

Using pixel tags and other similar technologies: Pixel tags (also known as web beacons and clear GIFs)
may be used in connection with some website pages and HTML-formatted email messages to, among
other things, track the actions of users of this website and email recipients, measure the success of
marketing campaigns and compile statistics about use of this website and response rates.

IP Address: Your “IP Address” is a number that is automaticafly assigned to your computer or other
web-browsing device by your Internet Service Provider (ISP). An IP Address is identified and logged
automatically in our server log files whenever a user visits this website, along with the time of visit and



the page(s) visited. Collecting {P Addresses is standard practice on the Intemet and many websites do it
automatically. We use IP Addresses for purposes such as measuring use of this website, helping
diagnose server problems and administering this website.,

e From you: We collect information when you provide it voluntarily, such as your company, title, interests
and preferred means of communication. Unless combined with Personal Information, such information
does not persenally identify you or any other user of this website.

» By aggregating information: Aggregated Personal Information does not personally identify you or any
other user of this website. For example, we may aggregate Personal information to calculate the
percentage of our users who have a particular telephone area code.

How We May Use and Disclose Other Information:

We may use and disclose Other Information for any purpose, except when applicable law requires to treat Other
Information as Personal Information. In those situations, we may use and disclose Other Information for the
purposes for which we use and disciose Personal Information.

In some instances, we may combine Other Information with Personal Information (such as combining your name
with your company and fitle). If we combine any Other information with Personal Information, we will treat the
combined information as Personal Information as long as it is so combined.

Third Party Sites:

This Privacy Policy does not address, and we are not responsible for, the privacy, information or other practices
of any third parties, including any third party operating any site to which this website contains a link. Please read
the terms, conditions and policies of third-party sites before accessing or using them. The inclusion of a link on
the Sites does notimply our endorsement of the linked site.

Security:

We use reasonable organizational, technicaf and administrative measures to protect Personal Information under
our control. Unfortunately, no data storage system or method of internet data transmission is perfectly secure.
Please do not send sensitive or confidential information to us by email or by any other means in connection with
this website. If you have reason to believe that your communications with us have been compromised in any
way, please immediately notify us of the problem by contacting us as provided in the “Contact Us" page of this
website.

Choices and Access:

Your choices regarding our use of your Personal Information for marketing purposes

You may opt-out of receiving these marketing-related emails by following the unsubscribe instructions in any
message we send you, by emailing us at [contact email address]. We strive to honor such request(s) as soon as
reasonably practicable.

How you can aceess, change or suppress your Personal Information:

You may request to review, correct, update, suppress or otherwise modify any Personal Information that you
have previously provided to us through this website, or object to our use of stich Personal information by
emailing us at [contact email address) or by other means as noted on the “Contact Us" portion of this website.
You may also oppose the processing or transferring of Personal Information to the extent the laws of your
country require, if you have a legitimate reason to do so.

In your request, please state what information you would like us to change, and whether you would like to have
your Personal Information removed from our database or otherwise let us know what limitations you would fike to



place on our use of your Personal Information. For your protection, we will only implement requests with respect
to the Personal information associated with the particular email address that you use to send us your request,
and we may need to verify your identity before doing so. We strive to comply with requests as soon as
reasonably practicable.

We may need fo retain certain information for recordkeeping purposes, and there may also be residual
information that will remain in our databases and other records. Such information will not be removed. We may,
from time to time, re-contact former users of this website. Finally, we are not responsible for removing
information from the databases of third parties (such as service providers) with whom we have shared your
Personal Information,

Retention Period:
We will retain your Personal Information as necessary to fulfill the purposes outlined in this Privacy Policy unless
alonger retention period is required or aflowed by law.

Use of Site by Minors:
The Sites is not directed to children under the age of 13 and we request they not provide Personal Information
through this website.

Cross-Border Transfer:

Your Personal Information may be stored and processed in any couniry in which we engage service providers,
and by using our Sites you consent to the transfer of information to countries outside of your country of
residence, including the United States, which may have different data protection rules than those in your country.

Sensitive Information:

We ask that you not send us, and you not disclose, any sensitive Personat Information (e.g., Social Security
numbers, credit card or other payment card information, information related to racial or ethnic origin, political
opinions, refigion or other beliefs, health, criminal background or trade union membership) on or through this
website or otherwise except as necessary to pay for District services.

Contacting Us:

If you have any questions about this Privacy Policy, please contact us by email at
Healthyremindersdu@gmail.com or by other means as noted on the “Contact Us” portion of this website.
Please note that email communications are not secure; accordingly, please do not include credit card
information or other sensitive or confidential information in your emails to us.



POLICY TITLE: Accommodations for Disability
POLICY NUMBER: 3100

3100.1  The employment related provisions of the Fair Employment and Housing Act (“FEHA") and the Ameri-
cans with Disabilities Act ("ADA”} apply fo all employees and job applicants sesking employment with the Dis-
trict. Under the ADA, a qualified individual with a disability is an individual who, with or without reasonabie ac-
commodation, ¢an perform the essential functions of the position in which the individuat is employed.

3100.2  The District will attempt to provide reasonabie accommodation for known physical or mental disabilities
if a job applicant or employee is otherwise qualified, unless undue hardship related to the necessity of business
operations would result, in accordance with federal or state law. An applicant or employee who reguires accom-
modation in order to perform the essential functions of the job should inform the District Manager, or his or her
supervisor, to request an evaluation of such an accommodation. Generally, an interactive process meeting wil
be scheduled to discuss the request, job duties and possibie accommodations.

Employee or applicant should contact his or her supervisor or the District Manager for further information.



POLICY TITLE: Demotion — Non-disciplinary
POLICY NUMBER: 3102

3102.1 The General Manager may demote an employee, with the written consent of the employee, to a
vacant position in lieu of layoff, provided the employee possesses the desired qualifications for the position to
which he/she is assigned.

3102.2 At least five working days before a non-disciplinary demotion becomes effective, written notice of
the action shall be provided to the employee and the payroll department.

3102.3 The General Manager shall provide the employee with written job duties within five working days of
starting the new position and a written performance review within six months. The employee shall be subject fo a
probationary period, generally a three-month period. In the event that the employee does not perform satisfacto-
rily within the probationary pericd, the General Manager shall have the discretion of extending the employee's
probationary period or terminating the employee.



POLICY TITLE: Disciplinary Action
POLICY NUMBER: 3104

31041 The District expects all of its employees to act in the best interest of the District and its customers
and residents, It is the responsibility of all employees to observe all rules, guidelines, and operating procedures
of the District. The District further expects that each of its employees will act in a polite and professional manner
when dealing with members of the public and other employees. These General Rules of Conduct, along with the
“xampies of Unacceptable Conduct” listed below, are not meant to be all-inclusive, but rather to provide llustra-
tions of acceptable conduct versus problematic conduct.

3104.2 Examples of Unacceptable Conduct. The following fist presents examples of some of the types of
unacceptable conduct that may result in disciplinary action, up fo and including immediate fermination. This list is
not an exhaustive list of what may result in discipline, up to and including immediate termination:
o Discourteous treatment of the public or fellow employees
Drinking of intoxicating beverages or use of illegal or nonprescribed drugs on the job, or arriving on the
job under the influence of such beverages or drugs;
Habitual absence or tardiness;
Abuse of sick leave;
Disorderly conduct;
Incompetence or inefficiency;
Being wasteful of material, property, or working time;
Violation of any lawful or reasonable regulation or order made and given by an employee's supervisor;
Neglect of duty;
Dishonesty or fraud;
Misuse of District property;
Willful disobedience;
Conduct unbecoming a District employee;
Violation of the District's Unlawful Harassment Policy;
Possession of firearms or dangerous weapons on District property;
Theft.

3104.3 Types of Disciplinary Action. Discipiinary action includes oral warning, written waming, discipfinary
probation, suspension, reduction in salary, demotion, or termination of employment.

310431 Oral Warning: Communication to an employee that his or her performance or behavior
must be improved and failure to do so may result in more serious discipline. An employ-
ee’s supervisor or the General Manager may note the date, time, and content of oral



3104.3.2

3104.33

310434

3104.3.5

3104.36

3104.3.7

reprimand, but no record of oral reprimand shall be placed in the employee’s personnei file
unless subsequent action is necessary.

Written Warning: A formal written notice to an employee that further disciplinary action will
be taken unless his or her performance or behavior improves. A copy of the wiitten repri-
mand is given to the employee and the original is filed in the employee’s personnel file.
The employee must acknowledge receipt of the written warning by signing the letter at the
time of presentation; this signature signifies only the receipt of the document, it does not
signify the employee’s agreement with the allegations.

Disciplinary Probation: This form of disciplinary action lasts for a specified period of fime
not to exceed six (6) months. Employees on disciplinary probation may be terminated for
failure to meet performance or behavior standards as provided by in the employee’s job
classification.

Suspension: The temporary removal of an employee from his or her duties without pay for
disciplinary purposes for up to thirty (30) working days. Employees suspended from his or
her employment with the District forfeit all righis, privileges, and salary with the exception of
group health and fife insurance benefits.

Redugction in Salary: A decrease in salary paid to an employee for a specified period of
time for disciplinary purposes.

Demotion: The removal of an employee from a position to another position carrying a fower
maximum rate of pay as a result of a disciplinary action.

Discharge: The removal of an employee from District services, as provided for in these
Guidelines.

3104.4  Disciplinary Notice/Appeal Procedure
This Section does not apply to probationary or temporary employees.

3104.41

Written Notice of Proposed Action

In the event the District imposes disciplinary action as described in sections 3104.3.3-3104.3.7 above,
the employee will be given a notice of the disciplinary action.

a) Notice of Disciplinary Action. Whenever a disciplinary action is to be taken against an employee,
the employee shall be notified in writing of the proposed disciplinary action to be taken. The notice
may be served tpon the employee, either personally or by certified mail and shall contain the fol-
lowing information;

1)

DB

A statement of the disciplinary action to be taken;

The effective date of the disciplinary action;

The reason or cause of the disciplinary action;

A summary of the facts upon which the charges are based;

Notice that the employee may inspect copies of all materials upon which the disciplinary
action is based; and

A statement notifying the employee that he or she has ten (10) business days in which to
respond orally or in writing regarding the proposed disciplinary action.



7) Notice that failure to respond at the time specified shall constitute a waiver of the right to
respond prior to final discipline being imposed.

b} Notice of Suspension. Prior to the imposition of discipline as described in sections 3104.3.3-
3104.3.7 above, a regular employee shall be provided a written notice or “Skelly letter” by the em-
ployee's supervisor or General Manager proposing to implement discipline which contains:

1) Nofice of the proposed action;

2) The reasons for the proposed action;

3} Acopy of the charges and any materials upon which the proposed action is based;

4) Notice that the employee is entitled to an opportunity to respond within five (5) working
days after the notice has been served upon employee to the charges orally or in writing, or
both, personally or with a representative who may be an attomey;

5) The date and time of the response or “Skelly” meeting, which shall be held according to
section 3102.4.2; and

6) Notice that if the employee fails fo attend the response meeting the employee shall be
deemed to have waived all rights to said meeting and from appeal to any action taken.

310442  Response Meeting/Skelly Hearing

No fess than ten (10) business days after the notice has been served upon employee, employee sha
have the opportunity to refute charges or present facis that may not be known at a “Skelly” Hearing. The
employee may respond orally or in writing, personally or with a representative. Neither party shall be en-
titled to call withesses or take testimony,

At the meeting, the General Manager may consider information contained in the charges and recom-
mendations, as well as information presented by the employee or his or her representative.

310443  Post-Skelly Final Notice

Within ten (10) days after the Skelly Hearing, the appropriate authority shall: 1) dismiss the notice and
fake no disciplinary action against the employee; 2) modify the intended disciplinary action; or 3) pre-
pare and serve upon the employee a final notice of disciplinary action.

The final notice of disciplinary action shall include the following:
1) The disciplinary action taken;
The effective date of the disciplinary action taken;
Specific charges upon which the action is based;
A summary of the facts upon which the charges are based;
The written materials, reports and documents upon which the disciplinary action is based;
and
6) The employee's right to appeal.

RSN AR

If an employee fails to respond to the notice for a Skelly Hearing, the General Manager shall notify the
employee in writing that his or her time to respond has expired and that the discipline shalf be imposed.

Disciplinary action other than a suspension, demotion or termination (i.e., written or oral reprimands)
shall not be subject to appeal. Disciplinary action consisting of a suspension, demotion or termination
may be appealed by regular employees pursuant to section 3104.4 4.

310444 Appeals of Disciplinary Action



Any regular employee shall have the right to appeal to the General Manager from any disciplinary action
taken by his or her supervisor following a Skelly Hearing. Such appeal shall be in writing and must be
filed with the General Manager within ten {10) business days after receipt of written notice of such disci-
pinary action. Failure to file an appeal within such period constitutes a waiver of right to appeal.

The General Manager shall conduct a hearing as provided above. Neither the provisions of this section
or this Chapter shall apply to reductions in force or reductions in pay, which are part of a general plan to
reduce or adjust salaries and wages. However, any reduction in pay is subject to the meet and confer
process pursuant to Government Code sections 3504.5 and 3505.

In the event the General Manager institutes the disciplinary action against an employee, he or she shali
be disqualified from presiding at the appeal hearing. In such case, the hearing officer will be appointed
by mutual agreement of the parties.

310445  Selection of Hearing officer for Appeal of Disciplinary Action

If the General Manager is disqualified, the appeal shall be heard by a hearing officer provided to the
District by a non-profit organization or governmental agency with whom the District has contracted to
conduct hearing pursuant to these Guidelines. No hearing officer shall be compensated or evaluated,
directly or indirectly, based upon the outcome of any hearing.

3104.46  Appeal Hearing

The General Manager, or the appointed hearing officer, shalt conduct an appeal within thirty (30) days
of receipt of employee’s request for appeal. The General Manager, or the appointed hearing officer,
may continue the hearing either for the convenience of the District or for good cause upon written appli-
cation of the appellant or District, for a period not to exceed an additional thirty (30) days from the re-
ceipt of the appeal. Written notice of the time and place of the hearing shall be conducted in accordance
with the provisions of section 11509 of the Government Code of the State of California, except that the
appeliant and other persons may be examined as provided in section 19580 of said Government Code,
and the parties may submit all proper and competent evidence against, or in support of the causes.

310447  Representation at Appea

Any District employee, other than those appointed to supervisory, management, and confidential classi-
fications, shall be permitted fo represent another District employee or group of District employees at the
hearing of the appeal. The appellant may appear in person or be represented by counsel,

310448  Notices to Witnesses: Cost
The General Manager shalt issue notice for the appearances of witnesses for the appellant upon his
written request and at his cost. The General Manager may require such cost to be prepaid.

3104.4.9  Failure of Employee to Appear at Appeal Hearing

Failure of the appellant to appear at the hearing, without the prior written approval of the hearing officer,
shall be deemed a withdrawal of his or her appeat and the action of the General Manager or supervisor
shalt be final.

3104410  Decision on the Appeal

The General Manager or appointed hearing officer shall render a written decision within thirty {30) days
after concluding the hearing. The General Manager's decision shall be final and conclusive, except
when an employee is suspended for more than three (3) days or discharged. A copy of such decision



shall be forwarded to the appellant. If the disciplinary action taken against the employee is reversed or
modified by the General Manager or an appointed hearing officer, the employee will be compensated
for the time lost, if any, that resulted from the reversed disciplinary action.

In cases involving suspending an employee for more than three (3) days or discharging an empioyee, a
copy of such decision shall be forwarded to the employee.



POLICY TITLE: Drug and Alcohol Testing
POLICY NUMBER: 3108

3108.1  Pre-Employment Drug Testing: As a part of the District's employment screening process, any applicant
to whom a conditional offer of employment is made must pass a test for controlled substances, per procedures
described below. The offer of employment is conditioned on a negative drug test result. Applicants wili be in-
formed of the District's drug testing policy in the employment application.

3108.2 Testing of Employees in Designated Safety-Sensitive Position: Employees in health and safety sensi-
tive positions, including, but not limited to, the following management and non-management positions: vehicle
and heavy machinery drivers with commercial licenses/operators, firefighiers, and utility crew members, will be
required to submit to random drug testing under the procedures described below. This testing shali occur at ran-
dom by an independent, third party drug testing company performing such testing. If an employee refuses to
cooperate with the administration of the drug test, the refusal will be handied in the same manner as a positive
test result.

3108.3 Reascnable Suspicion Testing: If an employee’s supervisor or manager has & verifiable and confirmed
reasonable suspicion by at least two {2) people, including any Board Members, who are qualified by having rea-
sonable suspicion training, that the employee is working in an impaired condition or otherwise engaging in con-
duct that violates these Guidelines, then the employee will be asked about any observed behavier or impaired
condition and offered an opportunity to give a reasonable explanation. If the employee is unable to explain the
behavior, he or she will be requested to take a drug test in accordance with the procedures described herein. If
the employee refuses to cooperate with the administration of the drug test, the refusal will be handled in the
same manner as a positive test result, which results in termination.

31084  On-the-Job Inquiry: Should an injury occur while working, a drug or aicohol test may be administered if
the injured employee's supervisor has a reasonable suspicion that an employee was injured due to drug or alco-
hol use.

31085 Procedures for Drug Testing: If employee is a member of a District-recognized collective bargaining
unit and is subject to a drug test based on reasonable suspicion, the District will meet and confer with the re-
spective collective bargaining group before testing.

The District will refer the applicant or employee to an independent, National Institute on Drug Abuse ("NIDA"),
certified medical clinic or laboratory, which will administer the test. The District may reguire drug testing for: A)
pre-employment testing, B) random testing, and C) reasonable suspicion testing. The District wili pay the cost of
the test. if the employee is determined by verifiable and confirmed reascnable suspicion observation as unable
to drive or impaired for driving, then a District supervisor or District Manager will transport the individual to a
medical facility for immediate testing or treatment.



The employee will have the opportunity to alert the clinic or faboratory personnel to any prescription or non-
prescription drugs that he or she has taken that may affect the outcome of the test. The clinic or laboratory will
handle the required testing. The District will have no control over the clinic or laboratory’s testing methods. The
clinic or laboratory will inform the District as fo whether or not the applicant passed or failed the drug test. if an
employee fails the test, he or she will be considered to be in viclation of these Guidelines and will be subject to
discipline accordingly.

3108.6  Acknowiedgment and Consent: Any employee subject to testing under this policy will be directed to
sign a form acknowledging the procedures governing testing and authorizing (1) the collection of a urine sample
for the purpose of determining the presence of alcohol or drugs, and (2) the release to the District of medical
information regarding the test results. Refusal to sign the authorization form or to submit to the drug test, will re-
sult in the revocation of an applicant's job offer, or will be considered the same as a positive test leading to ter-
mination.

3108.7  Confidentiality: Alt drug festing records will be treated as confidential.



POLICY TITLE: Employee Information/Emergency Data
POLICY NUMBER: 3110

3110.1 It shall be the policy of District to maintain accurate and vital perscnal contact information for each em-
ployee and Director of the District in case of need to contact them. All such information shall be maintained as
confidential to the extent allowed by law.

3110.2 1tis important that employees promptly notify District of any changes to their personal information in-
cluding:

e Name

o Home ang Malling Address

» Home and Cell Phone Telephone Numbers

» Number, Names, and Status of Spouse and Dependents, if employees dependents are covered by in-

surance

» Change of Emergency Contact Information

o Educational Accomplishments

» Benefit Plan Beneficiary

3110.3 Employees are responsible for notifying the District Manager in the event of a name, address or other
vital information change as required by this policy or any other District policy/procedure.

31104 The District shall not be responsible in the event of failure of an empioyee to provide this information in
a timely manner and a loss of benefits or services by the employee or dependents.

3110.5 Each employee is also responsible for providing the District with records concerning any ficenses or
certificates required in the performance of his or her job, as well as any documents showing that education or
training relevant to employment has been completed.

3110.6 Release of Information. Personnel records are considered confidential. Employees may examine their
own personnet records, except for letters of reference, by contacting the District Manager or his or her designee.
Employees may authorize the release of their own personnel records by executing a written request identifying
the records to be released and the person or entity to which they may be released. Ordinarily, no information on
past or present employees shall be provided by the District, other than employment dates and job title, unless
such requests for information are accompanied by a signed authorization by the employee to release the infor-
mation requested.



POLICY TITLE: Employee Status
POLICY NUMBER: 3116

3116.1 A "Regular Full-Time" employee is one who has been hired to fili a regular position in any job classifica-
tion. Regutar full-time employess are regularly scheduled to work at least forty (40) hours per week, are not tem-
porary employees, and who have successfully completed the probationary period.

3116.2 A "Probationary" employee is one who has been hired to fill a regular position in any job classification
and has less than three (3} continuous months of service with the District. Upon completion of three (3)) months
of continuous service with the District in said classification, and upon District Managers decision fo refain said
employee, said employee shalf be granted regutar employee status.

a) A probationary employee will receive not less than the minimum rate for the job and will be eligible for
sick leave pay, holiday pay, vacation pay, insurance coverage or items of a similar nature, as he or she
becomes eligible. A probationary employee will not be eligible for a leave of absence.

b} The District Manager, in conjunction with the employee’s supervisor, may elect o extend the probation-
ary period for any employee up to an additional three (3) months.

3116.3 A "Temporary' employee is one who is hired to work within any job classification, but whose position is
not regular in nature, A temporary employee shall not work more than one thousand (1,000) hours in a fiscal
year.

a) Employees hired fo replace a regular employee who is on a leave of absence shall be hired as tempo-
rary employees unless said leave of absence is in excess of one hundred eighty (180) days.

b) A temporary employee will receive not less than the minimum rate for the job, but will not be eligible for
sick leave pay, holiday pay, vacation pay, insurance coverage or items of a simitar nature, nor will he or
she accrue seniority or leave of absence rights. A temporary employee may take time off without pay
with the approval of his or her supervisor or the District Manager and shall be permitted to take time off
for District-recognized holidays without pay.

¢) Ifatemporary employee is reclassified to probationary or regular status, he or she will be credited with
all continuous service in determining eligibifity for such benefits that may accrue to him or her in his or
her new status.

31164 A “Part-Time" employee is one who is hired to work within any job classification but whose position is
not regular in nature.

31165  An “Exempt’ employee is an employee who is exempt from the minimum wage and overtime require-
ments of the Federal Fair Labor and Standard Act ("ELSA”). To be considered “exempt’, an empioyee must
work in a bona fide executive, administrative, or professional capacity and be paid on a salary basis as required
by the FLSA. These positions shall be so designated in the classification plan.



31166 A “Non-Exempt’ employee is an employes who is not a bona fide executive, administrative, or profes-
sionai employee as defined by the FLSA. Non-exempt employees can earn overtime pay in accordance with the
overtime requirements of the FLSA. Salary alone does not define exempt employees.



POLICY TITLE: Grievance Procedure
POLICY NUMBER: 3120

3120.1  This policy shall apply to all reguiar employees in all classifications.

3120.2  The purpose of this policy is to provide a procedure by which an employee may formally claim that he
or she has been affected by a violation, misapplication, or misinterpretation of a law, District policy, rule, regula-
tion, or instruction.

3120.3  Specifically excluded from the grievance procedure are subjects involving the amendment of state or
federal law, resolutions adopted by the District's Board of Directors, ordinances or minute orders, including deci-
sions regarding wages, hours, and terms and conditions of employment, and claims or complaints of alleged
discrimination or harassment.

31204  Grievance Procedure Steps.

312041  Level |, Prefiminary Informal Resolution. Any empioyee who believes he or she has a
grievance shall present the evidence thereof orally to his or her immediate supervisor within five (5)
working days after the employee knew, or reasonably should have known, of the circumstances which
form the basis for the alleged grievance. The immediate supervisor shall hold discussions and attempt
to resolve the matter within ten (10} working days after the discussions. it is the intent of this informal
meeting that at least one (1) personal conference be held between the employee and the immediate
supervisor. If the grievance is against the employee’s supervisor, the employee may skip Level | and
advance to Level Il, provided he or she complies with alf applicable time limits and other requirements
for Level |,

31204.2  Levelll, General Manager. If the grievance has not been resolved at Level |, the grievant
may present his or her grievance in writing on a form provided by the District (attached hereto as Ap-
pendix "A") to the General Manager within ten (10) working days after the occurrence of the act or
omission giving rise to the grievance.

3120.4.2.1 The statement shall include the following:
a) A concise statement of the grievance including specific reference to any law,
policy, rule, regulation, andfor instruction deemed to be violated, misapplied or misin-
terpreted:
b} The circumstances involved;
c) The decision rendered by the immediate supervisor at Level |, if any;



31205

3120.6

d) The dates when: (i) the grievance was first discussed with the immediate su-
pervisor; {ii} the Level | response was issued, and (iii) the employee submitted
the grievance to Level II; and

e) The specific remedy sought.

31204.22 The General Manager shali communicate his or her decision within ten (10)
calendar days after receiving the grievance. Decisions will be in writing setting forth the de-
cision and the reasons therefore and will be transmitted promptly fo alf parties in interest. if
the General Manager does not respond within the time limits, the grievant may appeal to
the next fevel. Time limits for appeal shall begin the day foliowing receipt of the Generaj
Manager’s written decision. Within the above time limits, either party may request a per-
sonal conference with the other.

312043 Level lll, Board of Directors’ Personnel Committee. In the event the grievant is not satisfied
with the decision at Level Il, the grievant may appeal the decision in writing on a form provided by the
District (attached hereto as Appendix "A") fo the District Board of Directors’ standing Personnel Com-
mittee within five (5) days. The statement shall include a copy of the original grievance; a copy of the
written decision by the General Manager, and a clear, concise statement of the reasons for the appeal
fo Level Iil.

31204.3.1 The Personnel Committee shali, as soon as possible, schedule a hearing in
closed session to formally receive the written grievance and the answers thereto at each
step and to hear evidence regarding the issue or issues. The Committee’s decision shall
be announced in open session immediately after the closed session in which it was made.

Basic Rules.

312051 If an employee does not present the grievance, or does not appeal the decision rendered
regarding the grievance within the time limits specified abave, the grievance shall be considered re-
solved,

312052 By agreement in writing, the parties may extend any and all time limitations specified
above.

312053  The General Manager may temporarily suspend grievance processing on a District-wide
basis in an emergency situation. Employees covered by this policy may appeal this decision to the
Board of Directors.

312054 A copy of all formal grievance decisions shall be placed in the employee's permanent per-
sonnel fite.

Expungement of Written Reprimands: A writen reprimand may be expunged upon sustained correc-
tive behavior, as determined by the General Manager, after a period of three (3) years from the date of
the reprimand. It is the responsibility of the employee to request that his or her personnel file be purged
of the written reprimand.



31206.1  The General Manager will consider the following factors in making his or her decision to
expunge a written reprimand:
a) whether the employee received further discipline of any kind;
b) employee's performance evaluation reviews are at least satisfactory in all categories; and
¢) thatonly one (1) expungement can occur during their employment with the District.



Appendix "A"
EMPLOYEE GRIEVANCE FORM
[DISTRICT NAME]

Employee's Name: Date:

Statement of grievance, including specific reference to any law, policy, rule, regulation andfor instruction deemed
to be violated, misapplied or misinterpreted:

Circumstances involved:

Decision rendered by the informal conference:

Specific remedy sought:



POLICY TiTLE: Hours of Work and Overtime
POLICY NUMBER: 3122

31221 This policy shall apply to all non-exempt employees.

31222 The regular hours of work each day shall be consecutive except for interruptions for meal periods and
breaks, or as otherwise approved by the District Manager in writing.

3122.3 A work week is defined to consist of seven (7) consecutive calendar days, Surday through Saturday,
and, except as otherwise provided herein, a basic work week is defined fo consist of five (5) consecutive work
days of eight (8) hours each, Monday through Friday. The regular work hours shall be 8:00 a.m. to 5:00 p.m.
with one {1) hour off for lunch. A majority of employees may request a change of regular work hours, for their
division, with the written consent of the District Manager, so that the regular work hours may be revised to ac-
commodate needs of the public, such as 7: 30 a.m. fo 4:30 p.m. with one (1) hour off for lunch.

Regular work hours may be modified as outiined in an applicable Memorandum of Understanding between the
District and a District-recognized bargaining unit.

31224 Overtime is defined as:
o Time worked in excess of forty (40} hours in & work week;
e Time worked in excess of eight (8) hours on a scheduled work day if a five (5} day, eight (8) hour per
day work week is in effect; or,
¢ Time worked in excess of scheduled hours on a scheduled work day if an alteative work day is in ef-
fect such as a four {4) day, ten (10) hour per day work week is in effect; or,
¢ Time worked on a designated holiday.

31225  Allovertime work shall be authorized in advance by the District Manager, or his or her designee, spe-
cifically vested with this authority. Employees working overtime without prior approval by the appropriate individ-
ual may be subject to discipline.

3122684  If an employee is not on-call and he or she is called back to work, the employee will re-
ceive one {1) hour of call back pay, which is one (1) hour of regular pay at straight time plus pay for his
or her hours worked (at straight pay or overtime rate depending on whether they have worked over forty
{40) howrs in the week).



POLICY TITLE: Payroll Deductions for Salaried Employees
POLICY NUMBER: 3128

3128.1 Employees paid on a “salary basis” regularly receive a predetermined amount of compensation each
pay period. Subject to the exceptions listed below, a salaried employee will receive his or her full salary for any
work week in which he or she performs any work, regardless of the number of days or hours worked. A salaried
employee may not be paid for any work week in which he or she performs no work, subject to the District's bene-
fits programs and policies.

3128.2 No deductions from salary may be made for time when work is not available, provided the salaried em-
ployee is ready, willing, and able to work. Deductions from pay are permissible when a sataried employee:

» is absent from work for one {1) or more full days for personat reasons other than sickness or disa-

bility;

» |s absent for one (1) or more full days due to sickness or disability if the deduction is made in ac-
cordance with a plan, policy, or practice of providing compensation for safary lost due to illness;
Is absent for military duty and performs no work during the time off;
Works less than a full week during the initiaf or final week of employment;
Violates safety rules of major significance; or
Violates written workplace conduct rules applicable to all employees and is suspended without pay
for one (1) or more full days.

3128.3 Itis Coming Healthcare District policy to comply with these salary basis requirements. Therefore, Corn-
ing Healthcare District prohibits all employees and managers from making any improper deductions from the
salaries of exempt employees Coming Healthcare District wants employees to be aware of this policy and know
that the district does not allow deductions that viclate Federal or State law.

$ & & »

31284 ifyou believe that an improper deduction from your salary has been made, you should immediately re-
port this information fo your direct supervisor.

31285 Reports of improper deductions will be investigated prompily. If it is determined that an improper deduc-
tion has occurred, you wili be promptly reimbursed for any improper deduction made.

3128.6 Every employee is required to submit a Form W-4 at the beginning of each year, if changes have oc-
cured, fo direct the payroll staff to make appropriate Federal and State income tax dedugctions.



POLICY TITLE: Performance Evaluation
POLICY NUMBER: 3130

3130.1 This policy shall apply to all employees.

3130.2 Inorder to provide employees with information concerning their employment progress and to identify
areas to improve job performance, the employee’s supervisor and District Manager will conduct formal written
employee evaluations at ieast once per year, preferably using the employee’s hire date anniversary is desired
for an annual evaluation.

Generally, employee evaluations may be performed at three (3) months andfor six {6) months after date of hire
and shall be performed near the end of the twelve (12) menth period. In the event than an employee’s supervisor
or the District Manager determines that a regular part-time or regular full-time employee’s job performance has
notimproved after receiving a written evaluation, the supervisor or the District Manager may elect to establish &
performance improvement pian {*PIP"), also known as a performance action plan to provide an employee the
opportunity to succeed while stifl being held accountable for past performance. A PIP shall be used fo address
either failures to meet specific job performance-related or behavior-related issues.

3130.3 Ratings: Performance evaluations shali be in writing on forms prescribed by the District Manager or his
or her designee. The evaluation shall provide recognition for effective performance and also identify areas that
need improvement. All evaluations will have an overalt evaluation of Unsatisfactory, Improvement Needed, Sat-
isfactory, Above Satisfactory, or Outstanding.
¢ Unsatisfactory Work is well below the standard expected of a competent worker in that job position,
a majority of the time. Unsatisfactory ratings must be substantiated in a written statement by the
evaluator.
s Improvement needed performance is frequentiy less than the standard expected of a competent
worker in that job position, and improvable with additional training, experience, or effort.
» Satisfactory Work performance consistently meets the standard expected of a competent worker in
that job position.
»  Above Satisfactory Work performance is generally above the standard expected of a competent
worker in that job positicn, a majority of the time.
» Outstanding Work performance is consistently and distinctly well above the standard expected of &
competent worker in that job position; performance is superior. Quistanding ratings must be sub-
stantiated in a written statement by the evaluator.



3130.4  Evaluation Procedure: The performance evaluation must be signed by the evaluator, as well as the
employee, and discussed with the employee. Unscheduled performance evaluations may be made at the discre-
tion of the District Manager or his or her designee. Performance evaluations can be appealed to the District
Manager as outiined in the Grievance Procedure of these Guidelines. Employee evaluation grievances will only
be considered by the General Manager, they will not be heard by the Board. The District Manager may only
modify employee evaluations if there is a compelling reason to do so.



POLICY TITLE: Recruitment and Hiring
POLICY NUMBER: 3134

Recruitment;

31341 Announcement; Ali recruitments for classification vacancies within the District shall be publicized by
such methods as the District Manager deems appropriate, consistent with District standards. Special recruiting
shall be conducted, if necessary, to ensure that all segments of the community are aware of the forthcoming
examination(s). Announcements shalt specify the fitle and compensation of the classification; the nature of the
work to be performed delineating the essential and marginal functions of the job; the minimum qualifications for
the classification; the manner of making application; the examination components; and other pertinent infor-
mation.

3134.2  Applications: Every applicant for examination shall file a formal, signed District employment application.
Other methods of acceptabie appiication due to an applicant's disahility will be considered. Application forms
shall require information covering fraining, experience, and other pertinent information as required by the District
Manager. The District Manager may also require applicants to submit additional job related information.

3134.3 Examinations: Examinations for the establishment of eligibility lists shall be competitive and by such
character shall test and determine the quaifications, fitness, and ability of applicants to perform the essential
functions of the classfications for which they seek appoiniment.

The examination may include an investigation of character, personality, education, experience, criminat history,
credit bureau, drug & aicohol and any tests of intelligence, capacity, technical knowledge, manuat skilt, or job-
refated physical fithess that the District Manager deems appropriate.

The District Manager shall designate the procedure, time, place, and type of examination, the conditions under

which it may be conducted, and the individual or competent agency who will conduct the examination. The Dis-
trict wili make every reasonable effort to accommodate disabied applicants in the administration of employment
tests in accordance with applicable law. Examinations may be promotional, open, or continuous as directed by

the District Manager. In making a decision regarding the type of examination, the District Manager will consider
the availability of qualified interested personnel in the District workforce, the possible Affirmative Action implica-

tions, and the need for expediency in filling the position.

3134.3.1  Open/Promotional Examinations: Any person who meets the requirements set forth in the
open/promotional examination announcement may compete in open/promotional examinations. The
District Manager may adopt and implement objective standards fo initially screen applications in order to
reduce the number of applicants to a manageable size.

313432  Promgctional Examinations: Regular and non-regular employees, except temporary em-



Hiring:

ployees, who meet the requirements set forth in the promotional examination announcement may com-
pete in a promoficnal examination announcement.

3134.44  Disqualification: At any pointin the recruitment and selection process, the District Manager
may refuse to declare an applicant an eligible candidate, or may withhotd or withdraw from certification,
prior to appointment by the District Manager, anyone who:
¢ Has failed to provide proof for any of the requirements established in the announcement
for the classification for which he or she applied;
e Has been convicted of a felony of such a nature as to have an adverse effect on the can-
didate's abiiity to perform the duties of the position;
» Has a history of dismissal from any position in public or private service for any cause which
would be a cause for dismissal from District employment;
¢ Has practiced or attempted to practice any deception or fraud in his or her application, ex-
amination, or in securing eligibility; or
» isotherwise not qualified for employment with the District.

31345 Decisions regarding employment are based upon an individual's qualifications for the applicable posi-
tion as described below,

313451 Vacancies: Employees of the District are encouraged to apply for any vacant positions for
which they are quaiified. The District awards vacant positions to the applicants who are best suied to
meet the needs of the District, regardless of whether the applicant is a current District employee or not.

If a vacancy is awarded to a current regular employee, that employee shall serve a three (3) month
probationary period in that position with continued benefits for health care, sick leave, vacation and
comp time-off. Within three (3) months of the move to the vacant position, the employee may retumn to
their previous position with written notice to and approvai by the District Manager, so long as the posi-
tion has not been filled.

313452  Selection of employees. All persons considered for employment with the District shall be
qualified to perform the duties of the position for which they are employed. Citizenship Verification: Al
employees must provide necessary documentation to prove identity and their right to work in the United
States in accordance with Federal and State Immigration and Naturalization laws. Failure to provide
such documentation will result in disqualification from selection or immediate termination.

3134.5.3  Probationary Period. The purpose of the probationary period is to give the District and the
new employee the opportunity to determine whether employment relationship suits both parties. New
full time employees may be eligible for health benefits under the Affordable Care Act after ninety (90}
days of employment, if not enrolied in the District's health care coverage. During the probationary peri-
od, the District evaluates the employee's job performance, and it is expected that the employee will use
this time period to determine whether the District employment is satisfactory to him or her. Generally,
employee evaluations may be performed at three (3) months and/or six {6} months after the date of hire
and shall be performed at the end of the twelve (12) menth period. The employee’s supervisor will con-
duct a written performance evaluation to ascertain the advisability of continued employment on a regu-
far basis. However, written evaluations may be done at any time during the probationary period if de-
termined to be necessary by the Supervisor or the Disfrict Manager.



Regardless of whether the supsrvisor completes a written performance evaluation, probationary em-
ployees are at-will and the District retains the right to terminate employment with or without cause, dur-
ing the probationary period, in accordance with California law. Similarly, the probationary employee can
end his or her employment at any time with at least two (2) weeks' written naotice.

New employees hired for regular positions serve a probationary period of three (3) months, commenc-
ing with their first day of employment. The District Manager, in conjunction with the employee's supervi-
sor, may extend the probationary period one or more times if it is determined that such an extension is
appropriate. The status of reguiar employment foliowing the probationary period shall only occur after a
successful evaluation has taken place, and only if confirmed in writing by the District Manager.



POLICY TITLE: Separation from District Employment
POLICY NUMBER: 3136

3136.1 Resignation: To leave District service in good standing, an employee must file a written notice of
resignation with the District Manager at least two (2) weeks before the effective date of separation of employ-
ment from the District. The District Manager may, however, grant good standing with less notice if he or she de-
termines the circumstances warrant. Resignations may not be withdrawn without the General Manager's ap-
proval.

3136.2 Layoffs: Whenever, in the judgment of the District Board of Directors, it becomes necessary, due to
the lack of work, lack of funds, or other economic reason, or because the necessity for a position no longer ex-
ists, the Board of Directors may abolish any position of employment, and the empioyee holding stich position
may be laid off or offered the option of moving to another position within the District, if a position is available and
if the empioyee is qualified without disciplinary action and without the right of appeal.

3136.2.1  Nofification: Employees to be laid off will be given, whenever possible, at least fourteen
calendar days prior notice, if possible.

3136.2.2  Order of Layoff: Employees are generally laid off in the inverse order of their seniority in
their classification in the department, although this order is subject to business needs. Seniority is de-
termined based upon date of hire in the department. Within each class, and subject to business needs,
employees will generally be laid off in the following order: temporary, part-ime, probationary, and regu-
far.

In cases where there are iwo (2) or more employees in the classification in the department from which
the layoff is to be made who have the same seniority date, such employees will be laid off on the basis
of the last evaluation rating in the class, providing such rating has been on file at least thirty (30) days
and no more than twelve (12) months prior to lay off, as follows: (1) ali employees having ratings of im-
provement needed;” (2} all employees having ratings of “‘competent,” (3) alt employees having rating of
‘outstanding.”

3136.2.3  Transfer in Lieu of Layoff: An employee affected by layoff may be transferred fo a vacant
position within the same or comparable classification, or a vacant position in any former classfication,
first within the affected department and then District-wide, which the employee once held as a regular
employee, provided that the employee mests the minimum qualifications of said positions and the com-
pensation is at the same or lower rate of pay.

3136.24  Re-employment Rights for Laid Off Employees: Regular employees who have been {aid off
shall be automatically pfaced on a re-employment list for two (2) years from the date of layoff for the
classification from which they were laid off.



3136.3 Dismissal of Regular Employees. A regular employee may be dismissed at any time by the District
Manager for cause and after foliowing the proper disciplinary termination procedures as outlined in the “Discipli-
nary Termination” section of these policies.

3136.3.1 A probationary employee may be terminated at any time during a prebationary period
without right of appeal or hearing. In case of such termination, the District Manager shall notify the pro-
bationary employee in writing that he or she is being separated from District service.

3136.3.2  Dismissal of the District Manager shall be as outlined in the employment agreement be-
tween the District Manager and the District.

31364 Exit Inferview: For the purpose of ascertaining potential eligibility for unemployment insurance
benefits, all employees separating from the District for any reason shali be given an interview prior fo termina-
tion. The interview shall be conducted by a representative of the District Manager and shall produce specific in-
formation as to the causes and reasons for the separation. The information shall be recorded on a standard form
provided by the District, which the employee shall be required to sign. A copy of the complete report shall be
transmitted to the employee’s immediate supervisor and District Manager for comment and be returned for re-
tention in the employee's personnel file.

3136.5 Property Return Agreement. Upon employment with the District, each employee may complete a
Property Return Agreement if they receive any District property. Property includes, but is not limited to, laptops,
cell phones, PDAs, equipment, keys, reports, proprietary information, and any other job refated materials. Al
District property must be refumned prior to depariure.

3136.6 Employment Reference Checks: All inquiries regarding a current or former District employee must
be referred to the District Manager. Should an employee receive a written request for a reference, he or she
must refer the request to the District Manager for handling. Employees may not issue a reference letter to any
current or former employee without the permission of the General Manager.

Under no circumstances should an employee release any information about a current or former employee over
the telephone. All telephone inquiries regarding any current or former employees of the District must be referred
to the District Manager.

In response to an outside request for information regarding a current or former District employee, the District
Manager will only verify an employee's name, date of employment, and job title. No other data regarding any
current or former District employee will be released unless the employee authorizes the District to release such
information in writing, or the District is required by law to furnish any information.

If, however, an employee is contacted to give a personal reference regarding a current or former District em-
ployee, he or she is permitted to do so and should emphasize to the inquirer that the reference is personal only
and not on behalf of the District. Failure to follow these directions may be cause for disciplinary action up to and
including termination.



POLICY TITLE: Unlawful Harassment
POLICY NUMBER: 3140

3140.1 Harassment and discrimination in employment on the basis of sex, race, color, national origin, ancestry,
citizenship, religion, age, physical or mental disability, medical condition, sexual orientation, gender identity or
gender expression, veteran sfatus, marital status, registered domestic partner status, genetic information, or any
other protected basis is prohibited by federal and state law. The District does not tolerate unlawful discrimination
or harassment in the workplace or in a work-related situation. Unlawfut discrimination and harassment is a viola-
tion of these Guidelines, Section 3140 shall also include and applied to members of the District Board of Direc-
tors inciuding the use of complaint procedures described herein.

3140.2 Unlawful harassment in employment may take many forms. Some examples include, but are not fimited

to:

L ]

Verbal conduct such as epithets, derogatory comments, slurs, or unwanted comments and jokes;
Visual conduct such as derogatory posters, cartoons, drawings, or gestures;

Physical conduct such as blocking normaf movement, restraining, touching, or otherwise physically
interfering with work of another individual;

Threatening or demanding that an individual submit to certain conduct or to perform certain actions
in order to keep or get a job, to avoid some other loss, or as a condition of job benefits, security, or
promotion; and

Retaliation by any of the above means for having reported harassment or discrimination, or having
assisted another employee to report harassment or discrimination,

3140.3 Sexual harassment under state and federal laws is defined as unwelcomed sexual advances, requests
for sexual favors, and other verbal or physical conduct of a sexual nature when:

Submission to such conduct is made either explicitiy or implicitly a term or condition of an individu-
al's employment;

Submission to or rejection of such conduct by an individual is used as the basis for employment
decisions affecting such individual;

Such conduct has the purpose or effect of substantially interfering with a person's work perfor-
mance or creating an intimidating, hostile or offensive work environment; or adversely affected the
employee’s performance, appraisal, assigned duties, or any other condition of employment or ca-
reer development; or

¢ Such conduct is offered in order fo receive special treatment or in exchange for or in consideration of

any personal action.

3140.4 Prohibited acts of sexual harassment can take a variety of forms ranging from unwanted verbal or



physical actions, subtle pressure for sexual activity to physical assauit. Sexual harassment conduct need not be
motivated by sexual desire. Examples of the kinds of conduct included in the definition of sexual harassment
are:

314041 Direct or indirect threats or suggestions of sexual relations or sexual contact which is not
freely or mutually agreeable fo both parties.

31404.2  Continual or repeated verbal abuses of a sexual nature including graphic commentaries on
the person's body; sexually suggestive objects or pictures placed in the work area that may embarrass
or offend the person, sexually degrading words to describe the person, or propositions of a sexual na-
ture.

3140.5 Abusive conduct or workplace bullying of the District's employees, by any person in or from the work
environment, is strictly prohibited. Abusive conduct or workplace bullying is the conduct of any employer or em-
ployee in the workplace, with malice, that a reasonable person would find hostile, offensive, and unrelated to an
empioyer's legitimate business interest. Abusive conduct or workplace bullying includes, but is not limited to:

» Repeated infliction of verbal abuse;

» Derogatory remarks, insults, epithets;

» Verbal or physical conduct that a reasonable person would find threatening, intimidating, or humili-

ating; or
» Gratuitous sabotage or undermining of a person’s work performance.

3140.6 Policy Publicizing. All employees shall be informed of the District's unlawful harassment policy and
complaint process prior to their need to know, and again when any complaint is filed. Also, said policy and com-
plaint process shall be readily available to all employees and members of the general public utilizing the District's
facilities and services.

314061 Al new employees shall be given a copy of the sexual harassment policy at the time of hir-
ing and said policy’s contents shall be discussed with said employee at that time by the division manag-
er within whose division they will be working.

31406.2  Anannual bulletin shall be prepared and distributed to all employees informing them of the
District's sexuat harassment policy.

3140.7 Complaint Process. Any employee who believes he or she is the victim of unlawful harassment, abusive
conduct, or discrimination on any prohibited basis, or who has observed such conduct, or believes he or she is
subject to retaliation {"Unlawful Harassment") may file a formal or informal confidential complaint without fear of
reprisal or embarrassment.

3140.71  Aninformal complaint is made verbally by the employee to the immediate supervisor, Alt-
hough filing the complaint with the immediate supervisor is preferred, the employee is free
to file a complaint with any supervisory employee.

3140.7.2  Aformal complaint is made in writing, using the “‘Employee Grievance Form," see "Appen-
dix A" in Policy #3120. Said form shouid be submitted by the employee to their immediate
supervisor. Although submitting the formal complaint with the immediate supervisor is pre-
ferred, the employee is free to submit a formal complaint with any supervisory empioyee,
or with the President of the Board of Directors, if the employee’s immediate supervisor is



the General Manager and the General Manager is unavailable or personally involved in
sai¢ complaint.

3140.8 Complaint Response Process. Any supervisory employee whe receives a formal or informal Unlawful
Harassment complaint shall at all times maintain the confidentiality of the plaintiff and shall personally deliver
said complaint immediately and directly to the division manager, or to the General Manager if the division man-
ager is unavailable or personally invoived in said complaint.

3140.8.1

314082

314083

3140.8.4

Within twenty-four (24) hours of the filing of a formal or informal compfaint, an investigation
shall be conducted by the manager of the division, in cooperation with the Personnel Man-
ager, within which the alleged Unlawful Harassment occurred. Said investigation shail be
conducted by the General Manager if the division manager is unavailable or personally in-
volved in said complaint.

A written record of any investigation of an alleged Unlawful Harassment shall be main-
tained. Findings will be sent fo the General Manager. The General Manager shall immedi-
ately inform, in total confidentiality, the Personnel Committee of the Board if one exists or
the entire Board of Directors.

All discussions resulting from said investigation shall be kept confidential by all informed of
said investigation.

The person initiating the complaint has the right to be accompanied by an advocate(s)
when discussing alleged incidents. Said person shall be advised of this right prior to the
commencement of such discussions.

3140.9 Disciplinary Procedures and Sanctions, Upon conciusion of the investigation of an alleged Uniawful
Harassment claim, appropriate action shall be taken by the General Manager against the harasser where Un-
lawful Harassment is found, including mandatory sexual harassment training to prevent future incidents. What-
ever punishment given to the harasser shall be made known to the victim of the Uniawful Harassment.

3140.9.1

Appropriate action shall be taken to remedy the victim's loss, if any, resuiting from the Un-

lawful Harassment. Making the employee whole may involve reinstatement, back pay, promotion, etc.

3140.9.2

Action taken to remedy a sexual harassment situation shall be done in a manner so as to

protect potential future victims. An employee involved in a confirmed incident shall be removed from su-
pervision of a person verified to have commitied a harassment activity,

3140.10 Retaliation. Retaliation against any individual for making a report, or for participating in an investigation,
under this policy is strictly prohibited. Individuals are protected by law and by District policy from retalia-
tion for opposing unlawful discriminatory practices, for filing an internal compiaint under this policy or
for filing a complaint with the DFEH or EEOC, or for otherwise participating in any proceedings con-
ducted by the District under this policy or by either of these agencies.



POLICY TITLE:  Whistleblowing Policy
POLICY NUMBER: 3142

3142.1 Itis the poiicy of Comning Healthcare District that its employees should be free to report violations of
law, abuse of authority, fraud, economic waste, or gross misconduct, incompetence or inefficiency without fear of
retatiation or retribution. This policy is based on a finding that the Coming Healthcare District best serves itself
and its membership when it can be candid and honest without reservation in conducting the business of the
Coming Healthcare District .

The Coming Healthcare District prohibits retaliation by employees, Board members or volunteers against any
staff member, Board member or volunteer for making good faith complaints, reports or inquiries regarding illega
or improper activities under this policy to the Coming Healthcare District or any law enforcement agency, or for
participating in a review or investigation of any such complaints under this policy. This protection extends to
those whose allegations are made in good faith, but prove to be mistaken. Thereserves the right to discipline
persons who make bad faith, knowingly false, or vexatious complaints or reports regarding alleged illegal or im-
proper activities, or who otherwise abuse this policy.

Therefore, the purpose of this policy is to: (1) encourage staff, Board members and volunteers fo report to the
Coming Healthcare District any credible information in their possession regarding illegal or improper activities
andfor retaliation as defined herein, including violations of the Coming Healthcare District policies, promptly to
those members of the Coming Healthcare District] specified in this policy; and (2) prohibit the Corning
Healthcare District Board of Directors, Chief Executive Officer {District Manager) and supervising employees
from retaliating against any employee who reports illegal or improper activities to the Coming Healthcare District
or law enforcement agencies as provided herein; and (3} specify a procedure by which information regarding
legal or improper activities of or retaliation by members of the Board of Directors or employees can be reported
to the Coming Healthcare District and investigated; and (4) provide a hearing process to any employee or Board
member who has filed a written complaint with the Coming Healthcare District alleging actual or attempted acts
of retaliation in response to having made a protected disclosure to the Coming Healthcare District or law en-

forcement protected by this policy.

31422 Definitions:

a) "lHegal Order" means a directive to violate or assist in violating a federal, state or local law, rule or regu-
lation, or an order to an employee to work or cause others to work in conditions outside of their scope of
duty that could unreascnably threaten the health and safety of employees or the public.

b) "lllegal or Improper Activity" means an activity by a member of the Board of Directors, an employee, or a
volunteer of the that is undertaken in the performance of that person's duties that is either: (1) a violation
of any state or federal law or regulation including, but not limited to, corruption, malfeasance, bribery,
theft of property, fraud, coercion, conversion, abuse of property or willful omission to perform a duty; or
(2) violates policies, is economically wasteful, or involves gross misconduct, incompetency, or ineffi-
ciency. lllegal or Improper Activity includes alleged financial, accounting or audit improprieties and al-
leged ethical violations by employees or Board members



¢} "Protected Disclosure"” means a good faith communication from an employee or Board member ef-the-
to the Board or law enforcement agencies that discloses information that may be evidence of lllegal or
Improper Activity.

d) "Retaliation" means an employee or director using or attempting to use his or her official authority or in-
fiuence over an employee to intimidate, threaten, or coerce any employee in order to interfere with the
rights of employees to freely report Hiegal or Improper Activity to the or a law enforcement agency. Re-
taliation includes, but is not limited fo, promising to confer, or conferring any beneftt; affecting or threat-
ening fo affect any reprisal; or taking or directing others {o take, recommend, or approve any personnel
action against an employee making a Protected Disclosure including, but not limited to, demotion, trans-
fer, assignment, performance evaluation, suspension, or other disciplinary action including termination.

31423 £ncouragement of reporting of iflegal or improper activity: Corning Healthcare District encourages
employees and members of the Board to file complaints or reports about llegal Orders or fflegal or Improper
Activity or alleged Retaliation with the General Manager. All such complaints shall include specific facts support-
ing any allegation of lllegal or Improper Activity, or Retaliation, as defined by this policy. Compiaints of lllegal or
Improper Activity or Retaliation may be made anonymously, but such anonymity may impede the ability of the
conduct a thorough investigation. If the District Manager is alleged to be involved in the complaint or report, then
such complaint shall be filed with the President of the Board of Directors. If the President of the Board is also
alleged fo be involved in the complaint, then the complaint or report shall be filed with the General Counsel

Other allegations with respect to which the Coming Healthcare District has existing complaint, grievance or ap-
peal procedures as specified in the policies should be addressed pursuant o those procedures, such as issues
of alleged discrimination or harassment which are processed by the human resources department.

This policy is not intended to provide a procedure for the filing of employee or Board member complaints regard-
ing any employment issues other than whistieblowing activities and protection of employees from Retaliation for
making Protected Disclosures.

31424 Investigations of Allegations of lllegal or Improper Activity: The District Manager may request that a
person submitting a complaint alleging lllegal or Improper Activity provide his or her name and contact infor-
mation and provide the names and contact information for any persons who could help substantiate the claim.
However, this information is not required in order to submit a complaint.

Upon receiving a complaint from any employee or member of the Board that an employee or Board member has
engaged in an lllegal or Improper Activity, the District Manager will conduct an investigation of the allegations in
the complaint. The identity of the person filing the complaint, or of any person providing information in confidence
regarding the facts in the complaint shall not be disclosed without the express permission of the person providing
the information. However, the District Manager may disclose the facts in the complaint to a law enforcement
agency in the event that an allegation of criminal conduct is contained in the complaint filed with the Coming
Healthcare District

The District Manager may request the assistance of Coming Healthcare District General Counsel and/or any
outside consultant for assistance in evaluating an allegation of lllegal or Improper Activity or conducting an inves-
tigation of lllegal or Improper Activity as authorized by this policy. The District Manager shall investigate the alle-
gations in the complaint and prepare a report of the results of the investigation within sixty (60) days of the date
of the complaint.

If, upon completion of the investigation, the District Manager finds that an employee or Board member may have
engaged or participated in an fllegal or Improper Activity, the District Manager shall make such findings in the
investigative report and include recommended actions to prevent the continuation or recurrence of the Hlegal or



Improper Activity and submit it to the attorney for the district. Such recommendations may include taking discipli-
nary action against those employees found to have violated this policy, which action may be taken by the Gen-
eral Manager. The investigative report may also recommend imposing sanctions, including loss of office, on
those Board members found to have violated this policy. In that event the report shall be filed with the attomey
for the district Executive Committee of the Board of Directors which shall comply with the policies of the Corning
Healthcare District in initiating discipline against a member of the Board of Directors. The Corning Healthcare
District shall keep confidential all investigation work product including the investigative report.

31425 Complaints of Retaliation and Investigation. An employee or volunteer who believes he or she has
been subjected to Retaliation as defined and prohibited by this policy shall file a written complaint with the Dis-
trict Manager which specifies the alleged retaliatory conduct and identifies the individuals allegedly engaged in
such conduct,

Upon receipt of the compiaint the District Manager shall commence an investigaticn of the allegations contained
in the complaint of Retaliation, which shall include interviews of the complainant and any potential witnesses.
The District Manager may utilize the services of the attorney for {Coming Healthcare and/for other consultants in
conducting such investigation and preparing an investigation report. A written investigation report regarding the
alleged Retaliation shall be completed within thirty (30) days of receipt of a complaint of Retaliation.

Based on the investigation, the District Manager shall make a determination as to whether Retaliation occurred
in violation of this policy and, if so, what steps should be taken fo remedy the situation. The General Manager's
decision shall be communicated to the complaining empioyee. In making his or her determination, if it is alleged
that improper disciplinary action was taken against the complaining employee in Retaliation for having made a
Protected Disclosure, the District Manager shall consider whether the taking or failing to take any personnel ac-
tion with respect o an empioyee who has complained of Retaliation is justified on the basis of evidence separate
and apart from the fact that the person has made a Protected Disclosure, such as inadequate job performance.
If the evidence in the investigation reveals that a Protected Disclosure was a contributing factor in the alleged
Retaliation against a former or current employee, the burden of proof shall be on the supervisor or other em-
ployee imposing the discipline to demonstrate by clear and convincing evidence that the alleged personnel ac-
tion would have occurred for legitimate, independent reasons even if the complaining employee had not en-
gaged in Protected Disclosures of lllegal or Improper Activity.

The investigation report of the alleged Retaliation prepared by the District Manager shall include a written deci-
sion as to whether this policy has been violated. If the investigation report concludes that this poficy has not been
violated and the complaining employee disagrees with the determination of the General Manager, the complain-
ing employee may appeal in writing the decision to the Executive Committee of the Board of Directors. That ap-
peal must be filed within ten {10) business days of receipt of the investigation report and decision of the General

Manager.

If an appeal is filed, the Executive Committee of the Board of Directors shall conduct a hearing of the complain-
ing employee's appeal with the attomey for the district present and hear and receive all evidence submitted by
the complaining employee. In hearing the appeal, the Executive Committee may take evidence, and hear testi-
mony from the complaining employee and other witnesses. The Executive Commitiee shall consider whether an
activity protected by this policy was a contributing factor in the alleged Retaliation against the complaining em-
ployee and if the alleged retaliatory action could have occurred for legitimate, independent business reasons
even if the complaining employee had not made Protected Disclosures. The Executive Committee with the add-
vicse of the attomey for the district shall render a final decision in writing to the complaining employee within thir-
ty (30) days after completing the hearing which concludes whether Retaliation prohibited by this policy has oc-
curred or not. If the Executive Committee finds that the provisions of this policy have been viclated, it shall order



that any personnel action taken against the complaining employee be reversed and that a memorandum be
placed in the employee's personnel file indicating the results of the decision of the Executive Committee of the
Board of Directors on appeal.

A complaining employee shall be required to exhaust his or her administrative remedies by filing an appeal with
the Executive Committee of the Board of Directors regarding any alleged violation of this policy before being
entitled to commence a civil action in the Superior Court.



POLICY TITLE: Dress Code & Personal Standards
POLICY NUMBER: 3200

Business Casual Attire (Monday through Thursday ): No exposed midriffs, low cut tops showing cleav-
age, tops with spaghetti straps, tube-tops, halter tops, sweats, short shorts, , flip flops, or other informal or inap-
propriate attire.



Business Attire (Board & Special Meetings): Generally will include suits, sport coats, dress shirt and tie
and dress slacks, dresses, skirts and blouses unless excused by the District Manger in advance.

Field Work Attire (All times): Field or facility work may require special uniforms or equipment. Employ-
ees shall consuit with a supervisor on requirements in advance. No personal hats or jackets, including with logos
or names on them other than the District, shali be allowed.

32004 Non-Compliance

Empioyees who are inappropriately dressed may be sent home and directed to return {o work in the proper at-
tire. Non-exempt employees wilf not be compensated for the time away from work. Employees who violate Corn-
ing Healthcare District dress code policy or grooming standards will be subject to corrective action and disciplinary
action, up to and including termination.



POLICY TITLE: Compensation
POLICY NUMBER: 3415

3415.1  This policy shall apply to all District employees.

3415.2 Compensation af Hiring.



POLICY TITLE: Educational Assistance
POLICY NUMBER: 3420

34201 Employees of the District are encouraged to pursue educational opportunities which are related to their
present work, which will prepare them for foreseeable future opportunities within the District, or which will pre-
pare them for future career advancement.

3420.2  The District wilt reimburse regular employees for approved courses of study on the following criteria:

a) Arefund of the entire cost of tuition and required class materials wili be made if the employee received
a grade of “B” or betier for the class.

b) Arefund of one-half (1) of the cost of tuition and required class materials will be made if the employee
received a grade of “C” for the class.

¢) Norefund wili be made to employees whe receive a grade below "C” for the class.

d} The total amount of reimbursement which will be paid fo an employee is limited to § in any cal-
endar year.

3420.3 To be eligible for reimbursement of course costs, the employee must receive advance approval for the
class{es) from the District. Requests for reimbursement should be submitted in writing. The employee will be
notified of final approval, or the reasons for disapproval. Those requests for reimbursement which are received
after the class begins will be eligible for only one-half {14) of the usual reimbursement.

34204 Upon completion of the class{es) the employee is responsible for sending copies of the grade slip(s)
and expense receipt(s) to the District Manager [or other responsible managing employee.

3420.5 Two types of classes are generally eligible for reimbursement per this policy:

a) Classes that are related to the employee's present work assignment or that may prepare him/her for fu-
ture foreseeabie opportunities within the District. Such classes may be taken individually and need not
be directed foward a degree or certificate.

b) Classes that are taken as part of the requirement for a degree or certificate. In this case the employee
must first have completed the equivalent of two (2) full years of coliege level study and have reached
the equivalent of the "junior” year of a four-year degree program.

34206 Only residence courses are approved for reimbursement. Correspondence courses are not reimburs-
able under this policy.



POLICY TITLE: Family and Medical Leave
POLICY NUMBER: 3425

3425.1

The purpose of this policy is to clarify how Corning Healthcare District wil implement the Family and

Medical Leave Act of 1993 (FMLA).

3425.2

Eligibility. To be eligible for leave under the FMLA, an employee must have: (1) been employed by

Corning Healthcare District for at least 12 months within a 5 year period,, which need not be consecutive; (2)
worked for [District] at least 1,250 hours during the 12 months immediately preceding the commencement of
leave; and, (3

34253
a)

Leave Benefit.

Eligible employees will be provided with up to 12 weeks of unpaid leave each year to care for a new-
born, adopted, or foster child or for a child, parent, or spouse with a serious health condition. In addition,
employees who are unable to perform the functions of their position because of a serious health condi-
tion wilt also be entitled to 12 weeks of unpaid leave. "Serious health condition" is defined as an illness,
injury, impairment, or physical or mental condition that entails

1) Inpatient care in a hospital, hospice, or residential medical care facility; or,

2) Continuing treatment by a health care provider.
To be eligibie for leave under the FMLA, the employee will first be required to use applicable accrued
paid leaves permitted by the District, including vacation leave and sick leave for the first part of the 12-
week statutory leave, Paid leave may not be added to the end of the 12 weeks of unpaid leave without
the District Manager's prior approval. If a husband and wife are both employed by [District], the total
number of workweeks of leave to which both may be entitled shall be limited to 12 weeks if leave is tak-
en for the birth, adoption, or foster placement of & child or for the purpose of caring for a seriously il
parent.
Employees on leave who were previously covered by [District]'s heaith benefit shall continue to be cov-
ered at the level and under the conditions that coverage would have been provided if the employee
were continuing to work.
At the end of the leave the employee will be reinstated to his/her previous position or to an equivalent
job with equivalent pay, benefits, and working conditions. However, the employee wilt not accrue senior-
ity or employment benefits during the leave period, [District] may also require the employee to obtain
medical certification that they are able to resume work.

Employee Obligations
If the event necessitating the leave is foreseeable, the empioyee must provide his or her division man-
ager with at least 30 days' prior written notice. However, if 30 days advance notice for foreseeable



leave is not practicable, the employee must provide the division manager with as much notice as practi-
cable.

Employees seeking leave on account of a serious health condition must provide the division manager
with medical certification regarding their condition. The District Manager may require employees to ob-
tain, at [District]'s expense, a second opinion. If the second opinion differs from the first, the District
Manager may require a third opinion from a mutually agreed on health care provider.

For most leaves, employees will not be permitted to take their leave intermittently or on a reduced-leave
schedule without the District Manager's approval. However, intermittent leave or a reduced-leave
schedule may, if medically necessary, be taken by the employee because of & serious health condition.
An employee who seeks intermittent ieave or leave on reduced-leave scheduie because of planned
medical treatment may be required to transfer temporarily to a different position, with equivalent working
conditions, that accommodates recurring periods of leave better than the employee's regular job.



POLICY TITLE: Holidays
POLICY NUMBER: 3430

34251 This policy shall apply to all employees.

34252 The following days shall be recognized and chserved as paid holidays:

HOLIDAYS AND HOLIDAY PAY

The employees shall receive the following scheduled hotidays off with pay:

1. January 1 New Years Day

2. January (3" Monday) Martin Luther King
3. February (3" Monday) President’s Day

4. May (last Monday) Memorial Day

5. July4 Independence Day
8. September (1° Monday) Labor Day

7. November 11 Veteran’s Day

8. November (last Thursday} Thanksgiving Day

9. November (last Friday) Post Thanksgiving Day
10. December 24 Christmas Eve Day

11. December 25 Christmas Day

34253  All regular work shall be suspended and employees shal: receive one-day's pay for each of the holi-
days listed above. A full-ime employee is eligible for any paid holiday if hefshe works the day before and the day
after said holiday. Eligibility is also granted if the employee was on vacation or had notified the [PERSONNEL
DIRECTOR or ather responsible managing employee} and received permission to be absent from work on that
specific day or days.

34254  Whenever a holiday falls on, a weekend the preceding Friday or the following Monday shall be ob-
served as the holiday

34255 When an employee is taking an authorized leave with pay when a holiday occurs, said holiday shall
not be charged against said leave with pay.

3425.6  required by law, if any non-exempt employee works on any of the holidays listed above, hefshe shall,
in addition to histher holiday pay, be paid for all hours worked at the rate of time and one-half (1%z) his’her regu-
far rate of pay, or as otherwise specified under Policy #3122, "Hours of Work and Overtime."



POLICY TiTLE: Sick Leave
POLICY NUMBER: 3460

3460.1  This policy shall apply to probationary and regular employees in all classifications.

3460.2  Sick ieave is defined as absence from work due fo illness, non-industrial injury, or quarantine due to
exposure to a contagious disease. In addition, dentist and doctor appointments and prescribed sickness preven-
tion measures shall be subject to sick leave provided prior notice is provided to the District Manager -

3460.3  Employees have 5 sick days per calendar year, beginning January 2 of each year.

34604  Each employee may use accrued sick feave, up to half the time accrued per calendar year, as kin care
leave, to care for sick immediate-family members. It is provided for those circumstances where the employee
must take time off to care for a sick family member, regardiess of the seriousness of the iliness. Employees
should ntify their supervisor to the extent feasible in order to avoid disruptions in work schedule as a result of
use of kin care time. Family members covered include parents, children and spouses and are defined as follows:

346041 A“child" means a biological, adopted or foster child, a stepchild, a legal ward or a child for
whom an employee has accepted the duties and responsibilities of raising, such as where a grandpareni raises
his/her grandchild.

3460.4.2 A “parent’ means a biclogical, foster or adoptive parent, a stepparent or legal guardian.
Mothers-in-law, fathers-in-law and grandparents are alsc considered “parents for purposes of this division.

3460.4.3  The term “spouse” is not defined in the legislation mandating kin care, but presumably ap-
plies only to an individual to whom the employee is legally married,

3460.5  In order fo receive compensation while on sick leave, the employee shall notify hisiher supervisor prior
to the time for beginning the regutar work day, or as soon thereafter as practical.



POLICY TITLE: Time Keeping/Time Records
POLICY NUMBER: 3465

3465.1  Itis the responsibility of every non-exempt employee fo accurately record time worked. Federal and
State laws require Coming Healthcare District to keep an accurate record of time worked in order to calculate
employee pay and benefits. Time worked is the time actually spent on the job performing assigned duties.

3465.2  Overtime compensation will be paid to qualified hourly employees and salaried exempt workers. Over-
time work must always be approved by a supervisor before it is performed. In accordance with Federal iaw,
Corning Healthcare District rounds this fime to the nearest one-quarter hour/fifteen minutes.

3465.3 Itis the employee’s responsibility to sign and submit on time histher time records certifying the accura-
cy of all time recorded for compensation.



POLICY TITLE: Time Off for Children - School Activities
POLICY NUMBER: 3470

3470.1  California Law allows a parent or guardian to take up to a total of 40 hours of time off each calendar
year (but no more than 8 hours in one month) withcut pay to participate in their children’s activities at school
{grades K through 12) or licensed child care provider. The absence is subject to all of the following conditions:

3470.1.1  Employees planning to take time off for school visitations must provide as much advance
notice as possible and all requests must be approved by the employee's supervisor;

3470.1.2  If both parents are employed by Coming Healthcare District the first employee to request
such leave will receive the time off, The other parent will receive the time off only if the leave is ap-
proved by his or her superviscr;

347013  Employees must use accrued vacation or compensating time off in order to receive com-
pensation for this time off;

3470.14 Employees who do not have accrued vacation time or compensatory time off available wil
take the time off without pay.

3470.2  Suspension

if an employee who is the parent or guardian of a child facing suspension from scheol is summoned o the
schaol fo discuss the matter, the employee should alert his or her supervisor as soon as possible before leaving
work, In compliance with California Labor Code Section 230.7, no discriminatory action will be taken against an
employee who takes time off for this purpose.

3470.2.1  Employees must use accrued vacation or compensating time off in order fo receive com-
pensation for this time off;



POLICY TITLE: Time Off to Vote
POLICY NUMBER: 3475

34751  Coming Healthcare District believes that it is the responsibility and duty of employees to exercise the
privilege of voting in federal, state or iocal governmental elections. In accordance with this phitosophy, the Corn-
ing Healthcare District will grant its employees advance arranged and approved time off to vote and for periods
of service as an election official.

3475.2  Allemployees should be able fo vote either before or after regularly assigned work hours. However,
when this is not possible due to work schedules, managers are authorized to grant a reasonable period of time,
up to three hours, during the work day to vote. Time off for voting should be coordinated to occur at the begin-
ning or end of a work shift where possible and reported and coded appropriaely on timekeeping records.



POLICY TITLE: Unauthorized Voluntary Absence
POLICY NUMBER: 3480

3480.1  Voluntary absence from work without permission for three (3) consecutive working days shall be con-
sidered an automatic resignation.

3480.1.1  After two consecutive days of voluntary absence from work without permission, the em-
ployee shall be notified in writing that the absence will be considered as resignation if it continues con-
secutively through the third working day. Said notice shall provide factual evidence that the employee’s
absence is voluntary and unauthorized and an invitation o the employee to present his/her version of
the "facts" at a meeting with the District Manager.

3480.1.1.1  Constructive resignation shall not be determined to have occurred until after the
employee has an opportunity to present hisier version of the "facts" at the meeting with the

District Manager.

3480.1.1.2  The fact-finding hearing shall be held within ten (10) days after the end of the
three (3} consecutive days of unauthorized voluntary absence.

3480.2 The District Managermay, prior to the informal fact-finding hearing, reinstate the employee who has
been voluntarily absent if the employee provides a satisfactory explanation. If the employee is reinstated after
providing a satisfactory explanation, back pay for the period of absence may be disallowed, including the em-
ployee's use of vacation or "comp” time to cover the period of absence.

3480.3  If the District Manager determines, as a result of the evidence presented at the fact-finding hearing,
that the employee was voluntarily absent without leave and did not have a satisfactory expianation, the empioy-
ee shall not be entitled to a post-severance evidentiary hearing and the employee’s resignation shall be consid-
ered to be effective at the end of the third consecutive day of his/ her unauthorized voluntary absence.



POLICY TITLE: Use of Make up Time
POLICY NUMBER: 3485

3485.1  Corning Healthcare District aliows the use of make up time when non-exempt empioyees need time off
to tend to personal obligations. Use of make up time is discreticnary and subject to preapproval by the District
Manager. Make up time worked will not be paid at an overtime rate.

3485.2  Subject to compliance with this policy, employees may take time off and then make up the time later in
the same workweek, or may work extra hours earlier in the workweek to make up for time that will be taken off
later in the workweek.

34853 Make up time requests must be submitted in writing to your supervisor, with your signature-er-the.
Requests will be considered for approval based on the legitimate business needs of Corning Healthcare District
at the time the request is submitted. A separate written request is required for each occasion the empioyee re-
quests make up time.

34854  If you request time off that you will make up later in the week, you must submit your request at least
24 hours in advance of the desired time off. If you request to work make up time first in order to take time off fater
in the week, you must submit your request at least 24 hours before working the make up time. Your make up
time request must be approved in writing before you take the requested time off or work make up time, whichev-
er s first.

34855 Al make up time must be worked in the same workweek as the time taken off. Corning Healthcare
District six-day workweek is Monday through Saturday. Employees may not work more than 40 hours in a work-
week as a resutt of making up time that was or wouid be lost due to a personal obligation.

J485.6  If you take time off and are unable to work the scheduled make up time for any reason, the hours
missed will normally be unpaid. However, your supervisor may arrange with you another day to make up the
time if possible, based on scheduling needs. If you work make up time in advance of time you plan to take off,
you must take that time off, even if you no fonger need the fime off for any reason.

3485.7 An employee’s use of make up time is completely voluntary and subject to the ability of the District to
accommodate the employee. Comning Heaithcare District does not encourage, discourage, or solicit the use of
make up time off.



POLICY TITLE: Vacations
POLICY NUMBER: 3490

3480.1 This policy shall apply to regular and probaticnary employees in all classifications.

3490.2 Paid vacations shall be accrued according to the following schedule on an annual basis:
\WACATION SCHEDULE

Employee shall be entitled to vacation with pay at the rate of;
Two {2) weeks After one (1) year of employment

Three (3) weeks After five {5) years of employment

When the total earned vacation reaches eight weeks, the employee must take a portion
or all of his or her vacation before any more vacation can be earned.

3490.3  Employees who have completed twelve months in reguiar status may take their vacation time all at
once, or gradually, with the prior written approval of their supervisor. No vacation may be taken until the employ-
ee has completed at least six twelve months in regular employee status unless approved by the District Manager
in writing.

34904 Vacation ime may be accumulated or postponed up to eight weeks. The total accu-
mulated vacation time shail not exceed eight weeks. When the total earned vacation reaches eight
weeks, the employee must take a portion or all of his or her vacation before any more vacation can
be earned.

3490.5 At termination of employment for any reason, the District shall compensate the employee for hisiher
accumulated vacation time at his/her straight time rate of pay at the time of termination.

3480.6  The District will not require an employee to take vacation time in lieu of sick leave during pericds of
iiness. However, the employee may elect to take vacation time in case of extended iliness where sick leave has
been fully used. The District will not consider granting a leave of absence for medical reasons until all accurnu-
lated sick leave and vacation time have been used.

3490.7  Ifaholiday falls on a workday during an employee's vacation period, that day shall be considered as a
paid holiday and net vacation time.

3490.8  Vacations may be scheduled at any time during the year upon written approval of the [PERSONNEL
DIRECTOR or other responsible managing employee).

3490.9 Vacations are provided by the District to employees as a period of exemption from work with pay for
the purpose of rest, refaxation and recreation. This respite is a benefit and is intended as an aid in maintaining



the long-term and consistent productivity and contentment of the employee. As such, pay in lieu of vacation time
away from work shail not be permitted except in situations of hardship



POLICY TITLE; Workers’ Compensation Leave [Not applicable to Sworn Public Safety Employees
Due to Labor Code Section 4850]
POLICY NUMBER: 3495

34951 If an employee is injured at work and is temporarily unable to perform his or her usual and customary
work, the employee will be allowed to take an unpaid leave of absence while receiving workers’ compensation
benefits. Certification from a recognized medical professional confirming the necessity of the leave must be pro-
vided to Coming Healthcare District within fourteen (14} days after the leave begins. The duration of the leave
will be determined on a case-by-case basis, considering both the injured empioyee's medical condition and
Corning Healthcare District's business needs.

3495.2  The employee may elect during such absence to apply sick leave on a prorated basis to such absence
and receive compensation in an amount equal to the difference between compensation received as reguiar sala-
ry and the amount received as Workers' Compensation benefits, not to exceed the amount of available accrued
sick leave. Similarly, the employee may elect to use any accrued paid leave time and accrued time off after the
sick feave is exhausted.

3495.3 The empioyee may return to work only after a recognized medical professional certifies that the em-
ployee is capable of resuming all of the essential functions of the employee's position. Corming Healthcare Dis-
frict may, in its discretion, provide modified or light duty work if the employee's release contains such limitation. If
the employee has been released without limitation, the employee will be offered the same position he or she
held previously, uniess the job no longer exists or has been filled so that Corning Healthcare District can operate
safely and efficiently or the employment relationship has otherwise been terminated.

34954  Workers' compensation leave will run concurrently with any family and medical leave. During the peri-
od of leave, Corming Healthcare District will continue payment of all premiums for empioyee benefit plans in
place at the time the leave begins. Corning Healthcare District will aiso continue the employer contribution for
employee benefit premiums, as if the employee were not in leave staius, for the duration of the teave. The em-
ployee must reimburse Corning Heatthcare District for any portion of benefits they would have paid through pay-
rolt deduction. Such reimbursement must be received by Corning Healthcare District within 30 days of the date
of the invoice or written notification. If Corning Healthcare District does not receive the reimbursement from the
employee within 30 days, Coming Healthcare District can cancel any policies and/or plans for which they have
not been reimbursed.



POLICY TITLE: Health and Welfare Benefits
POLICY NUMBER: 3505

3505.1 Medical Expense Insurance. Health and dental insurance to cover non-occupational injuries and sick-
ness for probationary and fuli-time employees in all job classifications, and their dependents, shall be provided by
the District. The scope of coverage and the portion of premiums to be paid by the District is subject to periodic
review and revision by the Board of Directors.

35052 Workers' Compensation Insurance. All District employees will be insured against injuries received while
on the job as required by State law,



POLICY TITLE: Hiness and Injury Prevention Program
POLICY NUMBER: 3510

3510.1 Program Goal and Outline.

The goal of the District is to provide safe and healthful working conditions for all of its employees. Therefore, the
District will maintain a safety and health program conforming fo the best practices of agencies of this type. The
District's safety and health program will include:

3510.1.1  Providing mechanical and physical safeguards to the maximum extent possible.
3510.1.2  Conducting a program of safety and health inspections to find and eliminate unsafe work-
ing conditions or practices, o control health hazards, and fo comply fully with the safety and health
standards and law for every job.

3510.1.3  Training all employees in good safety and health practices.

351014 Providing necessary personal protective equipment, and instructions for use and care.

3510.1.5  Developing and enforcing safety and health rules, and requiring that employees cooperate
with these rules as a condition of employment.

3510.1.6  Investigating promptly and thoroughly, every accident to determine its cause and correct
the problem so it will not happen again.

3510.1.7  Developing a system of recognition and awards for outstanding safety service and/or per-
formance.

3510.2 Program Responsibility.
Although the District recognizes that the responsibiiity for safety and health is shared, the District Manager [or
other responsible managing employee] shall be responsible and have full authority for implementing this policy

and the District's Injury and lliness Prevention Program.

3510.2.1  The District accepts responsibilify for leadership of the safety and health program, for its
effectiveness and improvements, and for providing the safeguards required fo ensure safe conditions.



3510.2.2  Superviscry personnet are responsible for developing proper attitudes toward safety and
health for themselves and in those they supervise, and for ensuring that all operations are performed
with the utmost regard for the safety and health of all personnel involved, including themseives.

351023 No employee will be required to work at a job he/she knows is not safe or healthful. Em-
ployees are responsible for wholehearted, genuine operation of alt aspects of the safety and health
program -including compliance with all rules and regulations - and for continuously practicing safety
while performing their duties. Any employee found not practicing safety while performing their duties
will be subject to appropriate discipline.

3510.3 Injury and {liness Records.

The District's record keeping system for its Injury and lliness Prevention Program shall conform o Cal/OSHA
standards. Records shall be used to measure and evaluate the success of said program.

3510.3.1  Areport shall be obtained ory every injury or illness requiring medical treatment. (See also
Section 3510.8.)

3510.3.2 Each injury or dlness shali be recorded on the "Cal/lOSHA Log and Summary of Occupa-
tional Injuries and llinesses," CallOSHA Form 200, according to its insiructions.

3510.3.3 A supplementary record of the occupational injuries and illnesses shall be prepared on
OSHA Form 5020, "Employer's Report of Injury or liness," with the same information as in 3510.32,
above.

3510.34  Annually, the summary CallOSHA Form 200 shall be prepared and posted no fater than
February 1in a place easily observable by employees. Said form shalf remain posted until March 1.

3510.35  All records specified in this section shalf be maintained in the District's files for a minimum
of five years after their preparation.

3510.4 Documentation of Activities.

Records shall be maintained of steps taken to establish and maintain the District's Injury and lllness Prevention
Program. They shali include:

3510.4.1  Records of scheduled and periodic inspections as required by CalflOSHA [California Code
of Regulations, Title 8, Chapter 4] to identify unsafe conditions and work practices. The documentation
must include the name of the person(s} conducting the inspecticn, the unsafe conditions and work
practices identified, and the action taken fo correct the unsafe conditions and work practices.. The rec-
ords are to be maintained for at least three (3} years.

35104.2  Documentation of safety and health training required by Cal/lOSHA [California Code of
Regulations, Title 8, Chapter 4] for each employee. The documentation must specifically inciude em-
ployee name or cther identifier, fraining dates, type(s) of training and the name of the training provider.
These records must also be kept for at least three years.

3510.5 Program Communication System.



Readily understandable communication shall be maintained with all affected employees on matters relating to
occupational safety and health, including provisions designed to encourage employees to inform the District of

| hazards at the worksite without fear of reprisal. Communications with employees shall include meetings, training
programs, posted written information, and a system of anonymous notification by employees about hazards.

3510.5.1  Written communications to employees shall be in a language they can understand. If an
employee cannot read in any language, said communication shali be made orally in a language hefshe
can readily understand.

351052 The District's Code of Safe Practices, below, shall be posted at a conspicuous location in
the District's maintenance office, and shall be provided to each supervisory employee who shalt keep it
readily available.

3510.5.3 Periodic meetings (at least one per quarter) of supervisory employees shall be held under
the direction of the District Manager for the discussion of safety problems and accidents that have oc-
curred. Documentation of these meetings shall be maintained for three years.

3510.5.4  Supervisory employees shalf conduct "toolbox” or "tailgate” safety meetings, or equivalent,
with their crew(s) at least every ten working days to emphasize safety. Documentation of these meet-
I ings shall be maintained for three years.

351055  General employee meetings shall be conducted (at least one per quarter) at which safety
l is freely and openly discussed by those present. Such meetings should be regular, scheduled, and
announced to all employees so that maximum employee attendance can be achieved. Documentation
| of these meeting shall be maintained for three years. Discussions af these meetings should concen-
trate on:

35105.5.1 Ocecupational accident and injury history within the District, with possible com-
parisons to other similar agencies.

35105.5.2 Feedback from employees.
351055.3

351056  Training programs shall be conducted when new equipment, machinery or tools are pur-
chased. Employees shalf be instructed in the safe operation of said equipment, machinery or tools.
Documentation of training programs shalt be maintained for three years.

3510.5.6.1 New employees shali be trained by their supervisor in the safe operation of
the equipment, machinery and tools with which they will be working prior to being allowed
to work independently. Documentation of new employee fraining shall be maintained for
three years.

351057 Posters and bulletins relating to and encouraging safe and healthy practices shail be post-
ed on a rotationat basis at a conspicuous location in the District's maintenance office.

351058 News articles and publications devoted to safety shalt be distributed to employees. This
l policy shall also be distributed fo all employees upon its adoption, to all new employees at the time of
their hiring, and annually thereafter.



|

|

35106 Hazard Assessment and Control.

Periodic safety inspections shall be conducied to identify existing hazards in the workplace, or conditions,
equipment and procedures that could be potentially hazardous. The inspections shall be conducted by person-
nel who, through experience or training, are able to identify actual and potential hazards and who understand
safe work practices.

3510.6.1  Safety inspectors will observe if safe work practices are being followed and will ensure that
unsafe conditions or procedures are identified and corrected properly.

3510.8.2 Safety inspections will be conducted at least annually. The frequency of the inspecticns wil
depend on the operations involved, the magnitude of the hazards, the proficiency of employees,
changes in equipment or work processes, and the history of workplace injuries and iinesses.

3561063 A written assessment shall be prepared after said inspections which will document identi-
fied hazards and prescribe procedures for the elimination of same, and measures that can be taken fo
prevent their recurrence.

3510.6.4  The District Manager will review written inspection reports andfor assessments and wilt
assist in prioritizing actions and verify completion of previous corrective actions. He/she shall also re-
view the overall inspection program to determine trends.

3510.7  Accident Investigation.

All accidents shall be thoroughly and properly investigated with the primary focus of understanding why the acci-
dent or near-miss occurred and what actions can be taken to preclude recurrence. A written report of said inves-
tigation shall be prepared which adequately identifies the cause(s) of the accident or near-miss occurrence.

3510.7.1  The investigation must obtain all the facts surrounding the occurrence: what caused the
situation to occur; who was involved; was/were the employee(s) qualified to perform the functions in-
volved in the accident or near-miss; were they properly trained; were proper operating procedures es-
tablished for the task involved; were procedures followed, and if not, why not; where else this or a simi-
lar situation might exist, and how it can be corrected.

3510.7.2  The accident investigator must determine which aspects of the operation or process re-
quire additional attention (what type of constructive action can eliminate the cause(s) of the accident or
near-miss}.

3510.7.3  Actions already taken to reduce or eliminate the exposures being investigated should be
noted, along with those remaining to be addressed.

3510.74  Any interim or temporary precautions should also be noted. Any pending corrective action
and reason for delaying its implementation should be identified.

3510.7.5  Corrective action should be identified in terms of not only how it will prevent a recurrence of
the accident or near-miss, but also how it will improve the overall operation. The solution should be a
means of achieving not only accident control, but also total operation control.



3510.8

General

Code of Safe Practices.

3510.8.1  All employees shall foliow these safe practices rules, render every possible aid o safe op-
erations, and report alt unsafe conditions or practices to

3510.82 Supervising employees shalt insist on employees observing and obeying every rule, regu-
lation, and order as is necessary to the safe conduct of the work, and shall take such action as neces-
sary o obtain cbservance.

3510.8.3  Anyone known to be under the influence of drugs or intoxicating substances which impair
the employee's ability to safely perform the assigned duties shall not be allowed on the job white in that
condition, and will be subject to the discipiine specified in Policy #2190.

351084  Horseplay, scuffling, and other acts which tend to have an adverse influence on the safety
or well-being of the employees shall be prohibited.

351085 Work shall be well planned and supervised to prevent injuries in the handling of materials
and in working fogether with equipment.

3510.8.6 No one shall knowingly be permitted or required to work while the employee's ability or
alertness is so impaired by fatigue, iliness, or other causes that it might unnecessarily expose the em-
ployee or others to injury.

3510.8.7  Employees shall not enfer manholes, underground vauits, chambers or other similar plac-
es that receive litfle ventilation, unless it has been determined that it is safe to enter.

351088 Employees shall be instructed to ensure that all guards and other protective devices are in
proper places and adjusted, and shalf report deficiencies promptly to the Foreman or Field Operations
Supervisor [or other responsible managing employes).

3510.8.11 Al injuries shall be reported promptly o District [or other responsible managing employee]
so that arrangements can be made for medical or first aid treatment.

3510.8.12 When lifting heavy objects, the farge muscles of the leg instead of the smalier muscles of
the back shall be used.

3510813 Materials, tools, or other objects shall not be thrown from buildings or structures until prop-
er precautions are taken to protect others from the falling objects.

3510.8.14 Employees shall cleanse thoroughly after handling hazardous or unhealthy substances,
and follow special instructions from authorized sources.

3510.8.15 Work shall be so arranged that employees are able {o face a ladder and use both hands
while climbing.



3510.8.16 Gasoline shall not be used for cleaning purposes.

3510.8.17 No burning, welding, or other source of ignition shall be applied to any enclosed tank or
vessel, even if there are some openings, until it has first been determined that no possibility of explo-
sion exists, and authority for the work is obtained from the Maintenance Supervisor [or other responsi-
ble managing employee].

3510.8.18 Any damage to scaffolds, falsework, shoring or other supporting structures snall be imme-
diately reported to Maintenance Manager [or other responsible managing employee].

Use of Tools and Equipment
3510.8.19 All tcols and equipment shall be maintained in good condition.
3510.8.20 Damaged tools or equipment shalf be removed from service and tagged "DEFECTIVE."
35610.8.21 Pipe or Stillson wrenches shall not be used as substitute for other wrenches.
3510.8.22 Only appropriate tocls shall be used for the job.
3510.8.23 Wrenches shall not be altered by the additicn of handle-extensions or "cheaters.”
3510.8.24 Files shall be equipped with handies and not used to punch or pry.
3510.8.25 Screwdrivers shall not be used as chisels.
3510.8.26 Wheelbarrows shall not be used with handles in an upright position.

3510.8.27 Portable electric tocls shall not be lified or lowered by means of the power cord. Ropes
shall be used for this purpose.

3510.8.28 Inlocations where the use of & portable power tool is difficult, the tool shall be supported by
means of a rope or similar support of adequate strength.

Machinery and Vehicles
3510.8.29 Only authorized persons shalf operate machinery or equipment.

35610.8.30 Loose or frayed clothing, or long hair, dangling ties, finger rings, etc., shali not be worn
around moving machinery or other sources of entanglement.

3510.8.31 Machinery shall not be serviced, repaired or adjusted while in operation, nor shall oiling of
moving parts be attempted, except on equipment that is designed or fitted with safeguards to protect
the person performing the work.

3510.8.32 Where appropriate, lock-out procedures shall be used.



3510.8.33 Employees shall not work under vehicles supported by jacks or chain hoists, without pro-
tective blocking that will prevent injury i jacks or heists should fail.

3510.8.34 Air hoses shall not be disconnected at compressors until hose line has been bled.

3510.8.35 Ali excavations shall be visually inspected before backfiling, to ensure that it is safe to
backfil.

3510.8.36 Excavating equipment shall not be operated near tops of cuts, banks, and cliffs if employ-
ees are working below.

3510.8.37 Tractors, backhoes and other similar equipment shall not operate where there is possibiiity
of overturning in dangerous areas like edges of deep filis, cut banks, and steep slopes.



POLICY TITLE: Substance Abuse
POLICY NUMBER: 3520

35620.1  Policy Statement: The purpose of this policy is to assure worker fitness for duty and to protect District
employees and the public from risks posed by the use of alcohol and controfled substances. This policy is aiso
intended to comply with all applicable Federal regulations goveming workplace anti-drug programs in the frans-
portation industry. The Federal Highway Administration (FHWA) of the Department of Transportation (DOT) has
enacted 49 CFR Part 382 that mandate urine drug testing and breathalyzer alcohol testing for safety-sensitive
positions and prevents performance of safety-sensitive functions when there is a positive test result. The De-
partment of Transportation has also enacted 49 DFR Part 40 that sefs standards for the collection and testing of
urine and breath specimens. In addition, the Department of Transpertation has enacted 49 CFR Part 29, “The
Drug-Free Workpface Act of 1988," which requires the establishment of drug free workplace policies and the
reporting of certain drug-related offenses to the Department of Transportation. This policy incorporates those
requirements of safety-sensitive employees and others when so nofed.

Coming Healthcare District recognizes that the use of alcohol andfor controlled substances in the
workplace is not conducive to safe working conditions. In order te promote a safe, healthy and productive work
environment for all employees, i is the objective of the District to have a work force that is free from the influence
of aleohol and controiled substances.

352011 Applicability: This poiicy applies to all employees when they are on District property or
when performing any District related business. Certain provisions, where identified, will apply only to
safety-sensitive employees. It also applies to off-site lunch periods and breaks when a safety-sensitive
employee is scheduled to return to work.

A safety-sensitive employee is:

a) onein any classification requiring the use of a Ciass "A” or Class “B" commercial driver's license,
as fisted in Appendix A;

b) one who has voluntarily driven a District vehicle requiring a commercial license within the last 12-
month period, or whe desires in the future to voluntarily drive a District vehicle requiring a com-
mercial license; or,

¢) one who performs safety-sensitive functions as specified in Appendix A. A safety-sensitive em-
ployee is considered to be performing a safety-sensitive function during any period in which that
employee is actually performing, ready to perform, or immediately available to perform any safety-
sensitive functions.

3520.1.2  Prohibited Substances: “Prohibited substances” addressed by this policy include the fol-
lowing:

a) Drugs: marijugna, amphetamines, opiates, phencyclidine (PCP} and cocaine.

b} Aleohol. The use of beverages or substances, including any medication, containing alcohol such



that it is present in the body at a leve! in excess of that stated in DOT guidelines while actually per-
forming, ready to perform, or immediately available to perform any District business is prohibited.
“Alcohol” is defined as: the intoxicating agent in beverage alcohol, ethyl alcohal, or other low mo-
lecutar weight alcohol, including methyl or isopropyl alcohot.

Legal Medications. Using or being under the influence of any legally pre-scribed medication(s), or
non-prescripticn medication(s) while performing district business or while on District property is
prohibited to the extent that such use or influence affects job safety or effective and efficient job
performance. This prohibition includes the use of medically prescribed marijuana, An employee
who feels hisfher performance of work-related duties may be impaired by use of any legal sub-
stance which carries a warning labet that indicates that mental functioning, motor skills and/or
judgment may be adversely affected should report it fo histher supervisor, and medical advice
should be sought before performing work-related duties. In the above instance, an employee using
legal prescribed medication or non-prescription medication may continue to work if the supervisor
determines that the employee does not pose a safety threat and that job performance is not af-
fected by such use.

352013  Prohibited Conduct:

)

Manufacture, Trafficking, Possession and Use. Engaging in unlawful manufacture, distribution or
dispensing of a controlled substance or alcohol on District premises, in a District vehicle or while
conducting District business off the premises is absolutely prohibited. Violation may result in termi-
nation. Law enforcement shall be notified, as appropriate, where criminal activity is suspected. En-
gaging in unlawful possession or use of a controfled substance or alcoho! on District premises, in a
District vehicle or while condugting District business off the premises is absolutely prohibited. Vio-
lation will result in removal from duty and referral to a Substance Abuse Professional (SAP), and
may result in discipline up to and including termination of employment.

Impaired/Not Fit for Duty. Any employee who is reascnably suspected of being impaired, under
the influence of a prohibited substance, or not fit for duty shall be removed from job duties and be
required to undergo a reasonable suspicion controlied substance or alcohol test. Employees faifing
to pass this reasonable suspicion controlled substance or alcohol test shall remain off duty and be
referred to an SAP. A controlled substance or alcohot test is considered positive (failed) if the indi-
vidual is found to have a quantifiable presence of a prohibited substance in the body above the
minimum thresholds defined in the DOT guidelines.

Alcoho! Use. No safety-sensitive employee may report for duty or remain on duty when hisiher
ability to perform assigned functions is adversely affected by aicohol or when his/her breath alco-
hol concentration is 0.04 or greater. No employee shall use aicohel during working hours. No safe-
ty-sensitive employee shalf use alcohol within four {4} hours of reparting for duty. Violations of this
provision is prohibited and will subject the employee te disciplinary action, including removal from
safety-sensitive duty and referral to an SAP.

Compliance with Testing Requirements. All safety-sensitive employees are subject to controlled
substance testing and breathe alcohol testing. Any safety-sensitive employee who refuses to
comply with a request for testing, who provides false information in connection with a test or who
attlempts fo falsify test resuits through tampering, contamination, adulteration, or substitution shalt
be removed from duty immediately and be referred to an SAP. Refusal to submit o a test can in-
clude an inability to provide a urine specimen or breathe sample without a valid medicat explana-
tion, as well as a verbal declaration, obstructive behavior or physical absence resulting in the ina-
bility to conduct the test.

Treatmen¥/Rehabilitation Program. An employee with a controlled substance and/for alcohol prob-
fem will be afforded an opportunity for treatment in accordance with the following provisions:



f)  Positive Controlled Substance andfor Alcohol Test: A Rehabilitation Program is available for em-
ployees who have tested positive for a prohibited substance on a one-time basis only. Employees
will be terminated immediately on the occurrence of a second event with a verified positive test re-
suft. Program costs and subseguent conirolled substance and/or alcohal testing costs will be paid
by the employee. When recommended by the SAP, participation and completion of the rehabilita-
tion program is mandatory. Failure of an employee to attend and complete a prescribed program
will result in termination from employment. Prior to return-to-duty festing, an employee must follow
the rehabilitation program recommended by the SAP and agree to and sign & Reiurmn-To-Duty
Agreement. The duration and frequency of follow-up testing will be determined by the SAP but will
not be shorter than one (1) year or longer than five (5) years.

g) Voluntary Admittance: All employees who feel they have a preblem with controlled substances
and/or alcohol may request voluntary admission to a rehabilitation program. Requests must be
submitted fo the District Manager or his/her designee for review. Program costs and subsequent
confrolled substance and/or alcohot testing costs will be paid by the employee. An employee com-
pleting a rehabilitation program must agree to and sign a Retumn-To-Duty Agreement, pass a re-
turn-to-duty controlled substance and/or alcohol test and be subject to unannounced follow-up
testing for thirty-six (36) months following return to duty. A positive resutt on the return-to-duty test
or on the unannounced follow-up tests wilt result in termination from empioyment. Participants in
the rehabilitation program may use accumulated sick leave, vacation and floating holidays, if any.

352014 Notifying The District of Criminal Drug Conviction: Pursuant to the “Drug Free Workplace
Act of 1988," any employee who fails to immediately nofify the District of any criminal controlied sub-
stance statute conviction shall be subject to disciplinary action, up to and including terminatiors of em-
ployment.

3520.1.5  Proper Application of the Policy: The District is dedicated to assuring fair and equitable
application of this Substance Abuse Policy. There-fore, supervisors are required to administer alf as-
pects of the policy in an unbiased and impartial manner. Any supervisor who knowingly disregards the
requirements of this policy, or who is found tc deliberately misuse the policy with respect to histher sub-
ordinates shall be subject to disciplinary action, up to and including termination of employment.

352016 Testing for Prohibited Substances: Analytical urine controlled substance testing and
breathe testing for alcohol wilt be conducted as required under DOT guidelines. All employees shail be
subject to festing prior to employment and for reasonabie suspicion. All safety-sensitive employees shall
be subject fo testing randomly and following an accident, as defined in the DOT guideiines. In addition,
all safety-sensitive employees will be tested prior to retuming to duty after failing a controlled substance
and/or alcohol test. Employees who have returned to duty will be subject to unannounced follow-up
tests for up to five (5) years, as determined by an SAP. Safety-sensitive employees who perform safety-
sensitive functions as defined in the DOT guidelines shall also be subject to testing on a randomly se-
lected and unannounced basis.

Testing shall be conducted in a manner to assure a high degree of accuracy and reliability and using
techniques, equipment, and faboratory facilities which have been approved by the Department of Health
and Human Services (DHHS), including split-sample testing. All testing will be conducted consistent
with the procedures put forth in the DOT guidelines.

An initial controlled substance screen will be conducted on each specimen. For those specimens that
are positive, a confirmatory Gas Chromatography/Mass Spectrometry (GC/MS) test will be performed.



The fest will be considered positive if the controlled substance levels present are above the minimum
thresholds established in the DOT guidelines.

Tests for alcohol concentration will be conducted utilizing an approved Evidential Breath Testing de-
vice (EBT) operated by a trained Breath Alcohot Technician (BAT}. if the initial test indicated an alcohol
concentration of 0.02 or greater, a confirmation test will be performed to confirm the result of the initial
test. A safety-sensitive employee who has a confirmed alcoho! concentration of 0.02, but less than 0.04
will be removed from his/her pasition for at least twenty-four (24) hours unless a retest resuls in an al-
cohol concentration of 0.02 or less. An aicohol concentration of 0.04 or greater will be considered a pos-
itive alcohol test and in violation of DOT guidelines and this policy.

Any employee who has a confirmed posiive controfled substance or alcoho! test will be removed from
histher position, informed of educationat and rehabilitation programs available, and evaluated by an
SAP.

The District affirms the need fo protect individual dignity, privacy and confidentiality throughout the fest-
iNg process.

Circumstances under Which Employees May be Tested:

a) Pre-Employment Testing. All job applicants for any safely sensitive position who have been of-
fered District employment, including current safety-sensitive employees who promote, demote
or transfer o another safety sensitive position, shall underge urine controlled substance testing
nrior to employment. Receipt of a satisfactory test result is required prior fo employment and
failure of a controlled substance test will disqualify the candidate from further consideration for
employment. Current employees who promote, demote or transfer from non-safety-sensitive to
safety-sensitive position shall test negative prior to assignment to a safety-sensitive classifica-
tion. The District will obtain records from previous employers of new employees in conform-
ance with DOT guidelines. Probationary employees who receive a positive alcohol and/or sub-
stance abuse test, or who fail to provide “clean” records from previous employers will fail to
complete the District’s probationary period.

b) Reasonable Suspicion Testing. All employees will be subject fo urine and/or breathe testing
when there is a reason to believe that controlled substances or aicohol use is adversely affect-
ing job performance. A reasonable suspicion referral for testing wilt be made on the basis of
documented objective facts and circumstances which are consistent with the effects of sub-
stance abuse. Exampies of reasonable suspicion include, but are not limited to, the following:
1. Adequate documentation of unsatisfactory work performance or on-the-job behavior.

2. Physical signs and symptoms consistent with prohibited substance use.

3. Qccurrence of a serious or potentially serious accident that may have been caused by hu-
man error.

4. Fights (i.e., physical contact), assaults and flagrant disregard or violations of established
safety, security, or other operational procedures.

Reasonable-suspicion determinations will be made by a supervisor who is trained to detect the

signs and symptoms of controlied substance and alcohol use and who reasonably concludes

that an employee may be adversely affected or impaired in histher work performance due to

prohibited substance abuse or misuse.

¢) Post-Accident Testing. Safety-sensitive employees will be required to undergo controlled sub-
stance andfor breathe alcohol testing if they are involved in an accident with a District vehicle
that results in a fatality. This includes all safety-sensitive employees who are on duty in the ve-
hicles. In addition, a post-accident test will be conducted if an accident results in injuries requir-



ing transportation to a medical treatment facility; or where one or more vehicles incurs disabiing
damage that requires towing from the site; or the safety-sensitive employee receives a citation
under State or local faw for a moving traffic viclation arising from the accident.

Following an accident, the safety-sensitive employee will be tested as soon as possible, but not
to exceed eight (8) hours for alcohot and thirty-two (32) hours for controlled substances. Any
employee who leaves the scene of the accident without appropriate authorization prior to sub-
mission to controfled substance and alcohol testing will be considered to have refused the test
and be subject to termination of employment. Post-accident testing of safety-sensitive employ-
ees will include not only the operation personnel, but any other employees whose performance
could have contributed to the accident.

d) Random Testing. Employees working in safety-sensitive classifications will be subjected to
randomiy selected, unannounced testing. The random selection will be by a scientifically valid
method. Each safety-sensitive employee will have an equal chance of being tested each fime
selections are made. Safety-sensitive employees will be fested either just before departure, or
during duty, or just after the safety-sensitive employee has ceased performing his/her duty.
When safety-sensitive employees are off work due {o long-term fay-ofis, iliness, injury, or vaca-
tion, the employee's name will be placed back into the pool and another employee name se-
lected.

e) Retumn-to-Duty Testing. All employees who previously tested positive for a controlled sub-
stance or alcohot test must fest negative and be evaluated and released to duty by the SAP be-
fore returning to duty. Employees will be required to undergo unannounced follow-up controiled
substance and/or alcohol breath testing following returning to duty. The SAP wili determine the
duration and frequency. However, it shall not be less than six tests during the first 12 months,
nor longer than 60 months in total, following return to duty.

f)  Employee Requested Testing. Any employee who questions the result of a required controfled
substance test may request that an additional test be conducted. This additional test may be
conducted at the same laboratory or at a different DHHS certified laboratory. The test must be
conducted on the split sample that was provided at the same time as the original sample. Al
costs for such testing are to be paid by the employee uniess the second test invalidated the
original fest. The method of collecting, storing, and testing the split sample will be consistent
with the procedures set forth in the DOT guidelines. The safety-sensitive employee’s request
for a retest must be made to the Medical Review Officer (MRO} within 72 hours of notice of the
initial test result. Requests affer 72 hours will only be accepted if the delay was due to docu-
mentable facts that were beyond the control of the employee.

g) Records Retention. The District shall maintain complete records of alcohel andfor controlied
substance test results for each employee in a secure location with controlied access. Employee
records are confidential and will be avaitable to the DOT or any state or local officials with regu-
latory authority over the District or any of its drivers only. Records will be kept for & minimum of
five (5) years regarding the following: driver alcohol tests; positive controtled substance tests;
documentation on refusals to take alcohol or controlled substance tests; and, employee evalua-
tions and referrals. Records will be kept for a minimum of two {2) years regarding the alcohot
and controlled substance collection process. Records will be kept for a minimum of one (1)
year regarding the following: collection process; coliection logbooks; documents of random se-
lection process; calibration documents for breath testing devise; and, documentation of breath
alcoho! technician training.

3520.1.7  Employee Assessment: Any employee who tests positive for the presence of controlled
substances or whose breath alcohot concentration is above the minimum thresholds set forth in the
DOT guidelines will be assessed by an SAP. An SAP is a District selected licensed physician, psy-



chologist, social worker, employee assistance professional, or addiction counselor with knowledge of
and clinically experienced in the diagnosis and treatment of drug and alcohol related disorders. The
SAP will evaluate each employee to determine what assistance, if any, the employee needs in resolving
problems associated with prohibited substance or alcohol abuse or misuse.

If an employee is refurned o duty foliowing rehabilitation, he/she must agree to and sign a Retumn-to-
Duty Agreement, pass a return-fo-duty controlled substance and/for alcohol test and be subject o unan-
nounced follow-up tests for a period of one {1} to five (5} years, as determined by the SAP. The cost of
any rehabilitation and subsequent controlled substance and/or alcohol festing is borne by the employee
and is on a one-time basis only. An employee will be immediately terminated from employment on the
occurrence of a second verified positive test result. Employees may use accumulated sick leave, vaca-
tion, administrative leave, personal necessity leave, andlor floating holidays, if any, to participate in the
prescribed rehabilitation program.

3520186 Test Related Time-Off Wark Provisions: Any employee who is refieved from duty due to a
positive drug or controlled substance test must use accumulated compensated leave (i.e., vacation, sick
leave, administrative leave, personnel necessity leave or floating holidays, if any) during the regularly
scheduled work time missed. If the employee has insufficient accumulated compensated leave to cover
the regularly scheduled work time missed due to a positive alcohol or controlled substance fest, such
time shall be without pay. In the event there is a false positive test the District, upon verification, wil
compensate the employee for any regularly scheduled work time missed as a result thereof.

3520.1.9  Contact Person: Any questions regarding this policy should be directed to the following

District representative:

Name: Shirley Engebretsen

Title: District Manager

Address:275 Solano Street, Corning CA

Telephone: 530) 824-5451

3520.10 Definitions;

a) Accident - An unintended happening or mishap where there is loss of human life (regardless of
fault), bodity injury or significant property damage.

b) Alcohol - The intoxicating agent in beverage alcohol, ethyl alcohol or other low molecular weight al-
cohot including methyl or isopropyl alcohol.

¢) Alcohol Concentration - The alcohol in a volume of breath expressed in terms of grams of alcohol
per 210 liters of breath as indicated by an evidential breath test under this policy {e.g., 0.02 means
(.02 grams of alcohol in 210 liters of expired deep lung air).

d) Alcohol Use - Consumption of any beverage, mixture, or preparation, including any medication con-
taining ethyl alcohol. Since ingestion of a given amount of alcohol produces the same alcohol con-
centration in an individual whether the alcohol comes from a mixed drink or cough syrup, the DOT
prohibits the use of any substance containing alcohol, such as prescription or over-the-counter
medication or fiquor-filled chocolates. Prescription medications containing alcohol may have a
greater impairing effect due to the presence of other elements (e.g., antihistamines).

e) Breath Alcohol Technician (BAT) - A person trained to proficiency in the operation of the Evidential
Breath Testing (EBT) device that the technician is using in the alcohol testing procedures. BAT's
are the only qualified perscnnel fo administer the EBT tests.

fy  Chain of Custody - The procedures to account for the integrity of each urine specimen by tracking
its handling and storage from point of collection fo final disposition.

g) Collection Site - A place designated by the District where individuals present themselves for the
purpese of providing a specimen of urine and/or breathe.




Commercial Motor Vehicle - A motor vehicle, or combination of motor vehicles used in commerce to
transport passengers or properly if the motor vehicle: (1) has a gross combination weight ratio of
26,001 or more pounds inclusive of a towed unit with a gross vehicle weight rating of more than
10,000 pounds; or, (2) has a gross vehicle weight rating of 26,001 or mare pounds; or, (3) is de-
signed to transport 16 or more passengers, including the driver, or, {4} is of any size and is used in
the transportation of materials found to be hazardous for the purposes of the Hazardous Materials
Transportation Act and which require the motor vehicle fo be placarded under the Hazardous Mate-
rials Regulations.

Confirmation Test - For alcohol testing, a second test following a screening test with a result of 0.02
or greater, that provides quantitative data of alcohol conceniration. For controlied substances test-
ing this is a second analytical procedure fo identify the presence of a specific drug or metabolite
which is independent of the screen test and which uses a different technique and chemicat principle
from that of the screen test in order to ensure reliability and accuracy. (Gas chromatography/mass
spectrometry (CG/MS) is the only authorized confirmation method of cocaine, marijuana, opiates,
amphetamines, and phencyclidine.)

Controlied Substance (Drug) Test - A method of detecting and measuring the presence of alcohol
and other controlled substances, whether legal or illegal, in a person’s body. A controlled substance
test may be either an initial test or confirmation test. An initial controlled substance test is designed
fo identify specimens having concentrations of a particular class of drug above a specified concen-
tration level. it eliminates negative specimens from further consideration.

Covered Employee - A person, including a volunteer or applicant, who performs a safety-sensitive
function for the District.

Department of Transportation Guidelines - The controlled substance and alcohol testing rules - 49
CFR Part 382 {(FWHA - Commercial Mofor Vehicle) - setting forth the procedures for controlled
substance and alcohol testing (49 CFR Part 40) in all transportation industries.

District - [district name],

District Time - Any period of time in which an employee is actually performing a District function.
Any period of time in which a safety-sensitive employee is actually performing, ready to perform, or
immediately available fo perform any safety-sensitive functions.

Driver - Any person who operates a commercial motor vehicle for the District. This includes full
time, regularly employed drivers; and casual, infermittent or occasional drivers.

Drug (Controlled Substance) Metabolite - The specific substance produced when the human body
metabolizes (changes) a given drug {controlled substance) as it passes through the body and is
excreted in urine,

Evidential Breath Testing Device (EBT) - The device to be used for breath alcohol testing.

Medical Review Officer (MRO) - A licensed physician responsible for analyzing laboratory results
generated by the District's substance abuse policy testing program. The MRO is knowledgeable
about substance abuse disorders and has appropriate medical training to inferpret and evaluate
positive test results.

Performing (Safety-Sensitive Function) - A safety-sensitive employee is considered to be perform-
ing a safety-sensitive function and includes any pericd in which the safety sensitive employee is ac-
tually performing, ready to perform, or immediately available fo perform such functions.
Past-Accident Alcohol and/or Controlled Substance testing - Testing conducted after accidents on
employees whose performance could have contributed to the accident. For drivers this is deter-
mined by a citation for a moving traffic violation and for all fatal accidents even if the driver is not
cited for a moving traffic violation. See “Accident.”

Pre-Employment Controlled Substarice testing - Testing conducted affer an offer to hire has been
extended fo a job applicant, but before actually performing District functions as an employee. Also
required when employees transfer to a safety-sensitive position.



v) Prohibited Drugs {Controlled Substances) - Marijuana, cocaine, opiates, amphetamines, or phen-
cyclidine.

w) Prohibited Substances - Synonymous with drug abuse and/or alcohol misuse or abuse.

x) Random Alcohol andfor Controlled Substance Testing - Testing con-ducted on a random unan-
nounced basis just before, during or just after performance of safety-sensitive functions.

y) Reasonable Suspicion Alcohol andfor Controlled Substance Testing - Testing conducted when a
trained supervisor cbserves behavior or appearance that is characteristic of alcohol misuse or con-
trolled substance abuse.

z) Refuse to Submit (to an Alcohol and/or Controlled Substance Test) - Failure by an employee to
provide an adequate breath or urine sample for testing without a valid medicat explanation after that
employee received notice of the requirement to be tested, or engages in conduct that clearty ob-
structs the testing process (i.e., verbal declarations, obstructive behavior or physical absence re-
sulting in the inability to conduct the test).

aa) Rehabilitation - The total process of restoring an employee io satisfactory work performance
through constructive confrontation, referral to the SAP and participation in SAP recommendations
such as education, treatment and/or support groups to resolve personal, physical or emotion-
alfmental problems which contributed fo job problems.

bb) Return-to-Duty and Follow-Up Alcohol and/or Conirolled Substance testing - Testing conducted
when an employee who has violated the prohibited alcohol or confrolled substance conduct stand-
ards returns to performing duties. Foliow-up tests are unannounced, and at least six tests must be
conducted in the first 12 months after an employee returns to duty. Follow-up testing may be ex-
tended for up to 60 menths following return-to-duty upon the SAP recommendation.

ce) Return-to-Duty Agreement - A document agreed to and signed by the District Manager or his/her
designee, the employee, and the SAP, that outlines the terms and conditions under which the em-
ployee may return to duty after having had a verified positive controlled substance test result, or an
alcohol concentration of 0.04 or greater on an alcohol fest.

dd) Safety-Sensitive Employee {Function and/for Position) - An employee is considered to be perform-
ing a safety-sensitive function during any period in which that employee is actually performing,
ready to perform, or immediately availabie to perform any safety-sensifive functions. (A compiete
list of safety-sensitive classifications and functions is listed in Appendix A of this policy.}

ee) Screening (Initial) Test - An analytical procedure in alcohol testing fo defermine whether an em-
ployee may have a prohibited concentration of alcohol in their system. In controlied substance test-
ing, it is an immunoassay screen to eliminate negative urine specimens from further consideration

f) Substance Abuse Professional {SAP) - A licensed physician (Medical Doctor or Doctor of Osteopa-
thy), or a licensed or certified psychologist, social worker (with knowledge of and clinical experience
in the diagnosis and freatment of drug and alcohol related disorders, the license alone does not au-
thorize this), Certified Employee Assistance Professional (CEAP), or addiction counselor certified
by the National Association of Alcoholism and Drug Abuse Counselors Certification Commission
(NAADAC) with knowledge of and clinical experience in the diagnosis and treatment of alcohol and
con-trolled substances related disorders.

gg) Supervisor - Foreman, Superintendent, Division Manager or District Manager who has had one
hour of training on the signs and symptoms of alcohol abuse and an additional hour training on the
signs and symptoms of controlied substance abuse

hh) Vehicle - Bus, electric bus, van, automobile, rail car, trolley car, troliey bus, or vessel used for mass
fransportation.

3520.2Procedures:

3250.21  Reasonable Suspicion Testing:



An employee who may possibly be under the influence of alcohol andfor controlied substances is
observed by a supervisor. Any employee may identify someone suspected of alcohol andfor con-
trolled substance abuse to any supervisor (empioyees should realize, however, that it is against
District policy to make faise or malicious staternents about other employees and doing so can result
in disciplinary action}. The supervisor must witness first-hand the employee’s signs and symptoms.
The supervisor is then obligated to ensure that the matter is immediately investigated. If possible,
two supervisors determine (independently or together) that the employee in question may be under
the influence of alcohal and/or controlied substances.

When the supervisor(s) suspect and believe that the employee may be under the influence of alco-
hol and/or controlled substances, the employee is then immediately suspended from duty (with pay)
and driven by a District employee (or others designated) to the District specified collection site. Be-
cause of a testing facility requirement, the employee in question must show proof of identification,
such as a driver’s license photo or state-issued phoio identification card. Whenever practical, the
District Manager (or histher designee) should be nofified in advance of the empioyee being taken to
the collection site.

At the collection site, the employee will be required to submit a urine sample in the event that con-
trolied substances are suspected, or a breath sample in the event that alcohol intoxication is sus-
pected by the on-duty technician. Care will be taken to provide the employee with maximum privacy
without compromising the integrity of the sample.

The District will take precautions to prevent the employee being tested from going back to work and
driving their own car home if any of the tests are positive. Instead, the employee will be taken home
from the collection by a District employee (or others designated).

The employee whose test results are negative (0.02 alcohol concentration or less) will be reinstated
immediately. The employee whose confirmation test resuits indicate an alcohol concentration
greater that 0.02 but less than 0.04, will not be permitted to return to duty or perform a safety-
sensitive function for twenty-four (24) hours after administration of the test. The employee whose
confirmation test result indicates an alcohol concentration of 0.04 or greater for alcohol will be re-
ferred to a District specified SAP who will assess the employee's condition and make a recommen-
dation for freatment which, if accepted by the District, must be foliowed by the employee. Failure o
follow the accepted recommendations or refusal to submit to return-to-duty and unannounced fol-
fow-up testing will result in the employee’s termination of employment.

The employee whose controlled substance test results are verified negative will be reinstated im-
mediately. The employee whose coniroiled substance test is verified positive by the Medical Re-
view Officer will be referred to a District specified SAP who will assess the employee’s condition
and make a recommendation for treatment which, if accepted by the District, must be followed by
the employee. Failure to follow the accepted recommendations or refusal to submit to return-to-duty
and unannounced follow-up testing will result in the employee’s termination of employment.

352022  Random Testing:

a)

b}

The compliance company notifies the District Manager, who in turn notifies the supervisor to send
the safety-sensitive employee fo the collection site for aicohol and/for controlled substance testing.
The supervisor notifies the safety-sensitive employee to go to the coliection site for alcchol and/or
controlied substance testing immediately. Because of a testing facility requirement, the safety-
sensitive employee sent to the collection site must have proof of identification, such as a drivers Ji-
cense photo or state-issued photo identification card.

At the colfection site, the safety-sensitive employee will be required to submit a urine sample {in the
event that controlled substances are fo be tested for) or a breath sample (in the event that alcohol is
being tested for) to the on-duty technician. Care will be taken fo provide the safety-sensitive em-
ployee with maximum privacy without compromising the integrity of the sample.



d)

The safety-sensitive employee whose test results are negative (0.02 alcohol concentration or fess)
will be released to retum to work. The safety-sensitive employee whose confirmation test results in-
dicate an alcohol concentration greater than 0.02 but less than 0.04, will not be permitted to retum
to duty or perform a safety-sensitive function for 24 hours after administration of the test. The safe-
ty-sensitive employee whose confirmation test result indicates an alcohol concentration of 0.04 or
greater will be referred to a District specified SAP who will assess the safety-sensitive employee’s
condition and make a recommendation for treatment which, if accepted by the District, must be fol-
lowed by the safety-sensitive employee. Failure to follow the accepted recommendations or refusal
to submit o return-to-duty and unannounced follow-up testing will result in the safety-sensitive em-
ployee's termination of employment.

The safety-sensitive employee whose controlied substance test results are verified negative will be
released to return fo work. The safety-sensitive employee whose controlled substance test is veri-
fied positive by the Medical Review Officer will be referred to a District specified SAP who will as-
sess the safety-sensitive employee’s condition and make a recommendation for treatment which, if
accepted by the District, must be followed by the safety-sensitive employee. Failure fo foliow the
accepted recommendations or refusal to submit to return-fo-duty and unannounced follow-up test-
ing will result in the safety-sensitive employee’s termination of empioyment.

3620.2.3 Post- Accident;

a) The safety-sensitive employee notifies a supervisor than an accident has occurred.

b) The supervisor determines that the circumstances of the accident warrant a post-accident test
when a citation was issued or a fatality occurred. Thereafter, the supervisor directs the safety-
sensitive employee to immediately go to the collection site for alcohol and controlled substance
testing. Because of a testing facility requirement, the safety-sensitive employee in question must
have proof of identification, such as a driver's license photo or state-issued photo identification card.

¢) At the collection site, the safety-sensitive empioyee will be required to submit a urine sample for

controlled substances and a breath sample for alcohol testing to the on-duty technician. Care wil
be taken to provide the safety-sensitive employee with maximum privacy without compromising the
integrity of the sample.

The District Manager {or his/her designee) will be notified that an accident has occurred and that
the safety-sensitive employee was instructed {o go to the collection site.

The safety-sensitive employee whose test results are negative (0.02 alcohol concentration or less}
will be released to return fo work. The safety-sensitive employee whose confirmation test results in-
dicate an alcohol concentration greater than 0.02 but less than 0.04, will not be permitted to return
to duty or perform a safety-sensitive function for 24 hours after administration of the test. The safe-
ty-sensitive employee whose confirmation iest result indicates an alcohol concentration of 0.04 or
greater will be referred to a District specified SAP who will assess the safety-sensitive employee’s
condition and make a recommendation for treatment which, if accepted by the District, must be fol-
lowed by the safety-sensitive employee. Failure to follow the accepted recommendations or refusal
to submit to refurn-to-duty and unannounced follow-up festing will result in the safety-sensitive em-
ployee's termination.

The safety-sensitive employee whose controlled substance test results are verified negative will be
released to retumn to work. The safety-sensitive employee whose controlied substance test is veri-
fied positive by the Medical Review Officer will be referred to & District specified SAP who will as-
sess the safety-sensitive employee’s condition and make a recommendation for treatment which, if
accepted by the District, must be followed by the safety-sensitive employee. Failure to follow the
accepted recommendations or refusal fo submit to return-to-duty and unannounced follow-up test-
ing wili result in the safety-sensitive employee’s termination of employment.



352024 Return-To-Duty and Foliow Up

a)

The safety-sensitive empioyee notifies a supervisor than an accident has occutred. The supervisor
determines that the circumstances of the accident warrant a post-accident test when a citation was
issued or a fatality occurred. Thereafter, the supervisor directs the safety-sensitive employee to
immediately go to the coliection site for alcohol and controlled substance testing. Because of a
testing facility requirement, the safety-sensitive employee in question must have proof of identifica-
tion, such as a driver’s license photo or state-issued photo identification card.

At the collection site, the safety-sensitive employee will be required to submit a urine sample for
controlied substances and a breath sample for aicohol festing to the on-duty technician. Care will
be taken fo provide the safety-sensitive employee with maximum privacy without compromising
the integrity of the sample.

The District Manager (or histher designee} will be nofified that an accident has occurred and that
the safety-sensitive employee was instructed o go to the collection site.

The safety-sensitive employee whose test resuits are negative (0.02 aicohol concentration or less)
will be refeased to retumn to work. The safety-sensitive employee whose confirmation test results
indicate an alcohot concentration greater than 0.02 but less than 0.04, will not be permitted to re-
turn fo duty or perform a safety-sensitive function for 24 hours after administration of the test. The
safety-sensitive employee whose confirmation test result indicates an alcohol concentration of
0.04 or greater will be referred fo a District specified SAP who will assess the safety-sensitive em-
ployee’s condition and make a recommendation for freatment which, if accepted by the District,
must be followed by the safety-sensitive employee. Failure to follow the accepted recommenda-
tions or refusal to submit to return-to-duty and unannounced follow-up testing will result in the safe-
ty-sensitive employee’s termination.

The safety-sensitive employee whose controlled substance test results are verified negative wilt be
refeased to return to work. The safety-sensitive employee whose controlled substance test is veri-
fied positive by the Medica! Review Officer will be referred to a District specified SAP who will as-
sess the safety-sensitive employee’s condition and make a recommendation for treatment which,
if accepted by the District, must be followed by the safety-sensitive employee. Faiture to follow the
accepted recommendations or refusal to submit to return-to-duty and unannounced follow-up test-
ing will result in the safety-sensitive employee's termination of employment.

3520.25 Chain of Custcdy for Controlled Substance Specimens:

a)
b)

c)

At the time a specimen is collected, the employee will be given a copy of the specimen collection
procedures.

Urine will be in a wide-mouthed clinic specimen container which will remain in full view of the em-
ployee until split, fransferred to, sealed and initialed in two tamper-resistant urine bottles.
immediately after the specimens are collected, the urine bottles will, in the presence of the empioy-
ee, be labeled and then initialed by the employee. If the sample must be collected at the site other
than the controlled substance and/or alcohol testing laboratory, the specimens will then be placed
in the transportation container. The container will be sealed in the employee’s presence and the
employee will be asked to initial or sign the container. The container will be sent to the designated
testing laboratory on that day or the earliest business day by the fastest available method.

A chain of custody form will be completed by the on-duty technician during the specimen collection
process and attached to and mailed with the specimen.

3520.2.6 Specimen Collection of Strange and/for Unrecognizable Substances:

)
b)

An employee is observed with a strange and/or unrecognizable substance.
The supervisor, in the presence of a witness, places the strange and/or unrecognizable substance
info a clear plastic bag. The bag is sealed, labeled and signed by both the supervisor and the wit-



ness.

c) Anincident report is written by the supervisor and signed by both the supervisor and the witness.

d) The plastic bag containing the specimen and a copy of the incident report is taken to the collection
site for transportation to the laboratory for analysis.

3620.2.7 Alcoho! Concentration:

a) The employee and the on-duty Breath Alcohol Technician (BAT) complete the alcohol testing form
to ensure that the results are properly recorded.

b) After an explanation of how the breathalyzer works, an initial breath sample is taken.

¢) Ifthe results of the initial test show an alcohol concentration of 0.02 or greater, a second or confir-
mation fest must be conducted. The confirmation test must not be conducted less than fifleen (15)
minutes after, nor more than twenty (20) minutes after the screening test.

d) The confirmation test will utilize Evidential Breath Testing (EBT) devices that print out the resuits,
date and time, a sequential test number, and the name and serial number of the EBT device to en-
sure the reliability of the results.

3520.2.8 Deviations from Procedures: Unless otherwise provided in DOT guidelines, deviations from

the foregoing procedures shall not invalidate the results of any prohibited substance tests verified positive
by the Medical Review Officer.

APPENDIX "A”
Safety-Sensitive Classifications and Functions

[To be added by District Manager]

Safety-Sensitive Function

Ogerating any vehicle where a Class A or Class B driver's license would be required.

Employee’s Name Printed



POLICY TITLE: Workplace Violence Prevention Policy
POLICY NUMBER: 3525

3525.1 Purpose: The purpose of this policy is to maintain a zero folerance standard of violence in the work-
place. This policy provides District employees with guidance that will maintain an environment at and within Dis-
trict premises and facilities as well as events that are free of violence and the threat of violence. This policy ap-
plies to all futl-time and part-time employees and includes volunteers, temporary and provisional employees as
well as contracted empioyees.

3525.2 Policy: The District prohibits violent behavior of any kind or threats of violence, either implied or direct, in
District premises and facilities as well as at District sponsored events. Such conduct by a District employee will
not be tolerated. An employee who exhibits violent behavior may be subject to criminal prosecution and shall be
subject to disciplinary action up to and including termination. Violent threats or actions by a non-employee may
result in criminal prosecution. The District will investigate all complaints filed and will also investigate any possi-
ble violation of this policy of which District management are made aware. Retaliation against a person who
makes a good faith complaint regarding viclent behavior or threats of violence made to him/her is also prohibit-
ed.

35253 Definitions:

a) Workplace Violence: Behavior in which an employee, former employee or visitor to a workplace inflicts
or threatens fo inflict damage to property, serious harm, injury or death to others at the workplace.

b) Threat: The implication or expression of intent to inflict physical harm or actions that a reasonable per-
scn would interpret as a threat to physical safety or property.

¢) District premises or District facilities means all property of the District including, but not limited to the of-
fices, facilifies and surrounding areas on District-cwned or -leased property, parking lots, and storage
areas. The term also includes District-owned or -leased vehicles and equipment wherever located, as
welt as, pump station, sites, sewer line, excavation sites.

d) Intimidation; Making others afraid or fearfui through threatening behavior.

e} Zero-tolerance: A standard that establishes that any behavior, implied or actual, that violates the policy
will not be tolerated.

fy  Court Order: An order by a Court that specifies and/or restricts the behavior of an individual. Court or-
ders may be issued in matters involving domestic violence, staiking or harassment, among other types
of protective orders, including Temporary Restraining Orders.

35254  Prohibited Behavior:
a) Violence in the workplace may include, but is not limited to the following list of prohibited behaviors di-
rected at or by a co-worker, supervisor or member of the public:
1) Direct threats or physical intimidation.
2) Implications or suggestions of violence.



3) Stalking, including following to and from work.

Possession of weapons of any kind on District premises, including parking lots, other exterior

premises or while engaged in activities for District in other locations, or at District sponsored

event

Assault of any form.

Physical restraint or confinement.

Dangerous or threatening horseplay.

Loud, disruptive or angry behavior or language that is clearly not part of the typical work envi-

ronment.

9) Blatant or intentional disregard for the safety or weli-being of others.

10) Commission of a violent felony or misdemeanor on District premises.

11) Any other act that a reasonable person would perceive as constituting a threat of violence.
Records shall be maintained of steps taken fo establish and maintain the District's Injury and
liness Prevention Program. They shall include:

&
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b) Domestic violence, while often originating in the home, can significantly impact workplace safety and the
productivity of victims as well as co-workers. For the purposes of this document, "domestic violence™ is
defined as abuse committed against an adult or fully emancipated minor. Abuse is the intentional or
reckless attempt to cause bodily injury, sexual assault, threatening behavior, harassment, or stalking, or
making annoying phone calls to a person who is in any of the following relationships:

1) Spouse or former spouse;
2) Domestic partner or former domestic partner;
3) Cohabitant or former cohabitant and or other household members;
4) A person with whom the victim is having, or has had, a dating or engagement relationship;
5) A person with whom the victim has a child.
The District recognizes that domestic violence may occur in relationships regardless of the marital sta-
tus, age, race, or sexual orientation of the parties.

¢} Reporting Acts or Threats of Violence:
An employee who:

1) is the victim of viclence, or

2) believes they have been threatened with violence, or

3) witnesses an act or threat of violence towards anyone else shall {ake the following steps:

i. If an emergency exists and the situation is one of immediate danger, the employee
shalf contact the Police Department by dialing 9-1-1 and may take whatever emergen-
cy steps are available and appropriate fo protect himseifherself from immediate harm,
such as leaving the area.

ii. If the situation is not one of immediate danger, the employee shall report the incident
to the appropriate supervisor or manager as soon as possibie and complete the Dis-
trict's Workplace Violence Incident Report Form.

d) Procedures for Future Violence:

1) Employees who have reason to believe they, or others, may be victimized by a violent act
sometime in the future, at the workplace or as a direct result of their employment with the Dis-
trict, shalf inform their supervisor by immediately compieting a Workplace Violence Incident
Report Form so appropriate action may be taken. The supervisor shall inform the District
Manager and the local law enforcement officials.

2) Employees who have signed and filed a restraining order, femporary or permanent, against
an individual due to a potential act of viclence, who would be in viclation of the order by com-



ing near them at work, shall immediately supply a copy of the signed order to their supervisor.
The supervisor shall provide copies fo the District Manager and to the Police Department.
) Incident Investigation:

1} Acts of violence or threats will be investigated immediately in order to protect employees from
danger, unnecessary anxiety conceming their welfare, and the loss of productivity. The District
Manager will cause to be initiated an investigation into potential vioiation of work rules/poiicies.
Simultaneously, the District Manager wilt refer the matter to iocal police for their review of po-
tential viclation of civil and/or criminal law.

2) Procedures for investigating incidents of workplace violence include:
¢ Visiting the scene of an incident as soon as possible.

e |nterviewing injured and threatened employees and witnesses.

» Examining the workplace for securify risk factors asscciated with the incident, including any
reports of inappropriate behavior by the perpetrator.

¢ Determining the cause of the incident.

o Taking mitigating action to prevent the incident from recurring.

« Recording the findings and mitigating actions taken.

3) In appropriate circumstances, the District will inform the reporting individual of the results of
the investigation. To the extent possible, the District will maintain the confidentiality of the re-
porting employee and the investigation but may need to disclose results in appropriate cir-
cumstances; for example, in order to profect individual safety. The District will not tolerate re-
taliation against any employee who reports workptace viclence.

f)  Mitigating Measures;
Incidents which threaten the security of employees shall be mitigated as soon as possible following their
discovery. Mitigating actions include:

1) Notification of law enforcement authorities when a potential criminal act has occurred.

2) Provision of emergency medical care in the event of any violent act upor an employee.

3) Post-gvent trauma counseling for those empioyees desiring such assistance.

4) Assurance that incidents are handled in accordance with the Workplace Violence Preven-

tion policy.

5) Reguesting District Counsel file a restraining order as appropriate.

g) Training Instruction:
1) The District shall be responsible for ensuring that all employess, including managers and
supervisors, are provided fraining and instruction on general workplace security practices.
Managers and supervisors shalt be responsible for ensuring that all employees are provid-
ed training and instructions on job specific workplace security practices.

2) Training and instruction shall be provided as follows:

o Toall current employees when the policy is firstimplemented. Employees will be re-
quired to sign a written acknowledgment that the policy has been received and read.

o Toall newly hired employees, supervisors and managers, or employees given new job
assignments for which specific workplace security training for that job assignment has
not previously been provided. Employees will be required fo sign a written acknowl-
edgment that the policy has been received and read.

¢ To affected employees whenever management is made aware of a new or previously
unrecognized hazard.

3)  Workplace security training and instruction includes, but is not limited to, the following:

* Preventive measures to reduce the threat of workplace violence, including procedures

for reporting workplace security hazards.



* Methods to diffuse hostile or threatening situations.
¢ Escape routes.
« Explanation of this Workplace Violence Prevention Policy.

In addition, specific instructions shalf be provided o alf employees regarding workplace security hazards unique
fo their job assignment.



POLICY TITLE: Attendance at Meetings
POLICY NUMBER: 4100

4100.1  Members of the Board of Directors are expected to and shalt attend al regular and special meetings of
the Board uniess there is gocd cause for absence.

To be counted as present for any meeting, Board Members must be present for the duration of the meeting.

Good cause for absence, including late arrivals or early departures, includes temporary iliness or other unavoid-
able circumstances of which the District Manager is notified prior to the meeting. Good cause also includes
Board authorized meeting absences such as attendance at a conference directly related to the functions and
interests of the District or at the meeting of another public agency in order to participate in an officiat capacity.

A Board Member who will be absent for good cause may notify District Manager by electronic transmission
{email), telephone communication, or letter. The District Manager shall notify the Board of all absences that are
excused for good cause. The minutes shall indicate whether an absence was excused.

A vacancy shall occur if & Board Member is absent from three {3) consecutive reguiar meetings without good
cause, or five consecutive meetings that include special meetings except as otherwise provided for by law or as
authorized by the Board.



POLICY TITLE: Committees of the Board of Directors
POLICY NUMBER: 4105

41051 Temporary Advisory Committees:

The Board President shall appoint any such temporary advisory committees as may be deemed necessary or
advisable by the President or the Board. The purpose of a temporary advisory committee and the time allowed
to accomplish that purpose shall be outlined at the time of appointment. A temporary advisory committee shall
be considered dissolved when its purpose has been accomplished or when the timeframe for its existence has
expired, whichever occurs first,

410511 Atemporary advisory committee shall be comprised solely of members of the Board, and
shall consist of less than a majority of Board Members.

4105.4.2  Atemporary advisory committee may make recommendations to the Board. The Board
may not delegate any decision-making power to a femporary advisory committee.

4105.1.3  Atemporary advisory committee shall meet on an as needed basis and shall not have a
meeting schedule fixed by charter, ordinance, resolution, or formal action of the Board.

4106.2 Standing Committees:

The Board President may appoint and if appointed publicly announce the members of standing committees for
the ensuing year no later than the Board's regular meeting in January. Standing committees may be assigned to
review District functions, activifies, and operations pertaining to their designated concerns, as specified below.
Said assignment may be made by the Board President, a majority vote of the Any recommendations from stand-
ing committees shali be submitted to the Board via a written or orai report, Al meetings of standing committees
are subject to the requirements of all applicable open meeting laws, including but not limited to the Brown Act.

410521 The Planning Committee shall be concemed with the formulation: of plans for arranging,
realizing, andfor achieving District goals.

410522  The Policy Commitiee shall be concerned with propesed ordinances, resolutions, and Dis-
trict policies, except those pertaining specifically to personnel.

41056.2.3

410524  The Finance Committee shall be concerned with the financial management of the District,
inciuding the preparation of an annual budget and major expenditures.



410525  The Public Relations Committee shall be concemed with assuring that information regard-
ing the affairs of the District is adequately and appropriately communicated to its constituents and the
public at large.



POLICY TITLE: Duties of the Board President
POLICY NUMBER: 4110

41101 Presiding Officer:
The President of the Board of Directors shall serve as the presiding officer at all Board meetings.

In the absence or disability of the President, the Vice President of the Board of Directors shall serve as the pre-
siding officer over all meetings of the Board. If the President and Vice President of the Board are both absent or
disabled, the remaining members present shall select one of themselves to act as femporary presiding officer of
the meeting.

The presiding officer shall have the same rights as the other members of the Board in voting, introducing mo-
tions, resolutions and ordinances, and any discussion of questions that follow said actions. The presiding officer
may move, second, debate, and vote from the chair.

4110.2  Duties Regarding Meetings:
The President shall preside over and conduct all meetings of the Board of Directors, shall carry out the resolution
and orders of the Board of Directors, and shall exercise such other powers and perform such other duties as the
Board of Directors shall prescribe including, but not fimited to, the following:

a) Call the meeting to order at the appointed time;

b} Announce the business to come before the Board in its proper order;

¢) Enforce the Board's policies in relation to the order of business and the conduct of meetings;

d) Recognize persons who desire to speak, and protect the speaker who has the floor from

disturbance or interference;

g) Explain what the effect of 2 motion would be if it is not clear to every member;

f) Restrict discussion to the question when a motion is before the Board;

g} Rule on parliamentary procedure;

h}  Put motions to a vote, and state clearly the resuits of the vote; and

i) Preserve order and decorum.

41103  Responsibilities:
Responsibilities of the President include, but are not limited to, the foliowing:

a) Sign all instruments, act, and carry out stated requirements and the will of the Board;
} Sign the minutes of the Board meeting following their approval; ( The District Manager signs minutes )
) Appeint and disband all commiitees, subject to Board ratification;
) Call such meetings of the Board as he/she may deem necessary, giving notice as prescribed by law;
) Coordinate the preparation of meeting agendas with the District Manager,

Confer with the District Manager or designee on crucial matters which may occur between

Board of Directors meetings;

g) Be responsible for the orderly conduct of all Board meetings;



h) Be the spokesperson for the Board; and
it Perform other duties as authorized by the Board.

In the absence or disabiiity of the President, the alternate presiding officer may temporarily carry out these re-
sponsibilities until such time as the President is able to resume his or her responsibilities.

The President of the Board of Directors shall serve as the presiding officer at all Board meetings.

In the absence or disability of the President, the Vice President of the Board of Directors shall serve as the pre-
siding officer over all meetings of the Board. If the President and Vice President of the Board are both absent or
disabled, the remaining members present shali seiect one of themselves to act as temporary presiding officer of

the mesting.



POLICY TITLE: Members of the Board of Directors
POLICY NUMBER: 4120

41201

Meeting Preparation:

Birectors shall thoroughly prepare themselves to discuss agenda items at meetings of the Board of Directors.
| Directors may request information from staff before meetings.

4120.2

41203

4120.1.1  Requests by individuat Directors for substantive information andfor research from District
staff wilt be channeled through the District Manager.

4120.1.2  The District Manager shall be responsible for providing the requested information and shal:
make all information equally available tc all Directors.

4120.1.3  fwriings are distributed to a majority of the Board in connection with an agenda item,
those writings shall be made availabie to the public in the manner required by law.

Meeting Decorum:

4120.2.1  Directors shall at ali times conduct themselves with courtesy to each other, to staff, and fo
members of the audience present at Board meetings.

412022  Directors shall defer to the presiding officer for conduct of meetings of the Board, but shall
be free to question and discuss items on the agenda. All comments should be brief and confined to the
matter being discussed by the Board.

4120.2.3  Directors may request for inclusion into the meeting minutes brief comments pertinent to
an agenda item only at the meeting that item is discussed (including, if desired, a position on absten-
tion or dissenting vote).

Abstentions and Failure to Vote:

Directors should not abstain from the Board's decision-making responsibilities unless & personal or financial con-
flict of interest exists. Directors abstaining due to a disqualifying conflict of interest will not be counted as part of a
guorum and will be considered absent for the purposes of determining the outcome of a vote on the matter. Di-
rectors who fait to vote in the absence of a declared conflict of interest will be counted as part of a quorum and in
effect consent that a majority of the quorum will determine the outcome of a vote on the matter.

If a director believes that he or she has a conflict of interest, he or she must state the legal con-
flict at the moment the issue is first presented for discussion. The director shall state the conflict of in-
terest as defined by law. If the attarney for the district and the other directors agree that it is a conflict
based on law then the director must leave the room prior to any discussion of the said issue.

If the director refuses to participate in the discussion or voting on an issue without lawful reason, he or
she may be considered for removal from the board as the director is refusing to {ulfill his or her duties
as a pubtic official.

If a director participates in a discussion then at the time of voting states that he or she has a conflict of
interest and refuses to vote, he or she will be censored by the board for not stating the conflict prior to
discussion and removing himself or herself from the room. After three viclations of this rule, the director
shall be subject to removal.



In accordance with the law, no director who has a conflict of interest on the topic scheduled for a closed
session shall receive materials for said closed session for which he has & conflict of interest, nor may
he or she attend that closed session. Violators are subject to removal from the board.



POLICY TITLE: Board Actions and Decisions
POLICY NUMBER: 4200

4200.1  Actions by the Board of Directors include but are not limited to the foliowing:
4200.1.1 Adoption or rejection of regulations or policies;
4200.1.2 Adoption or rejection of a resolution;
4200.1.3 Adoption or rejection of an ordinance;
4200.1.4 Approval or rejection of any contract or expenditure;

4200.1.5 Approval or rejection of any proposal which commits District funds or facilities, including em-
ployment and dismissal of personnef; and,

4200.1.6 Approval or disapproval of matters that require or may require the District or its employees fo
take action and/for provide services.

4200.2  Action can only be taken by the vote of the majority of the Board of Directors. Three (3) Directors [
five-member Board, represent a quorum for the conduct of business.

4200.2.1 A member abstaining in a vote is considered as absent for that vote. A member abstaining
due to a conflict of interest does not count towards a quorum.

4200.2.1.1 Example. | three of five Directors are present at a meeting, a guorum exists and
business can be conducted uniess the abstention is due to a conflict of inferest. However, if
cne Director abstains on a particular action and the other two cast "aye” votes, no action is
taken because a “majority of the Board" did not vte in favor of the action.

4200.2.1.2 Example. If an action is proposed requiring & two-thirds vote and two Directors ab-
stain, the proposed action cannot be approved because four of the five Directors would have
fo vote in favor of the action.

4200.2.1.3 Example. If a vacancy exists on the Board and a vote is taken to appoint an indi-
vidual to fill said vacancy, three Directors must vote in favor of the appointment for it to be ap-
proved. If two of the four Directors present abstair, the appointment is not approved.



4200.3 The Board may give directions that are not formal action. Such directions do not require formal
procedural process. Such directions include the Board's directives and instructions to the District Man-
ager.

4200.3.1 The President shall determine by consensus a Board directive and shall state it for
clarification. Should any two Directors chalienge the statement of the President, a voice vote
may be requested.

4200.3.2 A formal motion may be made to place a disputed directive on a future agenda for
Board consideration, or to take some other action (such as refer the matter to the District
Manager for review and recommendation, efc.).

4200.3.3 Informal action by the Board is still Board action and shall only occur regarding mat-
ters that appear on the agenda for the Board meeting during which said informal action is tak-
en.

4200.3.4 Nothing in this policy prevents the Board from providing direction to the in response
to public comments or under Board member or District Manager comments, as allowed under
the Brown Act. No vote or action shall be taken.



POLICY TITLE: Board Meeting Agenda
POLICY NUMBER: 4205

4205.1  Agenda preparation. The General Manager, in cooperation with the Board President, shail prepare an
agenda for each regular and special meeting of the Board of Directors in accordance with the Brown Act. Any
Director may contact the General Manager and request an item fo be placed on the agenda no later than 5:00
P.M. on the day that is 48 hours prior to the closing of the agenda for the next mesting date.

4205.2 Public requests. Any member of the public may request that a matter directly related to District business
be piaced on the agenda of a reguiarly scheduled meeting of the Board of Directors, subject to the following
conditions:

4205.2.1 The request must be in writing and be submitted to the General Manager [or other responsible
managing employee] together with supporting documents and information, if any, at least seven
business days prior to the date of the meeting.

4205.2.2 The General Manager shall be the sole judge of whether the public request is oris not a
“matter directly related to District Business.”

4205.2.3 The General Manager shall determine the timing of when the ifem will be placed on the
agenda.

4205.2.4 The public member requesting the agenda item may appeal the General Manager's decision
at the next regular meeting of the Board of Directors. Any Director may reguest that the item be placed
on the agenda of the Board's next regular mesting.

4205.2.5 No matter which is legally a proper subject for consideration by the Board in closed session
will be accepted under this policy.

4205.2.6 The Board of Directors may place limitations on the total time to be devoted to a public request
issue at any meeting, and may limé the time alfowed for any one person to speak on the issue at the
meeting.

4205.3 Agenda descriptions. All Board agendas shalf inciude an unambiguous description of each item on the
agenda to be discussed, including closed session items. The General Manager shall ensure that the description
gives notice to the public of the essential nature of business to be considered.

42054 Agenda posting. Agendas for regular meetings shall be posted 72 hours in advance of the meeting and
agendas for special meetings shall be posted 24 hours in advance of the meeting. The posting must occur in a
place that is freely accessible to the public and on the District's website. A touch screen electronic kiosk may
take the place of the paper posting. On of before January 1, 2019, the intemet posting shall occur on the
District's primary website homepage through a prominent, direct link fo the current agenda. The agenda shall
also be accessible in an open format by that date.



42055 Agenda packages. When distributing agenda packages and other materials to members of the Board
of Directors, those materials should be provided to alf members at the same time. Agenda packages, except for
closed session materials, should also be made available to the public once distributed to the Board.

42056 Public comment.

4205.6.1 For regular meetings the Board shall provide the public with an opportunity fo address not only
any item agenda but any item within the subject matter jurisdiction of the District.

4205.6.2 For special meetings, the board shall provide the public with the opportunity to address any
item on the agenda.

4205.6.3 The Board may nat prohibit public criticism, but shall control the order of the proceedings,
including placing reasonable time limits on public comments.

4205.6.4 The Board may not require member of the public to give names or sign a register as a
condition of attendance or speaking.

4205.7 Closed sessions. The Board may conduct a closed session during a notice of meeting for certain
matters, as identified on the agenda, where it is necessary to conduct business in private. Major reasons for
permissible closed sessions, as authorized by the Brown Act, include reat property fransactions, labor
negotiations, and pending litigation. The Board shall allow public comment on any closed session item before
going into closed session.

4205.8 Items not on the agenda. The Board shall not discuss or take action on any item that does not appear
on the posted agenda except that the Board may act on items not on the agenda to address emergency
situations, subseguent need items, and hold-over items from a continued previous meeting held within the prior
five days. The Board may also respond to public comments and make announcements.



POLICY TITLE: Board Meeting Conduct
POLICY NUMBER: 4210

4210.1 Rules of order. Meetings of the Board of Directors shaff be conducted by the President in a manner
consistent with the policies of the District. Policy no. 4230, “Rules of Order for Beard and Committee
Meetings,” shall be used as a general guideline for meeting protocol.

4210.2 Agenda timing. All Board meetings shall commence at the time stated on the agenda and shall be
guided by same. The piacement of an item on the agenda shall not be deemed a requirement that the
items proceed in any particular order. The Board President, with concurrence of a majority of the Board,
may alter the order in which agenda items shall be considered for discussion and/or action by the Board.
4210.3 Conduct of meetings. The following concepts shall be applied to Board meetings:

4210.3.1 The meetings shall be conducted in an open and fair manner.

4210.3.2 The public shall be given ample opportunity to participate in the meetings.

4210.3.3 Due process principles shall apply to quasi-judicial proceedings, or otherwise required by
law.

4210.3.4 The meetings shall proceed in a manner that enables the Board to consider probiems to
be solved and make wise decisions intended to sclve problems.

4210.3.5 The Board may receive, consider and take any needed action with respect to reports of
accomplishment of District operations.

4210.3.6 Noticed pubfic hearings shall be conducted in an orderly fashion, with the Board
President establishing the order of the proceedings.

4210.3.7 The Board may weigh and determine the credibility of evidence and public comment.

4210.4 Public comment. Public comment on items on the agenda, and general public comment at a
regular Board meeting for matters within the jurisdiction of the Board of Directors, shall be as followed:

4210.4.1 Five minutes may be allotted to each speaker and a maximum of 20 minutes to each
subject matter.

4210.4.2 The Board president may allow additional per speaker and per subject comment time
when necessary for a full and fair proceeding.

4210.4.2 No disruptive conduct shall be permitted at any Board meeting. Persistence in distuptive
conduct shall be grounds for summary termination, by the Board President, of that person’s
privilege of address.



4210.5 Disruption of meetings. Willfu! disruption of any of the meeting of the Board or Directors shall not
be permitted. If the President finds that there is willful disruption of any meeting of the Board, he/she may
do the following:

4210.5.1 Notify the disrupting parties to immediately stop the conduct and that they will be asked to
leave the meeting if the behavior continues.

4210.5.2 If behavior continues after notice, crder the disrupting parties out of the room and conduct
the Board's business without them present.

4210.5.3 In cases of extreme disruption, clear the rocm of all members of the public, and conduct
the Board's business without them present.

4210.5.4 Duly accredited representatives of the new media, whom the President finds not to have
participation in the disruption, shalf be permitted to remain in the meeting.



POLICY TIiTLE: Brown Act Compliance ~ Open Meeting Requirements
POLICY NUMBER: 4215

4215.1 The Brown Act. The Legislator adopted the Brown Act, commonly referred to as California’s “Open
Meetings Law" in 1964. The Brown Act is contained in Government Code section 54950 et seq. The Brown
Actis broadly construed and compliance is constitutionally mandated.

4215.2 Compliance with Brown Act. All meetings of the Board of Directors shall comply with the Brown Act.

4215.2.1 Meetings occur whenever the majority of the Board of Directors meets to discuss District
business.

4215.2.2 Member of the Board includes newly elected and appointed officials prior to assuming
office.

4215.2.3 All Board meetings shali be open and freely accessible to the public, including those with
disabilities.

4215.2.4 Meetings through the use of intermediaries, serial communications, or emails are
prehibited.

4215.2.5 The Board shall only take action during a properly noticed meeting.

4215.3 Committees. Committees created by format action of the Board shall comply with the Brown Act.



POLICY TITLE: Minutes of Board Meetings
POLICY NUMBER: 4220

42201 Duty to keep minutes. The Secretary or Deputy Secretary of the Board of Directors shall keep minutes
of all regular and special meetings of the Board.

4220.1.1 Copies of a meeting's minutes shall be distributed to Directors as part of the information
packet for the next regular meeting of the Board, at which time the Board will consider approving the
minutes as presented or with modifications. Once approved by the Board, the official minutes shali be
kept in & fireproof vault or in a fire-resistant, locked cabinet.

4220.1.2 Unless directed otherwise, an audio tape recording of regular and special meetings of the
Board of Directors will be made. The device upon which the recording is stored shall be kept in a fire-
proof vault or in fire-resistant, locked cabinet for a minimum of 60 days. Members of the public may in-
spect recordings of Board meetings without charge on a playback machine that will be made available
by the District.

4220.1.3 Motions, resolutions or ordinances shall be recorded in the minutes as having passed or
failed. The motion makers, and individual votes wilt be recorded. A unanimous vote shali be recorded

as a vote in favor by each member.

4220.1.4 All resolutions and ordinances adopied by the Board shall be numbered consecutively, start-
ing new at the beginning of each year.

4220.1.5 In addition to other information that the Board may deem to be of importance, the following in-
formation {if relevant) shall be included in each meeting's minutes:
o Date, place and type of each meeting;
Directors present and absent by name;
Administrative staff present by name;
Call to order;
Time and name of late arriving Directors;
Time and name of early departing Directors:
Names of Directors absent during any agenda item upon which action was taken;
Summary record of staff reports;
Summary record of public comment regarding matters not on the agenda, including names of
commentators (when possible);
Approval of the minutes or modified minutes of preceding meetings;
+ Approval of financial reports;



Complete information as to each subject of the Board's deliberation;

Record of the vote of each Director on every action item for which the vote was not unani-
mous;

Resolutions and ordinances described as to their substantive content and sequential number-
ing;

Record of all contracts and agreements, and their amendment, approved by the Board;
Approval of the annual budget;

Approval of all polices, rules andfor reguiations;

Approval of alt dispositions of District assets;

Approval of alf purchases of District assets; and,

Time of meeting's adjoumnment.



POLICY TiTLE: Review of Administrative Decisions
POLICY NUMBER: 4225

42251 Code of Civil Procedure § 1094.6. The provisions of California Code of Civii Procedure § 1094.6
shall be applicable to judicial review of all administrative decisions of the Board of Directors pursuant to the
provision of §1094.5 of said code. The provision of § 1094.6 shall prevail over any conflicting provision and
any otherwise applicable law, rule, policy or regulation of the District, affecting the subject matter of an
appeal.

4225.1.1 In accordance with § 1094.6 the time to seek judicial relief shall be 90 days following the
date in which the Board's decision becomes final.

4225.1.2 No person aggrieved by a Board decision shall be allowed to seek judicial relief unless
they have first raised that issue before the Board and provided the Board with an opportunity to
address the issue.

4225.1.3 No person aggrieved by a Board decision shall be allowed to seek judicial refief unless
they shall have first exhausted all available administrative remedies made available by the District.

4225.2 Applicability. This policy affects those agministrative decisions rendered by the Board of Directors
following a proceeding at which notice and an opportunity to be heard is provided.

4225.3 Purpose. The purpose of this policy is to ensure efficient administration of the District, and the
expeditious review of decision rendered by the Board of Directors.

4225.2 Claims. Nothing in this policy shall be deemed to waive the claims filing requirements of the District
when damages are being sought.



POLICY TITLE: Rutes of Order for Conduct of Board and Committee Meetings
POLICY NUMBER: 4230

42301 General;

4230.11 Action items shall be brought before and considered by the Board by motion in
accordance with this policy. These rules of order are intended to be informal and applied flexibly. The
Board prefers a fiexible form of meeting and, therefore, does not conduct its meetings under formalized
rules- Robert's Rules of Order.

4330.1.1.1 If a Director believes order is not being maintained or procedures are not
adeguate, then he/she should raise a point of order- not requiring a second- {o the
President. If the ruling of the President is not satisfactory to the Director, then it may be
appealed to the Board. A majority of the Board will govern and determine the point of
order,

4230.2 Obtaining the Floor:

4230.2.1 Any Director desiring to speak should address the President and, upon recognition by
the President, may address the subject under discussion.

4230.3 Motions;

4230.3.1 Any Director, including the President, may make or second a motion. A motion shall be
brought and considered as follows:

4230.3.1.1 A Director makes a motion; another Director seconds the motion; and the
President states the motion.

4230.3.2 Once the motion has been stated by the President, it is open to discussion and debate.
After the matter has been fully debated, and after the public in attendance has had an cpportunity
to comment, the President will call for a vote.

4230.3.2.1 |t the public in attendance has had an opportunity fo comment on the proposed
action, any Director may move to immediately bring the question being debated fo a vote,
suspending any further debate. The motion must be made, seconded, and approved by a
majority vote of the Board.

4230.4 Second Motion: Ordinarily, only one motion can be considered at a time and a motion must be
disposed of before any other motions or businesses are considered. There are a few exceptions to this
general rule, though, where a secondary motion concerning the main motion may be made and considered
before voting on the main motion.

4230.4.1 Motion to Amend: A main motion may be amended before it is voted on, either by the
consent of the Directors who moved and seconded, or by a new motion and second.



4230.5

4230.6

4230.4.2 Motion to Table: A main motion may be indefinitely tabled before it is voted on by mation
made to table, which is then seconded and approved by a majority vote of the Board.

4230.4.3 Motion to Postpone: A main motion may be postponed to a certain time by a motion to
postpone, which is then seconded and approved by a majority vote of the Board.

4230.4.4 Motion Refers to Committee: A main motion may be referred to a Board committee for
further study and recommendation by a motion to refer to committee, which is then seconded and
approved by a majority vote of the Board.

4230.4.5 Motion to Close Debate and Vote Immediately: As provided above, any Director may
move to close debate and immediately vote on a main motion.

4230.4.5 Motion to Adjourr: A meeting may be adjourned by motion made, seconded, and
approved by a majority vote of the Board before voting on a main motion.

Decorum:

423051 The President shall take whatever actions are necessary and appropriate to preserve
order and decorum during Board meetings, including public hearings. The President may eject any
person or persons making personal, impertinent or slanderous remarks, refusing fo abide by a
request from the President, or otherwise disrupting the meeting or hearing.

4230.6.1 The President may also declare a short recess during any meeting.

Amendment of Rules of Order:

4230.6.1 By motion made, seconded and approved by a majority vote, the Board may, at its

discretion and at any meeting: a) temporarily suspend these rules in whole or in part; b) amend
these rules in whole or in part; or, ¢) both.



POLICY TITLE: Types of Board Meetings
POLICY NUMBER: 4235

42351 Regular meetings: Regular meetings of the Board of Directors shall be held on the-{third Tuesday
of each calendar month at six pm in the board conference room at 275 Solano Street Corning CA]. The date,
time and place of regular Board meetings may be reconsidered annually at the annual organizational meeting
of the Board, or suich other time as the Board may determine due to a change in District needs and circum-
stances.

42352 Special meetings: Special meetings of the Board of Directors may be called by the Board Presi-
dent or by a majority of the Board.

423521 All Directors shall be notified of the spacial Board meeting and the purpose or purposes
for which it is cafled. Notice of the meeting shall be in writing, received by them at least 24 hours prior
to the meeting.

4235.2.2 An agenda shall be prepared and posted at least 24 hours before the meeting, as
specified in Policy #4210 and shall be defivered with the notice of the special meeting to the Board of
Directors.

423523 Notice of the meeting shali be provided to the local newspaper and any other media
outlet or person who has requested to receive notices of meetings by serving a copy of the agenda at
ieast 24 hours before the meeting.

423524 Only those items of business listed in the call for the speciai meeting shall be consid-
ered by the Board at any special meeting.

4235.3 Emergency Meetings: In the event of an emergency situation involving matters upon which prompt
action is necessary due to the disruption or threatened disruption of public facilities, the Board of Directors may
hold an emergency special meeting without complying with the 24-hour notice requirement. An emergency situ-
ation means a crippling disaster which severely impairs public health, safety, or both, as determined by a major-
ity of the Board.

423531 When possible, notice shall be provided to the media outlets by telephone at least one
hour before the meeting.

423532 Actions taken during an emergency meeting shalt be by rolf calf vote.

4235.3.3 The Board may meet in closed session if agreed to by 2/3 vote of the members present,
or if less than 2/3 present, by unanimous vote.



423534 Following an emergency meeting, the minutes of the meeting, a list of persons notified
or attemnpted to be notified of the meeting, and actions taken must be posted for ten {10} days in the
District office.

42354 Adjourned Meetings: A majority vote of the quorum of the Board of Directors may adjourn any
Board meefing at any place in the agenda to a time and place specified in the order of adjournment, except that
if no quorum is present or no Directors are present at any regular or adjourned regular meeting, the Board pres-
ident or District Manager may declare the meeting adjoumed fo a stated time and place. Notice of the ad-
journed meeting shall be posted on or near the door of the meeting within 24 hours after the adjournment and
the adjourned meeting shall be noticed in the same manner as a speciai meeting.

42355 Annual Organizational Meeting: The Board of Directors shall hold an annual organizaional meet-
ing at its regular meeting in January At this meeting the Board will elect a President, Vice President and Clerk
from among its members to serve during the coming calendar year, and will appoint the District Manager [or
other responsible managing employee] as the Board's Secrefary and the Finance Division Manager as the Dis-
frict's Treasurer.
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