ORDINANCE NO. 348
OF THE NORTH TAHOE PUBLIC UTILITY DISTRICT
ADDING THE PROVISIONS OF DISTRICT ORDINANCES 305, 308, 311, 318,
330 AND 335, PERSONNEL ORDINANCE, TO CHAPTER 3 OF THE NORTH
TAHOE PUBLIC UTILITY DISTRICT CODE OF ORDINANCES

WHEREAS, the District has heretofore adopted District Ordinance 305, as
amended by District Ordinances 308, 311, 318, 330 and 335, the Personnel
Ordinance, which Ordinances are now in effect; and

WHEREAS, it is now appropriate to transfer the provisions of said Ordinances to
Chapter 3 of the District Code of Ordinances.

NOW, THEREFORE, BE IT ORDAINED BY THE BOARD OF DIRECTORS OF
THE NORTH TAHOE PUBLIC UTILITY DISTRICT AS FOLLOWS:

1. That Chapter 3, District Organization and Personnel Ordinance, as set forth
in Exhibit “A” attached hereto and incorporated herein by this reference, is
hereby added to the North Tahoe Public Utility District Code of Ordinances.

2. That this Ordinance shall become effective thirty (30) days after is adoption
and shall be posted and published as required by law.

PASSED AND ADOPTED by the Board of Directors of the North Tahoe Public
Utility District this 8th day of March, 2005, by the following Roll Call Vote:

AYES: DIRECTORS Bergmann, Lanini, Mooney and Lewis
NOES: None

ABSENT: DIRECTOR Schwartz

“ d
, Mx A osus

S. Lane Lewis
President, Board of Directors

ATTEST:

on? Siles,

Leon C. Schegg, ClerK of the Board




EXHIBIT "A"

CHAPTER 3, Organization and Personnel

Article 3.05. ORGANIZATION

3.05.010: PURPOSE

To set forth the structure of District organization.

3.05.020: OBJECTIVE

To create that District organization which will result in the best possible service at
the lowest cost to the customers of the District.

3.05.030: MANAGEMENT PERSONNEL

District management personnel shall be as follows:

1.

GENERAL MANAGER/CHIEF EXECUTIVE OFFICER (CEO). The
GENERAL MANAGER/CEO is an Officer of the District and shall carry out
the functions of the General Manager/CEO as defined in California Public
Utilities Code Section 16111(d). The General Manager/CEO shall be
appointed by the Board of Directors, hold office at its pleasure, and receive

such compensation as is provided for by the Board of Directors by
ordinance.

ACCOUNTANT/CHIEF FINANCIAL OFFICER (CFO). The
Accountant/CFO is an Officer of the District and shall carry out the functions
of the Accountant as defined in California Public Utilities Code Section
16111(b). The Accountant/CFO shall be appointed by the Board of
Directors, hold office at its pleasure, and receive such compensation as is
provided for by the Board of Directors by ordinance.

CLERK. The Clerk is an Officer of the District and shall carry out the
functions of the Clerk defined in California Public Utilities Code Section
16111(a). The Clerk, who is also ex officio secretary of the Board of
Directors, shall be appointed by the Board of Directors, hold office at its

pleasure, and receive such compensation as is provided for by the Board of
Directors by ordinance.

TREASURER. The Treasurer is an Officer of the District and shall carry out
the functions of the Treasurer defined in California Public Utilities Code




Section 16111(c). The functions of the office of Treasurer shall be carried
out ex officio by the General Manager (CEO).

5. PUBLIC WORKS DIRECTOR/ASSISTANT GENERAL MANAGER. The
Public Works Director/Assistant General Manager is an Unclassified
Employee as defined in Section 3.10.030(6) herein.

6. CHIEF ENGINEER. The Chief Engineer is an Unclassified Employee as
defined in Section 3.10.030(6) herein.

7. UTILITY OPERATIONS MANAGER. The Operations Manager is an
Unclassified Employee as defined in Section 3.10.030(6) herein.

8. PARKS AND FACILITIES MANAGER. The Parks and Facilities Manager is
an Unclassified Employee as defined in Section 3.10.030(6) herein.

9. CONFERENCE SERVICES DIRECTOR. The Conference Services

Director is an Unclassified Employee as defined in Section 3.10.030(6)
herein.

10. EXECUTIVE ASSISTANT. The Executive Assistant is an Unclassified
Employee as defined in Section 3.10.030(6) herein.

3.05.040: MANAGEMENT RESPONSIBILITIES

1. The General Manager (CEQ) shall have full charge and control of the
construction of the works of the District and of their maintenance and
operation and shall report directly to the Board of Directors. The General
Manager (CEO) shall oversee all District Departments except for the

Accounting Department. These responsibilities include but are not limited
to:

Human Resources Administration
Operations (Water and Sewer)
Engineering

Master Plan Compliance
Insurance & Risk Management
Board Administration
Recreation & Parks

Public Relations

Legislative Development
Grant Acquisition

Contract Compliance




3.

The ACCOUNTANT/CFO shall install and maintain a system of auditing
and accounting which completely and at all times shows the financial
condition of the District and shall report directly to the Board of Directors.
The ACCOUNTANT/CFO shall draw all warrants to pay demands made
against the District when the demands have been first approved by a
majority of the Board of Directors. The ACCOUNTANT/CFO shall oversee

the Accounting Department. These responsibilities include but are not
limited to:

Accounts Receivable

General Ledger

Financial Statement

Budget Preparation

Audit Administration

Payroll

Retirement Plan Administration
Management Information System
Purchasing

Internal Audit/Oversight

Grant Reimbursement

The Clerk shall devote full time during office hours to the affairs of the
District. These responsibilities include but are not limited to:

General Board administration

Countersign all contracts on behalf of the District
Act as ex officio Secretary of the Board of Directors
Keep a record of Board proceedings

Custodian of District records

Accept service on behalf of the District

Publish and post notices

Receive and open sealed bids

Accept correspondence on behalf of District

3.05.050: MANAGEMENT AUTHORITY

1.

In the absence of the ACCOUNTANT/CFO, the General Manager/CEO

shall assume all responsibilities of the ACCOUNTANT/CFO, including
Accounting Department personnel.

In the absence of the General Manager (CEOQ), the Public Works

Director/Assistant General Manager shall assume the duties of the General
Manager (CEO).

In the absence of the Clerk, the General Manager (CEO) shall assume the
responsibilities of the Clerk.




4. In the absence of the General Manager/CEO and the ACCOUNTANT/CFO,
the Public Works Director/Assistant General Manager shall assume the
responsibilities of those offices.

5. In the absence of the General Manager/CEO and the Public Works

Director/Assistant General Manager, the ACCOUNTANT/CFO shall assume
the responsibilities of those offices.

6. In the absence of the General Manager/CEO, the ACCOUNTANT/CFO,
and the Public Works Director/Assistant General Manager, the Utility
Operations Manager shall assume the responsibilities of those offices.

3.05.060: MANAGEMENT COMPENSATION

The Board of Directors shall conduct annual Performance Evaluations for the
General Manager/CEO, the ACCOUNTANT/CFO, and the Clerk, and make
compensation adjustments, if any, at its discretion. Evaluations may be conducted
at any time deemed appropriate by the Board of Directors. The Board of Directors

may delegate to the General Manager/CEOQ the duty of preparing the Performance
Evaluation for the Clerk.

Performance Evaluations and compensation adjustments, if any, for Unclassified
Employees within District Departments managed by the General Manager/CEO
shall be conducted by the General Manager/CEO by August 31 of each year and

are subject to budgetary restrictions set by the Board of Directors in the District's
annual budget.

Performance Evaluations and compensation adjustments, if any, for Unclassified
Employees within District Departments managed by the ACCOUNTANT/CFO shall
be conducted by the ACCOUNTANT/CFO by August 31 of each year and are

subject to budgetary restrictions set by the Board of Directors in the District’s
annual budget.

3.05.070: ORGANIZATIONAL CHART

The organizational structure of the District shall be that set forth in the
Organizational Chart in Article 3.15 of the Code of Ordinances.

Article 3.10. PERSONNEL
3.10.010: PURPOSE

To set forth regulations for the administration of District personnel matters.




3.10.020: OBJECTIVE

To establish regulations covering rates of pay, hours of work, and conditions of
employment applicable to District EMPLOYEES which will result in the best
possible service at the lowest cost to the customers of the District and promote
harmonious economic and industrial relationships between the District and its
EMPLOYEES.

3.10.030: DEFINITIONS

For the purpose of this Article 3.10, the following definitions will apply:

1.

DISTRICT shall mean the North Tahoe Public Utility District, a California local
entity formed under the provisions of the California Public Utilities Code.

. Board of Directors of the North Tahoe Public Utility District, herein referred to

as BOARD OF DIRECTORS or BOARD, shall mean the body elected by the
public, which shall have the exclusive right to manage the DISTRICT and to
carry out its constitutional and statutory functions and responsibilities, as
defined by law.

EMPLOYEE(s), hereinafter referred to as EMPLOYEE(S), refers to persons
legally holding positions in the employ of the District, and includes OFFICER,
UNCLASSIFIED, CLASSIFIED, PART TIME REGULAR, FULL TIME
TEMPORARY, PART TIME TEMPORARY, and PROBATIONARY
EMPLOYEES. An EMPLOYEE may have one or more of said statuses from
time to time.

RESPONSIBLE AUTHORITY shall be the person or board having the authority
to direct an EMPLOYEE and administer this Ordinance. The GENERAL
MANAGER/CEO is the District Officer referred to in Section 3.05.030(1) above
and shall be the RESPONSIBLE AUTHORITY with the lawful authority to
appoint or remove persons from positions in the District service which report to
the General Manager/CEO, pursuant to Section 3.05.040(1) above, subject to
the Grievance Procedure. The ACCOUNTANT/CFO is the District Officer
referred to in Section 3.05.030(2) above, and shall be the RESPONSIBLE
AUTHORITY with the lawful authority to appoint or remove persons from
positions in the District service which report to the ACCOUNTANT/CFO
pursuant to Section 3.05.040(2) above, subject to the Grievance Procedure.

OFFICER EMPLOYEES shall include the GENERAL MANAGER/CEO,
ACCOUNTANT/CFO, and CLERK. The RESPONSIBLE AUTHORITY for
OFFICER EMPLOYEES shall be the BOARD OF DIRECTORS.

UNCLASSIFIED EMPLOYEES shall mean the PUBLIC WORKS
DIRECTOR/ASSISTANT GENERAL MANAGER, CHIEF ENGINEER, UTILITY




OPERATIONS MANAGER, PARKS AND FACILITIES MANAGER,
CONFERENCE SERVICES DIRECTOR, and EXECUTIVE ASSISTANT. The
GENERAL MANAGER/CEO shall be the RESPONSIBLE AUTHORITY for said
EMPLOYEES and, subject to Section 3.05.060, supra, shall set their salaries,
which do not have a salary range and step, annually.

. Classified EMPLOYEE, hereinafter referred to as CLASSIFIED EMPLOYEE,
refers to an EMPLOYEE whose salary schedule is defined in Article 3.20, and
which has a salary range and step.

. Probationer, hereinafter referred to as PROBATIONARY EMPLOYEE, refers to
an EMPLOYEE who has probationary status. An EMPLOYEE, other than one
who serves at the pleasure of the BOARD, who is appointed to a position shall
serve a period of probation. The probation period shall be six (6) months long,
during which the EMPLOYEE may be terminated at any time with or without
cause by the RESPONSIBLE AUTHORITY or DISTRICT. If an EMPLOYEE is
hired within thirty (30) days following termination of their status as a temporary
EMPLOYEE, in the same classification and job title last held as a temporary
EMPLOYEE, said EMPLOYEE'S time of service as a temporary EMPLOYEE in
such classification, up to a maximum of three (3) months, shall be counted as
part of the EMPLOYEE'S probationary period.

. PART TIME REGULAR EMPLOYEE shall be as defined in Section 3.10.260
herein.

10.FULL TIME TEMPORARY EMPLOYEE shall be as defined in Section 3.10.240

herein.

11.PART TIME TEMPORARY EMPLOYEE shall be as defined in Section

3.10.250 herein.

12.Supervisory EMPLOYEE, hereinafter referred to as SUPERVISOR, shall be

any individual having authority to exercise independent judgment in the interest
of the employer; who has the responsibility to assign, direct, and adjust
grievances of supervised EMPLOYEES; and to recommend promotion, wage
adjustments, discipline and discharge of supervised EMPLOYEES, provided
that the exercise of such authority is not merely routine or clerical in nature, but
requires the use of independent judgment.

13.“DAY" is a period of time representing normal work hours, without overtime,

during any 24 hour period. Eight (8), nine (9) and ten (10) hour day schedules
may be observed by the District as a normal work day.

14.“PROMOTION?" is the movement of an EMPLOYEE from one job classification

to another job classification with a higher starting salary.




15."SUSPENSION" means a period for which an EMPLOYEE is involuntarily
separated from employment on a temporary basis.

16.“POSITION” represents any job classification contained in the District
Personnel Ordinance.

17."REGULAR SHIFT" will be the hours normally worked on a single work day by
the EMPLOYEE.

3.10.040: EMPLOYEE RIGHTS

The EMPLOYEE retains all rights conferred by applicable local, state, and federal
laws, and in accordance with Section 3500 of the Government Code.

3.10.050: DISTRICT RIGHTS

Nothing contained in this Ordinance shall be construed to require the DISTRICT to
meet and confer on matters which are solely a function of Management. The
rights specifically retained by the DISTRICT are the rights, included, but not limited
to; to direct the work force and allocate all labor resources; to select and determine
the number and types of EMPLOYEES required; to determine the content of job
classifications; to hire, transfer, promote, suspend, discipline, and terminate
EMPLOYEES: To assign work to EMPLOYEES in accordance with the
requirements determined by the DISTRICT; including overtime assignments; to
establish and change work schedules and assignments; to lay off EMPLOYEES
for lack of work; to expand and diminish services; to subcontract any work or
operations; to determine and change methods of operations; to determine and
change work locations and the processes and materials to be employed; to take all
necessary actions to perform its functions in emergencies.

3.10.060: ADMINISTRATION

The RESPONSIBLE AUTHORITY shall be responsible for the administration of
this Ordinance, and shall specify such administrative procedures, forms, records,
reports and audits as he or she deems necessary for proper administration of this
Ordinance. The RESPONSIBLE AUTHORITY may assign to other DISTRICT
EMPLOYEES, such duties in connection with this Ordinance as he or she deems
proper and expedient. ‘ '

Except as specifically provided herein, the RESPONSIBLE AUTHORITY shall be
responsible for the proper application of the provisions of this Ordinance, and he

or she or such person as he or she may designate, shall rule on the application of
the provisions of this Ordinance which are within the scope of his or her authority.

It shall be the mandatory duty of the RESPONSIBLE AUTHORITY, to keep, or
cause to be kept, accurate records of the application of this Ordinance.




3.10.070: PRE-EMPLOYMENT DOCUMENTATION

All EMPLOYEES shall be required to complete or provide certain documentation
prior to employment. These documents include, but are not limited to; motor
vehicle operator’s verification and motor vehicle operator’s record, application for
employment, EMPLOYEE Physical Exam Report, EMPLOYEE Health
Questionnaire, EMPLOYEE Withholding Allowance Certificate Form W-4, District
Regulations Concerning Alcoholic Beverages, and Immigration Form INS-9.
Falsification of any portion of these documents is grounds for immediate dismissal
without the right of appeal.

3.10.080: WORK WEEK, HOURS OF WORK, OVERTIME

For all EMPLOYEES, except part-time EMPLOYEES, the normal work week shall
consist of forty (40) hours, being five (5) consecutive days of eight (8) hours each,
exclusive of lunch period. A normal day shall consist of eight (8) hours in a
twenty-four (24) hour period. Changes in the eight hour day will be made at the
discretion of the RESPONSIBLE AUTHORITY to meet unique operating
characteristics of the DISTRICT, such as, but not limited to, the availability of
daylight, location of infiltration sources, operation of pump stations, emergency
operations, special recreation events and snow grooming.

The RESPONSIBLE AUTHORITY, or a designated representative, shall give
EMPLOYEES reasonable notice of changes in work week, or scheduling of the
eight (8) hour period.

For those EMPLOYEES, excepting OFFICER or UNCLASSIFIED EMPLOYEES,
working the normal work week, all work performed in excess of forty (40) hours in
any workweek, shall constitute over time work and shall be paid at the rate of time
and one-half (1-1/2) said EMPLOYEE'S regular rate of pay.

Vacation, and sick leave, or other time off for which an EMPLOYEE is paid, shall
not count as hours worked. Only hours actually worked shall count in the
determination of overtime in a day or in a week. Hours taken for non-working
activities (CTO, sick leave, vacation, holiday) will not be included in the calculation
of hours worked for overtime purposes. Overtime for emergencies may be
authorized at the discretion of the RESPONSIBLE AUTHORITY. Overtime shall
be recognized and paid for only when directly authorized by a Supervisor, Public
Works Director/Assistant General Manager or RESPONSIBLE AUTHORITY.

All time worked shall be paid in increments to the nearest one-tenth (1/10) hour.
All EMPLOYEES normally shall be allowed a meal period of not less than thirty
(30) minutes, nor more than one (1) hour, which shall be scheduled generally in
the middle of the work shift. Whenever it is necessary for an EMPLOYEE to work
overtime in excess of two (2) consecutive hours, he or she shall be granted an -
additional meal period, the time of taking is at the discretion of the SUPERVISOR.




Meal periods shall not be counted a part of the total hours, except for those

REGULAR EMPLOYEES for whom meal periods are included within the hours of
assigned duties, such as an emergency which requires constant observation of a
piece of operating equipment, or constant attention to a specific repair operation.

Upon mutual agreement with the RESPONSIBLE AUTHORITY, EMPLOYEES
shall be allowed to participate in alternative work schedules that consist of working
either eight nine hour days and one eight hour day in each 80 hour pay period (9-
8-80) or four ten hour days in each work week (4-10-40). Under these schedules,
the normal work day may exceed eight hours and the work week may differ from
the normal Sunday through Saturday schedule.

Under the 9-8-80 work schedule, the work week will not be changed, but the work
week will vary with an EMPLOYEE'S work schedule. The first day of this work
week is determined by the day of the week the EMPLOYEE will be scheduled to
be off. In the ten work day period (total of 80 hours), an EMPLOYEE will work
eight nine hour days, one eight hour day, with the tenth day off. If the eight hour
day falls within the first four work days, the first work week will end after five hours
of work on the fifth day of work. If the eight hour day is on or after the fifth day, the
first work week ends after four hours of work on the fifth day.

Under the alternative work schedules, a normal work day will be either eight, nine
or ten hours, exclusive of lunch period, as scheduled.

EMPLOYEES working an alternative work schedule will not accrue or be paid
overtime for days they are scheduled to work nine or ten hours unless work is
performed in excess of forty (40) hours per week. Work weeks will be adjusted as

described above so that the normal work week remains as forty (40) hours per
week.

Time cards for affected EMPLOYEES shall reflect the appropriate work schedule
and work week in order to maintain compliance with the Fair Labor Standards Act.

EMPLOYEES may be required to work assigned shifts with hours other than the
EMPLOYEE'S regular shift.

Any absence occurring as a result of the use of the provisions of this ordinance
and approved by the RESPONSIBLE AUTHORITY shall be an approved absence.

This Section is intended only to define the normal hours of work, the work day, and
the work week, and shall not be construed as a guarantee to any covered
EMPLOYEE other than OFFICERS and UNCLASSIFIED EMPLOYEES of a set
amount of compensable hours of work per day or per work week, or of days of
work per week. The DISTRICT reserves the right to determine that there is
insufficient work to be performed, on any work day or during any work week, and
may relieve, solely in the DISTRICT'S discretion, covered EMPLOYEES from




work, for lack of work, during any work day or work week. EMPLOYEES so
relieved from work shall not receive any salary for work not performed but may, at
their option, resort to any accumulated compensatory time off, vacation leave, or

other leaves (except sick leave) to supplement their wages while relieved from
work under this section.

3.10.090: STANDBY DUTY & EMERGENCY ASSIGNMENTS

When it is necessary for the protection of public health, safety, or welfare, an
EMPLOYEE may be requested to remain on standby for emergency work and/or

to perform emergency work during off-duty hours. The following shall apply to
such assignments:

1.

Standby duty requires the EMPLOYEE so assigned to be ready to respond
immediately to calls for the EMPLOYEE'S service; to be able to be reached by
telephone (or pager); to remain within a specified distance from the District:
and to refrain from activities which may impair the EMPLOYEE'S ability to
perform his or her assigned duties during the standby period.

EMPLOYEES required to be on standby duty shall be allowed a flat rate of
twenty ($20) dollars per sixteen (16) hour period for such duty, and a flat rate of
thirty ($30) dollars per twenty-four hour period of such duty. EMPLOYEES who
work a scheduled overtime shift, eight (8) hours, or a portion of an overtime
shift, four (4) hours, shall not be paid standby for the same period. Standby

increment shall be calculated at the rate of five ($5) dollars per four (4) hour
period.

. Standby EMPLOYEES who are called out to work shall receive a minimum of

one (1) hour of pay, except if they are called out between 11:00 P.M. and 6:00
A.M., they shall receive a minimum of two (2) hours of pay.

Emergency time shall be added to regular time worked prior to call out.

. Commuting time shall be counted as time worked.

EMPLOYEES assigned to standby duty may have a vehicle supplied by the
DISTRICT, for the period of time they are serving on standby, whenever
possible, or the EMPLOYEE may utilize their own vehicle and be paid mileage
at the current DISTRICT rate (portal to portal to portal) should they be called in
to respond to an emergency.

. Ifan EMPLOYEE receives a call while on standby, but is not called out on duty,

no additional compensation will be paid.

3.10.100: PAYMENT OF WAGES
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EMPLOYEES shall be paid bi-weekly in accordance with the current District
schedule of pay periods. Each monthly rate of pay shall be converted to an hourly
equivalent rate for the purpose of payment of regular salary on the basis of hours
worked if the number of hours worked is less than forty (40) hours, or for overtime
pay.

Standby, overtime, and other special payments shall be made at the completion of
the pay period in which such payments are earned or accrued. Overtime shall be
compensated at one and one-half times the hourly equivalent rates of pay.

At the option of the EMPLOYEE, compensatory time may be accrued in lieu of

cash payment for overtime worked. Hours accrued will be in direct relation to pay
earned at one and one half time or double time.

The maximum compensatory time which may be accrued by any EMPLOYEE
shall be 80 hours. An EMPLOYEE who has accrued the maximum number of
compensatory hours shall be paid overtime compensation in cash for any
additional overtime hours worked. An EMPLOYEE shall be permitted to use
accrued compensatory time within a reasonable time after it is requested, if to do
so would not unduly disrupt the operations of the District.

Payment for accrued compensatory time upon termination of employment shall be
calculated at the final hourly rate received by the EMPLOYEE. Compensatory
time shall not be used to extend employment upon termination.

"Compensatory time" and "compensatory time off" are defined as hours when an
EMPLOYEE is not working and which are paid for at the EMPLOYEE'S regular

rate of pay. These hours are not counted as hours worked in the day or week in
which they are paid.

If payday falls on a holiday, the District will attempt to have paychecks available on
the day prior to the holiday.

3.10.110: EXCLUSIONS FROM OVERTIME AND STANDBY

All EMPLOYEES designated as OFFICER or UNCLASSIFIED EMPLOYEES shall
be excluded from overtime or standby compensation in the form of pay.

In lieu of overtime pay or standby pay, all EMPLOYEES designated as OFFICER
or UNCLASSIFIED EMPLOYEES shall be granted a minimum of forty (40) hours
per year of Administrative Leave, to be credited on July 1 of each year.

3.10.120: REIMBURSEMENT FOR ASSIGNMENTS REQUIRING EMPLOYEE
TRAVEL
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When it is necessary and authorized by the RESPONSIBLE AUTHORITY for an
EMPLOYEE to use a privately-owned vehicle for DISTRICT business, the
EMPLOYEE shall be compensated per mile for use of such vehicles at the current
rate as designated by the Internal Revenue Service (IRS) for such travel, to and
from the destination of the authorized use. If a District vehicle is available for use
and the EMPLOYEE elects to use a privately-owned vehicle, the EMPLOYEE shall
not be compensated for mileage.

When it is necessary and authorized by the RESPONSIBLE AUTHORITY for an
EMPLOYEE to perform travel for DISTRICT business, which includes mealtimes,
such meals shall be paid for by District at a per diem rate of $30.00 per full day of
such travel. Meal allowances for partial days of travel will be compensated at
follows: Breakfast $ 8.00, Lunch $12.00, Dinner $16.00. Lodging and other travel

expenses shall be paid by DISTRICT upon presentation and approval of receipts
for charges.

Travel expenses shall be paid upon presentation and approval of receipts unless
such expenses exceed one hundred (100) dollars, whereupon expenses incurred
shall be paid on the next regular check run.

3.10.130: HOLIDAYS

The following days shall be holidays for the EMPLOYEES:

New Year's Day
Martin Luther King Birthday
Washington's Birthday
Friday before Easter
Memorial Day
Independence Day
Labor Day

Veteran's Day

. Thanksgiving Day

0.  Day after Thanksgiving
1. Christmas Day

TP NoOR~ N~

When a holiday falls on a Saturday or Sunday, the preceding Friday or succeeding
Monday, respectively, shall be observed as the holiday.

If an EMPLOYEE who is entitled to a holiday is required to work on said holiday,

that EMPLOYEE shall be assigned an alternate day off on a schedule to be
determined by the RESPONSIBLE AUTHORITY.

3.10.140: VACATION

Vacation benefits shall be granted to EMPLOYEES as follows:
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. Vacation shall be accrued based on the following schedule:
a. 0 -4 years of employment: Eighty (80) hours annually.
b. Fifth (5th) year of employment: Eighty Eight (88) hoUrs annually.

c. Sixth (6th) through ninth (9th) year of employment, One Hundred Twenty
(120) hours annually.

d. Tenth (10th) year of employment: One Hundred Twenty Eight (128) hours
annually.

e. Eleventh (11th) year of employment: One Hundred Thirty Six (136) Hours
annually.

f. Twelfth (12th) year of employment: One Hundred Forty Four (144) hours
annually.

g. Thirteenth (13) year of employment: One Hundred Fifty Two (152) hours
annually.

h. Beginning in the fourteenth (14th) year, One Hundred Sixty (160) hours
annually.

. An EMPLOYEE shall begin accrual of vacation upon completion of his or her
probationary period.

. If a holiday, as defined by this Ordinance, occurs during vacation leave, one
day will be deleted from vacation time off.

. Upon termination EMPLOYEE will be paid for all accrued vacation leave not
used to the date of termination, up to a maximum of two times the
EMPLOYEE'S accrual rate. EMPLOYEES terminating prior to six (6) months
employment are not eligible to receive vacation accrual. Vacation shall not be
used to extend employment upon termination.

. During periods of leave of absence or temporary disability which are unpaid
leaves, no sick leave, vacation time or retirement benefits will accrue.

Requests for vacation must be presented at least fourteen (14) days prior to
the time vacation is requested. Special consideration may be given by the
RESPONSIBLE AUTHORITY in the case of an emergency situation.

Requests will be approved in the order received. The granting of requests will
be in accordance with the work load of the DISTRICT, and two EMPLOYEES
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working in the same department or crew may not be allowed vacation leave at
the same time.

In the event of an unforeseen or emergency circumstance, vacation may be
granted by the RESPONSIBLE AUTHORITY without the advance notification
requirement. Approval of such requests will not be unreasonably withheld.

7. No vacation may be earned or accrued above two (2) times the EMPLOYEE'S
annual accrual rate with the exception of eight (8) hours accrued annually for
currently accrued Safe Driving Bonus.

8. An EMPLOYEE will not be allowed to work and receive vacation pay at the
same time.

3.10.150: SICK LEAVE

Sick leave benefits shall be granted to EMPLOYEES as follows:

1. Sick leave shall be defined as the absence from duty by an EMPLOYEE
for the following reasons:

a. Quarantine because of exposure to a contagious disease, or when
incapacitated from performance of duties because of personal iliness
or injury, or for medical or dental examination and/or treatment.

b. Attendance upon a member of the EMPLOYEES' immediate family
because of iliness or injury where the attendance of the EMPLOYEE
is definitely required to care for, or transport such individual for care
or operation. Immediate family shall be defined to mean spouse,
child, brother, sister, parents, spouse's parents, or close relative.

2. Sick leave shall accrue at the rate of eight (8) hours per month, and shall be
updated monthly, following the month in which it was earned.

3. Sick leave shall be granted only by the RESPONSIBLE AUTHORITY.
Requests for sick leave shall be presented in advance for medical and
dental appointments. In all cases, requests for time off for sick leave must
state the reason for sick leave request. When an absence occurs, the
RESPONSIBLE AUTHORITY may require evidence in the form of a
physician's statement, or other documentation of the reason for an
EMPLOYEE'S absence for medical purposes. Additional sick leave may be
granted an EMPLOYEE by the RESPONSIBLE AUTHORITY, when in the
judgment of the RESPONSIBLE AUTHORITY, such additional time is
justified.
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10.

Upon advance notification, vacation or compensatory time may be used to
supplement available sick leave in non-recurring emergency situations, at
the discretion of the RESPONSIBLE AUTHORITY.

Following an absence for serious illness, injury, or exposure to a contagious
disease, the RESPONSIBLE AUTHORITY may require a statement from a
physician, indicating that the EMPLOYEE is fit to return to work.

Use of sick leave for any purpose other than that defined above will be
grounds for discipline, or termination, at the discretion of the
RESPONSIBLE AUTHORITY.

To be eligible for sick leave, the EMPLOYEE must notify his or her
SUPERVISOR when giving notice is reasonable, prior to the time set for
performing the EMPLOYEE'S daily duties.

An EMPLOYEE has the option of using current or accumulated sick leave,
or vacation, to the extent available, while she is on maternity leave.
Absences in excess of available annual vacation or sick leave time shall be

treated as leave per the provisions of the Family Medical Leave Act of
1993.

Upon termination, after completion of six (6) months of employment, 30%
accumulated sick leave will be paid the EMPLOYEE; 60% will be paid upon
retirement at age 61 or over; and 100% will be paid the EMPLOYEE'S
beneficiary in the event of death. Payments shall be made up to a

maximum of 960 hours. Sick leave shall not be used to extend employment
upon termination.

On December 1 of each year, a review will be made of each EMPLOYEE'S
accrued sick leave. Atthe EMPLOYEE'S option, accrued sick leave in
excess of 160 hours will be bought back by the District at 50% value, or the
EMPLOYEE may convert sick leave in excess of 160 hours to either
compensatory time or vacation at 50% value.

EMPLOYEES will be allowed the use of eight (8) hours of sick leave per
year for personal leave to be used at their discretion. Personal leave must
be approved by the EMPLOYEE'S immediate supervisor in advance of such
leave. Personal leave may not be accrued from year to year. Unused
personal leave will remain as accrued sick leave.

3.10.160: LEAVE OF ABSENCE

Leave of absence may be granted to EMPLOYEES as follows:
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Family Death Leave. A leave of absence with pay may be granted by the
RESPONSIBLE AUTHORITY in the event of death in the EMPLOYEE'S
immediate family or a close relative. Such leave shall not exceed five (5)
days without the approval of the DISTRICT.

Leave for Jury Duty. EMPLOYEES shall be allowed a leave of absence
with pay when subpoenaed for jury duty. Private transportation shall be
utilized and all fees received for jury duty, not including reimbursement for
transportation and expenses, shall be turned over to the DISTRICT. An
EMPLOYEE shall notify the RESPONSIBLE AUTHORITY upon receiving
notice to appear for jury duty.

Military Leave. EMPLOYEES shall be granted leaves of absence for
military duty in accordance with Military and Veterans Code of the State of
California. Pay for military leave not greater than a two (2) week period
shall equal the EMPLOYEES regular pay, minus military base pay for the
period of duty as shown on official pay voucher, if such a difference exists.

Other Time Off. Time off may not be taken without completing the
appropriate form prior to taking such leave. Such forms must be approved
by the EMPLOYEE'S immediate supervisor and the RESPONSIBLE
AUTHORITY.

Leave of Absence Without Pay. Temporary leaves of absence without pay
shall be granted at the sole discretion of the DISTRICT. Leaves of absence
up to thirty (30) calendar days may be granted by the RESPONSIBLE
AUTHORITY. Extended leaves of absence without pay may be granted by
the DISTRICT upon written application of the EMPLOYEE. EMPLOYEES
on leave of absence in excess of thirty (30) calendar days shall not accrue
sick leave or vacation benefits during the period of absence, and this time
shall not be counted in an EMPLOYEE'S evaluation period, and the
EMPLOYEE'S anniversary date will be changed accordingly. DISTRICT
will make no contributions to retirement, medical, dental, or other benefits
during that period. The Benefits may be continued upon payment of the
total premiums or fees by the EMPLOYEE. Accrued vacation and sick
leave on record shall not be lost by virtue of a leave of absence.

FAMILY AND MEDICAL LEAVE ACT OF 1993.
The District will comply with the California Family Leave Act effective

January 1, 1993 and the Federal Family and Medical Leave Act of 1993,
effective August 5, 1993.

16




3.10.170: WORKERS COMPENSATION INSURANCE AND DISABILITY DUE
TO JOB RELATED INJURY.

EMPLOYEES who suffer an injury resultant from employment duties shall proceed
and receive benefits as follows:

1.

The EMPLOYEE shall immediately notify his’her SUPERVISOR, and shall
immediately receive medical examination and/or emergency treatment as
deemed appropriate by the RESPONSIBLE AUTHORITY. The
EMPLOYEE shall not be considered absent from duty during the time
required for medical examination and/or emergency treatment. The
EMPLOYEE AND THE EMPLOYEE'S SUPERVISOR shall, as soon as
practicable file a written report on a form provided by the DISTRICT with the
RESPONSIBLE AUTHORITY, in accordance with State law.

The EMPLOYEE shall file a claim with the District's carrier for Worker's
Compensation Benefits. The first three (3) working days off due to a job
related injury shall be paid as Worker's Compensation benefits. This three
(3) day period is intended to supplement the injured EMPLOYEE
compensation until Worker's Compensation benefits, if any, are received. If
benefits are denied by Worker's Compensation, these three (3) days will be
deducted from EMPLOYEE'S sick leave, if available, or taken as leave
without pay if no sick leave is available.

The EMPLOYEE may be granted a loan equal to the amount of sick leave
and/or vacation time accrued to supplement income while waiting for
Worker's Compensation benefits to be paid. Any loan granted the
EMPLOYEE shall be repaid by the EMPLOYEE.

During a period of disability, the DISTRICT has the right to assign a
physician for the EMPLOYEE, unless the EMPLOYEE has placed in his/her
personnel file prior to injury a letter requesting medical treatment only be
obtained from a specific physician. During the first thirty (30) days of
disability, the DISTRICT has the right to medical control of the EMPLOYEE.
After thirty days have elapsed, if the EMPLOYEE is not satisfied with the
treatment being received, he/she may request a change of physicians.

When the EMPLOYEE is authorized by his/her physician to return to work
after a job-related injury, the EMPLOYEE shall provide the DISTRICT with a
written notice from the physician. The DISTRICT retains the option of
allowing or denying the EMPLOYEE to return to work when a physician's
release states the EMPLOYEE is to be assigned to "light duty" or "desk
duty", or limited duty" when available, if the EMPLOYEE'S normal job
requires heavy or strenuous work.
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6. Vacation and sick leave benefits will not accrue during the time an
EMPLOYEE is solely on worker's compensation leave in excess of thirty
(30) calendar days after optional use of sick leave and vacation accrued.

3.10.180: PHYSICAL EXAMINATION

A prospective EMPLOYEE shall be required to have and pass a physical
examination prior to employment. Whenever in the judgment of the GENERAL
MANAGER (CEO) the best interests of the DISTRICT require such examination,
an EMPLOYEE may be required to have and pass a physical examination.
EMPLOYEES, who in the opinion of the designated physician, are physically
incapable of meeting normal requirements of their position, may be reclassified or

may be terminated for physical disability as determined by the RESPONSIBLE !
AUTHORITY.

Failure of an EMPLOYEE to disclose pertinent medical information on the pre-

employment physical questionnaire is subject to discharge from District service
without the right of appeal.

3.10.190: COMPENSATION AND EVALUATION OF EMPLOYEE
PERFORMANCE

1. The salary schedule for EMPLOYEES shall be as in Article 3.20.
The RESPONSIBLE AUTHORITY shall administer the DISTRICT salary plan
based on EMPLOYEE'S performance, and the recommendation of EMPLOYEE'S
SUPERVISOR. Evaluation of EMPLOYEE'S performance shall be subject to the
grievance procedure.

2. Appointment to a Higher Starting Salary: Original appointment shall
be made at the starting salary step for each position, except that upon approval of
the RESPONSIBLE AUTHORITY and the BOARD, appointments may be made at
a higher step. Consideration shall be given to labor market conditions, education,
and experience of the proposed EMPLOYEE as compared to minimum
qualifications for the classification.

3. Reclassification: In the event of a reclassification the individual
reclassified shall be compensated at the salary step of the new position which is

not lower than 2% above their present step, and no higher than 5% above their
present step.

4. EMPLOYEES shall receive an evaluation of performance as foIIoWs:
a. Performance evaluations shall be made during the fifth (5th) month

of a probationary period, and annually thereafter, except for
UNCLASSIFIED EMPLOYEES which shall be evaluated no later
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than August 31 of each year. Performance evaluations may be
made more frequently at the discretion of the RESPONSIBLE
AUTHORITY.

b. The evaluation shall be made by the EMPLOYEE'S immediate
SUPERVISOR, and shall be reviewed and approved by the
SUPERVISOR'S SUPERVISOR prior to review with the EMPLOYEE.
The evaluation shall be written on a form provided by the DISTRICT
and shown in Article 3.25.

c. Performance reviews for UNCLASSIFIED EMPLOYEES shall be
prepared on a form specified by the GENERAL MANAGER/CEO.

d. Ifan EMPLOYEE feels the evaluation does not correspond with the
facts, he or she may appeal to the RESPONSIBLE AUTHORITY,
who shall make the final decision regarding the evaluation, subject to
the Grievance Procedure.

5. Salary Increases (Time for ConS|derat|on) During the fifth (5th)
month of initial service (probationary period) a performance review will be
completed by the EMPLOYEE'S SUPERVISOR.

Salary increases shall be considered after the initial six (6) months of
service. Increases after the initial six (6) months of service shall be granted as
applicable, based on EMPLOYEE performance. Reason for denial of a salary
increase will be presented to the EMPLOYEE.

Additional salary increases may be considered on the following
schedule: After eighteen (18) months of service and each twelve (12) months
thereafter.

6. Salary Increases (Amount) for EMPLOYEES as of July 1, 1997:
Such EMPLOYEES at steps 7 or lower shall be eligible for up to a two step
increase, and such EMPLOYEES at step 8 shall be eligible for a one step
increase. To be eligible for a single step increase, an EMPLOYEE'S performance
must be "Satisfactory” (Zone 3) with a total score of 27 or less, with not more than
two (2) categories indicating "Adequate" (Zone 4) performance, and not more than
one (1) category "Below Acceptable Levels" (Zone 5). To be eligible for a two step
increase, an EMPLOYEE'S evaluation must total "Commendable" (Zone 2), with a
total score of 18 or less, with not more than two (2) categories indicating
"Adequate“ (Zone 4) performance. If an EMPLOYEE earns less than a two step
increase on performance (not reclassification), they shall be subject to another
performance review in six (6) months. At that time, an EMPLOYEE shall be
eligible for a single step increase based on an improved performance evaluation
with a total score of 23 or less. A performance review score of 18 will be required
for a 2%2% increase from Step 9 to Step 10. If a score higher than 18 is received,
a new review will be done in six (6) months. If a score of 18 or lower is received in
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six months, a 2%2% increase will be awarded at that time. After the 10th Step, all
EMPLOYEES are eligible for up to a 2% salary increase every year, until 20 years
of service, based on Performance Review scores as follows: 15 for 2%, 16 for
1.5%, and 17 for 1%. After 20 years of service, EMPLOYEES shall be eligible for
an increase of 1% each year based upon a Performance Review score of 17 or
less.

All such EMPLOYEES with one year at Step 9 or Step 10 will be
eligible for a pay raise effective July 1, 1997 based on the last performance
review. Any such EMPLOYEE with one year in service at Step 9 or Step 10 after
July 1, 1997 will be eligible for a salary increase based upon a new performance
review.

7. Salary Increases (Amount) for EMPLOYEES hired after July 1, 1997:
Such EMPLOYEES shall be eligible for a one step increase after completion of a
six month probationary period and a further one step increase annually thereafter,
up to Step 10. After Step 10, EMPLOYEES will be eligible for a 2% increase
annually. After 20 years of service, EMPLOYEES will be eligible for an increase of
1% each year.

All'increases from Step A to 9 will be as follows: To be eligible for a
single step increase, an EMPLOYEE'S performance must be "Satisfactory" (Zone
3) with a total score of 27 or less, with not more than two (2) categories indicating
"Adequate” (Zone 4) performance, and not more than one (1) category "Below
Acceptable Levels" (Zone 5). If a score higher than 27 is received, a new review
will be done in six (6) months. If a score of 23 or lower is received in six months, a
272% increase will be awarded at that time. A performance review score of 18 will
be required for a 22% increase from Step 9 to Step 10. If a score higher than 18
is received, a new review will be done in six (6) months. If a score of 18 or lower
is received in six months, a 2%:% increase will be awarded at that time. After the
10th Step, all EMPLOYEES are eligible for up to a 2% salary increase every year,
until 20 years of service, based on Performance Review scores as follows: 15 for
2%, 16 for 1.5%, and 17 for 1%.

8. Effective Date of Salary Increase. Salary increases will be effective at
the beginning of the pay period following the date in which the increase is due.

9. Salary Decreases: The compensation of an EMPLOYEE may be
reduced upon recommendation of the RESPONSIBLE AUTHORITY in cases
where the quality and manner of performance of duties do not justify the
compensation being received; subject to the grievance procedure.

10.An EMPLOYEE'S driving record must be improving, or clean for
consideration for salary increases and/or promotions, subject to the following:
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a. An EMPLOYEE convicted of a moving violation in a District
vehicle or on District business during the performance review period
will be eligible for consideration of no more than one (1) step salary
increase and for promotion. Attending and completing an approved
driving school as directed and authorized by the court will allow
consideration as if no conviction occurred. Moving violations include
violations involving a moving vehicle for which points are charged
per the California Vehicle Code.

b. An EMPLOYEE convicted of two moving violations during the
performance review period will not be eligible for consideration of a
salary increase and/or promotion.

c. An EMPLOYEE not awarded a two (2) step salary increase or
promotion will be eligible for reconsideration in six (6) months if
performance merits, and no additional convictions have occurred. If
an EMPLOYEE is re-evaluated for a single increase, the
EMPLOYEE shall be eligible for consideration of an increase if the
EMPLOYEE'’S evaluation has a total score of 18 or less.
EMPLOYEES receiving no step increase on their anniversary date
will be eligible for consideration of a two (2) step increase and/or
promotion after six (6) months, if they have no convictions in the last
twelve (12) months. Otherwise, they will be eligible for consideration
of a one (1) step increase and not eligible for promotion.

3.10.200: HEALTH, DENTAL, AND RETIREMENT

EMPLOYEES shall be included in the health, dental, and retirement plans
currently provided by the DISTRICT, and subject to the rules established by the
carriers of these plans. In the event of an accident or illness which prevents an
EMPLOYEE from working, a temporary layoff or termination of employment of any
EMPLOYEE with one year or more of employment, the DISTRICT will continue
monthly payments of health and dental benefits for the EMPLOYEE and the
EMPLOYEE'S dependents for a period not to exceed six months. Orthodontia
coverage will be provided for each EMPLOYEE and each dependent at 50% of
charges to a maximum of $1500 per person per lifetime.

Part-time seasonal and temporary EMPLOYEES are not eligible for the above-
mentioned plans, without special authorization by the DISTRICT. However,
temporary EMPLOYEES whose term of employment exceeds six months may be
enrolled in the Retirement Plan as provided by the Plan trust documents.

A contribution to the DISTRICT retirement plan shall be made by the DISTRICT at

a rate of 12.245% of each EMPLOYEE'S base hourly earnings. Vesting
provisions and eligibility shall be determined by the Plan Document.
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EMPLOYEES shall be included in the Short Term Disability Income policy as
provided by the District, subject to eligibility dates set by the carrier.

3.10.210: EDUCATION AND TRAINING

EMPLOYEES shall be encouraged to seek educational opportunities and shall be
encouraged to attend training programs provided by the DISTRICT as follows:

1. For college, community college, and other courses for which academic
credit is given, and which are approved by the RESPONSIBLE
AUTHORITY, the cost of tuition, books, and course materials shall be
reimbursed to the EMPLOYEE upon presentation of evidence of successful
completion of the course, as determined by a passing grade from the
institution presenting the course. No other compensation shall be rendered.

2. For job-related training courses designed to provide the EMPLOYEE with
skills to improve efficiency, the DISTRICT shall provide payment of course
fee, transportation, reimbursement for meals and lodging, and shall pay a
maximum of eight (8) hours per day for attending such training.

3.10.220: PRODUCTIVE WORK ENVIRONMENT

It is in the best interest of the DISTRICT EMPLOYEES and the employer that a
productive work environment be maintained. Verbal or physical conduct by any
EMPLOYEE which harasses, disrupts, or interferes with another's work

performance or which creates an intimidating, offensive, or hostile environment is
not acceptable.

1. Verbal Abuse. Comments made verbally that reflect on another EMPLOYEE'S
ethnic, religious, or racial background or that show prejudice to others are not
acceptable in the work place. Use of profanity and abusive language, and
hearsay comments about an EMPLOYEE'S personal affairs are also not
acceptable. While the DISTRICT makes no attempt to control the feelings and
thoughts of EMPLOYEES, it requires that actions in the workplace not be
offensive to others.

2. Sexual Harassment.

a. Supervisors have a responsibility to maintain the work place free of any
form of sexual harassment. No supervisor is to threaten or insinuate, either
explicitly or implicitly, that an EMPLOYEE'S refusal to submit to sexual
advances will adversely affect the EMPLOYEE'S employment, evaluation,
wages, advancement, assigned duties, shifts, or any other condition of
employment or career development. In addition, no supervisor is to favor in
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any way any applicant or EMPLOYEE because that person has performed
or shown a willingness to perform sexual favors for the supervisor.

b. Other sexually harassing conduct in the work place, whether committed by

supervisors or non-supervisory personnel, is also prohibited. Such conduct
includes:

1) Sexual flirtations, touching, advances, or propositions;

2) Verbal abuse of a sexual nature;

3) Graphic or suggestive comments about an individual's dress or body;
4) Sexually degrading words to describe an individual; and

5) The display in the work place of sexually suggestive objects or pictures,

including nude photographs.

3. PHYSICAL CONDUCT. Any actions made against or threatened against
another EMPLOYEE'S physical person are not acceptable.

Hostile Work Environment. A hostile environment is not in the best interests of

the EMPLOYEES, the public, or the organization as a whole. Verbal abuse,

sexual harassment, or improper physical conduct may create a hostile work

environment. Actions of this type by EMPLOYEES, groups of EMPLOYEES,
or any other persons are not acceptable.

5. Complaint Procedure

a.

Any EMPLOYEE who believes that the actions or words of a
supervisor or fellow EMPLOYEE constitute unwelcome harassment
has a responsibility to report or complain as soon as possible to the
appropriate supervisor or to the GENERAL MANAGER/CEQ, if the
complaint involves the supervisor.

All complaints of harassment will be investigated promptly and in an
impartial and in as confidential a manner as possible by the
supervisor. If an EMPLOYEE is not satisfied with the handling of a
complaint or the action taken by the supervisor, then the
EMPLOYEE should bring the complaint to the attention of the
GENERAL MANAGER/CEO. In all cases, the EMPLOYEE is to be
advised of the supervisor's or GENERAL MANAGER/CEO's findings
and conclusion.

Any EMPLOYEE or supervisor who is found after appropriate
investigation to have engaged in harassment of another EMPLOYEE
will be subject to appropriate disciplinary action, depending on the
circumstances, up to and including termination as contained in
SECTION 2.30: DISCIPLINARY ACTION/TERMINATION OF
EMPLOYMENT AND APPEALS.

23




3.10.230: PERSONNEL FILES

The GENERAL MANAGER/CEO shall maintain a personnel file for each
EMPLOYEE. The file shall contain, but is not limited to, information on the
EMPLOYEE'’S date of employment, payroll information, benefit information, sick
leave, vacation, and compensatory time off, education and training courses
completed, memorandums to EMPLOYEE'S performance evaluations, leave of
absence requests, Workers' Compensation, and disability information. Nothing of
a negative nature will be placed in an EMPLOYEE'’S file without a copy being
furnished to the EMPLOYEE.

Upon the EMPLOYEE'’S request, the GENERAL MANAGER/CEO shall, at
reasonable times, permit that EMPLOYEE or that EMPLOYEE'S authorized
representative (such authorization shall be in writing) to inspect such personnel
file. However, all personnel records shall be considered confidential, and may be
made available to SUPERVISORS and Department Heads, only with the
expressed authorization of the GENERAL MANAGER/CEO.

Al EMPLOYEES shall have those rights set forth in Labor Code Section 1198.5.
2.10.240: FULL TIME TEMPORARY EMPLOYEES

FULL TIME TEMPORARY EMPLOYEES may be hired by the DISTRICT when the
scope of work to be accomplished warrants. FULL TIME TEMPORARY
EMPLOYEES will work a full, forty (40) hour work week, which distinguishes them
from part-time EMPLOYEES. FULL TIME TEMPORARY EMPLOYEES shall not

receive holiday pay, but will receive straight time for actual hours worked on a
holiday.

FULL TIME TEMPORARY EMPLOYEES shall be compensated at a rate
consistent with the labor market, as determined by the RESPONSIBLE

AUTHORITY, including FICA, Medicare, Worker's Compensation Insurance, and
Unemployment Benefits.

FULL TIME TEMPORARY EMPLOYEES shall not be entitied to or earn life

insurance, medical and dental insurance, vacation or sick leave, or retirement
benefits.

The availability of FULL TIME TEMPORARY assignments will be based on needs

of the DISTRICT, as determined by the RESPONSIBLE AUTHORITY, on a case
by case basis.

FULL TIME TEMPORARY EMPLOYEES shall serve at the pleasure of the
RESPONSIBLE AUTHORITY, and shall be terminable at any time, with or without
notice and with or without cause. A FULL TIME TEMPORARY EMPLOYEE shall
have no right to file an appeal or grievance arising out of his/her termination.
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3.10.250: PART TIME TEMPORARY EMPLOYEES

PART TIME TEMPORARY EMPLOYEES may be hired by the DISTRICT when
the scope of work to be accomplished warrants. PART TIME TEMPORARY
EMPLOYEES shall work less than a forty (40) hour work week, shall not receive
holiday pay, but will receive straight time for actual hours worked on a holiday.

PART TIME TEMPORARY EMPLOYEES shall be compensated at a hourly rate
consistent with the local labor market as determined by the RESPONSIBLE
AUTHORITY, including FICA, Medicare, Worker's Compensation Insurance, and
Unemployment Benefits, but not be entitled to or earn life insurance, medical and
dental insurance, vacation or sick leave, or retirement benefits.

The availability of PART TIME TEMPORARY assignments will be based on needs
of the DISTRICT, as determined by the RESPONSIBLE AUTHORITY, on a case
by case basis.

PART TIME TEMPORARY EMPLOYEES shall serve at the pleasure of the
RESPONSIBLE AUTHORITY, and shall be terminable with or without prior notice
and with or without cause. PART TIME TEMPORARY EMPLOYEES shall have no
right to file an appeal or grievance arising out of their termination.

3.10.260: PART TIME REGULAR EMPLOYEES

PART TIME REGULAR EMPLOYEES may be hired by the DISTRICT when the
scope of work to be accomplished warrants. PART TIME REGULAR
EMPLOYEES shall work less than a forty (40) hour work week.

PART TIME REGULAR EMPLOYEES will be compensated at an hourly rate
consistent with the local labor market as determined by the RESPONSIBLE
AUTHORITY, which may include retirement, life insurance, medical and dental
insurance and all other benefits accorded FULL TIME REGULAR EMPLOYEES,
prorated, based on the number of hours worked. There will be three categories of
PART TIME REGULAR EMPLOYEES: 1) 0-20 hours per week, no benefits
received; 2) 21-30 hours per week, benefits prorated at half-time; 3) 31-39 hours,
benefits prorated at three-quarter time. PART TIME REGULAR EMPLOYEES will

be required to pay the differential increment for medical/dental insurance based on
hours worked.

The availability of PART TIME REGULAR assignments will be based on needs of
the DISTRICT, as determined by the RESPONSIBLE AUTHORITY, on a case by
case basis.

PART TIME REGULAR EMPLOYEES shall have the same rights as CLASSIFIED,
including but not limited to access to the Grievance Procedure.
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3.10.270: DISCRIMINATION

No EMPLOYEE or applicant for employment with the DISTRICT shall be
appointed, demoted, or removed or in any way favored or discriminated against
because of sex, race, religion, or political opinions or affiliations; nor shall any
person be discriminated against because of age, or physical disability, except
where a specific age or physical requirement constitutes a bona fide occupational
qualification necessary for proper and efficient completion of assigned duties.

3.10.280: UNIFORMS

The DISTRICT will provide uniform work clothing for EMPLOYEES as required.
Uniforms for any other EMPLOYEES will be only as approved by the
RESPONSIBLE AUTHORITY or his or her designated representative. When
_provided, uniforms shall be worn at all times during the course and scope of
EMPLOYEE duties, except when authorized by the RESPONSIBLE AUTHORITY.

3.10.290: LAYOFF/DEMOTION

If it is necessary for the DISTRICT to layoff or demote any EMPLOYEE, except for
OFFICER or part or full time TEMPORARY employees, due to lack of work, lack of
funds, or reorganization; EMPLOYEES affected will be informed at least thirty (30)
days prior to the effective date of the layoff or demotion, if possible. In determining
EMPLOYEES who will be laid off or demoted, the DISTRICT shall consider skills,
capacity or ability to satisfactorily perform the duties of a position, growth potential,
and years of service with the DISTRICT. Whenever two (2) or more EMPLOYEES
are considered equal in skills, capacity or ability and growth potential as indicated
by the EMPLOYEE'S personnel files, the EMPLOYEES with the longest service
with the DISTRICT shall be given preference for retention. OFFICER
EMPLOYEES shall serve at the pleasure of the Board of Directors. Part or full
time TEMPORARY EMPLOYEES may be terminated or demoted with only that
notice otherwise required by law.

3.10.230: DISCIPLINARY ACTION/TERMINATION OF EMPLOYMENT AND
APPEALS

1. The tenure of EMPLOYEES shall be during good behavior, and observance of
DISTRICT employment standards, rules, and policies. TEMPORARY
EMPLOYEES may be terminated at any time with or without cause. FULL
TIME TEMPORARY AND PART TIME TEMPORARY EMPLOYEES have no
appeal rights under this section. Each of the following constitutes cause for
discipline or termination of a REGULAR FULL TIME or PART TIME
EMPLOYEE:

a. Fraud in securing employment.
b. Incompetence.
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Inefficiency.

Inexcusable neglect of duty.

Insubordination to a SUPERVISOR or management personnel.

Dishonesty.

Drunkenness on duty.

Addiction to the use of narcotics or habit-forming drugs.

Intemperance.

Inexcusable absence without leave.

Use of Sick Leave for other than illness or attention to an immediate

family member.

I. Violation of safety standards set by the DISTRICT.

m. Failure to (1) maintain a motor vehicle operator's license, or (2) failure to
maintain a motor vehicle operator's record acceptable to the
DISTRICT'S fleet insurance carrier, or (3) failure to maintain a violation
point count below that which would create a prima facia presumption of
being a negligent operator of a motor vehicle pursuant to California
Vehicle Code Section 12810.5.

n. Conviction of a felony or conviction of a misdemeanor involving moral

turpitude. A plea or verdict of guilty, or a conviction following a plea of

nolo contendre, to a charge of a felony or any offense involving moral
turpitude is deemed to be a conviction within the meaning of this
section.

Immorality.

Discourteous treatment of the public or other EMPLOYEES.

Improper political activity.

Willful disobedience.

Misuse of District property.

Refusal to take and subscribe any oath of affirmation which is required

by law in connection with employment.

u. Other failure of good behavior either during or outside of duty hours,
which is of such a nature that it causes discredit to the District or the
EMPLOYEE.

v. Presentation of any false travel or expense claim.

w. Conviction of driving under the influence in a DISTRICT vehicle, or on

DISTRICT business.

X. Violation of any District rule or regulation, or any of the above items.

T TQ ™0 00
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Discipline may take the form of termination, suspension without pay, demotion,

reduction in salary for a specified period of time, forfeiture of compensatory
time, vacation, or sick leave.

. The employment of probationary EMPLOYEES may be terminated at any time

during said probationary period, for any reason and without any right of appeal
or hearing.
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3. For the causes enumerated in SECTION 3.10.300, the RESPONSIBLE
AUTHORITY shall have the right to take the following disciplinary action
against any EMPLOYEE;

Demotion.

Suspension without pay.

Termination.

Reduction in salary for a specified time.

Forfeiture of compensatory time, vacation, or sick leave.

©QoTo

4. Atleast five calendar days prior to the effective date of any disciplinary action
described in Subparagraph 1, the RESPONSIBLE AUTHORITY or any person
authorized by him or her, shall serve the EMPLOYEE with written notice of the
proposed action, the reason for such action, a copy of the charges and material
upon which the action was based, and the right to respond either verbally or in

writing, to the RESPONSIBLE AUTHORITY prior to the effective date of the
disciplinary action.

On the date set for the EMPLOYEE'S response to the proposed disciplinary
action the GENERAL MANAGER/CEO shall revoke, modify, or sustain the
proposed disciplinary action and will so inform the EMPLOYEE in writing, if the
EMPLOYEE has exercised the right to respond under this subdivision. If the

EMPLOYEE does not respond, the disciplinary action shall take effect as
proposed.

5. No later than twenty (20) calendar days after the effective date of disciplinary
action, the EMPLOYEE may file with the DISTRICT a written answer to the
disciplinary action, which answer shall be deemed to be a denial of all of the
allegations of the notice of disciplinary action, not expressly admitted, and a
request for hearing or investigation as provided in this section. With the
consent of the DISTRICT, or its authorized representative, an amended answer
may be subsequently filed. If the EMPLOYEE fails to appear within the time
specified, or after the answer withdraws his or her appeal, the disciplinary
action taken by the RESPONSIBLE AUTHORITY shall be final.

6. An EMPLOYEE who has been disciplined, or an attorney, or authorized
representative, shall have the right to inspect any documents in the possession
of or in the control of the GENERAL MANAGER/CEO, which are relevant to the
punitive action taken and which would be admissible in evidence at the hearing
of the EMPLOYEES appeal from the disciplinary action. The EMPLOYEE or
his or her attorney shall have the right to interview other EMPLOYEES who
have knowledge of the acts or admissions upon which the disciplinary action
was based. Interviews of other EMPLOYEES and inspection of documents

shall be at times and places reasonable for the EMPLOYEE and for the
GENERAL MANAGER/CEO.
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7. Atany time before an EMPLOYEES appeal is submitted to the DISTRICT or its
authorized representative for decision, the GENERAL MANAGER/CEQ may,
with the consent of the DISTRICT, or its authorized representative; serve on
the EMPLOYEE and file with the DISTRICT, an amended or supplemental
notice of disciplinary action. If the amended or supplemental notice presents
new causes or allegations, the EMPLOYEE shall be afforded a reasonable
opportunity to prepare his or her defense thereto, but he or she shall not be
entitled to file a further answer unless the DISTRICT or its authorized
representative so orders. Any new causes or allegations shall be deemed
controverted and any objections to the amended or supplemental causes or

allegations may be made orally at the hearing or investigation and shall be
noted in the record.

8. Whenever an answer is filed by an EMPLOYEE who has been suspended
without pay for ten (10) days or less, the DISTRICT or its authorized
representative shall within a reasonable time, hold a hearing. The DISTRICT
shall notify the EMPLOYEE of the time and place of the hearing. Such hearing
shall be conducted in accordance with the provisions of Section 11513 of the
Government Code, except the EMPLOYEE and the other persons may be
examined as provided in Section 19580 of the Government Code, and the
GENERAL MANAGER/CEO and the EMPLOYEE may submit all proper and
competent evidence against or in support of the causes.

9. Whenever an answer is filed to a disciplinary action, other than a suspension
without pay for ten (10) days or less, the DISTRICT or its authorized
representative shall within a reasonable period of time, hold a hearing. The
DISTRICT shall notify the EMPLOYEE of the time and place of the hearing.
Such hearing shall be conducted in accordance with the provisions of Section
11513 of the Government Code, except the EMPLOYEE and the other persons
may be examined as provided in Section 19580 of the Government Code, and
the GENERAL MANAGER/CEO and the EMPLOYEE may submit all proper
and competent evidence against or in support of the causes.

10. Failure of an EMPLOYEE to appear at the hearing shall be deemed as a
withdrawal of his or her answer and the action of the person imposing
discipline shall be final.

11. At the hearing, the EMPLOYEE may be examined and may examine or cause
any person to be examined under Section 776 of the Evidence Code.

12. Hearings may be held by the DISTRICT, or by any authorized representative
other than the person who imposed the discipline in question, but the
DISTRICT may accept, reject, or modify the proposed decision.

13. If a contested case is heard by an authorized representative, he or she shall
prepare a proposed decision in such form that it may be adopted as the
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decision in the case. A copy of the proposed decision shall be filed by the
DISTRICT as public record and furnished to the EMPLOYEE within ten (10)
days after the proposed decision is filed with the DISTRICT. The DISTRICT
itself may adopt the decision in its entirety, or may reduce the disciplinary
action set forth therein and adopt the balance of the proposed decision.

14. If the proposed decision is not adopted as provided in subparagraph B, the
EMPLOYEE shall be notified of such action, and the DISTRICT itself may
decide the case upon the record, including the transcript, with or without taking
any additional evidence, or may refer the case to the same or another
authorized representative to take additional evidence. If the case is so
assigned to an authorized representative, he or she shall prepare a proposed
decision as provided in paragraph 2 upon the additional evidence and the
transcript and other papers which are a part of the record of the prior hearing.
A copy of such proposed decision shall be furnished to the EMPLOYEE. The
DISTRICT itself shall decide no case provided for in this paragraph without
affording the EMPLOYEE the opportunity to make oral and written argument
before the DISTRICT itself. If additional oral evidence is presented before the
DISTRICT itself, no DISTRICT member shall vote unless he or she has heard
the additional oral evidence.

15. In arriving at a decision or a proposed decision, the DISTRICT or its
authorized representative may consider any prior suspension or suspensions
of the EMPLOYEE or any prior proceedings under this section.

16. The decision shall be in writing and shall contain findings of fact and the
disciplinary action, if any. The findings may be stated in the language of
pleadings to the EMPLOYEE that the time within such judicial review must be
sought is governed by Section 1094.6 of the Code of Civil Procedure.

17.The DISTRICT shall render a decision within a reasonable time after the
hearing or investigation. The disciplinary action taken by the GENERAL
MANAGER/CEO or his or her authorized representative shall stand unless
modified or revoked by the DISTRICT. If the DISTRICT finds the cause or
causes by which the disciplinary action imposed were insufficient or not
sustained, or that the EMPLOYEE was justified in the course of conduct upon
which the causes were based, it may modify or revoke the disciplinary action
and it may order the EMPLOYEE returned to his or her position, either as of
the date of the disciplinary action or as of such later date as it may justify. The
decision of the DISTRICT shall be entered upon the minutes of the Board of
Directors of the DISTRICT.

3.10.310: SUSPENSION

Benefits will be continued upon suspensions lasting less than ten (10) working
days. No benefits will be paid by the DISTRICT for suspension over ten (10) days,
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although the EMPLOYEE may continue medical, dental, vision, orthodontic, life
and State Disability benefits by making the necessary payment as calculated by
the Accounting Department.

3.10.320: PUBLIC RELATIONS

EMPLOYEES will conduct themselves in a manner that will reflect credibility upon
the DISTRICT. In dealing with the public, all EMPLOYEES will maintain a polite
and helpful attitude. Information relayed to the public should be factual and limited
to the actual situation. No admission of DISTRICT responsibility should be made.
Requests for further information should be referred to the GENERAL
MANAGER/CEO.

3.10.330: TIME CARDS, DAILY TIME SHEETS, AND OTHER WORK
STATEMENTS

No EMPLOYEE may punch in or out on the time clock for another EMPLOYEE.
All changes on time cards must be initiated by the immediate supervisor and/or
RESPONSIBLE AUTHORITY.

Daily time sheets must be accurately filled out each work day to include all time
worked. Overtime Pay Request slips must be filled out if overtime is to be paid.

All documents relating to hours worked by EMPLOYEES must coincide. In case of
discrepancies, time cards will take precedence.

3.10.340: BENEFITS

1. Current EMPLOYEE benefits include the following:
a. Vacation

Sick Leave

Retirement Plan

Life Insurance

Health Insurance

Dental Insurance

Vision Insurance

Short Term Disability Income Insurance

Sick Leave Buyback Plan

Safe Vehicle Operation Bonus

Professional Membership Fees

Bereavement Leave

—FT T SQ@M0o0T

2. Statutory Benefits Include:
a. Worker's Compensation Insurance
b. State Disability Insurance, paid by EMPLOYEE
c. Social Security (1/2 paid by EMPLOYEE and 1/2 paid by DISTRICT)
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d. Unemployment Insurance
e. Jury Duty

3. Optional Benefits (Paid by EMPLOYEE) include:
a. Golden One Credit Union
b. Deferred Compensation Plan
c. Tool Purchase Plan
d. IRS 125 Cafeteria Plan

Benefits may be deleted, altered, or increased at the discretion of the DISTRICT.
3.10.350: No section with this number.
3.10.360: SAFE VEHICLE OPERATION BONUS

For every six (6) month period (January 1 to June 30; and July 1 to December 31)
that an OFFICER, UNCLASSIFIED, CLASSIFIED or PART TIME REGULAR
EMPLOYEE has no at-fault accidents, or violations on their driving record, said
EMPLOYEE will be awarded four (4) hours of vacation, with said benefit being
prorated in the case of a PART TIME REGULAR EMPLOYEE. Minor violations,
non-moving violations, violations with extenuating circumstances, and violations
not resulting in the award of points, will not be considered at the discretion of the
GENERAL MANAGER/CEO.

3.10.370: SAFETY AND SAFETY EQUIPMENT

Necessary safety equipment will be purchased and issued to all EMPLOYEES of
the DISTRICT who require such equipment on the job. It shall be the
responsibility of the EMPLOYEE to properly utilize, protect, and safeguard such
equipment from damage. EMPLOYEES who continually lose or damage
equipment may be required to purchase their own equipment, if in the opinion of
the RESPONSIBLE AUTHORITY, neglect or carelessness on the part of the
EMPLOYEE has occurred.

Safety procedures will be observed at all times. Unsafe conditions shall be
immediately reported to an EMPLOYEE’S immediate supervisor.

3.10.380: TOOL POLICY

The following policy is for the benefit of the DISTRICT and the EMPLOYEES. The
policy makes the EMPLOYEE totally responsible for his or her tools, and also
allows the EMPLOYEE to acquire the required tools at a reduced cost and to keep
possession of the tools upon termination:

1. Required Tools. The DISTRICT may develop a list of required hand tools
or equipment for any employment position. All EMPLOYEES, except
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temporary EMPLOYEES, within a covered position, as a condition of his or
her employment, will be required to provide and have the tools available in
his or her possession ready to work. If any EMPLOYEE transfers to
another department or classification, he or she must, within a reasonable
amount of time, secure the required tools. Temporary EMPLOYEES will
have tools provided by the DISTRICT, but may participate in the tool policy
if they desire.

Tools added to the list will be provided by the DISTRICT at no cost to the
EMPLOYEE, and will remain the property of the DISTRICT. Such tools
may be placed under the tool purchase policy.

Tool Purchase. At the request of the regular EMPLOYEE, the DISTRICT
will purchase for the EMPLOYEE the recommended list of tools for his or
her classification/department at DISTRICT cost, then as a one-time offer,
discount that cost 25%. The EMPLOYEE will then reimburse the DISTRICT
in one lump sum or monthly payroll deductions. The EMPLOYEE shall
reimburse the DISTRICT at a rate of one third (1/3) of the cost each year for
three (3) years.

Temporary EMPLOYEES will be treated equal to permanent EMPLOYEES,
with one alternative. The DISTRICT will loan the necessary tools for their

use. The temporary EMPLOYEE will be responsible for the tools borrowed
from the DISTRICT.

Lost, Broken or Worn Tools and Stolen Tools. Broken or worn tools will be
replaced at DISTRICT cost. Tools stolen by forcible entry into District

property or DISTRICT vehicles will be replaced by the DISTRICT, provided
there is no showing of negligence on the part of the EMPLOYEE. A police

report must be filed for any incident of theft. Lost tools will be replaced by
the EMPLOYEE.

Tool Quality. Tools purchased by the DISTRICT or the EMPLOYEE will
bear a lifetime guarantee, such as Craftsman, etc. If the tools fail, they will
be replaced under the manufacturer's warranty.

Ownership of Tools After Termination. If the EMPLOYEE terminates from
DISTRICT service prior to completion of three (3) years of service, or prior
to completion of repayment for tools, full payment must be made prior to
final processing. Such payment may be made directly by the EMPLOYEE,
or may be deducted from final vacation, sick leave and/or final pay checks.
If the EMPLOYEE leaves prior to one year of service, the 25% DISCOUNT
given shall be reimbursed to the DISTRICT.

After final payment, tools become the sole property of the EMPLOYEE. If
the EMPLOYEE terminates prior to full payment of the tools, and chooses
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not to retain the tools, a refund of one-half (1/2) the monies paid to the
DISTRICT by the EMPLOYEE for the tools will be made to the EMPLOYEE
after return of a full set of tools in good condition.

Any tool set turned in and not retained by the EMPLOYEE, must be a full
set in good condition, or must be brought to completeness and
serviceability at the EMPLOYEE'S cost. If this is not possible through
monies due the EMPLOYEE, the EMPLOYEE shall make up the difference.

6. Inventory. The DISTRICT’S Purchasing Agent will maintain an inventory
sheet on each EMPLOYEE who has purchased tools through the
DISTRICT. The DISTRICT reserves the right to inspect the EMPLOYEES'
tool supply at any time to insure proper tools are available.

7. Agreement. Each tool purchase shall be accompanied by a signed
agreement between the DISTRICT and the EMPLOYEE.

8. Provision of Tools by EMPLOYEE. An EMPLOYEE may elect to provide
the required tools from his or her own supply, and not participate in the tool
purchase program. The EMPLOYEE will be responsible to maintain the

required tools in quality and quantity sufficient for completion of the
EMPLOYEE'’S assigned duties.

3.10.390: EMPLOYEE SUGGESTIONS

EMPLOYEE suggestions will be solicited on forms provided by the DISTRICT.

Cash awards for money-saving suggestions may be made by the DISTRICT upon
recommendation by the RESPONSIBLE AUTHORITY.

3.10.400: AWARDS FOR EXTRAORDINARY SERVICE

Awards for extraordinary service may be made by the DISTRICT on
recommendation of the RESPONSIBLE AUTHORITY. Extraordinary service in the
event of emergencies may be given careful consideration. Awards may be given
for public recognition and compliments. All EMPLOYEES will be eligible. Awards
may be made to individuals or teams. Awards will consist of cash.

3.10.410: OUTSIDE EMPLOYMENT

No EMPLOYEE as defined herein shall be permitted to accept employment
outside DISTRICT service fif:

1. The outside employment leads to a condition resulting in grounds for
discipline under SECTION 3.10.300.
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2. The nature of the outside employment is such that it will reflect unfavorably
on the EMPLOYEE, or the DISTRICT.

3. The additional duties to be performed are inconsistent, incompatible of in
conflict with the duties required by DISTRICT service.

4. Involves the use for private gain or advantage of his or her local agency
time, facilities, equipment and supplies; or the badge, uniform, prestige, or
influence of his or her local agency office or employment, or

5. Involves receipt or acceptance by the EMPLOYEE of any money or other
consideration from anyone other than his or her local agency for the
performance of an act which the EMPLOYEE, if not performing such act,
would be required or expected to render in the regular course or hours of

his or her local agency employment or as a part of his or her duties as a
local agency EMPLOYEE, or

6. Involves the performance of an act in other than his or her capacity as a
local agency EMPLOYEE which act may later be subject directly or
indirectly to the control, inspection, review, audit, or enforcement of any
other EMPLOYEE or such agency by which he or she is employed, or

7. Involves such time demands as would render performance of his or her
duties as a local agency EMPLOYEE less efficient.

EMPLOYEES shall be given notice of any determination of prohibited activities or
disciplinary action for engaging in such activities, and EMPLOYEES shall be
entitled to use the grievance procedure set forth herein to appeal from any such
determination or discipline.

3.10.420: USE OF DISTRICT PROPERTY IN CONNECTION WITH OUTSIDE
EMPLOYMENT

No EMPLOYEE shall be permitted to use DISTRICT records, materials,
equipment, facilities, or other resources in connection with outside employment,
except as such are available to the general public.

3.10.430: TERMINATION DUE TO DISABILITY

An EMPLOYEE who is unable to continue employment with the DISTRICT due to
a physical or mental disability, shall be terminated when all sick leave, vacation
benefits, disability benefits, available unpaid leaves, and any leaves mandated by
law have been exhausted. Additional sick leave or leave of absence may be
granted at the discretion of the DISTRICT. '
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3.10.440: GRIEVANCE PROCEDURE

The following procedure shall be utilized to resolve problems arising out of normal
employment activities. The objective of these procedures is to insure a favorable
employment atmosphere for efficient accomplishment of DISTRICT operations.
Nothing with relation to these procedures shall effect the right of EMPLOYEES
conferred under Sections 3500, et. seq. of the Government code. All parties
involved in a grievance shall act quickly so the grievance may be solved quickly.
Both parties shall complete actions within the time limits prescribed. The time
limits may be extended by written consent of both parties.

This grievance procedure shall be used to process and resolve grievances not
covered under SECTION 3.10.300.

1.

Definitions

a.

A grievance is a complaint of one or a group of EMPLOYEES,
against the DISTRICT, involving the interpretation, application, or
enforcement of the express terms of this Ordinance.

As used in this procedure, the term "immediate supervisor" means
the individual who assigns, reviews, and directs the work of an
EMPLOYEE.

Time Limits and Procedures

a.

b.
Grieva

Each party involved in a grievance shall act quickly so that the
grievance may be resolved promptly. Every effort should be made to
complete action within the time limits contained in the grievance
procedure, but with the written consent of all parties the time
limitation for any step may be extended.

Informal discussion shall in all cases precede initiation of a Formal
nce.

EMPLOYEE Rights.

a.

The EMPLOYEE retains all rights conferred by Sections 3500, et.
seq. of the Government Code. An EMPLOYEE may elect to be
represented by their own counsel in resolving any grievance.

informal Discussion

a.

The grievance initially shall be discussed with the immediate
supervisor. Within five (6) work days, the immediate supervisor shall
give his or her decision or response.
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b.

If the informal grievance procedure is not initiated within five (5) work
days of the event or condition responsible for the grievance, no basis
for the grievance shall be determined to have existed.

5. Formal Grievance Procedure.

a.

If an informal grievance procedure does not resolve the grievance to
the satisfaction of the EMPLOYEE, a formal grievance may be
initiated. A formal grievance may be initiated no later than:

1) Ten (10) work days after the event or circumstances occasioning
the grievance,

or

2) Within four (4) work days of the decision rendered in the informal
grievance procedure, whichever is later.

A formal grievance shall be initiated in writing on a form prescribed
by the DISTRICT and shall be filed with the appropriate next level of
supervision as the first level of appeal. Within ten (10) work days
after the initiation of the formal grievance, the next level supervisor at
the first level of appeal shall investigate the grievance, and give a
decision in writing to the EMPLOYEE.

If the EMPLOYEE is not satisfied with the decision rendered, the
EMPLOYEE may appeal the decision within ten (10) work days to
the GENERAL MANAGER/CEO. The GENERAL MANAGER/CEO
shall respond in writing within ten (10) work days to the EMPLOYEE.
If the GENERAL MANAGER/CEO determines that it is desirable, he
or she shall hold conferences or otherwise investigate the matter.

If the EMPLOYEE is not satisfied with the decision rendered by the
GENERAL MANAGER/CEO, the EMPLOYEE may appeal the
GENERAL MANAGER/CEOQ's decision to the DISTRICT Board of
Directors. At the next regularly scheduled Board meeting, the Board
shall assign the grievance to a hearing officer, unless both the
EMPLOYEE and the Board agree to the grievance being heard by
the Board.

In the event the hearing is to be heard by a hearing officer, the Board
shall select the hearing officer from either the Placer County Superior
Court Arbitration List or from a list supplied by the Federal Mediation
and Conciliation Service. The hearing officer shall be an individual
properly trained and experienced to conduct a comprehensive
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hearing on the grievance. DISTRICT Board members, DISTRICT
EMPLOYEES, or continuing consultants to the DISTRICT shall not
be eligible to be a hearing officer, however, individuals who have
acted as hearing officers in the past shall remain eligible. The
hearing officer shall conduct a hearing pursuant to Section 11513 of
the Government Code. The hearing officer shall render a proposed
decision to the Board and shall allocate the cost of the grievance
hearing, including his or her fee and the fee of a court reporter, if
any, between the parties based on the merits of the grievance.

f. If the proposed decision is not adopted by the Board, the
EMPLOYEE shall be notified of such action, and the Board itself may
decide the case upon the record, including the transcript, with or
without taking any additional evidence, or may refer the case to the
same or another hearing officer. He or she shall prepare a proposed
decision as provided in subparagraph d. upon the additional
evidence and the transcript and other papers which are part of the
record of the prior hearing. A copy of such proposed decision shall
be furnished the EMPLOYEE. The DISTRICT itself shall decide no
case provided for in this subparagraph without affording the
EMPLOYEE the opportunity to make oral and written argument
before the DISTRICT itself. If additional oral evidence is presented
before the DISTRICT itself, no DISTRICT member shall vote unless
he or she has heard the additional oral evidence.

g. The decision shall be in writing and shall contain findings of fact and
a determination of the issues. The decision shall provide notice to
the EMPLOYEE that the time within which judicial review must be
sought is governed by Section 1094.6 of the Code of Civil
Procedure.

3.10.450: HIRING AND PROMOTION POLICY AND PROCEDURES

1. POLICY:

It is the policy of the DISTRICT to promote and transfer fully qualified
personnel to vacant positions. For certain positions, it may be desirable to
recruit persons outside the District in addition to current DISTRICT
personnel. This option is at the sole discretion of the RESPONSIBLE
AUTHORITY.

2. PROCEDURE:
a. A notice of vacancy shall be posted for at least two (2) weeks prior

the final date to accept applications. A complete job description and
salary range will be available to all interested applicants.
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b. Applicants to be interviewed shall be selected from the applications
received before the final date to accept applications. An interview
committee shall be selected by the Department Head,
SUPERVISOR, and RESPONSIBLE AUTHORITY. The use of

personnel from outside the DISTRICT on the interview committee is
encouraged.

Applicants shall be scored at the interview, utilizing a form provided

by the DISTRICT, which shall be a confidential document, and not
available for review. -

C. The use of tests to determine the suitability of applicants in addition
to the interview is also encouraged. Tests may be practical
exercises (typing tests), or verbal examinations, or written

examination. For some positions, a combination of tests may be
appropriate.

d. After selection, all applicants will be notified within five (5) days.
Reason for non-selection will be discussed with unsuccessful

applicants, if requested. Interview evaluation forms will not be
disclosed.

3.10.460: SERVICE OF NOTICE, PAPER OR OTHER DOCUMENTS, FILING
OF CURRENT EMPLOYEE ADDRESS

All EMPLOYEES shall provide the GENERAL MANAGER/CEO with their current
home address and telephone numbers; if any, and shall be responsible to inform
the GENERAL MANAGER/CEO of any change of address or telephone number.

Whenever any notice, paper, or other document, is directed to be given to or
served upon any covered EMPLOYEE, such notice, paper, or other document may
be personally served or it may be served by mail to the last known residence or
business address of the addressee shown in the records of the DISTRICT.

Service by mail of the charges in a disciplinary proceeding, the notice of an
EMPLOYEES suspension, or any other notice required by this agreement, is made
by the enclosure of such charges or notice in a sealed envelope, addressed to the
last known address of the EMPLOYEE to be served, registered with return receipt

requested, and depositing of it in the United States mail with postage fully prepaid.
Service is complete on mailing.

All EMPLOYEES must provide the accounting department with their current

mailing address and phone number (if applicable). This requirement is a condition
of employment.
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3.10.470: PROBATIONARY PERIOD

The service of a probationary period is required when a person enters the employ
of the District, or is promoted to a new position in a different job classification.

During the probationary period, the RESPONSIBLE AUTHORITY or his or her
designee shall evaluate the work and efficiency of a probationer. The probationary
period shall initially be six (6) months long. If an EMPLOYEE is hired within thirty
(30) days following termination of their status as a temporary EMPLOYEE, in the
same classification and job title last held as a temporary EMPLOYEE, said
EMPLOYEE'S time of service as a temporary EMPLOYEE in such classification,
up to a maximum of three (3) months, shall be counted as part of the
EMPLOYEE'S probationary period.

Any probationer may be rejected by the DISTRICT during the probationary period
with or without prior notice and with or without cause, and such probationer shall
have no appeal rights as a result of such action.

3.10.480: EMPLOYEES WORKING IN A HIGHER CLASSIFICATION

When an employee is assigned to perform the substantial range of duties in a
vacant position in a higher classification and is responsible for the duties of the
vacant position in a higher classification for a period of five (5) consecutive days,
the EMPLOYEE shall receive work out of classification pay at the pay level of Step
1 of the higher classification effective the first day of such work. Should the salary
level of the employee be higher than Step 1 of the higher classification, or should
no classification exist, the EMPLOYEE shall receive a 5% pay increase while filling
the higher classification.

The RESPONSIBLE AUTHORITY shall approve all assignments for work out of
classification pay.

3.10.490: DISTRICT VEHICLE USE

1. AT WORK VEHICLE USE

During normal business hours, DISTRICT vehicles may be used for the
following:

a. DISTRICT business

b. Lunch to a reasonably close restaurant if in the field at lunch time

c. DISTRICT vehicles shall not be used for personal use, such as trips to
the post office, bank, grocery store, etc. No one will be transported in
DISTRICT vehicles except for DISTRICT business and emergencies, or
as authorized by the GENERAL MANAGER/CEO.
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2. VEHICLE TO AND FROM WORKPLACE, OFF DUTY USE

The following positions may be entitled to take a DISTRICT vehicle home
after hours: 1. Duty Supervisor; 2. On-call EMPLOYEES

The persons utilizing DISTRICT vehicles shall be ready to respond to calls
for the EMPLOYEE'’S service; to be able to be reached by telephone and/or
carry a pager; to remain within a specified distance from the DISTRICT, and
to refrain from activities that might impair the EMPLOYEE’S ability to
perform his or her assigned duties during the standby period, including but
not limited to the consumption of any alcoholic beverages in any quantity.

At the discretion of the Department Head, other EMPLOYEES may take
vehicles home if a DISTRICT necessity exists. Vehicles taken to and from
work will not be used for any purpose except District business.

3.  VEHICLE ALLOWANCE

Based on conditions of employment, the following EMPLOYEES may be
entitled to use of a DISTRICT vehicle, or be granted a vehicle allowance, at
BOARD discretion: General Manager/CEO, ACCOUNTANT/CFO, Public
Works Director/Assistant General Manager, and Utility Operations
Manager.

3.10.500: DRUG FREE WORKPLACE

It is in the best interest of the EMPLOYEES and the DISTRICT to maintain a
workplace where substance abuse and its effects are not present. All should be

A Akl CAADI NN/
aware of the adverse effects of substance abuse. Available EMPLOYE

assistance programs and the financial aid provided by the DISTRICT or UNION
medical plans are important benefits and an integral element of the DISTRICT
effort to insure the most productive workplace.

1. EMPLOYEE FITNESS

a) EMPLOYEES must be mentally and physically able to perform their duties
safely and efficiently, in the interest of their fellow workers and the public,
as well as themselves. The presence of drugs and alcohol on the job and
the influence of these substances on EMPLOYEES during working hours
are inconsistent with this objective. While the NORTH TAHOE PUBLIC
UTILITY DISTRICT has no intention of intruding into the private lives of its
EMPLOYEES, the involvement with drugs and alcohol may adversely affect
job performance and EMPLOYEE safety.
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b) Itis the DISTRICT’S policy to prohibit the unlawful manufacture, dispensing,
possession, or use of a controlled substance at all work locations. It is the
DISTRICT’S policy that DISTRICT EMPLOYEES not be under the influence

of alcohol on DISTRICT property or work locations when an EMPLOYEE is
performing assigned work duties.

c) Use of prescribed medications and drugs in accordance with a physician’s
instructions is not a violation of this policy as long as the medications or
drugs do not interfere with the safe and effective performance of duties.
Should prescribed medications or drugs adversely effect an EMPLOYEE’S
ability to perform job duties adequately and safely, appropriate time off
should be taken until the effects of such prescriptions are not significant.

. Supervisory Actions. Any supervisor who reasonably believes an EMPLOYEE
to be under the influence of alcohol or drugs shall report the incident
immediately to the GENERAL MANAGER/CEO. The safety of the EMPLOYEE
and the public should be considered in that the EMPLOYEE should be required
to cease further work that could prove harmful. At the direction of the
GENERAL MANAGER/CEO, the EMPLOYEE shall be safely transported from
the worksite. The GENERAL MANAGER/CEO may request an alcohol and/or
drug analysis. Refusal to submit to such a test may constitute insubordination
and may be grounds for discipline up to and including termination.

. EMPLOYEE Actions. Any EMPLOYEE who reasonably believes another
EMPLOYEE to be under the influence of alcohol or drugs shall report the
incident immediately to their supervisor or department head who shall report
the incident to the GENERAL MANAGER/CEO immediately. The safety of the
EMPLOYEE and the public should be considered in that the EMPLOYEE
should be required to cease further work that could prove harmful. The
EMPLOYEE should be safely transported from the worksite. The GENERAL
MANAGER/CEO may request an alcohol and/or drug analysis. Refusal to
submit to such a test may constitute insubordination and may be grounds for
discipline up to and including termination.

. EMPLOYEE Assistance. The Placer County Division of Drug Program
Services and Placer County Division of Alcohol Program Services have
established voluntary assistance programs to assist those who seek help for
alcohol and drug problems. EMPLOYEES with an identified alcohol or drug
problem should voluntarily seek confidential assistance. DISTRICT and
UNION medical plans provide for payment for these services.

. As a condition of employment, DISTRICT EMPLOYEES are expected to be
aware of the terms of this policy and to notify the DISTRICT of any criminal
drug statute conviction for a violation occurring in the workplace within 5 days
of the conviction. Violation of this policy is cause for disciplinary action, up to
and including discharge from DISTRICT service.
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6. Substance Abuse Testing Policy: Department of Transportation, 49 CFR Part
29, "The Drug-Free Workplace Act of 1988”. In compliance with Federal drug
and alcohol testing regulations, the DISTRICT must adhere to the Substance
Abuse Testing Policy as shown in Article 3.30.
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