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INTRODUCTORY POLICIES 

SECTION 1. MISSION STATEMENT 

The mission of the Beaumont-Cherry Valley Recreation and Park District is to 
enrich and fulfill the lives of community members by providing parks, park 
facilities and recreational programs of outstanding quality. The District endeavors 
to meet the needs of its growing community by acquiring, constructing, 
improving, maintaining and operating recreation centers throughout the 
community. 

SECTION 2. PURPOSE 

This Employment Handbook is meant to serve as a general guide to the personnel 
policies and practices of the BEAUMONT-CHERRY VALLEY RECREATION AND PARK 
DISTRICT (hereafter “District”). It is intended to familiarize employees with 
important information about the District as well as information regarding their 
own privileges and responsibilities. This handbook replaces all earlier handbooks 
and supersedes all prior inconsistent policies, practices, and procedures. 

Employees are given copies of this Handbook and are required to read this 
Handbook promptly, as each employee will be expected to know and abide by its 
contents, except where an employee is bound expressly by the superseding terms 
of an employment contract approved by the board. It is important that all 
employees read, understand, and follow the provisions of the policy. A signed 
Acknowledgment of Understanding form will be placed in each employee’s 
personnel file as evidence of the employee having read the policy and agreeing to 
abide by its rules and regulations. This policy is not intended to be an 
employment contract or legal document. Employees should not interpret 
anything in this handbook as creating a contract or guarantee of continued 
employment. In addition, this handbook is not intended to cover all possible 
situations that may arise in your employment relationship with the District. 

Circumstances will undoubtedly require that guidelines, practices, and benefits 
described in this policy change. Accordingly, the District reserves the right to 
modify, supplement, rescind or revise any provision of this policy from time to 
time as it deems necessary. Employees will, of course, be advised in writing of 
such changes as they occur. The District also reserves the right to interpret the 
provisions of this Handbook.  
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This Handbook applies to all District employees, except that nothing regarding 
disciplinary rights and disciplinary processes applies to those who serve in an at-
will capacity, or at the pleasure of the Board of Directors, or by contract. Nothing 
in this Handbook gives those who serve at-will, or at the pleasure of the Board of 
Directors, or by contract, the right to continued employment or employment for a 
definite period of time, as the employment relationship may be terminated at any 
time, by either party, with or without notice, and with or without cause, unless 
the employee has a written employment agreement signed by the General 
Manager and approved by the Board of Directors that expressly provides 
otherwise. 

Finally, to the extent that any part of this Handbook is inconsistent with the terms 
of a written employment contract signed by an authorized District representative, 
the terms of the employment contract shall prevail. 

SECTION 3. HISTORY 

The City of Beaumont and Town of Cherry Valley are located in Riverside County, 
eighty-one miles from Los Angeles on the main line of the Southern Pacific 
Railroad; seventeen miles from Redlands; and thirty miles from Riverside in the 
San Gorgonio Pass. This area has an average rainfall in excess of most of Southern 
California, including the coastal regions. This natural moisture makes the climate 
prime for agricultural uses. 

The elevation in Beaumont is 2,600 feet above sea level, where air is pure, fresh 
and invigorating without extreme cold. San Gorgonio Mountain, at an elevation of 
11,000 feet high to the north, and San Jacinto Peak, nearly as high to the 
southeast, offer the area a unique mountain setting. 

In pioneer days, the padres of the San Bernardino Assistencia ran cattle in the San 
Gorgonio Pass in an area now known as Beaumont-Cherry Valley. The Cahuilla, 
Kawais and Shoshone Indian tribes lived here in the 1800’s. The earliest travel 
through the area was to the Salton Sea to haul salt to the San Gabriel Mission. The 
early 1800’s saw hunters, trappers and explorers pass through, including Kit 
Carson and Pauline Weaver. Weaver and his partner, Isaac Williams of Chino, ran 
cattle in the San Gorgonio Pass on a land grant given by Governor Pio Pico. In 
1853, Dr. Isaac Smith of San Bernardino came to care for an ailing Pauline 
Weaver. Smith later bought the eastern portion of the Weaver-Williams’ holdings 
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known as the San Gorgonio Rancho. Dr. Smith built the first house east of San 
Bernardino. Today Smith’s ranch is the Highland Springs Resort. 

In early October 1858 the first westbound stage sent out by John Butterfield, 
president of the Overland Mail Company, whirled, clattered, rolled and jolted 
through what is now Riverside County. From Tucson to San Francisco, with 
constant relays, the stage averaged five miles an hour. Butterfield stages had a 
short life - 1858 to 1861 - but helped popularize the Temecula approach to Los 
Angeles during a period when the San Gorgonio Pass was beginning to be traveled 
and settled. 

In later years, the railroads established routes through Beaumont and south of 
the city a large roundhouse was built for storage and transfer of railcars. 
Beaumont incorporated in 1912. 

SECTION 4. SPECIAL DISTRICT GOVERNMENT 

The BEAUMONT-CHERRY VALLEY RECREATION AND PARK DISTRICT is an 
independent special district which was formed in 1971 through its passage on the 
June ballot. As of 2007, the District was annexed into the City of Beaumont. The 
District encompasses 75 square miles; its boundaries are the City of Beaumont, 
Community of Cherry Valley and the surrounding unincorporated area. (Generally 
identical with the Beaumont Unified School District, with exception of area east of 
Highland Springs Road and some properties North included in Calimesa). Citizens 
elect five board members to staggered four-year terms. Board members elect a 
chairman from its membership. Chairman presides over meetings, having a vote 
as any other member of the Board. 

The Board of Directors establishes policy and determines the type and level of 
park and recreational service the district will provide. 

The General Manager is appointed by the Board and is responsible for the day-to-
day administration of all District business, and supervision of all District 
department heads. 

SECTION 5. EQUAL EMPLOYMENT OPPORTUNITY 

It is the District’s policy to provide equal employment opportunity for all 
applicants and employees. The District does not unlawfully discriminate on the 
basis of race, color, religion, religious creed (including religious dress and religious 
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grooming practices), sex (including pregnancy, perceived pregnancy, childbirth, 
breastfeeding, or related medical conditions), gender, gender identity (including 
transgender identity), gender expression (including transgender expression), 
because an individual has transitioned (to live as the gender with which they 
identify), is transitioning, or is perceived to be transitioning), sex stereotyping, 
national origin, ancestry, citizenship, age (40 years and over), mental disability 
and physical disability (including HIV and AIDS), legally protected medical 
condition or information (including genetic information), protected medical 
leaves (requesting or approved for leave under the Family and Medical Leave Act 
or the California Family Rights Act), military and/or veteran status, service, or 
obligation, reserve status, national guard status, marital status, domestic partner 
status, sexual orientation, status as a victim of domestic violence, sexual assault 
or stalking, enrollment in a public assistance program, engaging in protected 
communications regarding employee wages or otherwise exercising rights 
protected under the California Fair Pay Act, requesting a reasonable 
accommodation on the basis of disability or bona fide religious belief or practice, 
or any other basis protected by local, state, or federal laws. Consistent with the 
law, the District also makes reasonable accommodations for disabled applicants 
and employees; for pregnant employees who request an accommodation with 
the advice of their health care providers for pregnancy, childbirth, or related 
medical conditions; for employees who are victims of domestic violence, sexual 
assault, or stalking; and for applicants and employees based on their religious 
beliefs and practices.  

The District prohibits sexual harassment and the harassment of any individual on 
any of the other bases listed above. The District also prohibits retaliation against a 
person who reports or assists in reporting suspected violations of this policy, 
cooperates in investigations or proceedings arising from a violation of this policy, 
or engages in other activities protected under this policy.  

For information about the types of conduct that constitute impermissible 
harassment and, the District’s internal procedures for addressing complaints of 
discrimination, harassment, and retaliation, please refer to the District’s Policy 
Against Discrimination, Harassment, and Retaliation.  

This policy applies to all areas of employment including recruitment, hiring, 
training, promotion, compensation, benefits, transfer, disciplinary action, and 
social and recreational programs. It is the responsibility of every manager and 



 

 -5-  
 

employee to conscientiously follow this policy. Any employee having any 
questions regarding this policy should discuss them with Human Resources. 

SECTION 6. REASONABLE ACCOMMODATIONS 

In accordance with applicable federal and state law protecting qualified 
individuals with known disabilities, the District will attempt to reasonably 
accommodate those individuals unless doing so would create an undue hardship 
on the District. Any qualified applicant or employee with a disability who requires 
an accommodation in order to perform the essential functions of the job should 
contact the Human Resources Department and request an accommodation. The 
individual with the disability should specify what accommodation they need to 
perform the job. The District will then conduct an investigation to identify the 
barriers that make it difficult for the applicant or employee to have an equal 
opportunity to perform their job. The District will identify possible 
accommodations, if any, that will help eliminate the limitation. If the 
accommodation is reasonable and will not impose an undue hardship, the District 
will make the necessary accommodation. 

SECTION 7. DEFINITIONS 

For the purpose of the District’s policies, the following definitions shall apply: 

A. District 

 This shall mean the BEAUMONT-CHERRY VALLEY RECREATION AND PARK 
DISTRICT. 

B. Board of Directors 

 This shall mean the Board of Directors of the District. 

C. General Manager 

 This shall mean the General Manager of the District, duly appointed by and 
serving at the will and pleasure of the Board of Directors. The General 
Manager shall be the executive officer of the District. 
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D. Human Resources Administrator 

 This shall mean the Human Resources Administrator of the District, 
appointed by the General Manager of the District and serving the General 
Manager.  

E. Full-Time Employee 

 This shall mean all employees assigned for employment on a regular basis 
of thirty-five (35) hours per week or more. 

F. Part-Time Employee 

 This shall mean all employees assigned for employment on a regular basis 
of less than thirty-five (35) hours per week or more.  

G. Regular Employee 

 This shall mean all full-time or part-time employees who have satisfactorily 
completed their probationary period. 

H. Casual, Temporary or Seasonal Employee 

 Casual employees are employees hired to work on an as-needed basis and 
designated as “casual” at the time of their hire. As a general but not 
absolute rule, casual employees are assigned fewer than twenty (20) hours 
per week or are assigned work hours on an irregular basis. Temporary 
employees are hired for short periods or to work on specific projects. 
Seasonal employees are hired for short periods during the District’s peak 
season. Casual, temporary and seasonal employees are “at will” and shall 
receive no benefits and serve at the will and pleasure of the General 
Manager and may be terminated without any right of appeal. 

I. Delegation of Responsibility by the General Manager 

 This shall mean that in the absence of the General Manager, his or her 
designated representative shall act in his or her behalf.  
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J. Domestic Partner  

 This shall mean a person who has validly registered as a domestic partner 
by filing a Declaration of Domestic Partnership with the California Secretary 
of State pursuant to the California Family Code, section 297. 
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EMPLOYMENT 

SECTION 1. THE EMPLOYEE’S ROLE 

Every District employee, regardless of his or her position, is equally invaluable in 
achieving community goals and providing maximum service to the citizens of the 
district at a minimum cost. 

It is of utmost importance that as a district employee you adhere to the highest 
standards of personal and business conduct. The District exists to serve the 
community, and you as an employee, are a representative of each resident of the 
District. 

The public, your supervisors and co-workers will judge you on the basic qualities 
of courtesy, integrity, reliability and effectiveness. 

SECTION 2. STANDARDS OF CONDUCT 

As they represent the District, employees are to conduct themselves in a friendly 
and courteous manner with everyone they see or meet during their workday.  

All staff members shall represent the District before the media or the public only 
upon specific authorization to do so by the General Manager. All staff members 
also have a responsibility to maintain professional conduct at all District events 
whether working or not.  

The public does not differentiate between on or off duty for District employees, 
therefore whether working or not you are expected to uphold the highest 
standard of conduct.  

The General Manager or Assistant General Manager, if any, will oversee these 
policies and take proper action if abused. 

SECTION 3. HIRING OF EMPLOYEES 

It is the responsibility of the General Manager and Assistant General Managers, if 
any, to develop and administer all employment practices and ensure that the 
needs of the organization are met in an effective and efficient manner. The 
General Manager determines the most appropriate method for finding qualified 
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applicants. In selecting the most appropriate avenue of recruitment, 
consideration should be given to time, expense, level of position, and availability 
of skills in the labor market.  

1. All District employees shall be appointed to their positions by the 
General Manager. The General Manager is appointed by and serves 
at the will and pleasure of the Board. 

2. The General Manager shall hire new employees for those positions as 
provided by the Board of Directors, pursuant to the approved 
policies. 

3. Without approval from the General Manager, no direct relations or 
domestic partner of any District personnel shall be employed on a 
full-time, part-time, casual or temporary basis. 

4. The District will comply to the extent applicable with the provisions 
of the Fair Labor Standards Act, and with any other applicable 
statutes and regulations regarding wages, hours, and benefits. 

5. It shall be required that all employees certify, by signature, that they 
have received, read and fully understand the currently adopted 
Employee Handbook. 

6. All employees entering District employment, pursuant to Chapter 8 
(commencing with Section 3100), Division 4, Title 1 of the 
Government Code are required to take an Oath of Allegiance to 
support and defend the Constitution of the United States and the 
Constitution of the State of California. 

7. It shall be required that all individuals accepting District employment 
provide verification of work authorization and identity pursuant to 
the Immigration Reform and Control Act of 1986. Completion of 
Form I-9, U.S. Department of Justice, Immigration and Naturalization 
Service, is mandatory within seventy-two (72) hours of hiring. 

8. The District shall not consider a person who has been convicted of a 
felony or a misdemeanor involving moral turpitude eligible for 
employment (including volunteers and contract employees) except 
that such conviction may be disregarded if it is determined that 
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mitigating circumstances exist, or that the conviction is not related to 
the employment or volunteerism in question. Consequently, all 
employee applicants must submit to a criminal background check 
prior to being eligible for employment. All criminal background 
checks will be completed in compliance with state and federal law, 
and the results of any investigation shall be confidential. The District 
will provide each applicant with a copy of any information received 
from state or local law enforcement, or any other criminal history 
source. 

SECTION 4. PROMOTIONS/TRANSFERS 

Whenever possible, vacant positions within the District will be filled through the 
transfer or promotion of a qualified District employee. In considering a transfer or 
promotion request, the District will consider, among other things, the 
demonstrated skills, abilities or length of service of the individual seeking the 
transfer or promotion. 

However, the District reserves the right to consider outside applicants whenever 
deemed necessary or appropriate, in its discretion. 

SECTION 5. NEPOTISM 

It is the policy of the District to seek its staff the best possible candidates through 
appropriate search procedures. There shall be no bars to appointment of close 
relatives in any staff category in the same or different departments so long as the 
following standards are met: 

No employee shall vote, make recommendations, or in any way participate in 
decisions about any personnel matter which may directly affect the selection, 
appointment, promotion, termination, other employment status, compensation 
or interest of a close relative. 

For the purpose of the policy, “close relative” is defined as husband, wife, mother, 
father, son, daughter, sister, and brother. 

When an individual is considered for appointment in a department in which an 
immediate family member is already assigned, review of this fact shall be required 
at all appointing levels. The objective of this review shall be to assure equity to all 
members of the department. 
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SECTION 6. PHYSICAL EXAMINATION 

All offers of employment are conditioned upon satisfactory results from a pre-
employment physical examination and drug screening, where in a safety-sensitive 
position, performed by a physician selected by the District. The District may 
withdraw an offer of employment based on the results of a physical examination 
only if the applicant is unable to perform the essential duties of the job with or 
without reasonable accommodation. Further all employees may be required to 
undergo a job-related fitness for duty examination whenever deemed necessary 
by the District. The expense involved in such examination shall be borne by the 
District. 

SECTION 7. OUTSIDE EMPLOYMENT 

All employees are expected to work for the best interests of the District at all 
times. Every employee has an obligation to avoid any activity, agreement, 
business investment or interest, or other situation which could be construed as a 
conflict with the District’s best interests or as an interference with the employee’s 
duty to serve the District to the best of the employee’s ability. 

 Employees should be guided by the following principles in this matter: such 
employment must not be with an organization that could constitute a potential 
conflict of interest. Any outside employment responsibilities should be disclosed 
to and discussed in advance with the General Manager. 

SECTION 8. SCREENING/ BACKGROUND CHECK POLICY 

After receiving a conditional offer of employment, all prospective District 
employees shall complete a Background Questionnaire under penalty of perjury 
stating they have not been convicted of any criminal activity involving child 
molestation. 

After receiving a conditional offer of employment, all prospective District 
employees shall be fingerprinted for a complete background check through the 
State Department of Justice. The criminal record summary furnished to the 
District is confidential.. When a criminal record summary contains a conviction 
under Section 5164 of the Public Resources Code it is required by law that the 
individual be terminated if he or she has already been hired. 
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SECTION 9. FIRST AID 

The District may require employees to attend First Aid or CPR training. The District 
will pay for the training of those employees required to attend as part of their job 
description. Employees will be notified by their immediate supervisor well in 
advance should their attendance be required. 

SECTION 10. POLITICAL ACTIVITY 

Employees shall not participate in Political activity prohibited by the Government 
Code or related State and Federal Laws. Employees shall be prohibited from 
conducting political activity during working hours. 

SECTION 11. PROBATIONARY PERIOD 

All employees entering District employment, with the exception of the General 
Manager and other at will personnel, shall serve a probationary period of twelve 
(12) months. Either the District or the employee may terminate the employment 
relationship at any time during the probationary period for any reason. 

At the General Manager’s discretion, all full-time and part-time employees should 
be provided a bi-monthly (every two months) performance evaluation for the first 
twelve months upon hiring. After serving the twelve-month probationary period 
an employee will be evaluated by his or her immediate supervisor, Human 
Resources Administrator, the General Manager or a designee thereof and, at the 
will and pleasure of the General Manager, may have his or her probationary 
period extended for an additional six months upon written notice to the 
employee that an additional period of evaluation is required. Passing the 
probationary period with a satisfactory rating is a requirement for continued 
employment with the District. Each year thereafter, the employee shall receive an 
annual performance evaluation on or about July 1 .  

At the end of the employee’s probationary period, after receiving a favorable 
performance rating (as defined herein) from their immediate supervisor and a 
favorable recommendation from the General Manager, such employee may 
thereafter be eligible for merit review consideration. Upon the approval of the 
General Manager, a new employee may be hired at a higher rate than entry level 
based on their prior work history and experience. Successful completion of the 
probationary period does not entitle an employee to continued employment for 
any particular length of time. 
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Employees serving a probationary period are not entitled to due process in 
discipline or termination but may be terminated at-will.  

SECTION 12. PERIODIC EMPLOYEE EVALUATION 

All employees with supervisory roles shall periodically evaluate the performance 
of employees under their supervision. This evaluation will be reviewed after the 
completion of the probationary period and then at least annually thereafter. It is 
the District’s preference that the annual performance evaluations are given in July 
of each year, though individual circumstances may necessitate an evaluation 
being given at a different time.  

The Employee Performance Evaluation form will be reviewed by the employee 
together with his or her supervisor and signed by both. 

The evaluation of job performance normally highlights significant 
accomplishments and areas where improvement is needed. The performance 
evaluation should be viewed as a constructive device. These evaluations are 
intended to be a measurement of an employee’s job progress. 

Those employees with an overall rating signifying that the employee exceeds 
performance standards may receive a pay increase at the discretion of the 
General Manager. Some key factors considered in an employee performance 
evaluation might be: 

• The quantity and quality of work; 
• Cooperation and commitment in meeting District goals; 
• Employee dependability; 
• Employee attendance and punctuality; 
• Employee flexibility, ability and willingness to learn and adapt  to 

different work requirements and work environments; or 
• Relevant training both on and off the job. 

The employee’s supervisor will discuss the employee’s written performance 
evaluation with him or her, and the employee will  be required to sign his or her 
evaluation form indicating that the employee received a copy of it, not necessarily 
that the employee agrees with it, and acknowledging that the original document 
will become a part of the employee’s permanent personnel file. 
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SECTION 13. NORMAL WORKDAY 

The employee’s designated work schedule will be determined by his or her 
supervisor, subject to approval by the General Manager. However, a workday will 
generally be on an eight or ten hours per day schedule as may be desirable from 
time to time, with regard to the employee’s respective job functions.  

SECTION 14. ADDRESS CHANGE 

It is important that the District maintain current home addresses and telephone 
numbers for all employees. There may be occasions when it is imperative that the 
District reach you when you are at home. The District should also be able to 
contact your family in case of an accident or illness at work. Please notify your 
supervisor of any change of address or telephone number. 

SECTION 15. USE OF CONFIDENTIAL INFORMATION 

During the course of employment, employees will learn confidential and 
proprietary business information regarding the District’s business. This business 
information should not be shared even among co-workers, unless there is a 
legitimate need to know or prior supervisor approval.  

“Confidential Information” means all information, not generally known, belonging 
to, or otherwise relating to the business of the District or its clients, customers, 
suppliers, vendors, affiliates or partners, regardless of the media or manner in 
which it is stored or conveyed, that the District has taken reasonable steps to 
protect from unauthorized use or disclosure. Confidential Information includes 
but is not limited to trade secrets as well as other proprietary knowledge, 
information, and know-how; non-public intellectual property rights, including 
business plans and strategies; manufacturing techniques; formulae; processes; 
designs; drawings; discoveries; improvements; ideas; conceptions; test data; 
compilations of data; and developments, whether or not patentable and whether 
or not copyrightable. 

No persons, whether presently or previously employed by the District, shall utilize 
confidential information gained in the course of their employment in their 
dealings with the District or in soliciting or representing clients who desire District 
services. Persons violating this provision shall be subject to appropriate 
disciplinary action or discharge or to such civil actions as may be permitted by 
law. This duty continues even after termination of employment. 
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On termination of employment, whether voluntary or involuntary, all tangible and 
intangible District property must be returned to the District immediately. This 
includes documents, materials, data files, and records of any kind, including any 
that contain Confidential Information, and any copies thereof. Also, the 
terminating employee must immediately notify the District if the employee has 
Confidential Information stored in the employee’s personal computer, or in a 
mobile, cloud, or other storage medium, and work with the District to identify all 
such Information and its location and help ensure it is retrieved and/or 
permanently deleted by the District. 

SECTION 16. POLICY AGAINST HARASSMENT AND DISCRIMINATION 

The District is committed to providing a workplace free of unlawful harassment, 
discrimination, and retaliation in accordance with applicable laws. This includes 
sexual harassment (which includes harassment based on sex, pregnancy, 
perceived pregnancy, childbirth, breastfeeding, or related medical conditions), as 
well as harassment, discrimination, and retaliation based on such factors as race, 
color, religion, religious creed (including religious dress and religious grooming 
practices), sex, national origin, ancestry, citizenship, age (40 years and older), 
mental disability and physical disability (including HIV and AIDS), legally-protected 
medical condition or information (including genetic information), protected 
medical leaves (requesting or approved for leave under the Family and Medical 
Leave Act or the California Family Rights Act), military and/or veteran status, 
service, or obligation, reserve status, national guard status, marital status, 
domestic partner status, gender, gender identity (including transgender identity), 
gender expression (including transgender expression), because an individual has 
transitioned (to live as the gender with which they identify), is transitioning, or is 
perceived to be transitioning), sex stereotyping, sexual orientation, status as a 
victim of domestic violence, sexual assault or stalking, enrollment in a public 
assistance program, engaging in protected communications regarding employee 
wages or otherwise exercising rights protected under the California Fair Pay Act, 
requesting a reasonable accommodation on the basis of disability or bona fide 
religious belief or practice, or any other basis protected by federal, state, or local 
laws.  

The District strongly disapproves of and will not tolerate harassment, 
discrimination, or retaliation against applicants, employees, unpaid interns, or 
volunteers by managers, supervisors, co-workers or third parties with whom 
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employees come into contact, consistent with applicable law. Similarly, the 
District will not tolerate harassment, discrimination, or retaliation by its 
employees directed toward non-employees with whom the District employees 
have a business, service, or professional relationship (such as independent 
contractors, vendors, clients, volunteers, or interns).  

A. Application 

This policy applies to all phases of the employment relationship, including 
recruitment, testing, hiring, upgrading, promotion/demotion, transfer, layoff, 
termination, rates of pay, benefits, and selection for training. 

This policy applies to all management, directors, and employees of the District, 
including persons working under contract for the District. 

B. Harassment Defined 

Harassment is generally defined as verbal, physical, or visual conduct that creates 
an intimidating, offensive, or hostile working environment, or that interferes with 
an employee’s work performance, and that is based on a protected status. Such 
conduct constitutes harassment when (1) submission to the conduct is made 
either an explicit or implicit condition of employment; (2) submission or rejection 
of the conduct is used as the basis for an employment decision; or (3) the 
harassment interferes with an employee’s work performance or creates an 
intimidating, hostile, or offensive work environment.  

Harassing conduct can take many forms and may include, but is not limited to, the 
following (when based upon an employee’s protected status as noted above): 
slurs, jokes, statements, gestures, assault, impeding or blocking another’s 
movement or otherwise physically interfering with normal work, pictures, 
drawings, or cartoons, violating someone’s “personal space,” foul or obscene 
language, leering, stalking, staring, noises, unwanted or offensive letters or 
poems, offensive emails, texts, or voicemail messages.  

Sexually harassing conduct in particular may include all of these prohibited 
actions, as well as other unwelcome conduct, such as requests for sexual favors, 
conversation containing sexual comments, and other unwelcome sexual 
advances. For example, sexual harassment can be:  
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1. Verbal: sexual innuendoes, sexually suggestive or degrading 
comments, text messages, sexual jokes or slurs, graphic 
commentaries about a person’s body, or repeated sexual advances or 
invitations.  

2. Nonverbal: displaying sexually suggestive objects, pictures, cartoons, 
magazines, calendars or posters, or making suggestive or insulting 
sounds, leering, whistling, or obscene gestures.  

3. Physical: offensive touching, brushing against a person’s body, 
unwanted hugging or kissing, or impeding or blocking a person’s 
normal movement. 

Sexually harassing conduct can be by a person of either the same or opposite sex. 
Sexually harassing conduct need not be motivated by sexual desire to be violative 
of this policy.  

C. Reporting Procedure 

1. Internal Reporting Procedure 

Any employee who believes that he or she is the victim of harassment by co-
workers, supervisors, visitors, vendors or others should immediately report the 
incident and complete the “Employee Grievance Form” to his or her supervisor, 
the Human Resources Administrator or in the alternative, the General Manager, 
depending on which individual the employee feels most comfortable contacting. 
In the event that the complaint is against the General Manager, the employee 
should report the incident to the Human Resources Administrator. 

In addition to reporting the incident to District management, employees are 
encouraged to recognize the importance of informing the harasser that his or her 
behavior is unwelcome, offensive, in poor taste and inappropriate. 

2. External Reporting Procedure  

Any employee who believes that he or she has been the victim of sexual or other 
prohibited harassment by coworkers, supervisors, clients or customers, visitors, 
vendors or others may file a complaint with the California Department of Fair 
Employment and Housing (DFEH).  The phone number for DFEH is in the 
government pages of the phone book. 
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D. Investigation 

1. Internal Investigation 

Upon the filing of a complaint with the District, the employee will be provided 
with a copy of this policy. The General Manager is the person designated by the 
District to investigate complaints of harassment. The General Manager may, 
however, delegate the investigation at his or her discretion. In the event the 
harassment complaint is against the General Manager, an investigator shall be 
appointed by the Board of Directors.  

When an allegation of harassment or discrimination is made by an employee, the 
General Manager or other party to whom the complaint is made shall 
immediately prepare a report of the complaint. 

The investigator shall make and keep a written record of the investigation, 
including notes of verbal responses made to the investigator by the person 
complaining of harassment or discrimination, witnesses interviewed during the 
investigation, the person against whom the complaint of harassment was made, 
and any other person contacted by the investigator in connection with the 
investigation. The investigator’s notes shall be made at the time the verbal 
interview is in progress. Any other documentary evidence shall be retained as part 
of the record of the investigation. Upon completion of the investigation, the 
results shall be given to the complainant, the alleged harasser, and the General 
Manager (or the Board of Directors, in the event the complaint involves the 
General Manager). 

All records and information related to the investigation of any alleged harassment 
and resulting disciplinary action shall be confidential, except to the extent 
disclosure is required by law, as part of the investigatory or disciplinary process, 
or as otherwise reasonably necessary. 

Based on the report and any other relevant information, the General Manager (or 
Board of Directors) shall, within a reasonable period of time, determine whether 
the conduct of the person against whom a complaint has been made constitutes 
harassment. In making that determination, the General Manager (or Board of 
Directors) shall look at the record as a whole and at the totality of the 
circumstances, including the nature of the conduct in question, the context in 
which the conduct, if any, occurred, and the conduct of the person complaining of 
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harassment. The determination of whether harassment occurred will be made on 
a case-by-case basis by the General Manager (or the Board of Directors). 

2. External Investigation 

Charges filed with the DFEH are investigated by the DFEH. 

E. Remedies 

1. Corrective Action 

The District will take whatever corrective action is deemed necessary, including 
but not necessarily limited to, disciplining or discharging any individual who is 
believed to have violated this prohibition against harassment. The District does 
not tolerate harassment or discrimination of any kind and will take appropriate 
disciplinary action whenever such harassment or discrimination is demonstrated. 
Other steps may be taken to the extent reasonably necessary to prevent 
recurrence of the harassment and to remedy the complainant’s loss, if any. Any 
individual who engages in conduct that is contrary to this policy may be 
personally liable in any legal action brought against him or her. 

Corrective action shall be consistent with the nature and severity of the offense, 
the rank of the harasser, and any other factors relating to the fair and efficient 
administration of the Commission’s operations. 

2. External Remedies 

In the event a complaint is filed with the DFEH, and the DFEH finds that the 
complaint has merit, the DFEH will attempt to negotiate a settlement between 
the parties. 

If not settled, DFEH may prosecute the charging party’s case before the Fair 
Employment and Housing Commission (“FEHC”). Legal remedies available through 
DFEH and FEHC for a successful claim by an applicant, employee or former 
employee include possible reinstatement to a former job, award of a job applied 
for, back pay, front pay, attorneys’ fees, and, under appropriate circumstances, 
actual damages or administrative fines. 

In the alternative, where the DFEH determines that a complaint lacks merit, or 
within 150 days after filing a complaint with the DFEH, the DFEH shall inform the 
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alleged victim of his or her right to request a right-to-sue notice. Upon request by 
the alleged victim, the DFEH may grant permission to withdraw the case and 
pursue a court action. 

F. Retaliation 

No employee will be disciplined or otherwise retaliated against for complaining 
about such harassment or discrimination, for opposing prohibited conduct, or for 
participating in any investigation, proceeding, or hearing conducted by the 
District, DFEH, FEHC, Equal Employment Opportunity Commission, or any other 
state or federal agency. 

G. Employee Obligation 

Employees are not only encouraged to report instances of harassment or 
discrimination, but they are also obligated to report instances of harassment or 
discrimination. 

Employees are obligated to cooperate in every investigation of harassment or 
discrimination, including, but not limited to: 

1. Coming forward with evidence, both favorable and unfavorable, to a 
person accused of harassment or discrimination; and 

2. Fully and truthfully make a written report or verbally answer 
questions when required to do so during the course of the District’s 
investigation of alleged harassment or discrimination. 

Knowingly and falsely accusing someone of harassment or discrimination or 
otherwise knowingly giving false information in an investigation of harassment or 
discrimination shall be grounds for disciplinary action up to and including 
termination. 

SECTION 17. GRIEVANCE PROCEDURE 

A. Purpose of Grievance Procedures 

1. Promotes improved employer/employee relations by establishing an 
appropriate means for determining the validity of grievances, i.e., 
claims by an employee that the District has violated, misinterpreted 
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or misapplied an obligation to the employee as such obligation is 
expressed and written in this policy. 

2. Provides a method of resolving such claims as closely as possible to 
the point of origin and as informally as possible. 

3. Encourages free communication between supervisors and 
employees. 

4. Grievances regarding discipline or discharge must be managed under 
the policies governing discipline and discharge. All other grievances 
must be managed as outlined in Item No. 2 below. 

B. Grievance Procedure Steps 

1. Step One: Supervisor: Employees who have a grievance shall first 
take it up informally with their immediate supervisor within five (5) 
working days after they knew or reasonably should have known of 
the occurrence of the cause of the grievance. The supervisor shall 
record, in writing, the grievance and any action taken. 

2. Step Two: Human Resources Administrator: If the grievance is not 
resolved within five (5) working days after its submission in Step One, 
employees may submit the grievance in writing to the Human 
Resources Administrator within five (5) working days thereafter. The 
Human Resources Administrator shall meet with the employees 
within two (2) working days after submission of the grievance and 
shall deliver his or her answer, in writing, to the employees within 
five (5) working days after such meeting. At this and all subsequent 
steps in the grievance procedure, employees have the right to 
present their grievance with or without a representative at their 
option. 

3. Step Three: General Manager: If the grievance is not resolved in the 
second step, the aggrieved employees may submit it in writing to the 
General Manger, within five (5) working days after the Human 
Resources Administrator’s answer is received. The General Manager 
shall meet with the employees within five (5) working days after 
receiving the grievance and shall deliver his answer to them in 
writing within five (5) working days after such meeting. The decision 
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of the General Manager shall represent the final decision of the 
District with respect to the grievance. At the discretion of the 
General Manager, in unusual or extenuating circumstances, it may be 
requested that the General Manager refer the matter to the Board of 
Directors. 

4. Step Four: If the General Manager determines to offer referral to the 
Board of Directors, the grievant may, within five (5) working days 
from the date of the General Manager’s written response at Step 
Three, file a written request with the General Manager for a hearing 
before the Board. The Board may, at its sole discretion, decide to: 

• Limit its review of the grievance to the documentation 
developed at prior levels of this grievance procedure; 

• Hold a hearing at which both the grievant and the General 
Manger shall be afforded the opportunity to present evidence, 
testimony and oral argument regarding their respective 
positions as to the grievance; 

• Direct that the matter be heard by a subcommittee or 
designee of the Board, other than the General Manager. 

5. If the matter is heard by a subcommittee or designee of the Board, 
written findings of fact and an advisory decision shall, within a 
reasonable period of time, be presented for consideration by the 
Board at a regularly scheduled or special Board meeting. The decision 
of the Board shall be final and binding on all parties. 

6. In the event that a grievance hearing is convened, the grievant must 
be personally present at the hearing or his or her grievance will be 
deemed forever waived. 

7. A grievant’ s failure to follow the timelines for addressing his or her 
grievance at the next progressive Step, as set forth above, will 
constitute the grievant’ s consent that the matter was resolved at the 
previous Step. 

A copy of the District’s Grievance Form is included below. 
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BEAUMONT CHERRY VALLEY RECREATION AND PARK DISTRICT 
EMPLOYEE GRIEVANCE FORM 

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

  
  
  
  
  

Circumstances involved: 

  
  
  
  
  

Decision rendered by the informal conference: 

  
  
  
  
  

Specify remedy sought: 

  
  
  
  
  

Employee Name:       Date:     

Employee Signature:      



 

 -24-  
 

SECTION 18. DISCIPLINE AND DISCHARGE PROCEDURES 

A. Disciplinary Action 

1. Employee Representatives Permitted. Regular employees are 
permitted to use an employee representative at any meeting in 
which they may be subject to disciplinary action by the District. Such 
regular employees may have an employee representative when there 
is probable cause to believe that disciplinary action may be taken as 
the result of the meeting; if a significant purpose of the meeting is to 
investigate facts in relation to a contemplated disciplinary action; or 
if there is a potential for disciplinary action. 

2. Disciplinary Action Subject to Notice and Hearing Procedures. The 
following disciplinary actions may be taken against a regular 
employee either by the General Manager or such management 
personnel as he or she may designate: 

a. Termination: Discharge from District service. 

b. Demotion: Reduction from a position in one class to a position 
in another class having a lower salary range for disciplinary purposes. (Demotions 
resulting from employee’s inability to perform required duties, organizational 
changes, or layoffs are not disciplinary.) 

c. Salary Reduction: A reduction in pay from the employee’s 
current pay range to any lower amount not within that same range, as such range 
is recorded in the District’s current salary schedule. 

d. Suspension from Duty: An ordered interruption of duties for 
five (5) or more days without pay. 

3. Disciplinary Actions Not Subject to Notice and Hearing Procedures. 
The following disciplinary actions may be taken against any employee 
by the General Manager or Human Resources Administrator, without 
compliance with the procedures referred to in paragraph b above: 

a. Suspension for four (4) days or less without pay. 

b. Reassignment does not entail a salary reduction or demotion. 
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c. Change in working hours. 

d. Reprimand, which may be oral, or in writing, or both. 

e. Counseling statements. 

f. Written or oral warnings. 

4. Causes for Disciplinary Action. It is intended that discipline be 
imposed primarily for corrective purposes and to address deficiencies 
in work performance. The following is a non-exclusive list of the 
more common reasons for disciplinary action: 

(1) Actions contrary to the rules and policies of the District. 

(2) Inefficiency, incompetence, inattention to or dereliction 
of duty, failure to perform assigned duties in a satisfactory manner. 

(3) Insubordination or failure to comply with District rules 
and policies. 

(4) Accepting gratuities or tips. 

(5) Dishonesty. 

(6) Theft or unauthorized use of District property. 

(7) Fighting while on duty or on District premises. 

(8) Frequent or habitual tardiness, unexcused absences or 
unsatisfactory attendance. 

(9) Conducting non-District business activities during 
working hours. 

(10) Harassment or discrimination in any form. 

(11) Consumption of alcoholic beverages while on duty or on 
District premises. 

(12) Being under the influence of alcohol while on duty. 
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(13) Use of, possession of, or transfer or sale of, non-
prescribed drugs or narcotics (including marijuana, whether prescribed or not) 
while on duty or on District premises. 

(14) Disorderly, indecent or immoral conduct while on duty 
or while in District uniform. 

(15) Discourteous treatment of the public or other District 
employees. 

(16) Conviction of any felony or of a misdemeanor involving 
moral turpitude, dishonesty or immoral conduct. 

(17) Unauthorized absence from work. 

(18) Neglect of duty. 

(19) Failure to follow safe working practices. 

(20) Failure to report an injury promptly. 

(21) Failure to report significant unsafe working practices to 
supervisor. 

(22) Misrepresentations in obtaining employment with or 
promotion within the District. 

(23) Misuse of District monies. 

(24) Falsification of forms, records, or reports; including, but 
not limited to, time sheets, employment applications and District documents. 

(25) Possessing or bringing firearms or weapons onto District 
property. 

(26) Destroying or willfully damaging District or employee 
property, records, or other materials. 

(27) Unauthorized opening or tampering with locks in desks, 
doors, cabinets, etc., or unauthorized use or duplication of keys. 
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(28) Failure to immediately report the loss of a California 
driver’s license due to suspension, withdrawal, forfeiture or confiscation by any 
court of law or by the California Department of Motor Vehicles by employees who 
must maintain such a license as a condition of employment. 

5. Recordation of Disciplinary Action in Employee’s Personnel File. The 
disciplinary action taken, along with the reasons for such action, will 
be recorded in an employee’s personnel file. 

B. Disciplinary Procedures for Regular Employees 

1. Purpose.  

This section sets forth the procedure to ensure that all regular employees are 
fairly treated when subjected to disciplinary actions. These procedures do not 
apply to the General Manager or any employee who may be discharged, 
suspended or otherwise disciplined without any reason or cause (including but 
not limited to probationary employees). 

2. Notice of Proposed Action.  

Prior to taking disciplinary action subject to notice and hearing procedures, the 
Human Resources Administrator (or General Manager) shall deliver to the 
employee a written notice of its intention to dismiss or otherwise discipline the 
employee. Such notice shall be personally served on the employee, or if the 
employee is not available, it shall be sent by registered or certified mail to the 
employee’s place of residence, as shown on the records of the District. The notice 
shall be served or mailed not less than seven (7) calendar days prior to the 
proposed disciplinary action and shall contain the following: 

a. The proposed disciplinary action and the date said action 
becomes effective. 

b. The specific charges upon which such action has been 
proposed and the reasons why such action is being taken. Such charges shall 
contain any information essential to give the employee a fair opportunity to 
answer the charges made. Such information shall include, but is not limited to, 
names, times, dates, places or numbers that may be pertinent to the charges 
made. 
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c. If such charges are based upon documents or materials, the 
notice shall inform the employee of this fact, and shall inform the employee as to 
the location of such documents and materials. If available and subject to 
duplication, copies of such documents and materials shall be furnished to the 
employee with the notice. 

d. A time and date by which the employee may file a written 
response and for presentation of any oral response, which date shall not be less 
than seven (7) days after the notice is served on or mailed to the employee, 
whichever occurs first. 

Pre-disciplinary procedures are not required for suspension of five (5) days or less. 
For suspensions of five (5) days or less, the notice procedures and the response 
and determination procedures may be provided to the employee during the 
suspension or within a reasonable time thereafter. 

3. Response of Employee.  

The employee shall have the right to respond, either orally or in writing, or both, 
no later than the time and date provided in the notice to the employee. The time 
for response may be extended by the Human Resources Administrator for a 
reasonable period if the Human Resources Administrator determines it is 
necessary to provide the employee with a fair opportunity to answer the charges 
made. Written responses shall be delivered to the Human Resources 
Administrator. 

If the employee desires to make an oral response, the employee shall give written 
notice to the Human Resources Administrator of this fact at least two (2) working 
days before the time and date stated in the notice for presentation of the oral 
response. Failure of the employee to give such notice shall constitute a waiver by 
the employee of any right to present an oral response. At this time, the employee 
should also advise the Human Resources Administrator if the employee’s legal or 
other representative will be present during the oral response. 

4. Oral Response.  

If the employee gives the notice described, the oral response of the employee 
shall be presented to the Human Resources Administrator. At the time of the 
employee’s oral response, the employee shall have the right to be represented by 
counsel or other representative. 
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5. Determination by Human Resources Administrator.  

Upon expiration of the period of time set forth in the District’s notice to the 
employee, or if an oral response is presented, upon completion of the response, 
whichever is later, the Human Resources Administrator shall review the matter, 
including any response of the employee and his representatives and any evidence 
presented, and shall make a determination whether to discharge or otherwise 
discipline the employee. The Human Resources Administrator shall notify the 
employee in writing of the determination. Such notice shall be personally served 
on the employee or shall be sent by registered or certified mail to the employee’s 
place of residence as shown in the records of the District. 

6. Appeal of Decision of Human Resources Administrator.  

An employee or former employee dissatisfied with the determination made by 
the Human Resources Administrator may appeal the determination to the 
General Manager, provided that a written notice of appeal is filed with the District 
no later than fifteen (15) calendar days after the date of personal service or 
mailing of the notice of the Human Resources Administrator’s determination, 
whichever is sooner. 

If a timely appeal is filed with the District, the General Manager shall schedule a 
hearing within thirty (30) calendar days of the date of filing of the notice of 
appeal, and the District shall notify the employee or former employee of the time 
and date fixed for the hearing. At the hearing, the employee shall have the right 
to be represented by counsel or other representative, or both. The General 
Manager or such management personnel as he or she may designate, may extend 
the time to schedule the hearing upon a determination of good cause. 

The employee shall have the right to present evidence and to examine adverse 
witnesses. The employee shall, at least five (5) working days before the scheduled 
hearing, file a written request with the District requesting the presence of such 
persons at the hearing. If such persons can be made available without unduly 
interfering with the operations of the District, the District shall cause such persons 
to be present at the time of the hearing. The General Manager or such 
management personnel as he or she may designate, may continue the hearing for 
a reasonable period until such persons can be present. The hearing shall be 
recorded. 
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7. Determination of Appeal.  

Upon conclusion of the hearing, the General Manager shall review the matter 
including any evidence presented at the hearing and shall make a final 
determination whether to confirm the determination of the Human Resources 
Administrator. 

8. Status of Employee.  

During the period prior to the determination of the matter by the Human 
Resources Administrator, the employee may be suspended from performance of 
his or her duties with pay or may be reassigned to other duties. If the final 
determination of the Human Resources Administrator is to discharge an 
employee, the effective date of the discharge shall be the date that the notice of 
the Human Resources Administrator’s determination is personally served or 
mailed, whichever occurs first. 

9. Judicial Review.  

Judicial review of any decision of the District, or of any commission, committee, 
board, officer or agent thereof dismissing or otherwise disciplining an employee, 
which decision is subject to review under Code of Civil Procedures section 1094.5, 
may be had pursuant to this section only if a petition for writ of mandate is filed 
in Superior Court within the time limits specified in Code of Civil Procedure 
section 1094.6. 

C. Layoff or Reduction in Force 

A layoff or reduction in force is not a disciplinary measure. Notwithstanding any 
other provisions of these rules, nothing provided herein shall prohibit the District 
from discharging, suspending or transferring an employee upon a determination 
by the District that the needs of the District do not require continuance of the 
employee’s position. 

SECTION 19. RESIGNATION 

An employee who resigns should submit his resignation in writing to his 
Supervisor and indicate date of resignation. Such notice should be submitted at 
least two (2) weeks before the effective date of resignation. 
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SECTION 20. EXIT INTERVIEW 

Upon leaving District employment, the employee shall be given an exit interview. 
During this interview, the employee will be given a check for all monies due as 
computed to termination date. This review, while not limited to, will also include 
a discussion of all benefits, including accrued sick leave, accrued vacation, 
California Public Employees’ Retirement System, health insurance, life insurance 
and disability insurance. 

SECTION 21. MEDICAL COVERAGE FOR TERMINATED EMPLOYEES AND THEIR 
DEPENDENTS 

Medical coverage for employees whose employment terminates for any reason 
and their eligible dependents can continue at the option of the employee 
pursuant to the provisions of the Consolidated Omnibus Budget Reconciliation Act 
(COBRA). The District will not bear the cost of such coverage. Details concerning 
this provision may be obtained from a Human Resources representative.  
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COMPENSATION 

The District’s pay rates are reviewed on an annual basis to see if they reflect the 
District’s desired position in its labor market and conform to the District’s 
objectives. Each job has a pay range. Where an employee is placed in the pay 
range initially will depend on such things as qualifications, performance, and 
other factors considered relevant by the District management. Advancement 
within the range is based on merit and subject to the discretion of the General 
Manager. More on how merit increases may be earned is covered in the section 
on “Performance Evaluations.” 

SECTION 1. EMPLOYEE COMPENSATION 

All non-exempt, full-time employees shall receive compensation in accordance 
with the salary range pursuant to their Job Classifications. All exempt employees 
shall have their compensation set either by the General Manager or Board of 
Directors. 

Pay periods are bi-weekly. All deductions required by state, federal and local law, 
as well as any additional deductions authorized by the employee, will be made by 
the District. Paychecks will be distributed to each employee in person. If the 
employee cannot pick up his or her check on the day of distribution, it will be held 
by the Human Resources Administrator for up to one week. After one week the 
check will be mailed to the employee’s home address. The employee may request 
the check be picked up by another person providing a letter of authorization. 

When a full-time employee is reclassified and the position he or she occupies is 
reclassified to a position with a lower salary range, the employee will be 
designated at the lower salary range unless otherwise recommended by the 
employee’s supervisor and concurred with by the General Manager. 

Advancement of wages prior to a regular payday is not a privilege which an 
employee may use at his or her discretion but may be authorized by the General 
Manager at his or her discretion in case of employee necessity or personal 
financial emergency. The General Manager may, in his or her discretion, authorize 
the requested advancement of wages if the amount requested does not exceed 
the wages accrued (excluding applicable deductions) by the employee to the date 
of said request. The amount advanced must be paid by the following payday.  
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SECTION 2. MERIT ADVANCEMENT 

Any employees who have a performance rating which meets expected standards 
may be recommended for merit advancement. Normally, merit reviews will take 
place on an annual basis on or near July 1st of each year. Upon satisfactory 
completion of the probationary period, an employee may be recommended for 
an increase effective on their anniversary date. 

The merit recommendation is to be made by the employee’s supervisor and must 
be approved by the General Manager. 

SECTION 3. OVERTIME PAY 

1. All employees who are classified as “non-exempt employees,” as 
defined under applicable laws or regulations, will be eligible for 
overtime pay. 

2. Overtime is defined as hours worked by non-exempt employees in 
excess of forty (40) hours in a work week. 

3. District policy is that all overtime should be pre-approved whenever 
possible. The District will pay any overtime worked, regardless if pre-
approved. However, the working of overtime that has not been 
approved may be grounds for discipline, up to and including 
termination of employment. 

4. Overtime pay shall be paid at the rate of one and one-half times the 
employee’s rate of pay. Compensatory time in lieu of overtime can 
be granted at the request of the employee and approval of Human 
Resources or the General Manager. Compensatory time should be 
used within the same pay period, but no later than the following pay 
period of being earned. 

5. For the purpose of computing overtime pay, the formula shall be as 
follows: monthly salary multiplied by twelve (12) months; divided by 
fifty-two (52) weeks; divided by forty (40) hours; equals hourly rate; 
multiplied by 1.5 for time. The calculation of monthly salary shall 
include all rates and pay as required by Section 7(e) of the Fair Labor 
Standards Act. 
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SECTION 4. ON-CALL STATUS 

Standby duties are assigned to maintenance employees, or other employees as 
the District may determine from time to time. Additional compensation, as 
determined by the District, shall be paid to employees who are assigned to be on-
call for emergency maintenance and repair during periods outside of their normal 
work hours. On call employees are required to report as soon as possible when 
called to duty but in no event later than one hour after the call. Failure to report 
in a timely manner may result in disciplinary action, up to and including 
termination.   

An employee who is unable to report because of illness or other compelling 
emergency must notify his or her supervisor or the General Manager 
immediately. 

With regard to full-time maintenance employees: All full-time maintenance 
employees will engage in on-call work in one-week increments, as scheduled by 
their immediate supervisor. The week will start on Monday at 12:01 a.m. and go 
on through the following Sunday at midnight.  

All maintenance employees will receive compensation beyond their salary at a 
rate of $175.00 and two (2) hours of compensatory time off per week, or the 
amount as adjusted by the District from time to time. 

In addition, if a maintenance employee is called in, that employee will receive 
compensation at the rate of time and a half for the hours worked, starting from 
the time they respond to the sight until the job is completed. The employee will 
be compensated for a one hour minimum.   

SECTION 5. WAGE GARNISHMENTS 

A garnishment is a court order requiring the District to remit part of an 
employee’s wages to another party in payment of a just debt. Because 
garnishments involve the District in its employees’ private financial affairs, it is 
requested that employees handle their finances appropriately. 



 

 -35-  
 

BENEFITS 

SECTION 1. BENEFITS ACCRUAL 

Unless explicitly stated in writing otherwise, no benefits or seniority accrues 
except during periods of actual hours worked. Thus, employees will not accrue 
benefits or seniority entitlements during time away from work for voluntary or 
involuntary leaves of absences. Seniority still accrues, however, during time away 
from the job for vacation or jury duty. 

SECTION 2. ANNUAL VACATION 

Paid vacation time for eligible employees shall accrue only after the completion of 
their probationary period. No employee is entitled to paid vacation time until 
after they have completed one year of service with the District. Casual, 
Temporary and Seasonal employees do not ever accrue paid vacation time. Full-
time and Part-time employees are eligible to accrue paid vacation time after 
completing their first year of service. Vacation time is granted to all eligible 
employees as a lump sum once per year on July 1, except in the case of eligible 
employees completing their first year of service. At the time an eligible employee 
completes their first year of service they shall be granted a prorated amount of 
paid vacation according to the amount of time left in the fiscal year as of the date 
the employee completes their first year of service. The District’s fiscal year runs 
from July 1 to June 30.  

Full-time and Part-time employees accrue vacation according to the following 
schedule: 

Full-Time Employees 
• 1 through 4 years of service   10 days (80 hours) 
• 5 through 9 years of service   15 days (120 hours) 
• 10 through 14 years of service   20 days (160 hours) 
• 15+ years of service   25 days (200 hours) 
• 20+ years of service   Additional floating holiday (8 hours)  

The General Manager, at his or her discretion, has the authority to upgrade a new 
employee’s hire package through additional paid vacation hours and/or comp 
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time. He or she also has the option to offer a higher starting level for years of 
service based on prior experience.  

Part-Time Employees 
• Part-time employees accrue one day (8 hours) of paid vacation for each 

year of service. 
• Part-time employees may request an additional 5 days’ vacation annually 

without pay after their first year of service. 

1. The District will also consider paying out vacation hours, provided the 
employee has used at least 40 hours of vacation during the fiscal year 
and provided that the employee maintains 40 hours of accrued 
vacation following the payout. Vacation cash outs are available twice 
each year on or about mid-July and again on or about mid-December. 
The maximum an employee is able to cash out vacation per fiscal 
year is 120 hours. Employees must make vacation cash out requests 
no later than three (3) weeks before the available cash out date. 
Failure to make a request in a timely manner may result in denial of 
the request. 

2. No vacation time shall be taken without prior approval of the 
employee’s Supervisor and Human Resources Administrator. 

3. Vacation requests shall be submitted no less than two weeks prior to 
commencement of the requested vacation. Any subsequent changes 
must also be submitted at least two (2) weeks in advance. If an 
employee wishes to change his or her vacation date(s) to a time 
previously selected by another employee, both employees must 
agree to the change. Seniority shall not apply after the initial 
selection of vacation dates for the year. 

4. Employees with the greatest amount of service time (seniority) shall 
have first choice of vacation dates each year. The person employed 
the longest period of time chooses first. New employees are not 
eligible to use accrued vacation during their probationary period. 

5. In the event that a paid holiday occurs during a vacation period, the 
employee’s vacation will not be reduced for the paid holiday. 
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6. Upon termination of employment, employees will be paid for any 
unused, accrued vacation at the employee’s regular rate of pay at the 
time of termination. 

SECTION 3. HOLIDAYS 

The District observes the same holiday schedule per Riverside County Ordinance 
358.8 or an average of twelve holidays per year. The following days shall be 
recognized as paid holidays for full-time employees. Part-time, Probationary, 
Casual, Temporary and Seasonal employees will not be paid for holiday time off. 
These days can change subject to board approval. 

New Years Day 
Martin Luther King, Jr Day 

Presidents Day 
Memorial Day 

Juneteenth 
Independence Day 

Labor Day 
Veteran’s Day 

Thanksgiving Day 
Day after Thanksgiving 

Christmas Eve 
Christmas Day 
New Years Eve  

Floating Holiday (per approval) / Employee’s Birthday 
 

Full-time employees who are required to work on a day regularly considered a 
paid holiday because of District needs shall either receive eight hours of pay at 
their regular rate in addition to their hours worked on that holiday or be provided 
an alternate paid time off day in lieu of that holiday, at the discretion of the 
General Manager.  

Whenever a holiday falls on Saturday, the preceding Friday shall be observed as 
the holiday. Whenever a holiday falls on Sunday, the following Monday shall be 
observed as the holiday. 
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When an employee is taking an authorized leave with pay when a holiday occurs, 
said holiday shall not be charged against said leave with pay. 

SECTION 4. EDUCATIONAL ASSISTANCE 

1. In order to encourage employees to improve their job-related skills 
and provide an opportunity for advancement through continuing 
education, the District has established a plan of tuition assistance for 
employee education. 

2. The District will refund tuition fees and educational material costs 
spent by employees who receive prior approval of the General 
Manager. The General Manager’s approval of the class must be 
obtained on a request form prior to class registration. The approved 
request form will remain on file with the Human Resources 
Administrator until the employee has completed the class. 

3. Funds received from outside sources, such as scholarship grants or 
veterans’ educational benefits, must be applied toward the cost of 
the course before the District’s reimbursement is applied. 

4. Courses must be related to the employee’s work or be required for a 
degree related to their work and must be taken at an accredited 
institution. Expenses eligible for reimbursement include tuition, 
parking, registration fees, laboratory/materials fees and books. The 
General Manager will assess eligible classes and their applicability on 
a case-by-case basis. 

5. Per fiscal year, the District will reimburse up to the maximum 
allowed by federal law (currently $5,250). The General Manager may 
approve additional courses of study at their discretion. 

6. Upon satisfactory completion of the class with a grade of “B” or 
better, the employee must submit receipts along with a copy of his 
or her transcript or other evidence that he or she successfully 
completed the course to the Human Resources Administrator in 
order to receive reimbursement. 

7. The District may, at the General Manager’s discretion, allow an 
employee to use the company car for transportation to and from 
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classes within a 50-mile radius. Additional distances must be 
approved by the General Manager prior to vehicle use.  

8. Employees who are enrolled in online classes may have the option to 
work from home on a hybrid schedule, with prior approval from the 
General Manager and the employee’s immediate supervisor. 

9. In the event that the District requires that an employee enroll in a 
job-related class or program, the District shall pay the cost of the 
class and any related materials. However, the District may require 
that the employee agree in writing that if he or she terminates his or 
her employment with the District prior to or within one (1) year of 
completion of the class or program, the employee shall reimburse 
the District for all funds expended on the class or program. The 
District may also require that the employee sign a written 
authorization for the deduction of all or part of the amount owed 
from the employee’s final paycheck. 

SECTION 5. TRAVEL AND MEETING EXPENSES 

1. Employees shall be reimbursed for reasonable travel expenses 
authorized by the General Manager for activities related to District 
business. This shall include payment of expenses associated with 
meetings, seminars, or conferences. 

2. Where practical, the District will provide per diem rates, pursuant to 
the U.S. General Service Administration (“GSA”) rates, for pre-
authorized expenses associated with District business. Where not 
practical, it is the responsibility of the employee to provide receipts 
of charges for approval of payment within two weeks of the time of 
the meeting, seminar or conference. Substantiating receipts will be 
needed for expenses related to transportation, lodging, meals, and 
miscellaneous expenses. Miscellaneous expenses may include cab 
fares, parking fees, tips, telephone calls, and so forth. 

SECTION 6. UNIFORMS AND PROTECTIVE CLOTHING 

The District may require use of uniforms or protective clothing, to be determined 
by board policy or local, state, or federal safety requirements. The cost of the 
uniforms or protective clothing, etc., that employees are required to wear shall be 



 

 -40-  
 

borne by the District. The District has the option of authorizing reimbursements 
for required clothing or equipment to qualifying employees upon proof of 
purchase or arranging with retailers to supply all qualifying employees with a 
specific product and billing the District for the total cost of all products purchased. 

SECTION 7. INSURANCE 

1. Group insurance plan booklets will be provided to all full-time 
employees. Other employees may obtain a plan booklet upon 
request. 

2. It is mandatory that each employee notify a Human Resources 
representative whenever any additions or deletions occur in his or 
her dependent status where that dependent is covered by optional 
insurance coverage. 

3. Health Insurance: Full-time employees are covered by a group health 
insurance plan, and full-time employees have the option of paying 
premiums in order to covering eligible dependents with employer 
paid premiums. Part-time employees are eligible for group health 
insurance care if they opt to pay their portion of the required 
premiums. Eligibility for participation begins the first of the month 
following thirty (30) days of regular employment with the District. 

4. Vision Insurance: Full-time employees are covered by a group vision 
insurance plan. Eligibility for participation begins the first of the 
month following thirty (30) days of regular employment with the 
District. The District will pay insurance premiums to cover full-time 
employees and their eligible dependents.  

5. Dental Insurance: Full-time employees are covered by a group dental 
insurance plan. Eligibility for participation begins the first of the 
month following thirty (30) days of regular employment with the 
District. The District will pay insurance premiums to cover full-time 
employees and their eligible dependents. 

6. If an employee has health, dental, or vision benefits available 
through their spouse, or if a single employee is a dependent covered 
by a parent’s plan, they may opt to receive a cash payout, pro-rated 
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per pay period, equal to 75% of the annual amount for their rate 
category. The employee must provide proof of insurance.  

7. Long-Term/Short-Term Disability Insurance: The District offers 
employees who work thirty (30) or more hours per week long-term 
and short-term disability insurance at the expense of the employee. 
Additionally, the Employment Development Department (EDD) 
provides disability insurance benefits to all other employees. 

8. Accident Insurance: The District, at its discretion, protects its regular, 
full-time employees from certain losses associated with covered 
accidental injuries leading to medical treatment. Coverage details are 
available through human resources. 

9. Workers’ Compensation Insurance: All employees are covered by 
workers’ compensation insurance for injuries or diseases resulting 
from employment. The District will coordinate workers’ 
compensation benefits with sick leave benefits or accrued vacation 
time if the employee so elects. 

It is the employee’s responsibility to report immediately to his or her 
supervisor or Human Resources Administrator any injury, regardless 
of severity, and to complete an injury report. 

10. Unemployment Insurance: All employees are provided 
unemployment insurance by the District. To apply for benefits or to 
determine eligibility, employees should contact their nearest 
Employment Development Department (EDD) office. 

SECTION 8. CALIFORNIA PUBLIC EMPLOYEES’ RETIREMENT SYSTEM (CALPERS)  

 

A. GENERAL PROVISIONS 
 
The District contracts with the California Public Employees’ Retirement System 
(CalPERS) to provide retirement benefits for eligible employees.  CalPERS benefits 
booklets will be provided to all employees who qualify for coverage or upon 
request. CalPERS members are not required to contribute taxes for Social Security 
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retirement benefits and should be aware that participation in CalPERS retirement 
benefits might affect entitlement to Social Security benefits.  
 
All employees who meet any of the criteria shown below must participate in 
CalPERS:   
 

• Hired to work full-time for more than 6 months 
• Hired to work on a regular, part-time basis, who works at least an average 

of 20 hours a week for one year or longer 
• Already a CalPERS member upon hire, unless working in a position excluded 

by law or contract exclusion 
 
For employees who meet the above criteria, membership contributions, if 
applicable, begin immediately on date of hire. 
 
In addition, an employee who is not eligible for enrollment upon hire may later 
become eligible for enrollment if they work 1,000 hours, including paid leave, in a 
fiscal year while in service with the District.    
 
On September 12, 2012, then Governor Brown signed into law the California 
Public Employees’ Pension Reform Act of 2012 (PEPRA) which impacts the 
retirement benefits that the District offers through CalPERS.  Among other 
provisions, PEPRA adopts a compulsory formula and mandatory contributions for 
certain employees that are deemed to be “new members.”  Pursuant to 
Government Code Section 7522.04(f), the term “New Member”, as it applies to 
individuals employed by the District, refers to the following:  

(1) An employee who enrolls in CalPERS for the first time on or 
after January 1, 2013 and who has no prior membership in any other California 
public retirement system; or 

(2) An employee who enrolls in CalPERS for the first time on or 
after January 1, 2013 and who was a member of another California public 
retirement system prior to January 1, 2013 but is not eligible for reciprocity 
pursuant to Government Code Section 7522.02(c) and Section 579.3 of Title 2 of 
the California Code of Regulations; or 
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(3) An employee who established CalPERS membership prior to 
January 1, 2013 with a different CalPERS employer, and who is hired by the 
District after January 1, 2013, after a break in service of greater than six (6) 
months. 

As a result of PEPRA, the District has three tiers of retirement benefits the 
application of which depends on an employee’s hired date and status as a New 
Member.  District employees that were enrolled in CalPERS as a result of their 
employment with the District before January 1, 2013 and CalPERS-eligible 
employees hired on or after January 1, 2013 that are not New Members, as 
defined above, are referred to as “Classic Members.” 
 
B. TIERED PENSION BENEFITS 

The monthly retirement allowance of both Classic Members and New Members is 
determined by age at retirement, years of service credit and final compensation.  
To be eligible for service retirement, a Classic Member must be at least age 50 
and have five years of CalPERS credited service and a New Member must be at 
least age 52 and have five years of CalPERS credited service.  There is no 
compulsory retirement age.  This retirement benefit will be paid exclusively by 
CalPERS in accordance with the Public Employees’ Retirement Law and PEPRA. 
 
 1. Classic Members 
 
The retirement benefit formula for Classic Members hired prior to ___________ is 
2.7% @ 55 (“Tier I Classic”).  The District’s contract with CalPERS for Tier I Classic 
participants provides for calculating final compensation based on the highest 
average PERSable compensation for twelve (12) consecutive months of 
employment with the District.   

The retirement benefit formula for Classic Members hired on or after 
___________ is 2% @ 55 (“Tier II Classic”).  The District’s contract with CalPERS 
for Tier II Classic participants provides for calculating final compensation based on 
the highest average PERSable compensation for thirty-six (36) consecutive 
months of employment with the District.   

The District pays the employer portion of the costs associated with this 
retirement program.   
 

Author
Need to enter date that determines whether a classic employee is Tier I or Tier II
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The contribution required of employees is referred to as the normal member 
contribution and is paid for as follows:  
 
  i. For Tier I Classic Members, the District pays 5% of PERSable 
compensation to CalPERS on behalf of the employee as an employer paid member 
contribution pursuant to Government Code Section 20691 (“EPMC”).  Tier I Classic 
Members pay the remaining 3% through payroll deductions made on a pre-tax 
basis.     
 
  ii. For Tier II Classic Members, the District pays 4% of PERSable 
compensation to CalPERS on behalf of the employee as an EPMC.  Tier II Classic 
Members pay the remaining 3% through payroll deductions made on a pre-tax 
basis.     
 
 2. New Members 
 
The retirement benefit formula for New Members is 2% @ 62.  Final 
compensation for purposes of calculating a New Member’s retirement allowance 
is equal to the New Member’s highest average PERSable compensation for thirty-
six (36) consecutive months of employment with the District. 

As of January 1, 2024, the PERSable compensation of New Members will be 
capped at $181,734, an amount that is subject to annual adjustment by CalPERS.  
In addition, the items of compensation used to determine benefits or 
contributions to CalPERS will be limited to those items of compensation deemed 
“pensionable compensation” under Government Code Section 7522.34. 

New Members are required to pay for a portion of the cost of the 2% @ 62 
retirement formula.  This mandatory member contribution is not a fixed amount.  
Rather, it will be set by CalPERS based on the following formula.  The mandatory 
contribution will be equal to 50% of the total normal costs attributable to the 2% 
@ 62 benefit plan, rounded to the nearest quarter of 1 percent.  Currently, the 
contribution is 7.75% which is paid through payroll deductions made on a pre-tax 
basis.  The District will inform New Members of any change in the mandatory 
employee contribution when CalPERS informs the District of the rate. 

 3. General Information 
 

Author
This is the pensionable compensation limit in 2024 for employees that participate in CalPERS but do not pay into Social Security.
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The details of the retirement plan are established by CalPERS, and information is 
provided to all participating employees upon hire, or when they change 
employment status and become eligible for participation in the retirement plan.   
 
Each employee has unique circumstances impacting the calculations of their 
retirement benefit, therefore, employees who have questions concerning their 
benefit should contact the CalPERS support team at: 888-225-7377 or access the 
online website at: https://www.calpers.ca.gov. 
 
Employees planning to retire from District service are advised to contact CalPERS 
and HR.  CalPERS requires retirement requests be made within 120 days of the 
requested retirement date.  Employees are requested to provide the District 90 
days’ notice prior to the date of their intent to retire. 
 
 
 

SECTION 9. SOCIAL SECURITY MEDICARE COVERAGE 

Employees hired after March 31, 1986, are covered under the Medicare portion 
of the Social Security Retirement System. The District and the employee each 
contribute equally in the 1.45% mandatory contribution. 

LEAVES OF ABSENCE 

SECTION 1. SICK LEAVE 

District Policy Statement:  Sick leave shall be allowed and used in case of necessity 
and actual personal sickness or disability, medical or dental treatment or in case 
of an emergency illness of the immediate family. The District intends to comply 
with all requirements of the California and Federal Family and Medical Leave 
Laws. Sick leave may be used for any reason allowed under AB 1522. 

Employees may use their sick leave accrual for the purpose permitted under AB 
1522. Leave for this purpose may not be taken until it has actually been accrued. 
Full-time employees may use up to five (5) days per year from their existing sick 
leave accrual as “paid time off” on an as-needed basis, to cover absences caused 
by non-medical emergency reasons. Leave for this purpose may only be used in full 

https://www.calpers.ca.gov/
Author
District can take this out if they prefer or change notice period requested.  
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day increments. It is intended to be used when an employee’s absence is 
unavoidable but where customary sick leave is not available due to the nature of 
the absence. 

All employees are expected to contact their supervisors as soon as possible but not 
less than one hour before they are due to report to the District to begin work. 

Employees have the right to use their sick leave when they are incapacitated for 
the performance of their duties by such reasons as sickness, injury, or pregnancy. 
Employees can also use sick leave for medical, dental or optical appointments or 
examinations. In general, supervisors should approve an employee’s sick leave 
request when they have accrued sick leave and follow proper leave approval 
procedures to use sick leave. Employees may not be retaliated against for the 
proper use of sick leave. 

Employees may also use sick leave in conjunction with an approved Family & 
Medical Leave to care for ill family members. Employees may also use sick leave in 
conjunction with approved Service member FMLA leave for the care of a covered 
family member’s injuries or exigencies stemming from service in the Armed 
Forces. The District defines a “child,” “parent,” and “spouse” in accordance with 
the FMLA and the California Family Rights Act for purposes of sick leave use under 
the District’s policy.  

All conditions and restrictions placed on an employee’s use of sick leave apply 
also to sick leave used for care of a child, parent, spouse or domestic partner.  

If the need for paid sick leave is foreseeable (e.g., scheduled routine medical 
appointments), the employee must provide reasonable advance notice. If the 
leave is not foreseeable, the employee must provide notice of the leave as soon 
as practical. When requesting sick leave, employees should not disclose any 
private medical information or any other confidential personal information. 
Notice should be given to the employee’s immediate supervisor and the Human 
Resources Director. Employees are required to complete a request for leave form. 

All employees are expected to contact their supervisors as soon as possible but 
not less than one hour before they are due to report to the District to begin work 
even though they are not eligible for sick leave pay. It is the responsibility of all 
supervisors and managers to ensure that the employees they supervise 
understand this policy requirement.  
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Need for a Physician’s Certificate: When an employee is going to be absent due to 
illness or injury for more than three (3) consecutive workdays a physician’s 
certificate will be required attesting to the employee’s ability to resume work. 
The District may also, in its discretion and upon notification, require an employee 
who has a history of absences before or after weekends or holidays to provide a 
physician’s certification for a subsequent absence on a workday before or after a 
weekend or holiday. Failure to provide a physician’s statement when requested 
may result in disciplinary action.  

Eligibility & Accrual Rates: An employee qualifies to accrue paid sick leave under 
this policy upon the start of the employee’s employment. In addition, employees 
may take paid sick leave accrued under this policy if they have worked for the 
Company for at least 90 calendar days. Sick leave shall be accrued at the rate of 
four (4) hours per pay period for all full-time employees. Sick leave may be 
accumulated up to a maximum of 120 days (960 hours), at which time the 
employee will cease to accrue any sick leave until his or her accrual drops again 
below 120 days (960 hours).  

Once the employee reaches an accrual of 120 days (960 hours) of sick leave, he or 
she is eligible to trade 10 days (80 hours) of sick leave for vacation on a two-for-
one basis for vacation time. In other words, once the employee accrues 120 days 
(960 hours) of sick leave, the employee may “sell” 10 days (80 hours) of sick leave 
(dropping his or her accrual to 110 days or 880 hours) in order to receive 5 days 
(40 hours) of additional vacation. 

Part-time, casual, temporary or seasonal employees are provided paid leave 
sufficient to cover 40 hours of absence on an annual basis for the reasons set 
forth in this policy. The annual grant will be given on July 1 of each year. This 
annual grant does not roll over to the next fiscal year and is not paid out upon 
termination of employment.  

How Sick Leave is Deducted: District employees shall be charged sick leave for 
each full day absent. Absences less than a full day will be charged as follows: 

• A minimum of two (2) hours will generally be charged for any partial 
day absence.  

• Additional partial day sick time will be charged at the rate of one (1) 
full hour for each hour or partial hour used in excess of the initial two 
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(2) hour minimum. For example, if an employee calls in sick for one 
(1) and one-half hours, he or she will be charged for two (2) hours of 
sick leave. Or, if an employee is absent for five (5) and one-quarter 
hours, he or she will be charged for six (6) hours. 

• Human Resources may, in its discretion, allow an employee to use 
smaller increments of sick leave upon a showing of good cause why 
such use is in the best interest of the District. 

SECTION 2. BEREAVEMENT LEAVE. 

In the event of a death in the immediate family, an employee may be granted a 
paid leave of absence not to exceed five (5) days. This is in addition to regular sick 
leave and vacation time.  Verification may be required by the District. 

“Immediate family” is defined as being spouse, parents, children, brother, sister, 
grandparents, grandchild, father-in-law, mother-in-law, sister-in-law, brother-in-
law, daughter-in-law, son-in-law or any person who is a legal dependent of the 
employee.  

Reproductive Loss Leave 

In the event of reproductive loss, an employee may be granted a leave of absence 
not to exceed five (5) days. A reproductive loss is defined as “the day or, for a 
multiple-day event, the final day of a failed adoption, failed surrogacy, 
miscarriage, stillbirth, or an unsuccessful assisted reproduction”. This leave must 
be taken within 90 days of the event, but not necessarily consecutive days. If an 
employee experiences more than one reproductive loss event within a 12-month 
period, the District is not obligated to grant a total amount of reproductive loss 
leave time in excess of twenty (20) days within a 12-month period. The employee 
is permitted to use any accrued and available sick leave, or other paid time off, for 
reproductive loss leave. 

Reproductive loss leave is available to an employee only after he or she has 
worked for the District for at least 30 days. 

SB848 further makes it an unlawful employment practice for an employer to 
retaliate against an individual because of the individual’s exercise of the right to 
reproductive loss leave or the individual's giving of information or testimony as to 
reproductive loss leave. The employer must maintain employee confidentiality 
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relating to reproductive loss leave. Employees are not required to provide 
documentation supporting the request for reproductive loss leave.  

SECTION 3. MILITARY LEAVE 

Employees may take military leave to serve in the uniformed military services in 
accordance with the federal laws, including the Uniformed Services Employment 
and Reemployment Rights Act of 1994 (USERRA), as well as the California Military 
and Veterans Code, sections 394, et seq.  

SECTION 4. FAMILY CARE, MEDICAL AND MILITARY FAMILY LEAVE 

A. Eligibility  

To be eligible for family care, medical, and military family leave, an employee 
must (1) have worked for the District for at least twelve months prior to the date 
on which the leave is to commence; (2) have worked at least 1,250 hours in the 
twelve (12) months preceding the leave; and (3) work at location with 50 
employees or more within a 75-mile radius of the District’s next closest facility.  

An employee returning from fulfilling his or her National Guard or Reserve 
military obligation will be credited with the hours of service that would have been 
performed but for the period of military service in determining the 1,250 hours of 
service.   

In the case of a pregnancy-related disability or other legally protected disability or 
medical condition or work-related injury, an employee may not need to satisfy all 
of the above requirements. In such circumstances, the employee should refer to 
Sections 5 and 6 of this policy, and also contact a Human Resources professional 
for clarification about his or her rights for other types of leave.  

B. Permissible Uses  

“Family care and medical leave” may be requested for (1) the birth or adoption of 
an employee’s child; (2) the placement of a foster child with the employee; or (3) 
the serious health condition of an employee’s child, registered domestic partner, 
spouse, or parent; or (4) an employee’s own serious health condition.  

• A serious health condition is an illness, injury, impairment, or physical or 
mental condition that involves either (1) the individual being admitted to a 
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medical care facility with the expectation that he or she will remain at least 
overnight, or (2) continuing treatment by a health care provider for a 
condition that either prevents the employee from performing the functions 
of the employee’s job or prevents the qualified family member from 
participating in school or other daily activities.  

• Subject to certain conditions, the continuing treatment requirement may 
be met by a period of incapacity of more than three consecutive calendar 
days combined with at least two visits to a health care provider or one visit 
and a regimen of continuing treatment, or incapacity due to pregnancy, or 
incapacity due to a chronic condition. Other conditions may meet the 
definition of continuing treatment.  

“Military exigency leave” may be requested when there is a qualifying military 
exigency arising out of the fact that an employee’s spouse, child, or parent is on 
covered active duty (or has been notified of an impending call or order to covered 
active duty) in the Armed Forces outside of the United States. Qualifying military 
exigencies include the following:  

• Short-notice deployment where the employee may take leave to attend any 
issue that arises from the fact that a military member (whether in the 
Regular Armed Forces, National Guard, or Reserves) is notified of an 
impending call or order to active duty seven or less calendar days prior to 
the date of deployment. Leave taken for this purpose can be used for a 
period of seven calendar days beginning on the date the covered service 
member receives the notification.  

• Military events and related activities where the employee may take leave 
to attend to any official ceremonies, programs or events related to the call 
to active duty and to attend to family support, assistance programs, or 
informational briefings related to the call to active duty.  

• Childcare and school activities where the employee may take leave to 
arrange for alternative childcare or to provide childcare on an urgent, 
immediate need basis when the need arises from the call to active duty, to 
enroll or transfer a child to a new school, to attend meetings with school or 
daycare facility staff regarding disciplinary measures, parent-teacher 
conferences, or meetings with school counselors.  
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• Financial and legal arrangements where the employee may take leave to 
make or update financial or legal arrangements related to the covered 
service member’s absence, such as preparing powers of attorney, wills, 
transferring bank accounts, and the like, or appearing or acting on behalf of 
the absent service member in matters related to military benefits. 

• Counseling where the employee may take leave to attend counseling, the 
need for which arises from the call to active duty of the covered service 
member.  

• Rest and recuperation where the employee may take up to fifteen days of 
leave to spend time with a covered service member each time the service 
member is on short-term rest and recuperation leave during the period of 
deployment.  

• Post-deployment activities where the employee may take leave for a period 
of up to 90 days following the termination of the deployment to attend 
arrival ceremonies, reintegration briefings and events, and other official 
ceremonies or programs provided by the military, or to address issues that 
arise out of the death of a covered service member.  

• Parental leave where the employee may take qualifying leave to care for 
the parent of a military member, or someone who stood in loco parentis to 
that military member, when the parent is incapable of self-care. To qualify 
as parental leave, the need for the leave must arise out of the military 
member’s call to active duty. Further, the leave must be for one of the 
following purposes: (1) to arrange for alternative care for the parent; (2) to 
provide care for the parent on an urgent, immediate need basis; (3) to 
admit or transfer the parent of the military member to a care facility; or (4) 
to attend a meeting with staff at a care facility for the parent.  

• Additional activities where the employee may take leave to address other 
events that arise out of the call to active duty as the District and the 
employee may agree as to both timing and duration.  

“Military caregiver leave” may be requested to care for a covered service member 
if the employee is the covered service member’s spouse, child, parent, or next of 
kin. For purposes of this leave, a covered service member is: (1) a current member 
of the Armed Forces, including a member of the National Guard or Reserves who 
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is undergoing medical treatment, recuperation, or therapy, is otherwise in 
outpatient status, or is otherwise on the temporary disability retired list, for a 
serious injury or illness, or (2) a covered veteran who is undergoing medical 
treatment, recuperation, or therapy, for a serious injury or illness.  

C. Substitution of Paid Leave  

Employees are required to substitute accrued vacation time and other paid 
personal leave (except sick leave) for all family care, medical leaves, and military 
leaves. Employees are required to substitute sick leave only for the employee’s 
own medical leaves. Employees may elect to substitute sick leave to attend to an 
illness of a child, parent, spouse or domestic partner of the employee or for other 
types of family care leave.  

D. Amount of Leave  

1. Family Care, Medical, and Military Caregiver Leave  

Provided all the conditions of this policy are met, an employee may take a 
maximum of 12 weeks of family care, medical, and military exigency leave in a 
rolling 12-month period measured backwards from the date the employee’s leave 
commences. Employees who are unable to work due to pregnancy disability will 
be granted the greater of 12 weeks leave or the amount of leave to which the 
employee may be entitled under California state law for a pregnancy-related 
disability or in connection with childbirth. Family care leaves for the birth, 
adoption, or foster care placement of a child must be concluded within one year 
of the birth, adoption, or placement.  

2. Military Caregiver Leave  

Provided all the conditions of this policy are met, an employee may take a 
maximum of 26 weeks of military caregiver leave in a single 12-month period, 
inclusive of the time the employee takes for a family care, medical, or military 
exigency leave during that period. This 12-month period will be measured 
forward from the first day leave is taken. 

Spouses who are both employed by the District may take a maximum combined 
total of 26 weeks in the 12-month period for the care of the service member and 
the birth, adoption, or foster care of their child or to care for an ill parent, 
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provided that no more than 12 weeks of this combined 26-week period may be 
taken for reasons other than to care for the service member.  

3. Intermittent Leave  

Medical leave for the employee’s own serious health condition, family care leave 
for the serious health condition of the employee’s spouse, parent, or child, and 
military caregiver leave may be taken intermittently or on a reduced schedule 
when medically necessary. Where the intermittent or reduced scheduled leave is 
for planned medical treatment, the employee must make an attempt to schedule 
the treatment so as not to disrupt unduly the District’s operations. Where the 
family care leave is to be taken in connection with the birth, adoption, or foster 
placement of a child, the minimum duration for each period of leave is two 
weeks, except that the employee may request leave of less than two weeks 
duration on any two occasions. Exigency leave also may be taken intermittently or 
on a reduced schedule.  

E. Leave’s Effect on Pay  

Except to the extent that other paid leave is substituted for family care, medical, 
and military family leave, leave under the FMLA and the CFRA is unpaid. However, 
employees may be entitled to California State Disability Insurance (SDI) when 
leave is taken for their own serious health condition.  

Employees also may be entitled to Paid Family Leave (PFL) benefit payments for 
up to six (6) weeks in any twelve-month period during leaves to care for qualifying 
family members. PFL provides a partial wage replacement for absences from work 
to care for a seriously ill or injured family member or for bonding with a minor 
child within one year of the birth or placement of the child in connection with 
foster care or adoption. Employee contributions provide funding for this program. 
PFL is administered like SDI by the California Employment Development 
Department. To the extent possible, PFL benefits must run concurrently with 
family care leave and do not entitle an employee to take any additional time off. 
In addition, an employee must use up to two weeks of any accrued but unused 
vacation before the employee will be eligible to receive PFL.  

F. Leave’s Effect on Benefits  

During an employee’s family care, medical, and military family leave, the District 
will continue to pay for the employee’s participation in the District’s group health 
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plans, to the same extent and under the same terms and conditions as would 
apply had the employee not taken leave.   

Thus, the employee must continue to pay his or her share of the health plan 
premiums during the leave. If paid leave is substituted for the unpaid leave, such 
payments will be deducted from the employee’s pay through the regular payroll 
deductions. Otherwise, the employee must make arrangements with the District 
for the payment of such premiums.  

If the employee fails to pay his or her share of the premiums during leave, or if 
the employee fails to return from the leave at the expiration of 12 weeks (or 26 
weeks in the case of a military caregiver leave) for a reason other than the 
recurrence, continuation, or onset of a serious health condition for which leave 
under this policy is allowed or other circumstances beyond the employee’s 
control, the District can recover any health plan premiums paid by the District on 
the employee’s behalf during any periods of the leave.   

With regard to other employee benefit plans, the District will continue to pay for 
the employee’s participation in such plans to the same extent and under the same 
conditions as apply to other leaves that are not family care, medical and military 
family leaves. Specifically with regard to unpaid leaves under this policy: An 
unpaid leave taken for an employee’s own serious health condition will be treated 
like other unpaid disability leaves; unpaid leaves taken for other qualifying family 
care or medical purposes will be treated like other unpaid personal leaves offered 
by the District. Under any circumstances, however, leave taken for family care or 
medical leave or military family leave will not be treated as a break in service and 
will not result in the loss of seniority—even if other paid or unpaid leaves count as 
a break in service or result in a loss of seniority, or for layoffs, recalls, promotions, 
job assignments, or seniority-related benefits. Nor will the use of family care, 
medical or military family leave result in the loss of any employment benefit that 
accrued prior to the start of an employee’s leave.   

G. Procedure for Requesting Family Care, Medical and Military Family Leave  

1. Notice Requirements  

Employees must notify the District of their request for family care, medical, 
military exigency, or military caregiver leave as soon as they are aware of the 
need for such leave. For foreseeable family care, medical, and military caregiver 
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leave, the employee must provide 30 calendar days’ advance notice to the District 
of the need for leave. For events that are unforeseeable 30 days in advance, the 
employee must notify the District as soon as is practicable and generally must 
comply with the District’s normal call-in or notice procedures. If the leave is 
requested in connection with a planned, non-emergency medical treatment, the 
employee must make an attempt to schedule such treatment so as to avoid 
unduly disrupting District operations and may be requested to reschedule the 
treatment so as to minimize disruption of the District’s business.   

If an employee fails to provide the requisite 30-day advance notice for 
foreseeable events without any reasonable excuse for the delay, the District 
reserves the right to delay the taking of the leave until at least 30 days after the 
date the employee provides notice of the need for family care or medical leave.  

All requests for family care, medical, military exigency, and military caregiver 
leave should include enough information to make the District aware that the 
employee needs qualifying leave, and the anticipated timing and duration of the 
leave, if known. Sufficient information may include that the employee is unable to 
perform job functions, the family member is unable to perform daily activities, 
the need for hospitalization or continuing treatment by a health care provider, or 
circumstances supporting the need for military family leave. Employees also must 
inform the District if the requested leave is for a reason for which FMLA leave was 
previously taken or certified.   

Any requests for extensions of leave under this policy must be received as soon as 
is practicable and must include the revised anticipated date(s) and duration of the 
leave. To the extent permitted by law, the District reserves the right to deny 
requests for extensions or deny reinstatement to an employee who exceeds the 
leave amounts provided by this policy or fails to provide requested medical 
certification. In addition, if an employee has a disability, he or she may be eligible 
for leave under the Americans with Disabilities Act (ADA) or state law. For more 
detailed information on extended leaves, please contact Human Resources.   

Once the District is aware of the employee’s need for leave, it will inform the 
employee whether he or she is eligible under the FMLA. If the employee is 
eligible, the notice will specify any additional information required as well as the 
employees’ rights and responsibilities. If the employee is not eligible, the District 
will provide a reason for the ineligibility.   
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2. Certification  

Any request for medical leave for an employee’s own serious health condition, for 
family care leave to care for a child, spouse, domestic partner or parent with a 
serious health condition or for a serious injury, or for military caregiver leave must 
be supported by medical certification from a health care provider. For military 
caregiver leave, the employee must provide confirmation of a family relationship 
to the seriously ill or injured service member. Employees generally must provide 
the required certification within 15 calendar days after the District’s request for 
certification. For foreseeable leaves, employees must provide the required 
medical certification before the leave begins. When this is not possible, 
employees must provide the required certification within 15 calendar days after 
the District’s request for certification, unless it is not practicable under the 
circumstances to do so, despite the employee’s good faith efforts.   

The medical certification for a child, spouse, domestic partner or parent with a 
serious health condition or for the serious injury or illness of a qualifying service 
member must include (a) the date on which the serious health condition or 
serious injury or illness commenced; (b) the probable duration of the condition or 
injury or illness; (c) the health care provider’s estimate of the amount of time 
needed for family care; (d) the health care provider’s assurance that the health 
care condition or injury or illness warrants the participation of the employee to 
provide family care; and (e) in the case of intermittent or reduced schedule leave 
where medically necessary, the probable duration of such a schedule.  

The medical certification for leave for the employee’s own serious health 
condition must include (a) the date on which the serious health condition 
commenced; (b) the probable duration of the condition; (c) a statement that, due 
to the serious health condition, the employee is unable to perform the essential 
functions of his or her position; and (d) in the case of intermittent leave or 
reduced schedule leave where medically necessary, the probable duration of such 
a schedule. In addition, the certification may, at the employee’s option, identify 
the nature of the serious health condition involved.   

Failure to timely provide the required certification may result in the denial of 
foreseeable leave until such certification is provided. In the case of unforeseeable 
leaves, failure to timely provide the required certification may result in a denial of 
the employee’s continued leave. Where the employee’s need for leave due to the 
employee’s own serious health condition, or the serious health condition of the 
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employee’s covered family member, lasts beyond a single leave year, the District 
may require the employee to provide a new medical certification in each 
subsequent leave year. Any request for an extension of the leave also must be 
supported by an updated medical certification.  

It is the employee’s responsibility either to furnish a complete and sufficient 
certification or to furnish the health care provider providing the certification with 
any necessary authorization from the employee or the employee’s family member 
in order for the health care provider to release a complete and sufficient 
certification to the District to support the employee’s leave request. 

Where permitted by law, if the District has a good-faith, objective reason to doubt 
the validity of the medical certification provided by the employee, the District 
may require the employee to obtain a second opinion from a doctor of the 
District’s choosing at the District’s expense. If the employee’s health care provider 
providing the original certification and the doctor providing the second opinion do 
not agree, the District may require a third opinion, also at the District’s expense, 
performed by a mutually agreeable doctor who will make a final determination. It 
is the employee’s responsibility to furnish his or her health care provider with the 
necessary authorization for the disclosure of medical information to the doctor(s) 
who will provide the second and third opinions. If the employee fails to provide 
the necessary authorization, the request for leave may be denied, in accordance 
with applicable law.  

H. Designation of Protected Leave  

Once the District has enough information to determine whether the leave is 
FMLA-qualifying, the District will inform the employee if leave will be designated 
as FMLA-protected and, if known at that time, the amount of leave that will be 
counted against the employee’s leave entitlement. If the District determines that 
the leave is not protected, the District will notify the employee.  

I. Recertification  

The employee taking leave because of his or her own serious medical condition or 
the serious medical condition of a family member may be required, except in 
cases of military caregiver leave, to provide the District with recertification at 
appropriate intervals. For purposes of recertification, the employer may request 
the same information as allowed by law for the original certification. As part of 
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that request, the District may provide the health care provider with a record of 
the employee’s absence pattern to confirm whether such a pattern is consistent 
with the need for leave. The employee must provide the requested recertification 
within 15 calendar days of such a request, unless it is not practicable to do so 
despite the employee’s diligent, good faith efforts.   

J. Return to Work Certification  

Where the leave is for the employee’s own serious health condition, the District 
requires employees to provide medical certification that he or she is released to 
return to work and able to do so. The District may delay restoring the employee 
to employment or terminate the employee without such certificate.   

K. Leave’s Effect on Reinstatement  

Employees timely returning from a leave covered under this policy are entitled to 
reinstatement to the same or equivalent position consistent with applicable law. 
The District may deny reinstatement to employees who are among the highest 
paid ten percent of all employees employed by the District within 75 miles of the 
employees’ worksite and whose reinstatement would cause substantial and 
grievous economic injury to the District’s operations. An employee has no greater 
right to reinstatement than if he or she had been continuously employed rather 
than on leave. The District will comply with all applicable laws pertaining to 
reinstatement of employees, including, where required, the reasonable 
accommodation of employees who have been on an approved leave.  

The District complies with applicable family care, medical leave, and military 
family leave laws. Under the FMLA it is unlawful for any employer to interfere 
with, restrain, or deny the exercise of any right provided under the FMLA; or 
discharge or discriminate against any person for opposing any practice made 
unlawful by the FMLA or for involvement in any proceeding under or relating to 
the FMLA. If an employer has done so, an employee may file a complaint with the 
U.S. Department of Labor or may bring a private lawsuit against an employer. The 
FMLA does not affect any federal or state law prohibiting discrimination or 
supersede any state or local law or collective bargaining agreement that provides 
greater family or medical leave rights. If you have questions or would like further 
clarification about your rights under the FMLA or other types of leave, please 
contact the Human Resources Department. Separately, employees may file 
complaints of claimed violations of CFRA with the California Department of Fair 
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Employment and Housing (DFEH), which is authorized to investigate such 
complaints. For more information, visit the DFEH’s website at 
http://www.dfeh.ca.gov. 

SECTION 5. PREGNANCY DISABILITY LEAVE 

A. Leaves of Absence, Accommodations, and Transfers  

Any employee who is disabled by pregnancy, childbirth, or related conditions may 
take a Pregnancy-Related Disability leave for the period of actual disability of up 
to four months, in addition to any family care or medical leave to which the 
employee may be entitled under Section 4 of this policy (Family Care, Medical and 
Military Family Leaves). Pregnancy-Related Disability Leaves may be taken 
intermittently, or on a reduced-hours schedule, as medically necessary.  

Moreover, an employee is entitled to a reasonable accommodation for 
pregnancy, childbirth, or related medical conditions if she so requests and 
provides the District with medical certification from her health care provider. In 
addition to other forms of reasonable accommodation, a pregnant employee is 
entitled to transfer temporarily to a less strenuous or hazardous position or to 
less hazardous or strenuous duties if she so requests, the transfer request is 
supported by proper medical certification, and the transfer can be reasonably 
accommodated.  

B. Substitution of Paid Leave for Pregnancy-Related Disability Leave  

An employee taking Pregnancy-Related Disability Leave must substitute any 
available sick pay for her leave and may, at her option, substitute any accrued 
vacation time for her leave. The substitution of paid leave for Pregnancy-Related 
Disability Leave does not extend the total duration of the leave to which an 
employee is entitled.  

C. Leave’s Effect on Benefits  

During a Pregnancy-Related Disability Leave, the District will continue to pay for 
the employee’s participation in the District’s group health plans, to the same 
extent and under the same terms and conditions as would apply had the 
employee continued in employment continuously for the leave period.   
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Thus, the employee must continue to pay his or her share of the health plan 
premiums during the leave. If paid sick leave is substituted for any portion of the 
leave that is unpaid leave, such payments will be deducted from the employee’s 
pay through the regular payroll deductions. Otherwise, the employee must make 
arrangements with the District for the payment of such premiums.  

The District may recover from the employee the premiums that the District paid 
to maintain coverage for the employee under the group health plan if the 
employee fails to return from leave after the period of leave has expired and the 
employee’s failure to return is for a reason other than: (i) the employee is taking 
(i.e., has transitioned over to) leave under the California Family Rights Act, unless 
the employee chooses not to return after the CFRA leave, in which case the 
District can recover such premiums; (ii) the continuation, recurrence, or onset of a 
health condition that entitles the employee to Pregnancy-Related Disability Leave, 
unless the employee chooses not to return after the Pregnancy-Related Disability 
Leave, in which case the District can recover such premiums; (iii) non-pregnancy 
related medical conditions requiring further leave, unless the employee chooses 
not to return to work following the leave, in which case the District can recover 
such premiums, or (iv) other circumstances beyond the employee’s control.  

It is the District’s policy that, similar to other unpaid leaves, during any unpaid 
portion of a Pregnancy-Disability Leave, employees will accrue employment 
benefits, such as sick leave, vacation leave, and seniority, only when paid leave is 
being substituted for unpaid leave and only if the employee would otherwise be 
entitled to such accrual.   

Employee benefits may be continued during the unpaid portion of the Pregnancy-
Disability Leave according to the provisions of the District’s various employee 
benefit plans. 

D. Return to Work Certification  

Consistent with the District’s practice for other employees returning from a 
disability leave for reasons other than pregnancy, the District requires that an 
employee returning from Pregnancy-Related Disability Leave provide a release to 
return to work from her healthcare provider stating she is able to resume her 
original job or duties.  
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E. Leave’s Effect on Reinstatement  

Employees returning from Pregnancy-Related Disability Leave generally are 
entitled to be reinstated in the same position, subject to certain conditions, and 
consistent with applicable law.  

F. Other Terms and Conditions of Leave  

The provisions of the District’s Family Care, Medical and Military Family Leave 
policy regarding the leave’s effect on pay, notice requirements, and medical 
certification requirements also apply to all Pregnancy-Related Disability Leaves, as 
well as requests for pregnancy-related reasonable accommodations and transfers, 
and New Parent Leaves (to the extent permitted by law). However, for pregnancy-
related disabilities, there is no process for obtaining more than one medical 
opinion. For the purpose of applying those provisions, an employee’s pregnancy-
related disability is considered to be a serious health condition. 

SECTION 6. CALIFORNIA NEW PARENT LEAVE 

In general, if an aspect of New Parent Leave is not addressed in the policy below, 
employees should follow the procedures described above in the “Family Care, 
Medical, and Military Family Leave” policy, including those describing how to 
request New Parent Leave. Employees should direct any questions to Human 
Resources.  

A. Eligibility  

Eligible California employees who are not subject to both the federal FMLA and 
California CFRA may take new parent leave under California’s New Parent Leave 
Act to bond with a new child within one year of the child’s birth, adoption, or 
foster care placement, under the circumstances set forth below. To be eligible for 
New Parent Leave, employees must (1) have more than 12 months of service with 
the District; (2) have at least 1,250 hours of service with the District during the 
previous 12-month period; and (3) work at a worksite in which the District 
employs at least 20 employees within 75 miles.  

B. Leave’s Effect on Pay and Benefits  

Leave under the New Parent Leave Act is unpaid, although employees are entitled 
to utilize accrued vacation pay, paid sick time, or other paid or unpaid time off 
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negotiated with the employer, during such leave. Also, employees may be eligible 
for Paid Family Leave wage replacement/insurance benefits administered as part 
of the California State Disability Insurance program during a New Parent Leave.  

During New Parent Leaves, the District will continue to pay for employees’ 
participation (if applicable) in the District’s group health plan for the duration of 
the leave but not to exceed 12 weeks over the course of a 12-month period, 
commencing on the date that the parental leave commenced, at the level and 
under the conditions that would have been provided if the employee had 
continued to work in his or her position for the duration of the leave. Thus, the 
employee must continue to pay his or her share of any group health plan 
premiums during the leave. If an employee has other voluntary plans and/or 
dependent medical insurance coverage, he/she also will be required to pay the 
regular contributions for those benefits while on leave. (Arrangements for 
payment, and consequences for failure to make such payments, as well as accrual 
of benefits, are as set forth in the Family Care, Medical, and Military Family Leave 
policy above.)  

The District may recover the premiums that it paid for maintaining coverage for 
the employee under any group health plans, if (1) the employee fails to return 
from leave after the expiration of the period of leave to which he/she is entitled, 
and (2) such failure to return is for a reason other than the continuation, 
recurrence, or onset of a serious health condition or other circumstances beyond 
the employee’s control.  

C. Guaranteed Reinstatement  

Eligible employees who take New Parent Leave should sick that they are 
guaranteed employment in the same or a comparable position upon termination 
of such leave, subject to any exceptions provided by law.  

D. Both Parents as Employees  

If the District employs both parents who are entitled to New Parent Leave, the 
District is not required to grant leave in an amount beyond that available to one 
eligible parent.  

E. No Discrimination or Interference with Rights  

The District will not discriminate in any way against, an individual because he or 
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she exercised New Parent Leave rights or gave information or testimony as to the 
employee’s or another person’s New Parent Leave, and it will not interfere or 
limit in any way the exercise or attempted exercise of any such rights. 

SECTION 7. VOLUNTARY LEAVE OF ABSENCE 

Upon approval from the General Manager in response to a written request, an 
employee may be granted an unpaid leave of absence. The District shall comply 
with all applicable state and federal regulations for unpaid leave. Employee 
benefits will not accrue or be paid during a voluntary leave of absence. 

SECTION 8. JURY DUTY 

1. When required to serve on a jury, all full-time employees shall be 
allowed time off up to fifteen (15) working days, or longer with the 
approval of the General Manager, for the actual period of service 
required on such jury. Upon return to work, employee will present 
his or her supervisor or Human Resources Administrator with a proof 
of service for the actual days served and have it duly authorized by 
the court bailiff. 

2. Such employee shall be paid their regular salary while serving on jury 
duty up to fifteen (15) working days, or longer, with approval of the 
General Manager. Unless authorized by the General Manager 
pursuant to this policy, any jury duty beyond fifteen (15) days will 
have to be served under the voluntary leave of absence criteria set 
forth in this policy. 

SECTION 9. VICTIMS OF CRIME 

1. All employees who are victims of a “violent felony” (as defined by 
section 667.5 of the California Penal Code), a “serious felony” (as 
defined by section 1192.7 of the California Penal Code) or a crime or 
theft or embezzlement, shall be allowed time off to attend judicial 
proceedings related to that crime. The employee may use his or her 
accrued paid vacation time, sick leave time, compensatory time off 
that is otherwise available to the employee, unpaid leave time or a 
leave of absence as set forth in this Policy. 
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2. All employees who have an “immediate family member,” a domestic 
partner, or child of a domestic partner who has been the victim of a 
violent felony, a serious felony or a crime of theft or embezzlement 
shall be allowed time off to attend judicial proceedings related to 
that crime. The employee may use his or her accrued paid vacation 
time, sick leave time, compensatory time off that is otherwise 
available to the employee, unpaid leave time or a leave of absence as 
set forth in this Policy. 

3. “Immediate family member” means spouse, child, stepchild, brother, 
stepbrother, sister, stepsister, mother, stepmother, father, or 
stepfather. 

4. Before the employee may be absent from work pursuant to this 
provision, the employee shall provide written documentation in 
advance to the District from the court or government agency setting 
the judicial proceedings, the district attorney or prosecuting 
attorney’s office or the victim or witness office that is advocating on 
behalf of the victim, unless advance notice is not feasible. If advance 
notice is not feasible, the employee shall provide written 
documentation of the judicial proceedings to the District within a 
reasonable time. 

SECTION 10. VOTING 

Employees are expected to vote either before or after working hours. However, 
employees who do not have sufficient time outside of their regular working hours 
to vote in a statewide election may request time off to vote. If possible, 
employees should make their request at least two days in advance of the election. 
Up to two hours of paid time off will be provided, at the beginning or end of the 
employee’s regular shift, whichever will allow the most free time for voting and 
the least time off work.  
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WORK RULES AND POLICIES 

SECTION 1. TARDINESS AND ABSENTEEISM 

Every employee of the District is expected to be punctual and regular in 
attendance. Any tardiness or absence causes problems for an employee’s 
coworkers and their supervisor. When an employee is absent, their workload 
must be performed by others, just as an employee will assume the workload of 
others who are absent. 

Employees are expected to work as scheduled, on time and prepared to start 
work. Employees also are expected to remain at work for their entire work 
schedule, except for meal periods or when required to leave on authorized 
District business. Late arrival, early departure or other absences from scheduled 
hours are disruptive and should be avoided. 

If an employee is unable to report for work on any particular day, they must 
contact their supervisor within thirty minutes after the start of their scheduled 
workday. If an employee fails to call within thirty minutes after the start of their 
scheduled workday they may face disciplinary action. 

In all cases of absence or tardiness, an employee must provide their supervisor 
with an honest reason or explanation. An employee must also inform their 
supervisor of the expected duration of any absence. Unless there are extenuating 
circumstances, an employee must call in on any day they are scheduled to work 
but will be unable to report to work. 

Excessive absenteeism or tardiness (whether excused or not) will not be 
tolerated. The District defines excessive absenteeism as more than 3 days 
absence in a 2-month period. 

If an employee does not report to work for a period of three (3) days and fails to 
contact their supervisor regarding their absence, it will be determined that they 
have voluntarily terminated their employment. 

SECTION 2. MEAL AND REST BREAKS 

Each employee working more than five (5) hours per day is permitted up to a one 
(1) hour unpaid meal break. The meal break must be a minimum of 30 minutes, 
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uninterrupted, taken before the 5th hour of an employee’s shift. Employees are 
also entitled to a ten (10) minute paid rest break for every four (4) hours of work. 
Meal breaks will be scheduled by the employee’s supervisor. It is the employee’s 
duty to notify his or her supervisor in writing if he or she was unable to take lunch 
or rest period during their shift. 

Employees working only six (6) hours are not required to take a meal break. The 
employee must clock out at the 6th hour and go home. Employees are entitled to 
one ten (10) minute paid rest break during their shift.  

Employees who choose to opt out of their 10-minute breaks cannot add time to a 
meal break or use them to clock out early. 

SECTION 3. TELEPHONE USAGE 

The District provides telephones for work use. Personal use of communications 
devices, which include the personal use of the telephone, email, or internet, must 
be kept to an absolute minimum. Such use may never interfere with District 
business. Please inform your supervisor if you need to make an emergency 
telephone call on the job. All other personal contacts, including personal emails 
and internet browsing, are prohibited during working hours.  

Telephone Usage Generally: Receiving or making personal telephone calls while 
you are working is not acceptable except in the case of an emergency. When 
meeting friends or family at the workplace, please arrange to meet them in the 
lobby or outside of the work area. Most departments have limited space and are 
open to the public, so it can be very distracting to other staff members if personal 
discussions are taking place. 

In emergencies, calls may be made from the District phones with the permission 
of the employee’s direct supervisor. Employees are discouraged from receiving 
phone calls at work except in emergencies. Because of safety concerns, 
employees may not use personal cellular telephones at work, except during break 
periods away from common areas. 

Long Distance Phone Calls: The District reviews its bills for long distance phone 
calls originating from District lines. Accepting personal collect calls and charging 
personal long distance phone calls to the District is strictly prohibited. Violation of 
this policy is grounds for discipline, up to and including termination. 
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SECTION 4. CELLULAR TELEPHONE USAGE 

The District owns cell phones and provides those cell phones for use by 
employees whose jobs require them to be out of the office or on-call. These cell 
phones are not to be used for personal phone calls.  

SECTION 5. SAFETY – CALIFORNIA OCCUPATIONAL SAFETY AND HEALTH ACT 
(CAL/OSHA) 

1. The District will furnish the employee a place of employment which is 
safe and healthy. First-aid kits are furnished by the District and are 
located at the Main Office, the maintenance building and District 
vehicles. 

2. The employee’s personal appearance, including attire and hair, shall 
not present a safety hazard or prevent full and proper utilization of 
safety equipment. 

3. The District shall maintain an Injury and Illness Prevention Program. 
These policies shall be updated as necessary, to comply with all 
federal and state regulations. 

4. The District requires that safety meetings be held on a regularly 
scheduled monthly basis and requires all District field personnel to 
attend. Administrative (non-field) personnel will attend those 
regularly scheduled meetings as directed by the General Manager. 

5. It shall be required that all employees certify, by signature, that they 
have received, read and fully understand the currently adopted 
Injury and Illness Prevention Program. 

6. All employees shall be expected to comply with all safety rules and 
relevant California safety regulations. Failure to do so shall be 
considered as grounds for discipline up to and including termination. 

SECTION 6. DRESS AND GROOMING STANDARDS 

It is important that all District personnel strive to maintain a professional 
appearance while taking into account the nature of their jobs. The District’s public 
image is an important aspect of our relationship with our customers. 
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1. Apparel – Employees shall report to work in neat and clean attire, 
including those employees provided with District uniforms. For those 
employees provided a uniform, the uniform shirt shall be buttoned 
and tucked in during working hours, with the exception of District’s 
“staff shirts” which may be worn untucked.  

2. Hair – Hair shall be kept clean, combed, and neatly trimmed or 
arranged. This also pertains to male facial hair. Immoderate hairstyle, 
unnatural color, or unkempt hair is unacceptable for District 
business. 

3. Personal Hygiene – Good personal hygiene habits must be 
maintained. 

4. Supervisors and managers are responsible for adhering to and 
enforcing these standards within their departments. In applying 
these guidelines, supervisors and managers must: 

a. Make reasonable accommodations for dress or grooming 
directly related to employees’ religion, ethnicity, or disabilities. 
Employees should discuss any accommodation needs with 
their manager or a Human Resources representative. 

b. Specify any additional or alternative requirements necessary 
for reasons of employee safety or public health. 

SECTION 7. DISTRICT TOOLS AND FACILITIES 

Employees may not engage in personal work in District shops or other facilities or 
use District equipment on or off District property for personal purposes. 

SECTION 8. COMPUTER USE & EMAIL 

Many employees may use computers and receive email messages that are directly 
related to their work. While it is appropriate to read and respond to work-related 
email, it is not appropriate to read or respond to personal email at any time while 
at work. It is also not appropriate to surf the internet or use the computer for any 
personal purpose. Examples of inappropriate use of computer equipment/space 
include such things as writing school papers, studying, reading or sending 
personal emails, or searching the internet.  
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The District permits employees to use its computer equipment and electronic mail 
system subject to the following: 

1. Minimal personal use of the Internet and email system is permitted 
as long as it does not occur during working hours and does not 
interfere with job performance. 

2. The email system is not to be used in a way that may be disruptive, 
offensive to others, or harmful to morale. For example, sexually 
explicit images, ethnic slurs, racial epithets, or anything else that may 
be construed as harassment or disparagement of others based on 
their race, national origin, sex, sexual orientation, age, religious 
beliefs, or political beliefs may not be displayed or transmitted. 

3. Employees should not attempt to gain access to another employee’s 
personal file of email messages without the latter’s express 
permission. 

4. District management reserves the right to enter an employee’s 
personal email files but will not do so unless there is a legitimate 
business need. The District retains a copy of all passwords; 
passwords unknown to the District may not be used. System security 
features, including passwords and message delete functions, do not 
neutralize the District’s ability to access any message at any time. 
Employees must be aware that the possibility of such access always 
exists. 

5. Employees should not install any computer software programs or 
transfer any personal files onto District computers without the 
permission of their supervisor or a managing shareholder. 

6. Employees should not make unauthorized copies of any District 
computer software programs or files and should not distribute any 
District software programs without the permission of their 
supervisor. 

7. Employees are expected to comply with all copyright and other 
intellectual property laws in their use of District computer hardware 
and software. 
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Abuse or misuse of the District’s computers or email is ground for discipline, up to 
and including termination. 

SECTION 9. INTERNET 

Access to the Internet has been provided to employees for the benefit of the 
District. It allows employees to connect to information resources around the 
world. Employees accessing the Internet are representing the District. Employees 
are responsible for seeing that the Internet is used in an effective, ethical, 
productive, and lawful manner. To ensure that all employees are responsible, 
productive Internet users and are protecting the District’s public image, the 
following guidelines have been established. 

1. Unacceptable Use of the Internet: The Internet should not be used 
for personal gain or advancement of individual views. Solicitation of 
non-District business, or any use of the Internet for personal gain is 
strictly prohibited. Use of the Internet must not disrupt the operation 
of the District network or the networks of the other users. It must 
not interfere with your productivity. Personal usage of the Internet 
should be kept at a minimum. Any unlawful or inappropriate use of 
the Internet is strictly prohibited. While it is not possible to provide 
an exhaustive list of every type of inappropriate use of the Internet, 
the following examples should offer employees some guidance: 

a. Harassment and discrimination 

b. Offensive and defamatory conduct 

c. Sexually suggestive material 

d. Gambling 

e. Trademark, copyright and licensing stipulations 

f. Proprietary and confidential information 

g. No solicitation 

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

Employees are reminded that, under some circumstances, 
communications sent by email may be subject to disclosure under 
the Public Records Act or during litigation. Therefore, it is important 
not to compromise themselves or the District under these 
circumstances. 

3. Software: To prevent computer viruses from being transmitted 
through the system, there will be no unauthorized downloading of 
any software. All software downloads will be done by the District’s 
Management Information System personnel. 

4. Security: All messages created, sent, or retrieved over the Internet 
are the property of the District and should be considered public 
information. Any confidential information should be conducted from 
home. The District intends to access and monitor all messages and 
files on the computer system, including email originated outside of 
the District, as deemed necessary and appropriate. All 
communications including text and images can be disclosed to law 
enforcement or other third parties without prior consent of the 
sender or receiver. 

5. Violations: Violations of any guidelines listed above may result in 
disciplinary action up to and including termination. If necessary the 
District will advise appropriate legal officials of any illegal violations. 

SECTION 10. DISTRICT VEHICLES 

District vehicles are for business use only. Employees are required to obey all 
applicable federal, state and local laws regarding their usage and to display good 
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driving manners, since District vehicles are, in effect, traveling representatives of 
the District. Employees who drive District vehicles regularly are subject to the 
DMV Pull Notice Program. 

District vehicles shall not be operated by persons other than the employee to 
whom they are assigned, excepting other employees of the District using the 
vehicle for District business with the consent of the employee to which the 
vehicle was assigned. District vehicles should also not be used to transport 
persons other than the employee to which they are assigned, excepting other 
employees of the District using the vehicle for District business with the consent 
of the employee to which the vehicle was assigned. District vehicles may not be 
used to transport District patrons or other members of the public, unless 
specifically authorized by the General Manager. District vehicles may not be used 
for personal business unless specifically authorized by the General Manager. 

All traffic accidents and violations must be reported to the employee’s supervisor 
immediately. Failure to maintain a driving record acceptable to the District will 
result in termination. 

Mileage reimbursement will be paid as appropriate to employees who are 
authorized to use their personal vehicles for District business. Prior to such use, 
the employee must submit proof that he or she holds a valid driver’s license and 
maintains at least the California state law minimum of property and liability 
coverage on his or her automobile insurance.  

SECTION 11. USE OF PERSONAL VEHICLE 

When an employee is authorized to use his or her personal vehicle in the 
performance of District work, he or she shall be reimbursed for the cost of said 
use on the basis of total miles driven and at the rate specified in the Internal 
Revenue Service Guidelines in effect at the time of said usage. No employee may 
use his or her personal vehicle for District work, including the transport of District 
patrons, unless specifically authorized to do so by the General Manager. 

Use of personal vehicles shall not be authorized for the performance of District 
work if a suitable District vehicle is available and safely operational. Every attempt 
shall be made to coordinate work so that District vehicles are available and 
operational for the performance of said work. 
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Proof of adequate insurance covering collision, personal injury, and property 
damage shall be required by the District of any employee using a personal vehicle 
in the performance of District work. Employees who drive personal vehicles on 
District business are subject to the DMV Pull Notice Program. 

SECTION 12. SUPPLIES AND MATERIALS 

Waste and misuse, even in small ways, can be very costly when a large number of 
people are involved. Thus, it is the District’s policy that its employees be 
conservative and resourceful with District supplies and materials. It is the 
District’s policy that District supplies, materials and property (including but not 
limited to uniforms, cell phones, and District keys) in the possession of District 
employees are returned to the District upon the termination of the employment 
relationship or upon the District’s request. 

SECTION 13. WORK AREA 

Office: Keeping the work area professional-looking and orderly requires a 
combined effort. It is also important to employee safety, as well as that of others, 
that each employee keep his or her work area clear and free from hazards. Open 
desk drawers and files present dangers. No more than one should be open at a 
time. All records and files should be in their assigned storage location unless they 
are in actual use. Before you leave at the end of the day, pending work should be 
placed in a cabinet and your desk cleared. Be sure computers, calculators and 
similar office equipment are turned off and put away. 

Non-office Job Sites: It is important for everyone’s safety that job sites are kept 
clear from any potential hazards. All jobs must be picked up daily as much as is 
practical. Tools and equipment should be cleaned and returned to their proper 
location in the shop at the end of each day. At job completion, one hundred 
percent (100%) cleanup is necessary. Clean working surroundings not only create 
a safe environment, but further improve our quality of work and customer 
satisfaction. 

SECTION 14. SOLICITATION AND DISTRIBUTION OF MATERIAL 

Persons who are not employees of the District are not permitted to solicit or 
distribute anything for any purpose in District buildings or on District property. 
Employees are not permitted to solicit or distribute anything for any purpose 
during working time or on nonworking time in working areas, except as 



 

 -74-  
 

authorized by the District or by law. No employee shall deface or alter any District 
building or property or employee or customer property by affixing any poster, 
sign, sticker, or other type of advertisement or propaganda matter or device. 

SECTION 15. GIFTS 

Employees are not allowed to give or receive gifts from District suppliers, 
customers or others known through the course of employment without District 
approval and compliance with State regulations regarding conflicts of interest. 

SECTION 16. BULLETIN BOARDS 

Bulletin boards are provided to help keep employees informed of District events, 
changes in policies and other matters of interest to District employees. Employees 
may not post personal or other items on the bulletin board(s) without prior 
authorization from the General Manager. 

SECTION 17. PERSONNEL FILES 

A personnel file will be maintained for each employee. The file may contain, but is 
not limited to, information regarding pay changes, job descriptions, performance 
evaluations and notes regarding employee conduct. 

Should an employee wish to review his or her personnel file, he or she should 
contact the Human Resources Administrator who shall arrange for a District 
representative to be present during the employee’s review of his or her personnel 
file. 

SECTION 18. SAFE WORK PRACTICES 

Safety is everyone’s business. It will be the obligation of all District employees to 
strictly observe all safety rules and regulations. 

Safety is a product of teamwork. It is our intention to provide safe working 
conditions that will help protect all employees from injury. This will not succeed 
without the full cooperation of all employees in observing safety standards and 
following safe working practices. 

The cause of accidents can almost always be eliminated if employees observe the 
following: 
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1. Use safety equipment whenever provided; 

2. Report any hazard to your supervisor promptly; 

3. Use common sense safety precautions as you go about your work; 

4. Attend all scheduled safety meetings held by your supervisor; 

5. Read all District safety rules and regulations; and 

6. REPORT EVERY INJURY TO YOUR SUPERVISOR IMMEDIATELY, NO 
MATTER HOW SLIGHT IT MAY APPEAR TO BE. 

Access to certain areas/facilities may be restricted for safety or security reasons 
and will be clearly marked as such. Individuals who enter such areas without 
proper training or authorization will be subject to disciplinary action up to and 
including termination. 

The District has an employee Safety Committee which meets regularly, reviews all 
accident reports and makes periodic inspections of all District facilities. The 
committee also makes recommendations on the prevention of future accidents. 
 
SECTION 19. PROHIBITION OF DRUG OR ALCOHOL USE 

District Policy Statement: The District is committed to providing a safe, healthy 
and efficient work environment for all employees. To achieve this goal, everyone 
employed by the District is prohibited from the use, sale, dispensing, distribution, 
possession, and manufacture of illegal drugs and narcotics or alcoholic beverages 
or prescribed marijuana on District premises or work sites. In addition, they are 
prohibited from the off-premises use of alcohol and possession, use, or sale of 
illegal drugs, when such activities adversely affect job performance, job safety, or 
the District’s reputation in the community. An employee who violates this policy is 
subject to corrective action, up to and including termination of employment.  

All information relating to drug or alcohol screens will be kept strictly confidential 
and will be maintained in each employee’s medical file which is maintained 
separately from an employee’s personnel file. Results of a drug or alcohol screen 
will only be discussed with those that have a work-related need to know. 
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While the District does not condone the abuse of alcohol, prescription drugs, or 
the use of illegal drugs, it does recognize that addiction to drugs or alcohol can be 
treated. If an employee recognizes a personal addiction or abuse problem and 
seeks assistance from supervisory management and Human Resources in advance 
of detection, the District will assist the employee in seeking treatment. An 
employee who decides to enroll voluntarily in a rehabilitation program will be 
given unpaid time off to participate in the program unless it would result in an 
undue hardship for the District to provide the time off. The employee may use any 
accrued sick leave or vacation while on the approved leave. However, additional 
benefits will not be earned during the leave of absence. The same rules and 
provisions as apply to medical leaves will apply to a leave to attend a 
rehabilitation program. 

Employees using prescription or over the counter drugs in the manner prescribed, 
where such use may compromise their ability to work safely, are expected to 
report such use to their supervisor. The employee will not be required to state the 
name of the drug or the reason for taking the drug. A determination will be made 
by competent medical authority whether the employee can continue to work 
safely. If it is determined that the employee cannot continue to work safely, an 
attempt will be made to find alternate employment that can be performed safely 
or other reasonable accommodation. If no such alternate employment or 
accommodation can be found, the employee will be placed on leave of absence 
until he or she is determined to be able to work safely or is terminated. 

It is the District’s policy to prohibit its employees from using illegal drugs or 
alcohol or marijuanain connection with their employment in the workplace, as it 
constitutes a threat to the safe and efficient performance of our service. It is 
likewise the District’s policy to take reasonable and appropriate measures 
designed to minimize the risk to public and employee health and safety due to 
alcohol or drug related impairment. 

With this in mind, the District has established the following policy with regard to 
use, being under-the-influence, possession, distribution or manufacture of alcohol 
or drugs (including marijuana, whether prescribed or not). 

1. Assignment of Duties 

Responsibilities for implementation of the drug and alcohol policy and procedure 
are the following: 
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• The General Manager or his or her designee shall ensure the 
administration and implementation of the program, communication 
of program requirements to employee; follow up for positive (failed) 
test results, and allocation of adequate District resources for 
implementation of the program.  

• Human Resources Administrator is responsible for assisting the 
administration and oversight of the program as directed by the 
General Manager. Duties include maintenance of this policy and 
procedure; monitoring of the program; and communication of 
program requirements to supervisors, managers and employees.  

• Supervisors and managers are responsible to ensure that the 
individuals they supervise are aware of and understand the policy 
and its requirements and that they are in compliance. 

• Employees are responsible for complying with all aspects of this 
policy and procedure. Offers of employment or rehiring may be 
contingent upon successful completion of a drug and alcohol 
screening examination. For certain jobs or positions, candidates will 
be required to submit to a medical examination or blood, urine or 
other medical test, and to agree in writing to allow results of these 
tests to be furnished to and used by the District. Individuals seeking 
employment or rehire by the District will not be hired if they refuse 
to submit to a drug and alcohol test as required by this policy. 

Except for special occasions (such as holiday parties, where it has been expressly 
permitted and monitored by District management), consumption of alcohol on 
District premises or on the job is prohibited. Exceptions must be approved in 
advance by the General Manager and Board of Directors and, if approved, 
conduct must be in accordance with the limitations which accompany the 
approval. 

Employees who report to work under the influence of drugs, including alcohol or 
marijuana cannabis (whether prescribed or not), will not be permitted to work. If 
an employee is discovered under the influence while on the job, he or she will be 
required to leave work immediately. The Human Resources Administrator should 
be notified to arrange safe transit. 
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Employees who are experiencing problems resulting from drug or alcohol abuse 
or dependency are encouraged to seek counseling from their immediate 
supervisor who will contact and work with Human Resources to identify other 
sources of assistance. Such discussions will be kept confidential, will not be 
considered a violation of this policy and will have no influence on performance 
appraisals. Should an employee voluntarily request a leave of absence for 
treatment of drug or alcohol addiction, the District will reasonably accommodate 
such a request. Job performance alone, not the fact that an employee seeks 
counseling, will be the basis of all performance reviews. 

2. Hiring Guidelines 

The District will not hire or consider for rehire, unless state or local law provides 
otherwise, alcoholics or drug abusers whose current use of such substances 
prevents them from performing their jobs or who would constitute a direct threat 
to the property or safety of others. All applicants for employment or rehire in 
safety sensitive positions may be required to submit to an alcohol and controlled 
substance test before they may begin work as part of the District’s hiring process 
and are advised in advance of this requirement as part of the District’s pre-
employment procedure. The District will not test for non-psychoactive 
metabolites unless otherwise required to do so by state or federal law. The 
District will not request information from an applicant for employment relating to 
the applicant’s prior or off the job use of cannabis. Employees with a Commercial 
Drivers License are subject to the Department of Transportation drug and alcohol 
testing requirements.  

3. Disciplinary Action for Policy Violations 

The District may require a drug and alcohol screening of any employee reasonably 
suspected of using or being under the influence of a drug or alcohol while at work 
or on the premises of the District or project sites. Any employee who violates any 
aspect of this policy, including refusing to submit to searches, inspections, or tests 
when requested by the District, will be subject to disciplinary action, up to and 
including termination of employment. 

The District will take appropriate disciplinary action against those who are in 
possession of or under the influence of alcohol or illegal drugs (including 
marijuana cannabis, whether or not the employee maintains a prescription for the 
same regardless of prescription) while on the District’s premises or project sites. 
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When a supervisor or manager has reason reasonably suspected to believe that 
an employee is violating this policy, the employee may be suspended 
immediately, pending testing or investigation. Other actions, such as notification 
of the law enforcement agencies, may be taken at the District’s discretion, as it 
deems appropriate. An employee’s consent to submit to such a test is required as 
a condition of employment and the employee’s refusal who refuses to take a drug 
and alcohol test will be subject to result in disciplinary action, up to and including 
termination of employment. 

All positive results will be reported to the Human Resources Administrator by the 
testing facility. At the discretion of District management, an employee who fails a 
drug and alcohol test may be discharged or will be required to complete a 
rehabilitation program, pass a drug and alcohol test, and submit to follow-up 
testing. Employees with a Commercial Driver’s License are subject to the 
requirements of the Department of Transportation.  The employee will be subject 
to termination if they fail a drug and alcohol test after completing a rehabilitation 
program. 

4. Reporting Guidelines 

Supervisors and managers will report immediately to the Human Resources 
Administrator any action by an employee reasonably suspected of using or 
being under the influence of a drug or alcohol while at work or on the 
premises who demonstrates an unusual behavior pattern. The Human Resources 
Administrator or General Manager will determine whether the employee should 
be examined by a physician or clinic or tested for drugs and alcohol. Specimens 
will be collected only at the designated collection site specified by the District. 
The designated collection site will have established procedures to ensure the 
proper collection of specimen samples, including a split sample method of 
collection, chain of custody and specimen control. 

Employees believed to be under the influence of drugs, narcotics, or alcohol will 
be required to leave the premises and the Human Resources Administrator should 
be notified to arrange safe transit. 

5. Drug & Alcohol Testing Categories 

Pre-employment Testing: The District has determined that some employees are 
safety-sensitive employees.   
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All individuals offered employment or rehire in a safety-sensitive position 
involving work that may present a great danger to the public must submit to a 
pre-employment drug and alcohol test prior to hiring.  Offers of employment shall 
be contingent upon successful completion and passing of a drug and alcohol test. 
If the applicant is under age 18, a consent form must be signed by the employee’s 
parent or guardian prior to screening. 

An applicant who received a failing test is entitled to know what portion of the 
test he or she failed and to question and challenge test results he or she believes 
to be erroneous. At the applicant’s request, any positive test result may be 
retested independently and at the applicant’s expense using a more sensitive test. 

Reasonable Suspicion Testing: Drug and alcohol testing of employees will be 
implemented by District management when there is a reasonable suspicion that 
an employee possesses or is under the influence of drugs or alcohol. Reasonable 
suspicion may arise from, among other factors, supervisory observation, co-
worker reports or complaints, performance decline, behavioral changes, results of 
drug searches or other detection methods, or involvement in a work-related 
injury or accident. If an employee is on a medically legally prescribed medication, 
it is their responsibility to advise their supervisor of this fact before reporting to 
work. 

Testing may also be required if an employee is found to be in possession of 
physical evidence, i.e., drugs, alcohol or paraphernalia, possibly connected with 
the use of an illicit drug or if illicit drugs or alcohol are found in the employee’s 
immediate work area. The District will not test for non-psychoactive metabolites, 
unless required by state or federal law. 

Return to Duty Testing: Employees who refuse to submit to a drug and alcohol 
test or do not pass a test, if allowed to return, may not return to duty until they 
pass a drug or alcohol test and the General Manager or the Human Resources 
Administrator has determined that the individual may return to duty. Appropriate 
disciplinary action will be taken against those who either refuse to take or fail a 
drug or alcohol test. Moreover, all employees returning from a leave of absence 
to attend a drug or alcohol rehabilitation treatment must also present 
documentation reflecting the successful completion of such treatment. 

Post-Accident Testing: Post-accident drug and alcohol testing will be 
implemented if an employee is involved in an accident and a supervisor has 
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reasonable suspicion to believe the employee is under the influence of alcohol or 
controlled substances. Such testing will be conducted within two hours after the 
accident or as soon thereafter as reasonably possible. If an employee is injured, 
unconscious, or otherwise unable to give consent of the drug and alcohol test, the 
individual understands that by signing this policy he or she consents to such a test 
in such circumstances.  

Employees Subject to Department of Transportation Regulations: In addition to 
the above, District employees who operate any of the following commercial 
motor vehicles are subject to testing in accordance with regulations issued by the 
Federal Department of Transportation (hereinafter “DOT Regulations”): 

• A vehicle with a gross combination weight of at least 26,001 pounds 
inclusive of a towed unit with a gross vehicle weight of at least 10,000 
pounds; 

• A vehicle with a gross vehicle weight of at least 26,001 pounds; 

• A vehicle designed to transport 16 or more passengers, including the driver; 
or 

• A vehicle used to transport those hazardous materials listed in the 
Hazardous Materials Transportation Act. 

6. Searches 

The District reserves the right to search lockers, storage areas, furniture, District 
vehicles and other places under the common control of the District and 
employees, and to enlist the assistance of law enforcement personnel in 
connection with the enforcement of this Policy. 

A copy of the employee acknowledgement of receipt of the District’s Drug and 
Alcohol Policy and the District’s Consent form are attached. 
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ACKNOWLEDGMENT OF RECEIPT OF 
PROHIBITION OF DRUG OR ALCOHOL USE POLICY 

I,__________________________________, hereby acknowledge receipt of the 
Beaumont-Cherry Valley Recreation & Park District Prohibition of Drug or Alcohol 
Use policy. I understand the compliance with this policy is a condition of 
employment and that violation of this policy may result in discipline up to and 
including termination. 

              
Date      Employee Signature 

              
      Employee Name (Please Print) 
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CONSENT AND RELEASE FORM 
Drug/Alcohol Testing 

I hereby voluntarily authorize Beaumont-Cherry Valley Recreation and Park 
District (“District”) and any laboratories or medical facilities designated by the 
District, to perform a urinalysis, blood, or other test to detect the presence of 
illicit drugs or alcohol in my body. The medical facility may use more than one 
test. I further authorize the reporting of the results of such test(s) to the District 
and its authorized personnel. I recognize that the results of such test will be used 
to determine my suitability for employment or for continued employment with 
the District.  

Any attempt to switch or alter a sample will be considered the same as a positive 
result.  

The only drugs, medication or mind-altering substances, including drugs 
prescribed by a physician and over-the-counter medications that I have used in 
the last forty-five (45) days are as follows: 

Drug/Medicine  When used  Issued by (If prescription) 

     

     

     

 
NAME OF EMPLOYEE:  DATE OF TEST  

FACILITY PERFORMING TEST  

EMPLOYEE SIGNATURE:  Date  

SUPERVISOR REQUESTING TEST  Date  
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SECTION 20. TOBACCO USE, VAPING AND E-CIGARETTES 

The Board of Directors recognizes the health hazards associated with the use of 
tobacco products, vaping and e-cigarettes and desires to provide a healthy 
environment for staff and participants. 

Ample research exists demonstrating the health hazards of the use of tobacco 
products, including smoking and the breathing of second-hand smoke. 
Furthermore, research supports significant risk to public health associated with 
the expulsion of saliva associated with “smokeless” tobacco. Therefore, in the 
best interest of the health and safety of employees and the general public, and in 
accordance with state and federal law, the use of tobacco products shall be 
banned completely within District buildings or confined spaces including District 
vehicles. Use of tobacco products, vaping and e-cigarettes is prohibited at District 
facilities except where explicitly designated. 

The successful implementation of this policy depends upon the thoughtfulness, 
consideration and cooperation of tobacco-users and non-users alike. All 
individuals on District premises share the responsibility of adhering to this policy. 
All District employees will be responsible for advising members of the public who 
are observed using tobacco products on District property of the District’s policy 
on the matter. Said individuals shall be asked by staff to refrain from tobacco use. 

Members of the public who refuse to comply with this policy may be directed by 
the general manager or a designee, or Board of Director to leave District property. 

A copy of the employee acknowledgement of receipt of the District’s Tobacco 
Use, Vaping and E-cigarettes policy is attached. 
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ACKNOWLEDGMENT OF RECEIPT OF 
TOBACCO USE POLICY 

I,__________________________________, hereby acknowledge receipt of the 
Beaumont-Cherry Valley Recreation & Park District Tobacco Use policy. I 
understand the compliance with this policy is a condition of employment and that 
violation of this policy may result in discipline up to and including termination. 

              
Date      Employee Signature 

              
      Employee Name (Please Print) 
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SECTION 21. PUBLIC COMPLAINTS 

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

A public complaint is an allegation by a member of the public of a violation or 
misinterpretation of a District policy, state, or federal statute of which the 
individual has been adversely affected. 

The method of resolving complaints shall be as follows: 

• The individual with a complaint shall first discuss the matter with the 
supervisor responsible for the program or activity with the objective of resolving 
the matter informally. The supervisor shall respond to complaint within ten (10) 
days. 

• If the individual registering the complaint is not satisfied with the 
disposition of the complaint by the supervisor, the complaint may be filed with 
the General Manager. Within ten (10) days, the General Manager shall meet with 
the person filing the complaint to resolve the matter. At the option of the General 
Manager, he or she may conduct conferences and take testimony or written 
documentation in the resolution of the complaint. A written decision from the 
General Manager may be requested by the individual filing the complaint. 

• If the individual filing the complaint is not satisfied with the disposition of 
the matter by the General Manager, a written complaint may be filed with the 
Board of Directors within ten days of receiving the General Manager’s decision. 
The Board may consider the matter at the next regular meeting or call a special 
meeting. The Board will expeditiously resolve the matter. In making the final 
decision, the Board may conduct conferences, hear testimony, as well as utilize 
the transcripts of written documentation. A written decision from the Board may 
be requested by the individual filing the complaint. Board decisions are final. 

• This policy in no way prohibits or is intended to deter a member of the 
community or staff member from appearing before the Board to present verbally 
a testimony, complaint, or statement in regard to actions of the Board, District 
programs and services, or impending considerations of the Board. 
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SECTION 22. FOOTWEAR POLICY 

A. Purpose 

In compliance with the Injury and Illness Prevention Program, the District is 
committed to providing a healthy and safe working environment for all 
employees. The District provides policy and guidelines for footwear requirements 
and reimbursement to eligible employees for Personal Protective Equipment 
(PPE) footwear due to potential work hazards. 

B. Policy 

Employees exposed to foot injury hazards (including but not limited to falling or 
rolling objects, objects piercing the sole, chemicals, electrical hazards, and slip 
and fall conditions) should wear appropriate foot protection. The maintenance 
department shall use a PPE Assessment to determine jobs that require safety 
footwear. “Employee” is a full-time or part-time maintenance employee or others 
as determined by management. The District will reimburse each employee 
required to wear PPE footwear in performing their job duties. Employees must 
complete and submit a “Request for Safety Footwear Reimbursement” form along 
with the receipt within 30 days of purchase. 

1. Employees are required to purchase the required footwear within 14 days 
of employment. 

2. The employee will agree to reimburse the district if he or she terminates his 
or her employment within 90 days of the purchase of the footwear. 

3. Employees are to purchase PPE footwear labeled as “complies with (or 
conforms to) ASTM F 2412-05 and F 2413-05.” The footwear must be in 
compliance with OSHA and Cal/OSHA standards. Slip resistant footwear 
must be tested and certified slip resistant by the manufacturer. 

4. Employees must select footwear based on the exposure and work 
performed and as determined by the maintenance foreman. The 
maintenance foreman shall determine if the footwear meets criteria as 
established by this policy and shall authorize reimbursement prior to the 
employee’s submission for reimbursement.  

5. Footwear which is defective or inappropriate to the extent that its ordinary 
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use creates the possibility of foot injuries should not be worn. 

6. The District will reimburse the employee up to $100.00 for footwear once 
per fiscal year. However, the General Manager will have latitude in this 
decision based on the type of work performed by the employee. 

7. The District will reasonably accommodate disabilities that relate to work 
boots or their usage. 

8. Failure to wear required safety footwear will result in disciplinary action.  

SECTION 23. ADOPTION OF FURTHER POLICIES/AMENDMENT OF POLICIES 

From time to time, these policies may be amended by the Board of Directors or 
additional policies may be enacted.  

Consideration by the Board of Directors to adopt a new policy or to amend an 
existing policy may be initiated by any Director, or by the General Manager. The 
proposed adoption or amendments is initiated by submitting a written draft of 
the proposed adoption or amendment to the General Manager and requesting 
that the item be included for consideration on the agenda of the appropriate 
regular meeting of the Board of Directors. 

Adoption of a new policy or amendment of an existing policy shall be 
accomplished at a regular meeting of the Board of Directors and shall require a 
4/5 affirmative vote of the entire Board of Directors. 

Before considering adopting or amending any policy, Directors shall have the 
opportunity to review the proposed adoption or amendment prior to the regular 
Board meeting at which consideration for adoption or amendment is to be given, 
unless business urgency otherwise requires an expedited process. Copies of the 
proposed policy adoption or amendment shall be included in the agenda 
information packet for any meeting of consideration. The agenda information 
packets with said copies shall be made available to each Director for review at 
least three days prior to any meeting at which the policy(ies) are to be 
considered. 

The requirement to review a proposed new or amended policy prior to the 
meeting at which adoption is to be considered may be waived by a 4/5 affirmative 
vote of the entire Board, with the agenda specifying consideration of such action. 
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ACKNOWLEDGMENT 

PLEASE READ THE EMPLOYEE OFFICE HANDBOOK AND FILL OUT AND RETURN 
THIS PORTION TO THE HUMAN RESOURCES DEPARTMENT WITHIN ONE WEEK OF 
RECEIPT.  

Employee Name:   

I acknowledge that I have received a copy of the BEAUMONT-CHERRY VALLEY 
RECREATION AND PARK DISTRICT (“District”) Employee Handbook. I understand 
that I am to promptly read its contents and that I am responsible for knowing and 
adhering to the policies set forth in the Handbook during my employment with 
the District.  

The policies contained in the Handbook are not intended to create any 
contractual rights or obligations, and the District reserves the right to amend, 
interpret, modify, or withdraw any portion of this Handbook at any time.  

I understand and agree that the terms of this Acknowledgment may not be 
modified or superseded except by a written agreement signed by me and the 
Board of the District, that no other employee or representative of the District has 
the authority to enter into any such agreement, and that any agreement to 
employ me for any specified period of time or that is otherwise inconsistent with 
the terms of this Acknowledgment will be unenforceable unless in writing and 
signed by me and the Board of the District. I further understand and agree that if 
the terms of this Acknowledgment are inconsistent with any policy or practice of 
the District now or in the future, the terms of this Acknowledgment shall control.  

Finally, I agree that this Acknowledgment contains a full and complete statement 
of the agreements and understandings that it recites, and I agree that this 
Acknowledgment supersedes all previous agreements, whether written or oral, 
express or implied, relating to the subjects covered in this Acknowledgment.  

Date:       

Signed:             
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