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SWEETWATER SPRINGS WATER DISTRICT 
BOARD OF DIRECTORS MEETING 


AGENDA 
July 7, 2011, Regular Meeting 


District Offices, 17081 Hwy. 116, Ste. B 
Guerneville, California 


6:30 p.m. 
 
 
NOTICE TO PERSONS WITH DISABILITIES: It is the policy of the Sweetwater Springs Water 
District to offer its public programs, services and meetings in a manner that is readily accessible 
to everyone, including those with disabilities.  Upon request made at least 48 hours in advance of 
the need for assistance, this Agenda will be made available in appropriate alternative formats to 
persons with disabilities.  This notice is in compliance with the Americans with Disabilities Act (28 
CFR, 35.102-35.104 ADA Title II). 
 
Any person who has any questions concerning any agenda item may call the General Manager 
or Assistant Clerk of the Board to make inquiry concerning the nature of the item described on 
the agenda; copies of staff reports or other written documentation for each item of business are 
on file in the District Office and available for public inspection.  All items listed are for Board 
discussion and action except for public comment items.  In accordance with Section 5020.40 et 
seq. of the District Policies & Procedures, each speaker should limit their comments on any 
Agenda item to five (5) minutes or less.  A maximum of twenty (20) minutes of public comment is 
allowed for each subject matter on the Agenda, unless the Board President allows additional 
time. 
  
 
I. CALL TO ORDER (Est. time: 2 min.) 
 


A. Board members Present 
 
B. Board members Absent 


 
 C. Others in Attendance 
 
 
II. CHANGES TO AGENDA and DECLARATIONS OF CONFLICT 


(Est. time: 2 min.) 
 
 


III. CONSENT CALENDAR (Est. time: 5 min.) 
 (Note:  Items appearing on the Consent Calendar are deemed to be routine and 


non-controversial.  A Board member may request that any item be removed from 
the Consent Calendar and added as an “Administrative” agenda item for the 
purposes of discussing the item(s)). 


 
A. Approval of the Minutes of the June 2, 2011 Board Meeting 
 
B. Approval of the Minutes of the June 29, 2011 SPECIAL Board Meeting 
 
C. Approval of Operations Warrants/Online payments/EFT payments 
 
D. Receipt of Item(s) of Correspondence.  Please note: Correspondence received 


regarding an item on the Administrative Agenda is not itemized here, but will be 







attached as back-up to that item in the Board packet and addressed with that 
item during the Board meeting 


 
  (1) Letter dated June 2, 2011 from Sonoma County Water Agency re 


Petition to Change Minimum Instream Flow Requirements in Water 
Agency’s Water-Rights Permits 


 
E. Approval of Resolution 11-18, re Ballot Selections for SDRMA’s Board of 


Directors 
 
F. Approval of Ballot Selections for CSDA’s Board of Directors 
 
 


IV. PUBLIC COMMENT: The District invites public participation regarding the affairs of 
the District.  This time is made available for members of the public to address the Board 
regarding matters which do not appear on the Agenda, but are related to business of the 
District.  Pursuant to the Brown Act, however, the Board of Directors may not conduct 
discussions or take action on items presented under public comment.  Board members may 
ask questions of a speaker for purposes of clarification. 


 
 
V. ADMINISTRATIVE 


 
A. Discussion/Action re Review and Revision of District Policies & Procedures 


Section 2000 (Est. time 20 min.) 
 
B. Discussion/Action re Approval of Resolution 11-15, Authorizing the General 


Manager to Accept CIP IV-B, Project 1 and to Sign and Record a Notice of 
Completion (Est. time 10 min.) 


 
C. Discussion/Action re Approval of Resolution 11-16, Authorizing the General 


Manager to Accept CIP IV-B, Project 2 Addition (Rio Vista) and to Sign and 
Record a Notice of Completion (Est. time 10 min.) 


 
D.   Discussion/Action re District Goals and Objectives for Fiscal Year 2012 (Est. time 


10 min.)   
 
E. Discussion/Action re Grand Jury Report on Need for a Whistleblower Program in 


Sonoma County 
 
 


VI. GENERAL MANAGER’S REPORT  
 
 
VII. BOARD MEMBERS’ ANNOUNCEMENTS/COMMENTS (Est. time 


5 min.) 
 
 
VIII. CLOSED SESSION (Est. time: 10 min.) 
 
 A. Pursuant to Gov. Code Section 54957- Public Employee 


 Performance Evaluation 
 Title: Legal counsel  
 
B. Conference with Legal Counsel – Significant exposure to litigation pursuant to 


subdivision (b) of Section 54956.9.  Number of cases: 1 
 
 C. Conference with Labor Negotiator (pursuant to Gov. Code Section 54957.6): 
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  District negotiator: Steve Mack 
  Employee Organization: Stationary Engineers Local 39 
 
 
IX.  ITEMS FOR NEXT AGENDA (Est. time: 5 min.) 
 
 


ADJOURN 





		II. CHANGES TO AGENDA and DECLARATIONS OF CONFLICT (Est. time: 2 min.)

		V. ADMINISTRATIVE

		IX.  ITEMS FOR NEXT AGENDA (Est. time: 5 min.)



		ADJOURN






SWEETWATER SPRINGS WATER DISTRICT 
BOARD OF DIRECTORS MEETING 


 


MINUTES* 
(*In order discussed) 


 
 


Board of Directors Meeting  
Regular Meeting  
June 2, 2011 
6:30 p.m. 
 
 
Board Members Present: Victoria Wikle 
 Jim Quigley 
 Gaylord Schaap 
   
Board Members Absent: Sukey Robb-Wilder 
 
Staff in Attendance: Julie A. Kenny, Secretary to the Board 
   
Others in Attendance:     Nancy Thorington, District Counsel 
      Julie Cross 


 
 


I. CALL TO ORDER 
 


The properly agendized meeting was called to Order by President Jim Quigley at 6:33 p.m. 
 
 
II. CHANGES TO AGENDA and DECLARATION OF CONFLICT (6:34 


p.m.) 
 
(None.)  
 
 


III. CONSENT CALENDAR (6:34 p.m.) 
 
Director Wikle moved to approve the Consent Calendar as submitted.  Director Schaap 
seconded.  Motion carried 3-0.  The following items were approved: 
 


A. Approval of the Minutes of the May 5, 2011 Board Meeting 
 
B. Approval of Operations Warrants/ Online payments/EFT payments/ Construction 


Warrants 
 
C. Receipt of Item(s) of Correspondence 
 
D. Approval of Construction Warrants and PERS Side Fund payment 
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IV. PUBLIC COMMENT (6:34 p.m.) 
 
(None.) 
 
 


V. ADMINISTRATIVE (6:35 p.m.) 
A. (6:35 p.m.) Discussion/Action re FY 2010-11 3rd Quarter Actual vs. Budgeted 


Operations and Capital Expenditures, and County Balances.  In the GM’s absence, 
Board Clerk Julie Kenny provided an overview of this item.  Brief discussion ensued.  No 
action was taken.   


B. (6:39 p.m.) Discussion/Action re Review and Revision of District Policies & 
Procedures Section 2000.  Board Clerk Julie Kenny provided an overview of this item.  
Discussion ensued.  Direction was given to staff  


 (1) to confirm whether individuals over the age of 62 can register with the State, 
and if so to substitute “registered domestic partner” for all references to domestic 
partner;  


 (2) regarding the Family Medical Leave Act (FMLA), to omit reference to FMLA in 
our policies if the District is not bound to follow FMLA and clarify differences 
between FMLA and our current policy; and  


 (3) regarding unpaid leave, to draft separate language in the policies that reflects 
the language of the current MOU.   


C. (7:13 p.m.) Discussion/Action re Resolution 11-14, Expressing Appreciation for the 
Services of Wanda Smith as Board Member.  Board Clerk Julie Kenny provided a brief 
overview of this item.  Brief discussion ensued.  Julie Kenny read Resolution 11-14 into 
the record.  Director Schaap moved to adopt Resolution 11-14, Expressing Appreciation 
for the Services of Wanda Smith as Board Member.  Director Wikle seconded.  Motion 
carried 3-0.  


D. (7:17 p.m.) Discussion/Action re Replacement of Board Member Wanda Smith.  
Board Clerk Julie Kenny provided an overview of this item.  Discussion ensued.  District 
Counsel Nancy Thorington provided additional comments.  The Board agreed to set a 
Special Meeting on Wednesday, June 29th at 6:30 p.m. to review applications and 
appoint a new Board member.   


E. (7:32 p.m.) Discussion/Action re New Approach for Consideration of Other 
Agencies’ Election Packets.  Board Clerk Julie Kenny provided an overview of this 
item.  Discussion ensued.  Direction was given to staff to put staff ballot 
recommendations for other agencies on the Consent Calendar, but to include the 
election packet as part of the Board packet.   


 
 


VI. GENERAL MANAGER’S REPORT (7:35 p.m.) 
 
Board Clerk Julie Kenny provided a status report of CIP Phase IV-B projects.   
 
 


VII. BOARD MEMBERS’ ANNOUNCEMENTS/COMMENTS  
(7:40 p.m.) 


 
(None.) 
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VIII. CLOSED SESSION (7:42 p.m.) 
 
At 7:42 p.m. President Quigley announced the items for discussion in Closed Session.  At 7:43 
p.m. the Board went into Closed Session.  At 7:57 p.m. the meeting reconvened and the following 
actions on Closed Session items were announced: 
 


A. Pursuant to Gov. Code Section 54957 – Public Employee Performance 
Evaluation 


  Title: Legal counsel 
  No action was taken. 
 
 


IX. ITEMS FOR THE NEXT AGENDA (7:57 p.m.) 
 
1. District Policies and Procedures, Section 2000 
2. Seating of the new Board Member 
3. Notices of Completion for CIP IV-B projects  
 
 


ADJOURN 
 
The meeting adjourned at 7:59 p.m. 
 


Respectfully submitted, 
 
 
 


Julie A. Kenny 
Clerk to the Board of Directors 


 
 
APPROVED:  
 
Victoria Wikle:  ______________ _ ______  
Gaylord Schaap: ______________ _ ______  
Sukey Robb-Wilder: ______________ _ ______  
Jim Quigley:  ______________ _ ______  





		I. CALL TO ORDER

		II. CHANGES TO AGENDA and DECLARATION OF CONFLICT (6:34 p.m.)

		III. CONSENT CALENDAR (6:34 p.m.)

		IV. PUBLIC COMMENT (6:34 p.m.)

		V. ADMINISTRATIVE (6:35 p.m.)

		VI. GENERAL MANAGER’S REPORT (7:35 p.m.)

		VII. BOARD MEMBERS’ ANNOUNCEMENTS/COMMENTS 

		(7:40 p.m.)

		VIII. CLOSED SESSION (7:42 p.m.)

		A. Pursuant to Gov. Code Section 54957 – Public Employee Performance Evaluation





		IX. ITEMS FOR THE NEXT AGENDA (7:57 p.m.)

		ADJOURN






SWEETWATER SPRINGS WATER DISTRICT 
BOARD OF DIRECTORS MEETING 


 


MINUTES* 
(*In order discussed) 


 
 


Board of Directors Meeting  
SPECIAL Meeting  
June 29, 2011 
6:30 p.m. 
 
 
Board Members Present: Victoria Wikle 
 Jim Quigley 
 Gaylord Schaap 
 Sukey Robb-Wilder 
   
Board Members Absent: (none) 
 
Staff in Attendance: Steve Mack, General Manager 
 Julie A. Kenny, Secretary to the Board 
   
Others in Attendance:     Nancy Thorington, District Counsel 


 
 


I. CALL TO ORDER 
 


The properly agendized meeting was called to Order by President Jim Quigley at 6:29 p.m. 
 
 


II. PUBLIC COMMENT (6:29 p.m.) 
 
(None.)  
 
 


III. ADMINISTRATIVE (6:30 p.m.) 
 
A. (6:29 p.m.) Discussion/Action re Interviews and appointment for a replacement for 


resigned Board Director Wanda Smith.  The GM provided an overview of this item.  
Director Wikle moved to appoint Rich Holmer.  Director Schaap seconded.  Brief 
discussion ensued.  Motion carried 4-0.   


 
 


ADJOURN 
 
The meeting adjourned at 6:33 p.m. 
 


Respectfully submitted, 
 
 
 


Julie A. Kenny 
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Clerk to the Board of Directors 
 
 
APPROVED:  
 
Victoria Wikle:  ______________ _ ______  
Gaylord Schaap: ______________ _ ______  
Sukey Robb-Wilder: ______________ _ ______  
Jim Quigley:  ______________ _ ______  





		I. CALL TO ORDER

		II. PUBLIC COMMENT (6:29 p.m.)

		III. ADMINISTRATIVE (6:30 p.m.)

		ADJOURN











SWEETWATER SPRINGS WATER DISTRICT 
 
TO:  Board of Directors AGENDA NO. III-E 
 
FROM: Steve Mack, General Manager 
 


Meeting Date : July 7, 2011  
 
SUBJECT:  BALLOT SELECTIONS FOR SDRMA’S BOARD OF DIRECTORS 
 


 
RECOMMENDED ACTION:  Approve votes for Edmund K. Sprague, Ed Gray, and 


Bethzabe Yanez for the Board of Directors of the special District Risk Management 
Authority (SDRMA).    


 
FISCAL IMPACT:  none   


 
DISCUSSION: 
 
The District has received election materials for the Board of Directors of SDRMA.  After 
perusal of the election materials, staff recommend voting for Edmund K. Sprague, Ed 
Gray, and Bethzabe Yanez because the first two are incumbents (SDRMA seems to 
going well), and Ms Yanez represents a Northern California district and appears to have 
good qualifications and interest.      
  





































































































		Item III-E - SDRMA Candidate Selection

		Meeting Date : July 7, 2011 



		Item III-E - RES 11-18, SDRMA Board Election ballot






SWEETWATER SPRINGS WATER DISTRICT 
 
TO:  Board of Directors AGENDA NO. III-F 
 
FROM: Steve Mack, General Manager 
 


Meeting Date : July 7, 2011  
 
SUBJECT:  BALLOT SELECTIONS FOR CSDA’S BOARD OF DIRECTORS 
 


 
RECOMMENDED ACTION:  Approve vote for Stanley Caldwell for the Board of 


Directors of the California Special Districts Association (CSDA).    
 
FISCAL IMPACT:  none   


 
DISCUSSION: 
 
 On June 22, 2011 the District received election materials for the Board of Directors of 
CSDA.  After perusal of the election materials, staff recommend voting for Stanley 
Caldwell because he is an incumbent (CSDA seems to going well) and he submitted a 
statement requesting support.    













		Item III-F - CSDA Candidate Selection

		Meeting Date : July 7, 2011 



		Item III-F - CSDA Board Election ballot






 SWEETWATER SPRINGS WATER DISTRICT 
 
 
TO:  Board of Directors AGENDA NO. V-A  
 
FROM: Steve Mack, General Manager 
 


Meeting Date: July 7, 2011  
 
Subject:  REVISION OF SECTION 2000 OF DISTRICT POLICIES AND 
PROCEDURES LEAVE POLICIES  
 
RECOMMENDED ACTION: Receive a report on the review and revision of 
Section 2000 of the District’s Policies and Procedures focusing on Sections 2040 
through Sections 2050.   


 
FISCAL IMPACT:  None. 
 
DISCUSSION: 
For the past several months District staff have been working on revising Section 2000 of the 
District’s Policies and Procedures with the intent of developing an ordinance that will 
incorporate those changes.  At the June meeting the Board gave direction on the following 
issues: 


• Confirm whether individuals over the age of 62 can register with the State, and if 
so to substitute “registered domestic partner” for all references to domestic 
partner.  This has been confirmed and we have substituted “registered domestic 
partner” for “domestic partner”;  


• Omit reference to Family Medical Leave Act (FMLA) in our policies if the District is 
not bound to follow FMLA and clarify differences between FMLA and our current 
policy.  Meyers Nave have confirmed that the District is exempt from FMLA 
because we are below the size limit.  This section has been deleted.    


• Draft separate language on unpaid leave in the policies that reflects the language 
of the current MOU.  Unpaid leave now appears as Section 2050.20 


Another outstanding issue that had been discussed with Meyers Nave was the use of 
“calendar days” versus “business days”.  The current Policies and Procedures have a 
number of references to the time limit for medical disability leave (Section 2050.30) 
would be 180 calendar days, however staff does not typically track the calendar day 
length of anything, and would include weekend, non working days in the length of a 
disability.  Meyers Nave informed us that this is in the discretion of the District.  
Accordingly, the policies have been changed to replace 180 calendar days with 120 
business days – both are the equivalent of a half year.   
 







REVISION OF SECTION 2000 OF DISTRICT POLICIES AND 
PROCEDURES LEAVE POLICIES  2  
July 7, 2011 
 


 


Attached to this report is the June 15, 2011 draft of Section 2000 which incorporates the 
changes that have been discussed during this lengthy review.  Many changes, which are 
shown by track changes, have been made to this section during the review.  In addition to 
those issues discussed above, major changes include: 
 


• Employee Classification/Compensation was moved to Section 2005. 
 


• References to specific amounts that may change from time to time have been 
deleted; where appropriate these amounts are referenced to the current 
Memorandum of Understanding (MOU) with the Union.   


 
• Employee Benefits moved to Section 2055. 


 
There are many small changes included in this draft, most of which have been discussed at 
earlier meetings.  Please review this draft.  If the Board is satisfied with the current version, 
staff intend to introduce this as an ordinance at the August Board Meeting for incorporation 
into the Policies and Procedures.   
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Exhibit A.  SWEETWATER SPRINGS WATER DISTRICT 
POLICY AND PROCEDURE MANUAL 
 
Section 2000 Draft June 15, 2011 
 
SWEETWATER SPRINGS WATER DISTRICT 
Policy Title:     Executive Officer 
Policy Number:     2000 
Date Approved:     December 8, 1992 
Date Revised:        _______________ 
 
 2000.10 The General Manager shall be the Executive Officer of the 
Sweetwater Springs Water District. 
 
 2000.20 The terms and conditions of the General Manager's employment 
shall be specified in the agreement of employment established between the General 
Manager and the Board of Directors.  The General Manager shall serve at the pleasure 
of the Board of Directors. 
 
 2000.30 Whenever the agreement of employment established between the 
General Manager and the Board of Directors is in conflict with any District policy, said 
agreement of employment shall prevail. 
 
 2000.40 The duties of the General Manager shall include all those duties 
outlined in the State of California Water Code Section 30580 and 30581 incorporated 
herein by reference.  Additionally, the General Manager or his /her designee shall serve 
as the clerk of the Bboard. 
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SWEETWATER SPRINGS WATER DISTRICT 
Policy Title:     Personnel Policy Review and Ratification 
Policy Number:    2001 
Date Approved: July 6, 2005 (Ordinance 28) 
Date Revised:  
 
 
 2001  Sections 2001 to 3000 of the District Policies and Procedures 
Manual (Personnel Policy) shall be annually reviewed annuallyperiodically  by District 
staff and District Ccounsel, at least as often as directly after the Board of Directors’ 
approval of a Memorandum of Understanding with the designated Employee 
Organization representing District employees. and ratified by the Board of Directors. 
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SWEETWATER SPRINGS WATER DISTRICT 
Policy Title: Employee Classifications/Compensation 
Policy Number: 2005 
Date Approved: _______________ 
Date Revised: __3/14/02 (Resolution 02-10) 
 
 
 2005.10 This policy shall apply to all District employees. 
 
 2005.20 Employee Classifications: 
 
  2005.21 By Number of Hours Worked 
 
   (1)  Full-Time Employees:  Full-time employees are all those 
having a regular work schedule of forty (40) hours per week. 
 
   (2)  Part-Time Employees:  Part-time employees are all those 
having a regular work schedule of less than forty (40) hours per week. 
 
  2005.22 By Length of Employment 
 
   (1)  Temporary Employees:  Temporary employees are all those 
hired under special assignment with the specific understanding that such work will be 
completed within a short period of time. 
 
   (2)  Regular Employees:  Regular employees are all others. 
 
  2005.23 By Method of Payment 
 
   (1)  Salaried Employees:  Salaried employees are all those who 
are paid a fixed salary and not by the hour.  These positions are usually 
management/supervisorial positions. 
 
   (2)  Hourly Employees:  Hourly employees are all those whose 
wages are paid by the hour and fluctuate according to the number of hours worked.
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  2005.24 By Eligibility for Overtime 
 
   (1)  Nonexempt Employees:  Nonexempt employees are all 
those who are eligible to be paid for overtime work in accordance with the provisions of 
applicable wage and hour laws. 
 
   (2)  Exempt Employees:  Exempt employees are all those who 
are not eligible for overtime pay. 
 
 2005.30 Compensation 
 
  2005.31  Salary ranges:    Salaries for each position shall be within the 
salary range that is assigned to the position based on the position's duties and 
responsibilities, according to a salary schedule approved by resolution of the Board of 
Directors.  Salary ranges for all positions are evaluated on a periodic basis, at least as 
frequent as the approval of a Memorandum of Understanding with the Employee 
Organization.  
 
 
2005.32 Compensation at Hiring: 
 
   (1)  New Employees:  Unless authorized by a majority vote of the 
Board of Directors, all newly appointed employees shall be paid at the first step of the 
salary range for the position to which the employee is appointed except as provided 
elsewhere herein. 
 
    
  2005.33 Merit Advancement Within Range 
 
   (1)  Merit Advancement:  Merit advancement increases are 
provided when, in the opinion of the Supervisor and/or General Manager an employee's 
performance warrants an adjustment in salary.  Merit increases are based on job 
performance, evaluations, and observation of an employee's work and can be affected 
by attitude, special training or educational courses.  In the field positions, merit increases 
may be awarded when an employee receives certification from the State of California for 
Graded Water Treatment Operator licenses.  Salary review on an individual basis will be 
scheduled at least once each year and more frequently if warranted. 
 
 
    
 2005.40 Promotion 
 
  2005.41 It shall be the policy of the District to promote from within 
whenever possible, and to encourage employees to apply for all positions for which they 
are qualified.  A recruitment will take place for all vacancies within a classification and a 
hiring list shall be maintained for a reasonable period of time and may be extended for 
up to one year by the General Manger. 
 
 2005.50 Performance Development Program 
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  2005.51 Employees receive performance reviews after the first six 
(6) months of employment and annually thereafter.  More frequent performance review 
schedules may be established for specific employees.   
 
  2005.52 The purpose of the review is to evaluate the current level 
of performance of an employee and to examine the progress made since the last review 
as well as establish goals for the next review.  Performance reviews should not be 
confused with salary increases.  While performance reviews may affect the salary 
increases, they are separate issues and a satisfactory performance review does not 
always indicate an increase in salary, and likewise, an increase in salary can be 
awarded without a performance review. 
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SWEETWATER SPRINGS WATER DISTRICT 
Policy Title:     Hours of Work and Overtime 
Policy Number:    2010 
Date Approved: November 17, 1992 (Reso. No. 104) 
Date Revised: July 1, 1993; November 30, 1995; September 2, 2004, July 6, 2005 
 
 
 
 
 2010.10 This policy shall apply to all employees. 
 
 2010.15 Timesheet Documentation.  All employees must submit and sign a 
bi-weekly timecard certifying the accuracy of all time recorded for compensation.  All 
timecards must be approved with a supervisor’s signature.  Any revisions to a timecard 
shall be crossed out, versus erased or “whited” out.  Any revisions must be initialed by 
either the employee or the supervisor approving that employee’s timecard. 
 
 2010.20 Hours of Work:  District office hours are from 8:00 A.M. to 54:030 
P.M., Monday through Friday, April 1st through September 31st (summer hours), 
and 8:00 A.M. to 4:30 P.M. Monday through Friday, October 1st through March 31st 
(winter hours) . Regular Ffield operation is from 7:30 A.M. to 4:00 P.M. Sunday Monday 
through Friday Saturday.  Field crewAll staff shall be provided one-half (1/2) hour for 
lunch.  Office employees have a choice of one (l) hour for lunch and working until 5:00 
P.M. or one-half (1/2) hour for lunch and working until 4:30 P.M.  All employees receive 
two fifteen (15) minute breaks, one in the morning and one in the afternoon.  All 
employees work eight (8) hours per day and are compensated for their break periods.  
Employees are not compensated for lunch periods. 
 
 2010.30 Overtime Definition and Rates of Pay: 
 
  2010.31 All nonexempt employees who work more than eight (8) 
hours in one work day or more than forty (40) hours in one work week will receive 
overtime pay as computed for employees in accordance with the Memorandum of 
Understanding with the designated Employee Organization representing District 
Employees  .as follows: 
 
  (1)  Overtime compensated at the rate of 1 1/2 times the employees 
regular rate of pay will be provided for all hours worked in excess of forty (40) in one 
workweek, for the first four (4) hours in excess of eight (8) in any one workday, and for 
the first eight (8) hours on the seventh day of work in one work week; 
 
  (2)  Overtime at the rate of two (2) times the employee's regular rate of 
pay will be provided for all hours worked in excess of twelve (12) in one work day, and 
for all hours worked in excess of eight (8) on the seventh day of work in one work week 
and any work scheduled on a holiday. 
 
  (3)  Overtime will be computed on actual minutes worked adjusted to the 
nearest increment of fifteen (15) minutes. 
 
  (4)  Only those hours that are actually worked are added together to 
determine an employee's overtime pay.  Compensated holidays, for example, are not 
hours worked and, therefore, are not counted in making overtime calculations. 
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  (5)  All salaried positions within the district shall be designated as 
"Management Positions" and as such are not compensated for overtime. 
 
  2010.32 Pre-Authorization - No nonexempt employee may work 
overtime without the express prior approval of his or her supervisor. 
 
 2010.40 On Call -  On call/shift differential:  Operations employees 
scheduled for on-call duty will be paid $17.00 for each on-call weekday shift scheduled 
and $20.00 for each on-call weekend shift scheduled.  If an employee responds to an 
emergency call, the employee will be paid at overtime rates for hours over eight (8) in a 
day or forty (40) hours in a week worked.  Scheduled on call will rotate among all 
operations staff.  When an employee is on-call he/she shall be provided a pager which 
will provide notification in the event of an emergency repair/maintenance work need.  
Said pager shall be kept in the on-call employee's possession during the entire on-call 
period of time.  Notification of an emergency repair/maintenance work need may also be 
given verbally, in person or by telephone, by the General Manager, Field Supervisor, or 
Grade II Operator. 
 
  2010.41 When an employee is on-call he/she shall be free to utilize 
his/her time as desired, but must remain able to respond to an emergency situation 
within forty-five (45) minutes from the time said emergency call is received by them.  On 
call employees shall be subject to the provisions of the Drug Free Workplace policy 
during the time they are on call. 
 
  2010.42 An on call employee may trade with another operational 
employee asso long as the General Manager and Field Supervisor are notified of the 
change prior to the commencement of the on call duty shift. 
shall be reimbursed and follow other provisions of On Call duties according to the 
relevant sections of the Memorandum of Understanding with the designated Employee 
Organization representing District Employees. 
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SWEETWATER SPRINGS WATER DISTRICT 
Policy Title:     Vacation 
Policy Number:    2020 
Date Approved: November 17, 1992 (Reso. No. 104) 
Date Revised: _______________ 
 
 
 2020.10 The District has established a vacation plan to provide eligible 
employees with a period of rest and relaxation without loss of pay or benefits. 
 
  2020.11 Eligibility - All regular full-time employees begin accruing 
vacation benefits upon commencement of employment.  Any accrued vacation benefits 
may not be used until the employee has completed at least six (6) months of continuous 
service, measured from the date of commencement of employment.  Regular part-time 
employees working a minimum of twenty (20) hours per week accrue vacation on a pro-
rate basis.  "Continuous service" means service that is uninterrupted by termination of 
employment and subsequent rehire by the District.  Temporary employees and 
employees who work less than twenty (20) hours per week do not accrue vacation 
benefits.  Employees moving from a part-time position to a full-time position shall have 
their vacation pay entitlement calculated from the date of hire, based upon the number of 
hours workedbecoming eligible in accordance with the Memorandum of Understanding 
with the designated Employee Organization representing District Employees. 
 
  2020.12 Accrual - Employees are entitled to vacation as follows: 
 
Commencement of Employment 
through First Year:    7/12 of one day for 
      each full month 
      worked up to a maximum 
      of seven (7) days for 
      the first year. 
 
Second year through Fifth Year:  10/12 of one day  
      for each full month 
      worked up to a maximum 
      of 10 days per year. 
 
Sixth year through Tenth Year:  15/12 of one day for 
      each full month worked 
      up to a maximum of 15 
      days per year. 
 
Eleventh year and Thereafter:  20/12 of one day for 
       each full month worked 
      up to a maximum of 20 
      days per year. 
 
 2020.13 Administration: 
 
  (1) Maximum Accrual:  Vacation accruals may not exceed twice an 
employee’s current annual entitlement (for example, six weeks30 days for an employee 
with more than five years of service).  Once this maximum is reached, all further 
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accruals will cease.  Vacation accruals will recommence after the employee has taken 
vacation and the accrued vacation has dropped below the two-year maximum accrual. 
 
  (2)  Vacation Use:  All vacation days shall be taken no later than the 
calendar year immediately following the year in which they accrue, unless prior 
supervisor approval is obtained.  Employees may take their vacation time all at once, or 
gradually, with the prior approval of their supervisor. 
 
  (3)  Vacation Advances:  An employee may not take vacation before 
they have earned it, without the express authorization of the General Manager. 
 
  (4)  No Pay in Lieu of Vacation:  No employee will receive pay in lieu of 
vacation except on termination of his or her employment as provided for in Section (7) 
below. 
 
  (54)  Approval:  All vacations must be approved in advance by the 
employee’s supervisor. 
 
  (65)  Scheduling Conflicts:  Each January, vacations may be scheduled 
according to seniority.  Thereafter, scheduling of vacation will be done on a first come, 
first served basis at the discretion of the General Manager and should be scheduled at 
least one month in advance. 
 
  (76)  Vacation Pay on Termination:  On termination of employment, an 
employee will be paid all accrued but unused vacation. 
 
  (87)  Holidays:  A holiday that falls during a vacation period will be 
treated as a holiday and not as a day of vacation taken. 
 
  (98)  Vacation Accrual During Leaves of Absence:  If an employee 
takes an unpaid leave of absence, they will not earn vacation during the leave.  Vacation 
accruals will recommence when the employee returns to work. 
 
  (10)  Accrued vacation must be taken in increments of at least eight (8) 
hours. 
 
  (119)  Salaried employees will receive an additional five (5) days  of 
vacation each year to compensate for the loss of paid overtime. 
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SWEETWATER SPRINGS WATER DISTRICT 
Policy Title:     Holidays 
Policy Number:    2030 
Date Approved: _______________ 
Date Revised: _______________ 
 
 
 2030.10 Paid Holidays:  The District provides full-time employees the 
following paid holidays each year: 
 
NEW YEARS DAY - MARTIN LUTHER KING'S BIRTHDAY - PRESIDENTS' DAY - 
MEMORIAL DAY - INDEPENDENCE DAY - LABOR DAY - VETERAN'S DAY 
THANKSGIVING DAY - FRIDAY AFTER THANKSGIVING DAY and CHRISTMAS DAY 
 
  2030.11 In addition to the above listed holidays, each employee will 
be entitled to two (2) floating holidays to be scheduled by the General Manager on 
January 1st of each year.  If not scheduled by the General Manager, floating holidays 
are taken at the discretion of the employee, but must be taken within the calendar year.   
 
  2030.12 For each recognized holiday, eligible employees will 
receive a day off with pay. 
 
 2030.20 Pay in Lieu of Time Off:  The District may, in its discretion, require 
employees to work on scheduled holidays and provide pay in lieu of time off. 
 
 2030.30 Payment for Holidays:  In order to qualify to receive holiday pay an 
employee must work the scheduled day prior to and after the holiday. 
 
 2030.40 Weekends and Vacations:  When a scheduled holidays falls on a 
Sunday, it will be observed on the following Monday.  When a scheduled holidays falls 
on a Saturday, it will be observed on the preceding Friday.  Holidays that occur during 
youran employee’s vacation will not be counted as vacation days. 
 
 2030.50 Eligibility:  Part-time and temporary employees are ineligible for 
holiday benefits.  All employees are ineligible for holidays benefits that accrue while on 
leave of absence or during a disciplinary time off without pay situation. 
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SWEETWATER SPRINGS WATER DISTRICT 
Policy Title: Sick Leave 
Policy Number:    2040 
Date Approved: _______________ 
Date Revised: _______________ 
 
 
 2040.10 In order to help prevent loss of earnings that may be caused by 
accident or illness, the District has established paid sick leave. 
 
 2040.20 Eligibility:  All regular full-time employees begin accruing sick 
leave benefits upon commencement of employment at the rate of one day for each full 
month worked cumulative up to a maximum of twelve (12) days sick leave per calendar 
year.  Eligible rRegular part-time employees are eligible to accrue sick leave on a pro-
rata basis.  Temporary employees are ineligible to earn or receive sick leave benefits. 
 
 2040.30 Use: 
 
  2040.31 Sick leave may be taken for personal illness or disability in 
the employee's immediate family.  "Immediate family" is defined as the employee's 
domestic partner, spouse, employee’s, registered domestic partner’s or spouse’s 
children, or parents.   During each calendar year employees may use a minimum of one-
half of their annual allotment of sick leave to attend to disability in the employee’s 
immediate family.   Registered Domestic Partner is defined in Family Code Section 297.  
2040.31 Sick leave may be taken for personal illness or disability in the 
employee's immediate family.  "Immediate family" is defined as the employee's domestic 
partner, children or parents. 
 
  2040.32 Hours absent for medical and dental appointments will be 
treated as sick leave. 
 
  2040.33 The District retains the right to request a verification from a 
licensed medical practitioner for any absence due to illness or disability.  Sick pay may 
be withheld if a satisfactory verification is not received. 
 
 2040.40 Pay in Lieu of Sick Leave:  After the maximum accrual of 24 days, 
the District thereafter agrees to pay 50% of sick pay accrued but unused on an annual 
basis.  No sick pay will be paid in lieu of sick leave to employees who terminate their 
employment with the district or who are terminated by the District. 
 
 2040.50 Maximum Accrual:  Sick leave accruals may not exceed twenty-
four (24) days.  Once the maximum is reached, all further accruals will cease.  Sick 
leave accruals will recommence after the employee has  taken sick leave and the 
accrued sick leave has dropped below the maximum. 
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SWEETWATER SPRINGS WATER DISTRICT 
Policy Title: Leaves of Absence 
Policy Number:    2050 
Date Approved: November 17, 1992 
Date Revised:  August 3, 2006 (Ordinance 25) 
   January 3, 2008 (Ordinance 34) 
   March 5, 2009 (Ordinance 37) 
 


2050.10 Introduction:   Section 2050 covers:  
 


Leave Without Pay (Personal Leave).  Any employee who needs unpaid 
time off because vacation leave accumulations have been exhausted  (2050.20 
et seq). 
 


Medical Disability Leave.  Any employee who, as a result of a medical 
disability, becomes unable to perform the duties of his or her position, and any 
employee who becomes disabled on account of pregnancy, may be considered 
eligible for a medical disability leave (2050.30 et seq). 
 


Paid Family Leave.  Any employee who needs to attend to the birth, 
adoption, or serious illness of a child, or to care for a parent, spouse or 
registered domestic partner with a serious health condition may be considered 
eligible for paid family leave (2050.40 et seq). 
 


Industrial Leave (Worker’s Compensation)  Any employee who, as a 
result of an injury at work, is temporarily unable to work at the District in any 
capacity on the medical advice of the workers compensation doctor of record, will 
be considered on industrial leave (2050.50 et seq). 


 
Any employee who, as a result of a medical disability, becomes unable to 


perform the duties of his or her position, and any employee who becomes disabled on 
account of pregnancy, may be considered eligible for a medical disability leave. 


 
 Any employee who needs to attend to the birth, adoption, or serious 


illness of a child, or to care for a parent, spouse or domestic partner with a serious 
health condition may be considered eligible for family medical leave and/or paid family 
leave. 


 
 Any employee who, as a result of an injury at work, is temporarily unable 


to work at the District in any capacity on the medical advice of the workers compensation 
doctor of record, will be considered on industrial leave. 
 
 


2050.20 Leave Without Pay (Personal Leave): 
 


2050.21  The General Manager may grant employees leave of absence without 
pay for a period not to exceed thirty (30) days.  No leave shall be granted except upon 
written request of the employee.  Such requests shall be submitted to the General 
Manager.  Such leaves shall normally be granted to permit the employee to engage in 
activities that will increase his or her value to the District upon return, or because of 
personal hardship.  Employees may not be granted a leave of absence until all accrued 
vacation is taken.  Failure on the part of an employee on leave to report promptly at its 







Section 2000 P&P, Draft, June 15, 2011  13 


expiration may result in dismissal of the employee. Vacation and sick leave credits shall 
not accrue to an employee on leave of absence.  The decision of the General Manager 
on granting or refusing to grant a leave of absence or extension thereof shall be final. 


 
2050.22   Medical Insurance Contribution during Leave Without Pay. In situations 


when an employee has exhausted all eligible leave and the employee is on a leave 
without pay, the employee shall be required to contribute one-half of the monthly 
premium for health, dental and vision insurance prior to the District making its 
contribution. 
 
 
 2050.2030 Medical Disability Leave: 
 
  2050.2030.5 Introduction: Any regular full-time employee who, as a 
result of a medical disability, becomes unable to perform the essential duties of his or 
her position, and any employee who becomes disabled on account of pregnancy, may 
be eligible for placement on medical leave of absence.  Such medical leave of absence 
will be considered paid leave until exhaustion of the employee’s earned paid time off, 
(which includes accumulated sick leave, vacation, any unused floating holidays, 
administrative leave, or compensatory time), except that the employee shall have the 
option of leaving up to five (5) earned vacation days unexhausted for use following their 
return to work.  All other paid time off shall be exhausted at the beginning of the leave, 
with the remainder of the medical leave considered unpaid leave. 
 
  2050.2131 Duration of Disability Leave:  The leave shall continue so 
long as the employee remains unable to perform the essential functions of the 
employee’s position and there remains a reasonable basis to believe the employee will 
be able to resume performance of the essential functions at the end of theextends for 
the duration of the disability, up to a maximum of 180 calendar 120 business days, 
measured from the onset of the disability.  Additional extensions of leave time beyond 
180 calendar 120 business days may be granted upon written request of the employee 
at the sole discretion of the General Manager, or, if the General Manager is unavailable 
or is requesting the leave, the Board of Directors. 
 
  2050.2232 Verification of Disability:  The District reserves the right 
to request at any time that an employee confirm the existence and anticipated duration 
of his or her disability with a written verification from a licensed physician.   
 
  2050.2333 Sick Leave Accrual, Vacation Accrual, Holiday Pay, 
and Continuation of Paid Benefits:   
 


2050.233.1 Fully paid disability leave: During any period of 
fully paid absence relative to disability leave, the employee shall accrue 
paid time off and paid benefits. 


 
2050.2333.2 Partially paid, or part-time, disability leave:  


During any period of part-time absence relative to disability leave, the 
employee shall accrue pro-rated paid time off and pro-rated retirement 
benefits.  For the first ninety (90) calendar days of the any part-time 
absence due to disability leave, medical, dental, and other District paid 
insurance benefits will continue to be paid by the District in accordance 
with the District’s normal share for the employee.  After the first ninety 
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(90) days of partially paid or part-time disability leave, medical, dental, 
and other District-paid insurance benefits will continue for a maximum of 
an additional ninety (90) calendar days of disability leave so long as the 
employee pays the lesser of fifty percent (50%) or their pro-rated share of 
the District’s normal share for the employee for such insurance, in 
addition to the full employee’s normal share of such insurance. 


 
2050.2333.3 Unpaid disability leave: Neither sick leave nor 


vacation shall accrue during any period of unpaid absence relative to 
disability leave.  Employees on unpaid leave also do not receive holiday 
pay.  Medical, dental, and other District-paid insurance benefits will 
continue to be paid by the District in accordance with the District’s normal 
share for the employee for the first ninety (90) calendar days of any 
unpaid  and/or partially paid disability leave.  After the first ninety (90) 
days of unpaid and/or partially paid disability leave, medical, dental, and 
other insurance benefits will continue for a maximum of an additional 
ninety (90) calendar days of disability leave so long as the employee pays 
fifty percent (50%) of the District’s normal share for the employee for such 
insurance, in addition to the full employee’s normal share of such 
insurance.   


 
Additional extensions of benefit time beyond calendar 120 business days may be 


granted, upon written request by the employee, at the sole discretion of the General 
Manager, or, if the General Manager is unavailable or is requesting the leave, the Board 
of Directors. 
 
  2050.2434 Notice of Leave:  Employees whose disability leaves can 
be anticipated (i.e., leave for scheduled surgery or leave for pregnancy) are required to 
provide two weeks' advance written notice of the anticipated start of their period of 
disability. 
 
  2050.2535 Verification of Ability to Return:  The District reserves 
the right to require written verification from a licensed physician that an employee is 
physically fit to return to duty before permitting the employee to return to work. 
 
  2050.2636 Return to Part-Time Work:  An employee who has not 
fully recovered from his or her medical disability may request a return to work on a part-
time basis.  Such request must be accompanied by a written release from a licensed 
physician indicating that the employee is capable of performing work on a part-time 
basis.  Such request will may be granted at the sole discretion of the General Manager 
(or, if the General Manager is unavailable or is requesting the part-time work, the Board 
of Directors) based upon the needs of the District and the likelihood of, and the time in 
frame in which, the employee will return to full-time work.  If the request can be 
accommodated, the employee will be compensated according to his or her part-time 
work schedule (and will cease to be covered by the District's salary continuation policy 
for short-term disabilities).  District paid benefits will be paid in accordance with Section 
2050.23 above. 
 
  2050.2737 Subsequent Leave for the Same Disability:  If an 
employee returns to work from an approved disability leave of absence before the lapse 
of the maximum leave period of 180 120 business days measured from the onset of 
disability and thereafter is granted one or more additional leaves for the same disability, 
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the additional leaves may continue only until the employee has spent a combined total of 
180 120 business days absent from work due to disability.  After the lapse of 180 120 
business days of absence for the same disability, the District will consider medical 
separation or disability retirement as applicableemployee's employment with the District 
may be terminated, as discussed furtherprovided in Paragraph 2050.28 38 below.  
Whether or not additional leave is for the “same disability” is the decision of the General 
Manager, or if the General Manager is unavailable or is requesting the leave, the Board 
of Directors. 
 
  2050.2838 Holding of Positions/Termination:  To the extent 
feasible, the District will return the employee to the same position or a comparable 
position for which the employee is qualified at the end of the employee's disability leave.  
If no such positions are available, the District will place the employee on administrative 
leave (paid unless the employee has further paid leave balances)layoff, during which 
time the employee will be given a right of first recall to an opening in his or her same 
position or to an opening in a comparable position for which he or she is qualified.  The 
administrative leavelayoff, however, will last only until the combined period of absence 
due to disability and absence due to administrative leavelayoff totals 180 calendar 120  
business days.  After the lapse of this period, the employee's employment with the 
District may be medically separatedterminated, as determined by the General Manager 
(or, if the General Manager is unavailable or the one on leave, the Board of Directors). 
 
 
 2050.30 Family Medical Leave:   
 


 2050.31 Family Medical Leave.  During each calendar year 
employees may use a minimum of one-half of their annual allotment of sick leave to 
attend to the illness of a child, parent, spouse, or domestic partner of the employee.  
Employees who have been employed by the District for at least one year, and who are 
eligible for other benefits offered by the District are entitled to take up to two (2) months 
of family medical leave within a twelve (12) month period.  During this leave period, 
employees are required to use their accrued paid time off, (which includes accumulated 
sick leave, vacation, any unused eligible floating holidays, and administrative leave).  
After paid time off is exhausted, the leave shall be unpaid.  Family medical leave is 
permitted for the birth, adoption or serious illness of a child, or to care for a parent, 
spouse or domestic partner with a serious health condition. 
 
The following procedures shall apply only when an employee requests family medical 
leave: 
 
  2050.32 If the need for leave is foreseeable, the employee must 
provide reasonable advance notice to the supervisor or General Manager.  If the leave is 
needed due to a planned medical treatment or supervision, the employee must make a 
reasonable effort to schedule the treatment or supervision to avoid disruption to District 
operations. 
 
  2050.33 If the leave is needed to care for a sick child, spouse, 
domestic partner or parent, the employee must provide a certification from the health 
care provider which states: 
 
   a. Date of commencement of the serious health 


condition 
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   b. Probable duration of the condition 
 
   c. Estimated amount of time the health care provider 


will provide care 
 
   d. Confirmation that the serious health condition 


warrants participation of a family member 
 
  2050.34 The amount of leave actually granted by the District will be 
determined by what is reasonable under the circumstances and the operational needs of 
the District. 
 
  2050.35 A request for family medical leave may be denied when it is 
determined that to grant the request would be unduly disruptive to District operations.  
However, the District may not deny an employee’s request to use a minimum of one half 
of his/her accumulated allotment of sick leave to attend to the illness of a child, parent, 
spouse or domestic partner where the employee has provided adequate medical proof of 
the need for such leave. 
 
  2050.36 The District may deny a family medical leave request to 
care for a child where the child's other parent is already taking family leave or is 
unemployed. 
 
  2050.37 An employee taking family medical leave will be allowed to 
continue participating in any health and welfare benefit plans during a period of unpaid 
leave, as long as the employee pays fifty percent (50%) of the expense for employee 
coverage and may continue coverage for dependents so long as the employee pays the 
full cost of dependent coverage. 
 
  2050.38 The cumulative amount of leave from disability, personal 
leave or family medical leave may not exceed 180 calendar days in duration, measured 
from the first day of the leave. 
 
 2050.40 Paid Family Leave: 
 
  2050.41 Eligibility:  Employees who are covered by State Disability 
Insurance (SDI) are eligible for Family Temporary Disability Insurance (FTDI) benefits 
while taking care of family member(s) in accordance with state law.  These benefits are 
paid by the State Employment Development Department.  There is no requirement that 
the employee have worked for the District any particular length of time before being 
entitled to this leave.  However, no employee can receive more FTDI benefits than he or 
she earned in wages during the base period for calculating benefits.  Employees are not 
eligible if they are receiving State Disability insurance (SDI), workers’ compensation or 
private insurance payments in lieu of such payments. 
 
Employees are eligible for this leave under the following circumstances: 
 
   (1) For the birth and care of a newborn child, or the placement 
and initial care of an adopted or foster care child, or 
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   (2) To care for an employee’s spouse, child, parent or 
registered domestic partner with a serious health condition.  However, an employee is 
not eligible to receive FTDI benefits for any day that another family member is able and 
available for the same period of time that the employee is providing care. 
 
  2050.42 Definitions of all applicable terms will be in accordance 
with state law relating to Family Temporary Disability Insurance (California 
Unemployment Insurance Code section 3300 et seq.). 
 
  2050.43 Request for Leave.  Requests for paid family leave must 
be approved in advance by the employee’s supervisor and General Manager.  Since the 
need for the family leave is included within the need for family medical leave, the same 
procedures for making requests for family medical leave and scheduling of leave shall 
apply to requests for paid family leave.  As with family medical leave, the employee must 
submit medical certification to the District to justify the request for such leave. 
 
  2050.44 Duration of Paid Family Leave.  According to law, 
Eemployees are entitled to a maximum of six (6) weeks paid family leave in a twelve-
(12) month period.  Such leave runs concurrently with family medical leave.  An 
employee is not entitled to more than a maximum of two (2) months leave in a twelve 
(12) month period to care for a family member. 
 
  2050.45 Compensation During Leave.  According to law, 
eEmployees are entitled to be paid FTDI benefits while on family leave, replacing 
approximately fifty-five percent (55%) of an employee’s wages.  Payment for these 
benefits is funded through employee contributions to SDI.  The employee is solely 
responsible to apply for this compensation from the State Employment Development 
Department (EDD).  The district has no obligation to ensure that employees receive 
FTDI payments. 
 
  2050.46 Waiting Period and Use of Vacation.  The law requires 
that tThere will be a seven (7) day “waiting period” before an employee on family leave 
may begin receiving FTDI payments.  If available, employees must use two (2) weeks of 
earned and unused vacation before receiving FTDI benefits.  The first week of vacation 
shall count as the “waiting period” before the employee may begin receiving FTDI 
payments. 
 
 2050.50 Industrial Disability Leave (Workers Compensation) 
 
 Any employee who, as a result of an injury at work, is temporarily unable to work 
at the District in any capacity on the medical advice of the workers compensation doctor 
of record, will be considered on industrial leave. 
 


It is the intent of the District to attempt to have available light duty work for 
employees with an open workers compensation claim.  However, should an employee’s 
injuries require a period of part-time or full-time industrial disability leave, the provisions 
below shall apply: 
 
  2050.51 Compensation During Leave.  According to law, 
eEmployees who are entitled to temporary disability indemnity (TDI) will receive 
compensation to replace approximately sixty-seven (67%) of their wages. (Labor Code 
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Section 46544564.)  The district has no obligation to ensure that employees receive TDI 
payments. 
 
  2050.52 Waiting Period and Use of Sick Leave.  The lawLabor 
Code 4652 requires that there be a three (3) calendar day “waiting period” before an 
employee may begin receiving TDI payments.  (Labor Code 4652).  If an employee 
misses work during these 3 days, employees must use available sick leave.  However, if 
the employee misses more than 3 calendar days and requests and receives TDI for the 
initial 3-day period, they must reimburse the District for any sick leave compensation 
received during that 3-day period.  The sick leave time reimbursed will be credited back 
to the employee’s time-off accruals.  
 
When an employee is receiving full or partial TDI they will have the option of 
supplementing their TDI payment with sick or vacation leave equaling 25% of the hours 
missed on a pay-period to pay-period basis. 


 
 Example 1: An employee who misses a full 80-hour payroll period would 


have the option of using 20 hours of sick or vacation accruals to 
supplement their TDI check;  


 
 Example 2: An employee who misses 40 hours of an 80-hour payroll 


period would have the option of using 10 hours of sick or vacation 
accruals to supplement their TDI check.) 


 
Employees who are working at the District but have an open worker’s compensation 
claim must use their sick leave (or other available leave if their sick leave is exhausted) 
for any claim-related doctor appointments. 


 
  2050.53 Accrual of benefits/time off.  Employees with an open 
workers compensation claim shall continue to receive the District-provided share for 
health care, whether they are working at the District during the claim or are on industrial 
leave.  Employees shall remain responsible for the employee share of health benefits.   
 
 Employees with an open workers compensation claim shall receive pro-rated 
retirement benefits contributions in accordance with the number of hours worked 
each pay period. 
 


Employees with an open workers compensation claim shall continue to receive 
full time off accruals (sick, vacation, administrative leave), whether or not they are 
working at the District during the claim or are on industrial leave. (Source: Labor Code 
Section 132aA case law)  


 
Employees who have an open worker’s compensation claim will be paid pro-


rated holiday pay in accordance with the number of hours worked during that holiday 
pay period. 
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SWEETWATER SPRINGS WATER DISTRICT 
Policy Title: Open Door 
Policy Number: 2060 
Date Approved: _______________ 
Date Revised: _______________ 
 
 
 2060.10 The Purpose of the Open Door policy is to implement the 
philosophy of the District that employees should be encouraged to raise their work-
related concerns informally with their supervisors and the General Manager.  The District 
will attempt to keep all such expressions of concern, their investigation, and the terms of 
their resolution confidential, recognizing, however, that in the course of investigating and 
resolving the concerns some dissemination of information to others may be appropriate. 
 
 2060.20 Employees are encouraged to raise work-related concerns with 
their immediate supervisor as soon as possible after the event that causes the concern.  
After discussion with their supervisor, if the problem is still not resolved, the concern 
should be taken to the General Manager who may schedule a meeting with between the 
supervisor and employee to further discuss the matter. 
 
  2060.21 Employees are encouraged to pursue discussion of  work 
related concerns until the matter is fully resolved.  It may not always be possible to 
achieve the result the employee desiredyou want, but if not, the District will attempt in 
each case to explain why.  The District believes that employee concerns are best 
addressed through informal and open communication.  No employee will be disciplined 
or otherwise penalized for raising a good-faith concern.  If an employee feels that 
his/hertheir work related concern should be brought to the attention of the District by 
written complaint and formal investigation, the "Internal Complaint Review" policy may 
be used.should be followed. 
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SWEETWATER SPRINGS WATER DISTRICT 
Policy Title: Employee Benefits 
Policy Number: 2055 
Date Approved: November 17, 1992 (Reso. No. 104) 
Date Revised: July 1, 1993 
 
 
 2055.10 The District provides benefits for its regular full-time eligible 
employees.  The District reserves the right to eliminate or modify any of its benefits at 
any time. 
 
 2055.20 Insurance Benefits 
 
   
  2055.22 Medical, Dental and Vision Insurance:  All regular full-
time employees and their dependents are eligible to participate in the District's health, 
dental, and vision insurance plan starting the first day of the month following 
commencement of employment.  The terms of this participation shall be defined by the 
Memorandum of Understanding with the designated Employee Organization 
representing District Employees   
 
   
  2055.24 Conversion/Post Employment Insurance Options:  
Pursuant to the Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA), 
eligible employees and their dependents may be entitled to continue insurance coverage 
after employment with the District ceases. 
 
  2055.25 Insurance Coverage Information:  Eligibility requirements 
and further information concerning insurance coverage are fully explained in information 
available from the General Manager. 
 
 2055.30 Retirement Plans 
 
  2055.31 Deferred Compensation.  All employees are eligible to 
participate in the District’s adopted deferred compensation plans at commencement of 
employment.  This is an optional employee benefit to which the District does not 
contribute.  Further information concerning the features and requirements of this plan 
are explained in information available from the General Manager. 
 
  2055.32 Pension Plan.  All regular full time employees are eligible 
to participate in a District paid retirement program.  Future employees of the District will 
be eligible to participate in the program one (1) year following commencement of their 
employment. The district may contribute a percentage of an employee’s base salary.   
 
   2l60.321 Vesting.  Ownership of Contributions is based on 
years of service, known as a vesting schedule.  Full vesting (100%) will be at the sixth 
(6th) year of employment. 







Section 2000 P&P, Draft, June 15, 2011  21 


SWEETWATER SPRINGS WATER DISTRICT 
Policy Title: Internal Complaint Review 
Policy Number:  2070 
Date Approved: _______________ 
Date Revised: May 5, 2005 
 
 
 2070.10 Purpose and Scope:  The purpose of Internal Complaint Review is 
to afford all employees of the District the opportunity to seek internal resolution of their 
work-related complaints.  For purposes of this provision, a “work-related complaint” is 
defined as any violation of the District’s Personnel Rules (but does not include 
complaints or grievances related to disciplinary actions).  The “Internal Complaint 
Review Policy" is intended to supplement the "Open Door Policy" described under 
Section 2060, which states the philosophy of the District that all employees have free 
access to their immediate supervisor and to the General Manager to informally express 
their work-related concerns.  The District will attempt to treat all internal complaints and 
their investigation as confidential, recognizing, however, that in the course of 
investigating and resolving internal complaints some dissemination to others may be 
appropriate.  The provisions of this policy are applicable to those employees not covered 
by a Memorandum of Understanding containing a grievance procedure. 
 
 2070.20 Procedure 
 
  2070.21 Filing of Complaint:  Complaints should be filed within 
seven (7) days after the date of the events that the employee knew, or reasonably 
should have known, gavegive rise to the alleged violation of the District’s Personnel 
Rules by completing a Complaint Form available from the General Manager.  Complaint 
Forms must be filled out completely and must set forth in detail the basis for an 
employee's complaint or violation of the District’s Personnel Rules.  The original of the 
Complaint Form should then be given to the General Manager.  If an employee does not 
present the grievance, or does not appeal the decision rendered regarding the grievance 
within the time limits specified above, the grievance shall be considered resolved. 
 
  2070.22 Investigation:  The General Manager will date and log all 
Complaint Forms and provide an acknowledgment of receipt to the employee submitting 
the complaint stating that the complaint is under review.  All complaints will be reviewed 
within ten (10) working days of submission. 
 
  2070.23 The General Manager or his/her designee will investigate 
the allegations of the complaint by meeting separately with the employee filing the 
complaint and others who either are named in the complaint or who may have 
knowledge of the facts set forth therein. 
 
  2070.24 On completion of its investigation, the General Manager 
will report the conclusions to the employee who filed the complaint.  A copy of all formal 
grievance decisions shall be placed in the employee's permanent personnel file. 
 
 2070.30 Appeal:  If an employee is not satisfied with the decision of the 
General Manager, regarding the complaint, the employee may seek review of the matter 
by the District Board of Directors. The Board of Directors shall, as soon as possible, agendize 
the complaint for consideration.   The District Board of Directors shall determine whether the 
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complaint states a violation of the Personnel Rules, and if so, what shall be the remedy.  
The decision of the District Board of Directors shall be final.  
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SWEETWATER SPRINGS WATER DISTRICT 
Policy Title: Termination, Discipline, and Rules of Conduct 
Policy Number: 2080 
Date Approved: _______________ 
Date Revised:  September 1, 2005 (Ord. 27) 
 
 
 2080.10 Termination: 
 
  2080.11 Voluntary Termination:  The District will consider an 
employee to have voluntarily terminated his or her employment if an employee does any 
of the following: 
 


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


date specified by the District; or 
(3) Fails to report for work without notice to the District for three 


consecutive days. 
 
  2080.12 Involuntary Termination:  An employee may be 
terminated involuntarily for reasons that may include poor performance, misconduct, or 
other violations of the District's rules of conduct as set forth below.  Notwithstanding this 
list of rules, the District reserves the right to discharge with or without cause and with or 
without prior notice. 
 
  2080.13 Termination Due to Reorganization, Economics, or 
Lack of Work:  From time to time, the District may need to terminate an employee as a 
consequence of reorganization, job elimination’s, lack of work, changed business 
conditions, or other factors unrelated to an employee’s performance.  Termination for 
any of the foregoing reasons shall be deemed to be “for cause”.  Should the District 
consider such termination’s necessary, the Ddistrict is committed to providing all affected 
employees with advance notice when practical.  Layoff benefits associated with such 
termination’s, if any, will be as specified in the notice. 
 
 2080.20 Discipline and Rules of Conduct 
 
  2080.21 Policy:  Employees are expected to observe certain 
standards of job performance and good conduct.  When performance or conduct do not 
meet District standards, the District will endeavor when it deems appropriate to provide 
the employee a reasonable opportunity to correct the deficiency.  If, however, the 
employee fails to make the correction, he or she will be subject to discipline including 
termination. 
 
 The rules set forth below are intended to provide employees with fair notice of 
what is expected of them.  Necessarily, however, such rules cannot identify every type of 
unacceptable conduct and performance.  Therefore, employees should be aware that 
conduct not specifically listed below but which adversely affects or is otherwise 
detrimental to the interests of the District, other employees, or customers, may also 
result in disciplinary action. 
 
  2080.22 Job Performance: Employees may be disciplined for poor 
job performance, including but not limited to the following: 
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1. Below average work quality or quantity; 
2. Poor attitude (for example, rudeness or lack of cooperation 


demonstrated with supervisors, management staff or fellow 
employees); 


3. Excessive absenteeism, tardiness, or abuse of break and 
lunch privileges; 


4. Failure to follow instruction or District procedures, or; 
5. Failure to follow established safety regulations. 


 
  2080.23 Misconduct:  Employees may be disciplined for 
misconduct, including but not limited to the following: 
 


1. Insubordination; 
2. Dishonesty; 
3. Theft; 
4. Discourtesy; 
5. Misuse of or destroying District property or the property of 


another on District premises; 
6. Violating Conflict of Interest rules; 
7. Disclosing or using confidential or proprietary information 


without authorization; 
8. Falsifying or altering District records, including the 


application for employment; 
9. Interfering with the work performance of others; 
10. Altercations; 
11. Harassing, including sexually harassing, employees or 


customers; 
12. Being under the influence of, using, or possessing alcohol or 


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


13. Gambling on District premises or while conducting  District 
business; 


14. Sleeping on the job or leaving the job without  authorization; 
15. Possessing a firearm or other dangerous weapon on District 


property or while conducting district business; 
16. Being convicted of a crime that indicates unfitness for the job 


or raises a threat to the safety or well being of the District, its 
employees, customers, or property; 


17. Failing to report to the District, within five (5) days, any 
conviction under any criminal drug statute for a violation 
occurring in the workplace; and. 


18. Misuse of or falsifying overtime or on-call compensation. 
 
  2080.24 Attendance:  In addition to the general rules stated above, 
employees may be disciplined for failing to observe the following specific requirements 
relating to attendance: 
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1. Reporting to work on time, observing the time limits for rest 


and lunch periods, and obtaining approval to leave work 
early; and 


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


 
  2080.25 Discipline Procedure:  Except as set forth below, 
discharge for poor performance ordinarily will be preceded by an oral or written warning, 
or a suspension without pay, such prior step(s) being preferred or recommended, but not 
required.  The General Manager has the right to proceed directly to a written warning or 
to termination for misconduct or performance deficiency, without resort to prior 
disciplinary steps, when in the General Manager’s judgment such action is appropriate. 
 


  2080.25.1 For employees who are not “at-will”, who have “for 
cause” rights, and who are not covered by a discipline process in an MOU, the following 
procedures shall apply.   
 


  2080.25.2 Minor Disciplinary Action:  In cases involving oral or 
written reprimands or suspensions of five (5) days or less, the General Manager or 
supervisor shall issue a written notice of discipline, describing the discipline, the basis 
for the discipline, and attaching any documents upon which the discipline is based.  The 
affected employee may respond by submitting a rebuttal to be lodged in the employee’s 
personnel file, but no further appeal shall be permitted. 
 


  2080.25.3 Major Disciplinary Action:  In cases involving 
suspensions of more than five (5) days, demotions, or termination, the General Manager 
or supervisor shall first issue a notice of intent to discipline, describing the intended 
discipline, the basis for the discipline, and attaching any documents upon which the 
discipline is based.  The affected employee shall have a right to respond, orally or in 
writing, to this notice before the discipline is imposed.   
 


  2080.25.3.1 The District shall set the meeting 
approximately one (1) week from the date of the notice, unless a different time 
and date is set by mutual agreement.  The General Manager, or designee, shall 
convene a meeting to review the employee’s response and position before 
imposing discipline.  The employee shall be entitled to a representative of his/her 
choice; provided, however, that the inability of a particular representative to 
attend the meeting shall not be a cause requiring a continuance of the meeting.  
At the meeting, the employee shall be provided the opportunity to respond and to 
present any new information for consideration by the District. 
 


  2080.25.3.2 At some reasonable time after the employee 
has been provided an opportunity to respond to the charges, the District shall 
issue a final notice of discipline.  The notice shall include the final decision, the 
effective date of the discipline and the facts upon which the discipline is based. 
 


  2080.25.3.3 Appeal of Major Disciplinary Action:  
Employees who have “for cause” rights have the right to appeal the final decision 
imposing major disciplinary actions.  The notice of appeal must be received 
within seven (7) calendar days from the date of the final notice of discipline, or 
the right to appeal is waived and the discipline shall become final. 
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  Upon receipt of a notice of appeal, the General Manager 


shall inform the Board of Directors of the proposed disciplinary action and the 
fact that the employee who is the subject of such action has requested an appeal 
of the proposed action. 
 


  The appeal shall be heard by an independent hearing 
officer to be selected by the General Manager from a list of hearing officers that 
has been pre-approved by the District Board of Directors. 


 
  The General Manager shall select two (2) proposed 


hearing officers from the District’s pre-approved list to serve as a hearing officer 
for the particular appeal.  The selection of proposed hearing officers shall be 
given to the employee who will then have the right to “strike” one of the hearing 
officers submitted by the General Manager.  The employee shall provide written 
notice to the General Manager of his/her election to have one of the hearing 
officers stricken, such notice to be provided no later than seven (7) calendar days 
from being given the names of the proposed hearing officers.  Any hearing officer 
who is not “stricken” will be eligible to serve as the hearing officer for the appeal. 
 


  The costs of the hearing officer shall be borne by the 
District.  Either party may request that the matter be transcribed, and the 
requesting party shall bear the expense of the transcript. 
 
   The hearing officer shall have the authority to convene the 
hearing, receive evidence through testimony and documents and make findings 
of fact and conclusions about the discipline.  The hearing officer may recommend 
an outcome, but the final authority rests with the General Manager.  The hearing 
officer shall serve a recommended decision on the District, including each Board 
member of the District, and the employee.  The General Manager shall issue a 
final decision.  The General Manager’s decision is reviewable by administrative 
writ of mandamus. 


 
  2080.26 Exit Interview:  Employees who leave the District for any 
reason may be asked to participate in an exit interview.  This interview is intended to 
permit terminating employees the opportunity to communicate their views regarding their 
work with the District, including job duties, job training, job supervision, and job benefits.  
At the time of the interview, employees are expected to return all District furnished 
property, such as uniforms, tools, equipment, I.D. cards, keys, credit cards, documents, 
and handbooks.  Arrangements for clearing any outstanding debts with the District 
and/or receiving final pay will be made at this time. 
 
 2080.30 Employment at Will:  Nothing in this Guideline Policy is intended to 
alter the at-will status of employment with the District.  Any at-will employee or the 
District may terminate the employment relationship at any time with or without cause and 
with or without prior notice.  The District reserves its right to terminate any employment 
relationship without resort to the above disciplinary procedures.  Only the Board of 
Directors of the  District Board of Directors has the authority to alter this arrangement, to 
enter into an agreement for employment for a specified period of time, or to make any 
agreement contrary to this policy.  Furthermore, any such agreement must be in writing 
and signed by the General Manager of the District after Board authorization.  Changes in 
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the at-will employment structure of the Sweetwater Springs Water District may only be 
made by a majority vote of the Board of Directors at a public meeting. 
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 SWEETWATER SPRINGS WATER DISTRICT 
Policy Title: Employee Classifications/Compensation 
Policy Number: 2090 
Date Approved: _______________ 
Date Revised: __3/14/02 (Resolution 02-10) 
 
 
 2090.10 This policy shall apply to all District employees. 
 
 2090.20 Employee Classifications: 
 
  2090.21 By Number of Hours Worked 
 
   (1)  Full-Time Employees:  Full-time employees are all those 
having a regular work schedule of forty (40) hours per week. 
 
   (2)  Part-Time Employees:  Part-time employees are all those 
having a regular work schedule of less than forty (40) hours per week. 
 
  2090.22 By Length of Employment 
 
   (1)  Temporary Employees:  Temporary employees are all those 
hired under special assignment with the specific understanding that such work will be 
completed within a short period of time. 
 
   (2)  Regular Employees:  Regular employees are all others. 
 
  2090.23 By Method of Payment 
 
   (1)  Salaried Employees:  Salaried employees are all those who 
are paid a fixed salary and not by the hour.  These positions are usually 
management/supervisorial positions. 
 
   (2)  Hourly Employees:  Hourly employees are all those whose 
wages are paid by the hour and fluctuate according to the number of hours worked.
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  2090.24 By Eligibility for Overtime 
 
   (1)  Nonexempt Employees:  Nonexempt employees are all 
those who are eligible to be paid for overtime work in accordance with the provisions of 
applicable wage and hour laws. 
 
   (2)  Exempt Employees:  Exempt employees are all those who 
are not eligible for overtime pay. 
 
 2090.30 Compensation 
 
  2090.31 Compensation at Hiring: 
 
   (1)  New Employees:  Unless authorized by a majority vote of the 
Board of Directors, all newly appointed employees shall be paid at the first step of the 
salary range for the position to which the employee is appointed except as provided 
elsewhere herein. 
 
   (2)  Former Employees:  A person who previously held a full-time 
position from which the person was separated in good standing may, when re-employed 
in a position with the same or lower pay range than held at separation, be appointed at 
the same salary rate which was paid at the effective date of the person's termination, or 
the nearest lower applicable step for the range to which the person is appointed, 
provided such re-employment occurs within twelve (12) months from the date of said 
termination. 
 
  2090.32 Merit Advancement Within Range 
 
   (1)  Merit Advancement :  Merit advancement increases are 
provided when, in the opinion of the Supervisor and/or General Manager an employee's 
performance warrants an adjustment in salary.  Merit increases are based on job 
performance, evaluations, and observation of an employee's work and can be affected 
by attitude, special training or educational courses.  In the field positions, merit increases 
may be awarded when an employee receives certification from the State of California for 
Graded Water Treatment Operator licenses.  Salary review on an individual basis will be 
scheduled at least once each year and more frequently if warranted. 
 
 
   (2)  Salary ranges:  Salary ranges for all positions are evaluated 
on an annual basis. 
 
 
 2090.40 Promotion 
 
  2090.41 It shall be the policy of the District to promote from within 
whenever possible, and to encourage employees to apply for all positions for which they 
are qualified.  A recruitment will take place for all vacancies within a classification and a 
hiring list shall be maintained for a reasonable period of time and may be extended for 
up to one year by the General Manger. 
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 2090.50 Performance Development Program 
 
  2090.51 Hourly and salaried nonexempt employees receive 
performance reviews after the first six (6) months of employment and annually 
thereafter.  More frequent performance review schedules may be established for specific 
employees.  Exempt employees receive performance reviews annually. 
 
  2090.52 The purpose of the review is to evaluate the current level 
of performance of an employee and to examine the progress made since the last review 
as well as establish goals for the next review.  Performance reviews should not be 
confused with salary advances.  While one may affect the other, they are separate 
issues and a satisfactory performance review does not always indicate an increase in 
salary and likewise an increase in salary can be awarded without a performance review. 
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SWEETWATER SPRINGS WATER DISTRICT 
Policy Title: Personnel Records 
Policy Number: 2100 
Date Approved: _______________ 
Date Revised: _______________ 
 
 
 2100.10 It is important that District personnel files will contain current 
information regarding each employee.  The District requires that tThe General Manager 
shall be informed immediately whenever there are changes in an employee’s personal 
data such as address, telephone number, marital status, number of dependents, and 
person(s) to notify in case of emergency.  It is also necessary toEmployees will  report 
any pending court action which may affect an employee's ability to perform the duties for 
which they were hired. 
 
 2100.20 Employees have the right to inspect personnel files at reasonable 
times on reasonable notice.  Copies of any document in personnel files may be provided 
employees upon request.  Personnel files are the property of the District and information 
contained in them will not be duplicated or forwarded without notification to the affected 
employee.  .  All personnel information and records are to be considered as confidential 
to the extent allowed by Federal or State law.  The District policy is to require all 
personnel files to be maintained in a secure and private condition and to have all 
employees manage personnel information in that manner. “(CSDA section 2032) – P 
recommendation 
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SWEETWATER SPRINGS WATER DISTRICT 
Policy Title: Smoking/Dress/Grooming/Health Standards 
Policy Number: 2110 
Date Approved: November 17, 1992 
Date Revised: May 11, 1994 (Resolution No. 155) 
 
 
 2110.10 Smoking:  Smoking shall be prohibited in all enclosed facilities 
within a the place of employment without exception.  This includes common work areas, 
auditoriums, classrooms, conference and meeting rooms, private offices, elevators, 
hallways, medical facilities, cafeterias, employee lounges, stairs, restrooms, vehicles 
and all other enclosed facilities.  The smoking policy shall be communicated to all 
employees within three weeks of its adoption, and at least annually thereafter and the 
General Manager shall supply a written copy of the smoking policy to any existing or 
prospective employees. 
 
 2110.20 Dress Code & Grooming Standards:  It is in the District's best 
interests to present a professional image to customers and the public.  Accordingly, 
while the District has no formal dress code, it is expected that all employees will dress in 
a manner consistent with good hygiene, safety, and good taste.  Employees whose jobs 
require them to come in contact with the public are expected to wear apparel consistent 
with that worn by persons dealing with the public in the community in similar capacities.  
Field crew will be expected to wear the uniform provided to them and keep their hair at a 
length which will be consistent with safety standards.  This policy applies to facial hair as 
well.  Field crew are expected to wear pants that are clean and without holes. 
 
 2110.30 Allowances:  Uniforms will be provided and maintained for all field 
crew employees.  Additionally, employees will be provided with a boot allowance of 
$70.00 to cover the cost of OSHA approved footwear.  Employees may submit receipts 
for reimbursement of the boot allowance.  The uniforms to be worn by field employees 
shall be selected by the General Manager. Employees will be provided boot allowances 
and uniforms as negotiated in the current Union Memorandum of Understanding and 
employee contracts. 
 
 2110.40 Health:  Employees are expected to report to work fit to perform 
their assigned tasks.  Employees who report to work but whose state of health may not 
permit them to satisfactorily complete assigned tasks or who may create a danger to 
themselves or others may be referred to a doctor for a determination as to fitness for 
work.  Upon affirmative recommendation from the doctor, the District may take any 
appropriate action including placing an employee on involuntary leave until such time as 
the employee is fit for duty. 
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SWEETWATER SPRINGS WATER DISTRICT 
Policy Title: Employment of Relatives 
Policy Number: 2120 
Date Approved: _______________ 
Date Revised: _______________ 
 
 
 2120.10 Employment:  Employment of relatives of employees is 
discouraged.  Relatives of present employees may be hired by the District only if (1) the 
individuals concerned will not work in a direct supervisory relationship, and (2) the 
employment will not pose difficulties for supervision, security, safety or morale.  
Relatives are defined as domestic partners, children, sisters, brothers, mothers, or 
fathers, and persons related by marriage. 
 
 2120.20 Present Employees:  Present employees who marry or who 
become related by marriage, will be permitted to continue employment with the District 
only if they do not work in a direct supervisory relationship with one another, or 
otherwise pose difficulties for supervision, security, safety or morale.  If employees who 
marry, or who become related by marriage, do work in a direct supervisory relationship 
with one another, the District will attempt to reassign one of the employees to another 
position for which he or she is qualified, if such a position is available.  If no such 
position is available, then one of the employees will be required to leave the district 
unless the General Manager recommends a waiver of this provision and this decision is 
confirmed by the Board of Directors.  
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SWEETWATER SPRINGS WATER DISTRICT 
Policy Title: Safety Program 
Policy Number: 2130 
Date Approved: _______________ 
Date Revised: _______________ 
 
 
 2130.10 General:  The District strives to maintain safe working conditions.  
The success of our safety program depends on the cooperation of everyone.  
Employees are asked to learn the safety rules and observe them at all times, and to 
immediately report any potential safety hazards, injuries or accidents to their Supervisor 
or the General Manager.  The location of the nearest doctor and/or medical facility is 
posted on the bulletin board. 
 
 2130.20 OSHA Binder:  The District maintains a current OSHA safety 
binder which is available to all field crew employees.  Field crew employees are required 
to review the binder and sign an acknowledgment which indicates their understanding of 
the material contained therein. 
 
 2130.30 Periodic Meetings:  Periodic safety meetings and inservice 
programs are provided during weekly staff meetings to allow time within the work 
schedule to address areas of concern and promote the education of employees relative 
to on the job safety. 
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SWEETWATER SPRINGS WATER DISTRICT 
Policy Title: Security/Confidential Information 
Policy Number: 2140 
Date Approved: _______________ 
Date Revised: _______________ 
 
 
 2140.10 General:  The security of employees, employee property, and 
District property is of vital importance to the District.  All employees share responsibility 
to ensure that proper security is maintained.  Any breach of security should be reported 
promptly to the General Manager. 
 
 2140.20 Confidentiality:  District property includes not only tangible 
property, like desks and typewriters, but also intangible property such as information.  As 
a public entity, the District's records are generally available for public review and copying 
pursuant to the California Public Records Act.  However, there are a variety of 
exemptions in that Act allowing certain records to be closed to public review.  In addition, 
the California Constitutional protection of privacy rights dictates that certain information 
be kept confidential.  Personnel files and trade secrets are examples of confidential 
information.  Employees or Directors may not disclose or use confidential information 
except as their jobs require.  Anyone who violates this guideline will be subject to 
discipline and possible legal recourse.  All inquiries for records should be directed to the 
General Manager. 
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SWEETWATER SPRINGS WATER DISTRICT 
Policy Title: Aids and Aids Related Conditions in the 
   Workplace 
Policy Number: 2150 
Date Approved: _______________ 
Date Revised: _______________ 
 
 
 2150.10 General:  The District recognizes that Acquired Immune 
Deficiency Syndrome (AIDS), related conditions such as AIDS Related Complex (ARC), 
and persons with seropositive test results pose significant concerns for employees in the 
workplace.  Accordingly, we have established the following guidelines for handling 
issues that may arise when an employee is affected by this potentially fatal disease. 
 
 2150.20 Safety:  The District is committed to maintaining a safe and 
healthy work environment for all employees. 
 
 2150.30 Treatment by District:  Consistent with this commitment, the 
District will treat AIDS the same as other illnesses in terms of employee policies and 
benefits, group health and life insurance, disability leaves of absence, and other 
disability benefits which the District provides. 
 
 2150.40 Continuation of Employment:  Based on overwhelming medical 
evidence and scientific opinions, including statements from the U.S. Public Health 
Service Center for Disease Control, the AIDS virus is not casually transmitted in ordinary 
social or occupational settings or conditions.  Therefore, subject to changes in available 
medical information, District employees with AIDS or any of its related conditions may 
continue to work as long as they are able.  The District will provide AIDS afflicted 
employees with reasonable accommodation as long as they are medically and physically 
able to perform the duties of their position.  Co-workers may not refuse to work or 
withhold their services for fear of contracting AIDS by working with an AIDS afflicted 
person, and may not harass or otherwise discriminate against an AIDS afflicted 
employee.  Employees who engage in such behavior by refusing to work, or by 
harassing or otherwise discriminating against any AIDS afflicted employee will be 
subject to discipline and possible termination. 
 
 2150.50 Information:  Recognizing the need for employees to be accurately 
informed about AIDS, the District will provide information regarding the facts about this 
disease, how it is transmitted, and how best to prevent it from spreading.  Employees 
who would like this information should contact the General Manager. 
 
 2150.60 Notification:   Employees with AIDS or any of its related 
conditions or who are concerned about AIDS are encouraged to contact the General 
Manager to obtain additional information. 
 
 2150.70 Confidentiality:  The District will treat all medical information 
obtained from employees with AIDS or any of its related conditions confidentially as 
required by law.  If employees have any questions about this guideline or its 
interpretation or the information on which it is based, employees should contact the 
General Manager. 
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 SWEETWATER SPRINGS WATER DISTRICT 
Policy Title: Employee Benefits 
Policy Number: 2160 
Date Approved: November 17, 1992 (Reso. No. 104) 
Date Revised: July 1, 1993 
 
 
 2160.10 The District provides benefits for its regular full-time eligible 
employees.  The District reserves the right to eliminate or modify any of its benefits at 
any time. 
 
 2160.20 Insurance Benefits 
 
  2160.21 Workers Compensation Benefits:  The District carries 
workers' compensation insurance coverage as required by law to protect employees 
who are injured on the job.  This insurance provides medical, surgical, and hospital 
treatment in addition to payment for loss of earnings that result from work-related 
injuries.  Compensation payments begin from the first day of an employee's 
hospitalization or after the third day following the injury if an employee is not 
hospitalized.  The cost of this coverage is paid completely by the District. 
 
  2160.22 Medical, Dental and Vision Insurance:  All regular full-
time employees and their dependents are eligible to participate in the District's health, 
dental, and vision insurance plan starting the first day of the month following 
commencement of employment.  The premium cost for eligible employees and their 
dependents is paid by the District.  Should the premiums increase at any time, the 
employee will be responsible to pay the difference..   
 
  2160.23 Premium Payments for Employees on Leave:  The 
District will pay one-half the premiums for continuation of group insurance benefits 
during the first 180 days of any authorized leave. 
 
  2160.24 Conversion/Post Employment Insurance Options:  
Pursuant to the Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA), 
eligible employees and their dependents may be entitled to continue insurance coverage 
after employment with the District ceases. 
 
  2160.25 Insurance Coverage Information:  Eligibility requirements 
and further information concerning insurance coverage are fully explained in various 
brochures available from the General Manager. 
 
 2160.30 Retirement Plans 
 
  2160.31 Deferred Compensation.  All regular full time employees 
are eligible to participate in the District’s adopted deferred compensation plan starting 
the first day of the month following commencement of employment.  This is an optional 
employee benefit which the District does not contribute to.  Further information 
concerning the features and requirements of this plan are fully explained in various 
brochures available from the General Manager. 
 
  2160.32 Pension Plan.  All regular full time employees as of July 1, 
1993 are eligible to participate in a District paid retirement program.  Future employees 
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of the District will be eligible to participate in the program one (1) year following 
commencement of their employment. The district will contribute a percentage of an 
employee’s base salary, as set by Resolution adopted by the Board, effective July 1, 
1993, which may be amended from time to time. 
 
   2l60.321 Vesting.  Ownership of Contributions is based on 
years of service, known as a vesting schedule.  Full vesting (100%) will be at the sixth 
(6th) year of employment. 
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SWEETWATER SPRINGS WATER DISTRICT 
Policy Title: Solicitation, Distribution and Bulletin 
   Boards 
Policy Number: 2170 
Date Approved: _______________ 
Date Revised: _______________ 
 
 
 2170.10 Solicitation:  Employees may engage in solicitation on District 
premises only during nonworking time and the nonworking time of the person being 
solicited.  Nonworking time means time during meals or breaks and before or after work. 
 
 2170.20 Distribution on Non District Materials:  Employees may distribute 
or circulate non-District written materials to other employees only in nonwork areas. 
 
 2170.30 Sale of Goods for ProfitSolicitation/Distribution of Non District 
Literature for Sale of Goods or Services:  Solicitation or distribution in any way 
connected with the sale of any goods or services for profit is strictly prohibited anywhere 
on District property at any time.  Similarly, solicitation or distribution of literature for any 
purpose by non-employees is strictly prohibited on the District's property at any time. 
 
 2170.40 Bulletin Boards:  The District has bulletin boards located 
throughout the facility for the purpose of communication with employees.  Postings on 
these boards are limited to District-related material including statutory and legal notices, 
safety and disciplinary rules, District policies, memos of general interest relating to the 
District, local operating rules, and other items.  All postings require the prior approval of 
the General Manager.  No postings will be permitted for any other purpose. 
 
 2070.50 Political Advertising:  No political advertising will be allowed on 
District bulletin boards. 
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SWEETWATER SPRINGS WATER DISTRICT 
Policy Title: Non-Fraternization 
Policy Number: 2180 
Date Approved: _______________ 
Date Revised: _______________ 
 
 
 2180.10 Non Fraternization:  In order to promote the efficient operation of 
the District's business and to avoid misunderstandings, complaints of favoritism, other 
problems of supervision, security, and morale, and possible claims of sexual 
harassment, managers and supervisors are forbidden to date or pursue romantic or 
sexual relationships with employees whom they supervise, directly or indirectly.  
Employees who violate this guideline will be subject to discipline, up to and including 
termination of employment. 
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SWEETWATER SPRINGS WATER DISTRICT 
Policy Title: Harassment 
Policy Number: 2190 
Date Approved: _______________ 
Date Revised:  August 3, 2006 (Ord. 32) 
 
 
 2190.1  The purpose of this policy is 


  (1)  To reaffirm Sweetwater Springs Water District’s commitment to 
prohibit and prevent unlawful discrimination and harassment in all workplaces of the 
District; 


  (2)  To define discrimination and harassment prohibited under this policy; 


  (3)  To set forth a procedure for resolving complaints of prohibited 
discrimination and harassment. 


 2190.2  This policy shall not be construed to create a private or independent 
right of action.  Although this policy is intended to prohibit discrimination consistently with 
Title VII of the Civil Rights Act of 1964, the California Fair Employment and Housing Act 
and California Labor Code Section 1102.1, the District reserves the right to interpret and 
apply this policy to provide greater protection than what is afforded under those laws.   


 2190.3  Statement of Policy.  The District is committed to providing an 
environment that is free from harassment and discrimination of any kind, including 
sexual harassment and harassment based on race, color, religion, national origin, 
ancestry, age, physical disability, mental disability, medical condition, marital status, and 
sexual orientation. Therefore, it is important that the District maintain an atmosphere 
characterized by mutual respect in order to assure fair, courteous treatment for 
employees and the public.   


  2190.4   The District strongly disapproves of and will not tolerate unlawful 
harassment or discrimination against District employees or applicants by elected or 
appointed officials, managers, supervisors or coworkers.  The District also strongly 
disapproves of unlawful harassment of District employees by persons with whom the 
District has a business, service or professional relationship.   


 2190.5   Unlawful harassment and illegal discrimination are considered 
serious acts of misconduct and will not be tolerated.  Employees who violate this policy 
and engage in acts of unlawful harassment or discrimination of any type, for any 
duration, shall be subject to severe disciplinary action, up to and including termination.  


 2190.6   Retaliation against individuals who complain of prohibited 
harassment or discrimination or who participate in an investigation into allegations of 
harassment or discrimination shall not be tolerated.  Employees who engage in such 
acts of retaliation shall be subject to serious disciplinary action, up to and including 
termination.   


 2190.7   Definitions 
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  2190.7.1 Prohibited discrimination and harassment for purposes of this 
policy, includes but is not limited to: 


   (1)  Verbal conduct such as epithets, derogatory comments or slurs, 
and lewd propositions on the basis of race, sex, religion, national origin, ancestry, 
disability, medical condition, marital status, age, or sexual orientation.  This includes, 
without limitation, inappropriate sex-oriented comments regarding an individual’s 
appearance, including dress or physical features, inappropriate comments of a sexual 
nature, or race or ethnicity-oriented slurs, stories and jokes. 


   (2)  Physical conduct such as assault, impeding or blocking 
movement, offensive touching, or physical interference with normal work or movement 
when directed at an individual on the basis of race, sex, religion, national origin, 
ancestry, disability, medical condition, marital status, age or sexual orientation.  This 
includes pinching, grabbing, patting, propositioning, leering, or making explicit or implied 
threats or promises in return for submission to physical acts. 


   (3)  Visual conduct such as derogatory pictures, posters, cartoons, or 
drawings related to race, sex, religion, national origin, ancestry, disability, medical 
condition, marital status, age, or sexual orientation.  This includes, without limitation, 
sending inappropriate emails of a sexual nature to employees, or viewing pornography 
either in magazines or on the internet in view of other employees, displaying pictures or 
objects depicting nude or scantily-clad or suggestively posed men or women; circulating 
derogatory or obscene notes, letters, emails or other literature. 


   (4)  Retaliation:  Adverse employment actions carried out in retaliation 
for an employee’s good faith submission of a discrimination or harassment complaint, or 
good faith participation in an investigation made pursuant to this policy. 


   (5)  Discrimination:  Adverse employment actions taken on account of 
sex, race, color, religion, national origin, ancestry, age, physical disability, mental 
disability, medical condition, marital status, or sexual orientation.   


  2190.7.2 Harassment on the basis of sex, race, color, religion, national 
origin, ancestry, age, physical disability, mental disability, medical condition, marital 
status, or sexual orientation is prohibited.  Verbal or physical conduct relating to these 
categories constitutes harassment when it: 


   (1)  Has the purpose or effect of creating an intimidating, hostile or 
offensive working environment; 


   (2)  Has the purpose or effect of unreasonably interfering with an 
individual’s work performance; or 


   (3)  Otherwise adversely affects an individual’s employment 
opportunities.   


  2190.7.3 Sexual harassment.   


     2190.7.3.1 Sexual harassment is a form of unlawful sex 
discrimination and will not be tolerated by the District.  Federal and State guidelines 
provide that unwelcome sexual advances, requests for sexual favors and other verbal, 
visual or physical conduct of a sexual nature constitute unlawful harassment when: 
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     (1) Submission to such conduct is made either explicitly or 
implicitly a term or condition of an individual’s employment. 


     (2) The submission to or rejection of such conduct by an 
individual is used as the basis for employment decisions affecting such individual; or 


     (3) Sexual advances, requests for sexual favors or other verbal 
or physical conduct of a sexual nature that has the purpose or effect of unreasonably 
interfering with an employee’s work performance or of creating an intimidating, hostile, or 
offensive work environment. 


     2190.7.3.2 Sexual harassment refers to conduct that is not 
welcome, that is offensive, that fails to respect the rights and dignity of others, that 
lowers morale and that, therefore, interferes with work effectiveness.   


  2190.8   Reporting Unlawful Harassment or Discrimination. 


   2190.8.1 Any employee who believes he or she has been unlawfully 
harassed or discriminated against should promptly report it orally or in writing to the 
employee’s supervisor, a division manager, or the District ManagerGeneral Manager.  
An employee is not required to complain first to a supervisor if that person is the 
individual who is harassing and/or engaging in discriminatory actions against the 
employee.  Instead, the employee may report the harassment/discrimination to any 
member of management. If the complaint involves the District ManagerGeneral 
Manager, the complaint should be referred to the District Counsel. 


  2190.8.2 Any supervisor or manager who receives a complaint of unlawful 
harassment/discrimination, or who observes or otherwise learns about such prohibited 
conduct is required to notify the District ManagerGeneral Manager.  Failure to do so may 
result in disciplinary action. The supervisor or manager shall at all times maintain the 
confidentiality of the complainant and complaint.   


 2190.9   Remedial Action  


  2190.9.1 Employees who believe they have been subject to prohibited 
harassment or discrimination are encouraged to submit a written complaint as soon as 
possible after the incident occurred.  The complaint should include details of the 
incident(s), name(s) of the individual(s) involved, and name(s) of witness(es). 


  2190.9.2 Upon receiving complaints of discrimination or harassment, the 
District may promptly undertake an investigation of the complaints.  The District may 
retain an outside investigator to conduct the investigation.  Any investigation and 
investigation report prepared relating to the complaint shall be kept confidential except 
as required by law.  If harassment or discrimination is found to have occurred in violation 
of this policy, the District shall take action to ensure or confirm that the harassment or 
discrimination at issue is stopped.  The District may take whatever measures are 
appropriate to ensure its workplaces remain free from unlawful discrimination or 
harassment.   


  2190.9.3 Employees found to have engaged in discrimination or 
harassment covered by this policy may be subject to disciplinary action up to and 
including termination of employment.  First-time violations of this policy, depending on 
the severity of the conduct, may lead to termination.  
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     Employees found to have been dishonest or uncooperative during 
an investigation into allegations of unlawful harassment or discrimination may be subject 
to disciplinary action up to and including termination of employment.   


 2190.10  No Retaliation.  Employees should feel free to report valid claims of 
unlawful harassment or discrimination without fear of retaliation of any kind.  The District 
will not retaliate against or tolerate retaliation against employees for making any 
complaint of unlawful harassment or discrimination in good faith, or against any 
employee for cooperating in an investigation.   


 2190.11  Dissemination of Policy.  Copies of the District’s Non-Discrimination 
and Harassment Policy and complaint procedures shall be provided to all employees of 
the District, and to all new employees at the time of hiring.   


 2190.12 Training.   The District may conduct training for its employees to 
assist them in learning how to recognize, avoid and correct conduct prohibited by this 
policy, in accordance with applicable law.  


 2190.13  DFEH and EEOC 


  2190.13.1  In addition to notifying the District about unlawful harassment, 
discrimination or retaliation, an affected employee may also direct his or her complaint to 
the California Department of Fair Employment and Housing (“DFEH”), which has the 
authority to conduct investigations of the facts.  The deadline for filing complaints with 
the DFEH is one (1) year from the date of the alleged unlawful conduct.  Employees may 
contact the nearest DFEH office or the Fair Employment & Housing Commission (FEHC) 
at the locations listed in the District’s DFEH poster or by checking with the statement 
government listings in the local telephone directory.   


  2190.13.2  An employee also has the right to direct his or her complaint to 
the federal Equal Employment Opportunity Commission (EEOC).   


 2190.14  Obligations of Employees 


  2190.14.1  Employees are responsible for knowing the District’s policy on 
nondiscrimination and harassment; refraining from discriminatory behavior, including 
harassment; reporting incidents of discrimination and harassment in a timely fashion; 
cooperating in any investigation concerning allegations of discrimination; and 
maintaining confidentiality concerning any investigation that is conducted.   


All employees are also encouraged to communicate with one another to assist co-
employees to avoid harassing, discriminatory, or otherwise offensive behavior.   
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SWEETWATER SPRINGS WATER DISTRICT 
Policy Title: Conflicts of Interest 
Policy Number: 2200 
Date Approved: _______________ 
Date Revised: _______________ 
 
 
 2200.10 Policy:  District employees are expected to devote their best 
efforts and attention to the full-time performance of their jobs.  Employees are expected 
to use good judgment, to adhere to high ethical standards, and to avoid situations that 
create an actual or potential conflict between the employee's personal interests and the 
interest of the District.  A conflict of interest exists when the employee's loyalties or 
actions are divided between the District's interests and those of another, such as a 
competitor or supplier.  Both the fact and the appearance of a conflict of interest should 
be avoided.  Employees unsure as to whether a certain transaction, activity, or 
relationship constitutes a conflict of interest should discuss it with their immediate 
supervisor or the General Manager for clarification. 
 
 2200.20 Conflicts Defined:  This guideline does not attempt to describe all 
possible conflicts of interest that could develop.  Some of the more common conflicts 
from which employees should refrain, however, include the following: 
 
  (1)  Accepting personal gifts, entertainment or work 
        from suppliers, or potential suppliers; 
  (2)  Using District assets or labor for personal use; 
  (3)  Acquiring any interest in property or assets of 
        any kind for the purpose of selling or leasing it 
        to the District; 
  (4)  Committing the District to give its financial or 
        other support to any outside activity or organization; 
  (5)  Developing a personal relationship with a 
        subordinate employee of the District that might 
        interfere with the exercise of impartial judgment 
        in decisions affecting the District or any 
        employees of the District. 
 
 2200.30 Governing Laws:  Because the District is a public entity, 
employees may be subject to a variety of specific laws governing conflict of interest and 
incompatibility of employment.  These laws are quite technical.  All questions should be 
directed to the General Manager who will refer the matter to District Counsel, if 
necessary. 
 
  2200.31 The primary law is The Political Reform Act (Government 
Code section 81000 et seq.).  This law has two main parts for District employees.  This 
law requires that certain designated employees fill out and file a financial statement and 
refrain from participating in decisions where it is reasonably foreseeable that there may 
be a material impact on an employee’s financial interest. 
 
  2200.32 Another law affecting conflicts of interest is Government 
Code Ssection 1090 et seq., which prohibits District officers and employees from being 
interested in any contract made by them in their official capacity or from being 
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purchasers (at any sale) or sellers (in any purchase) made by them in their official 
capacity. 
 
  2200.33 Finally, Government Code Ssection 1126 authorizes the 
District to establish guidelines for employees outside employmentregarding outside 
activities, which areis incompatible with District employment.  No district employee may 
perform any employment, activity or enterprise if it: 
 
  (1)  Involves the use, for private gain or advantage, of 
        District time, facilities, equipment and supplies; 
        or the badge, uniform, prestige, or influence of 
        District office or employment or, 
 
  (2)  Involves receipt or acceptance by the officer or 
        employee of any money or other consideration 
        from anyone other than his or her local agency  
        for the performance of an act which the officer or 
        employee, if not performing such act, would be 
        required or expected to render in the regular 
        course or hours of his or her local agency 
        employment or as a part of his or her duties as a 
        District officer of employee or, 
 
  (3)  Involves the performance of an act in other than  
        his or her capacity as a District officer or 
        employee which act may later be subject directly 
        or indirectly to the control, inspection, review, 
        audit, or enforcement of any other officer or 
        employee or the District, or 
 
  (4)  Involves the time demands as would render 
        performance of his or her duties as District 
        officer or employee less efficient. 
 
 2200.40 Notification:  Employees are advised to notify the General 
Manager of any proposed employment, activity or enterprise which may create an 
incompatibility so as to avoid violating these rules. 
 
 2200.50 Failure to Comply:  Failure to adhere to these guidelines, including 
failure to file the required statement, disclose any conflicts or take an appropriate action, 
will result in discipline, up to and including termination of employment.  Employees 
disciplined under these provisions may appeal the decision of the General Manager to 
the District Board of Directors by filing a written notice of appeal with the District within 
five (5) days after notification of such decision.  The decision of the Board of Directors is 
final. 
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SWEETWATER SPRINGS WATER DISTRICT 
Policy Title: Inspections and Searches for Prohibited 
   Materials and for Company Property on 
   Company Premises 
Policy Number: 2210 
Date Approved: _______________ 
Date Revised: _______________ 
 
 
 2210.10 Purpose of the Guideline: 
 
  2210.11 The District believes that maintenance of a workplace that 
is free of drugs, alcohol, and other harmful materials is vital to the health and safety of its 
employees and to the success of the District's purpose.  The District also intends to 
protect against the unauthorized removal of District property and to assure its access at 
all times to District property, records, documents, and files.  Accordingly, the District has 
established this Guideline concerning inspections and searches for prohibited materials 
and for District property on District premises.  This Guideline applies to all employees of 
the District. 
 
 2210.20 Definitions: 
 
 For purposes of this Guideline: 
 
  (1)  "Prohibited materials" means firearms or other 
        weapons; explosives and/or hazardous materials 
        or articles; illegal drugs or other controlled 
        substances as defined in the District's Drug-Free 
        Workplace Guidelines; drug-related paraphernalia; 
        and alcoholic beverages of District property that 
        you are not authorized to have in your possession. 
 
   (2)  "District premises" includes all premises and 
        locations owned or leased by the District or under 
        the control of the District, including parking 
        lots, lockers, and storage areas. 
 
  (3)  "Reasonable suspicion" includes a suspicion that 
        is based on specific personal observations such as 
        an employees manner, disposition, muscular 
         movement, appearance, behavior, speech, or breath 
 
         odor; information provided to management by 
        an employee, by law enforcement officials, by a 
        security service, or by other persons believed to 
        be reliable; or a suspicion that is based on other 
        surrounding circumstances. 
 
  (4)  "Possession" means having the substance or 
        property on one's person or otherwise under one's 
        control. 
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 2210.30 Inspections and Searches: 
 
   2210.31 Access to Company Property 
 
  (1)  In order to assure access at all times to District 
        property, and because employees may not always 
        be available to produce various documents, records, 
        files, or other items of District property that are 
        properly in yourtheir possession when they are needed 
        in the ordinary conduct of the District's business, the 
        District reserves the right to conduct a routine inspection 
        or search at any time for District property. 
 
  (2)  Routine searches or inspections for District property 
        may include employeesyour office, desk, file cabinet, closet, or 
        similar places where you may place District property, 
        whether or not such places are locked, including 
        company vehicles. 
 
  (3)  Because even a routine search for District property 
        might result in the discovery of employeesyour personal 
        possessions, theyyou are encouraged not to bring into 
        the workplace any item of personal property which 
        you they do not want to reveal to the District.
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  2210.32 Prohibited Materials: 
 
  (1)  Inspections or searches for prohibited materials 
        on District premises will be conducted whenever 
        the District has reasonable suspicion to believe 
        that employees may be in possession of such 
        materials in violation of this Guideline. 
 
  (2)  Inspections or searches for prohibited materials 
        may be conducted by an independent security 
        service or by the District with its own personnel. 
 
  (3)  Inspections or searches for prohibited materials 
        may include your employees office, desk, file cabinet, 
        closet or similar places where you they may place 
        personal possessions, (whether or not such places 
        are locked), including company vehicles. 
 
  (4)  The District reserves the right to take appropriate 
        action to prevent any employee from removing 
        District property without authorization. 
 
 2210.40 Disciplinary Action 
 
  (1)  If employees are found to be in possession of 
        prohibited materials in violation of this 
        Guideline and/or in violation of applicable 
        guidelines such as the Guideline on a Drug-Free 
        Workplace Guideline, they will be subject to 
        discipline, up to and including discharge, 
        regardless of the District's reason for conducting 
        the search or inspection. 
 
  (2)  Employees will be given a receipt for any 
        materials that were found in their possession 
        (or that the District suspected of being in their 
        possession). 
 
  (3)  If, after further investigation, it is determined that 
        the materials collected were not prohibited by the 
        Guideline, the collected materials will be returned 
        (except as provided below) and a receipt will be 
        obtained.  In cases where it is suspected that the 
        collected materials consist of illegal drugs or other 
        controlled substances, the District will arrange for 
        disposition in accordance with advice from the 
        Drug Enforcement Administration or other 
        appropriate law enforcement authorities.  In cases 
        where the collected materials consist of (or are 
        suspected of consisting of) firearms or other weapons, 
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        explosives, or other hazardous materials or articles, 
        the District reserves the right to dispose of the 
        materials in whatever manner that it deems to be in 
        the interest of safety to its employees or to return the 
        materials at a designated time and location. 
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SWEETWATER SPRINGS WATER DISTRICT 
Policy Title: Drug Free Workplace 
Policy Number:    2220 
Date Approved: _______________ 
Date Revised: _______________ 
 
 
 2220.10 Purpose of Guideline 
 
  2220.11 It is the intent of the District to maintain a workplace that is 
free of drugs and alcohol and to discourage drug and alcohol abuse by its employees.  
The District has a vital interest in maintaining safe and efficient working conditions for its 
employees.  Substance abuse is incompatible with health, safety, efficiency, and 
success at the District.  Employees who are under the influence of a drug or alcohol on 
the job, endanger their own health and safety and the health and safety of others, and 
can cause a loss of efficiency, productivity, or a disruptive working environment.  It is the 
intent of these guidelines to comply with the Drug-Free Workplace Act of 1988, Public 
Law 100-690. 
 
  2220.12 To further its interest in avoiding accidents, to promote and 
maintain safe and efficient working conditions for its employees, and to protect its 
business, property, and operations, the District has established this Guideline 
concerning the use of alcohol and drugs.  As a condition of continued employment with 
the District, employeesyou must abide by this Guideline. 
 
 2220.20 District Consent for Use of Legal Drugs: 
 
  2220.21 Use of Legal Drugs:  The District recognizes that it may 
be necessary for employees to use legal drugs from time to time.  The District also 
recognizes that an employee who is using legal drugs might become impaired by the 
drug such that the employee's ability to perform or to perform safely would be 
compromised.  In order to accommodate employees who might be required to use legal 
drugs, and to help assure that no serious adverse consequences in the workplace result 
from such drug use, employees are required to obtain the District's consent under the 
circumstances listed in Section 2220.22, below. 
 
  2220.22 When Consent is Required:  If employees know or 
should know that their use of legal drugs might endanger them or someone else, pose a 
risk of significant damage to District property, or substantially interfere with your job 
performance, they must report such drug use to the General Manager and obtain the 
District's consent to continue working.  The District reserves the right to have a District 
physician or an employee's own physician determine whether it is advisable for 
him/herthem to continue working while taking such drugs. 
 
  2220.23 Duty to Disclose:  If employees operate or are 
responsible in any way for the operation, custody, or care of District property, or for the 
safety of any other person, they have a duty to disclose the nature of their job duties to 
any prescribing physician and/or to a District physician and to inquire of such 
physician(s) whether use of the drugs prescribed might result in the dangers, risk, or 
impairment that this Guideline is intended to prevent. 
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  2220.24 Restrictions on Work:  The District may restrict work 
activities while employees are using legal drugs or require that a medical leave of 
absence be taken while under the influence of such drugs. 
 
  2220.25 Duty to refrain from Working if Impaired:  If the District 
permits employees to work while using legal drugs, affected employees cannot report for 
work in any case if they are impaired by the use of the drugs if the impairment might 
endanger their safety or the safety of anyone else, pose a risk of significant damage to 
District property, or substantially interfere with job performance or the efficient operation 
of the District. 
 
 2220.30 Prohibited Conduct 
 
  2220.31 Scope:  The prohibitions of this section apply wherever the 
interest of the District may be adversely affected, including any time employees are: 
 
  (1)  On District premises; 
 
  (2)  Conducting or performing District business, 
        regardless of location; 
 
  (3)  Operating or responsible for the operation, 
        custody, or care of District equipment or other 
        property; or 
 
  (4)  Responsible for the safety of others. 
 
  2220.32 Alcohol:  The following acts are prohibited and may 
subject an employee to discharge or mandatory testing: 
 
  (1)  Unauthorized use, possession, purchase, sale, 
        manufacture, distribution, transportation, or 
        dispensation of alcohol; or 
 
  (2)  Being under the influence of alcohol. 
 
  2220.33 Illegal Drugs:  The following acts are prohibited and may 
subject an employee to discharge or mandatory testing: 
 
  (1)  Use, possession, purchase, sale, manufacture, 
        distribution, transportation, or dispensation of 
        any illegal drug or other controlled substance; or  
 
  (2)  Being under the influence of any illegal drug or 
        other controlled substance. 
 
  2220.34 Legal Drugs:  The following acts are prohibited and 
subject an employee to discharge: 
 
  (1)  Abuse of any legal drug; 
 
  (2)  Purchase, sale, manufacture, distribution, 
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        transportation, dispensation, or possession of any 
        legal prescription drug in a manner inconsistent 
        with law. 
 
 2220.40 Disciplinary Action 
 
  2220.41 Discharge for Violation of Guidelines:  A first violation of 
this Guideline may result in immediate discharge. 
 
  2220.42 Discretion Not to Discharge:  The District, in the 
discretion of the General Manager, may choose not to discharge an employee for a first 
violation of this Guideline if the violation did not: 
 
  (1)  Cause an injury to or endanger the employee's 
        safety or the safety of anyone else; 
 
  (2)  Result in significant damage to District property  
        or pose a risk of significant damage; or 
 
  (3)  Involve the possession of illegal drugs or other 
        controlled substances (in quantities greater than 
        the law allows). 
 
 Such a discretionary choice by the District not to discharge is conditioned on the 
employee’s satisfactory completion of an approved drug or alcohol abuse assistance or 
rehabilitation program when recommended by the District.  An employee not discharged 
for a first violation of this Guideline, will receive a final written warning and immediate 
suspension without pay for a period of ten (10) calendar days at the discretion of the 
General Manager. 
 
  2220.43 Effect of Criminal Conviction:  If an employee is 
convicted under a criminal drug statute for a violation occurring in the workplace or 
during any District-related activity or event, they will be deemed to have violated this 
Guideline. 
 
  2220.44 Effect of Second Violation:  A second violation of this 
Guideline at any time will result in an employee's immediate discharge. 
 
  2220.45 Effect of Discharge on Eligibility for Rehire:  If 
discharged for a violation of this Guideline, an employee will not be eligible for rehire by 
the District. 
 
 2220.50 Drug Free Awareness Program 
 
  2220.51 Employee Awareness:  The District has established a 
Drug-Free Awareness Program that is designed to inform employees about the dangers 
of drug abuse in the workplace.  From time to time, the District will provide  current 
information about available programs for counseling and rehabilitation. 
 
  2220.52 Management Awareness:  Managers and supervisors 
should be attentive to the performance and conduct of those who work with them and 
should not permit an employee to work in an impaired condition or otherwise in violation 
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of this Guideline.  When management has reasonable suspicion to believe an employee 
or employees are working in violation of this Guideline, prompt action will be taken. 
 
  2220.53 Criminal Convictions:  Employees are required by this 
Guideline to notify the District of any conviction under a criminal drug statute for a 
violation occurring in the workplace or during any District-related activity or event not 
later than five (5) days after the conviction is received.  When required by federal law, 
the District will notify any federal agency with which it has a contract of any employee 
who has been convicted under a criminal drug statute for a violation occurring in the 
workplace. 
 
 2220.60 Unregulated or Authorized Conduct: 
 
  2220.61 Customary Use of Over-the-Counter Drugs:  Nothing in 
this Guideline is intended to prohibit the customary and ordinary use of over-the-counter 
drugs, so long as such activity does not violate any law or result in an employeeyou or 
anyone else being under the influence of drugs in violation of this Guideline. 
 
  2220.62 Off-the-Job Conduct:  Nothing in this Guideline is 
intended to regulate conduct off the job, so long as off-the-job use of alcohol or drugs 
does not result in an employee being under the influence of or otherwise impaired by the 
use of alcohol or drugs in violation of this Guideline. 
 
  2220.63 Use of Alcohol or Legal Drugs:  The General Manager 
will maintain a list of circumstances in which the use or possession of certain legal drugs 
or alcohol is authorized (such as certain medicine or drugs in medicine chests or 
alcoholic beverages during certain business meetings or social functions), and will 
communicate the authorization as appropriate.  Changes to the authorization require the 
prior written approval of the General Manager.  If an employee is required to use legal 
drugs, and they know or should know that use of such drugs might result in working 
while impaired by the drugs in violation of this Guideline, they are encouraged to contact 
their own physician and the General Manager to find out whether it is advisable for them 
to work while using those drugs.  In such cases, the District reserves the right to have a 
District physician determine whether it is advisable for an employee to continue working 
while taking the drugs.  Except as otherwise provided in this Guideline, employees may 
not assume that their possession, use, purchase, sale, manufacture, distribution, 
transportation, or dispensation of alcohol or drugs is authorized unless they have been 
notified in writing by the General Manager. 
 
 2220.70 Confidentiality 
 
  2220.71 Disclosures made to the District concerning an individual’s 
use of legal drugs or participation in any drug or alcohol counseling or rehabilitation 
program will be treated confidentially. 
 
 
 2220.80 Counseling 
 
  2220.81 If an employee suspects that they may have an alcohol or 
drug problem, even in the early stages, they are encouraged voluntarily to seek 
diagnosis and to follow through with the treatment as prescribed by qualified 
professionals.  The District is committed to providing reasonable accommodation to 
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employees whose drug or alcohol problem classifies them as handicapped under federal 
and/or state law.  Employees wishing to voluntarily enter and participate in an approved 
alcohol or drug rehabilitation program, are encouraged to contact the General Manager, 
who will determine whether the District can accommodate them by providing unpaid 
leave for the time necessary to complete participation in the program.  It should be 
noted, however, that participation in a rehabilitation program will not necessarily shield 
an employee from the imposition of disciplinary action for a violation of this guideline, 
particularly if discipline is imposed for a violation occurring before an employee seeks 
assistance. 
 
 2220.90 Drug Testing 
 
  2220.91 When a supervisor reasonably suspects that an employee 
is intoxicated or under the influence of alcohol and/or drugs as prohibited by this 
Guideline, that supervisor must immediately report such suspicion to the General 
Manager who will consider what action to take. 
 
  2220.92 The General Manager may request that an employee 
submit to a drug and/or alcohol test when the General Manger has a reasonable 
suspicion that an employee is intoxicated or under the influence of drugs or alcohol as 
prohibited under this Guideline. 
 
  2220.93 “Reasonable Suspicion”  is a belief based on objective 
facts sufficient to lead a reasonable prudent person to suspect that an employee is 
under the influence of drugs or alcohol so that the employee’s ability to perform the 
functions of the job is noticeably impaired or so that the employee’s ability to perform 
his/her job safely is reduced; or where an accident involving District property is coupled 
with one or more of the examples below. 
 
   For example, any of the following, alone or in combination, may 
constitute reasonable suspicion: 
 
   1.  Slurred speech; 
   2.  Alcohol odor on breath; 
   3.  Unsteady walking or movement; 
   4.  Extreme unusual behavior; 
   5.  Possession of alcohol or drugs; 
   6.  Information obtained from a reliable person 
        relative to any conduct exhibited by an 
                                     individual under items 1-5 above. 
 
  2220.94 When the General Manager requests that an employee 
submit to a drug and/or alcohol test, he or she shall document in writing the facts 
constituting reasonable suspicion that the employee in question is intoxicated or under 
the influence of alcohol and/or drugs. 
 
  2220.95 If an employee refuses any proper order to submit to a 
drug and or alcohol analysis upon request, the disciplinary provisions under section 
2220.40 may be applied by the General Manager, including immediate discharge. 
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  2220.96 The General Manager should make reasonable effort to 
provide for safe transportation to the testing facility or home when there is a reasonable 
suspicion that an employee is intoxicated or under the influence of alcohol or drugs. 
 
  2220.97 The drug/alcohol test samples will be taken at a laboratory 
certified by the State Department of Health and selected by the District which uses basic 
forensic standards and following strict chain of custody procedures.  Strict confidentiality 
shall be maintained relative to the names and circumstances involved with regard to 
requests for drug/alcohol testing.  The following standards shall be used to determine 
what levels of detected substances shall be considered as positive: 
 
SUBSTANCE        SCREENING TEST        CONFIRMATION 
 
 
Amphetamines           500 ng/ml amphetamine         500 ng/ml GC-MS 
Cocaine                     300 ng/ml metabolite             300 ng/ml GC-MS 
Opiates                      300 ng/ml morphine              300 ng/ml GC-MS 
Phencyclidine             75 ng/ml                              75 ng/ml GC-MS 
Marijuana                   50 ng/ml                              50 ng/ml GC-MS 
                                                                               (Delta 9-THC) 
Barbiturates                300 ng/ml                              300 ng/ml GC-MS 
Benzodiazapines         300 ng/ml                              300 ng/ml GC-MS 
Ethyl Alcohol                0.04%                                      0.04% 
 
  2220.98 The initial test will generally utilize immunoassay 
techniques of the urine sample.  To insure against false positives, all specimens 
identified as positives shall be confirmed utilizing gas chromatography/mas opectrometry 
(GC/MS) technique. 
 
  2220.99 Retesting of original specimens shall be permitted at the 
request of the employee/applicant and at the requesting person’s expense, if the request 
for retesting is received within twenty-four (24) hours of receiving notification of his/her 
results.  Retesting shall correspond exactly with the initial testing methods and 
procedures.
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SWEETWATER SPRINGS WATER DISTRICT 
Policy Title: Proof of Right to Work 
Policy Number: 2230 
Date Approved: _______________ 
Date Revised: _______________ 
 
 
 2230.10 General Rule:  Under federal law, all new hires must produce 
original documentation establishing their identity and right to work in the United States, 
and complete INS Form I-9, swearing that they have a right to work in the United States.  
Documentation must be produced within three (3) business days of hire, or on the first 
day of any employment that is less than three (3) business days.  Required 
documentation must be presented to the General Manager who will be responsible for 
processing the documents.  If appropriate documentation is not received within this time, the 
employment relationship will be terminated.   
 
 2230.20 Documentation:  Any one of the following documents may be used 
to establish both identity and employment eligibility: 
 
  (1)  United States passport (current or expired); 
  (2)  Certificate of United States Citizenship; 
  (3)  Certificate of Naturalization; 
  (4)  Unexpired foreign passport with employment 
        authorization stamped in the passport or with 
        employment authorization stamped on INS 
        Form I-94 attached to the passport; 
  (5)  Alien Registration Receipt Card or Resident Alien 
        card ("Green Card"), with photograph; 
  (6)  Temporary Resident Card (INS Form I-688); or 
  (7)  Employment Authorization Card (INS Form I-688A). 
 
 2230.30 Alternative Proof:  If applicant cannot produce one of the 
documents listed above, two (2) documents are required:  one to prove identity, and 
another to prove employment eligibility. 
 
 2230.40 Eligibility:  The following documents are acceptable to establish 
employment eligibility (but not identity); 
 
  (1)  Social Security card (other than one that has "not 
        valid for employment purposes" printed on its 
        face); 
  (2)  Birth certificate bearing a seal or other certification  
        from any state, county, or city or from the U.S. 
        Department of State; 
  (3)  Unexpired INS employment authorization; 
  (4)  Native American tribal document; or 
  (5)  Other INS documents indicating authorization 
        to work, including Citizen Identification Card 
        (INS Form I-197), unexpired INS Refugee Travel 
        Document (INS Form I-571), or unexpired INS 
        Re-Entry Permit (INS Form I-327). 
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 2230.50 Identity:  The following documents are acceptable as proof of 
identity (but not employment eligibility) 
 
  (1)  State-issued drivers license or I.D. card with 
        photograph; 
  (2)  Canadian drivers license; 
  (3)  School I.D. card with photograph; 
  (4)  Voter's registration card; 
  (5)  U.S. military card or military dependent's 
        identification card; 
  (6)  I.D. card issued by federal, state or local 
        government agencies or entities; or 
  (7)  Native American tribal document. 
 
 2230.60 Maintenance of Record:  Authorization documents will be copied 
and placed with the employee's Form I-9 in a special file separate from the employee's 
Personnel File. 
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SWEETWATER SPRINGS WATER DISTRICT 
Policy Title: Travel/Educational Reimbursement 
Policy Number: 2240 
Date Approved: _______________ 
Date Revised: June 5, 2008 
 
 
 2240.10 Policy:  The purpose of this policy is to establish guidelines for 
reimbursement of expenses of employees while on District authorized business.  
(Director travel/educational reimbursement is addressed in Section 4070 of these 
policies and procedures.) 
 
 2240.20 Mileage Reimbursement:  When personal autos are used on 
approved District business, the District will reimburse for mileage in accord with the 
current Union contract MOU (currently the IRS standard mileage rate).  A 
Reimbursement Form must be submitted to substantiate travel. 
 
 2240.30 Travel allowance:  The District may grants a monthly travel 
allowance to the General Manager and the Field Manager for mileage incurred in 
conducting District business.  Supporting documentation for the monthly travel 
allowance, including 


(1) Date 
(2) Distance traveled, and 
(3) Nature of business 


shall be submitted to and approved by the General Manager on a quarterly basis (March 
31, June 30, September 30, and December 31).  Travel allowance paid in excess of the 
supporting documentation using the accepted IRS mileage rate shall be calculated and 
reported on an annual basis on the employee’s W-2 form in accordance with the 
applicable IRS rules. 
 
 2240.40 Reimbursement for Seminars/Other Functions:  If an employee is 
attending a function on behalf of the District and costs are incurred, such costs shall be 
subject to reimbursement on the following conditions: 
 
  2240.41 Attendance and overnightte accommodations areis pre-
authorized by the General Manager.  Payment for tuition for educational programs, 
overnite overnight accommodations and transportation costs should be separately 
identified. 
 
  2240.42 The most economical mode and class of transportation 
reasonably consistent with scheduling needs and space requirements must be used, 
using the most direct and time-efficient route.  Government and group rates must be 
used when available. 
 
  2240.43 Reimbursement for meals shall not exceed the regular 
federal M&IE per diem rate established for Santa Rosa, California, unless appropriate 
receipts documenting the expenses are presented with the reimbursement request.  As 
of the date of the adoption of this ordinanceof June 2008, the rates are as follows: 
 
  Breakfast: $12, including gratuities 
  Lunch:  $18, including gratuities 
  Dinner:  $31, including gratuities 
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  2240.44 A Reimbursement Form must be completed with 
appropriate receipts attached. 
 
 2240.50 Expenses Not Reimbursed: The District will specifically not 
reimburse for any personal expenses including of the following: 
 
  (1)  Alcoholic beverages consumed, while attending 
        functions authorized under this policy. 
  (2)  The cost of any expenses incurred by spouses, domestic 
        partners, children or friends. 
  (3)  Items of a personal or long term nature not relative 
        to district business such as clothing, materials not  
        related to water district business or entertainment. 
  (4)  Mechanical repairs to private vehicles used in traveling 
        to and from the destination. 
  (5)  Any personal items lost or stolen while at approved 
        functions. 
 
 2240.60  Educational Assistance: Reimbursement for approved 
courses of study shall be in accord with the current Union contract. 
 
 2240.70 Licensing/Certification. Reimbursement of costs for the 
State Department of Health licenses, certifications, and exams shall be in accord with 
the current Union contractMOU. 
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SWEETWATER SPRINGS WATER DISTRICT 
Policy Title: Advancement of Wages 
Policy Number: 2250 
Date Approved: _______________ 
Date Revised: _______________ 
 
 
 2250.10 Policy:  Advancement of wages prior to a regular pay day is not a 
privilege which an employee may use at his/her discretion, but may be authorized by the 
General Manager at their his/her discretion only.  
 
 2250.20 Request:  Employees requesting payment of wages in advance of 
regular pay days shall submit said request to the General Manager. 
 
 2250.30 Authorization:  The General Manager may authorize the requested 
advancement of wages to the extent the amount requested does not exceed the wages 
accrued (excluding applicable deductions) by the employee to the date of said request. 
 
 2250.40 Frequency:  Requests for advancement of wages may be 
submitted only once in any pay period, and frequent requests shall be grounds for denial 
of authorization. 
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SWEETWATER SPRINGS WATER DISTRICT 
Policy Title: Continuity of Service 
Policy Number: 2260 
Date Approved: _______________ 
Date Revised: _______________ 
 
 
 2260.10 Policy:  For full-time employees in all classifications, length of 
continuous service with the District will be used as the basis for determining benefits 
such as sick leave and vacation time.  Length of continuous service will also be one of 
the considerations in promotions, demotions and layoff. 
 
 2260.20 Accumulation:  Continuous service with the District will start with 
the commencement of employment and will continue until an employee is discharged for 
cause; voluntarily terminates his/her employment; or is laid off. 
 
 2260.30 Continuity:  Continuity of an employee's service will not be broken 
by absence for the following reasons, and his/her length of service will accrue for the 
period of such absence during an industrial disability; while on authorized absence 
without pay for less than thirty (30) days in a calendar year; or while such absence is 
governed by applicable state and/or federal laws such as military, National Guard, or 
Fire service. 
 
 2260.40 Re-Employment List:  A re-employment list shall be maintained by 
the District.  The re-employment list shall be used to determine the order in which part-
time and temporary employees shall be employed when other than full-time work is 
available and additional employees are needed.  The list shall be arranged on the basis 
of seniority.  An individual is considered to have seniority if his/her length of service, as 
defined above is greater than that of another individual on the list.  An individual on the 
re-employment list may be rehired in order of seniority to fill a vacant position within a 
specific job classification if he/she was previously employed within said job classification 
or within a job classification requiring higher qualifications, and/or satisfies the 
qualifications as specified in the job description for said vacant position; and 
 
 2260.50 Availability to Work:  When an individual on the re-employment list 
is called to work and is unavailable to work, the next person on the list having seniority 
and satisfying the conditions listed in Section 23702260.40 (should be 2260.40?) above, 
shall be called.  If an individual is called to work three (3) times without being available to 
work, his/her name may be removed from the re-employment list.  An individual shall be 
removed from the re-employment list when he/she notifies the District that he/she has 
taken a permanent position elsewhere and is unavailable to work for the District. 
 
 2260.60 Eligibility for List:  Full-time employees who are laid off will be 
placed on the re-employment list and shall receive seniority based on previously earned 
length-of-service. 
 
 2260.70 Maintenance of Records:  Previous full-time employees who were 
laid off and called back for work not being full-time in nature will have their employment 
service records maintained so that they accumulate length of service as they work on an 
"hour-for-hour" basis. 
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 2260.80 Part-time Employees.  For regular part-time employees i.e. 
employees who work a minimum of twenty (20) hours per week, vacation and sick leave 
accrue on a pro ratia basis based upon length of continuous service as described by 
Sections 2260.20 and 2260.30. 
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SWEETWATER SPRINGS WATER DISTRICT 
Policy Title: Employer - Employee Relations 
Policy Number: 2270 
Date Approved: December 22, 1992 
Date Revised: May 11, 1994 
 
 
 2270.10 Purpose.  The purpose of this policy is to implement Chapter 10, 
Division 4, Title l of the Government Code of the State of California (Sections 3500 et 
seq.) captioned “Public Employee Organizations,” by providing orderly procedures for 
the administration of employer-employee relations between the District and its employee 
organizations and for resolving disputes regarding wages, hours, and other terms and 
conditions of employment. 
 
 2270.20 Definitions.  As used in this policy, the following terms shall have 
the meanings indicated: 
 
  (l) “Appropriate unit” means a unit established pursuant to Section 
2270.100. 
 
  (2) “Board of Directors” means the Board of Directors of 
SWEETWATER SPRINGS WATER DISTRICT, a public entity. 
 
  (3) “Consult or Consultation in Good Faith” means to communicate 
verbally or in writing for the purpose of presenting and obtaining views or advising of 
intended actions. 
 
  (4) “District” means the SWEETWATER SPRINGS WATER 
DISTRICT, a public corporation, and where appropriate herein, “District” refers to the 
Board of Directors of the SWEETWATER SPRINGS WATER DISTRICT, the governing 
body of the District., or any duly authorized management employee as herein defined, 
 
  (5) “Employee” means any person regularly employed by the District, 
except those persons elected by popular vote. 
 
  (6) “Employee, Confidential” means an employee who is privy to 
decisions of District management affecting employer-employee relations. 
 
  (7) “Employee, Management” means: 
 
   a. Any employee having significant responsibilities for 
formulation and administering District policies and programs, including, but not limited to, 
the General Manager and Assistant General Manager; and 
 
   b. Any employee having authority to exercise independent 
judgment to hire, transfer, suspend, lay off, recall, promote, discharge, assign, reward or 
discipline other employees, or having the responsibility to direct them, or to adjust their 
grievances, or effectively to recommend such action if in connection with the foregoing, 
the exercise of such authority being not of a merely routine or clerical nature, but 
requiring the use of independent judgment. 
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  (8) “Employee, Professional” means employees engaged in work 
requiring specialized knowledge and skills attained through completion of a recognized 
course of instruction, including but not limited to, attorneys, engineers, architects, and 
various types of physical, chemical and biological scientists. 
 
  (9) “Employee Organization” means any organization which elects to 
represent employees in their employment relations with the District. 
 
  (10) “Employee Relations Officer” means the General Manager, the 
District’s representative in all matters of employer-employee relations official designated 
pursuant to Section 2270.120, or his or her duly authorized representative. 
 
  (11) “Employer-Employee Relations” means the relationship between 
the District and its employees and their employee organization, or when used in a 
general sense, the relationship between District management and employees or 
employee organizations. 
 
  (12) “Impasse” means: 
 
   a. A deadlock in the annual (or periodic) discussions between 
a majority representative and the district over any matters concerning which they are 
required to meet and confer in good faith, or over the scope of such subject matter; or 
 
   b. Any unresolved complaint by an affected employee 
organization, advanced in good faith, concerning a decision of the employee relations 
officer made pursuant to Sections 2270.80, 2270.90, 2270.100 or 2270.110. 
 
 
  (13) “Mediation or Conciliation” means the efforts of an impartial third 
person, or persons, functioning as intermediaries, to assist the parties in reaching a 
voluntary resolution to an impasse, through interpretation, suggestion and advice.  
Mediation and conciliation are interchangeable terms. 
 
  (14) “Meet and Confer in Good Faith” (sometimes referred to herein as 
“meet and confer” or “meeting and conferring”) means performance by duly authorized 
District representatives and duly authorized representatives of an employee organization 
recognized as the majority representative of their mutual obligation to meet at 
reasonable times and to confer in good faith regarding matters within the scope of 
representation, including wages, hours, and other terms and conditions of employment, 
in an effort to: 
 
   a. Reach agreement on those matters within the authority of 
such representatives; and 
 
   b. Reach agreement on what will be recommended to the 
Board of Directors on those matters within the decision-making authority of the Board of 
Directors. This does not require either party to agree to a proposal or to make a 
concession. 
 
  (15) “Recognized Employee Organization” means an employee 
organization which has been certified by the employee relations officer as an employee 
organization that represents a majority of employees of the District. 
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  (16) “Scope of Representation” means all matters relating to 
employment conditions and employer-employee relations, including but not limited to 
wages, hours, and other terms and conditions of employment.  District rights (Section 
2270.40) and preempted subjects (Section 2270.50 b) are excluded from the scope of 
representation. 
 
 2270.30 Employee Rights.  Employees of the District shall have the right to 
form, join and participate in the activities of employee organizations of their own 
choosing for the purpose of representation on all matters of employer-employee 
relations including but not limited to wages, hours and other terms and conditions of 
employment.  Employees of the District also shall have the right to refuse to join or 
participate in the activities of employee organizations and shall have the right to 
represent themselves individually in their employment relations with the District.  No 
employee shall be interfered with, intimidated, restrained, coerced or discriminated 
against by the District or by any employee organization because of his or her  exercise 
of these rights. 
 
 2270.40 District Rights.  The rights of the District include, but are not 
limited to, the exclusive right to determine the mission of its constituent departments, 
commissions and boards; set standards of service; determine the procedures and 
standards of selection for employment and promotion; direct its employees; take 
disciplinary action; relieve its employees from duty because of lack of work or for other 
legitimate reasons; maintain the efficiency of governmental operations; determine the 
methods, means and personnel by which government operations are to be conducted; 
determine the content of job classifications; take all necessary actions to carry out its 
mission in emergencies; and exercise complete control and discretion over the 
organization and technology of performing its work. 
 
 2270.50 Meet and Confer in Good Faith--Scope. 
 
  The District, through its representatives, shall meet and confer in good 
faith with representatives of recognized employee organization regarding matters within 
the scope of representation including wages, hours and other terms and conditions of 
employment within the  appropriate unit.  The District shall not be required to meet and 
confer in good faith on any subject preempted by federal or state law, nor shall it be 
required to meet and confer in good faith on employee or District rights as defined in 
Section 2270.30 and 2270.40.  Proposed amendments to this policy are excluded from 
the scope of meeting and conferring. 
 
 2270.60 Additional Rights of Recognized Employee Organizations. 
 
  A recognized employee organization shall be afforded the following rights 
and privileges subject to managerial review: 
 
  (l) The right to have regular membership costs and dues of its 
members, who so request, collected by payroll deductions pursuant to procedures 
prescribed by the General Manager provided such deductions are mutually agreed to by 
the employer and employee organization. 
 
  (2) The reasonable use of space on District bulletin boards at  places 
of employee gathering. 
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  (3) The right to contact District employees during their duty period, 
provided that the General Manager is notified of such activities and such contact does 
not interfere with public service, District security or safety requirements. 
 
  (4) The right to distribute information to District employees and, when 
practicable, to use District channels for such distribution. 
 
 2270.70 Advance Notice.  Reasonable written notice shall be given to each 
recognized employee organization affected by any ordinance, rule, resolution or 
regulation directly relating to matters within the scope of representation proposed to be 
adopted by the Board of Directors, and such organization shall be given the opportunity 
to meet with the Board prior to adoption. 
 
 In cases of emergency when the District determines that an ordinance, rule, 
resolution or regulation must be adopted immediately without prior notice or meeting with 
a recognized employee organization, the District shall provide notice and opportunity to 
meet at the earliest practicable time following the adoption of such ordinance, rule, 
resolution or regulation. 
 
 2270.80 Petition for Recognition:  An employee organization that seeks 
recognition for purposes of meeting and conferring in good faith as the majority 
representative of employees in an appropriate unit shall file a petition with the Employee 
Relations Officer containing the following information and documentation: 
 
   a. Name and address of the employee organization; 
 
   b. Names and titles of its officers; 
 
   c. Names of employee organization representatives who are 
authorized to speak on behalf of its members; 
 
   d. A statement that the employee organization has, as one of 
its primary purposes, representing employees in their employment relations with the 
District; 
 
   e. A statement whether the employee organization is a 
chapter or local of, or affiliated directly or indirectly  in any manner with, a regional or 
state, or national or international organization, and, if so, the name and address of each 
such regional, state or international organization; 
 
   f. Certified copies of the employee organizations constitution 
and by-laws; 
 
   g. A designation of those persons, not exceeding two in 
number, and their addresses, to who notice sent by regular United States mail will be 
deemed sufficient notice on the employee organization for any purpose; 
 
   h. A statement that the employee organization recognizes 
that the provisions of Section 923 of the California Labor Code are not applicable to 
District employees; 
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   i. A statement that the employee organization has no 
restriction on membership based on race, color, creed, sex, national origin, religion, 
sexual preference, or other  prohibited basis. 
 
   j. The job classifications or titles of employees in the unit 
claimed to be appropriate and the approximate number of member employees therein; 
 
   k. A statement that the employee organization has in its 
possession written proof, dated within six months of the date upon which the petition is 
filed, to establish that employees in the unit claimed to be appropriate have designated 
the employee organization to represent them in their employment relations with the 
District.  Such written proof shall be submitted for confirmation to the employee relations 
officers or to a mutually agreed upon disinterested third party; 
 
   l. A request that the District recognize the employee 
organization as the exclusive representative of the employees in the unit claimed to be 
appropriate for the purpose of meeting and conferring in good faith on all matters within 
the scope of representation. 
 
  The petition, including all accompanying documents shall be verified, 
under oath, by the executive officer and secretary of the organization that the statements 
are true.  All changes in such information shall be filed forthwith in like manner. 
 
 
 2270.90 Appropriate Unit.          
  (1) The Employee Relations Officer, after reviewing the petition filed 
by an employee organization seeking formal recognition as majority representative, shall 
determine whether the proposed unit is an appropriate unit.  The Employee Relations 
Officer shall seek to identify as an appropriate unit the largest feasible grouping of 
District employees who have a community of interest.    The following factors, among 
others, are to be considered in making such determination:  
 
   a. Which unit will assure employees the fullest freedom in the 
exercise of rights set forth under this chapter; 
 
   b. The history of employee relations: 
 
    (1) In the unit, 
    (2) Among other employees of the District, if   
    any, and 
    (3) In similar public employment; 
 
   c. The effect of the unit on the efficient operation of the 
District and sound employer-employee relations; 
 
   d. The extent to which employees have common skills, 
working conditions, job duties or similar educational requirements; 
 
   e. The effect on the existing classification structure of dividing 
a single classification among two or more units.  Provided, however, no unit shall be 
established solely on the basis of the extent to which employees in the proposed unit 
have organized. 
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  (2) In the establishment of appropriate units: 
 
   a. Professional employees shall not be denied the right to be 
represented separately from nonprofessional employees; and 
   
   b. Management and confidential employees who are included 
in the same unit with non management or non confidential employees may not represent 
such employees on matters within the scope of representation. 
 
 2270.100 Recognition of Employee Organizations as Exclusive 
Representative. 
 
  (1) The District Board of Directors shall: 
 
   a. Determine the exclusive representative of District 
employees in an appropriate unit if any by arranging for a secret ballot election or by any 
other reasonable method which is based upon written proof, and is designed to 
ascertain the free choice of a majority of such employees.  The employee organization 
found to represent a  majority of the employees in an appropriate unit shall be granted 
exclusive recognition and is the only employee organization entitled to meet and confer 
in good faith on matters within the scope of representation for employees in such unit.  
This shall not preclude individual employees, from consulting with management  
representatives on employer-employee relations matters of concern to them.   
 
   b. Revoke the recognition rights of an exclusive 
representative which has been found by secret ballot election no longer to be the 
majority representative. 
 
  (2) A decision certifying a exclusive representative, establishing a unit 
or discussing a claim shall not be subject to challenge for a period of twelve months 
following the date of such decision. 
 
 2270.110 Modification of Established Unit and Decertification.   A petition for 
modification of a unit and/or decertification may be filed with Employee Relations Officer 
after the initial twelve month period, but no more than ninety nor less than sixty days 
prior to the expiration or renewal date of a Memorandum of Understanding between the 
recognized employee organization and the District.  Such petition may be filed by: 
 
  (1) The recognized employee organization as a disavowal of interest; 
 
  (2) Another employee organization, provided the petition  is 
accompanied by authorization cards signed by at least thirty percent of all employees in 
the currently recognized unit. 
 
  (3) Any group of employees consisting of at least ten percent of all 
employees in a unit; 
 
  (4) The General Manager, for reasons related to structural changes in 
District functions, organizational structure or job classifications. 
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 2270.120 Designation of Employee Relations Officer.  The Board of 
Directors may designate an Employee Relations Officer who shall be the District’s 
principal representative in all matters of employer-employee relations, with authority to 
meet and confer in good faith on matters within the scope of representation, including 
wages, hours and other terms and conditions of employment.  In absence of such 
designation, the General Manager shall act as the Employee Relations Officer. 
 
 2270.130 Resolution of Impasses. 
 
  (1) Impasse procedures may be invoked only after the possibility of 
settlement by direct discussion has been exhausted. 
 
  (2) The impasse procedures are as follows: 
 
   a. Mediation or conciliation (defined in subsection (14) of 
Section 2270.20).  All mediation proceedings shall be private.  The mediator shall make 
no public recommendation nor take any public position concerning the issues; 
 
   b. A determination by the Board of Directors after a hearing 
on the merits of the dispute; 
 
   c. Any other dispute resolving procedures to which the 
parties mutually agree or which the Board of Directors may order. 
 
  (3) Any party may initiate the impasse procedure by filing with the 
other party (or parties) affected a written request for an impasse meeting together with a 
statement of its position on all disputed issues.  An impasse meeting shall then be 
scheduled by the Employee Relations Officer forthwith after the date of filing of the 
written request for such meeting, with written notice to all parties affected.  The purpose 
of such impasse meeting is twofold: 
 
   a. To permit a review of the position of all parties in a final 
effort to reach agreement on the disputed issues; and 
 
   b. If agreement is not concluded, to mutually select the 
specific impasse procedure to which the dispute shall be submitted;   
 
 In the event the parties are unable to agree on a or b above, the matter shall be 
referred to the Board of Directors, which may, after declaring impasse, take such actions 
as it deems advisable including, but not limited to, unilateral imposition of the last offer. 
 
  (4) The fees and expenses, if any, of mediators or of any other 
impasse procedure, shall be payable one-half by the District and one-half by the 
employee organization or employee organizations. 
 
 2270.140 Memorandum of Understanding.  When the meeting and 
conferring process is concluded between the District and a recognized employee 
organization,  all agreed upon matters shall be incorporated in a written memorandum of 
understanding signed by the duly authorized District and exclusive representatives. 
 







Section 2000 P&P, Draft, June 15, 2011  71 


 As to those matters within the authority of the Board of Directors, the 
memorandum of understanding shall be submitted to the Board of Directors for 
determination. 
 
 2270.150 Rules and Regulations.  The Board of Directors may adopt such 
rules and regulations necessary or convenient to implement the provisions of this policy 
and Chapter 10, Division 4, Title 1 of the Government Code of the State of California. 
 
 2270.160 Construction. 
 
  (1) Nothing in this policy shall be construed to deny any person or 
employee the rights granted by federal and state laws. 
 
  (2) The rights, powers and authority of the Board of Directors in all 
matters, including the right to maintain any legal action, shall not be modified or 
restricted by this policy. 
 
  (3) The provisions of this policy are not intended to conflict with the 
provisions of Chapter 10, Division 4, Title 1 of the Government Code of the State of 
California. 
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SWEETWATER SPRINGS WATER DISTRICT 
 


 
TO:  Board of Directors AGENDA NO. V-B 
 
FROM: Steve Mack, General Manager 


 
Meeting Date: July 7, 2011 
  
SUBJECT: NOTICE OF COMPLETION FOR CIP IV-B, PROJECT 1 
 


 
RECOMMENDED ACTION:  Approve Resolution 11-15 which authorizes the General 
Manager to accept Capital Improvement Project (CIP), Phase IV-B, Project 1 as 
substantially complete, and to sign and record a Notice of Completion. 


 
FISCAL IMPACT:  None 
    
DISCUSSION: 
 
CIP IV-B, Project 1, which is construction of a storage tank with a capacity of 
approximately 65,000 gallons at the top of Bonita Terrace in Monte Rio, install a booster 
station, and connect with replacement reservoir at Upper Schoolhouse site, replacement 
of 1,500 ft of existing main and appurtenances on Bonita Terrace, including ties to 
Schoolhouse Tank and  Delta Way to create a loop and 1,600 lf of existing main and 
appurtenances in Riverlands Road, including two ties at Drake Road to create a loop, 
and replacement of 300 ft of existing main between Hwy 116 and the Handy Andy 
booster pump at Old Monte Rio Road, is substantially complete.  The Project Engineers, 
Brelje and Race, have communicated that all work on this project has been completed.  
As such, is it appropriate for the Board to approve Resolution 11-15 which authorizes 
the General Manager to accept the Project as substantially complete, and to sign and 
record a Notice of Completion.   
 
Sweetwater Springs Water District entered into a contract with W.R. Forde 
Associates  (Forde) for construction of CIP IV-A, Project 1 on March 16, 2010 for a 
contract price of $928,332.00 with a projected completion date in November 2010.  
The frequent winter rains pushed the completion date back until drier weather was 
available this spring.   During construction there were 10 approved change orders in 
the amount of $46,988.67.  The projected final total construction cost is 
$975,320.67.  The Sonoma County Community Redevelopment Agency (CRDA) and 
Russian River Redevelopment Oversight Committee (RRROC) supported Project 1 
with a grant of $899,250 which is 75% of the estimated $1,328,000 cost for Project 
1.  This funding support also applies to the design and construction management 
costs of approximately $129,000.    
 
The work done by Forde has been good and District customers in the affected areas are 
seeing better water quality, more reliable service, better fire protection, more consistent 
water flow, and paved roads where trenching was done.  The completed project will also 
reduce system water losses as these areas were constant sources of distribution system 
breaks, and the affected customers will have fewer service interruptions due to repair of 
the leaks.    The neighborhoods served by this project have received real, long lasting 
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improvements.  RDA and RRROC should be very satisfied with the completed result 
meeting the goals of redevelopment.   







 
Resolution No. 11-15 


 
A RESOLUTION OF THE SWEETWATER SPRINGS WATER DISTRICT 
BOARD OF DIRECTORS AUTHORIZING THE GENERAL MANAGER TO 
ACCEPT CAPITAL IMPROVEMENT PROJECT, PHASE IV-B, PROJECT 


1,  AND TO SIGN AND RECORD A NOTICE OF COMPLETION 


 WHEREAS, Sweetwater Springs Water District (“District”), entered into a 
construction contract with W.R. Forde Associates (“Contractor”) on March 16, 2010 for 
the construction of the District’s Capital Improvement Project (CIP), Phase IV-B, Project 
1 (“Project”), which is construction of a storage tank with a capacity of approximately 
65,000 gallons at the top of Bonita Terrace, installation a booster station, and 
connection with replacement reservoir at Upper Schoolhouse site, replacement of 
1,500 ft of existing main and appurtenances on Bonita Terrace, replacement of 1,600 lf 
of existing main and appurtenances in Riverlands Road, and replacement of 300 lf 
of existing main between Hwy 116 and the booster pump at Old Monte Rio Road; 
and 


 WHEREAS, the Project has been overseen by Brelje & Race, the District’s 
Engineer; and 


 WHEREAS, Brelje & Race submitted a letter to the District on June 30, 2011, 
indicating that the Project is substantially complete; and 


 WHEREAS, Brelje & Race has recommended that the District record a Notice of 
Completion for the project. 


  


NOW, THEREFORE, BE IT RESOLVED BY THE BOARD OF DIRECTORS OF THE 
DISTRICT AS FOLLOWS: 


 1. The General Manager is hereby authorized to accept the improvements 
constructed as part of the Project.  


2. The General Manager is authorized to sign and record a Notice of 
Completion.   


 I hereby certify that the foregoing is a full, true, and correct copy of a Resolution 
duly and regularly adopted and passed by the Board of Directors of the SWEETWATER 
SPRINGS WATER DISTRICT, Sonoma County, California, at a meeting held on July 7, 
2011, by the following vote. 
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Director    Aye  No  
 
Sukey Robb-Wilder       
Jim Quigley        
Gaylord Schaap       
Victoria Wikle        


 
 


           
      Jim Quigley 
      President of the Board of Directors 
      
Attest: Julie A. Kenny  
Clerk of the Board of Directors 
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SWEETWATER SPRINGS WATER DISTRICT 
 


 
TO:  Board of Directors AGENDA NO. V-C 
 
FROM: Steve Mack, General Manager 


 
Meeting Date: July 7, 2011 
  
SUBJECT: NOTICE OF COMPLETION FOR CIP IV-B, PROJECT 2 ADDITION 
 


 
RECOMMENDED ACTION:  Approve Resolution 11-16 which authorizes the General 
Manager to accept Capital Improvement Project (CIP), Phase IV-B, Project 2 Addition as 
substantially complete, and to sign and record a Notice of Completion. 


 
FISCAL IMPACT:  None 
    
DISCUSSION: 
 
CIP IV-B, Project 2 Addition, which is replacement of 1,300 lf of existing main and 
appurtenances on Rio Vista Terrace, is substantially complete.  The Project Engineers, 
Brelje and Race, have communicated that all work on this project has been completed.  
As such, is it appropriate for the Board to approve Resolution 11-16 which authorizes 
the General Manager to accept the Project as substantially complete, and to sign and 
record a Notice of Completion.   
 
Sweetwater Springs Water District entered into a contract with W.R. Forde 
Associates (Forde) for construction of CIP IV-B, Project 2 Addition on October 10, 
2010 for a contract price of $216,343.00 with a projected completion date in 
December 2010.  The frequent winter rains pushed the start and completion dates 
back until drier weather was available this spring.   During construction there was 1 
approved change order in the amount of $5,221.71.  The projected final total 
construction cost is $221,564.71.  The Sonoma County Community Redevelopment 
Agency (CRDA) and Russian River Redevelopment Oversight Committee (RRROC) 
supported Project 2 with a grant of $1,095,000 which is 75% of the estimated 
$1,515,000 cost for the original Project 2, which did not include the Rio Vista Terrace 
addition.  This funding support also applies to the total design and construction 
management costs for Project 2 of approximately $175,000.   Project 2 Addition was 
added to Project 2 because of saving realized by the good bid received for the 
construction contract for the original Project 2.   
 
The work done by Forde has been good and District customers in the affected areas are 
seeing better water quality, more reliable service, better fire protection, more consistent 
water flow, and paved roads where trenching was done.  The completed project will also 
reduce system water losses as this area was a constant source of distribution system 
breaks, and the affected customers will have fewer service interruptions due to repair of 
the leaks.    The neighborhood served by this project has received real, long lasting 
improvements.  RDA and RRROC should be very satisfied with the completed result 
meeting the goals of redevelopment.   







 
Resolution No. 11-16 


 
A RESOLUTION OF THE SWEETWATER SPRINGS WATER DISTRICT 
BOARD OF DIRECTORS AUTHORIZING THE GENERAL MANAGER TO 


ACCEPT CAPITAL IMPROVEMENT PROJECT, PHASE IV-B, PROJECT 2 
ADDITION,  AND TO SIGN AND RECORD A NOTICE OF COMPLETION 


 WHEREAS, Sweetwater Springs Water District (“District”), entered into a 
construction contract with W.R. Forde Associates (“Contractor”) on October 10, 2010 for 
the construction of the District’s Capital Improvement Project (CIP), Phase IV-B, Project 
2 Addition (“Project”), which is replacement of existing mains and appurtenances with 
approximately 1,300 lf of 6-inch water main on Rio Vista Terrace; and 


 WHEREAS, the Project has been overseen by Brelje & Race, the District’s 
Engineer; and 


 WHEREAS, Brelje & Race submitted a letter to the District on June 30, 2011, 
indicating that the Project is substantially complete; and 


WHEREAS, as of June 30, 2011, Contractor still had some minor items to 
complete prior to final signature on the Sonoma County Encroachment Permit; and  


 WHEREAS, Brelje & Race has recommended that the District record a Notice of 
Completion for the project. 


  


NOW, THEREFORE, BE IT RESOLVED BY THE BOARD OF DIRECTORS OF THE 
DISTRICT AS FOLLOWS: 


 1. The General Manager is hereby authorized to accept the improvements 
constructed as part of the Project.  


2. The General Manager is authorized to sign and record a Notice of 
Completion upon receipt of the final signature on the Sonoma County Encroachment 
Permit.   


 I hereby certify that the foregoing is a full, true, and correct copy of a Resolution 
duly and regularly adopted and passed by the Board of Directors of the SWEETWATER 
SPRINGS WATER DISTRICT, Sonoma County, California, at a meeting held on July 7, 
2011, by the following vote. 
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Director    Aye  No  
 
Sukey Robb-Wilder       
Jim Quigley        
Gaylord Schaap       
Victoria Wikle        
 


 
 


           
      Jim Quigley 
      President of the Board of Directors 
      
Attest: Julie A. Kenny  
Clerk of the Board of Directors 
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SWEETWATER SPRINGS WATER DISTRICT 
 
TO:  Board of Directors AGENDA NO. V-D   
 
FROM: Steve Mack, General Manager 
 


Meeting Date : July 7, 2011  
 
SUBJECT:  DISCUSSION/ACTION RE 2011 - 2012 DISTRICT GOALS AND OBJECTIVES 
 
RECOMMENDED ACTION:  Receive a staff presentation regarding the 2012 District 
Goals and Objectives. 


 
FISCAL IMPACT:  none   


 
DISCUSSION: 
 
This is the third year of review of the District Goals and Objectives which were first 
drafted in 2007.  Board-suggested changes were incorporated in an earlier draft 
circulated for the August 2009 meeting and that document was reviewed and updated 
in July 2010. Our aim is that the Goals and Objectives should be reviewed on an annual 
basis at the July meeting.   
 
Exhibit 1 is the version circulated last year with the Status column (the column furthest 
on the right) updated to include activities/accomplishments of the past year.  A 
summary of the past year accomplishments include: 
 


• GOAL 1: IMPLEMENT SOUND FINANCIAL PRACTICES TO ENSURE EFFECTIVE 
UTILIZATION OF DISTRICT – highlights of the past year include refined utilization of 
multiyear financial planning spreadsheet to show long-term effects of various rate scenarios.  
This was the basis of the discussion on possible rate increases; 3% water rate increase; 
District Surplus Lands Strategy moving forward.     


 
• GOAL 2:  PROVIDE RELIABLE AND HIGH QUALITY POTABLE WATER WITH 


FACILITIES THAT ARE PROPERLY CONSTRUCTED, MANAGED AND MAINTAINED 
TO ASSURE SYSTEM RELIABILITY – Two CIP projects underway during the year and 
NOC on agenda for this meeting; potable water standards met for the year.  
Redevelopment funding secured for next two CIP.   


 
• GOAL 3:   HAVE UPDATED EMERGENCY PREPAREDNESS PLANS FOR ALL 


REASONABLE, FORESEEABLE SITUATIONS – the District’s Emergency Preparedness 
Response and Recovery Plan was updated in fall 2010.  District staff participated in 
annual river flood meeting. 


 
• GOAL 4:  DEVELOP AND MAINTAIN A QUALITY WORKFORCE  - one staff passed 


certification tests in the past year; Worker’s Comp insurance premiums have 
been reduced.   
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• GOAL 5:  PROVIDE EXCELLENT PUBLIC OUTREACH, INFORMATION AND EDUCATION 
– the District website is continually updated and evaluated for improvements; staff are 
participating in regional forums.   


 
• GOAL 6:  ENHANCE BOARD COMMUNICATIONS AND INFORMATION – the General 


Manager’s Report has been expanded; annual review of the Goals and Objectives is 
happening.   


 
Please review the attached Goals and Objectives, including the status column, for currency and 
completeness.  Annual review and updating of the Goals and Objectives is a good check on the 
District’s progress and with Board concurrence, we will continue the practice.     
 







Exhibit 1.  Sweetwater Springs Water District Goals and Objectives, July 2011 
 
GOAL 1: IMPLEMENT SOUND FINANCIAL PRACTICES TO ENSURE EFFECTIVE UTILIZATION OF DISTRICT 


Priority Task Rationale Action Process Measures Status 


1 


Financial plan 
to meet budget 
needs, shortfalls 
and surpluses (3-5 
yr. Plan) 
 


Meet projected future 
financial obligations 


• Expand budget process  
 to include 3-5 year              
projections 


• Retire high-cost debt 
• Investigate plant/office 


purchases 


Budget committee review of 
Financial Plan 


Reserve Policy met Reserve Policy met 
by 2012 Budget.  
Multi year plan 
used in analyses 
and presentations. 


 
2 


 
Maintain 
Reasonable Rates 


• Rates tied to costs 
• Fairness to all 


customers 
• Ethics 
• Customer relations 
• Accurate 
 


 
Review rates on annual basis 
as part of budget process 


• Develop rates to fund 
budget 


• Present to public 
• Rate hearing 
• Adopt new rates 


Rates completed on 
schedule 


3% Base Rate and 
Water Usage 
Charges approved.  
Process was on 
schedule. 


 
3 


Investigate 
sources of 
funding 
consistent with 
District goals 
 
 


• Avoid/minimize 
raising rates 


• Complete project 
list faster 


• Take on additional 
projects 


• Regularly evaluate land use, 
grants, loans, bonds, 
foundations 


• More frequently evaluate 
investments 


• Develop Short- and long-term 
Business Plan 


• Evaluate selling lots/parcels 
within District that are not 
being used or planned for 
use. 


• Consider requiring every living 
quarter and business to have 
a separate meter where 
appropriate 


• Research other 
sources of funding 


• Consider hiring a  
grant writer 


• Perform real property 
inventory 


• Consider 
Conservation 
easements 


 


Obtain Funding RDA/RRROC 
funding obtained 
for 2012-2013 
CIP.  Surplus 
Lands Strategy 
active. 


 
4 


Improve 
Presentation of 
Costs/overruns and 
revenues 
 
 


• Control costs 
• Achieve balanced 


Budget 


• Increase contingency 
planning 


• Effective management 
• Better contract writing 
• Increase communication to 


Board 


Review past change 
orders/issues 


Quarterly review of 
Budget 
End of Year review 


Budget reviewed 
quarterly.  Annual 
Review in August.   


5 Establish and 
Adhere to District 
Reserve Policy 


• Prudent • Adopt District Reserve 
Policy 


• Review Budget annually to 
insure conformance to 
policy. 


Adopt Ordinance; add to 
District  Policies and 
Procedures 


Adoption of policy 
Track reserve levels 
 


Policy adopted.  
Reserve levels 
tracked in budget. 


6 Develop Property 
Management 
Program 


• Effective Use of 
District Resources 


• Possible Source of 
Revenue 


• District Liability 


• Develop Property 
Management Program 


Inventory Property 
Assess Condition/Function 


Active Program Surplus Lands 
Strategy active, 
public meeting July 
2010. 
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GOAL 2: PROVIDE RELIABLE AND HIGH QUALITY POTABLE WATER WITH FACILITIES THAT ARE 
PROPERLY CONSTRUCTED, MANAGED AND MAINTAINED TO ASSURE SYSTEM RELIABILITY  


 


Priority Task Rationale Action Process 
 


Measures 
 


 
Status 


 
 


1 
Ensure safe 
collection, 
treatment, storage, 
and distribution of 
clean water 


• Legal requirement 
• Community 
     commitment 


• Meet DPH standards  
• Maintain the existing 


facilities with new pipes 
and materials as 
needed 


• Employee training, 
including environmental 
impacts 


 


• Compliance 
• Evaluate opportunities 


to exceed 
• Monthly report 


• DPH reports of 
noncompliance;  
number of 
violations 


 


Compliance with 
DPH regulations.  
Annual report 
submitted 
according to 
schedule. 


 
2 


Complete Capital 
Improvement 
Projects on 
Schedule and 
within Budget 


Community 
Commitment 
Improve Water Quality 
Improve Fire Protection 
Reduce System Losses 


• Review Capital 
Improvement Program 
on two year basis 


• Complete Annual 
Program 


Staff Review of CIP 
Board Review of CIP 
Complete Annual 
Projects 


• Completion of 
Annual Project 
within Budget 


CIP-IV-B 
completed; 2012-
2018 CIP 
approved.  2012 
CIP under way. 


 
3 


Protect Water 
Rights 


Continue to protect our  
water rights 


Maintain right/license 
appropriate for the District 


Status report  • Water rights 
documentation 
from the State 


License obtained 
from State. 


 
4 


Create appropriate 
standards & 
maintain/upgrade 
as needed. 
 


Eliminate redundancy 
and inconsistency 


Progressively create/adopt 
standards 


As projects are 
implemented 


Efficiency of 
operations 


Working with 
B&R to update 
system map 


 2 







Sweetwater Springs Water District Goals and Objectives, 2011 
July 2011         
GOAL 3:  HAVE UPDATED EMERGENCY PREPAREDNESS PLANS FOR ALL REASONABLE, 
FORESEEABLE SITUATIONS 


 


 
Priority Task Rationale Action Process 


 
Measures 


 


 
Status 


 
 


1 
 


Disaster 
preparedness and 
emergency 
planning 


To be prepared for 
emergencies. Respond 
to emergency situations 


• Staff review current 
plans on annual basis. 


 
•  Update current plans as 


appropriate  
 
• Coordinate plans with 


other emergency 
responders 


 
• Update website for 


emergency 
preparedness 


 
 


• Website 
• Local radio station 
• Office of Emergency 


Services 
• Annual disaster 


review 


Ensure plans meet 
goals. 
Ability to respond 


Emergency 
Action Plan was 
reviewed and 
updated in 
October 2010.  
Participated in 
annual River 
flood meeting.   
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GOAL 4: DEVELOP AND MAINTAIN A QUALITY WORKFORCE 


 
Priority Task Rationale Action Process 


 
Measures 


 


 
Status 


 
 
1 


Provide safe work 
environment 


• Legal requirement 
• Save money on 


workers comp 
claims 


• Ethics 


• Ensure training 
opportunities are 
available for all 
employees Training 


• Providing proper 
equipment 


• Review appropriate 
policies 


 


• Hold regular safety 
meetings 


• Investigate 
inexpensive services 
or bartering services 


• Keep current 
w/industry standards 


• # claims 
• # complaints 


Regular safety 
meetings held.  
Workers Comp 
premiums have 
been reduced. 


2 Build employee 
skills and 
competencies. 


• Optimize 
efficiency 


 


• Provide training and 
development 
opportunities for all 
employees 


• Create opportunities for 
employee team building 


• Make educational 
opportunities 
available 


• Staff Certification 
levels 


One staff passed 
certification test 
in past year. 


 
3 


Develop& 
implement 
programs that will 
enhance staff  
safety, and 
efficiency 


• Stay in business 
• Optimize efficiency 
• Good Morale 


 
• Communicate goals to 


staff 
• Suggestion program 
• Provide a means for 


employee input 
• Ensure adequate 


staffing levels 
 


Implementation/Staffing  
and Monitoring 


• Low Turnover 
• Customer 


complaints 
• # of training 


sessions 
• Projects 


completed 


Increasing in-
house projects 


 
4 


Regularly & 
effectively 
communicate 
policies and 
procedures to staff 


• Requirement 
• Good business 


practice 
• Risk Management 


Review appropriate      
policies 
• Regularly evaluate 


wages and benefits to 
ensure District is 
competitive with other 
agencies. 


 Staff meetings at 
which policies and 
procedures discussed 


Regular staff 
meetings held 
where policies 
are discussed. 
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GOAL 5: PROVIDE EXCELLENT PUBLIC OUTREACH, INFORMATION AND EDUCATION 
 
Priority Task Rationale Action Process Measures Status 


 
1 


 
Be 
aware/proactive 
on external 
events 


• Impact on 
business 


• Avoid crisis 
management 
(be proactive vs. 
reactive) 


• Stay informed 
• Facilitate long-


term planning 


• Ensure information to public 
and media is accurate and 
correct 


• Stay up on local events thru 
media and professional 
organizations 


• Two-way communication 
(letters/GM report) 


• Expand GM report 
• Expand knowledge 


base 


Number and quality of 
communications 
regarding news affecting 
the District 


Meeting report 
press release 
done on monthly 
basis.  
Participation in 
regional meetings 
and forums. 


 
2 


 
Ensure customer 
satisfaction 


• Good business 
practice 


 


• Enhance methods used to 
inform public of upcoming 
changes and special 
meetings (like RRROC) 


• Educate/inform/communicate 
• Respond to customer  


concerns adequately 
• Investigate opportunities for 


customers to provide 
comments. 


• Evaluate e-payment system 
• Improve communication  


Systems (phone system) 
 


• Hold 2-way 
Communications 
between customers 
and District 


 
• Learn what others 


Districts  are doing 


• Positive Customer 
Feedback 


• Track feedback 
• Periodically track 


phone calls 
• Evaluate the 


questions from 
customers 


Website is 
continually 
updated.  Staff 
continues to 
receive many 
compliments. 


 
3 


 
Investigate 
community 
networking/leade
rship 


More effective if we 
work together 


• Conduct public  
outreach meetings. 


• Attend community meetings. 
• Cooperate w/local groups 
• Be proactive in identifying 


issues with the potential to 
affect the District 


• Maintain Website 


 Priority list of contacts 
 
Integration of 
information to District 
issues 


• Number  of new 
contacts 


 
• Event attendance and 


feedback 
 
 


Participating in 
regional 
workshops and 
forums – 
Wastewater Task 
Group, RRROC.  
Website updated 
regularly. 
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GOAL 6: ENHANCE BOARD COMMUNICATIONS AND INFORMATION 
 


 
Priority Task Rationale Action Process 


 
Measures 


 


 
Status 


 
 


1 
Be aware/proactive 
regarding external 
events 


• Impact on business 
• Avoid crisis 


management (be 
proactive vs. 
reactive) 


• Stay informed 
• Facilitate long-term 


planning 
• Cost effective 
• Efficient 
• Saves time 
 


• Stay up on local events 
thru media and 
professional 
organizations 


• Two-way 
communication 
(letters/GM report) 


• Business Plan 


• Expand GM reporting 
• Board Education 
• Obtain GM buy-in 


• Board learnings 
• Board 


effectiveness 


GM report 
expanded. 


 
2 


Evaluate Board 
effectiveness 


• Ensure Board is doing 
a good job 


• Meet community’s 
needs/expectations 


• Leverage District 
performance 


• Ensure ethics 
 


• Create Board orientation 
package 


• Review appropriateness 
of meeting dates with 
financial needs 


• Board familiarity with 
issues/property 


• Obtain feedback 
• Self and staff 


assessment 
•  


• Implementation and 
Review 


 
• Annual review of 


goals and progress 
 


• # tasks completed/ 
goals achieved 


• Ballot results 
• Finish goal setting 
 


P&P Manual 
given to new 
Boardmembers 
and updated.  
Third annual 
review of Goals. 


3 Maintain Policies 
and Procedures 
Manual 


• Compendium of 
District Policies 


• Information for Board 
Members and Public 
on Board Policies 


• Review P&P by outside 
consultant 


• Add Needed  Policies 
• Annual Review by 


Board 


• Hire Contractor 
• Add Policies as 


needed 


• Completion of 
Contracted Work 


• Number of Added 
Policies 


• Completion of 
Annual Review  


Section 2000 
revisions. 
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SWEETWATER SPRINGS WATER DISTRICT 
 
TO:  Board of Directors AGENDA NO. V-E   
 
FROM: Steve Mack, General Manager 
 


Meeting Date : July 7, 2011  
 
SUBJECT:  DISCUSSION/ACTION RE RESPONSE TO SONOMA COUNTY GRAND JURY 
REPORT RECOMMENDING A COUNTY WHISTLEBLOWER PROGRAM 
 
RECOMMENDED ACTION:  Receive a staff report on the Sonoma County Grand Jury 
recommendation for a County Whistleblower Program and consider a response. 


 
FISCAL IMPACT:  none   


 
DISCUSSION: 
 
The District received the attached Grand Jury report regarding the establishment of a 
Sonoma County Whistleblower Program on June 27.  The report requests a response 
but does not require it.   
 
Please read the report.  It did not make a convincing argument for the need and value 
of a whistleblower program for this county for me.  The examples cited are for huge 
programs in massive bureaucracies – not Sonoma County agencies and special districts.  
The program may have some value for Sonoma County departments and agencies, but 
would not add much for whistleblowing for a western Sonoma County special district.     
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SWEETWATER SPRINGS WATER DISTRICT 
 


 
TO:  Board of Directors AGENDA NO. VI   
 
FROM: Steve Mack, General Manager 
 


Meeting Date: July 7, 2011  
 
Subject:  GENERAL MANAGER’S REPORT   
 
RECOMMENDED ACTION:  Receive report from the General Manager. 


 
FISCAL IMPACT:  None 
 
DISCUSSION: 
 


1. Laboratory Testing: Water quality tests confirm that all SSWD water meets 
all known State and Federal water quality standards.   


 
2. Water Production and Sales:  Water sales in May were 20,871 units (47.9 


AF, Guerneville cycle) and production was 68.6 AF.  Compared to one year 
ago, sales and production are more (43.9 AF and 63.6 AF, respectively).    
Figure 1 shows the 12 month moving average since September 2006, data 
are available back to May 2001.   


 
3. Leaks:  The District spends much staff time addressing leaks and we have 


an extensive capital program to replace water mains to reduce leaks in the 
system.  In May we had 23 total leaks and spent 107 man-hours on them.   
Those are similar numbers in leaks and man-hours compared to the prior 
month and to May one year ago (22 leaks, 141 man-hours).   Figure 2 
shows leak history and man-hours spent dealing with leaks since September 
2006.     


 
4. Rainfall:   Figure 3 shows the year-to-date rainfall for the Guerneville area, 


starting in October compared to the average rainfall and the two prior years.   
June was a dry mostly, but we did get an unusual late June storm.   All in 
all, the year was above average – a wet year!    


 
5. Summer is here and it’s time for the river flow chart.  Figure 4 is the 2011 


flow at Hacienda gage chart starting in May.   Because we are having back 
to back wet years, I am expecting summer flow this year to be similar to last 
– so far that is happening. 


 
6. CIP IV-B, Project 1:  This project is essentially completed and a Notice of 


Completion is scheduled for this meeting’s agenda.         
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7. CIP IV-B, Project 2:  This project is essentially completed but there is a 
dispute between Sonoma County and the suppliers of the asphalt for the 
required paving.  At the time of this report this dispute had not been 
resolved.  When it is resolved the project will be ready for a Notice of 
Completion.   


 
8. CIP IV-B Project 2 Addition.   We believe all work regarding this project 


has been completed – all services are on the new lines and paving is 
completed.  If so, this project will have the Notice of Completion on the July 
Meeting agenda.      


 
9. 2012 CIP:  This project is underway on the Foothill Road, Monte Rio, part of 


the project.     
 


10. Toilet Rebate Program:  No toilet rebates were issued in June.  A 
total of 63 rebates have been approved.     


 
11. In-House Construction Projects:  There were two in-house projects 


reported for June – installation of 140 feet of one inch line on South Lane to 
complete a loop and installation of one inch line on Edgehill from Wright 
Drive meter.  The two projects required 38.5 man hours.      


 
12. Urban Water Management Plan (UWMP).  I am aiming for a 


September public hearing on the UWMP.  Letters stating such have been 
sent to Sonoma County and the Sonoma County Water Agency.  I will be 
contacting Sonoma County regarding population projections for this plan.       


 
13. Sonoma County Water Agency (SCWA) Water Rights Permit 


Revision Protest.  We received a response to the District protest from 
SCWA on June 7, 2011.  The letter states that SCWA has been granted an 
extension to respond to the protest until 90 days after the SCWA Fish 
Habitat Flows and Water Rights Project Environmental Impact Report (EIR) 
has been certified.  The response reports that the draft EIR is scheduled to 
be released in July 2012 and the Final EIR certified in September 2013.  This 
approach probably makes sense as long as the EIR process includes enough 
public involvement to ensure that a wide range of flow scenarios (enough to 
cover all the protest issues) are considered by the EIR.   It might be better 
to attempt to resolve the protests during the draft phase of the EIR process 
– that way changes could be incorporated into a Final EIR.   


 
14. Gantt Chart:   July in the Gantt Chart shows construction for the CIP 


projects completed – progress on those projects has been noted above.  The 
draft FY12 Budget is on the agenda for this meeting.  Approval of the FY 
2012 Budget is on the agenda.  The Urban Water Management Plan is 
discussed above.  Lease negotiations have been completed and approved by 
the District and Ferrellgas.  The SCWA Permits Protest has been discussed 
above – activity on this will take a lengthy hiatus.      
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Figure 1.  Water Production and Sales 12 Month Moving Averages
Sweetwater Springs Water District Since September 2006 
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Figure 2.  Sweetwater Springs Water District Total Pipeline Breaks 
and Hours Spent in Repair, Moving Annual Average Since September 2006
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Figure 3.  Guerneville Cumulative Monthly Rainfall
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Figure 4.  Russian River Summer Flow at Hacienda Bridge, 2011 Compared to Earlier Years 
and the 2000-2008 Average, Updated June 30, 2011


0


200


400


600


800


1,000


1,200


1,400


1,600


1-M
ay


8-M
ay


15
-M


ay


22
-M


ay


29
-M


ay
5-J


un


12
-Ju


n


19
-Ju


n


26
-Ju


n
3-J


ul


10
-Ju


l


17
-Ju


l


24
-Ju


l


31
-Ju


l


7-A
ug


14
-A


ug


21
-A


ug


28
-A


ug
4-S


ep


11
-S


ep


18
-S


ep


25
-S


ep
2-O


ct


Fl
ow


 (c
fs


)


2000-08 Avg


2009


2010


2011


Source: USGS 
http://waterdata.usgs.gov/nwis/uv?11467000







Jan-11 Feb-11 Mar-11 Apr-11 May-11 Jun-11 Jul-11 Aug-11 Sep-11 Oct-11 Nov-11 Dec-11 Jan-12 Feb-12 Mar-12 Apr-12 May-12 Jun-12 Jul-12 2012
Ongoing Activity
Board Action
Other Milestone
Current Month


Projected 
Completion/
Milestone 
Date


Crystal Communications Lease Completed
2011-12 Budget Preparation


•        Capital Improvement Program Board 
Discussion 


December-11


•        Staff Budget Preparation Begins
•        Ad Hoc Budget Committee Reviews Draft 
Budget
•        Draft Budget to Board for Discussion/Action April-11


•        Approve Budget May-11
2012-13 Budget Preparation


•        Capital Improvement Program Board 
Discussion 
•        Staff Budget Preparation Begins
•        Ad Hoc Budget Committee Reviews Draft 
Budget
•        Draft Budget to Board for Discussion/Action


•        Approve Budget
Capital Projects


•        CIP Phase IV-B, Project 1 Construction 
Starts


April-10


•        CIP Phase IV-B, Project 1 Construction 
Completed


October-10


•        CIP Phase IV-B, Project 2 Construction 
St t•        CIP Phase IV-B, Project 2 Construction 
Completed
•        2012 CIP Construction Award of Contract


•        2012 CIP Construction Starts


•        2012 CIP Construction Complete


•        Update/Review District CIP


•        2013 CIP Design


2010 Urban Water Management Plan July-11 Public Hearing
Water Rights SCWA Protest SCWA Response Response to State Board
Building Lease


•        Lease Ends July-11
Policies and Procedures


•        Other Policy
•        Overall Review


Board and General Manager Goals and Objectives


Table 1.  Sweetwater Springs WD Calendar Gantt Chart


By Activity
Action Item/Milestone
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