
 

NOTICE OF SPECIAL MEETING 
BOARD OF DIRECTORS 

SAN LORENZO VALLEY WATER 
DISTRICT 
AGENDA 

December 7, 2020 
 

MISSION STATEMENT: Our Mission is to provide our customers and future generations 
with reliable, safe and high quality water at an equitable price; to create and maintain 
outstanding service and community relations; to manage and protect the environmental 
health of the aquifers and watersheds; and to ensure the fiscal vitality of the San Lorenzo 
Valley Water District. 
 
Notice is hereby given that a special meeting of the Board of Directors of the San Lorenzo 
Valley Water District will be held on Monday, December 7, 2020 at 4:00 p.m. 
 
There will not be a physical location for this meeting.  Pursuant to the Governor’s 
Executive Order N-29-20 this meeting well be conducted by video/teleconference. The 
meeting access information is as follows: 
  
To join the meeting click the link below, or type it into your web browser: 
https://us02web.zoom.us/j/87528800963 
 
+1 301 715 8592 
+1 312 626 6799 
+1 346 248 7799 
+1 669 900 6833 
+1 929 436 2866 
+1 253 215 8782 
 
Webinar ID: 875 2880 0963 
 
Agenda documents are available on the District website at www.slvwd.com subject to 
staff’s ability to post the documents before the meeting. 
 
AGENDA 
 
1. Special Order of the Day 
 
 a. OATH OF OFFICE 
  Administration of Oath of Office for the New Board Members by the District 
  Secretary. 
 

 b. ELECTION OF OFFICERS FOR 2021 
  Discussion and possible action by the Board regarding the election of  
  President and Vice President of the Board of Directors for 2021. 
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2.  Convene Meeting/Roll Call  
 
3.  Oral Communications: 

 This portion of the agenda is reserved for Oral Communications by the public on any 
 subject that lies within the jurisdiction of the District and is not on the agenda. Any person 
 may address the Board of Directors at this time.  Normally, presentations must not exceed 
 five (5) minutes in length, and individuals may only speak once. Please state your name 
 and town/city of residence for the record at the beginning of your statement. Please 
 understand that the Brown Act limits what the Board can do regarding issues not on the 
 agenda. No action or discussion may occur on issues outside of those already listed on 
 today’s agenda. Any Director may request that a matter raised during Oral Communication 
 be placed on a future agenda.  
 

 4.  New Business: 
 

 a. BOARD OF DIRECTORS MEETING DATES AND TIMES FOR 2021 
  Discussion and possible action by the Board regarding the dates and time  
  for regularly scheduled BoD meetings for 2021. 
 
      b. STANDING COMMITTEES COMPOSITION  
  Discussion and possible action by the Board regarding the possible   
  combining of committees. 
 
 c. BOARD MEMBER COMMITTEE APPOINTMENTS, BOARD LIAISON  
  TO THE LOMPICO ASSESSMENT DISTRICT OVERSIGHT COMMITTEE 
  AND SLVWD MEMBERS REPRESENTING THE SANTA MARGARITA  
  GROUNDWATER AGENCY FOR 2021 
  Discussion and possible action by the Board regarding the committee  
  appointments of Board members, the Board Liaison to LADOC and   
  representatives to SMGWA for 2021.  
 

 d. PUBLIC COMMITTEE MEMBERS FOR 2021 
  Discussion and possible action by the Board regarding the appointment of  
  Public Committee Members and setting the first committee meetings for  
  2021.  
 
 e. PERSONNEL SYSTEM RULES & REGULATIONS 
  Discussion and possible action by the Board regarding changes to the  
  District’s Personnel System Rules and Regulations for 2021. 
 
 f. RESPECTFUL WORKPLACE POLICY 
  Discussion and possible action by the Board regarding changes to the  
  District’s Respectful Workplace Policy for 2021. 
 
5.  Adjournment 
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Certification of Posting 
 
 I hereby certify that on December 3, 2000, I posted a copy of the foregoing agenda in the 
 outside display case at the District Office, 13060 Highway 9, Boulder Creek, CA, 24 hours 
 in advance of the special meeting of the Board of Directors of the San Lorenzo Valley Water  
 District (Government Code Section 54956). 

 
Executed at Boulder Creek, California on December 3, 2020. 
 
 
     ____________________________ 

       Holly Hossack, District Secretary 
       San Lorenzo Valley Water District 
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MEMO 
 
 
 

TO: BOARD OF DIRECTORS 

FROM: DISTRICT MANAGER 

SUBJECT:   BOARD OF DIRECTORS’ MEETING DATES, TIMES AND     
    LOCATION FOR 2021 
 
DATE: December 7, 2020 

 

RECOMMENDATION 
 

It is recommended that the Board of Directors discuss and adopt a meeting 
schedule for 2021. The recommendation of staff is to hold the regularly 
scheduled Board of Directors meetings via video/teleconference facilitated 
by Community Television until Santa Cruz County COVID-19 restrictions 
have been lifted. The Board will revisit this issue when the time comes. It is 
also recommended that the regularly scheduled meeting continue to be on 
the 1st and 3rd Thursday of every month at 5:30 p.m., Open Session 
convening at 6:30 p.m., unless holidays or other unforeseen events cause a 
change.  

  
BACKGROUND 
 

Since January 2019, the regular meeting dates for the Board of Directors was 
determined to be the 1st and 3rd Thursday of each month, except when a 
holiday or other unforeseen events cause a change. The time of the 
meetings have been 5:30 p.m., with Open Session convening at 6:30 p.m. 
The location of meetings were at the Operations Building, unless a larger 
venue was required until Santa Cruz County COVID-19 restrictions required 
that we conduct virtual meetings.   Please consider the attached schedule for 
Board of Directors meetings in 2021. 
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SAN LORENZO VALLEY WATER DISTRICT 

RESOLUTION NO. 11 (20-21) 

SUBJECT: SETTING REGULAR BOARD OF DIRECTORS MEETING DAYS 
FOR 2021 AS THE FIRST AND THIRD THURSDAY OF EVERY 
MONTH  

 
 

WHEREAS, California Government Code, Section 54954, establishes 
that the Board of Directors shall provide the time and place for holding regular 
meetings; and 

 
WHEREAS, in the past the Board of Directors has determined regular 

meeting days based upon the availability of Board members; and 
 

WHEREAS, the Board desires to continue the regular meeting days as the 
first and third Thursday of each month, unless holidays or other unforeseen 
events cause a change; and 

 
WHEREAS, Santa Cruz County COVID-19 restrictions require that the 

Board meetings be virtual meetings. 
 

 NOW, THEREFORE, BE IT RESOLVED by the Board of Directors of the 
San Lorenzo Valley Water District that effective January 1, 2021 the time and place 
for regular Board of Directors meeting is set for 5:30 p.m. on the first and third 
Thursday of every month via video/teleconference facilitated by Community 
Television. 
 

************* 
 
PASSED AND ADOPTED by the Board of Directors of the San Lorenzo Valley 
Water District, County of Santa Cruz, State of, California, on the 7th day of 
December, 2020, by the following vote of the members thereof: 

 
AYES: 
NOES: 
ABSTAIN: 
ABSENT: 

 
 
 
 

 

Holly B. Hossack, District Secretary 
San Lorenzo Valley Water District 
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2021 
SAN LORENZO VALLEY WATER DISTRICT 

SCHEDULE OF HOLIDAYS & BOARD MEETINGS 

January 2021  February 2021  March 2021 
S Mo Tu We Th Fr Sa  S Mo Tu We Th Fr Sa  S Mo Tu We Th Fr Sa 

       1 2   1 2 3 4 5 6   1 2 3 4 5 6 
3 4 5 6 7 8 9  7 8 9 10 11 12 13  7 8 9 10 11 12 13 

10 11 12 13 14 15 16  14 15 16 17 18 19 20  14 15 16 17 18 19 20 
17 18 19 20 21 22 23  21 22 23 24 25 26 27  21 22 23 24 25 26 27 
24 25 26 27 28 29 30  28        28 29 30 31    
31                       

                       
April 2021  May 2021  June 2021 

S Mo Tu We Th Fr Sa  S Mo Tu We Th Fr Sa  S Mo Tu We Th Fr Sa 
    1 2 3        1    1 2 3 4 5 

4 5 6 7 8 9 10  2 3 4 5 6 7 8  6   7 8 9 10 11 12 
11 12 13 14 15 16 17  9 10 11 12 13 14 15  13 14 15 16 17 18 19 
18 19 20 21 22 23 24  16 17 18 19 20 21 22  20 21 22 23 24 25 26 
25 26 27 28 29 30   23 24 25 26 27 28 29  27 28 29 30    
        30 31                 

                       
July 2021  August 2021  September 2021 

S Mo Tu We Th Fr Sa  S Mo Tu We Th Fr Sa  S Mo Tu We Th Fr Sa 
    1 2 3  1 2 3 4 5 6 7       1 2 3 4 

4 5 6 7 8 9 10  8   9 10 11 12 13 14  5 6 7 8 9 10 11 
11 12 13 14 15 16 17  15 16 17 18 19 20 21  12 13 14 15 16 17 18 
18 19 20 21 22 23 24  22 23 24 25 26 27 28  19 20 21 22 23 24 25 
25 26 27 28 29 30 31  29 30       26 27 28 29 30 31  

                       
                       

October 2021  November 2021  December 2021 
S Mo Tu We Th Fr Sa  S Mo Tu We Th Fr Sa  S Mo Tu We Th Fr Sa 

       1 2   1 2 3 4 5 6       1 2 3 4 
3 4 5 6 7 8 9  7 8 9 10 11 12 13  5 6 7 8 9 10 11 

10 11 12 13 14 15 16  14 15 16 17 18 19 20  12 13 14 15 16 17 18 
17 18 19 20 21 22 23  21 22 23 24 25 26 27  19 20 21 22 23 24 25 
24 25 26 27 28 29 30  28 29 30      26 27 28 29 30 31  
31                       

 
BOARD MEETINGS 
HOLIDAYS 
Jan 1 New Year’s Day    Nov 11 Veterans’ Day  
Jan 18 Martin Luther King Day   Nov 25 Thanksgiving 
Feb 15 Presidents’ Day    Nov 26 Friday after Thanksgiving 
May 31 Memorial Day    Dec 23 Christmas Eve 
July 5 Independence Day   Dec 24 Christmas   
Sept 6 Labor Day     Dec 30 New Year’s Eve Holiday 
       Dec 31 New Year’s Eve   
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MEMO 

 

To:   Board of Directors  

From   District Manager  

Subject:  District Committees 

Date:   December 7, 2020 

 

Recommendation: 

It is recommended that the Board of Directors review this memo and take the possible 
action of combining the Administrative and Budget & Finance Committees and the 
Engineering and Environmental Committees.  Making two Committees instead of four.  

Background: 

The District’s Board Policy Manual provides for five standing committees that are 
advisory to the Board.   The five standing committees are as follows: Administrative, 
Budget & Finance, Engineering, Environmental, and Lompico Assessment District  
Oversight (LADOC). Each standing committee shall have no power or authority to 
commit the District or to take any action on behalf of the Board of Directors. Standing 
Committees shall hold meetings at such times, frequency, and locations as deemed 
necessary by consensus of the committee members. Committees are encouraged to 
meet at least monthly. 

Each Standing Committee shall, as a minimum, be responsible for the following:  

Administrative Committee  

The Committee shall be responsible for matters of internal and external administrative 
matters including communications, staffing, and staff support; District’s data gap grant 
programs; interagency relations; codes and policies, pending State and Federal 
legislation; and other administrative programs.  

Budget and Finance Committee  

The Committee shall be responsible for the review of District finances including rates, 
fees, charges and other sources of revenue; budget and reserves; audit; investments; 
insurance; and other financial matters.  

Engineering Committee  

The Committee shall be responsible for the review of matters of design, construction, 
replacement, and repair of the District facilities and property including The Capital 
Improvement Program; Master Plans and other engineering, operational and planning 
related matters.  

Agenda:  12.7.20 
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Environmental Committee 

 The Committee shall be responsible for matters of stewardship of the District’s property 
including Urban Water Management Plans; Water Conservation Programs; Classis 
Watershed Education Grants; Watershed Management; Resource Management and 
other environmental-related matter. 

Lompico Assessment District Oversight Committee (No changes are being proposed at 
this time) 

Committees are encouraged to meet at least monthly requiring staff to prepare four 
agendas and background information. In addition to monthly committee meetings, the 
District has two regular Board of Directors meetings each month bringing the total 
monthly regular meetings to six (6).  Staff is requesting that the Board consider 
combining the Budget & Finance Committee with the Administrative Committee and the 
Engineering Committee with the Environmental Committee, reducing committees from 
four down to two.  This could require extra time for the two meetings but it will reduce 
the amount of staff time required for the preparation and the number of meetings every 
month. 
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MEMO 

 
TO:   Board of Directors  
 
FROM:  District Manager 
 
SUBJECT: Board Member Committee Appointments 2021 
 
DATE:  December 7, 2020 
 
RECOMMENDATION: 
 
Staff recommends that the Board of Directors review membership assignments of the 
existing committees and by motion of the board, approve Board committee assignments 
for 2021. 
 
BACKGROUND: 
 
2020 Committees are as follows: 
  
Standing Committees 
Administrative Committee – B. Fultz, L. Henry 
Budget and Finance Committee – B. Fultz, L. Henry 
Engineering Committee – L. Farris, R. Moran 
Environmental Committee – L. Farris, R. Moran 
 
Multi-Agency Body 
Santa Margarita Groundwater Agency – L. Farris, L. Henry, R. Moran (alternate) 
 
Section 1.14 of the Policies and Procedures Manual establishes that review of committee 
assignments will occur during the December meeting of each year, or as soon thereafter 
as practical.  
 
Staff’s experience with Board Committee Assignments is that the Board President would 
present his or her suggestions for full Board deliberation. At that time, the full Board would 
discuss and vote on committee assignments for the next year. 
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M E M O 
 
TO:  Board of Directors 
 
FROM:  District Manager 
 
SUBJECT:  PUBLIC COMMITTEE MEMBERS FOR 2020 
 
DATE:  December 7, 2020 
  
 
RECOMMENDATION: 
 
It is recommended that the Board review the current applications and appoint public 
committee members to the standing committees, review the number of public 
committee members in each committee and set the first committee meetings in 2020. 

 
BACKGROUND: 
 
As per the Board Policy:  Committee  appointments  will  be  reviewed  by  the  full  Board  at  a  
Board  of   Director’s meeting in December of each Calendar Year, or as soon thereafter as 
practical.  Applications to serve as a Public Member will be available at the District’s Office or on-
line at the District’s website (www.slvwd.com). Public Member Applications will be reviewed by the 
full Board. Each committee member shall be appointed by a simple majority vote of the Board.   

 
Regardless of the start date, the terms of public member(s) of the Administrative, Budget & 
Finance, Engineering and Environmental Committees shall end on December 31st of each year. 
 
The District’s 2020 standing committees (excluding LADOC): 
 Administration Committee – 2 Board members and 3 public members 
 Budget & Finance Committee – 2 Board members and 2 public members 
 Engineering Committee – 2 Board members and 3 public members 
 Environmental Committee – 2 Board members and 3 public members 
 
The District advertised openings for public members to the standing committees on 
October 2 – November 20, 2020. Following is a listing of the applicant’s choices and 
current committee assignments. Attached are the applications that were received. 
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Revised 12/3/2020

 COMMITTEE CHOICES

Name Admin B & F Eng Enviro

Bounds 1*

DeJesus 1 2 3

Dolson 1

Fresco 1*

Herbst 1*

Hickey 1

Hill 2 1

Ladd 1*

Lande 1*

Layng 2 3 1

Lund 1*

Murphy 3 1 2

O'Connor 1*

Smolley 1*

Winegarden 2 1*

* current       
member 1 of 2 reapplied 2 of 2 reapplied 3 of 4 reapplied 3 of 4 reapplied
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57765616.v1 

 

 
TO: Board of Directors, 

San Lorenzo Valley Water District 
 

 

FROM: Gina R. Nicholls, General Counsel 
 

DATE: December 7, 2020 
 

RE: Review of Personnel System Rules and Regulations for 2021 
502665-0001 

SUMMARY: 

According to the Board Policy Manual (Section 18.A), the District’s Personnel System 
Rules and Regulations (Rules and Regulations, Attachment A) are to be reviewed at a 
meeting of the Board of Directors in December of each calendar year or as soon 
thereafter as reasonable.    

Revisions appear to be needed to the Rules and Regulations in order to make them 
internally consistent and ensure they are consistent with current law.  For example, the 
Rules and Regulations do not address laws and regulations that may be applicable to 
the District including certain leave laws and consumer reporting acts related to 
background checks.  Additionally, the competitive service examination and eligibility 
provisions should be reviewed to ensure they continue to meet the needs of the District, 
within the bounds established by applicable law and District Ordinance No. 99 
(Attachment B). 

RECOMMENDATION: 

By motion of the Board, direct District Counsel to review the Personnel System Rules 
and Regulations with staff, to ensure they are internally consistent and consistent with 
current law, and bring them back to the Board for review and re-adoption no later than 
the next regular Board meeting. 

Alternatively, the Board could direct that additional changes be considered and/or made 
to the Rules and Regulations. 

Alternatively, the Board could refer the matter to committee.  

Alternatively, the Board could direct that no changes be made to the Rules and 
Regulations, or the Board could take no action.  This alternative is not recommended 
because updates appear to be needed to ensure consistency with current law. 
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ATTACHMENTS:  
 
Attachment A – Personnel System Rules and Regulations  
 
Attachment B – District Ordinance No. 99 

Agenda:  12.7.20 
Item:  4e 

2 of 3649



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Attachment A  

Agenda:  12.7.20 
Item:  4e 

3 of 3650



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

SAN LORENZO VALLEY WATER DISTRICT 

PERSONNEL SYSTEM 

RULES AND REGULATIONS 2017 
 
 
 
 
 
 
 
 

ADOPTED 
DECEMBER 15, 2016 

RESOLUTION NO. 17 (16-17) 
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SAN LORENZO VALLEY WATER DISTRICT 
PERSONNEL SYSTEM RULES AND REGULATIONS 

SECTION 1- GENERAL PROVISIONS 
 
1.1 General Provisions. 

These Personnel System Rules and Regulations of the San Lorenzo 
Valley Water District are adopted pursuant to District Ordinance No. 99 
dated November 16, 2000 and shall be known as the "Personnel System 
Policy" (hereinafter referred to as "Policy"), and may be cited and referred 
to herein as such. 

 
1.2 Statement of Purpose. 

The purpose of this Policy is to provide orderly, equitable and 
uniform procedures for administration of the personnel system. 

 
1.3 Effect of Policy on Past Actions and Obligations. 

This Policy which establishes rules and regulations for the 
administration of the personnel system completely supersedes and cancels 
all prior practices, policies and agreements whether written or oral, 
howsoever the same may be expressed, which are contrary to or in 
conflict with this Policy, including resolutions and ordinances of the 
Board of Directors, unless expressly stated to the contrary herein or 
expressly stated within a duly authorized and fully executed collective 
bargaining agreement by and between the District and a duly recognized 
employee organization prepared pursuant to the Government Code of the 
State of California (Section 3500 et. seq.). Notwithstanding the 
provisions of this Section, this Policy constitutes the complete and entire 
rules and regulations relative to this subject matter. 

 
1.4 Severability. 

If any provision, sentence, clause or phrase of this policy or the 
application of said provision, sentence, clause or phrase to any person or 
circumstance is for any reason held to be invalid or not in accordance with 
applicable provisions of Federal, State or local laws or regulation, the 
remainder of this policy, or the application thereof to persons or 
circumstances other than those as to which it is held invalid, shall not be 
affected thereby. 
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1.5 Effect of Memorandum of Understanding. 
Whenever the provisions of this Policy conflict with the provision 

of a duly authorized and fully executed collective bargaining agreement 
by and between the District and a duly recognized employee organization 
pursuant to the Government Code of the State of California (Section 3500 
et. seq.), the provisions of the agreement shall prevail. 

 
1.6 Fair Employment Practices. 

All techniques or procedures used in recruitment and selection 
of employees shall be designed to measure only the job-related 
qualifications of applicants. No recruitment or selection technique shall 
be used which is not justifiably linked to successful job performance.  The 
District Manager shall have the sole authority to make the final 
determination regarding which recruitment and/or selection techniques 
will be utilized for any given position or class. 

 
1.7 District Manager Authority. 

The District Manager shall have the authority to administer this 
Policy and may delegate any or all of the authorized powers and duties to 
his/her duly authorized representative(s) or designee(s), or may 
recommend that such powers and duties be performed under contract. 
The authority to appoint all officers and employees except those 
specifically excluded by Ordinance, to remove same and have general 
control and supervision over same is vested in the District Manager. 

 
1.8 Definitions. 

As used in this Policy, the following terms shall have the meanings 
indicated: 

 
a. "Advancement, means a salary increase within the limits of a 
pay range established for a class. 

 
b. "Allocation" means the assignment of a single position to its 
proper class in accordance with the duties performed, and the 
authority and responsibilities exercised. 

 
c. "Class" means all positions sufficiently similar in duties, 
authority, and responsibility, to permit grouping under a common 
title in the application with equity of common standards of 
selection, transfer, demotion and salary. 
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d. “Competitive Service”  means all positions of employment in 
the service of the District except those excluded by the personnel 
system ordinance. 

 
e. "Continuous Service" means an employee's length of 
continuous regular full-time or regular part-time service since their 
last date of hire, less any adjustments due to lay off, approved 
leaves of absence without pay or other breaks in service 

 
f. "Days" means calendar days unless otherwise stated. 

 
g. "Demotion" means the movement of an employee from one 
class to another class having a lower maximum base rate of pay. 

 
h. "Disciplinary Action 11 means the demotion, discharge, 
reduction in pay and/or written suspension or reprimand of a 
regular employee for just cause(s). 

 
i. "District" means the San Lorenzo Valley Water District, and, 
where appropriate herein, refers to any duly authorized 
representative(s) as herein defined. 

 
j. "District Manager" means the District Manager or his/her 
duly authorized representative or agent. 

 
k. "Eligible" means a person whose name is on an 
employment list. 

 
1. Eligible List: 

(1} "Open Eligible List" means a list of names of persons 
who have taken an open competitive examination for a 
class in the competitive service and have qualified. 

 
(2}  "Promotional Eligible List" means a list of names of 

persons who have taken a promotional examination for 
a class in the competitive service and have qualified. 

 
m. Examination: 

Agenda:  12.7.20 
Item:  4e 

11 of 3658



4 
 

 
 

(1) "Open Competitive Examination" means an 
examination for a particular class which is open to all 
persons meeting the qualifications for the class. 

 
(2) "Promotional Examination" means an examination for 

a particular class which is open only to employees of 
the District meeting the qualifications for the class. 

 
(3) "Continuous Examination" means an open competitive 

examination which is administered periodically and as 
a result of which names of qualified candidates are 
placed on an employment list, in order of final scores, 
for a period of not more than one ( 1) calendar year. 

 
n. "Lay-Off' means the separation of employees from the active 
work force due to lack of work or funds, or to the abolition of 
positions by the Board of Directors for the above reasons or due to 
organization changes. 

 
o. "Personnel Ordinance" means District Ordinance No. 99 
which created a personnel system for the District. 

 
p. "Position” means a group of duties and responsibilities in 
the competitive service requiring the full-time or part-time 
employment of one person. 

 
q. "Probationary Period" means a period to be considered an 
integral part of the examination, recruiting, testing and selection 
process during which an employee is required to demonstrate 
fitness for the position to which the employee is appointed by 
actual performance of the duties of the position. 

 
r. "Promotion" means the movement of an employee from one 
class to another class having a higher maximum base rate of pay. 

 
s. "Provisional Appointment" means an appointment of a 
person who possesses the minimum qualifications established for a 
particular class and who has been appointed to a position in that 
class in the absence of available eligibles.  In no instance shall a 

Agenda:  12.7.20 
Item:  4e 

12 of 3659



5 
 

 
 

provisional appointment exceed one ( 1) calendar year unless 
otherwise approved by the District Manager. 

 
t. "Regular Employee., means an employee in the competitive 
service who has successfully completed the probationary period 
and has been retained as hereafter provided in these rules and 
regulations. 

 
u. "Re-employment" means the restoration without examination 
of a former regular employee or probationary employee to a 
classification in which the employee formerly served and resigned 
with good standing. 

 
v. “Reinstatement" means the restoration without examination 
of a former regular employee or probationary employee to a 
classification in which the employee formerly served and was laid 
off or demoted in accordance with the provisions of Section 11. 

 
w. 11Relief of Duty, means the temporary assignment of an 
employee to a status of leave with pay. 

 
x. 11 Separation of Service" means the termination of 
employment by means of layoff, resignation or discharge. 

 
y. 11Suspension" means the temporary separation from service 
of an employee without pay for disciplinary purposes. 

 
z. "Temporary Employee" means an employee who is 
appointed to a non-regular position for a limited period of time 
and/or fixed by the duration of a specific project or an employee 
appointed to fill a position in the competitive service for a limited 
period of duration not to exceed one (1) calendar year unless 
otherwise approved by the District Manager. 

 
aa. "Transfer" means the reassignment of an employee from one 
position to another position in the same class or in a comparable 
class. 
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SECTION 2- CLASSIFICATION 

 
2.1 Preparation of Plan. 

The District Manager or a person or agency employed for that 
purpose, shall ascertain and record the duties and responsibilities of all 
positions in the competitive service and shall recommend a classification 
plan for such positions.  The classification plan shall consist of classes of 
positions in the competitive service defined by class specifications, 
including the title.  The classification plan shall be so developed and 
maintained that all positions substantially similar with respect to duties, 
responsibilities, authority, and character of work are included within the 
same class, and that the same schedules of compensation may be made to 
apply with equity under similar working conditions to all positions in the 
same class. 

 
2.2 Adoption, Amendment and Revision of Plan. 

The classification plan shall be adopted by the District Manager 
and may be amended from time to time.  During the process of adoption 
and consideration of amendment and revision of the classification plan all 
recognized employee organizations affected shall be advised. 
Amendments and revisions of the plan may be suggested by any 
interested party, including any recognized employee organization, and 
shall be submitted in writing to the District Manager. 

 
2.3 Allocation of Positions. 

Following adoption of the classification plan and consultation 
with any recognized employee organization affected, the District Manager 
shall allocate every position in the competitive service to one of the 
classes established by the classification plan. 

 
2.4 New Positions. 

A new position in the competitive service shall not be created until 
the classification plan has been amended to provide therefore 
and shall not be filled until an appropriate employment list has been 
established for such position. 

 
2.5 Reclassification. 

The District Manager may make periodic studies of the 
classification plan and make any changes deemed desirable.  When the 
assigned duties and responsibilities of a position have changed 
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significantly so as to necessitate reclassification, whether new or already 
created, the position may be reclassified by the District Manager to a more 
appropriate class. Reclassifications shall not be used for the purpose       
of avoiding restrictions concerning demotions and promotions, nor to 
effect a change in salary in the absence of a significant change in assigned 
duties and responsibilities. 

 
2.6 Status of Reclassified Employees. 

When occupied position(s) are reclassified pursuant to this Section 
the incumbent(s) shall be affected as follows: 

 
a. When the incumbent's status is regular employee, the 
incumbent(s) shall assume regular employee status in the new 
classification on such effective date without qualifying tests or 
probationary period. 

 
b. When the incumbent's status is probationary employee, the 
incumbent(s) must successfully serve the remainder of the 
probationary period to attain regular employee status. 

 
SECTION 3- APPLICATIONS AND APPLICANTS 

 
3.1 Announcement. 

All examinations for classes in the competitive service shall be 
publicly advertised either by posting, by publication, or such other 
methods as the District Manager deems appropriate.  Special recruiting 
shall be conducted, if necessary, to insure that all segments of the 
community are aware of the forthcoming examinations.  The 
announcements shall specify the title and pay of the class for which the 
examination is announced; the nature of the work to be performed; 
preparation desirable for the performance of the work of the class; the 
manner of making application; and other pertinent information. 

 
3.2 Application Forms. 

Applications shall be made in the manner as prescribed on the 
examination announcements and on such application forms designated by 
the District. Application forms may require information covering 
education, training, experience, references and other pertinent 
information.  All applications must be signed by the person applying. 
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3.3 Qualification of Applicants. 
All applicants for examination must meet the qualification 

standards set forth in the announcement. 
 
3.4 Disqualification. 

The District Manager shall have the authority to disqualify 
applicants, candidates, or eligibles consistent with the provisions of these 
rules.  The following shall constitute grounds for disqualification of an 
applicant, candidate or eligible: 

 
a. Failure to meet any of the requirements or qualifications, as 
published in the announcement 

 
b. Fraudulent conduct or false statements by an applicant, or by 
others with his/her concurrence, on any application or any selection 
procedure. 

 
c. Conviction (including pleas of guilty or nolo contendere) of  
a felony if the District Manager determines that the conviction has a 
rational relationship to the position for which applicant is made.  In 
making the determination, the District Manager shall consider the 
duties and responsibilities of the position, the nature of the 
conviction, and the circumstances surrounding the crime, and the 
candidate's record since the conviction.  Any applicant who is 
disqualified for employment under this subsection may appeal the 
determination of disqualification.  Such appeal shall be in writing 
and filed with the District Manager within fourteen (14) calendar 
days of the date of the notice of disqualification.  The District 
Manager shall hear and determine the appeal within thirty (30) 
calendar days after it is filed.  The determination of the District 
Manager on the appeal is final. 

 
3.5 Notice of Qualification. 

All applicants and candidates shall be sent written notice of 
acceptance or rejection of their application and the results of their 
examination.  Said notice shall be mailed to the address of record on the 
application filed for the examination. 
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SECTION 4- EXAMINATIONS 

 
4.1 Examination Process. 

The selection techniques used in the examination process shall be 
impartial and related solely to those subjects which will test fairly the 
qualifications of candidates and fairly measure the relative capacities of 
the persons examined to execute the duties and responsibilities of the  
class to which they seek to be appointed.  Examinations shall be designed 
to provide equal opportunity to all candidates by being based on an 
analysis of the essential job requirements of the class, covering only 
factors related to such job requirements.  The District Manger shall have 
the sole authority to make the final determination regarding which test or 
combination of tests will be utilized in the examination process for any 
given position or class.  Examinations shall consist of job related selection 
techniques such as, but not necessarily limited to, achievement tests, 
written tests, performance tests, oral tests, physical agility tests, 
evaluation of daily work performance, work samples, or any combination 
of these or other tests.  The probationary period shall be considered as a 
portion of the examination process. 

 
4.2 Examination Administration. 

The District Manager shall be responsible for the administration 
and scoring of all selection examinations.  The District Manager shall 
have the sole authority to set minimum qualifying scores for each phase of 
the selection examination process.  Applicants or candidates failing to 
achieve the qualifying score in any phase of the examination process shall 
be disqualified from further participation in the examination process.  The 
final score of a candidate shall be based upon the compilation of all 
examinations in the selection examination process.  Two or more 
candidates with the same final score shall be given the same rank on the 
eligibility list.  The rank following the tie shall be left vacant. 

 
4.3 Promotional Examinations. 

Promotional examinations may be conducted whenever the needs 
of the service require.  Promotional examinations may include any of the 
selection techniques mentioned in Section 4.1 of this Policy or any 
combination thereof.  Only regular, probationary, provisional or 
temporary employees of the District who meet the requirements set forth 
in the promotional examination announcements may compete in 
promotional examinations.  The District Manager shall have the sole 
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authority to make the final determination when the services of a 
promotional examination will be utilized for any given position or class. 

 
4.4 Open Competitive Examinations. 

Open competitive examinations may be administered for a single 
position or class, as the needs of the service require.  Names of qualified 
candidates may be placed on an eligible list, and shall remain on said list, 
as prescribed in Section 5 of this policy. 

 
4.5 Continuous Examinations. 

At the discretion of the District Manager open or promotional 
continuous examinations may be administered periodically, as the needs  
of the service require.  Names of qualified candidates may be placed on an 
eligible list in the order of final scores and shall remain on said lists for a 
period of not more than one (1) year. 

 
4.6 Contract For Examinations. 

The District may contract with any competent public or private 
agency or qualified individual(s) for the preparing and/or administering of 
examinations.  In the absence of such a contract, the District Manager 
shall see that such duties are performed.  The District Manager shall 
arrange for the use of public buildings and equipment for the conduct of 
examinations. 

 
4.7 Review of Examinations. 

All candidates and eligibles shall have the right to inspect their own 
test answer sheet within seven (7) calendar days after the notifications of 
examination results.  Any error in computation, if called to the attention of 
the District Manager within this period, shall be corrected.  Such 
corrections shall not, however, require invalidation of appointments 
previously made. 

 
SECTION 5 -ELIGIBLE LISTS 

 

5.1 Eligible Lists. 
As soon as possible after the completion of an examination, the 

District Manager shall prepare and maintain an eligible list consisting of 
the names of candidates who qualified in the examination. 
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5.2 Duration of Lists. 
Eligible lists shall become effective on the date certified by the 

District Manager and shall remain in effect for a period of one ( 1) 
calendar year from said date unless exhausted or abolished by the District 
Manager, whichever occurs first.  The District Manager may establish a 
new eligible list pursuant to the provision of Section 6.3 of this Policy. 

 
5.3 Removal of Names from Lists. 

The name of any person appearing on an eligible, re- 
employment or promotional list shall be removed by the District Manager 
if the eligible candidate requests in writing that the name be removed or if 
the eligible candidate fails to respond within seven (7) calendar days to a 
notice mailed to the last designated address.  The person affected shall be 
notified of the removal of the name by a notice mailed to the last known 
address.  The names of persons on promotional employment lists who 
resign from the service of the District shall automatically be dropped from 
such lists. 

 
SECTION 6- FILLING OF VACANCIES 

 

6.1 Types of Appointment. 
The District Manager may fill a vacancy in the competitive service 

by transfer, demotion, reinstatement, or re-employment, or from persons 
from an appropriate eligible list, if available.  In the absence of persons 
eligible for appointment in these ways the District Manager may make a 
provisional appointment pursuant to Section 6.5 of this Policy.  The 
District Manager may make a temporary appointment pursuant to Section 
6.6 of this Policy.  All vacancies shall be filled in accordance with the 
provisions of this Section. 

 
6.2 Competitive Service Vacancy. 

When a vacancy exists in the competitive service the District 
Manager shall fill the vacancy in the following order: 

 
1) From eligibles on a reinstatement list, if available. 
2) From eligibles on an existing promotional eligible list, if 

available. 
3) Form eligibles on an existing open employment list, if 

available. 
4) Announcement and examination process. 
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6.3 Certification of Eligibles. 
When a vacancy is to be filled by appointment from an open 

eligible list or from a promotional eligible list, the District Manager shall 
certify from the specified list the names of the three (3) most highly 
qualified candidates available for appointment.  If there are fewer than 
three (3) names available for appointment the District Manager may make 
an appointment from among such certified eligibles or may establish a 
new list. When a new list is to be established the District Manager shall 
conduct a new announcement and examination process. 

 
6.4 Appointment. 

After interview and inquire, the District Manager shall make 
appointments from among those certified.  The person accepting 
appointment shall report to the District Manager, or the District Manager's 
duly designated representative(s), for processing on or before the date of 
appointment.  If the applicant accepts the appointment and reports for  
duty within the prescribed time the applicant shall be deemed to be 
appointed; otherwise, the applicant shall be deemed to have declined the 
appointment. 

 
6.5 Provisional Appointment. 

In the absence of there being names of individuals willing to accept 
appointment from appropriate eligible lists, the District Manager may 
make a provisional appointment of a person meeting the minimum 
training and experience qualifications for the position.  Such an 
appointment may be made during the period of suspension of an  
employee or pending final action on proceedings to review suspension, 
demotion or discharge of an employee.  A provisional employee may be 
removed at any time without cause and without the right of grievance, 
hearing, or appeal.  No provisional appointment shall exceed a time  
period of one (1) calendar year, unless otherwise approved by the District 
Manager. 

 
6.6 Temporary Appointment. 

Temporary appointments may be made by the District Manager to 
fill a non-regular employment status position for a limited period of time 
and/or fixed by the duration of a specific project; or to fill a position in the 
competitive service for a limited period of duration not to exceed on ( 1) 
calendar year, unless otherwise approved by the District Manager. 

Agenda:  12.7.20 
Item:  4e 

20 of 3667



13 
 

 
 
 
 

SECTION 7- PROBATIONARY PERIOD 
 

7.1 Probationary Period. 
All original and promotional appointments in the competitive 

service shall be tentative and subject to a probationary period of not less 
than six (6) calendar months of actual service.  The probationary period 
shall be regarded as part of the examination process and shall be utilized 
for closely observing the employee's work, the employee's ability to work 
with other employees, and for securing the most effective adjustment of a 
new employee to their position.  Time spent on leave without pay shall  
not count toward completion of the probationary period.  The  
probationary period may be extended at the discretion of the District 
Manager.  Extension of the probationary period shall be for appropriate 
circumstances and for a specific period of time up to and including six (6) 
months.  No such extension shall exceed six (6) additional months, and no 
further extensions shall be granted.  If the service of a probationary 
employee has been satisfactory said employee shall be certified in writing 
for regular employee status.  Regular employee status shall begin with the 
day following the expiration date of the probationary period.  During the 
probationary period an employee may be recommended for rejection at 
any time without cause and without right of grievance, hearing or appeal. 
The District Manager shall provide all probationary employees with 
written notification regarding the status of the probation period. 

 
7.2 Rejection Following Promotion. 

Any employee rejected during the probationary period following a 
promotional appointment shall be given the opportunity to be reinstated to 
a position in the class from which the employee was promoted.  If there is 
no vacancy in such position, the employee may request to be placed on a 
reinstatement list.  Such opportunity will not be given if the employee is 
discharged pursuant to disciplinary action under these rules and 
regulations. 

 
SECTION 8- COMPENSATION 

 
8.1 Preparation of Compensation Schedule. 

The District Manager, or a person or agency employed for that 
purpose, shall prepare a compensation schedule consisting of a schedule 
of salary ranges allocated to each class in the position classification plan. 
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The compensation schedule shall also include a schedule of hourly wage 
rates applicable to positions which are not in the competitive service. 

 
8.2 Adoption, Amendment and Revision of Compensation Schedule. 

The compensation schedule shall be adopted and may be amended 
or revised from time to time by resolution of the Board of Directors. 
Amendments or revisions to the compensation schedule may be suggested 
by any interested party and shall be submitted in writing to the District 
Manager. 

 
8.3 Schedule of Salary Ranges. 

The compensation schedule shall be an integrated schedule 
consisting of seven (7) step salary ranges with a five percent (5%) 
differential between steps in each range. 

 
SECTION 9- TRANSFER, PROMOTION, DEMOTION, 
SUSPENSION AND REINSTATEMENT 

 

9.1 Transfer. 
Transfer is defined as the reassignment of an employee from one 

position to another position in the same or in a comparable class. The 
District Manager may transfer an employee from one position to another 
position in the same class or in a comparable class.  For transfer purposes, 
a comparable class is one with the same maximum salary, involves the 
performance of similar duties, and requires substantially the same basic 
qualifications. Transfer shall not be used to effectuate a promotion, 
demotion, advancement, or reduction, each of which may be 
accomplished only as provided in the personnel ordinance or these rules 
and regulations.  No person shall be transferred to a position for which 
that person does not possess the minimum qualifications. 

 
9.2 Promotion. 

Promotion is defined as the movement of an employee from one 
class to another class having a higher maximum base rate of pay.  Insofar 
as consistent with the best interests of the District all vacancies in the 
competitive service may be filled by promotion from within the 
competitive service, after a promotional examination has been given and a 
promotional list established. 
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The District Manger may fill a vacancy in the competitive service 
by an open competitive examination instead of promotional examination, 
in which event the District Manger shall arrange for an open competitive 
examination and for the preparation and certification of an open 
competitive eligible list. 

 
9.3 Demotion. 

Demotion is defined as the movement of an employee from one 
class to another class having a lower maximum base rate of pay. The 
District Manager may demote an employee for disciplinary purposes in 
accordance with Section 10 of this Policy. In addition, upon written 
request of an employee, and with written approval of the District Manager 
a voluntary non-disciplinary demotion may be made to a vacant position. 
No employee shall be demoted to a position who does not possess the 
minimum qualifications. 

 
9.4 Suspension. 

The District Manager may suspend an employee from a position for 
a disciplinary purpose in accordance with Section 10 of this policy. 
Suspension without pay shall not exceed thirty (30) calendar days. 

 
9.5 Re-employment. 

With approval of the District Manager, a regular employee who has 
resigned with good standing may be re-employed within one (1) year of 
the effective date of resignation, to a vacant position in the same or 
comparable class. Upon re-employment, the employee may be subject to 
the probationary period prescribed for the class. No credit for former 
employment shall be granted in computing salary, annual leave, or other 
benefits except on the specific recommendation of the District Manager at 
time of re-employment. 

 
SECTION 10- DISCIPLINARY ACTION 

 
10.1 Policy. 

Prior to demotion, discharge, reduction in pay, reprimand or 
suspension of a regular employment status employee for disciplinary 
purposes, the District Manager shall comply with the procedures set forth 
in this Policy. 
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10.2 Notification of Disciplinary Action. 
The District Manager may take disciplinary action for just cause 

against any employee who has completed their probationary period by 
notifying the employee of the action in writing.  Employees who have not 
completed their probationary period pursuant to Section 7 of this Policy 
may be terminated at any time for any cause, without prior notice and 
without right of grievance, hearing or appeal.  Notification of intended 
disciplinary action must be in writing and served on the employee in 
person or by registered mail at least seventy-two (72) hours prior to the 
effective date of the intended disciplinary action, except in an emergency 
situation.  The notice must be included in the employee's personnel file, 
and shall include: 

 
a. Nature of Action.A statement of the nature of the disciplinary 

action. Disciplinary action is defined as demotion, discharge, 
reduction in pay, letters of reprimand and/or suspension. 

b. Effective Date. The effective date of action, which shall be at least 
seventy-two (72) hours after notice of intended discipline, is served 
on the employee, except in an emergency situation. 

c. Basis for Action.  A statement in ordinary and concise language of 
the act or the omissions upon which the disciplinary action is based. 

d. Representation.  A statement that any employee may be represented 
by any representative of the employee's choosing relative to 
disciplinary action.  The employee shall provide written notice to 
the District Manager relative to designated representation. 

e. Entitlement to Meet with District Manager. A statement that the 
employee has the right to respond orally or in writing to the charges 
prior to said disciplinary action being taken.  The employee shall 
advise the District Manager of the request for a meeting within 
seventy-two (72) hours after receiving the notice.  If, at the 
employee's option, there is no meeting, the District Manager shall 
advise the employee in writing within five (5) calendar days after 
the seventy-two (72) hour period expires, of his/her decision 
regarding the intended disciplinary action. 

 
10.3 Employee Review. 

The employee shall be given an opportunity to review the 
documents or materials upon which the proposed disciplinary action is 
based, and, if practicable, the employee shall be supplied with a copy of 
the documents. 
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10.4 Relief of Duty. 
Notwithstanding the provisions of this Section, the District 

Manager may approve the temporary assignment of an employee to a 
status of leave with pay pending conduct or completion of such 
investigations or opportunity to respond as may be required to determine 
if disciplinary action is to be taken. 

 
SECTION 11 -LAYOFF POLICY AND PROCEDURE 

 

11.1 Statement of Intent. 
The District shall have the sole right and authority to determine 

when it is necessary to abolish any position(s) or employment in the 
interest of economy or efficiency, changes in duties or organization or any 
other reasons determined to be in the best interest of governmental 
operations . The Board of Directors may abolish any position(s) or 
employment for the purposes stated herein and the District Manger shall 
have the authority to layoff, demote or transfer the employee(s) holding 
such position(s) or employment pursuant to this Section without 
disciplinary action and without right of grievance, hearing or appeal. 

 
11.2 Notification. 

Employees to be laid off or displaced pursuant to this Section shall 
be given, whenever possible, at least thirty (30) calendar days prior 
written notice. 

 
11.3 Order of Separation. 

Layoffs and/or reductions in employment shall be made by 
classification.  A classification is defined as a position or number of 
positions having the same title, job description and salary. Whenever in the 
judgment of the District layoffs and/or a reduction in employment are 
deemed necessary, the order of layoff within the affected layoff 
classification(s) shall be as follows: 

 
(a) Temporary employees; 
(b) Provisional employees; 
(c) Part time employees; 
(d) Probationary employees; and 
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(e) In the event of further layoff(s) or reduction in employment, 
employees will be laid off from the affected classification(s) in 
accordance with seniority pursuant to this Section. 

 
11.4 Demotion Procedures Due to Reduction in Force. 

Except as otherwise provided pursuant to this Section, whenever 
there are layoffs or reductions in employment, the District Manger shall 
first demote to a vacancy if any, in the same or lower classification in the 
same class series which the employee(s) who are scheduled for layoff 
meet the minimum employment standards.  Employees with the least 
seniority pursuant to Section 11.7 shall be demoted first.  All employees 
demoted pursuant to this Section shall have their names placed on the 
classification reinstatement eligible list. 

 
11.5 Displacement Due to Reduction in Force. 

Displacement is defined as the movement in layoff(s) or 
reduction(s) in employment of an employee to an equal or lower 
classification (as determined by maximum base rate of pay) on the basis  
of seniority.  An employee cannot displace to a higher classification.  Any 
employee in the competitive service affected by layoff(s) or reduction(s)  
in employment shall have the right to displace an employee who has less 
seniority in the same classification or in a lower classification in the same 
class series.  Any employee displaced pursuant to the Section if applicable 
may in the same manner displace another employee within the same 
classification or in a lower classification in the same class series. 

 
11.6 Displacement Procedures. 

In order to exercise displacement rights, an employee must have 
more seniority than at least one of the incumbent employees in the retreat 
classification(s) and request displacement action in writing to the District 
Manager within seven (7) calendar days of receipt of notice of layoff or 
reduction of employment.  Employees who exercise displacement rights 
and retreat to an equal or lower classification shall be placed at the salary 
step representing the least loss of pay.  In no case shall the salary be 
increased above that received in the classification from which the 
employee was laid off.  Employees who retreat to a lower classification in 
the same class series shall serve a probationary period pursuant to Section 
7.1 of this Policy unless they have previously successfully completed a 
probationary period for said classification. 

Agenda:  12.7.20 
Item:  4e 

26 of 3673



19 
 

 
 

11.7 Seniority for Purpose of Reduction in Force. 
For the purpose of this Section seniority shall be defined as an 

employee's length of continuous regular full time service and/or part time 
service (pro-rated) at or above the classification level where layoff is to 
occur.  If the above factor is equal, the date regular employment status 
with the District is achieved shall be determinative.  If the foregoing 
factor is equal, the employee's position on the eligible list shall be 
determinative. 

 
11.8 Reinstatement List. 

The names of persons laid off or demoted in accordance with 
provisions of this Section shall be entered upon a reinstatement list.  Lists 
from different departments or at different times for the same class of 
position shall be combined into a single list. The District Manager shall 
use such list when a vacancy arises in the same or lower classification in 
the same series before certification is made from an eligible list.  Names 
shall be placed on reinstatement lists in order of their seniority in the 
classification with the highest seniority in the class being at the top of the 
reinstatement list. 

 
11.9 Duration of Reinstatement List. 

Names of persons laid off or demoted shall be carried on a 
reinstatement list for a period of one (1) calendar year, except that persons 
appointed to permanent positions of the same level as that which laid off, 
shall, upon such appointment, be dropped from the list.  Persons who 
refuse reinstatement shall be dropped from the list.  Persons reinstated in a 
lower class, or on a temporary basis, shall be continued on the 
reinstatement list for the higher position for the one (I) year period. 

 
SECTION 12- SEPARATION FROM SERVICE 

 
12.1 Discharge. 

An employee in the competitive service may be discharged at any 
time by the District Manager. Disciplinary discharge action shall be in 
accordance with Section 10 of this policy. 

 
12.2 Resignation. 

An employee wishing to leave the competitive service in good 
standing shall file with the District Manager a written resignation stating 
the effective date and reasons for leaving at least fourteen (14) calendar 
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days before leaving the service, unless such time limit is waived by the 
District Manager . 

 
SECTION 13 -ADMINISTRATIVE LEAVES, REPORTS 
AND RECORDS 

 

13.1 Attendance. 
Employees shall be in attendance at their work in accordance with 

the rules regarding hours of work, holidays, and leaves. All departments 
shall keep daily attendance records of employees which shall be reported 
to the District Manager in the form and on the dates so specified. 

 
13.2 Military Leave. 

Military leave and regulations for payment pertaining thereto shall 
be in accordance with the provisions of the Military and Veterans Code of 
the State of California. 

 
13.3 Leave of Absence Without Pay. 

The District Manager, at his/her sole discretion, may grant a 
regular or probationary employee a leave of absence without pay for a 
period of time not to exceed six (6) months.  No such leave of absence 
without pay shall be granted except upon written request of the employee 
setting forth the reason for the request, and the written approval of the 
District Manager.  Upon expiration of an approved leave of absence 
without pay, the employee shall be reinstated in the position held at the 
time leave was granted. 

 
13.4 Failure to Return. 

Any employee who fails to return to duty at the time specified on 
application of authorized annual, sick, maternity, or other leaves of 
absence shall be considered to have resigned from service with the 
District in the absence of evidence of extenuating circumstances. 

 
13.5 Jury Duty. 

Every employee in the competitive service of the District who is 
called or required to serve as a trial juror, upon notification and 
appropriate verification submitted to his/her supervisor, shall be entitled  
to be absent from his/her duties with the District during the period of such 
service or while necessarily being present in court as a result of such call. 
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The employee's normal pay shall be lowered by the amount of 
pay received for jury duty. 

 
13.6 Personnel Records. 

The District Manager shall maintain a service or personnel record 
for each employee in the service of the District showing the name, title 
of position held, the department to which assigned, salary, changes in 
employment status and such other information as maybe considered 
pertinent by the District Manager. 

 
13.7 Change of Status Report. 

Every appointment, transfer, promotion, demotion, change of 
salary rate, or any other temporary or permanent change in status of an 
employee shall be reported in writing to the employee by the District 
Manager in such manner as he/she may prescribe. 

 
SECTION 14- MISCELLANEOUS 

 

14.1 Safety. 
All employees of the District shall be responsible for following the 

general safety guidelines of the District, as well as any additional safety 
regulations which are defined by the employees' work area or position. 
Any variance or refusal to comply with these guidelines shall result in 
disciplinary action up to, and including, discharge, in accordance with 
these rules and regulations. 

 
14.2 Identification Cards, Badges, or Insignia. 

No employee in the service of the District who uses an 
identification card, badge, or insignia as either evidence of the 
employee's position or authority shall allow it to be used by any other 
individual nor shall the employee use it in any way to advance a private 
interest.  All identification cards, badges, or insignia issued by the 
District shall be turned in to the District Manger upon change of status 
within the competitive service or termination of employment. 

 
 

- END- 
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TO: Board of Directors, 

San Lorenzo Valley Water District 
 

 

FROM: Gina R. Nicholls, General Counsel 
 

DATE: December 7, 2020 
 

RE: Review of Respectful Workplace Policy for 2021 
502665-0001 

SUMMARY: 

Several years ago, the District adopted a Respectful Workplace Policy (RW Policy) that 
has been reviewed and re-adopted by the Board of Directors (Board) for subsequent 
calendar years.  This review and re-adoption has been conducted, in part, to qualify for 
incentive credits formerly offered by the District’s risk management carrier, SDRMA.  
Attachment A is a copy of the RW Policy.  

Last month, the Board adopted a Discrimination, Harassment, and Retaliation 
Prevention Policy (Prevention Policy) consistent with current law.  Attachment B is a 
copy of the Prevention Policy.   

The older RW Policy contains elements that overlap, and potentially conflict, with the 
newer Prevention Policy.  Also, SDRMA no longer offers incentive credits based on 
annual review and re-adoption of the RW Policy.  For both of these reasons, substantial 
revisions of the RW Policy are warranted at this time.       

RECOMMENDATION: 

By motion of the Board, direct District Counsel to work with staff to make the following 
proposed revisions to the Respectful Workplace Policy, and bring it back to the Board 
for review and possible re-adoption, no later than the next regular Board meeting: 

1. Eliminate redundancies and potential conflicts between the older RW Policy 
and the newer Prevention Policy.   

2. Clarify that the Prevention Policy is the primary tool for addressing potentially 
unlawful conduct within the District, whereas the RW Policy is an additional 
tool to help address other types of potentially undesirable or unlawful conduct. 

3. Clarify the Special Reporting process by which District Counsel may be 
required to consult with the Board, in order to increase transparency of how 
the process will be conducted, while protecting the privacy of individuals.    
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Alternatively, the Board could direct that different or additional changes be made to the 
Respectful Workplace Policy. 

Alternatively, the Board could rescind the Respectful Workplace Policy in its entirety.    

Alternatively, the Board could refer the matter to committee.  

Alternatively, the Board could direct that no changes be made to the Respectful 
Workplace Policy, or the Board could take no action.  This alternative is not 
recommended because of the undesirability of maintaining overlapping and potentially 
conflicting policies addressing the same subject matter. 

 

ATTACHMENTS:  
 
Attachment A – Respectful Workplace Policy 
  
Attachment B – Discrimination, Harassment, and Retaliation Prevention Policy 

Agenda:  12.7.20 
Item:  4f

2 of 2485



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Attachment A  

Agenda:  12.7.20 
Item:  4f

3 of 2486



 

1 
 

 
 

SAN LORENZO VALLEY WATER DISTRICT 
RESPECTFUL WORKPLACE POLICY 2017 

 
 

Adopted:  December 15, 2016 
Resolution No. 18 (16-17) 

 

 
Purpose 
The intent of this policy is to provide and establish general guidelines about 
conduct that is, and is not appropriate in the workplace.  San Lorenzo Valley 
Water District is committed to creating and sustaining a professional and 
respectful work and public service environment free from violence, discrimination, 
and other offensive or degrading remarks or conduct.  A workplace which 
promotes and maintains an environment in which al1 members of the Board of 
Directors, employees, and the public are treated with respect and dignity. The 
District acknowledges that this policy cannot possibly predict al1 situations that 
might arise.  The District also recognizes that conflicts or disagreements may 
occur.  The District expects these issues to be resolved in a manner that 
contributes to a healthy and productive workplace. 

 
Applicability 
Maintaining a respectful work environment is a shared responsibility. This policy is 
applicable to District personnel including regular and temporary employees, 
volunteers, and Board of Directors. 

 
Abusive Customer Behavior 
While the District has a strong commitment to customer service, the District does 
not expect that employees accept verbal abuse from any customer. An employee 
may request that a supervisor intervene when a customer is abusive, or they may 
defuse the situation themselves, including if necessary, ending the contact.  If 
there is a concern over the possibility of physical violence, a supervisor should be 
contacted immediately. When extreme conditions dictate, 911 may be called.  
Employees should leave the area immediately when violence is imminent unless 
their duties require them to remain. Employees must notify their supervisor about 
the incident as soon as possible. 

 
Types of Disrespectful Behavior 
The following types of behaviors cause a disruption in the workplace and are, 
in many instances, unlawful. 

 
Violent Behavior: 
Violent behavior includes the use of physical force, harassment, or intimidation. 

 
Discriminatory B e h a v i o r : 
Discriminatory behavior includes inappropriate remarks about or conduct 
related to a person's race, color, creed, religion, national origin, disability, sex, 
marital status, age, sexual orientation, or status with regard to public 
assistance. 
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Disruptive and Disrespectful Behavior: 
Disruptive and disrespectful behavior is any conduct or behavior that disrupts civility 
and co-operation in the workplace and interferes with efficient and effective work 
flow. Disruptive behavior is any behavior in the form of hostile or unwanted conduct, 
verbal comments, actions or gestures that affect an employee’s dignity and 
psychological or physical integrity.  A single serious incident of such behavior that 
has a lasting harmful effect on an employee may also constitute disruptive and 
disrespectful behavior.  Such behavior may include but is not limited to the 
following: 

 
• Rudeness, angry outbursts, inappropriate humor, vulgar obscenities, name 

calling, disrespectful language, or any other behavior regarded as offensive 
to a reasonable person. 

 

 
• Abuse of authority where an employee uses authority unreasonably to 

interfere with another's performance. 
 

• Non-constructive criticism addressed in such a way as to intimidate or 
undermine confidence. 

 
Disruptive and disrespectful behavior is a serious offense, however it must be 
distinguished from an employee's legitimate right to: 

 

 
• Express opinions freely and to support positions whether or not they 

are in agreement with those of other employees. 
 

 
• Engage in honest differences of opinion with respect to work related 

issues that are discussed in appropriate forums. 
 

 
• Engage in good faith constructive criticism of others. 

 
• Comply with supervisorial responsibilities to address concerns 

regarding the performance or competence of employees. 
 
It is not possible to anticipate in this policy every example of offensive behavior. 

Accordingly, employees are encouraged to discuss with their fellow employees 
and supervisor what is regarded as offensive, taking into account the sensibilities 
of employees and the possibility of public reaction.  Although the standard for how 
employees treat each other and the general public will be the same throughout 
the District, there may be differences between work groups about what is 
appropriate in other circumstances unique to a work group.  If an employee is 
unsure whether a particular behavior is appropriate, the employee should request 
clarification from their supervisor or the District Manager. 
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Sexual Harassment: 
Sexual harassment can consist of a wide range of unwanted and unwelcome 
sexually 
directed behavior such as unwelcome sexual advances, requests for sexual 
favors, and other verbal or physical conduct of a sexual nature when: 

 
• Submitting to the conduct is made either explicitly or implicitly a 

term or condition of an individual's employment; or 
 

• Submitting to or rejecting the conduct is used as the basis for an 
employment decision affecting an individual's employment; or 

 

 
• Such conduct has the purpose or result of unreasonably interfering with 

an individual's work performance or creating an intimidating, hostile or 
offensive work environment. 

 
Sexual harassment includes, but is not limited to, the following: 

 

 
• Unwelcome or unwanted sexual advances.  This means stalking, patting, 

pinching, brushing up against, hugging , cornering, kissing, fondling or any 
other similar physical contact considered unacceptable by another 
individual. 

 
• Verbal or written abuse, kidding, or comments that are sexually-oriented 

and considered unacceptable by another individual.  This includes 
comments about an individual's body or appearance where such 
comments go beyond mere courtesy, telling "dirty jokes" or any other 
tasteless, sexually oriented comments, innuendos or actions that offend 
others. 

 
• Requests or demands for sexual favors. This includes subtle or obvious 

expectations, pressures, or requests for any type of sexual favor, along 
with an implied or specific promise of favorable treatment (or negative 
consequence) concerning one's current or future job. 

 
Employee Response to Disrespectful Workplace Behavior 
Employees who believe that disrespectful behavior is occurring are encouraged 
to deal with the situation in one of the ways listed below. The District 
encourages the prompt identification and resolution of alleged disrespectful 
workplace behavior by all involved and affected persons through collaborative 
efforts, but recognizes that such resolution may be impractical.  However, if the 
allegations involve violent behavior, sexual harassment, or discriminatory 
behavior, then the employee shall immediately contact their supervisor or the 
District Manager. 

 
Resolution Procedures 
Step 1(a).  Politely, but firmly, tell whoever is engaging in the disrespectful behavior 
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how 
you feel about their actions.  Politely request the person to stop the behavior 
because you feel intimidated, offended, or uncomfortable. If practical, bring a 
witness with you for this discussion. 

 

Step 1(b).  If you fear adverse consequences could result from telling the 
offender or if the matter is not resolved by direct contact, go to your supervisor or 
District Manager. The person to whom you speak is responsible for documenting 
the issues and for giving you a status report on the matter no later than ten (10) 
business days after your report. 

 
Step l(c).   In the case of violent behavior, all employees are required to report 
the incident immediately to their supervisor, District Manager or Santa Cruz 
County Sheriff’s Department. 

 
Supervisor's Response to Allegations of Disrespectful Workplace Behavior 
Employees who have a complaint of disrespectful workplace behavior will be 
taken seriously.  In the case of sexual harassment or discriminatory behavior, a 
supervisor must report the allegations within two (2) business days to the District 
Manager, who will determine whether an investigation is warranted.  A supervisor 
must act upon such a report even if requested otherwise by the victim.  In 
situations other than sexual harassment and discriminatory behavior, supervisors 
will use the following guidelines when an allegation is reported: 

 
Step 1. If the nature of the allegations and the wishes of the victim warrant a 
simple intervention, the supervisor may choose to handle the matter informally. 
The supervisor may conduct a coaching session with the offender, explaining the 
impact of his/her actions and requiring that the conduct not reoccur. This 
approach is particularly appropriate when there is some ambiguity about whether 
the conduct was disrespectful. 

 
Step 2. If a formal investigation is warranted, the individual alleging a violation 
of this policy will be interviewed to discuss the nature of the allegations .The 
person being interviewed may have someone of his/her own choosing present 
during the interview. 
The investigator will obtain the following description of the incident, including date, 
time 
and place. 

 
• Corroborating evidence. 
• A list of witnesses. 
• Identification of the offender. 

 
Step 3.  The supervisor must notify the District Manager about the allegations. 

 
Step 4.  As soon as practical after receiving the written or verbal complaint, the 
alleged policy violator will be informed of the allegations. The alleged violator 
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will have the opportunity to answer questions and respond to the allegations. 
 

Step 5. After adequate investigation and consultation with the appropriate 
personnel, a decision will be made regarding whether or not disciplinary action 
will be taken. 

 
Step 6. The alleged violator and complainant will be advised of the findings 
and conclusions as soon as practicable. 

 

Special Reporting Requirements 
When the supervisor is perceived to be the cause of a disrespectful workplace 
behavior incident, a report will be made directly to the District Manager who will 
assume the responsibility for investigation and discipline. 

 
If the District Manager is perceived to be the cause of a disrespectful workplace 
behavior incident, a report will be made directly to the District Counsel who will 
confer with the Board of Directors regarding appropriate investigation and action. 

 
If a Board Member is perceived to be the cause of a disrespectful workplace 
behavior incident involving District personnel, the report will be made directly to 
the District Manager and referred to the District Counsel who will undertake the 
necessary investigation. The District Counsel will report his/her findings to the 
Board of Directors, which will take the action it deems appropriate. 

 
Pending completion of the investigation, the District Manager may at his/her 
discretion take appropriate action to protect the alleged victim, other employees, 
or citizens. 

 
Confidentiality 
A person reporting or witnessing a violation of this policy cannot be guaranteed 
anonymity. The person's name and statements may have to be provided to the 
alleged offender. All complaints and investigative materials will be contained in 
a file separate from the involved employees' personnel files. If disciplinary action 
does result from the investigation, the results of the disciplinary action will then 
become a part of the employee(s) personnel file(s). 

 
Retaliation 
Consistent with the terms of applicable statutes and District personnel policies 
the District may discipline any individual who retaliates against any person who 
reports alleged violations of this policy. The District may also discipline any 
individual who retaliates against any participant in an investigation, proceeding or 
hearing relating to the report of alleged violations. Retaliation includes, but is not 
limited to, any form of intimidation, reprisal, or harassment. 

 
 
 
 

- END OF POLICY- 
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Policy: Discrimination, Harassment, and Retaliation Prevention Policy 

POLICY 

San Lorenzo Valley Water District is an equal opportunity employer.  San Lorenzo Valley 
Water District is committed to providing a professional work environment free from 
discrimination, harassment, and retaliation and disrespectful or other unprofessional 
conduct based on a protected category covered by this policy: 

 Race 

 Color 

 Sex/gender (including pregnancy, childbirth, breastfeeding or related medical 
conditions), sex stereotype, gender identity/gender expression/transgender 
(including whether or not you are transitioning or have transitioned) and sexual 
orientation 

 Religion or religious creed (including religious dress and grooming practices) 

 National origin 

 Ancestry 

 Physical or mental disability  

 Medical condition (including cancer) 

 Genetic information/characteristics 

 Marital status/registered domestic partner status 

 Age (40 years and over) 

 Veteran and/or military status 

 Political affiliation 

 Any other status protected by state or federal law.  

San Lorenzo Valley Water District prohibits discrimination, harassment, disrespectful or 
unprofessional conduct whether based on those protected categories/characteristics, or 
based on a perception that anyone has any of those characteristics or is associated with a 
person who has or is perceived as having any of those characteristics. 

In addition, San Lorenzo Valley Water District prohibits retaliation against a person who 
raises complaints of discrimination or harassment or who participate in workplace 
investigations. 

ALL SUCH CONDUCT VIOLATES DISTRICT POLICY. 
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Scope of Protection 

This policy applies to all persons involved in the operation of the San Lorenzo Valley 
Water District including any and all employees, supervisors, managers, co-workers, officers 
and Board or Committee Members of the District.  The Policy also applies to vendors, 
customers, independent contractors, volunteers, job applicants and other persons with 
whom you come into contact while working. In addition, this policy extends to conduct with a 
connection to an employee’s work, even when the conduct takes place away from San 
Lorenzo Valley Water District’s premises, such as field work, work on a customer’s 
property, business-related meetings and business-related social functions.  

All employees are expected to assume responsibility for maintaining a work environment that 
is free from discrimination, harassment and retaliation.  Employees are encouraged to 
promptly report conduct that they believe violates this policy so that the District has an 
opportunity to address and resolve any concerns. Managers and supervisors are required to 
promptly report conduct that they believe violates this policy.  The District is committed to 
responding to alleged violations of this policy in a timely and fair manner and to taking 
appropriate action aimed at ending the prohibited conduct. 

Anti-Discrimination 

The District is committed to compliance with all applicable laws providing equal employment 
opportunities.  This commitment applies to all persons involved in District operations.  The 
District prohibits unlawful discrimination against any job applicant, employee, unpaid intern or 
volunteer by any Board member or employee of the District, including mangers, supervisors 
and coworkers. 

Discrimination may include, but is not necessarily limited to: hostile or demeaning behavior 
toward persons because of their protected category/characteristic; allowing the protected 
category to be a factor in hiring, promotion, compensation or other employment related 
decisions unless otherwise permitted by applicable law,1 and providing unwarranted 
assistance or withholding work-related assistance, cooperation, and/or information because of 
their protected category/characteristic. 

Pay discrimination between employees of the opposite sex or between employees of another 
race or ethnicity performing substantially similar work, as defined by the California Fair Pay 
Act and federal law, is prohibited.  Pay differentials may be valid in certain situations defined 
by law.  Employees will not be retaliated against for inquiring about or discussing wages. 
However, the District is not obligated to disclose the wages of other employees.  

San Lorenzo Valley Water District may implement appropriate corrective action(s), up to 
and including formal discipline, in response to misconduct--including violations of this 
policy--even if the violation does not rise to the level of unlawful conduct. 

 
  

                                                
1 For example veterans preference is permitted under Government Code 18973.1. 
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Harassment Prevention 

Harassment is a form of discrimination that is prohibited by law including Title VII of the Civil 
Rights Act of 1964 and California Government Code Section 12940 et seq.  Harassment is a 
costly form of discrimination that can result in expensive litigation that may result in back pay 
or punitive damage awards, withdrawal of federal support funds and/or other adverse actions. 
District employees have a grave responsibility for maintaining high standards of honesty, 
integrity, impartiality and conduct to assure proper performance of the District's business and 
the maintenance of confidence of the people it serves. It is the policy of the San Lorenzo 
Valley Water District that harassment is unacceptable and will not be condoned or tolerated. 

Prohibited harassment, disrespectful or unprofessional conduct, includes but is not limited 
to the following behavior: 

 Verbal conduct such as slurs, derogatory jokes or comments, insults, epithets, 
gestures, teasing, or unwanted sexual advances, invitations, comments, posts, 
or messages; 

 Visual displays such as gestures, posting or distribution of derogatory, offensive 
and/or sexually oriented posters, symbols, cartoons, drawings, computer 
displays, emails, or messages or pictures via social media platforms; 

 Physical conduct including assault, unwanted touching, physically threatening 
another person, intentionally blocking someone’s normal movement or 
interfering with work because of sex, race or any other protected basis; 

 Threats and demands to submit to sexual requests or sexual advances as a 
condition of continued employment, or to avoid some other loss and offers of 
employment benefits in return for sexual favors; 

 Retaliation for reporting or threatening to report harassment; and 

 Communication via electronic media of any type that includes any conduct that is 
prohibited by state and/or federal law or by District policy. 

Prohibited harassment is not just sexual harassment, but also harassment based on any 
protected category/characteristic. 

Sexual Harassment 

Sexual harassment is a type of unlawful harassment.  Sexual harassment is generally 
categorized into two types: 

1. Quid Pro Quo (“this for that”) 

 Submission to sexual conduct is made explicitly or implicitly a term or condition of 
an individual's employment. 

 Submission to or rejection of the conduct by an employee is used as the basis for 
employment decisions affecting the employee. 
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2. Hostile Work Environment 

 Conduct of a sexual nature or on the basis of sex by any person in the workplace 
that unreasonably interferes with an employee’s work performance and/or creates 
an intimidating, hostile or otherwise offensive working environment.  Examples may 
include but are not limited to: 

o Unwelcome sexual advances, flirtation, teasing, sexually suggestive or 
obscene letters, invitations, notes, emails, voicemails or gifts. 

o Sex, gender or sexual orientation-related comments, slurs, jokes, remarks 
or epithets. 

o Leering, obscene or vulgar gestures or making sexual gestures. 

o Displaying or distributing sexually suggestive or derogatory objects, 
pictures, cartoons, or posters or any such items. 

o Impeding or blocking movement, unwelcome touching or assaulting others. 

o Any sexual advances that are unwelcome as well as reprisals or threats 
after a negative response to sexual advances. 

o Conduct or comments consistently targeted at one gender, even if the 
content is not sexual. 

Sexual harassment does not need to be motivated by sexual desire to be unlawful or to 
violate this policy.  For example, hostile acts toward an employee because of his/her gender 
can amount to sexual harassment, regardless of whether the motivation is sexual desire. 

Anti-Retaliation 

The District will not retaliate against you for filing a complaint or participating in any 
workplace investigation or complaint process and will not tolerate or permit retaliation by 
management, supervisors, employees or co-workers. 

As used in this policy retaliation is defined as any adverse employment action taken 
against an employee because the employee engaged in activity protected under this policy.  
Adverse employment action is conduct or an action that materially affects the terms and 
conditions of the employee’s employment status or is reasonably likely to deter the 
employee from engaging in protected activity.  Even actions that do not result in a direct 
loss of compensation may be regarded as an adverse employment action when considered 
in the totality of the circumstances. 

Examples of retaliation may include but are not limited to: demotion; suspension; reduction 
in pay; denial of a merit salary increase; failure to hire or consider for hire; refusing to 
promote or consider for promotion because of reporting a violation of this policy; harassing 
another employee for filing a complaint; denying employment opportunities because of 
making a complaint or for cooperating in an investigation; changing someone’s work 
assignments for identifying harassment or other forms of discrimination in the workplace; 
treating people differently such as denying an accommodation or not talking to an 
employee when otherwise required by job duties, or otherwise excluding the employee 
from job-related activities because of engagement in activities protected under this policy. 
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Reasonable Accommodation 

Discrimination can also include failing to reasonably accommodate religious practices or 
qualified individuals with disabilities where the accommodation does not pose an undue 
hardship.  To comply with applicable laws ensuring equal employment opportunities to 
qualified individuals with a disability, the District will make reasonable accommodations for 
the known physical or mental limitations of an otherwise qualified individual with a disability 
who is an applicant or an employee unless undue hardship would result. 

Any job applicant or employee who requires an accommodation in order to perform the 
essential functions of the job should contact a District representative with day-to-day 
personnel responsibilities and discuss the need for an accommodation. The District will 
engage in an interactive process with the employee to identify possible accommodations, if 
any, that will help the applicant or employee perform the job.  An applicant, employee or 
unpaid intern who requires an accommodation of a religious belief or practice (including 
religious dress and grooming practices, such as religious clothing or hairstyles) should also 
contact a District representative with day-to-day personnel responsibilities and discuss the 
need for an accommodation.  If the accommodation is reasonable and will not impose an 
undue hardship, the District will make the accommodation. 

The District will not retaliate against you for requesting a reasonable accommodation and 
will not knowingly tolerate or permit retaliation by management, employees or co-workers. 
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TRAINING REQUIREMENTS 
 

Every two years, all employees must attend discrimination, harassment and retaliation 
prevention training and education as required by law.  Non-managerial employees must 
attend 1 hour of training, and supervisory or managerial employees must attend 2 hours 
training.  The District Manager shall designate supervisory and managerial employees for 
the purpose of this policy. 

The training and education shall be aimed at increasing employees’ understanding of and 
preventing workplace sexual harassment (including harassment on the basis of sexual 
orientation, gender identity, and gender expression) and their role in creating an underlying 
culture of mutual respect in our workplace. Specific components of the training will include 
how to promptly and effectively respond to sexual harassment when it occurs, the effects of 
abusive conduct in the workplace, and ways to appropriately intervene if one is witness to 
behavior that is not in keeping with this policy.  The training and education will include 
practical examples aimed at instructing supervisors in the prevention of harassment, 
discrimination, and retaliation, and shall be presented by trainers or educators with 
knowledge and expertise in the prevention of harassment, discrimination, and retaliation. 

Publicizing: 

This policy and reporting process shall be readily available to all officers, employees, 
applicants and members of the general public utilizing the District's facilities and services. 

All new District officers and employees shall be given a copy of this Discrimination, 
Harassment, and Retaliation Prevention Policy at the time of appointment or hiring.  All 
employees shall be required to sign an acknowledgment of this Discrimination, 
Harassment, and Retaliation Prevention Policy stating that he or she has read the policy 
and understands and agrees that it is the employee’s responsibility familiarize 
himself/herself with its contents, including reporting procedures. 

At least annually, on or about January 15th of each calendar year, or whenever the Board 
of Directors adopts revisions to this Discrimination, Harassment, and Retaliation Prevention 
Policy, the District Manager shall promptly distribute a copy of the revised policy to all 
officers and employees of the District via the District’s website or another lawful method.
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ADDRESSING AND REPORTING VIOLATIONS OF THIS POLICY 
 

Any person who experiences or is witness to behavior that they believe violates this policy is 
encouraged to immediately tell the offending individual that the behavior is inappropriate and, 
if they feel comfortable doing so, to tell the offending individual to stop the behavior. 

A complaint may be brought forward verbally or in writing.  Supervisors must immediately 
refer all complaints involving harassment, discrimination, retaliation or other prohibited 
conduct to Human Resources and the District Manager so the District can try to resolve the 
complaint.  If the alleged offender is the District Manager, the alleged violation should be 
reported to any other supervisor or manager. 

When the District receives allegations of misconduct, it will immediately undertake a fair, 
timely, thorough and objective investigation of the allegations in accordance with all legal 
requirements.  The District may assign the investigation of a report of alleged violation to an 
outside party.  The District will reach reasonable conclusions based on the evidence collected. 

Complaints will be: 

 Responded to in a timely manner; 

 Kept confidential to the extent possible; 

 Investigated impartially by qualified personnel in a timely manner; 

 Documented and tracked for reasonable progress; 

 Given appropriate options for remedial action and resolution; and 

 Closed in a timely manner. 

Even in the absence of a formal complaint, an investigation may be initiated where there is 
reason to believe that conduct that violates this policy has occurred.  Anonymous complaints 
will also be investigated.  Moreover, even where a complainant conveys a request to withdraw 
their initial formal complaint, the District may continue the investigation to ensure that the 
workplace is free from discrimination, harassment and retaliation. 

The District will maintain confidentiality to the extent possible. However, the District cannot 
promise complete confidentiality. The employer's duty to investigate and take corrective action 
may require the disclosure of information to individuals with a need to know.   

All employees are required to cooperate fully with any investigation. This includes, but is not 
limited to, maintaining an appropriate level of discretion regarding the investigation and 
disclosing any and all information that may be pertinent to the investigation. 

If the District determines that harassment, discrimination, retaliation or other prohibited 
conduct has occurred, appropriate and effective corrective and remedial action will be taken in 
accordance with the circumstances involved. The District also will take appropriate action to 
deter future misconduct. 
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Any employee determined by the District to be responsible for harassment, discrimination, 
retaliation or other prohibited conduct will be subject to appropriate disciplinary action, up to, 
and including termination.  An employee who knowingly makes a false report will be subject to 
appropriate disciplinary actions, up to, and including termination. 

If employees engage in unlawful harassment, they may be held personally liable for the 
misconduct. 
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Contact information for the District Manager, Rick Rogers is: 
 

Email: rrogers@slvwd.com or Phone: 831 430-4624 
 
 

FILING OF COMPLAINTS OUTSIDE THE DISTRICT 
 

An individual may file a formal complaint of discrimination, harassment, or retaliation 
with the agencies listed below.  Individuals who wish to pursue filing with these 
agencies should contact them directly to obtain further information about their 
processes and time limits. 
 
California Department of Fair Employment and Housing 
2218 Kausen Drive, Suite 100 Elk 
Grove, CA 95758 
800-884-1684 (voice), 800-700-2320 (TTY) or California’s Relay Service at 711 
contact.center@dfeh.ca.gov 
https://www.dfeh.ca.gov 
 

U.S. Equal Employment Opportunity Commission 
450 Golden Gate Avenue  
5 West, P.O Box 36025 
San Francisco, CA 94102-3661 
1-800-669-4000 or 1-844-234-5122 (Deaf/hard-of-hearing callers only) 
http://www.eeoc.gov/employees 
 
CALIFORNIA STATE AGENCIES ONLY: 
State Personnel Board Appeals Division 
801 Capitol Mall Sacramento, CA 
95814 
(916) 653-0799 or TDD Line (916) 653-1498 
appeals@spb.ca.gov 
www.spb.ca.gov  
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SAN LORENZO VALLEY WATER DISTRICT  

DISCRIMINATION, HARASSMENT, AND RETALIATION PREVENTION POLICY 

COMPLAINT FORM 
 

COMPLAINANT INFORMATION 
 

 

NAME: 
 

WORK PHONE: 
 

IMMEDIATE SUPERVISOR:  
 

Please describe the conduct that you believe violates the Discrimination, Harassment or 
Retaliation Prevention Policy. In your narrative, describe: (1) What happened to you; 
(2) Why you believe you are being discriminated, harassed, or retaliated against, 
including the reason or evidence you have to support your belief, and; (3) When the 
acts of discrimination, harassment, or retaliation occur (attach additional pages if 
needed). If you require assistance with completing this form as a reasonable 
accommodation, please contact Human Resources. 
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PERSON(S) ALLEGED TO HAVE VIOLATED THE POLICY 
 

 
Person #1 - Name: Position: Work Location: 

Person #2 - Name: Position: Work Location: 

Person #3 - Name: Position: Work Location: 
 
 

PERSON(S) WITH INFORMATION/KNOWLEDGE OF THE ALLEGED INCIDENTS 
 

 
Witness Name: Position: Work Location: 

Witness Name: Position: Work Location: 

Witness Name: Position: Work Location: 
 
 

HAVE YOU COMPLAINED TO ANYONE AT SAN LORENZO VALLEY WATER 
DISTRICT ABOUT THIS MATTER? 

 

 

If yes, explain the situation. When did you complain, to whom, and what was the result? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Please submit to the District Manager and/or Human Resources, or as otherwise 
specified in the Policy. 
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SAN LORENZO VALLEY WATER DISTRICT  

DISCRIMINATION, HARASSMENT, AND RETALIATION PREVENTION POLICY  

 

 

CONFIRMATION OF RECEIPT  
 
I have received my copy of the District’s Harassment, Discrimination and Retaliation 
Prevention Policy.  I understand and agree that it is my responsibility to read and 
familiarize myself with this policy. 
 
I understand that the District is committed to providing a work environment that is free 
from harassment, discrimination and retaliation. My signature certifies that I understand 
that I must conform to and abide by the rules and requirements described in this policy. 
 
 
 
Employee's Signature: ______________________________________________ 
 
Employee's Printed Name: ___________________________________________ 
 
Date: ____________________________________________________________ 
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