San Miguel Community Services District l

Organization & Personnel Committee M eeting

FRIDAY, March 11, 2016, 11:.00 A.M.
SM CSD Boardroom 1150 Mission St. San Miguel, CA 93451

Cell Phones: As a courtesy to others, please silence yourmptelhe or pager during the meeting and engage in
conversations outside the Boardroom.

Americans with Disabilities Act: If you need special assistance to participate i rieeting, please contact
the CSD Clerk at (805) 467-3388. Notification 48iin advance will enable the CSD to make readenab
arrangements to ensure accessibility to this mge#ssisted listening devices are available for liearing
impaired.

Public Comment: When public attendance is over ten (10) persons, the following policies will go into
effect: Any person wishing to address the Board or Stan@Giogpmittee, please complete a “Request to Speak”
form located at the podium in the boardroom in otdeaddress the Board of Directors on any ageteda. i
Comments are limited to three minutes, unless yaue lregistered your organization with CSD Clerloptd

the meeting

If you wish to speak on an item not on the agenda, you may do so under “Oral Communications.” Any
member of the public may address the Board of Boremn items on the Consent Calendar. Please etengl
“Request to Speak” form as noted above and indigateh item number you wish to address.

Meeting Schedule: Regular Board of Director meetings are generadlidion the fourth Thursday of each
month at 7:00 P.M in the CSD boardroom. The Agendaie posted on the CSD’s website at:
www.sanmiguelcsd.org

Agendas. Agenda packets are available for the public ingpect2 hours prior to the scheduled meeting at the
Counter/ San Miguel CSD, Fire Station located &0LMission St., San Miguel, during normal businiessrs.
Any agenda-related writings or documents provided tnajority of the Board of Directors after distriion of

the agenda packet are available for public inspecit the same time at the counter/ San Miguel GSi®,
Station located at 1150 Mission St., San Miguetirdunormal business hours.

|. Call toOrder- 11:00 AM
1. Pledge of Allegiance Director Kalvans
1. Roll Call: Members Present

Chair Green Director Kalvans
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V. Oral and Written Communications. Persons wishing to speak on a matter not on thedagenay be
heard at this time; however, no action will be taktil placed on a future agenda. Speakers aiigetinio
three minutes. Please complete a “Request to Speak’and place in basket provided.

V. AGENDA

1. 4th Review and Discussion of Comprehensive Revision to District Personnel Guidelines
and Policy Manual

Staff Recommendation: Review and Discuss a Comprehensive Revision $tridi Personnel
Guidelines and Policy Manual

M S

2. Review and Discussion of adopted Uniform Fire Code requirements and standards
Staff Recommendation: Review and Discuss of adopted Uniform Fire Code

M S

V. COMMITTEE COMMENT

This section is intended as an opportunity for Catte® members to make brief announcements, regufestnation from
staff, request future agenda item(s) and/or repotheir own activities related to District busigedNo action is to be take
until an item is placed on a future agenda.

VII. ADJOURNMENT

STATE OF CALIFORNIA )
COUNTY OF SAN LUISOBISPO ) ss.
COMMUNITY OF SAN MIGUEL )

I, Tamara Parent, Account Clerk of San Miguel Community Services District, hereby certify that | caused the posting of this
agenda at the SMCSD district officeon March 7, 2016.

Date: March 7, 2016
Tamara Parent

Tamara Parent, Account Clerk
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San Miguel Community Services District

Staff Report
For
Organization & Personnel Committee

March 11, 2016 AGENDA ITEM: V-1

SUBJECT: Comprehensive Revision to District Personnel Guidelines & Policy Manual

STAFF RECOMMENDATION:

Discuss and Make a recommendation to Board of Rirecto approve and adopt a
comprehensive revision to District Personnel Gumgs & Policy Manual.

BACKGROUND:

Attached to this staff report is a copy of the 4ttmprehensive revision to existing District
Personnel Guidelines and Policy Manual. Proposadsions have been made to include
Committee and District General Counsel commentsiigmat. .

The attached Draft Policy document would replaae ¢kisting Guidelines and Policy
Manual with a working document that would governrg, termination, workplace performance
and basic employment practices.

ACTION DISCUSSION:

Staff recommends that the Committee discuss anc rmaakcommendation to the Board
to approve and adopt this comprehensive revisidhadistrict’'s Personnel Policy.

PREPARED BY:
Darrell W. Gentry

General Manager

Attachment: 1. Comprehensive Revision to Draft iisPersonnel Guidelines and Policy
Manual

2. Employee Performance Improvement Plan form
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SAN MIGUEL COMMUNITY
SERVICES DISTRICT
(4™ Revision)

PERSONNEL GUIDELINES
AND POLICIES

Adopted:

Resolution:
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HHHt
San Miguel Community Services District

Personnel Guidelines and Policy Manual

| Chapter 1.0; —Introduction

The San Miguel Community Services District (“Distt) expects every District employee to be
| thoroughly familiar with, and to comply with the®ersonnel Guidelineand Policy Manual
(“Guidelines).

1.1  Disclaimer

The Guidelines do not represent a contract, nouldhihey be relied upon as binding
nflexible-promises made by the District. The District ressrthe right to change, add
to, or rescind any of the guidelines policiesat any time, as well as the right to
determine their meaning, purposes, and effect.

1.2  Purpose and Scope of Guidelines

These Guidelines are intended to inform employdethe District's position on basic
employment-related subjects. They are not alldsigk, but address those general topics
most likely to be of interest to employees in tbarse of ordinary, day-to-day operations
of the District. The Guidelines are to be usedaaseference by employees and
supervisors.

Guidance to Reader: These Guidelines apply to all employees of the rigist An
employee who fails to comply with one or more Gliless may be subjected to
disciplinary procedures as specified herein, ugnt including termination.

1.3  Equal Employment Opportunity Policy

tThe District's employment decisions are based onitmeualifications, and the
legitimate business-related needs of the Districthe District does not discriminate
against its employees or applicants because of, raaer, religion, sex, pregnancy,
national origin or citizenship, ancestry, age, mta&rstatus, registered domestic partner
status, mental or physical disability, politicalfildtion, medical condition, sexual
orientation, gender identity or gender expressiateran status, genetic information, or
any other basis protected by law. Equal employnaagortunity is extended by the
District to all persons in all aspects of the empleemployee relationship, including
recruitment, hiring, training, promotion, disciginlayoff, and termination.

1.4  Conflict with Other Policies

If a provision of these Guidelines conflicts withygprovision of an applicable collective
bargaining agreement entered into by the Distriod aa recognized employee
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organization, to the extent of such conflict, thevssion of the collective bargaining
agreement shall prevail.

1.5 Severability

If any section, subsection, sentence, clause, aasphof these Guidelines is for any
reason held illegal, invalid, or unconstitutiongl teecisions of any court of competent
jurisdiction, such decision shall not affect thdidity of the remaining portions.

1.6 Amendment of Policies

The General Manager or his or her designee manyatime, make recommendations for
the amendment and revision of these Guidelinedhi@oBoard of Directors (“Boatyl
However, amendments and revisions shall not be matieafter consultation in good
faith with representatives of recognized employaganizations representing employees
of the District. Where the District is requiredn@et and confer under the law due to the
nature of the issue, the District shall meet andfeo with recognized employee
organizations representing employees of the Distric

1.7  Employment Constitutes Acceptance of Rules

In accepting employment with the District, each &ype agrees to be governed by and
to comply with the Guidelines and rules establishgdhe GeneraMlmanager pursuant
thereto, and rules, regulations, and directiveshef department in which employee is
employed. Each employee will receive a copy ob¢éh&uidelines and are expected to
read and be familiar with its contents and provisioand shall sign the
“Acknowledgement of Receipt” form acknowledging eptance.

All employees holding a position with the Distrioh the effective date of these

Guidelines shall thereafter be subject in all respe the provisions herein except where
excluded from coverage.

SMCSD 3-11-2016 6
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Chapter 2: -0—Employment Practices
Classification of Employees

2.1.1 Probationary Employees — All District employees are considered
probationary employees from their date of hire luthtey complete twelve (12)
months of service with the Distrigtnd entitled to accrue vacation, sick leave,
comp time off and health benefits from date of lnel entitled to use sick leave
time-off with General Manager approval from datehof. Vacation leave time
off is accrued from date of hire but may be onledisafter 6 months of
employment from date of hireTemporary employees who are later hired as
regular District employees shall begin their pradozry period starting from their
first day of regular, non-temporary employment. TGeneral Manager, in
conjunction with the employee’s supervisor, usingjit sole discretion, may elect
to extend the probationary period for any employpdo an additional three (3)
months.

2.1.2 Regular Part-time Employees — Employees who have served the
required probationary period satisfactorily, aré teonporary employees, and are
regularly scheduled to work fewer themty twenty-enre-@025) hours per week in
an established position on a year-round basis aretime employeesRegular
Tes A ee e WA etHssvembe —2012,

2.1.3 Regular Full-time Employees— Regular full-time employees are those
who are regularly scheduled to work at lefsty (40) hours per week, are not
temporary employees, and who have successfully et the probationary

period.

2.1.4 Temporary Employees— Employees serving in a position in which the
requirements of their services are temporary iuneatire temporary employees.
A temporary employee shall not work more than 1,0600rs in a fiscal year.
This classification includes, but is not limited, feersonnel employed for the
following: seasonal workloads and emergency ext@kisads. Temporary
employees are not eligible for any employee besiedikcept as required by law.
A temporary employee may take time off without peiyh the approval of the
Supervisersupervisoror General Managemnd shall be permitted to take time off
for the District-recognized holidays without pay.

2.15 Exempt Employee —An employee who is exempt from the minimum
wage and overtime requirements of the Federal [Eaibor Standard Act



2.2
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("ELSA™). To be considered "exempt,” an employee mustkwo a bona fide
executive, administrative, or professional capaaityg be paid on a salary basis as
required by the FLSA. These positions shall bdesignated in the classification
plan.

2.16 Non-Exempt Employee — An employee who is not a bona fide
Executive, Administrative, or Professional employee defined by the FLSA.
Non-exempt employees earn overtime pay in accosdamith the overtime

requirements of the FLSA.

Recruitment

2.2.1 Announcement

All recruitments for classification vacancies withthe District shall be publicized
by such methods as the General Manager deems ajpeoponsistent with
District standards. Special recruiting shall badiected, if necessary, to ensure
that all segments of the community are aware offdhtacoming examination(s).
Announcements shall specify the title and compémsaif the classification; the
nature of the work to be performed delineating #ssential and marginal
functions of the job; the minimum qualifications the classification; the manner
of making application; the examination componen&id other pertinent
information.

2.2.2 Applications

Every applicant for examination shall file a formsigned District employment
application. Other methods of acceptable appboatiue to an applicant's
disability will be considered. Application formshal require information

covering training, experience, and other pertinefurmation as required by the
General Manager. The General Manager may alsdreegpplicants to submit
additional job related information.

2.2.3 Examinations

Examinations for the establishment of eligibilitgt$ shall be competitive and by
such character shall test and determine the oeatiifins, fitness, and ability of
competitorsapplicantdo perform the essential functions of the clasatfans for
which they seek appointment.

The examination may include an investigation of rahter, personality,
education, experience, criminal history, creditdawr, drug & alcohol and any
tests of intelligence, capacity, technical knowkedganual skill, or job-related
physical fitness that the General Manager deemspppte.

The General Manager shall designate the procedime, place, and type of
examination, the conditions under which it may baducted, and the individual
or competent agency who will conduct the examimatidhe District will make

every reasonable effort to accommodate disableticapgs in the administration
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of employment testén accordance with applicable lawExaminations may be
promotional, open, or continuous as directed byGkeeral Manager. In making
a decision regarding the type of examination, tle@meéal Manager will consider
the availability of qualified interested personnelthe District workforce, the
possible Affirmative Action implications, and theed for expediency in filling
the position.

224

2.2.3.1 Open/Promotional Examinations

Any person who meets the requirements set forthenopen/promotional
examination announcement may compete in open/pionabt

examinations. The General Manager may adopt apteiment objective

standards to initially screen applications in orttereduce the number of
applicants to a manageable size.

2.2.3.2 Promotional Examinations

Regular and non-regular employees, except tempararployees, who
meet the requirements set forth in the promotiomxiamination
announcement may compete in a promotional exaroimatinouncement.

2.2.3.3 Continuous Examinations

Continuous examinations may be administered pexédigi for a single
classification. Names shall be placed on eligipilists and shall remain
on such lists as prescribed in Section 2.2.4.

Eligibility Lists

2.2.4.1 Establishment

As soon as possible after the completion of an @xation, the General
Manager shall prepare and maintain an eligibiligt tonsisting of the
names of the applicants or employees who qualifiethe examination.
The names on the list shall be in order based ah espplicant's
competitive score for the examination process, Wit highest score
being first on the list. Each applicant or empkoghall be given notice of
the results of his or her examination and rankinghe eligibility list.

Applicants on the eligibility list for a particulaclassification may be
certified by the General Manager for consideratitin hire for a
classification in an equal or lower salary rangettie event that an
eligibility list for that classification does notxiet, provided that the
applicant is qualified. This may be done only witle approval of the
General Manager. Applicants will not be removeahfrthe eligibility list
pursuant to Section 2.2.4.3 if they refuse to acespployment in the
lower classification.



SMCSD 3-11-2016

2.2.4.2 Duration of Lists

All eligibility lists shall remain in effect untiexhausted or abolished by
the General Manager for due cause. As a geneliaypeligibility lists
shall remain in effect for not more than one (1aryeEligibility lists may
remain in effect for more than one (1) year at @eneral Manager's
discretion and upon the recommendation of the HurRasources
Director. The General Manager or Human Resourcgscidr may
abolish eligibility lists with three (3) names esk.

2.2.4.3 Removal of Names from Eligibility Lists
The name of any eligible candidate appearing osligibility list may be
removed by the Human Resources Director if:

. The eligible candidate requests that his/her naenemoved;

. The eligible candidate fails to provide notificatiof a change in
address;

. The eligible candidate fails to attend a scheduleztview;

. The eligible candidate declined an interview on {@jpoccasions;

. The eligible candidate declined an offer of emplewpn

. The eligible candidate was on an eligibility list a result of a

promotional examination and has subsequently lefstridt
employment; or

. The eligible candidate was on a list for a spexgaliclassification
within one department of the District and was dateed to be

unsuitable by th®epartment-Heddepartment head

2.2.4.4 Disqualification

At any point in the recruitment and selection pss;ethe Human
Resources Director may refuse to declare an appliea eligible
candidate, or may withhold or withdraw from ced#iion, prior to
appointment by the General Manager, anyone who:

* Has failed to provide proof of any of the requirenseestablished in
the announcement for the classification for whieloh she applied;

« Has been convicted of a felony of such a natur® dmve an adverse
effect on the candidate's ability to perform théekiof the position;

e Has a history of dismissal from any position in jputor private
service for any cause which would be a cause femdsal from
District employment;

e Has practiced or attempted to practice any deaetidraud in his or
her application, examination, or in securing eligig or

« Is otherwise not qualified for employmenitth the District

10



2.3

Hiring

Decisions regarding employment are based upon diridual's qualifications for the
applicable position as described below.
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2.3.1 Vacancies— Employees of the District are encouraged to apptyany
vacant positions for which they are qualified. TBéstrict awards vacant
positions to the applicants who are best suiteshéet the needs of the District,
regardless of whether the applicant is a curtembDistrict employee or not.

If a vacancy is awarded to a current regular emg@oyhat employee shall serve a
twelve (12)six—{6}-month probationary period in that positievith continued
benefits for health care, sick leave, vacation eochp time-off Within thirty
(30) days of the move to the vacant position, thpleyee may return to their
previous position with written notice to and apm@bby the General Manager.

2.3.2 Selection of employees- All persons considered for employment with the
District shall be qualified to perform the dutidstiee position for which they are
employed. Before reporting for their first day wbrk, employees may eb
required to undergo a medical examination and diaghol testing, which
confirms their ability to perform the essential étions of the job.

2.3.2.1 Citizenship Verification_—_All employees must provide
necessary documentation to prove identity and thegft to work in the
United States in accordance with Federal and Stataigration and
Naturalization laws. Failure to provide such doeatation will result in
disqualification from selection and/ or immediatentination.

2.3.3 Probationary Period— The purpose of the probationary period is to give
the District and the new employee the opportunity determine whether
employment relationship suits both partiddew employees may be eligible for
health benefits under the Affordable Care Act a@@rdays of employment if not
enrolled in the District’s health care coveradgeuring the probationary period,
the District evaluates the employee’s job perforogarand it is expected that the
employee will use this time period to determine thibe the District employment
is satisfactory to him or her. Generallgmployee evaluations should be
performed at 3 months and 6 months after daterefdnd near the end of the 12
month probationary periodrearthecempletion-of-thebl2-month-introductory
peried the supervisor conducts a written performancduatian to ascertain the
advisability of continued employment on a regulasib. However, written
evaluations may be done at any time during the girobary period if determined
to be necessary by the Supervisor or the Generahly&.

Regardless of whether the supervisor completesitemiperformance evaluation,
probationary employees are at-will and the Distrathins the right to terminate
employment for any reason, or no reason, duringtbbationary period. Similarly,
the probationary employee can end his or her empoy at any time with at least
two (2) weeks’ notice.
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2.4

New employees hired for regular positions server@bationary period of 12
months, commencing with their first day of employmeThe General Manager, in
conjunction with the employee’s supervisor, maeegdtthe probationary period one
or more times if, in his or her sole and absoligerdtion, it is determined that such
an extension is appropriate. The status of regalaployment following the
probationary period shall only occur after a sustésevaluation has taken place,
and only if confirmed in writing by the District.

Promotion

All regular employees of the District are eligibte apply and be considered for
promotions for which they are qualified. An empmeywho is promoted shall serve a
twelve (12) month probationary period in his or hew position.

2.5

SMCSD 3-11-2016

Nepotism
2.5.1 Definitions:

2.5.1.1 “Relative” means spouse, registered domestic partner, cstidgh-
child, step-sibling, parent, step-parent, grandpiaigrandchild, brother, sister,
half-brother, half-sister, aunt, uncle, cousinceienephew, or in-laws of those
enumerated by marriage or domestic partnership.

2.5.1.2 “Spouse’means two persons who have a valid marriage opwople
who are registered domestic partners.

2.5.1.3 “Supervisory relationship” means one in which one employee
exercises the right to control, direct, rewardponish another by virtue of the
duties and responsibilities assigned to his omistrict appointment.

2.5.2 Policy as to Relatives

The General Manager has discretion not to apppmotnote or transfer a person
to a position within the same department in whicé person’s relative already
holds a position, when such employment would raaudiny of the following:

e Create a direct or indirect supervisory relatiopshi

« The two employees having job duties which requieefggmance of shared
duties on the same or related work assignment;

« Both employees having the same immediate supenosor

« A potential for creating an adverse impact on supgmn, safety, security,
morale, or efficiency that is greater for relatitkan for unrelated persons.

2.5.3 Poalicy as to Employees Who Become Spouse®omestic Partners
e If two District employees, who work in the same aement, become spouses

or become domestic partners, thHepartment-heddepartment heachas
discretion to transfer one of the employees tonailai position in another
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department with General Manager approval. Althodgh wishes of the
employees in question will be given consideratidghe Ddepartment
Headsirectorsretains sole discretion to determine which emptoige to be
transferred based upon District needs, operatioos, efficiency.
Notwithstanding any provision in the&®liciesGuidelines any such transfer
that results in a salary reduction is not discginand is not subject to any
grievance or appeal.

< If continuing employment of both employees cannetdecommodated in a

manner thatlepartment-hedibpartment heafinds to be consistent with the
District’s interest in the promotion of safety, gdty, morale, and efficiency,

then thedepartment-hedkpartment headetains sole discretion to separate
one employee from District employment. Absentubkintary resignation of
one employee, the less senior employee will beraggd Notwithstanding
any provision in these Policies, any such separationot considered to be
disciplinary and is not subject to any grievancagpeal.

2.6  Employee Evaluations

In order to provide employees with information cemgng their employment progress
and to identify areas to improve job performanbe,émployee’s supervisand General
Managemwill conduct formal written employee evaluationdesst once per year In the
event than an employee’s supervisor or the Gerideslager determines that a rqular
part-time or reqular full-time employee’s job perfmnce has not improved after
receiving a written evaluation, the supersior oe Beneral Manager may elect to
establish a performance improvement plan (PIPp kimown as a performance action
plan to provide an employee the opportunity to sedowhi,e still being held accountable
for past performance. A PIP shall be used to adde@ther failures to meet specific job
performance-related or behavior-related issueRIRAformat and content shall conform
to the guidelines provided in Exhibit “A” attach&mthis Poliicy Manual.

2.6.1 Ratings

Performance evaluations shall be in writing on ferpmescribed by the General
Manager or his or her designee. The evaluatiotl ghavide recognition for
effective performance and also identify areas theeéd improvement. All
evaluations will have an overall evaluation of Uisfactory, Improvement
Needed, Satisfactory, Above Satisfactory, or Ountiitay.

e Unsatisfactory Workis well below the standard expected of a competent
worker in that job position, a majority of the timeUnsatisfactory ratings
must be substantiated in a written statement byvaduator.

« Improvement Needecperformance is frequently less than the standard
expected of a competent worker in that job posjtiand improvable with
additional training, experience, or effort.

« Satisfactory Workperformance consistently meets the standard exgexta
competent worker in that job position.
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« Above Satisfactory Workperformance is generally above the standard
expected of a competent worker in that job posijteomajority of the time.

< Outstanding Workperformance is consistently and distinctly welbab the
standard expected of a competent worker in thapjusition; performance is
superior. Outstanding ratings must be substantigte written statement by
the evaluator.

2.6.2 Evaluation Procedure
The performance evaluation must be signed by tladuator and discussed with
the employee.

Unscheduled performance evaluations may be madieatdiscretion of the
General Manager or his or her designee.

Performance evaluations can be appealed to ther@dvianager as outlined in
the Grievance Procedure $ection-Chapter 11of these Guidelines. Employee
evaluation grievancestep—awill only be considered byhe General Manager;
they will not be heard by the Board. The Generankber may only modify
employee evaluations if there is a compelling radgealo so.

2.7  Training, Certification and Education

It is the employee’s responsibility to maintaifi appropriate or required licenses and
certificatesfor their positions District will not pay for courses, credentials,gitses or
certificates not required for their duty positiolfi.an employee loses a required license or
certificate, he or she may be subject to disciplthat may include demotion or
termination.

The District supports education and training proggathat improve the skills,
qualifications, performance, and proficiency of District employees. In addition, some
of the positions within the District require empé®s to possess certifications. It is each
employee’s responsibility to maintain state-mandatertificates or credentials necessary
to the employee’s job assignment. The District galhecoversor reimburseglass costs

of required education and testfier successful completion of course or class sl
receipts are submltted for re|mbursement and smllnmntecemts for course costs—before
‘ an employee fails a
test requwed for cert|f|cat|on then they will geaky be responsible for all costs to re-
take the tests.

Where the District requires the employee to talening or where the employee is
required by his or her position to maintain cectifion, employees shall submitaitten
request fortraining or certificatiorreguestto the General Manager or his or her direct
supervisor.

2.8  Outside Employment

Any regular employee desiring to engage in outsiagloyment shall first obtain a non-
District conflict job approval from his or her supisor or General Manager. The
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employee shall submit a statement to his or heersigor or General Manager naming
the prospective employer, his address and telephom#er, and outlining the proposed
duties and hours of work. Approval may be denfethithe opinion of the supervisor or
General Manager, such outside employment is inctibipavith the proper discharge of
the employee’s official duties. All such approvalsall be subject to renewby the
General Manager, and shall be re-submitted pridatwary 16 each year to maintain a
valid, continuous authorization.

Any violations of this section shall constitute fezient grounds for disciplinary action,
up to and including dismissal.

2.9  Job Descriptions and Duty Statements
It is the District’s responsibility to develop andaintain job descriptions for each
position within a table of organization establidtoy the Board of Directors.

Exhibit “B” is incorporated herein by reference Kkharovide a listing of said
descriptions by position and also provides a cammagon schedule by position

Specific_contract employees, such as District Fir€hief and District Assistant Fire
Chief shall be subject to annual work performanceevaluations per individual
agreements and subject to Section 2.6 provisions.
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Chapter 3:0: Working Conditions

3.1 Regular Work Week

The regular workweek is forty (40) hours for allnrexempt full-time employees,
ordinarily to be worked in five (5) eight-hour disif unless otherwise directed by General
Manager or his or her designee. The workweek fingg as 12:01 A.M. Saturday
through Friday 12:00 P.M. except for those persbmmeking an alternative work week
schedule. Utility crew staff normal work schedule will beleduled to meet District

operational needs.

Safety/Personnel may be assigned alternate woedsitds and an alternative workweek.

Operations and administrative staff may be assigikeér work hours from time to time
as determined by the department head or Generahdéario best cove operational needs
of the Distict. Employees shall report ready togibework at the start of their shift and
work until the shift ends.

3.2  Overtime Policy

Due to the nature of the servieee the District provides the public, non-exempt
personnel may be required to work overtime, whidchy rmclude weekend duty along
with days which are longer than eight hours in thng

All overtime hours worked shall be authorized invaace by thedepartment-head
General Manager, or his or her designee specificalisted with this authority.
Employees working overtime without prior approvgl the appropriate individual may
be subject to discipline.

3.2.1 Overtime Computation

All non-exempt employees who work in excess of bisher regular work
schedule, normally eight (8) hours in a workday, forty (40) hours in a
workweek, shall be entitled to overtime compensgatibthe rate of time and one-
half of their regular rate of pay, except as otheewprovided for in these
Guidelines or in the applicablétemeorandum—of—Understandiooilective
bargaining agreement

Overtime provisions shall not apply to contract &gges.

3.2.2 Overtime Compensation/Compensatory Leave Time

All overtime shall be compensated by compensatong or by cash payment at
the rate of one and one-half of the employee’s legghourly rate of pay.
Overtime shall be compensated by cash payment aitdy the employee has
accumulatedorty ere-hundred40) hours of compensatory time.

Non-exempt employees may earn compensatory tima taximum offorty

(40)ene-hundred{10M)ours. Compensatory time may be “cashed in” @ngear
for a total of forty (40) hours only if the emplaydas at least forty (40) hours of

compensatory time on record. Employees who le&erhher employment with

SMCSD 3-11-2016 16



the District shall be allowed to use compensatomyetearned prior to the
effectiveseparatiorseparatingn-date.

Compensatory leave time shall be used before uscgtion or sick leave time
off. Employees may accrue up to a maximpar calendar yeaof sixty (60)
hours of compensatory leave at any time. Compenséime is not cashed out
except upon the employee’s separation from employmwéh the District unless
separated by the District.

Compensatory time earned by an employee, who isirestjto work in excess of
the normal workweek, shall be recorded by the imatedsupervisor of the
employee on the time card.

3.2.3 Fire Protection Employees

Section 7(k) of the FLSA provides that employeegagied in fire protection may
be paid overtime on a “work period” basis. A “wgskriod” may be fronseven
(7) consecutive days twenty-eight(28) consecutive days in length. For work
periods of at least 7 but less than 28 days, owerfpay is required when the
number of hours worked exceeds the number of hthes bears the same
relationship to 212 (fire) as the number of daythmmwork period bears to 28. For
example, fire protection personnel are due overtimder such a plan after 106
hours worked during a 14-day work period.

Work Period (days) MaximWNon-Overtime Hours

3.3 Hours of Work

Normal oOffice hours of the District, and the normal workhedule for administrative
office staff, are 8:00 am until 4:30 pm, Mondayoiingh Friday. The normal schedule for
the utility staff is Monday through Friday from ©:@m until 3:30 pm.

Operations employees and office staff may be asdigither work hours from time to
time as determined by thiepartment-hedbpartment headr the General Manager to
best cover the operational needs of the Distridtincustomers. Employees shall report
“ready” to work at the start of their shift, and skauntil the shift ends.

3.4 On-Call

A schedule is maintained by the UtilitiBgpartment-Heddepartment headnd approved
by General Manager whereby Operations employeesomagsigned, on a rotational basis,
to be "on-call" on weekends, holidays and othee$imot considered regular hours of work
for the District employees or assigned to workraliive workweek schedules.

3.4.1Weekdays

On-Call/Weeklayend Duty employees are pai#l1.50 per hour rate for each
weekday they are on cabre {1 -hourat-their Over FimedT ) ratefor-each
waakdaytheyareon-call.
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If these employees are called into work during time, they will be paid for any
on-call hours worked at the OT rate.

3.4.2 Holidays and Weekends

On-Call employees recei#®.00 per hour rate per dbyee(3)-heurspay-per-day-at
the;e@LFatefor each hohday or weekend day they are assigoeath- caII duty

3.4.3When an employee is on-call, he or she shall beigeed a District cell phone
The cell phone will be useshich-will-prevideto notification to thenetification-toy

the-employee on-call in the event of work immediatelyeded. The on-call
employee is required to keep the cell phone imhlger possession during the entire
on-call period of time. Notification of immediateork need may also be given
orally, in person or telephonically, by the Genéanager or Utilities Supervisor.

When an employee is assigned on-call duty, he @rsbhll be free to utilize his or
her time as desired, but must remain within gle@eralSan Miguel Community
Services Districboundaryarea and be able to respond within twenty (20utemto
any District facility. This will enable the on-taimployee time to return to work in
the event of an emergency call. On-Call employeesi to remain unimpaired and
able to perform all duties when on-call.

3.4.4 Call Backs

If an employee is not on call and he or she ieddilack to work, the employee will
receive one (1) hour of Call Back Pafich isl hour of regular pay at straight time
plus pay for his or her hours worked (at straighy pr OT rate depending on
whether they have worked over 40 hours in the week)

3.5 Meal/Break Time

All employees working between four (4) hours and(6) hours shall receive one fifteen
(15) minute paid break. All employees working mtnan six (6) hours in a day shall
receive two (2) paid fifteen (15) minute breakss{ngeriods) in each day. The first shall
occur approximately midway between their startingetand their meal time. The second
shall occur approximately midway between their ntiga¢ and the end of their workday.

All employees working more than four (4) hours imay shall receive an unpaid, off-
duty meal period of not less than thirty (30) masiand not more than one (1) hour. This
meal must be taken no later than the end of thk tBth) hour of work. Employees
working more than ten (10) hours receives a secoedl period of not less than thirty
(30) minutes and not more than one (1) hour. Theersd meal must be taken no later
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than the end of the tenth (10th) hour of work. Ampéoyee working six (6) hours or less

may waive the first meal break by written mutuahsent between the employee and
City. The second meal period may be waived by amithutual consent if the total shift

is twelve (12) hours or less and the employee t#kedirst meal break. Employees may
take on-duty meal periods in certain limited ciratiamces and must be agreed to in
writing by the employee and City.

3.6  Attendance

Regular attendance by all employees is importanth& successful operation of the
District. Employees are expected to maintain adgattendance record and to report
promptly for work in accordance with assigned wsckedules.

3.6.1 Notice of Absence

Employees who must be absent from work are expeotadtify their supervisor

or General Manager, either directly or by a recdradessage, as soon as possible
but not later than the beginning of their assigrshift. The employee shall
provide the general reason for, and the probabtatidm, of the absence. If the
employee has a prolonged absence due to illnessr Bke may be required to
provide medical documentation upon request fromGkaeral Manager or his or
her designee.

3.6.2 Tardiness/Absence
Employees are expected to report for their worktston time. Excessive or
repeated tardiness may result in discipline uptbiacluding termination.

If an employee is absent more than three (3) wgrkiays for any reason without
notifying the employer, the employee may be comsidleto have voluntarily
resigned

3.7 Pay Period
The District’s payday is generally every other Byidor the two-week pay period ending
the previous Friday.

3.8 Safety

The District hasadopted Injury and lliness Prevention policies aadety rules with
which employees are expected to complythese policies are hereby incorporated by
reference to the Personnel Guidelines and Policgudh It is the responsibility of each
employee to learn and observe all applicable sgbeagtices, policies, directives, or
procedures. In addition, each employee is resptndir maintaining a safe work
environment. Safety-related questions, or repdriany unsafe working conditions, real
or potential, should be directed to the General adan.

3.9 Accidents; Reporting

Any work-related accident, or other accident odogrron the worksite, involving
employees or other persons shall be reported td>#eral Manager, or his designee.
Such reports must be madewriting and submitted to General Managemediately
following the accident, and in no event more thaarity-four (24) hours following the
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accident on forms provided by the District. Empleyeare covered for employment-
related injury or illness by the California WorkeCompensation Act UnderCalifornia
law-the-Act failure to report or delays in reporting a wogtated injury or illness may
result in a loss of benefits.

3.10 Maintenance — Housekeeping

Each employee is responsible for the condition maihtenance of the equipment he or
she uses on the job. The employee should repattiecadepartment supervisor or the
General Manager any equipment which is damagednwarin need of maintenance.
Employees should direct any safety concerns reggurtie use of equipment to his or her
supervisor.

Cleanliness and orderliness are important to theratjpn and safety of the District.
Employees are responsible for keeping their wodagrclean and orderlyfEmployees
shall conduct pre-operation inspections of vehieled equipment as well as report any
repairs made and perform any minor repairs, oiaigita work or service order request to
repair_said vehicle or equipment. Employees shadintain their work areas and
equipment or initiate a service work order reghi@stepairs.

3.11 Dress Code

All Utility and Fire employees that are required wear uniforms shall wear the
appropriate uniform for their work area. If an dayee is governed by an MOU, the
employee should follow the rules pertaining to disher dress code as outlined in the
MOU. Employees are permitted to wear the uniforfty eluring their work hours, work
time, or traveling to and from work or while repeating the District.

Utility employees may be reimbursed up t&68 per fiscal year to cover the cost of
uniferms,—potective—clothing—andootwear that employees are required to wear to
perform the District work. Employees that acquire footwear and uniforms \mitbtrict
logos or identifications may not wear these itenmslevoff-duty. Off duty firefighters
may wear their District provided t-shirts, if onllaar stand-by duty.

Neatness, cleanliness, and good personal hygieaeespected of all the District
employees while working. Employees should dreger@piately, in good taste, and
according to the requirements of her or his pasitio

the

3.12 Tattoo and Piercing Policy
Employees of the District are expected to projegirafessional appearance while at
work. Towards that end, employees are expectedrtgply with the following rules:

Tattoos
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1. Novisibletattoos are allowed anywhere on the head, faceac nnless for religious
reasons or purposes that the employee profesgg®wides information of religious
affiliation or association

2. Any visible tattoos cannot be obscene, sexuallyliekpor otherwise violate the
District’'s policy against unlawful harassment osatimination. Extremistandor
gang-related tattoos are also not permitted.

2.3 Visible tattoos for religious purposes or reasdralde allowed for religious reasons
or purposes that the employee provides informatiénreligious affiliation or
association related to said tattoo(s).

34 .Visible tattoos may not be larger than 4 to 6 irsche

4.5.Any non-conforming tattoos must be covered withtliltg or a bandage while at
work, or must be removed.

5.6.If an employee has a question about the tatto@yotie or she should raise it with
their supervisor.

Piercing

1. No objects, articles, jewelry or ornamentation afy &ind shall be attached to or
through the skin if visible on any body part (irgilhg the tongue or any part of the
mouth) except that an employee may wear two sets, (four holes total) of
reasonable-sized (i.e., small and professionaltt@pkearrings in the ear lobes.

1.2. Piercings, as described herein, shall be alloW#teiemployee provides information
of religious affiliation or association relateddaid piercing(s).

2.3.Any non-conforming piercing shall be removed, cexkwith a bandage, or replaced
with a clear, plastic spacer while the employesadsking.

2.4.1f an employee has a question about the piercitigypdhe matter should be raised
with his or her supervisor.
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4.1

Chapter 4.0.— Compensation

Benefits

4.1.1 Health — Medical Insurance Benefits

The District provides paid group medical insuraheeefits, through CalPERS, for
eligible employees and one dependemtemployee Eligible employees include all
employees regularly scheduled to work at ledsh@urs per week and CalPERS
members. Employees may elect to cover costs as$sdciwith additional
dependents through a payroll deduction. Emplogee®ncouraged to consult with
Human Resources regarding eligibility, costs ardlenent procedures.

Eligible employees may enroll in group health bésefn their hire date.

4.1.2 Retirement Health Benefits — Current Employe® and Annuitants
Hired before May 1, 2013

The District currently provides retirement healtbnéfits to eligible employees
through CalPERS. These benefits are governed éyDiktrict's contract with
CalPERS (including the plan documents), Califorstate law, and applicable
regulations. Should you want to review the plahavre further questions regarding
this benefit, please call the District represemgtiwho is currently the Finance
Officer, and set up an appointment to go over the.p The District reserves the
right to change or discontinue this plan, conststétih any legal obligations it may
have.

4.1.3 Retirement Health Benefits - Employees hiredfter May 1, 2013

The District currently provides retiremehtalth benefits to eligible employees
through CalPERS. These benefits are governed éyDiktrict's contract with
CalPERS (including the plan documents), Califoretate law, and applicable
regulations. Should you want to review the plahavre further questions regarding
this benefit, please call the District represemgtiwho is currently the Finance
Officer, and set up an appointment to go over the.p The District reserves the
right to change or discontinue this plan, conststéth any legal obligations it may
have.

The following is the Vesting Schedule for Employ&&ed as of May 1, 2013:

Credited Years Percentage of Employer
Of Service Contribution

10 50%

11 55%

12 60%

13 65%
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14 70%
15 75%
16 80%
17 85%
18 90%
19 95%
20 or more 100%

The credited service for purposes of determining plercentage of employer
contributions shall mean service as defineddovernment CodSection 20069
except that not less than five years of that serstwall be performed entirely with

the-San-Miguel @mmunity ServiceBistrict.

The percentage of employer contribution payable gost-retirement health
benefits for each annuitant shall be based on it@ayee’s completed years of
credited service based upon Government Code Se22893.

4.2  Holidays

Full-time the-District employees, both regular and probationaaye paid for the
following the District Holidays whether or not thaye scheduled to actually work on that
holiday. Full-time employees receive eight (8) tsoaf holiday pay at straight time on
the observed holiday. Temporary and part-time egg#s are not eligible for holiday

pay.

The District generally recognizes the followingelvenrirteen(12) days as paid holidays:

New Year’s Day Thanksgiving Day

Martin Luther King Jr. Day Friday Following Thastiving
Presidents’ Day Veterans’' Day

Memorial Day % Day Christmas Eve
Independence Day Christmas Day

Labor Day 1 Day New Year's Eve

If a District-paid holiday falls on a Saturday,gitile employees are generally given the
preceding Friday off. If a District-paid holidaylfs on a Sunday, employees are
generally given the following Monday off. If thexy of holiday observance falls during
an employee’s vacation period, and falls on a dayamployee is regularly scheduled to
work (but for his or her vacation), that day shmdl considered as a paid holiday and not
vacation time.
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4.3

Vacation

Full-time the-District employees, both regular and probationarg, eligible for vacation
benefits. Employees are encouraged to use theiued paid vacation time. Employees
who are normally scheduled to work fewer théh hours per week, and temporary
employees, are not eligible for vacation accrual.

SMCSD 3-11-2016

4.3.1 Accrual

Employees must complete six (6) months of employtmet the Districtprior to
using any accrued vacation benefits. EmployeeB sbaaccrue vacation time
during any period of unpaid absence from work.

Employees accrue vacation benefits beginning tisé fiay period of employment
in accordance with the following schedule, whichbessed on bi-weekly pay
periods of eighty (80) hours (i.e., based on atfale schedule):

YEARS VACATION BENEFIT WEEKS ACCRUAL
OF SERVICE PER PAY PERIOD PER YEAR CAP

00-04 Years 3.08 Hours 2 Weeks 160 Hours
05— 14 Years 4.62 Hours 3 Weeks 240 Hours
15, plus Years 6.15 Hours 4 Weeks 320 Hours

Upon separation of employment for any reason, tis¢ribx shall compensate the
employee for his or her unused, accrued vacatioe tait the employee’s then-
current straight time rate of pay.

The District does not require an employee to takeation time during periods of
illness. However, the employee may elect to takeation time in case of
extended illness where paid sick leave, if any,been exhausted.

Vacations may be taken at any time during the ygan advance approval of the
employee’s supervisor and the General Manager.

4.3.2 Vacation Benefit Cap

Employees are encouraged to use their vacationfiten&lo employee shall be
eligible to accrue more than a maximum of two tintesr or his annual
entitlement to vacation pay at one time. Oncerapleyee reaches this cap, the
employee will cease accruing any additional vacapiay. When the employee
uses enough vacation pay to fall below the capgthployee will start accruing
vacation pay again.

4.3.3 Vacation cash-out

An employee may cash-out up to two (2) weeks ofatian each fiscal year
provided that the employee has at least two weEkaaation available after any
cash-out.
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4.4  Sick Leave

In accordance with the Healthy Workplaces/Healthyniies Act of 2014, the District
recognizes that employees will need days off froorkwfrom time to time to address
their medical needs.

4.4.1 Applicability

This policy applies to non-regular (seasonal, Editermandbr temporary) employees
(exempt and non-exempt) who, on or after June @852work for the City fothirty (30)
or more days within twelve (12) months from theibagng of employment and who are
not eligible for any form of “comprehensive leaw®nefit provided by the District to
other employee groups.

Employees not covered by this policy are those areceligible for the more generous
“comprehensive leave” benefit provided by the Distpursuant to aremerandum-of
understandincpllective bargaining agreeme(mépresented employees), employee
benefits resolution (non-represented employeeah@mployment agreement.

4.4.2 Entitlement
An employee working for the District, on or afteryl1, 2015, for thirty (30) or more
calendar days within a year is entitled to paid fave.

Non-regular (seasonal, limited teremeor temporary) employees covered by this policy
{“Empleyeesiare entitled to 3 days or 24 hours of paid sicletamnually which may be
used per fiscal year or after the ninetieth (9@t after the first date of employment,
whichever comes first. Twenty-four (24) hours balthe maximum benefit except in
situations where a day in an Employee’s regulakvgchedule is longer than an 8-hour
day (e.g. an Employee who works four, 10-hour gmrsweek.) In such cases, a “day”
shall be the equivalent of the hours in the Empddseegularly-scheduled work day.

Public sector employees, who are a recipient etiseement allowance and employed
without reinstatement into his or her respectitggment system, are not entitled to Paid
Sick Leave under this policy.

Paid sick leave made available under this policyacash value, and tBéstrict does
not pay Employees for available sick leave at ssjuar.

The amount of paid sick leave available to an egg®onill be reflected on his or her
pay stub every pay period.

4.4.3 Usage

An Employee may use available paid sick days béginan the 90th day of
employment. However, at its sole discretion, thigtrizt may allow the use of paid sick
leave to an Employee in advance of the 90th dagmgfloyment with proper
documentation.
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The District shall allow the use of paid sick day®n the oral or written request of an
Employee for themselves or a family member fordiagnosis, care or treatment of an
existing health condition or preventative carespecified purposes for an Employee who
is a victim of domestic violence, sexual assaulstalking, the purposes described in
Labor Code section 230(c) and Labor Code secti@niZa).

“Family membet for purposes of this paid sick leave policy means <+~ -~ { Formatted: Left, Indent: Left: 0.56"

“ i ‘[Formatted: Left, Indent: Left: 0.5"

< A child (biological, adopted, or foster child, stégd, legal ward, or child te-- - {Formaued: Left, Indent: Left: 1.06"

(N

whom the Employee stands in loco parentis, regasdié the age or
dependency status);

« A biological, adoptive, or foster parent, stepparenlegal guardian of an
Employee or the employee’s spouse or registerecedticnpartner, or a
person who stood in loco parentis when the Empleyaga minor child;

¢ A spouse;

* Aregistered domestic partner;

e A grandparent;

e A grandchild;

e Asibling.

The Employee must provide reasonable advance cutign, orally or in writing, of the
need to use sick leave, if foreseeable. If thelneeise sick leave is not foreseeable, the
Employee must provide notice as soon as practicalie District will not condition the
use of sick leave on the Employee finding someoreover his or her work.

Employees must use sick leave in at least one (ib@®) increments.

Employees will only receive paid sick time for thamber of hours they would have
worked during their scheduled shift. For examgléhe Employee was scheduled for a
four hour shift, they will be compensated with fdwaurs of paid sick time only.

Employees will be provided the total amount of sieve that may be used per fiscal
year (24 hours or 3 days) at the beginning of d&dal year beginning in July, or the
first date of employment, whichever comes firsgrédfore no accrual or carry-over is
permitted.

The District will limit the use of paid sick days 24 hours or three days in each fiscal
year of employment.

For returning non-regular employees who have cotepl®0 days of employment and
have a break in service of less than one year, galdtime will be earned as outlined
above. However, these returning non-regular eng@syare not required to wait for a
subsequent 90th day of employment to use their @aldleave. They will have access to
their available sick leave for that year immediataébon re-employment with the City;

provided their returning start date is within 12mtiw of their previous departure date.
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For returning non-regular employees who have notpieted their 90 days of
employment and have a break in service, paid siok will also be earned as outlined
above. However, these returning non-regular engasyvill need to wait for a
subsequent 90th day of employment to use their gekdleave.

4.4.4 Retaliation Prohibited

Paid Sick Leave law protects employees who usels@le, request to use sick leave, file
a complaint with the Labor Commissioner’s Officlege a violation of these rights,
cooperates in an investigation or prosecutionpmoge a policy or practice prohibited by
the Paid Sick Leave law.

Retaliation prohibits the District from denying employee the right to use paid sick
leave, discharging or threatening to dischargenapl@yee for using or requesting to use
paid sick leave, demoting or suspending an emplégreesing or requesting to use paid
sick leave, or in any manner discriminating agaamsemployee because he or she uses
paid sick leave or requests paid sick leave.

If an employee feels that he or she has been dis@ted against for using paid sick
leave or attempting to use paid sick leave, pl@gsem Human Resources as soon as
possible.

4.5 Military Leave

Employees are provided military leave in accordawith State and Federal laws. An
employee requiring this type of leave shall provide General Manager or his or her
designee, whenever possible, with a copy of théanjl orders specifying the dates of
leave, site, and purpose of activity or mission.

An employee who interrupts his District service dgse of extended military leave shall
be compensated for accrued vacation at the timee#ve becomes effective.

4.6 Bereavement Leave
Breavement leave may be taken to make arrangementssitated by the death of a family
member or to attend the funeral or memorial serfac a family member.

Employeeis grantedmay-use-up-to-a-maximum tifree (3) days of paid leave to take time
off on the account of the death of a member obhiser immediate familgr up to five (5)

days if the employee is required to ravel more tiaanhundred fifty (25) miles form his/her
residence.

For purposes of this policy, “immediate family” ésnployee’sspouse, domestic partner,
child, step-child, parent, grandparent, grandchatdther, sister, half-brother, half-sister,
aunt, uncle, cousin, niece, nephew, or in-laws goalogous relationship of those
enumerated above in connection with a domestic npeship). Under special

circumstances the General Manager may grant aadittome beyond three (3) days when
approved in advance.
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Usage of this leave shall not be charged againptoyee’s accrued sick leave or vacation
leave.

4.6 Pregnancy Disability Leave

An employee is entitled to a leave of absenceHerteriod of time that she is required to
be absent from work due to pregnancy-related digghincluding childbirth, for up to a
maximum of four(4) months. The employee must exhaust her accruetdsied leave
time, during the pregnancy disability leave, qmibr to electingmay-elect-tedseusing
her accumulated paid time off benefits (e.g., vi@oatcomp time), during any such
period of leave.

4.7 FMLA/CFRA Leave

Under the Family Care and Medical Leave Act (“FMDAInd California Family Rights
Act (“CFRA"), employees who have at least twelve)(tnonths of service with the
District, and have worked at least 1,250 hourshim preceding 12-month period, may
request an unpaid leave for family care or medieatons. This leave may be up to 12
workweeks in a 12-month period for the birth, adtapt or foster care placement of a
child with the employee, or for the employee’s ogerious health condition or the
serious health condition of the employee’s childremt, spouse or registered domestic
partner, or in connection with the call to activatydof a family member. In addition,
eligible employees may request up to twenty-siy (26éeks in a 12-month period to care
for a family member (including a “next of kin”) wita serious health condition incurred
while on active military duty.

In order to be eligible for leave under the FMLARA, employees must work at a
District facility employing at least fifty (50) engyees in a seventy-five (75) mile radius.

SMCSD 3-11-2016 28



If the District employs fewer than 50 individualsthe time an employee requests an
FMLA/CFRA leave, the employee will not be eligititetake such a leave.

Employees, who are eligible to, and do, take adamder this policy will be reinstated at
the conclusion of the leave to the same or to apewable position, in accordance with
state and federal law.

If possible, employees must provide at least thi{®p) days’ advance notice for
foreseeable events (such as the expected birthcbiléior a planned medical treatment
for the employee or for a family member). For esenihich are unforeseeable,
employees must notify their immediate supervisdarleast verbally, as soon as the
employee learns of the need for the leave. Fallonreomply with these notice rules is
grounds for, and may result in, deferral of theuesied leave until the employee
complies with this notice policy.

The District requires certification from the empbays health care provider before
allowing an eligible employee a leave for his or ben serious health condition. In
addition, the District requires certification frohe health care provider of the
employee’s child, parent, spouse or registered dtmpartner with has a serious health
condition before allowing a leave to take carehaittfamily member. When medically
necessary, leave may be taken on an intermittemtduced work schedule.

For eligible employees taking a leave for the bitioption, or foster care placement of a
child, the basic minimum duration of such leavews weeks, and must be concluded
within one (1) year of the birth or placement fdoption or foster care.

Taking an FMLA/CFRA leave may affect certain em@eybenefits or seniority date.
Employees who want more information regarding bllgy for a leave or the impact of
the leave on seniority and benefits should coritegBeneral Manag&inance-Officer

4.8 Educational Training Time

In support of the District’'s overall belief in tlentinuing education and development of
staff, employees may request educational leavérfa spent attending classes, training,
seminars, or other training specified or approveddvance by the General Managér
mandated by new regulatory requirements for anviddal poition or there is a
demonstrative value to the District as determingthle General Manager or Boar@he
amount of the educational time granted, if any, @hdther or not some or all of the time
will be paid, will be determined in advance of attance and at the sole discretion of the
General Manager.

Employees will be paid their regular wagégob requires certification or recertification
for their position or work dutiewhen required to attend classes or coudsesg normal
work hoursfor the benefit of the District, oonly when needed for the employee’s
continuing education for required licenses or Gediion.

4.9  Jury Duty
Any employee who is summoned for jury duty will &owed time off as necessary to
fulfill jury duty responsibilities. A copy of theubpoena or order requiring such duty
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must be submittedo his or her supervisor within three (3) workidays of receipt in
conjunctionwith a leave request.

Employees will receive paid time while serving amyj duty if it occurs during their
normal work days. Employees who are normally saoleztito worktwenty-one(21)
hours or more per week qualify for pay. Upon reee&om jury duty employees shall
provide a receipt from the Court Clerk verifyinghgs away from work.

4.10 Voting

Any employee whose work schedule effectively présdnim or her from voting in a
federal, state, or municipal election before oelaftork hours, or during break time, shall
be permitted paid leave for this purpose not teeeddwo (2) hours.

4.11 Administrative Leave

The District shall have the right to place an empboon administrative leave at any time
with full pay when in the District’s discretionappinion the continuing presence at the
job site during an administrative investigationoirthe employee’s fitness for duty or
misconduct would create or may tend to create mugti®n to the working environment

or may possibly impact the efficient operationshef department.

4.12 Leave of Absence Without Pay

Upon written request by the employee and the recemdation of theDepartment
Headepartment hegda leave of absence without pay may be grantethéyGeneral
Manager or his or her designee to an employee fmriad of time not to exceed a total
of six (6) months for personal reasons where dtteere provisions are not available. |If
other leave provisions are available this leavé it concurrently with such other leave.

Request for leave of absence without pay shalk ssgiecifically the reason for the
request, the date when the employee desires tm begve, and the probable date of
return.

Employees shall not accrue vacation leave, sickeleimcreases in salary excé@ost of
Living Adjustment$; or all other paid leaves while on unpaid leavéne District is not
required to maintain contributions toward group Ititeadental and vision insurance or
other fringe benefits while on unpaid leave of alose unless otherwise provided by law.
Said employee shall be entitled to maintain suchebes in effect; provided, that the
employee pays the insurance monthly premiums.

Employees returning to work following a leave okahbce shall retain their accumulated
leave, if otherwise not used. Upon the return frauthorized leave of absence the
employee shall be reinstated to his/her formertigosior to a comparable one if the
former position is abolished during the periodeze.

Failure of the employee to return to his or her lyipent upon the termination of any

authorized leave of absence shall, except undea@xtinary circumstances, constitute a
separation from service of that employee.
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4.13 Unauthorized Leave of Absence

Unauthorized leave of absence shall be considerdx twithout pay and reductions in

the employee’s pay shall be made accordingly. #pleyee is deemed to have resigned
if the employee is absent for more than three ¢8secutive working days without prior

authorization and may result in termination of emyphent. Such termination shall not

be subject to appeal.

4.14 School Activities Leave

Any ageneyemployee who is a parent, guardian or grandpararing custody of one or
more children in kindergarten or grades 1 throughof attending a licensed day care
facility shall be allowed up to forty (40) hourscleaschool year, not to exceed eight (8)
hours in any calendar month of the school yeahaut pay, to participate in activities of
the school of their child. Such employee must eveasonable advance notice of the
planned absence. The employee may use accruetiove&ador compensatory time off
to cover the absence. The District may requireetimployee to provide documentation
from the school as verification that the employestipipated in school activities on a
specific date and at a particular time. If botihgpds, guardians or grandparents having
custody, work for the agency at the same work sitdy the first parent requesting shall
be entitled to leave under this provision.
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Chapter 5:0.—— General Conduct
5.1 Purpose
The District is a public entity whose mission inves the public trust. This policy
requires that each and every employee, vendorraot or other party that works for or
with the District is required to act honestly amdthfully with respect to the District
business at all times. The District will not t@&r any form of dishonesty or fraud.

5.2  Scope

The term dishonesty includes dishonest speecheffample, lying) and dishonest acts
(for example, theft), as well as fraud, and misappgation of funds or property.
Dishonesty alsghallinclude, but is not limited to:

Any dishonest, fraudulendy otherwise unlawful act;

Misappropriation or misapplication of funds, peaty or other assets;
Profiting on insider knowledge;

Destroying or taking without authorization anlyet District records,
property or other assets;

Forgery or altering the District documents oe ttlocuments of third
parties submitted to the District;

F. Unauthorized disclosure of the District's coefidial information,
including but not limited to information discussedClosed Sessions of
the Board.

Falsely reporting transactions, events, work dales or other the District
events;

H. Receiving kickbacks, gifts from valued ovekO¥rom any single source
per year, or other favors.

ocow»
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5.3 Employee Duty to Report Dishonesty

Any employee who believes that an act of dishonéstyiolation of this Policy has
occurred shall immediately contact either theiresujsor or the General Manager. In the
event that the employee is unable, for any reasareport the conduct to their supervisor
or to the General Manager, or in the event that Gemeral Manager is the person
accused, the employee shall report the condudigdistrict Board Presidemr Board
Clerk in absence of Board Presideittis report may be made in writing or orally.

5.4 Investigation

The General Manager or other person appointed dyiistrict Board of Directors shall
investigate any report of dishonesty promptly @mteughly. Furthermore, to the extent
possible and compatible with an investigation, pore of dishonesty shall be kept
confidential. Following the investigation, the @eal Manager or the District Board of
Directors, as necessary and appropriate, shall taeropriate corrective action,
including discipline or termination. In all eventke investigation and corrective action
shall be accomplished as soon as possible.

5.5 No Reprisals
The District prohibits retaliation of any kind agsf a reporting employee or any other
employee who has assisted in any way in the inyatsbin of a report of dishonesty.
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5.6  Policy Prohibiting Harassment and Discrimination

Harassment and discrimination in employment onlasis of sex, race, color, national
origin, ancestry, citizenship, religion, age, plgsi or mental disability, medical
condition, sexual orientation, gender identity ender expressioweteran status, marital
status, registered domestic partner status, gendtiemation, or any other protected
basis is prohibited by federahd/eandstate law. The District does not tolerate unldwfu
discrimination or harassment in the workplace oaiwork-related situation. Unlawful
discrimination and harassment is a violation ofstheésuidelinesBistriets—+ules—of
eenduet Section 5.6 through 5.8 shall also include andldielapplied to members of
the District Board of Directors including the usé aomplaint procedures described

herein.

5.6.1 Unlawful harassmentin employment may take many different forms.
Some examples include, but are not limited to:

Verbal conducsuch as epithets, derogatory comments, slurspwanted
comments and jokes;

Visual conduct such as derogatory posters, cartoons, drawings, or
gestures;

Physical conductsuch as blocking normal movement, restraining,
touching, or otherwise physically interfering witivork of another
individual;

Threatening or demandirtat an individual submit to certain conduct or
to perform certain actions in order to keep or ggbb, to avoid some
other loss, or as a condition of job benefits, gégwr promotion; and
Retaliationby any of the above means for having reporteddsanant or
discrimination, or having assisted another empldgeeeport harassment
or discrimination.

5.6.2 Sexual harassmenunder Sstate andfFederal laws includes unwelcome
sexual advances, requests for sexual favors, dret werbal or physical conduct
of a sexual nature when:
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submission to such conduct is made either exilioitimplicitly a term or
condition of an individual's employment;

submission to or rejection of such conduct byratividual is used as the
basis for employment decisions affecting such idial; or

such conduct has the purpose or effect of unredwpinterfering with an
individual's work performance creating an intimidgt hostile,
threatening or offensive working environment; overdely affecting the
employee’s performance, appraisal, assigned dwatiesy other condition
of employment or career development; or

such conduct is offered in order to receive spetiaatment or in
exchange for or in consideration of any personabac
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5.7
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Sexual harassment also includes any act of raetaliatgainst an employee for
reports of violation of this policy or participatjrin the investigation of a sexual
harassment complaint.

Other examples of sexual harassment includes uowelcsexual flirtations or
propositions; verbal abuse of a sexual nature;tdgcagerbal comments about an
individual's body; sexually degrading words useddiscribe an individual; e-
mails that may be inappropriate, offensive, haragsor creating a hostile work
environment; and the display in the work environteh sexually suggestive
objects or pictures, posters, jokes, cartoon, denckr illustrations. Sexual
harassment conduct need not be motivated by sersak.

5.6.3 Abusive Conduct/Workplace Bulling

Abusive conduct om\WorkplaceBbullying of the District’'s employees, by any
person in or from the work environment, is strighiphibited. Abusive conduct
or workplace bullying is the conduct of any employa employee in the

workplace, with malice, that a reasonable personldvéind hostile, offensive,

and unrelated to an employer’s legitimate businetsest. Abusive conduct or
workplace bullying includes, but is not limited to:

. Repeated infliction of verbal abuse;

. Derogatory remarks, insults, epithets;

. Verbal or physical conduct that a reasonable persauld find
threatening, intimidating, or humiliating; or

. Gratuitous sabotage or undermining of a personikywerformance.

Complaint Procedure

5.7.1 Internal Complaint Procedure

Any individual who believes that he or she is thgeot of harassment or

discrimination on any prohibited basis, or who baserved such harassment or
discrimination, or who believes he or she has lsedmected to retaliation, should

first notify his or her supervisor, the Districteneral Manager or his or her
designee either in writing or verbally. The Distnivill investigate the matter and

take such action as is warranted under the ciramoss, which may include

discipline up to and including termination. If angplaint is made against the
General Manager, then the employee should reperisgue to the San Miguel

CSD Board President.

The District will maintain strict confidentialitynsuring the privacy of all parties
concerned.

5.7.2 Agency Complaint Procedure

Both the state and federal governments have agemtiese purpose is to address
unlawful discrimination in the workplace. If ardimidual who provides services
to the District believes he or she has been harimedunlawful workplace
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discrimination or harassment, and is not satisViétt the District's response to
the problem, he or she may file a written complaiith these agencies. For the
State of California, the agency is called the Depant of Fair Employment and
Housing ("DFEH). The local address for the DFEH is 1277 Easuvidl
Avenue, Suite 101, Fresno, California 93720 (5824-4760. For the federal
government, the agency is called the Equal Oppiyt@ommission ("EEOQ.
The local address for the EEOC is 2300 Tulare Str8eite 215, Fresno,
California 93712.

5.8 Retaliation

Retaliation against any individual for making a odp or for participating in an
investigation, under this policy is strictly prohéd. Individuals are protected by law
and by District policy from retaliation for opposgimnlawful discriminatory practices, for
filing an internal complaint under this policy arffiling a complaint with the DFEH or
EEOC, or for otherwise participating in any prodegd conducted by the District under
this policyandbr by either of these agencies.
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Chapter 6:0: No Smoking/Tobacco Policy

6.1 Smoking

Tthe District is committed to a philosophy of goodalie and a safe workplace. In
keeping with this philosophy, smoking is not petedt inside the District offices,
vehicles or enclosed work areas or anywhere etsglpted by law.

Chapter 7: Drug and Alcohol-Free Workplace

7.1  Scope and Purpose

The District recognizes the problem of substanaesepwhich-we-pereeivas a serious
threat to the welfare afuDistrict employees and the public. To address this problem,
the District has implemented &rug and Alcohol-Free Workplace Policythe
“Policy”). The ultimate goal of this Policy is to maintairsafe, productive, drug- and
alcohol-free working environment.

Towards that end, the use, possession, distrinutiosale of alcohol or illegal drugs at
the workplace, or elsewhere while conducting thstiit business, is prohibited and is
considered a violation of District policy withouhe prior consent of the General
Manager. the District also prohibits intoxication impairment on the job because of
alcohol or drugs. All employees must report to kvior a condition fit to perform their
jobs safely and efficiently.

All employees or prospective employees shall beiired to read and acknowledge
receipt and explanation of the District's adoptedud & Alcohol Free Workplace
Guidelines and Policy Manual. These adopted Gudekhall be incorporatedre, by

referenceand-included as a part of these Personnel GuidelinPsl&y Manual.
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Chapter 8:-0— Conflict of Interest

District employees shall not place their personadithess interest above the best interest of the
District or Board'’s constituents. Accordingly, eloyees of the District shall not:
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Engage in a substantial financial transaction fiavgte business purposes with
another employee whom he or she supervises;

Take any official action directly and substantialijfecting his/her economic
benefit with any business, undertaking, or entsgpriloing business with the
District;

Disclose or use confidential information acquiredtihe course of his or her
official duties without authorization from the Drist; or

Employees may not receive gifts valued oved ffom any single source per year.
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Chapter 9-6.— District Property

9.1 Use of the District Property

District property is to be used only for officiakttict business, in an appropriate manner,
and in accordance with all applicable rules, opegaprocedures, or directives. No
employee shall remove, misuse, damage, or destaistrict property, or the property
of other employees, from the District premises orkasite.

Removal of District property may only be permittedth the prior approval of
employee’s supervisor or General Manager.

9.2  Use of the District Vehicles

District vehicles may be used only for the purpasd in the manner authorized by the
General Manager. Only authorized astdte licensedualified-the District employees
may operate the District vehicles, in accordancth il applicable traffic laws, and
designated proper use. Use of the District vebidetside the District boundaries is
permitted only with prior approval. District velds may not be used for travel during
employees’ paid 15-minute break times. The Disgincourages employees to carpool
when on official business. District employees may have family members or friends
in District vehicles without prior approval of tH@eneral Manager.Employees are
expected to leave vehicles in clean and workingord

Employees are required to be in possession ofid Callifornia Driver’s license for the
class of vehicle being operated. The revokinghat ticense for any reason by the State
of California, or a driving record deemed unaccblgteby the District for any reason,
may be sufficient cause for termination of emplogpimeUse of personal vehicles for
District business is not allowed, unless said seursuant to an executed contract
agreement, i.e.: General Manager, or is allowethbyDistrict's Purchasing Policies and
Procedures sections applicable to mileage reimmeseand use of personal vehicles for
District business allows said use. The Districidopted Purchasing Policies and
Procedures are incorporated herein by referenagpast of this Policy Manual.

Traffic citations, with the exception of faulty égment are the employee/driver's
responsibility. If an employee is involved in acalent, the employee must immediately
notify his or her immediate supervisor General Managegnd should not make any

statement concerning the responsibility for theidet to anyone but a District

representative. This applies to accidents whilerafing personal vehicles on District
business as well as District-owned vehicles. Cratmn should be extended to law
enforcement officers. Failure to comply shall béjsat to disciplinary action up to and

including termination.

9.3 Cellular Telephone Usage

Employees may be provided with a business cell plmrcamera for conducting official
business. All uses of cell phones or cameras dleatlone in conformance with District
policies and federal and State law.
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Personal cellular telephones may be used by emgdoglaringwork time hours onlyfor

essential personal calls, or for an occasionalopaisbusiness call. Essential personal
calls are defined as calls of minimal duration &eduency that are urgent in nature and
cannot be made at another time. Examples of eakpetsonal calls are calls to arrange
for care of a child or other family emergency, terta family member of an unexpected
delay due to a change in work schedule, or to gedar transportation or service in the

event of car trouble, etc.

To the extent possible, personal cellular telephasege should be confined to rest and
lunch breaks, and in locations such that the caateEm is not disrupting to other

employees or District business.

9.3.1 Cellular Phone Safety

For safety reasorngersonal and District-owned cellular telephone asagot be
permitted while employees are engaged in a contisumperation, such as a
member on a utility crew engaged in the constroctos repair of District

facilities.

Employees are expected to operate District veh@afesequipment in a safe and
prudent manner. Accordingly, employees may notagdephones while driving
unless the phone is specifically designed and goréd to allow hands-free
listening and talkingSimilarly, employees are not permitted to text ehdtiving.
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Chapter 100-0:- Disciplinary Action

10.1 General Rules of Conduct

The District expects all of its employees to acthia best interest of the District and its
customers and residents. It is the responsibilitylb employees to observe all rules,
guidelines, and operating procedures of the DistriChe District further expects that
each of its employees will act in a polite and pssional manner when dealing with
members of the public and other employees. Thesmefal Rules of Conduct, along
with the “Examples of Unacceptable Conduct” listeelow, are not meant to be all-
inclusive, but rather to provide illustrations afceptable conduct versus problematic
conduct.

10.2 Examples of Unacceptable Conduct.
The following list presents examples of some of types of unacceptable conduct that
may result in disciplinary action, up to and indghglimmediate termination:

A. Inadequate job performance;

B. Violence or threat violence;

C. Conviction of a felony or misdemeanor involving @ne of moral
turpitude;

E. Falsification of, or material omission from aagnployment application,

payroll records, time reports, or other the Distdiccuments;

Violation of any of the District's Policies, Realures, Administrative or

Operational Directives, including any policies imese Personnel

Guidelines, or inducing other employees to viokaig such rules;

Violation of safety rules or practices;

Unauthorized or excessive absence without leavardiness;

Possession of firearms or dangerous weapons oridDstoperty;

Unauthorized disclosure of or other failure toperly protect trade secrets

of the District;

Violation of the District’s policy prohibiting drassment or discrimination;

Violation of the District's Drug and Alcohol FeéVorkplace Policy;

Sleeping during work hours is prohibited unlesparate authorization has

been given;

N. Soliciting coworkers when either employee isvaorking time being paid
for by the District is prohibited, including theeusf e-mail. Distribution
or posting of pamphlet, leaflets, or any otherréitare in the District
offices is prohibited during working time of any ployee involved.
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10.3 Types of Disciplinary Action

Disciplinary action includes oral reprimand, writteeprimand, disciplinary probation,
suspension, reduction in salary, demotion, redoctio salary, or termination of
employment.
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Oral Reprimand communication to an employee that his or her
performance or behavior must be improved and fitardo so may result
in more serious discipline. An employee’s supemwisr the General
Manager may note the date, time, and content dfremimand, but no
record of oral reprimand shall be placed in the leyge’s personnel file
unless subsequent action is necessary.

Written Reprimand a formal notice to an employee that further
disciplinary action will be taken unless his or performance or behavior
improves. A copy of the written reprimand is giventhe employee and
the original is filed in the employee’s personnlg. f

Disciplinary Probationthis form a disciplinary action lasts for a spiec
period of time, not to exceed six (6) months. Eowpks on disciplinary
probation may be terminated for failure to meetfiqrenance or behavior
standards as provided by in the employee’s jolsiflaation.

Suspension the temporary removal of an employee from hiker duties
without pay for disciplinary purposes for up torthi(30) working days.
Employees suspended from his or her employmenttivélDistrict forfeit

all rights, privileges, and salary with the exceptof group health and life
insurance benefits.

Reduction in Salarya decrease in salary paid to an employee for a
specified period of time for disciplinary purposes.

Demotion the voluntary removal of an employee from a positto
another position carrying a lower maximum rate ay,pas a result of a
disciplinary action.

Discharge the permanent removal of an employee from Dist@vices,
as provided for in thegesliciesGuidelines

10.4 Disciplinary Notice/Appeal Procedure
This Section 10.6 does not apply to probationatgmporary employees.

SMCSD 3-11-2016

10.4.1 Written Notice of Proposed Action

In the event the District imposes disciplinary @cticonsisting of a written
reprimand or a suspension without pay of fisedays or fewer, the employee will
be given aiNotice of the disciplinary action.

A. Notice of Disciplinary Action
Whenever a disciplinary action is to be taken agjaam employee,
the employee shall be notified in writing of th@posed disciplinary
action to be taken. The notice may be served tiperemployee,
either personally or by certified mail, and shalht@in the following

information:

1. A statement of the disciplinary action to bestak

2. The effective date of the disciplinary action.

3. The reason or cause of the disciplinary action.

4, A summary of the facts upon which the chargedased.
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5. Notice that the employee may inspect copied| ohaterials
upon which the disciplinary action is based.

6. A statement notifying the employee that beshe has five
(5) working days in which to respond orally or initimg
regarding the proposed disciplinary action.

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

B—Notice of Suspension

€B.
Prior to the imposition of discipline consistingsafspension without
pay for three (3) or more days, reduction in paggndtion, or
termination, a regular employee shall be provideditien notice or
“Skelly letter” by the employee’s supervisor or @sl Manager
proposing to implement discipline which contains:

1. Notice of the proposed action;

2. The reasons for the proposed action;

3 A copy of the charges and any materials uporchvithe
proposed action is based,;

4, Notice that the employee is entitled to an oppuly to
respondwithin five (5) working days after the notice has
been served upon employde the charges orally or in
writing, or both, personally or with a representativho may
be an attorney;

5. The date and time of the response or “Skellyéting, which
shall be held in no less than seven (7) calendgs flam
receipt of notice during which the employee and his/her
representative shall have an opportunity to retugecharges
or present facts that may not be known;

6. Notice that if the employee fails to attend tl@sponse
meeting the employee shall be deemed to have wailled
rights to said meeting and from appeal to any adt&en.

10.4.2 Response Meetirgkelly Hearing

No less than seven (7) calendar days during dftenbtice has been served upon
employee, employee shall have the opportunityfiteeharges or present facts that
may not be knowwtthe-time-and-place-setfortheresponst afSkelly” meeting
giving-the-employee-an-opportunity-to-resporidhe employee may respond orally

or in writing, personally or with a representative.

Neither party shall be entitled to call withessetake testimony.
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At the meeting, the General Manager may considerrmation contained in the
charges and recommendations, as well as informptesented by the employee or
his or her representative.

At the conclusion of the response meeting or wittenen (7) days, the General
Manager or his or her designee shall issue an ,ordptementing or determining

not to implement the proposed disciplinary actioihe General Manager may
implement an action that is of lesser severity that was initially proposed.

10.4.3 Final Notice

After the response or the expiration of the empdds/éime to respond to the notice
of intent, the appropriate authority shall: 1) dssithe notice of intent and take no
disciplinary action against the employee; 2) motlify intended disciplinary action;
or 3) prepare and serve upon the employee a fotedenof disciplinary action.

The final notice of disciplinary action shall indkithe following:

The disciplinary action taken.

The effective date of the disciplinary actioketa

Specific charges upon which the action is based.

A summary of the facts upon which the chargedased.

The written materials, reports and documentsnuptich the
disciplinary action is based.

6. The employee’s right to appeal.

apwdE

Disciplinary action other than a suspension, desnadir termination (i.e., written or
oral reprimands) shall not be subject to appeakciplinary action consisting of a
suspension, demotion or termination may be appebledegular employees
pursuant to Section 10.6.4.

10.4.4 Appeals of Disciplinary Action

Any regular employee shall have the right to appedahe General Manager from
any disciplinary action taken by his or her supwiollowing a Skelly hearing
Such appeal shall be in writing and must be filéith whe General Manager within
ten (10) working days after receipt of written netiof such disciplinary action.
Failure to file an appeal within such period cdosgis a waiver of right to appeal.

The General Manager shall conduct a hearing asda@abovén-this-Chapter
Neither the provisions of this section or this Glagshall apply to reductions in
force or reductions in pay, which are part of aggahplan to reduce or adjust
salaries and wages.

In the event the General Manager institutes theiglisary actionagainst an
employee he or she shall be disqualified. Should &ieGeneralManager be
disqualified, or should he disqualify himself asatiweg office, the City
CeuneiBoard of Directorsshall appoint aearirg-officethearing officerwho shall
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have the same power, authority, and responsitaktythe GeneraEity Manager
would have as bearing-efficenearing officer

10.4.5 Selection ofiearing-OfficerHearing officer
The appeal shall be heard bizeamg-efficerhearing officerprovided to the District

by a non-profit organization or governmental agemiyh whom the District has
contracted to conduct hearing pursuant to theseiesGuidelines No hearing

officerhearing officershall be compensated or evaluated, directly arently, based
upon the outcome of any hearing.

10.4.6 Hearing

The General Manager shall conduotappeal within thirty (30) days of receipt of
employee’s request for appebbaring-on—-an-appeatfiled-within-thirty{(30)-days
afterreceipt-thereof The General Manager may continue the hearingrefitr the
convenience of the District or upon written apglima of the appellant, for a period
not to exceed an additional thirty (30) days fréma teceipt of the appeal. Written
notice of the time and place of the hearing shalténducted in accordance with the
provisions of§ Section11513 of the Government Code of the State of Galiip
except that the appellant and other persons maydmained as provided gSection
19580 of said Government Code, and the parties suymit all proper and
competent evidence against, or in support of thees

10.4.7 Representation

Any District employee other than those appointedupervisory, management, and
confidential classifications shall be permittedepresent another District employee
or group of District employees at the hearing & #ppeal. The appellant may
appear in person or be represented by counsel.

10.4.8 Notices to Witnesses: Cost

The General Manager shall issue notice for the appees of witnesses for the
appellant upon his written request and at his coBhe General Manager may
require such cost to be prepaid.

10.4.9 Failure of Employee to Appear at Hearing
Failure of the appellant to appear at the heatiiadl be deemed a withdrawal of his
appeal and the action of the General Manager argigor shall be final.

10.4.10 Decisions

The General Manager shall render a written decigithin thirty (30) days after

concluding the hearing. The General Manager's sitati shall be final and

conclusive, except when an employee is suspendeauddce than three (3) days or
discharged. A copy of such decision shall be fooed to the appellant. If the
disciplinary action taken against the employee egersed or modified by the
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General Manager, the employee may be compensatechdle or in part, for the
time lost as determined by the General Manager.

In cases involving suspending an employee for mtben three (3) days or
discharging an employee, a copy of such decisiail ¢fe forwarded to the
employeeand-the-asseciation The employee may, within ten (10) working days
after receipt of written notice of the General Mgews decision, give notice to the
General Manager that the association represetitingrieved employee may submit
the matter to binding arbitration. The arbitratlosard shall consist of one retired
superior court judge and the cost of arbitratioallsbe borne equally between the
General-Manag@istrict and the employee. The arbitration hearing shalhéld
within thirty (30) days from the date of the redquby employee to submit to
arbitration. The parties may agree to continuedtite of the arbitration hearing by
mutual agreement.
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Chapter 11.0—: Grievance Procedure

With the exceptions below, a grievance is definedaacomplaint by an employee that the
District has violated a written policy contained timesepelicies-Guidelinesor an applicable
MOU between the District and a recognized emplaygmnization. Specifically excluded from
the grievance procedures are claims or complaiftalleged discrimination or harassment,
performance evaluations, and all disciplinary awtio Specific procedures for concerns
regarding those items are addressed in separdiensecf thes&suidelinepolicies

11.1 Grievance Procedure Steps

Level |, Preliminary Informal Resolution. An employee who believes she or he has a
grievance shall present it orally to her or his kedate supervisor within seven (7) calendar
days after the employee knew, or reasonably shuaNe known, of the circumstances that
form the basis for the grievance. The immediapeesusor will discuss the grievance with
the employee and respond to the employee in writiitgin five (5) calendar days after
their discussion. If the grievance is against ¢neployee’s supervisorhé—grievarie
employeemay skip Level | and advance to Level Il, providesior she complies with all
applicable time limits and other requirements feve! I.

Level Il, Designee of General Manager If the grievance is not resolved at Level I, the
grievanemployeemaypresent her or his grievance in writing to his er supervisor or to
the General Manager within seven (7) calendar dbile date of the Level | response.

The Level Il grievance shall include the following:

A. A concise statement of the grievance, includingcigipereference to the
policy allegedly violated;

The circumstances involved;

The decision rendered at Levelflany;

The dates when: (i) the grievance was first disisgith the immediate
supervisor; (ii) the Level 1 response was issuedt @ii) the employee
submitted the grievance to Level Il;

E. The specific remedy sought.

Cow

Within ten (10) calendar days of receipt of the Eype’s Level Il grievance, the
employee’s supervisor or the General Manager shadit with thegrievantemployeeand
try to resolve the dispute. He or she shall issuewritten response to the
employegrievant within ten (10) calendar days of the meeting withe
grievanemployee If no response is issued within the time limite tgrievance will be
deemed denied at that level and ghevantemployeamay appeal to the next level.

Level lll, General Manager. In the event the grievance is not resolved aeLd, the
grievantemployeemay, within seven (7) calendar days of the datehef Level Il
response, appeal the decision in writing to thed&sdnManager. If the decision being
applied was made by the General Manager then tiogee may skip Level Il and
proceed to Level IV. The Level lll appeal shaltlude a copy of the original grievance;
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a copy of the written Level Il decision; and a cJeancise statement of the reasons for
the appeal to Level 111

Within ten (10) calendar days from the date of Ganklanager’s receipt of the Level IlI
grievance, the General Manager will issue a writtlgtermination to thegrievant.

employee.

Level 1V, Hearing. If the grievance is not resolved at Level bt if the grievance is
against the General Managthe grievanemployeemay, within seven (7) calendar days of
the date of the Level Il written response, applealdecision by submitting to the General
Manager a written request for appeal by a designdtearing oOfficer. The General
Manager will designate &hearing©officer, who will then schedule and hear the appeal.
Both the parties to the appeal and their respempresentatives may be present and submit
testimony and/or evidence at the hearing beforetbering-OfficeHearing officer The

costs, if any, for the services of thearing-Officehearing officerwill be split equally

between thgrievanemployeeand the District, except thggievanemployeewill not, in any
event, be required to spend more tfiga hundred dollars§500 on this cost. After the

hearing, thedearing-Officehearing officewill submit an advisory written recommendation
on the matter to the Board of Directors, who wihsider the recommendation in closed
session. The Board of Directors will then issti@a and binding decision on the appeal.

11.2 General Rules for Grievances

All employee grievances must follow the steps oatliabove. Except as expressly stated in
this policy, at no time may an employee bypasgj. gtt-no-time-may-anEmployee shall
notapproach the General Manag@ectly with a grievance as an initial matter. Time Ignit
set forth above may be extended upon the writteisertt of both parties. Employees will
not be retaliated against for filing or pursuingreévance in good faith under this procedure.

If an employee does not present the grievancepes dhot appeal the decision rendered
regarding the grievance, within the time limits cfied above, the grievance shall be
considered withdrawn.

A copy of all formal grievance decisions shall tecpd in a grievance file belonging to the
District. A copy of the grievance decision will pevided to theyrievanemployee

11.3 Expungement of Written Reprimands

A written reprimand may be expunged upon sustatoeective behavior, as determined by
the General Manager, after a period of three (8fs/fom the date of the reprimand. It is
the responsibility of the employee to request Hisitor her personnel file be purged of the
written reprimand.

The General Manager will consider the followingtéeis in making his or her decision:

1. whether the employee received further disciplinarof kind,;

2. employee’s performance evaluation reviews are &t Isatisfactory in all
categories; and

3. that the only one expungement can occur during #reployment with the
District.
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Chapter 12.0: Employee Records

12.1 Personnel Records and Information

The District retains personnel records concernisig@inployees. Such records ordinarily
include applications, insurance forms, payroll dsin authorizations, performance
appraisals, certain pay records, transfer and ptiomdorms, records of disciplinary

action, training records, and any certificates @dentials required for an employee’s
job. Other information concerning employees mayképt as personnel records at the
discretion of the District.

In order to keep personnel records current, thee@érManager or his or her designee
must be notified of any change in an employee’sqmal status and information, such as:
changes o&ddress, telephone number, marital status, oramjlgtatus, any birth or death

in an employee’s immediate family, any change imlame or telephone number of the
person to be notified in case of emergency, anyghan insurance beneficiary, or any
other information needed to maintain accurate dxofhese changes shall be provided
to the General Manager or his or her designee mvithirty (30) days of the change in an

employee’s personal status.

Each employee is also responsible for providingDisrict with records concerning any
licenses or certificates required in the perfornean€ his or her job, as well as any
documents showing that education or training reieveo employment has been
completed.

12.2 Release of Information

Personnel records are considered confidential. Byepls may examine their own
personnel records, except for letters of referebge;ontacting the General Manager or
his or her designee. Employees may authorize eage of their own personnel records
by executing a written request identifying the relsoto be released and the person or
entity to which they may be released.

Ordinarily, no information on past or present emnypks shall be provided by the District,
other than employment dates and job title, unlegsh gequests for information are
accompanied by a signed authorization by the ensgloyp release the information
requested.
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Chapter 1313.0—: Personnel Actions

13.1 Separation Procedures

Employees who separate from the District for argsom will be paid for any comp time
andbr vacation time that is accrued but unused at tthee of their termination.
Employees do not receive any pay out for accrugdubused sick leave & rmination,
or at any other time.

Terminating employees may be eligible to continaeetage under the District’'s group
health insurance at their own expense pursuanOBRA.

13.2 Disciplinary Termination
Employees who are terminated for disciplinary reasor for “good causeds defined in
Chapter 10 of these Guidelinage not eligible for rehire.

13.3 Layoff Policy and Procedure:

1. Statement of Intent Whenever the Board efDBirectors;-determines
necessary to abolish any District position, the leyge holding such position
or employment may be laid off or demoted withowciplinary action and
without the right of appeal.

2. Notification: Employees to be laid off will be given, wheneyassible, at
least 14 calendar days prior notice, if possible.

3. Order of Layoff: Employees are generally laid off in the invemsder of
their seniority in their classification in the deaent, although this order is
subject to business needs. Seniority is determi@sgd upon date of hire in
the department. Within each class, and subjebuginess needs, employees
will generally be laid off in the following order:temporary, part-time,
probationary, and regular.

In cases where there are two or more employeeBeirchassification in the

department from which the layoff is to be made Wwlawe the same seniority
date, such employees will be laid off on the ba$ithe last evaluation rating
in the class, providing such rating has been an dil least 30 days and no
more than 12 months prior to lay off, as follows:

First, all employees having ratings of “improvemereded;” second, all
employees having ratings of “competent;” third, exthployees having rating
of “outstanding.”

4. Transfer in Lieu of Layoff: Aan employee affected by layoff may be
transferred to a vacant position within the sameamparable classification,
or a vacant position in any former classificatidinst within the affected
department and then District-wide, which the emp@pnce held as a regular
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employee, provided that the employee meets thenmim qualifications of
said positions and the compensation is at the sarwsver rate of pay.

5. Re-employment Rights for Laid Off Employees Regular employees who
have been laid off shall be automatically placeciaer-employment list for 2
years from the date of layoff for the classificatipom which they were laid
off.

6. Mass Layoff. |if the District finds it necessary to enforce a miag®ff, it
must provide at least a sixty (60) day notice ptiothe mass layoff. A mass
layoff is defined as job loss for at least fiftyOj5employees in a thirty (30)
day period. California’s WARN Actcodified in Labor Code Sections 1400-
1408also applies to the closing of an industrial omagercial facility with at
least seventy-five (75) employees, or the relocatad an industrial or
commercial facility with at least 75 employees tdoaation at least one
hundred (100) miles away.

13.4 Voluntary Resignations in Good Standing

An employee who resigns in good standing is el@ibl seek for re-employment with the
District. Good standing shall mean providing askea two (2) week notice and the
completion of all necessary exit forms and exi¢imiew.

13.5 Exit Interview

For the purpose of ascertaining potential eligipilfor Yunemploymentitnsurance
benefits, all employees separating from the Distiic any reason shall be given an
interview prior to termination.

The interview shall be conducted by a represemtaiivthe General Manager or Human
Resources Department and shall produce specifarnmdtion as to the causes and
reasons for the separation. The information shellrecorded on a standard form

provided by theHumanReseurcesBepartmeDistrict, which the employee shall be

required to sign.

A copy of the complete report shall be transmittedthe employee’s immediate
supervisor and General Manager for comment ancchenedto-the-Human-Resources
Departmentor retention in the employee’s personnel file.

13.5.1Property Return Agreement

Upon employment with the District, each employeg mamplete a Property Return
Agreement if they receive any District propertyroerty includes, but is not limited to,
laptops, cell phones, PDAs, equipment, keys, repproprietary information, and any
other job related materials. All District propentyst be returned prior to departure.

13.5.2 Employment Reference Checks

All inquiries regarding a current or former Distreamployee must be referred to the
General Manager. Should an employee receive gewrniequest for a reference, he or
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she must refer the request to the General Managéahdling. Employees may not
issue a reference letter to any current or formguleyee without the permission of the
General Manager.

Under no circumstances should an employee relegsmformation about a current or
former employee over the telephone. All telephioiiries regarding any current or
former employees of the District must be refereethe District Manager.

In response to an outside request for informatsgarding a current or former District
employee, the General Manager will only verify ampdoyee’s name, date of
employment, and job title. No other data regarding current or former District
employee will be released unless the employee gmd®othe District to release such
information in writing or the District is requirda law to furnish any information.

If, however, an employee is contacted to give aqeal reference regarding a current or
former City employee, he or she is permitted ted@nd should emphasize to the
inquirer that the reference is personal only andondbehalf of the District.

Failure to follow these directions may be causectwrective action up to and including
termination.
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Chapter 14:0: Internet, E-mail and Electronic Communications

The District believes that employee access to aedofi the internet, e-mail, and other electronic
communications resources benefits the District arakes it a more successful local public
agency. However, the misuses of these resoureesthea potential to harm the District’s short-
and long-term success. Employees should have pecetion of privacy in work-related e-
mails or internet usage while using District congpsit

The District has established this policy to ensina the District employees use the District-
provided computer resources, such as the intermkeéanail, in an appropriate manner.

14.1 Rules Regarding Prohibited Use
Employees shall not use the District internet amalad in an inappropriate manner. Prohibited
use of the internet and e-mail systems includesisknot limited to:

1. Accessing internet sites that are generally berdeghin the community as
offensive (e.g., sites containing pornography at #xploit children), or accessing
sites for which there is no official business papdge.g., social media websites or
online shopping websites).

2. Engaging in any profane, defamatory, harassirggall, discriminatory, or
offensive conduct or in any conduct that is otheeninconsistent in any way with
the District policies.

3. Distributing copyrighted materials.

4, As computer viruses can become attached to exdedtkds and program files,
receiving or downloading executable files and paogs via electronic mail or the
internet without express permission of the SystAdmministrator is prohibited.
This includes, but is not limited to, software prags and software upgrades.
This does not include e-mail or documents receivacet-mail and the internet.

5. Use of another person’s name or account, withopitesss permission of the
System Administrator, is strictly prohibited.

6. Using the District’'s computer resources for pers@oaial media, online
shopping, and other similar onliscemmercial activity.

7. Employees must respect all copyright and licenggdeanents regarding software

or publication they access or download from thermét. The District does not
condone violations of copyright laws and licensed #ne employee will be
personally liable for any fines or sanctions causgthe employee’s license or
copyright infringement.

14.2 Additional Guidelines
| Fhe DistricteEmployees are expected to understand and complytiétfollowing additional
guidelines regarding use of the internet and @istdmputer systems.

1. Internet access is to be used for the Districtrimss purposes only. Employees
who have completed all job tasks should seek amditiwork assignments. Use
of the internet should not interfere with the tignehd efficient performance of
job duties. Personal access to the internet andikis not a benefit of
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employment with the District. Limited personal wsehe District’'s systems to
access internet, e-mail, and other electronic comcations may be permitted
only during the employee’s authorized break time.

2.

10.

Employees do not have any right or expectation rfeapy in any the
District computer resources, including e-mail mgssaproduced, sent, or
received on the District computers or transmittedtkie District's servers
and network. The District may monitor the conteoftall computer files
and e-mail messages to promote the administratibrthe District
operations and policies.

Employees’ access to and use of the internet, &-ara other electronic
communications on the District systems is monitpatt such files and
electronic communications may be reviewed by thstriat at any timg
Employees havihereforethere-ino expectation of privacy.

Deleting an e-mail message does not necessarilp theamessage cannot
be retrieved from the District's computer systef@ackup copies of all
documents, including e-mail messages, that are upem] sent, and
received on the District’'s computer system, cambele.

E-mail and any attachments are subject to the shieal standards, and
standards of good conduct, as are memos, lettedsptiher paper-based
documents.

Currently all District e-mail sent is not encryptednencrypted electronic
mail is not a secure way of exchanging informatofiiles. Accordingly,
employees are cautioned against transmitting inédion in an electronic
mail message that should not be written in a letteemorandum, or
document available to the public.

E-mail, once transmitted, can be printed, forwarded disclosed by the
receiving party without the consent of the sendedse caution in
addressing messages to ensure that messages amadwatrtently sent to
the wrong person.

Virus scanning software shall be used where prakide

It is advisable for all employees of the District temind customers,
clients, and contractors of security issues whendigg confidential
electronic mail or documents to the District vieeattonic mail. If
applicable, our customer, clients, or contractdreugd be reminded to
implement a security policy and make sure theirleyges understand the
ramifications of sending confidential informatioiaelectronic mail.
Employees must scan all downloadable materialsrbafsing or opening
them on their computers to prevent the introductibany computer virus.
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Chapter 15:0: Miscellaneous Policies

15.1 Political Activity

Every the Bistrictemployee has the right as a citizen to particifallg in the political
process. Employees are encouraged to participastténding public meetings, running
for elected office, voting, and otherwise parti¢ipg in the community as a good citizen.
No the-Bistrictemployee, however, shall campaign for himself aisék or any other
candidate or causeuring District business hours, or during employee-theBistrict
work time or using the District resources. Ne—Districtemployee shall publicly
campaign for any candidate or cause while wearin@strict uniform, insignia, or
otherwise while representing the District.

15.2 Desks/Lockers/Storage/Personal Inspections

The District reserves the right to open and entpon reasonable suspicion and with or
without the employee’s permissi@my office, desk, locker, file cabinet, or othtarage
location on the District premises or work sitesclirding the District parking areas) and
to inspect vehicles or any containers brought iheoworkplace or work site.

Although an employee may be assigned an officek,de=hicle, locker, file cabinet, or
other storage area or device by the District, saskignment shall not create an
expectation of privacy in the use of such itemar@as. These items remain the property
of the District and may be searched at amge.

15.3 District Visitors

Access to the District facilities, except for pubéreas, is restricted for safety reasons.
Employees shall not receive visitors at non-publigas of District facilities office except
with the express permission of the General Manag#dt.visitors must check in at the
business office and wait until the District persehare available to meet with them at the
business office.

15.4 Media Contact Policy

The General Manager is the designated point ofawbrfor the District for all media

contact, as the General Manager is the officiakepperson for the District. Any contact
by the media to an employee of the District regagdhe District shall be immediately
reported to the General Manager. Unless approwedhb General Manager, no
employee shall issue a statement or communicate thi¢ media on behalf of the
District.

15.5 Phone Policy

The personal use ahethe District phones should be limited to break and lutimes
unless it is an emergency. Long distance use yttanDistrict landline for personal use
is prohibited unless specifically authorized by thmployee’s supervisor or General
Manager.

HitH
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EXHIBIT “A”
PERFORMANCE IMPROVEMENT PLAN

A performance improvement plan (PIP) also knowa psrformance action plan is a means to
give a struggling employee the opportunity to sedcehile still holding them accountable for
past performance.

It is not always clear why an employee has pociop@ance. Therefore, the open dialog and
feedback from the employee to help determine ilstaod resources necessary for success have
been provided to him or her. PIPs can be useddceas either failure to meet specific job
performance-related issues or behavior-relatedarosahat are not related to injury, illness,
drugs and/or alcohol issues. PIPs may lead teréifit outcomes, including improvement in
overall performance, communication of performanqgeeetations, the recognition of a skills or
training gap, possible employment actions suchaaster, emotion or termination.

A PIP process shall include the following:
1) Document performance issues

Employee’s supervisor must objectively documentateas of employee’s performance that
need improvement. In said documentation, spefafits and examples should be provided to
further clarify the severity or pattern of performea concerns. When developing a performance
improvement plan, an employee’s supervisor shawdtlde: employee information, relevant
dates, performance discrepancy or gap descriipected performance description, actual
performance description, description of consequ&rexe action plan and signatures of employee
and employee’s supervisor. (See PIP format attatthéds document.)

2) Develop an Action Plan

Employee’s supervisor should establish a providianoton plan for improvement, which may
be adjusted based on employee feedback given atting between supervisor and employee.
Action plan should includspecific and measurable objectives, SMART GOALS) tht are
relevant, time-bound and precise.PIP must set performance expectations and incdude
statement about the consequences for not meetasg thbjectives. If termination is a
possibility, it should be clearly stated in therptibocument. Developing a PIP should also be
based on a supervisor’s review of the job descnipéind relevant policies to clearly identify the
performance or behavioral issues and expectations.

SMART Goal Examples:

In May, June and July, Jane Doe must have less than 3 percent quality errors per month
and produce at least 150 units per month.
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3)

4)

5)

6)

During this 90-day performance evaluation, John Doe must have perfect attendance, with
the exception of approved medical or family absences. This means that he must clock in
and be ready for work by the start of each scheduled shift, return fromall scheduled
breaks on time and remain at work for entire shift.

Review the PIP

Prior to meeting with the employee, the supervidauld review the PIP with General
Manager and/or District General Counsel. Revigvparty should ensure that the PIP is
stated clearly, contain specific, measurableyegieand attainable actions within the PIP
timeline (commonly 60-90 days in length).

Meet with Employee

During this scheduled meeting with employee, thgesuisor must clearly lay out the
areas for improvement and the plan of action. Fliemay be modified slightly after
receiving employee’s input and feedback. After angh changes, the supervisor and the
employee should sign the PIP document.

Follow Up

The employee and supervisor should set up follpve-mmeeting(s) which can be detailed

in the PIP. These meetings should discuss andindext progress toward stated

objectives. An employee should be encouragethase meetings, to ask questions and
seek guidance or clarification on performance etgi®ns. Supervisor should ensure
that potential roadblocks are discussed and emplay provided necessary tools and
training as may be needed.

PIP Conclusion

When the employee has responded positively byintgedte PIP objectives, the District
should formally close the PIP and allow contineedaployment. This conclusion action
may occur prior to the deadline established andilé€ in the PIP document.

If an employee is unable to improve or refusexdomit to the PIP, or his or her
performance actually worsens, then the employeulshclose the PIP and consider a
possible reassignment, transfer, demotion or tatitin of employment based on
specific circumstances.

When the employee shows some improvement butablaro achieve some of the action
plan objectives within the PIP timeline, then theervisor should consider a possible
option, such as:

If the employee has not meet one or more objextivet has made progress that has been
measured, then supervisor may extend a PIP fe8 av@ek period with General Manager
approval.

If the employer determines in retrospect that digectives were too hard or not
completely within the employee’s control, the eayglr may elect to either extend the
PIP or end the PIP due to the progress that hexs drewas observed.
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If the employer determines the employee is notoadgfit or is not really trying to
improve even after all this effort, then the enygloshould consider job reassignment,
transfer or demotion or termination of employmieased on specific circumstances.

Two examples of PIP closure situations are praVviseow:
Scenario: An employee has perpetual problems with atterelanc

Actions: 1) Documentation of problem or concern in writid) A PIP is developed
with SMART Goals, measurable objectives and statmtsequences for a review with
employee.

Possible PIP resolutior—employee is on time for all shifts, except for anstance
when employee had an already scheduled studestiee@onference. The PIP can be
determined to be successfully completed. The eyegl is expected to continue having
good attendance, and is made aware that futuendathce issues may result in
termination without another warning or PIP.

Scenario: An employee has quality performance errors (laterts for healthcare).

Actions: 1) Documentation of problem or concern in writir@). A PIP is developed
with SMART Goals, measurable objectives and statetsequences for a review with
employee, such as a review of work procedures amckps or supervisor observations.

Possible PP resolution—Quality errors must drop after quality spot cheaies
performedwithin the PIP period for improvement. Regular nejpg must show that the
employee is achieving expectations as detailedfn PIP can be concluded in this
scenario situation by having met all PIP requiret®®n the PIP can be extended if the
employee’s attitude, hard work and ability to agkistated expectations in part or most
of the PIP period but may need added training tdicoe to provide consistent
performance at or above expectations. Additioealggmance issues may result in
discipline up to and including termination of emypitent.

PIP format template is attached.
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PIP

Performance Review Meeting with employee Preparatio Checklist

Be Prepared—know the objectives and goal$ the meeting.

Choose Time and Place—choose a quiet locatiasith no or as few interruptions as
possible.
Conducting the Interview:

a)

b)

c)
d)

e)

f)

create a quiet environment and help the emplogefeel at ease.

give a balanced feedback, both positive and nafive but start with the
positive.

focus on the job, not the person.
ask questions and allow the employee to provideedback.

discuss areas for improvement but discuss metti® and objectives for
improving.

listen to employee feedback and input.

Concluding the Interview:

a) summarize and review the important points of dicussion

b) restate action steps that are detailed in PIPral review time frame for
completion

C) make sure employee reviews the appraisal and $ian opportunity to give
comments

d) both persons sign the PIP document to acknowlge that he or she has read
it (reading does not signify agreement with theantent)

Follow-Up



Exhibit “B”
JOB DESCRIPTIONS

ClassTitle: Fire Chief (Part Time)
Reports to: District General Manager
Department:  Fire

FLSA: Non-exempt
CONFIDENTIAL: Yes

SUPERVISORY RESPONSIBILITIES
DIRECT: Yes
INDIRECT: None

GENERAL PURPOSE

Performs a variety of technical, administratived aopervisory work in planning, organizing,
directing and implementing fire prevention, suppi@s and emergency medical services to prevent
or minimize the loss of life and property by finedeemergency medical conditions for the San
Miguel Community Services District Volunteer Firei2etment.

SUPERVISION RECEIVED

The Fire Chief is accountable to the General Managdrshall be held responsible for the general
condition and efficient operation of the San Migbee Department.

SUPERVISION EXERCISED

Directly Supervises the Assistant Fire Chief, Faptains, and other department staff through these
subordinate officers.

ESSENTIAL DUTIES AND RESPONSIBILITIES
Plans, coordinates, supervises and evaluates fpémions.

Establishes policies and procedures for Fire Depaat in order to implement directives from the
General Manager and Board of Directors.

Plans and implements Fire programs for the San Migistrict in order to better carry out the
policies and goals including those set forth in$t@ndard Operating Procedures document;

Reviews Departmental performance and effectiverfessiulates programs or policies to alleviate
deficiencies.

Supervises and coordinates the preparation andrgeg®n of an annual budget for Fire Department;
Directs the implementation of the Departments' letstg
Plans for and reviews specifications for new otaegd equipment.

Responds to alarms and may direct activities astieae of major emergencies.
(continued on next page)

Pagel of 25



Supervises inspection of buildings and other priogefor fire hazards and enforces fire prevention
ordinances, local and state fire codes, while fdlBowing UBC, UFC, and The Life and Safety
code.

Directs the operation of departmental in-servieéntng activities

Controls the expenditure of departmental apprapriat

Handles grievances as directed by the General Managintains Departmental discipline and the
conduct and general behavior of assigned personnel

Attends monthly Board of Director meetings and othemmunity meetings, as directed by General
Manager

Prepares and submits monthly reports to the GeManhger regarding Department activities
Prepares other reports as appropriate, includingalreport of activities

Plans departmental operations for equipment, apparand personnel

Supervises the implementation of such plans

Assigns personnel and equipment to such dutiesisesl as the service requires

Evaluates the need for and recommends the purdfassv equipment and supplies
PERIPHERAL DUTIES

Meet with elected or appointed officials, other Fifficials, community and business representatives
and the public on all aspects of the Departmentd/iies.

Attend conferences and meetings to keep abreasiradnt trends in the field; represents the San
Miguel Fire Department in a variety of local, courdtate and other meetings.

Perform the duties of command personnel as neauéuHills obligations during duty days or duty
weeks.

DESIRED MINIMUM QUALIFICATIONS
Education and Experience:

(A) Graduation from high school or GED equivalent
(B) Ten (10) years prior work experience of a pesgively responsible nature in fire fighting and

prevention and emergency medical services, incfudirpervisory duties which must have been
equivalent to Fire Captain or higher
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Necessary Knowledge, Skills and Abilities

(A) Thorough knowledge of modern fire suppressind prevention and emergency medical
services principles, procedures, techniques, anghegnt; Working knowledge of first aid and
resuscitation techniques and their applicationeasahstrated through State E.M.T Certification;
Considerable knowledge of applicable laws, ordieandepartmental standard operating
procedures and regulations

(B) Skill in the operation of listed tools and eguient.

(C) Ability to train and supervise subordinate persel; Ability to perform work requiring good
physical condition; Ability to communicate effeatly orally and in writing; Ability to exercise
sound judgment in evaluating situations and in mgkiecisions; Ability to effectively give and
receive verbal and written instructions; Abilityestablish and maintain effective working
relationships with other employees, supervisorsthagublic; and Ability to meet the special
requirements listed below.

SPECIAL REQUIREMENTS

(A) Must possess, or be able to obtain by timeid, fa valid State Driver's License with
Commercial Driver's License endorsement and ppeieiin the Employer Pull Notice Program
EPN without record of suspension or revocationny state;

(B) No criminal convictions or disqualifying crimahhistories within the past ten years;
(C) Ability to read, write and communicate the Eslgllanguage, and
(D) Ability to meet Departmental physical standards

TOOLS AND EQUIPMENT USED
Emergency medical aid unit, fire apparatus, firmps, hoses, and other standard firefighting
equipment, ladders, first aid equipment, radio.gpagersonal computer, phone.

PHYSICAL DEMANDS

The physical demands described here are representéthose that must be met by an employee to
successfully perform the essential functions of jbb. Reasonable accommodations may be made to
enable individuals with disabilities to perform th&sential functions.

While performing the duties of this job, the emmeyis frequently required to sit; talk or hearnsta
walk; use hands to finger, handle, or operate tdjecols, or controls; and reach with hands and
arms. The employee is occasionally required toktlimbalance; stoop, kneel, crouch, or crawl; and
taste or smell.

The employee must frequently lift and/or move up@gpounds and occasionally lift and/or move up

to 50 pounds. Specific vision abilities requiredtbig job include close vision, distance visionlpco
vision, peripheral vision, depth perception, areldbility to adjust focus. 6
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WORK ENVIRONMENT

The work environment characteristics described beggepresentative of those an employee
encounters while performing the essential functioithis job. Reasonable accommodations may be
made to enable individuals with disabilities tofpemn the essential functions.

Work is performed primarily in office, vehicles,doutdoor settings, in all weather conditions,
including temperature extremes, during day andtregfits. Work is often performed in emergency
and stressful situations. Individual is exposelaaring alarms and hazards associated with fighting
fires and rendering emergency medical assistanckding smoke, noxious odors, fumes,
chemicals, liquid chemicals, solvents and oils.

The employee occasionally works near moving meciapiarts and in high, precarious places and is
occasionally exposed to wet and/or humid conditifun®ies or airborne particles, toxic or caustic
chemicals, risk of electrical shock, and vibration.

The noise level in the work environment is usugllyet in office settings, and loud at an emergency
scene.

SELECTION GUIDELINES
The San Miguel Community Services District Persoffwicy on Recruitment will be followed.

This may include a formal application; review ofiedtion and experience; appropriate testing and
interviews; oral interview; background check; plegsiagility; drug screening; final selection and
pre-employment medical examination.

NOTE: Appointees will be subject to completion gfrabationary period of 6 months

The examples of duties are intended only as ibdistns of the various types of work performed. The
omission of specific statements of duties doesxolude them from the position if the work is
similar, related or a logical assignment to theitpms

The job description does not constitute an emplaoyragreement between the employer and the
employee and is subject to change by the emplsy/traaneeds of the employer and requirements of
the job change.

DETAILED DUTIES AND RESPONSIBILITIES - ESSENTIAL FUNCTIONS

The following tasks are typical for this classifica. Incumbents may not regularly perform all loé t
listed duties and/or may be required to performitamdl or different duties from those set fortHdwe to
address business or staffing needs and changirgelssgpractices as defined by the General Manager

% TIME TASKS

70%
Develops, coordinates, and maintains fire protaatnanagement database and related activities,agich

Communicates District policies and procedures &iamers, safety rules and regulations and is active
participant in the District’s safety programs icessary.

Uses computer, computer software, data and applicatcopy machine, and other office equipment;
proof read documents for details and accuracy;cangposes reports or correspondence as required
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Coordinates with and works with other staff to teedassues; may work with outside contractors foeso
specific technical issues, maintains the databarséré vehicle and equipment records, and opematio
preventative maintenance logs, reports and re@sdbrected.

Develops consistent, effective strategies of fragkreventative maintenance schedules. Reviews,
evaluates, develops and implements programs, esl&id procedures, as directed by General Manager,
for training and fire prevention.

Supervises subordinate volunteer officers in thegigned duties.

Assist in the planning and implementation of Fireggams for the San Miguel District in order totbet
carry out the policies and goals of the District.

Responds to multiple alarm fire as needed; assgorasand in the absence of Fire Chieérforms the
duties of command personnel as needed and fudfiligations during duty days or duty weeks.

25%

Prepare and submit periodic reports to the GeMdaalager and/or Board of Directors regarding the
Department activities.

Assigns personnel and equipment as required todutids and uses based on service needs
Handles grievances from volunteer officers andifjtaers,

Maintain departmental discipline and the conductgewkral behavior of volunteer personnel.
Directs and supervises departmental in-servideitigactivities

Provides general administrative support:

Proofreads the Operations section of the Distrigl wite and recommends corrections.

Provides administrative and project support to Gandanager and/or staff; including the preparatén
agreements, request for purchase orders, contesxtsgther documentation.

Assists General Manager in providing suggestiatiey changes in order to streamline department
operations.

Answer inquiries involving department proceduresivities, and functions.

Generate original, clear, and concise departmesihbss correspondence, forms, and notices, whigh ma
require posting and/or publication.

Edits and proofreads department memos, reportadagepolicies, and Board related correspondence.
Perform copying, faxing, filing, and other admirnggive tasks.

Maintain department files and records in accordavitie approved records retention schedules.

DETAILED DUTIES AND RESPONSIBILITIES - NON-ESSENTIAL FUNCTIONS
5%
Performs all related duties as assigned by GeMaahger and/or Board of Directors.

Meet with elected or appointed officials, other Fifficials, community and business representatives
and the public on all aspects of the Departmentd/iies, as directed by Fire Chief and/or General
Manager.

Attends conferences and meetings to keep abreastm@nt trends in the field; represents the Fire
Departments in a variety of local, county, statd atiher meetings.
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SELECTION GUIDELINES

The San Miguel Community Services District Persoffwicy on recruitment will be followed.

This may include: a formal application, revieweofucation and experience, appropriate testing and
interviews, oral interview, background check, pbgbiagility, drug screening, final selection and
pre-employment medical examination.

NOTE:
Appointees will be subject to completion of a 9 tioprobationary period.

The example of duties are intended only as illtisina of the various types of work performed. The
omission of specific statements of duties doesxolude them from the position if the work is
similar related or a logical assignment to the {i@si

The job description does not constitute an emplayragreement between the employer and the

employee that is subject to change by the emplagéhe needs of the employer and requirements of
the job change.
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TITLE: Assistant Fire Chief (Contract)

REPORTS TO: Fire Chief and General Manager
FLSA: Non-exempt
CONFIDENTIAL: Yes

SUPERVISORY RESPONSIBILITIES
DIRECT: Yes
INDIRECT: None

MINIMUM QUALIFICATION REQUIREMENTS

Unless required by law, experience and educationmasubstituted for each other upon approval by th
General Manager or his/her designee. Valid Califodriver’s license are required. Standard Fired Ai
and CPR certifications are required as well as imgrknowledge of first aid and resuscitation teciueis
and their application as demonstrated through &afeT Certification

This at will position performs administrative angeoational fire protection functions. The positiisn
expected to support the District Strategic Plan lligsion Statement by remaining informed, involved
and exhibit a willingness to assure successfulracteons. Must possess the ability to effectively
organize and manage competing priorities, repreentDistrict Fire Department professionally, and
work together with other administrative and customservice staff to cross train and provide back-up
support as needed. Must maintain strict confi@dityi of privileged information and effectively litie
District resources. Reliable, stable attendancegaired.

EDUCATION:

(A) Graduation from high school or GED equivalent

(B) Five (5) years prior work experience as a vtden firefighter, including certification as an ET,
and two (2) years of supervisory duties which niaste been equivalent to Fire Captain or higher.

EXPERIENCE:

Minimum of three years experience performing aetsrof administrative support functions and working
with computer applications or databases; abilityetiectively utilize a personal computer and vasiou
computer applications; proven ability to organinel smanage competing tasks and prioritRatforms a
variety of technical, administrative, and supersysavork in assisting the planning, organizing,
directing and implementing fire prevention, suppi@s and emergency medical services to prevent
or minimize the loss of life and property by firadaemergency medical conditions. Performs fire
and emergency medical services and is the headininyg, fire prevention and suppression services.
(A) Knowledge of modern fire suppression and prewventind emergency medical services
principles, procedures, techniques, equipmentt fiig and resuscitation techniques and their
application as demonstrated through State E.M.TtifiGation; knowledge of applicable laws,
ordinances, departmental standard operating proesdund regulations;

(B) Skill in the operation of listed tools and equgrh

(C)  Ability to train and supervise subordinate persinAbility to perform work requiring good
physical condition; Ability to communicate effeatly orally and in writing; Ability to exercise
sound judgment in evaluating situations and in makiecisions; Ability to effectively give and
receive verbal and written instructions; Ability testablish and maintain effective working
relationships with other employees, supervisors e public; and Ability to meet the special
requirements listed below.

(D) SPECIAL REQUIREMENTS
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(1) Must be eighteen (18) years of age or oldénat of hire

(2) Must possess, or be able to obtain by timeref la valid State Driver's License with Commercial
Driver's License endorsement ad participate irEsmployer Pull Notice Program EPN without
record of suspension or revocation in any state

(3) No criminal convictions or disqualifying crinahhistories

(4) Ability to read, write and communicate the Eslgllanguage; and

(5) Ability to meet Departmental physical fithesarslards.

(E) TOOLS AND EQUIPMENT USED

Emergency medical aid unit, fire apparatus, firmps, hoses, and other standard firefighting
equipment, ladders, first aid equipment, radio.gpagersonal computer, phone.

CONTACT RESPONSIBILITY

INTERNAL: Works under the general guidance and directioh@fire Chief or the General Manager.
Interaction with Fire Chief and General Managereeive specific work assignments, general divecti
and have results reviewed; District managementduige a variety of administrative support funcspn
all other District personnel as required.

EXTERNAL: Supervises all volunteer officers and firefightgther directly or through other
subordinate officers. Interact with consultantmteactors, customers, vendors, government ageaniks
officials.

PHYSICAL REQUIREMENTS

Good hearing, eyesight and speech; excellentyabdlitommunicate, both verbally and in writing; l&ii
to operate and utilize a personal computer; abtelévate periods of continuous sitting; may on an
infrequent basis assist with lifting up to 100 pdsin

ENVIRONMENTAL CONDITIONS

The work environment characteristics described reme representative of those an employee
encounters while performing the essential functiohthis job. Reasonable accommodations may be
made to enable individuals with disabilities tofpen the essential functions.

Work is performed primarily in office, vehicles, damutdoor settings, in all weather conditions,
including temperature extremes, during day and tnifiifts. Subject to conversational noise from
other personnel within the facility, along with kgoound noise found in an office environment.
Subject to long periods of sitting and exposuredmputer screenWork is often performed in
emergency and stressful situations. Individualxposed to hearing alarms and hazards associated
with fighting fires and rendering emergency mediaasistance, including smoke, noxious odors,
fumes, chemicals, liquid chemicals, solvents af&l oi

The employee occasionally works near moving medadupiarts and in high, precarious places and is
occasionally exposed to wet and/or humid conditidases or airborne particles, toxic or caustic

chemicals, risk of electrical shock, and vibration.

The noise level in the work environment is usugllyet in office settings, and loud at an emergency
scene.

(continued on next page)
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DETAILED DUTIES AND RESPONSIBILITIES - ESSENTIAL FUNCTIONS

The following tasks are typical for this classifica. Incumbents may not regularly perform all loé t
listed duties and/or may be required to performitamdl or different duties from those set fortHdwe to
address business or staffing needs and changirgelssgpractices as defined by the General Manager

% TIME TASKS
70%
Develops, coordinates, and maintains fire protaatanagement database and related activities,agich

Communicates District policies and procedures &iamers, safety rules and regulations and is active
participant in the District’s safety programs icessary.

Uses computer, computer software, data and applisatcopy machine, and other office equipment;
proof read documents for details and accuracy;camaposes reports or correspondence as required

Coordinates with and works with other staff to tesdassues; may work with outside contractors teeo
specific technical issues, maintains the databaskré vehicle and equipment records, and opematio
preventative maintenance logs, reports and re@sdbrected.

Assists Fire Chief with developing consistent,eefive strategies of tracking preventative maimeea
schedules. Reviews, evaluates, develops and ingplisnprograms, policies and procedures, as directed
by Fire Chief and/or General Manager, for trairamgl fire prevention.

Acts as Fire Chief during absence, as assigne@landsupervises subordinate volunteer officerbéir t
assigned duties.

Assist in the planning and implementation of Fireggams for the San Miguel District in order totbet
carry out the policies and goals of the District.

Responds to multiple alarm fire as needed; assgomagand in the absence of Fire Chieérforms the
duties of command personnel as needed and fudfiligations during duty days or duty weeks.

25%

Prepare and submit periodic reports to the Firefdleigarding the Department activities.

Assigns personnel and equipment as required todutids and uses based on service needs
Assists with or handles grievances from voluntdgécers and firefighters,

Maintain departmental discipline and the conductgewkral behavior of volunteer personnel.
Assists with departmental in-service training &tite

Provides general administrative support:

Proofreads the Operations section of the Distrigl wite and recommends corrections.

Provides administrative and project support to Gdridanager and/or staff; including the preparatibn
agreements, request for purchase orders, contesxtsgther documentation.

Assist Fire Chief in providing suggestions polidyanges in order to streamline department operations
Answer inquiries involving department proceduresivities, and functions.

Generate original, clear, and concise departmesihbss correspondence, forms, and notices, whigh ma
require posting and/or publication.

Edits and proofreads department memos, reportadagepolicies, and Board related correspondence.
Perform copying, faxing, filing, and other admirnggive tasks.

Maintain department files and records in accordamite approved records retention schedules.
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DETAILED DUTIES AND RESPONSIBILITIES - NON-ESSENTIAL FUNCTIONS
5%
Performs all related duties as assigned by FirefGinid/or General Manager.

Meet with elected or appointed officials, other Rifficials, community and business representatives
and the public on all aspects of the Departmentdliies, as directed by Fire Chief and/or General
Manager.

Attends conferences and meetings to keep abreastm@nt trends in the field; represents the Fire
Departments in a variety of local, county, stated atiher meetings.

SELECTION GUIDELINES

The San Miguel Community Services District Persoffwicy on recruitment will be followed.

This may include: a formal application, revieweofucation and experience, appropriate testing and
interviews, oral interview, background check, pbgbiagility, drug screening, final selection and
pre-employment medical examination.

NOTE:
Appointees will be subject to completion of a 9 tioprobationary period.

The example of duties are intended only as illtisina of the various types of work performed. The
omission of specific statements of duties doesrolude them from the position if the work is
similar related or a logical assignment to the {iwsi

The job description does not constitute an emplayragreement between the employer and the

employee that is subject to change by the emplagéhe needs of the employer and requirements of
the job change.
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TITLE: ACCOUNT CLERK/OPERATIONS COORDINATOR

REPORTS TO: General Manager
PAY GRADE: 4

FLSA: Non-exempt
CONFIDENTIAL: Yes
SUPERVISORY RESPONSIBILITIES
DIRECT: None

INDIRECT: None

MINIMUM QUALIFICATION REQUIREMENTS

Unless required by law, experience and education may be substituted for each other upon approval by
the General Manager or their designee. Certifications required by law for the position must be obtained
within first year in the position.

EDUCATION: Education equivalent to graduation from high school. Valid California driver’s license and
proof of insurability are required. Standard First Aid and CPR certifications are required.

EXPERIENCE: Minimum of three years experience performing a variety of administrative support
functions and working with computer applications or databases; ability to effectively utilize a personal
computer and various computer applications; proven ability to organize and manage competing tasks and
priorities.

CONTACT RESPONSIBILITY

INTERNAL: Interaction with Supervisor to receive specific work assignments, general direction, and have
results reviewed; District management to provide a variety of administrative support functions, all other
District personnel as required.

EXTERNAL: Interaction with consultants, contractors, customers, vendors, government agencies and
officials.

PHYSICAL REQUIREMENTS

Good hearing, eyesight and speech; excellent ability to communicate, both verbally and in writing; ability
to operate and utilize a personal computer; able to tolerate periods of continuous sitting; may on an
infrequent basis assist with lifting up to 50 pounds.

ENVIRONMENTAL CONDITIONS

Work is primarily performed within an enclosed office setting with lighting and ventilation. Subject to
conversational noise from other personnel within the facility, along with standard background noise found
in an office environment. Subject to long periods of sitting and exposure to computer screen. When
performing work outside the facility, subject to variable weather conditions and possible exposure to
heavy equipment, dust, fumes, odor, and noise. Appropriate personal safety equipment is provided.

DETAILED DUTIES AND RESPONSIBILITIES - ESSENTIAL FUNCTIONS

This at will position performs a wide variety of administrative functions. Must possess the ability to
effectively organize and manage competing priorities, represent the District professionally, and work
together with other administrative and customer service staff to cross train and provide back-up support
as needed. Requires the ability to efficiently utilize a computer, computer software, data and applications,
copy machine, and other office equipment; proof read documents for details and accuracy; and compose
reports or correspondence as required. Requires a working knowledge, understanding, and ability to
communicate District policies and procedures to customers, both external and internal. A working
knowledge and understanding of District safety rules and regulations, as well as active participation in the
District’s safety programs is necessary. The position is expected to support the District Strategic Plan and
Mission Statement by remaining informed and involved and exhibit a willingness to assure successful
interactions. Must maintain strict confidentiality of privileged information and effectively utilize District
resources. Reliable, stable attendance is required.
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The following tasks are typical for this classification. Incumbents may not regularly perform all of the listed
duties and/or may be required to perform additional or different duties from those set forth below to
address business or staffing needs and changing business practices as defined by the General Manager.
% TIME TASKS

50% Develops, coordinates, and maintains asset management database and related activities:

« Coordinates with department supervisors on asset management data needs; responds to end user’s
troubleshooting requests, runs reports and formulates custom reports; works with staff from other
departments to provide assistance with asset management database; resolves issues and supports end
users with access and utilization of work management systems; may work with outside contractors to
solve specific technical issues.

 Creates customized reports, queries, Key Performance Indicators (KPIs), and screens using Structured
Query Language (SQL), as well as Geographic Information System (GIS) data; maintains the database
for work orders, equipment records, and operational preventative maintenance.

« Develops consistent nomenclature for assets to identify and support cost-effective strategies of tracking
preventative maintenance schedules.

« Based on supervisor and staff input, coordinates projects, plant maintenance, repairs, work flow, work
product, and procedures for asset program management.

« Coordinates integration of GIS data to asset management database; monitors data accuracy; schedules
GIS updates; meets with staff to identify and resolve GIS issues.

« Provides staff training on asset management system; processes feedback to enhance database
functionality.

20% Assists with the creation and maintenance of regulatory reports:

« Gathers and collates information into Water Quality reports.

« Evaluates data from Systems Operation staff for errors and organizes the information for reports.
« Participates in the preparation and completion of the annual Electronic Annual Report (EAR) and
submittal to State regulatory agencies.

20% Provides general administrative support:
« Coordinates payroll and runs reports for submittal to the finance department; reviews timecard entries
for accuracy.

Proofreads the Operations section of the District web site and recommends corrections.

« Provides administrative and project support to Department Manager, Department Supervisors and/or
staff; including the preparation of agreements, request for purchase orders, contracts, and other
documentation.

« Suggests policy changes in order to streamline department operations.

« Answers inquiries involving department procedures, activities, and functions.

« Schedules and coordinates meetings, appointments, and events, including the completion of event
registration and travel arrangements.

« Generates original, clear, and concise department business correspondence, forms, and notices, which
may require posting and/or publication.

« Edits and proofreads department memos, reports, agendas, policies, and Board related
correspondence.

« Performs copying, faxing, filing, and other administrative tasks.

« Maintains department files and records in accordance with approved records retention schedules.

« Assists District personnel with meeting preparations, set-up, and clean-up.

« Assists with administrative support for other departments.

« Distributes department incoming mail and organizes outgoing mail.

 Provides back-up support for the District front desk including assisting customers; taking messages and
relaying calls; receiving payments and operating the cash drawer.

DETAILED DUTIES AND RESPONSIBILITIES - NON-ESSENTIAL FUNCTIONS
10% Performs all related duties as assigned.
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DEPARTMENT: Utility Operations

TITLE: UTILITY OPERATIONS SUPERVISOR
REPORTS TO: General Manager

FLSA: Non-management
CONFIDENTIAL: Yes

SUPERVISORY RESPONSIBILITIES

DIRECT: Yes*

INDIRECT: None

* Utility Operations Supervisor serves as a crew leader & provides on-site work direction and technical
guidance to Utility 111, Il and 1.

MINIMUM QUALIFICATION REQUIREMENTS

Under general direction of the General Manager, the Utility Operations Supervisor assigns reviews and
evaluates the work of all field personnel in the operation, installation, maintenance, and repair of a .2
MGD Wastewater treatment plant, water distribution and treatment systems, wastewater collection
system and all other district facilities and equipment. Unless required by law, experience and education
may be substituted for each other upon approval by the General Manager or their designee.

SPECIAL REQUIREMENTS:

Required: Possession of a California State Wastewater Grade 1 certification, California Department of
Public Health Grade 2 in Water Distribution and Grade 2 in Water Treatment within 24 months of hire
date or an equivalent combination of education and experience sufficient to successfully perform duties of
the position. Possession of a valid California Driver's License Class C is required. A California
Commercial class A or B Drivers License is required. Certification or other proof of formal training in
water or wastewater fields, including automatic valves, pumps and safety is desirable.

Standard First Aid and CPR certifications are required

EDUCATION: Minimum of a high school education. A BS degree or an AA degree in Water Utility
Science or related field is preferred. Must have a minimum of four years of increasingly responsible
experience in the construction, operation and maintenance of water/ wastewater facilities.

EXPERIENCE:

Must have the knowledge of methods, tools, and materials used in the water and wastewater fields,
including knowledge of the processes involved with the distribution and treatment of potable water and
the collection and treatment of wastewater, including applicable State and Federal regulations.

Must have the ability to plan, supervise and evaluate the District field operations. Oversee and perform
repair of motors, pumps, controls, electrical equipment, chlorination equipment, instrument calibration,
various materials used in repair and operation;

Knowledge of safe work practices, including procedures for chlorine related emergencies and entry of
confined work spaces where gases may be present; preventative maintenance and light repair of all types
of equipment and of vehicles; use of a variety of tools, equipment, and machinery with skill and accuracy.

Knowledge of computer programs and SCADA for treatment, operation and maintenance is required.
Able to effectively utilize a personal computer and peripherals

Communicate well both verbally and in writing;

Keeps the General Manager informed of pertinent matters;
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Supervise, train and direct others; maintain work schedules, operational logs,
Prepares and files reports as required to state and federal authorities,

Coordinates with vendors and contractors;
Investigate and resolve public complaints;
Maintain inventory of supplies; perform occasional heavy labor lifting,

Communicate well both verbally and in writing; keep the Manager informed of pertinent matters;
supervise, train and direct others; maintain work schedules, operational logs, file reports as required to
state authorities, coordinate with vendors and contractors; investigate and resolve public complaints;
maintain inventory of supplies; perform occasional heavy labor lifting,

This position requires the ability to be “on-call” , work evenings, weekends, and Holidays.

CONTACT RESPONSIBILITY

INTERNAL: Interaction with General Manager and District personnel to receive specific work
assignments and review results; SMCSD personnel to discuss and resolve technical issues; front desk
and customer service personnel to coordinate assignments; all other District personnel as required.
EXTERNAL: Interaction with general public to answer basic questions during the course of carrying out

the work assignment; vendors to obtain parts and supplies; and emergency service personnel as
required.

(continued on next page)
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PHYSICAL REQUIREMENTS

Active physical work without prolonged heavy exertion, but with continuous exposure to unpleasant
elements such as dust, mud, fumes, odors, dampness, raw or treated sewage, noise levels, or outside
weather conditions. On feet most of the time involving bending, stooping, squatting, twisting, reaching,
working on irregular surfaces; walk long distances, climb hills and ladders, frequent lifting of objects up to
50 Ibs, may on an infrequent basis assist with lifting up to 100 pounds, with occasional lifting of objects
weighing over 100 Ibs; good hearing, eyesight and speech capabilities.

ENVIRONMENTAL CONDITIONS

When working outdoors, work is performed in all types of weather. Subject to: noisy conditions, odors,
contact with animals and insects, hazardous traffic conditions, confined spaces, variable weather
conditions, possible exposure to heavy equipment, dust, and fumes. Wear protective clothing as required.

When working indoors, work is performed in an office environment with lighting and ventilation. Subject to
conversational noise from other personnel within the facility; standard background noise found in an office
environment and exposure to a computer screen. Appropriate personal safety equipment is provided.

DETAILED DUTIES AND RESPONSIBILITIES - ESSENTIAL FUNCTIONS

This at will position responsibilities include performing construction, installation and maintenance work on
pipelines and rights of way, buildings and grounds, valves, pumps, meters, tanks, hydrants, telemetry,
cathodic protection and related equipment. A working knowledge and understanding of District safety
rules and regulations, as well as active participation in the District safety program are necessary.

The ability to interact successfully in a team environment; support of the District Strategic Plan and
Mission statement; and an ability to work independently with a clear understanding of goals and
objectives are essential. Excellent verbal and written communication skills and stable, reliable attendance
are required.

Supervises the day-to-day operations as well as emergency operations of the District's water, wastewater
and lighting facilities and systems

Ensures that operations and personnel are sufficient to accomplish daily operations and ensures District
complies with state and federal requirements relative to drinking water and wastewater including
treatment, testing, monitoring, and reporting;

Reads and interprets plans and specifications; Performs inspection of private construction of water/
wastewater facilities; assures that vehicles, equipment and facilities are maintained in proper working
order;

Evaluates daily work load and determines priorities subject to approval of the Manager, may operate
water/ wastewater facilities and related District equipment, consults with the General Manager on general
priorities, plans and policies

Recommends and submits projects for possible inclusion in the annual budget;

Coordinates work with other county, state and federal agencies;

Resolves complaints and problems;

Evaluates performance of subordinates; conducts training programs; and requisitions parts and supplies,

and performs additional duties as needed. (Examples listed may not cover all duties that may be
performed.)
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Following tasks are typical for this classification. Incumbents may not regularly perform all of the listed
duties and/or may be required to perform additional or different duties set forth below to address business
or staffing needs and changing business practices as defined by the General Manager.

% TIME TASKS
15%
Supervises the day-to-day utility operations as well as emergency operations of District's water,
wastewater and lighting systems and facilities
Serves as Crew Leader at the site providing work direction and technical instruction to other Utility crew
personnel:
« Acts independently using sound judgment.
« Inspects work results performed by Utility crew personnel.
 Prepares/inspects equipment and obtains required permits.
* Responds to department personnel issues using sound judgment.
« Organizes labor resources effectively, providing input and recommendations, as directed by
General Manager, for personnel evaluations and documentation of performance; and assures
training is completed.

5%

Performs administrative work as required:

* Prepares or assists in the preparation of all required paperwork to document work performed at the job
site.

« Professionally represents the District, attends meetings and prepares reports to Board

« Responds to emergency situations using sound judgment.

* Assures operations within budgetary guidelines.

5%
Participate in training on all procedures, safety, use and operation of equipment, machinery and vehicles.

65%

Utilizes the skills of carpentry, painting, plumbing, plastering, welding, cement finishing, masonry and
similar skills, performs the following:

« Laying and joining pipe.

« Breaking out pavement for installations.

« Maintenance/repair of mains and services.

« Repairing land areas for planting.

« Installation and maintenance of customer meters.

« Performs routine maintenance on District equipment and facilities.

« Operates a variety of equipment in the course of the above including backhoe, earthmover, trucks,
compressors, pneumatic hammers, drills and related machinery, welders, hand tools and similar
equipment.

« Administers, tests, and maintains District's backflow system.

DETAILED DUTIES AND RESPONSIBILITIES - NON-ESSENTIAL FUNCTIONS
10%
Performs all related duties as assigned.

(continued on next page)
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DEPARTMENT: Utility Operations

TITLE: UTILITY LEVELS I, Il AND Il
REPORTS TO: Utility Operations Supervisor
FLSA: Non-exempt
CONFIDENTIAL: No

SUPERVISORY RESPONSIBILITIES

DIRECT: None*

INDIRECT: None

* Utility 11l serves as a crew leader & provides on-site work direction and technical guidance to Utility Il
and .

MINIMUM QUALIFICATION REQUIREMENTS

Unless required by law, experience and education may be substituted for each other upon approval by
the General Manager or their designee. Certifications required by law for the position must be obtained
within first year in the position. A State of California Water Distribution Operator D1 and Wastewater
Treatment Operator, Grade 1 certification is required by law for these positions.

EDUCATION: High School diploma or equivalent; valid California driver's license and proof of insurability;
Standard First Aid and CPR certifications are required.

EXPERIENCE:

Level I: Minimum of one year of experience laying pipe and related materials. Basic familiarity with the
following: electrical, plumbing, welding, heavy equipment operation, and landscaping. Comprehensive
knowledge of, and experience in, the use of hand tools. A valid California Class “C” driver’s license is
required. Must obtain Water Operator D1 certification within a year of hire date and Wastewater OIT
within 30 days of hire.

Level II: In addition to Level | requirements, a valid California Class "A or B" driver’s license and Water
Technology Certification are desirable. A minimum of three years of experience working in water
operations and maintenance; demonstrated comprehension of District rules and regulations, California
and Federal OSHA requirements and their application; ability to safely operate all construction related
vehicles and equipment; ability to effectively utilize a personal computer and peripherals; and a State of
California Water Treatment Grade 1, Distribution Operator D2 and Wastewater treatment Grade 1
certifications are required.

Level Ill: In addition to Level Il requirements, a thorough knowledge of departmental procedures; the
successful completion of a course of instruction on lead or supervisory duties at a journey level; proven
ability to organize and manage competing priorities; skilled in personal computer and peripherals
operations and use; and a State of California Water Distribution Operator D2 and Wastewater treatment
Grade 2 certifications are required. A valid California Class “A or B” driver’s license is required.

These positions require the ability to be “on-call” , work evenings, weekends, and Holidays.

CONTACT RESPONSIBILITY

INTERNAL: Interaction with Supervisor or Utility Il to receive specific work assignments and review
results; SMCSD personnel to discuss and resolve technical issues; front desk and customer service
personnel to coordinate assignments; all other District personnel as required.

EXTERNAL: Interaction with general public to answer basic questions during the course of carrying out
the work assignment; vendors to obtain parts and supplies; and emergency service personnel as
required.

(continued on next page)
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PHYSICAL REQUIREMENTS

Active physical work without prolonged heavy exertion, but with continuous exposure to unpleasant
elements such as dust, mud, fumes, odors, dampness, raw or treated sewage, noise levels, or outside
weather conditions. On feet most of the time involving bending, stooping, squatting, twisting, reaching,
working on irregular surfaces; walk long distances, climb hills and ladders, frequent lifting of objects up to
50 Ibs, may on an infrequent basis assist with lifting up to 100 pounds, with occasional lifting of objects
weighing over 100 Ibs; good hearing, eyesight and speech capabilities.

ENVIRONMENTAL CONDITIONS

When working outdoors, work is performed in all types of weather. Subject to: noisy conditions, odors,
contact with animals and insects, hazardous traffic conditions, confined spaces, variable weather
conditions, possible exposure to heavy equipment, dust, and fumes. Wear protective clothing as required.

When working indoors, work is performed in an office environment with lighting and ventilation. Subject to
conversational noise from other personnel within the facility; standard background noise found in an office
environment and exposure to a computer screen. Appropriate personal safety equipment is provided.

DETAILED DUTIES AND RESPONSIBILITIES - ESSENTIAL FUNCTIONS

This at will position responsibilities include performing construction, installation and maintenance work on
pipelines and rights of way, buildings and grounds, valves, pumps, meters, tanks, hydrants, telemetry,
cathodic protection and related equipment. A working knowledge and understanding of District safety
rules and regulations, as well as active participation in the District safety program are necessary.

The ability to interact successfully in a team environment; support of the District Strategic Plan and
Mission statement; and an ability to work independently with a clear understanding of goals and
objectives are essential. Excellent verbal and written communication skills and stable, reliable attendance
are required.

Following tasks are typical for this classification. Incumbents may not regularly perform all of the listed
duties and/or may be required to perform additional or different duties set forth below to address business
or staffing needs and changing business practices as defined by the General Manager.

% TIME TASKS

LEVEL

nom

0 5% 25%

Serve as Crew Leader at the site providing work direction and technical instruction to other Utility
personnel:

« Acts independently using sound judgment.

« Inspects work results performed by Utility personnel.

« Prepares/inspects equipment and obtains required permits.

« Responds to department personnel issues using sound judgment.

« Supervises labor resources effectively, providing input and recommendations for evaluations and
documentation of performance; and assures training is completed.

5% 5% 10%

Performs administrative work as required:

* Prepares or assists in the preparation of all required paperwork to document work performed at the job
site.

« Professionally represents the District

« Responds to emergency situations using sound judgment.

« Assures operations within budgetary guidelines.

15% 10% 5%
Participate in training on all procedures, safety, use and operation of equipment, machinery and vehicles.
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70% 70% 50%

Utilizes the skills of carpentry, painting, plumbing, plastering, welding, cement finishing, masonry and
similar skills, performs the following:

« Laying and joining pipe.

« Breaking out pavement for installations.

« Maintenance/repair of mains and services.

« Repairing land areas for planting.

« Installation and maintenance of customer meters.

« Performs routine maintenance on District equipment and facilities.

« Operates a variety of equipment in the course of the above including backhoe, earthmover, trucks,
compressors, pneumatic hammers, drills and related machinery, welders, hand tools and similar
equipment.

« Administers, tests, and maintains District's backflow system.

DETAILED DUTIES AND RESPONSIBILITIES - NON-ESSENTIAL FUNCTIONS
10% 10% 10%
Performs all related duties as assigned.
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TITLE: UTILITY WORKER
DEPARTMENT: OPERATIONS

TYPE OF WORK

Under supervision of the Operations Supervisor, Operator or his/her delegate works independently, or as
part of a crew performing a full range of maintenance duties in a variety of tasks relative to District
functions in Water Distribution, Water Treatment, Wastewater Treatment, Street Lighting, and Fire.

TYPICAL DUTIES PERFORMED

Under supervision, performs a variety of unskilled and semiskilled tasks in the maintenance and operation
of District facilities; cleaning and repairing water well systems and structures, repairing water leaks,
exercising valves, cleaning out meter boxes and valve boxes, cleaning and repair of wastewater
collection and treatment systems including wet wells and man holes, painting, hand digging using pick
and shovel, landscape maintenance, running errands, pest and weed control, cleaning and maintenance
of all types, road repairs, reading water meters, hazardous material handling, performs maintenance and
repairs of rolling stock; assists others as directed, and performs other duties as required. (Examples listed
may not cover all duties that may be performed.)

SELECTION GUIDELINES

Knowledge of:

Repair and routine maintenance of vehicles, equipment, and tools; use of various hand and power tools,
and mechanized equipment. Water and sewer maintenance/ operations, general construction work; safe
working practices in a maintenance environment.

Ability to:

Stay productively busy, work under the direction of others and work well with others, maintain a safe work
environment, have a cooperative and helpful attitude with the public, be willing to be trained and to learn
new skills. Work outside in a variety of weather conditions. Perform heavy physical activity. Work varied
shifts and overtime as required for planned repairs and or emergency work. Follow directions with reading
and writing skills to accomplish desired tasks; do manual labor; utilize hand and power tools in building
and facility maintenance; exercise good judgment in the operation of equipment and in completing jobs
independently; and operate various motorized equipment.

Desirable Education and Experience:

High School graduation and one year work experience in maintenance or construction work or any
combination of education and/or experience that could likely provide the desired knowledge and abilities.
Course work related to water and wastewater operations is desirable.

Special Requirements:
[Possession of a valid California Driver's License Class C is required. Possession of, or ability to obtain a

Class A or B license is desirable] _ _ - | Comment [KD1]: They are required to obtain a
Wastewater treatment OIT within 30 days

Physical Demands and Working Conditions:

lphysical work without prolonged heavy exertion, but with continuous exposure to unpleasant odors, raw
or treated sewage, dust and dirt, elevated noise levels, or outside weather conditions. Able to stand on a
variety of surfaces, flat and sloped, able to bend, stoop, twist and reach overhead; frequent lifting of

objects up to 50 Ibs, with occasional lifting of objects weighing over 100lbs.| | _- ‘{Comment [KD2]: Should be same as operator}
and supervisor

ENVIRONMENTAL CONDITIONS

When working outdoors, work is performed in all types of weather. Subject to: noisy conditions, odors,
contact with animals and insects, hazardous traffic conditions, confined spaces, variable weather
conditions, possible exposure to heavy equipment, dust, and fumes. Wear protective clothing as required.
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When working indoors, work is performed in an office environment with lighting and ventilation. Subject to
conversational noise from other personnel within the facility; standard background noise found in an office
environment and exposure to a computer screen. Appropriate personal safety equipment is provided.

DETAILED DUTIES AND RESPONSIBILITIES - ESSENTIAL FUNCTIONS

This at will position responsibilities include performing construction, installation and maintenance work on
pipelines and rights of way, buildings and grounds, valves, pumps, meters, tanks, hydrants, telemetry,
cathodic protection and related equipment. A working knowledge and understanding of District safety
rules and regulations, as well as active participation in the District safety program are necessary.

The ability to interact successfully in a team environment; support of the District Strategic Plan and
Mission statement; and an ability to work independently with a clear understanding of goals and
objectives are essential. Excellent verbal and written communication skills and stable, reliable attendance
are required.

Following tasks are typical for this classification. Incumbents may not regularly perform all of the listed
duties and/or may be required to perform additional or different duties set forth below to address business
or staffing needs and changing business practices as defined by the General Manager.

% TIME TASKS

5%

Performs administrative work as required:

« Prepares or assists in the preparation of all required paperwork to document work performed at the job
site.

« Professionally represents the District

« Responds to emergency situations using sound judgment.

5%
Participate in training on all procedures, safety, use and operation of equipment, machinery and vehicles.

80%

Utilizes the skills of carpentry, painting, plumbing, plastering, welding, cement finishing, masonry and
similar skills, performs the following:

« Laying and joining pipe.

« Breaking out pavement for installations.

* Maintenance/repair of mains and services.

« Repairing land areas for planting.

« Installation and maintenance of customer meters.

« Performs routine maintenance on District equipment and facilities.

« Operates a variety of equipment in the course of the above including backhoe, earthmover, trucks,
compressors, pneumatic hammers, drills and related machinery, welders, hand tools and similar
equipment.

« tests, and maintains District's backflow system, as directed by supervisor.

DETAILED DUTIES AND RESPONSIBILITIES - NON-ESSENTIAL FUNCTIONS
10%

Performs all related duties as assigned.
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TITLE: ACCOUNTANT-ADMINISTRATIVE ASSISTANT
DEPARTMENT: ADMINISTRATION
Position: Non-management- confidential

TYPE OF WORK

Under direction of the General Manager, performs professional level administrative assistance and
financial duties in support of the District Board of Directors and the General Manager; acts as Deputy
District Clerk and Board Secretary under supervision of General Manager; responsible for accounting
duties pertaining to the preparation and analysis of financial and statistical records and reports; performs
routine to complex accounting work related to the preparation and maintenance of financial records and
District audits; investigates and responds to customer requests and complaints; interacts with outside
agencies and contractors in support of District objectives and performs other related work as required.

TYPICAL DUTIES PERFORMED
Performs a variety of administrative duties in such areas as budgeting, contract administration,

accounting, personnel, customer service, operational research, other internal support activities, and staff
support to the District Manager and the Board of Directors. Analyzes alternatives and makes
recommendations regarding such matters as budget development, administrative policies, and customer
service processes. Oversees the District’'s accounting functions by supervising office staff, and preparing
financial reports and statements, works with outside consultants for such things as the annual audit and
other fiscal matters. Complies with external reporting requirements such as audits, State LGFA, payroll
benefits, workman's compensation, and quarterly payroll reports. Writes prepares and coordinates
agenda items for the Board of Directors and its committees; assures that all supporting documentation is
included with such items. Attends to a variety of office administrative details, such as making travel
arrangements, coordinating materials and supply orders, preparing agreements, arranging for equipment
purchase and maintenance. Composes correspondence on own initiative on matters not requiring
personal attention of the General Manager. Supervises and performs a variety of duties relating to the
resolution of customer problems, provides information requested by customers and other members of the
public having an interest in District affairs. Supervises and acts as administrator and liaison for employee
benefits while maintaining the various policies and plans relative to both District risk management and
employee benefits; and performs additional duties as needed.

SELECTION GUIDELINES

Knowledge of:

Modern office methods, practices and methods; principles and practices of financial record keeping;
public agency accounting, recordkeeping and fiscal accounting as well banking procedures; techniques of
business correspondence and report writing; basic principles of accounting, computerized accounting and
Black Mountain System utility accounting software is preferred. Operation of office equipment including
photocopy machine, typewriter, adding machine; radios, pagers, usage of computers; organization of
files, and general business office software usage.

Ability to:

Comn¥unica’[e effectively both verbally and in writing; Bi-lingual language skills desirable but not required;
keep the General Manager informed of pertinent matters; attend Board and other public meetings as
required by General Manager, usually in evenings or late afternoons; meet with and interact with the
public and elected officials in a cooperative, tactful and courteous manner; plan and organize work
assignment(s) in the performance of all of the above; prepare and process payroll and payroll reports,
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purchase orders, check requests and other payment transactions; transcribes and edits Board material
and minutes quickly and accurately; ability to express ideas and give instructions effectively; maintain
confidentiality on issues consistent with District rules and regulations; prepare periodic financial reports
and statistical reports for budgeting and cost accounting data; verifies and audits accuracy of journal and
ledger postings, payroll record changes, and makes entry adjustments in accordance with GAAP
standards and guidelines; apply rules and regulations to specific cases; analyze data and draw logical
conclusions; take the lead and become a primary source of reference for assigned areas of responsibility,
and performs other tasks as assigned by General Manager.

Education and Experience:

Any combination of education and work experience equivalent to graduation from high school with three
(3) years of increasingly responsible clerical and secretarial experience in payroll management and
bookkeeping, and/or public agency customer service.

Four (4) years of administrative support experience to a senior manager or professional organization with
related experience and/or training in public agency fund accounting and the principles set forth under the
Governmental Accounting Standards Board is preferred.

Two (2) years experience with public agency accounting computer software, word processing software,
Excel or Lotus spreadsheet software, or equivalent combination of education and experience.

Special Requirements:
Possession of a valid California Driver’s License Class C is required.

Physical Demands and Working Conditions:

Essential functions may require maintaining physical condition necessary for walking, standing, climbing
stairs or sitting for prolong periods of time; extensive use of computer keyboard or typewriter; visual acuity
for proofreading documents and correspondence; in a fast pace, multi priority office.

Upon hire, new employees are required to provide proof of eligibility to work in the United States and
must complete an INS Employment Verification form. Supporting documents must be presented prior
to starting work.

Following tasks are typical for this classification. Incumbents may not regularly perform all of the listed
duties and/or may be required to perform additional or different duties set forth below to address business
or staffing needs and changing business practices as defined by the General Manager.

% TIME TASKS

80%

Plan and organize work assignment(s) in the performance of all of the above; prepare and process payroll
and payroll reports, purchase orders, check requests and other payment transactions

Maintain confidentiality on issues consistent with District rules and regulations; prepare periodic financial
reports and statistical reports for budgeting and cost accounting data; verifies and audits accuracy of
journal and ledger postings, payroll record changes, and makes entry adjustments in accordance with
GAAP standards and guidelines; apply rules and regulations to specific cases.

transcribes and edits Board material and minutes quickly and accurately; ability to express ideas and give
instructions effectively;
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10%
analyze data and draw logical conclusions; take the lead and become a primary source of reference for
assigned areas of responsibility, and performs other tasks as assigned by General Manager.

DETAILED DUTIES AND RESPONSIBILITIES - NON-ESSENTIAL FUNCTIONS

5%
Attends training, seminars and conference related to GAAP practices and governmental fiscal accounting

5%
Performs all related duties as assigned.
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San Miguel Community Services District
Organization & Personnel Committee

Staff Report

March 11, 2016 AGENDA ITEM: V-2

SUBJECT: Discussion on theFire Code adopted in 2013

STAFF RECOMMENDATION:
Discuss aspects of the Fire Code Adopted in 2013, and provide direction on how the Committee
would like to proceed.

BACKGROUND:

At the request of the Board president this item has been brought forward for discussion.
Included in this report is a copy of the Fire code adoption that was completed in 2013. This
adoption isinclusive of the items that the District varies on from the state adopted fire code.

Adoption of anew fire code is alengthy and costly process usually occurring every third
year. Once a new fire code is adopted by the state or federal government, local agencies can
either adopt the fire code as adopted by the state or can determine findings and adopt the fire
code with increased requirements. The Adoption is done by Ordinance and resolution and must
follow all the required posting, notification and hearing processes that are required for each.

It should be noted that a local agency can adopt more stringent requirements than those
required by the state or federal government, but not less stringent unless there is significant
evidence to support the reduction from the state or federal adoption. And if the local agency does
adopt a less stringent requirement then that agency can be held liable if there are negative
impactsto life or property due to the reduced requirements.

The state fire code is avery lengthy document and can be viewed at the following url address

http://www.ecodes.biz/ecodes support/Free Resources/2013California/13Fire/13Fire main.html

or by appointment can be viewed at the district office.

As this item was requested without regard to a specific fire code issue, staff was unable to
provide any comments or information on any specific issue.
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FISCAL IMPACT:
None at thistime

RECOMENDATION:
Staff recommends that the committee review the attached material and provide direction

to staff of any issue that they wish to be specifically addressed.

PREPARED BY': APPROVED BY:
Kelly Dodds Darvell Gentry
Assistant Fire Chief Genera Manager

Attachment: 2013 Fire Code adoption and findings
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ORDINANCE No. 01-2013

AN ORDINANCE OF THE BOARD OF DIRECTORS
OF THE SAN MIGUEL COMMUNITY SERVICES DISTRICT
ADOPTING WITH AMENDMENTS THE CALIFORNIA FIRE CODE 2013 EDITION,
THE 2012 EDITION OF THE INTERNATIONAL WILDLAND URBAN INTERFACE
CODE AND THE 2013 NATIONAL FIRE PROTECTION ASSOCIATION STANDARD
1144

WHEREAS, the San Miguel Community Services District (“District”) is a special
district formed pursuant to California Government Code Sections 61000 et seq.; and

WHEREAS, California Government Code Section 61100(d) provides that a
Community Services District has the express power to supply the inhabitants of the
District with fire protection in the same manner as a fire protection district formed
pursuant to the Fire Protection District Law (Health and Safety Code Sections 13800 et
seq); and

WHEREAS, Section 13869 of the Health and Safety Code of the State of California
provides that a District may adopt a fire prevention code by reference pursuant to Article
2 (commencing with section 50022) of Chapter 1 of Part 1 of Division 1 of Title 5 of the
Government Code; and

WHEREAS, the Board previously approved Resolution No. 2010-09 setting forth the
necessary local, climatic, geographical and topographical conditions findings to amend
sections of the 2007 California Fire Code pursuant to California Health and Safety Code
Sections 13869.7, 18941.5 and 17958.7

; and

WHEREAS, on December 16™ 2010, Ordinance No. 02-10 was adopted adopting
and amending the 2010 California Fire Code, 2009 Edition of the International Wildland
Urban Interface Code and the 2010 National Fire Protection Association Standard 1144;
and

WHEREAS, in order for the District to provide better and more comprehensive fire
protection service to its inhabitants, the District desires to adopt, with amendments, the
most current editions of the: California Fire Code — 2013 edition, the International
Wildland Urban Interface Code — 2012 edition, and the 2013 National Fire Protection
Association Standard 1144.
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NOW, THEREFORE, BE IT ORDAINED by the Board of Directors of the San
Miguel Community Services District as follows:

SECTION 1: ADOPTION OF CODES.

A. 2013 California Fire Code. Except as amended herein, the 2013 California Fire
Code, as amended, including all Articles and Appendices, is hereby adopted by
the San Miguel Community Services District and incorporated herein by this
reference as though set forth in full.

B. 2012 International Wildland Urban Interface Code. Except as amended herein,
the 2009 International Wildland Urban Interface Code, as amended, including all
Articles and Appendices, is hereby adopted by the San Miguel Community
Services District and incorporated herein by this reference as though set forth in
full.

C. 2013 National Fire Protection Association Standard 1144. Except as amended
herein, the 2008 Nationa! Fire Protection Association Standard 1144, as
amended, including all Articles and Appendices, is hereby adopted by the San
Miguel Community Services District and incorporated herein by this reference as
though set forth in full.

SECTION 2: ESTABLISHMENT AND DUTIES OF THE BUREAU OF FIRE
PREVENTION.

The California Fire Code, International Wildland Urban interface Code and
International Wildland Urban Interface Code shall be regulated and enforced by the San
Miguel Community Services District Fire Department, operated under the supervision of
the Chief of the Fire Department. The Bureau of Fire Prevention is hereby established
and shall be operated under the supervision of the Fire Chief. The Fire Chief may
designate such members of the department as inspectors from time-to-time as
necessary.

SECTION 3: AMENDMENTS AND EXCEPTIONS TO THE 2013 CALIFORNIA FIRE
CODE AND THE 2012 INTERNATIONAL WILDLAND URBAN
INTERFACE CODE

Pursuant to Resolution 2013-20, the Board of Directors of the San Miguel
Community Services District found that due to certain local climatic, geological and
topographical conditions exist within the District, more stringent building standards
relating to fire and public safety than those standards adopted by the State Fire
Marshal, and contained in the 2013 California Fire Code and2012 International Wildland
Urban Interface Code are necessary for adequate and sufficient fire protection within
the District. Resolution No. 2013-20 and the findings contained therein are hereby
incorporated herein by this reference. Therefore, the following amendments and
exceptions to the 2013 California Fire Code and 2012 International Wildland Urban
Interface Code are adopted:

A. 2013 CFC SECTION 101.1 — TITLE: is hereby amended to read:
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“These reguiations shall be known as the Fire Code of the San Miguel
Community Services District Fire Department, (SMFD) hereinafter referred to as
"the fire code.” The SMFD shall also be the enforcing public entity.

B. 2013 CFC SECTION 103.2 -- APPOINTMENT: is hereby amended to read.

“Appointment. The fire code official shall be appointed by the San Miguel
Community Services District Board of Directors.”

C. 2013 CFC SECTION 104.1 — GENERAL.: is hereby amended to add the following
provision:

“The Fire Chief and his or her designees shall have the authority of Peace
Officers or Public Officers pursuant to the California Penal Code sections
830.37(a) and 830.37(b) in the performance of their duties under the California
Fire Code and all other adopted Fire and Life Safety codes.”

D. 2013 CFC SECTION 108.1 — BOARD OF APPEALS ESTABLISHED: is hereby
amended in its entirety to read as follows:

“To determine the suitability of alternate materials and types of construction and
to provide for reasonable interpretations of the provisions of this code, there
shall be and hereby is created a Board of Appeals consisting of the five
members of the San Miguel Community Services District Board of Directors.
When a San Migue! Community Services District Fire Code Appeal Board is
convened, the Board of Directors shall become members of the San Miguel
Community Services District Fire Code Appeal Board. The existing rules and
regulations of the San Miguel Community Services District Board of Directors
shall apply for appeal proceedings under this code. All decisions and findings
will be placed into writing and a copy sent to the Fire Chief and the appellant.”

E. 2013 CFC SECTION 202 — GENERAL DEFINITIONS: The definition of “FIRE
CODE OFFICIAL” is hereby amended to read as follows:

“The San Miguel Community Services District Fire Department fire chief is the
designated authority charged with the administration and enforcement of the
code, or a duly authorized representative.”

F. 2013 CFC SECTION 202 — GENERAL DEFINITIONS: is hereby amended to
add the following definition:

SKY LANTERN — An airborne lantern typically made of paper with a wood frame
containing a candle, fuel cell composed of waxy flammable material or other open
flame which serves as a heat source to heat air inside the lantern to cause it to lift
into the air. Sky candles, fire balloons and airborne paper lanterns mean the same
as sky lanterns.

G. 2013 CFC SECTION 304.2 — STORAGE: is hereby amended in its entirety to read
as follows:
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1 “All rubbish or garbage containers that have an open top, combustible
sides or lids, and or metal lids that are not tight fitting or closing must be
located a minimum of 10-feet away from any combustible siding,
overhang, or any other combustible portion of a building or structure.

2 Garbage or rubbish containers may be placed against a combustible
surface or overhang provided it is protected by a domestic supply
automatic sprinkler head, and the area that contains the container is so
configured so the rubbish container will be positioned under the required
automatic sprinkler head. This domestic automatic sprinkler head must
have a shut-off valve that is identified and protected as well as approved
check-valve. The San Miguel Community Services District Fire
Department must approve all garbage or rubbish container automatic fire
sprinkler systems.”

H. 2013 CFC SECTION_307.1.1 — PROHIBITED OPEN BURNING: is hereby

amended in its entirety to read as follows:

7 “All open burning, rubbish, burn barrels, and debris fires are prohibited
within the San Miguel Community Services District's jurisdictional
boundaries, except as permitted and authorized by the San Miguel
Community Services District Fire Department and the San Luis Obispo
County Air Pollution Control District. This amendment does not restrict
barbecues in a permanent approved barbecue pit or a manufactured
device designed for the purpose of being used as a barbecue, as
determined by the San Miguel Community Services District Fire
Department.

2 Warming fires and bonfires require a fire permit issued by the Fire Chief
or and his or her designee.”

2013 CFC Section 308 Open Flames — is amended to add the following section:

308.1.6.3 Sky Lanterns — The ignition and launching of sky lanterns is prohibited.

Exceptions:

Upon the approval of the fire code official, sky lanterns may be used under the
following conditions:

1. When necessary for religious or cultural ceremonies and adequate safeguards
have been taken in the discretion of the fire code official.

2. Sky lanterns shall be tethered in a safe manner to prevent them from leaving
the area and must be constantly attended until extinguished.

2013 CFC SECTION 308.3.1 — OPEN _FLAME COOKING DEVICES: is hereby
amended to add the following:
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“The Fire Code Official has the final decision regarding approval or disapproval
of all open flame cooking devices.”

K. 2013 CFC SECTION 503.1.1 — BUILDINGS AND FACILITIES : is hereby amended

to add the following provision:

1 Driveway width. Proposed driveways less than 49-feet providing access to a

residential building site shall be a minimum width of 12-feet and shall provide
a minimum fuel modification area of 10-feet on each side of the length of the
driveway. They must also have an unobstructed vertical clearance of 13 feet
6 inches and maintain that clearance during the time the building is present.

2 For longer driveways or access roads the following standards, will apply:

1.

50-200 foot driveways, 14-feet wide, with 13 feet 6 inch maintained
vertical clearance, and a fuel modification area of a minimum of 15-feet
on each side of the length of the driveway, with an approved turnout
provided at or near the midpoint of the driveway.

201 feet or greater length driveways, must be 16 feet in width, with 13
feet 6 inch maintained vertical clearance, and a 15-foot fuel modification
on each side of the length of the driveway, an approved turnout provided
at or near the midpoint. For driveways exceeding 300 feet in length a
turnaround must be provided within 50-feet of the building site. For
driveways 800 feet in length or longer turnouts shall be provided at least
every 400 feet as required by the Fire Department.

If the residential property is located in a CAL Fire designated High or
Very High Wildland Severity Zone and/or a mapped San Miguel
Community Services District Fire Department High and or Very High
Wildland Fire Risk Area, driveway widths shall be a minimum of 16-feet
wide and have a minimum 12-foot fuel modification area on each side of
the driveway for the entire length of the driveway.

L. 2013 CFC SECTION 503.2.3 — SURFACE: is hereby amended in its entirety as

follows:

“All fire apparatus access roads must be able to support a minimum of 40,000

pounds.”

M. 2013 CFC SECTION 503.2.4 — TURNING RADIUS:, is hereby amended in its

entirety to read as follows:

“The turning radius of a fire apparatus access road or driveway shall be at least
28 feet inside radius and 48 feet outside radius.

Exception: When the building is completely protected by an automatic sprinkler
system, including all decks and or overhangs and porches with a combustible
covering, this requirement may be modified, at the sole discretion of the Fire

Chief.”

N. 2013 CFC SECTION 503.2.7 — GRADE: is hereby amended in its entirety to read

as follows:
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“Fire apparatus access roads or driveways must have a minimum level of
improvement based on the grade of the driveway that provides access from the
public road or right-of-way to the building site. Driveways with less than a 12%
grade must be constructed of a minimum of red rock or other type base to
provide an all-weather road surface. Driveways greater than 12% must be
constructed of a minimum concrete, asphalt, pavers, or other suitable surface to
provide an all-weather non-skid surface. Driveways that exceed 16% grade in
any section must be constructed of an all-weather, non-skid surface and be
designed and approved by a Registered Civil Engineer.”

0. 2013 CFC SECTION 503.4 — OBSTRUCTION OF FIRE APPARATUS ACCESS
ROADS: is hereby amended in its entirety to read as follows:

“The Fire Chief and/or his or her authorized representatives, shall have the
power and authority to remove or cause to remove, without notice, any vehicle
or object parked or placed in violation of the California Fire Code. The owner of
the vehicle or other object removed is responsible for all towing, storage and
other charges incurred.”

P. 2013 CFC SECTION 503.5.1 — SECURED GATES AND BARRICADES: is hereby
amended in its entirety to read as follows:

“Only San Miguel Community Services District Fire Department approved
locking devices may be utilized.”

Q. 2013 CFC SECTION 506.1 — KEY BOXES WHERE REQUIRED: is hereby
amended in its entirety to read as follows:

“Only San Migue! Community Services District approved locks shall be installed
on gates or similar barriers when required by the code official. A manual
disconnect is required if the gate or similar barrier is powered, that will allow
manual opening and unlocking in the event of a failure of the device or power

supply.”

R. 2013 CFC SECTION 506.1.1 — LOCKS: is hereby amended in its entirety to read
as follows:

“Only Knox Company or other key boxes approved by the Fire Chief or and his
or her designee are allowed.”

S. 2013 CFC SECTION 507.5.5 — CLEAR SPACE ARCUND FIRE HYDRANTS: is
hereby amended in its entirety to read as follows:

“A minimum 5-foot clearance is required around all fire hydrants located on
vegetated property or around hydrants located on or adjacent to vacant parcels,
as determined by the Fire Chief or his or her designee.”

T. 2013 CFC 509.1 —IDENTIFICATION.: is hereby amended by adding the following
provision to read as follows:

“All Automatic Fire Sprinkler- Fire Department Connections, (FDC’s), shall be
identified as required by the Fire Chief or their designee, and shall have three
one-inch wide white reflective stripes, placed one-inch apart on the piping or
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other visible location. For residential sprinkler connections, standpipes or other
fire protection devices a permanent sign shall be affixed to the device
identifying at a minimum the address served, the necessary pressure, and the
type of device. The minimum size shall be 12" x12" and must be approved and
located as stipulated by the Fire Chief or his or her designee.”

U. 2013 CFC SECTION 901.7 — SYSTEMS QUT OF SERVICE: is hereby amended y
to read as follows:

“Any time that any fire protection system or device is out of service, the Fire
Chief or and their designee shall be immediately notified. The Fire Chief or his
or her designee may require immediate evacuation and or cessation of usage
and occupancy of the building; until such time that the fire protection system or
device has been returned to service. The Fire Chief or his or her designee
must approve fire-watches and a written log must be completed and maintained
for the entire duration of the fire watch. The log is to remain on the premises
and be available for immediate review by the Fire Chief or his or her designee.
Where utilized, fire watches shall be provided with at least one approved means
for notification of the fire department, and their only duty shall be to perform
constant patrols of the protected premises, keep watch for fires, and to maintain
the required written log.”

V. 2013 CFC SECTION 903.2 — AUTOMATIC FIRE SPRINKLER SYSTEM, WHERE
REQUIRED: is hereby amended in its entirely to read as follows:

“An automatic fire sprinkler system that meets or exceeds the California
Building Code Standards, National Fire Protection Association (NFPA)
Standards and all other recognized standards as approved by the San Miguel
Community Services District Fire Department shall be installed as follows:”

1 All new buildings in all Groups regardless of size shall be protected by an
automatic fire sprinkler system. Covered patio areas or other common areas
that are protected on three sides will be included in sprinkler coverage area.
All new buildings that are mixed use occupancies are required to be entirely
protected by a NFPA 13 compliant automatic fire sprinkler system.

2 All buildings in all Groups proposals to build an addition or to perform an
alteration or remode! where the total square footage will be 25% or more of
total building square feet, must be protected by an approved automatic fire
sprinkler system. In addition all existing or remodeled buildings, which are or
will include a mixed-use occupancy must be entirely protected by a NFPA 13
compliant automatic fire sprinkler system regardless of square footage._ If any
existing building in all Groups except Group-R is deemed to be more
hazardous due to building construction, materials or equipment stored inside
of the occupancy, or the occupancy type, the entire building must be
protected by an approved NFPA Automatic sprinkler system, as determined
and approved by the Fire Chief or his or her designee.

3 All new buildings and other accessory buildings including but not limited to
attached garages, granny units, guesthouses, studios or other residential
units or buildings regardless of square footage must be protected by an
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automatic sprinkler system. Storage sheds, detached garages and
agricultural building 500 square feet or less are exciuded. All buildings must
be separated by the minimum horizontal distance as required in the California
Build Code or other application codes in order to qualify as a separate
building, in no case shall this separation distance be less than 10 ft. at the
closest point.

4 Al existing buildings, unless excluded, that are altered, Remodeled or
occupancy type changed shell require the installation of automatic fire
sprinkler.

5. These requirements shall be followed, unless the California Fire Code or the
Building Code is more restrictive, whereby the more restrictive standard shall

apply.”

W. 2013 CFC SECTION 903.3.2 — QUICK RESPONSE AND RESIDENTIAL
SPRINKLERS: is hereby amended in its entirety to read as follows:

“All Group-R residences must have an approved automatic fire sprinkler
head(s) installed in all attic or other areas where a forced air unit (FAU) or other
open flame or heat producing device is located. An automatic. sprinkler head
must also be instalied in all Group-R elevators and similar shafis. An inspector’s
test valve must also be installed in all Group-R buildings at the point furthest
opposite from where the fire sprinkler riser enters the building. The location of
these sprinkler heads and inspectors test valves locations are subject to
approval by the San Miguel Community Services District Fire Department.”

X. 2013 CFC SECTION 903.4 — SPRINKLER SYSTEM SUPERVISON AND
ALARMS: is hereby amended in its entirety to read as follows:

“Where required, all automatic sprinkler systems shall be electrically monitored
by a supervised Central Station, listed by Underwriters Laboratory for receiving
fire alarms. Valve monitoring, water flow and trouble signals shall be distinctly
different when transmitted to the central station.

Exceptions:

1 lsolated specialty systems such as paint spray booths, closets and storage
spaces or smaller buildings with less than 20 heads, unless the entire occupancy
is protected by an automatic sprinkler system.

2 All Residential occupancies where the number of heads is less than 50.

3 All other Building Groups that have less than 50 heads, unless they are located
in a remote area, as determined by the Fire Chief, and the lack of monitoring
could cause a significant delay in the report of the system activation.”

Y. 2013 CFC SECTION 904.11.4 — SPECIAL PROQVISIONS FOR AUTOMATIC
SPRINKLER SYSTEMS: is hereby amended in its entirety to read as follows:
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“Automatic fire sprinkler systems protecting commercial type cooking
equipment, including new and existing outdoor permanent barbecues, shall be
supplied from a separate, readily accessible, indicating-type control valve that is
identified. All permanent outdoor barbecues, regardless of size or fuel type
must be protected by an approved automatic fire sprinkler system.”

Z. 2013 CFC SECTION 912.2.2 — EXISTING BUILDINGS: is hereby amended in its
entirety to read as follows:

“On existing buildings, wherever the fire department connection is not visible to
approaching fire apparatus, an approved sign mounted as determined by the
Fire Chief or his or her designee shall indicate the fire department connection
location. Such sign shall meet the requirements for size and materials as
determined by the Fire Chief or his or her designee. All fire department
connections must have three one-inch reflective stripes placed one-inch apart
on or near the fire department connection. Placement of said identification will
be determined by the Fire Chief or duly authorized designee. All existing
buildings that have an existing fire department connection have one (1) year in
which to bring their existing signage and marking up to this standard.”

AA.2013 CFC SECTION 2306.2.3 — ABOVE GROUND TANKS LOCATED OUTSIDE,
ABOVE GRADE: is hereby amended in its entirety to read as follows:

“All above ground liquid motor fuel tanks regardless of class of liquid or size
must be permitted and approved by the Fire Chief or his or her designee.”

BB.2013 CFC SECTION 5504.2.1 — STATIONARY CONTAINERS: is hereby
.émensde% in its entirety to read as follows: [NEED TO DETERMINE WHERE THIS
QES...

“No Flammable Cryogenic fluid stationary storage containers are allowed within
the San Miguel Community Services District boundaries.”

CC. 2013 CFC SECTION 5601 EXPLOSIVES AND FIREWORKS: is hereby
amended in its entirety to read as described in Exhibit “A” attached hereto and
incorporated herein by this reference.

DD. 2013 CFC 5609 SEIZURE OF FIREWORKS: is hereby amended in its entirety
to read as follows:

“The Fire Chief or his or her designee shall have the authority to seize, take
and remove fireworks stored, sold, offered for sale, used or handled in violation
of the provisions of Title 19, California Code of Regulations, Chapter 6 and the
California Health and Safety Code, Chapter 9, except for Safe and Sane
fireworks as approved by the Ordinances and regulations of San Miguel
Community Service District.”
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BB. 2013 CFC Section 4903 Amended. Section 4903 of the California Fire Code,
entitled “Plans” " is hereby amended to add the following provision:

“Almost the entire San Miguel Community Services Districts service area is located in a
Cal Fire (SRA) designated High Wildland Fire Severity Zone, and San Miguel CSD Fire
Department Wildland Fire/Fuel Risk Map- Medium, High and Very High Fire Risk area.
The 2006 International Urban Wildland Interface Code (as published by the International
Code Council) and the National Fire Protection Association (NFPA) Standard of
Protection of Life and Property from Wildfire 1144 will be utilized to develop fire and life
safety measures to protect life, environment and property located within the San Miguel
Community Services District. When multiple standards apply the most stringent
requirement will be used, as approved by the Fire Chief or his or her designee. Roof
coverings, siding, decking, windows, doors, skylights and ornamental facades must
meet applicable Building and Fire Code Standards and the requirements of the Fire
Chief or his or her designee.”

CC.2013 CFC Section 4710.1.2 Amended. Section 4710.1.2 of the California Fire Code,
entitled “Materials, Systems and Methods of Construction, Roof Coverings” is hereby
amended to add the following sentence to the end of said provision:

“All roof coverings for all occupancy types in all areas within this jurisdiction are required
to be Class-A roofing materials with an approved Class-A assembly.”

DD.2013 CFC Appendix-B Amended. Section B105 of Appendix B of the California Fire
Code, entitled “Flow Requirements for Buildings”, is hereby amended in its entirety to
read as follows:

“The minimum fire flow requirements for one and two family dwellings having a fire-flow
calculation area which does not exceed 3600 square feet shall be 1500 gallons per
minute. All other fire flow and duration for dwellings shall not be less than specified in
Table B105.1.”

EE. 2013 CEC Appendix-D Amended. Section 103.6 of Appendix D of the California Fire
Code, entitled “Signs” is hereby amended in its entirety to read as follows:

“Where required by the Fire Chief or his or her designee, fire apparatus access roads
shall be marked with permanent: NO PARKING-FIRE LANE signs complying with the
dimensions and language as determined by the Fire Chief or his or her designee. Signs
shall have minimum dimensions of 12 inches wide by 18 inches high and have red
letters on a white reflective or other approved background. The Fire Chief or his or her
designee shall require the posting of signs on one or both sides of the fire apparatus
access road as required. Sign Type A, C and D as pictured in the code are examples
and the final determination of the sign size, configuration, and wording shall rest with
the Fire Chief or his or her designee.”

FF. 2012 IWUIC Section 402.2.2 Amended. Exceptions 1 and 2 of Section 402.2.2 of
the International Wildland Urban Interface Code, entitled “Water Supply™, Is hereby
amended to read as follows:

“Individual structures hereafter constructed or relocated into or within wildland-
urban interface areas shall be provided with a conforming water supply in
accordance with Section 404. ‘
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Exceptions:

1. Structures constructed to meet the requirements for the class of ignition-
resistant construction specified in Table 503.1 for a nonconforming water supply.

2. Buildings containing only private garages, carpons, sheds and agricultural
buildings with a floor area of not more than 500 square feet (56 m?).

GG. 2012 IWUIC Table 502.1 Amended. Table 502.1 of the International Wildland
Urban Interface Code, entitled “Fire Hazard Severity” is hereby repealed.

JJ. 2012 IWUIC Appendix-C Amended. Appendix C of the International Wildland Urban
Interface Code, entitled “Fire Hazard Severity Form” is hereby amended in its entirety to
read as follows:

“In order to determine the applicable Fire Hazard Severity Class rating for the fire code
requirements of any project the CAL-Fire, State Fire Hazard Severity Zone Rating that
is in effect or has been adopted for the San Miguel CSD Fire Department services area
and, or the current San Miguel CSD Fire Wildland Fire Risk map will be utilized to
determine the requirements for the ignition resistant class rating. When there is a
conflict between these two maps the more stringent requirement of the two documents
shall be applied.”
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SECTION 4 REPEAL OF ORDINANCE No. 08-10.

Ordinance No. 08-10 is hereby repealed in its entirety.

SECTION5 _ PUBLICATION OF ORDINANCE

Within fifteen (15) days after passage of this Ordinance, it shall be published once,
together with the names of the Board Members voting thereon, in a newspaper of
general circulation within the District.

SECTION6 EFFECTIVE DATE

This Ordinance shall take effect and be in full force and effect thirty (30) days after
its passage.

SECTION 7 VALIDITY OF ORDINANCE

If any section, subsection, sentence, clause, or phrase of this Ordinance is for any
reason held to be invalid or unconstitutional by a decision of any court of competent
jurisdiction, such decision shall not affect the validity of the remaining portions of this
Ordinance. The Board of Directors hereby declares that it would have passed this
Ordinance and each and every section, subsection, sentence, clause, or phrase not
declared invalid or unconstitutional without regard to whether any portion of the
Ordinance would be subsequently declared invalid or unconstitutional.

The foregoing ordinance was introduced at a Special meeting of the Board of
Directors of the San Miguel Community Services District held first on the 21st of
November, 2013

AYES: Kalvans, Harrison, Jarvis, Buckman, Green
NOES:
ABSENT:

ABSTAIN: W /M’

Anthony Kalvans , President
Attest: Board of Directors

i) Pruit,

David Bentz, Secrgtdry and Interim General Manager

Approved as to Form

Timothy J. Carmel, District Counsel
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EXHIBIT “A”

The discharge, possession and or storage all illegal fireworks is prohibited, except for
professional displays that are permitted and approved by the Fire Chief or his or her
designee, in accordance with Title 19, California Code of Regulations, Chapter 6.

REGULATONS AND RULES PERTAINING TO THE RETAIL SALE AND USE OF
SAFE AND SANE FIREWORKS.

The possession, storage for purposes of sale at retail and use only, sale at retail and
use of “safe and sane” fireworks within the San Miguel Community Services District is
allowed subject to the following rules and regulations:

(a) Definition of “Safe and Sane” Fireworks.

“Safe and Sane” fireworks shail mean those fireworks defined as “safe and sane” in
California Health and Safety Code Section 12529 and classified by the State Fire
Marshall as “safe and sane” in accordance with Section 12562 of the Health and Safety
Code.

(b) Application.

No permits for the sale of “safe and sane” fireworks will be issued to any person, entity,
organization or corporation except those recognized as non-profit associations or
corporations (IRC 501(c)3 status) organized primarily for veteran, patriotic, welfare, civic
betterment, or other similar charitable purposes. Proof of non-profit status shall be
required by producing copies of incorporation documents as registered with the
Secretary of the State of California. All applicants desiring to sell at retail “safe and
sane” fireworks within the District must first make written application for a permit to the
District Fire Chief. Applications for permits shall be made in writing on a form provided
by the District, and submitted to the District during the period of January 1 to March 31
each year. If March 31 falls on a Saturday or Sunday, then the filing period will be
extended to the next business day. Two (2) permits will be issued per year by the
District. A third permit may be issued by special approval of the Board of Directors. Only
non-profit organizations with their principal meeting place located within the District
boundary are eligible for permit issuance. Permitees from the previous year before shall
have priority.

Each permittee shall be limited to a single temporary fireworks stand or structure
(hereinafter “stand”) space, however multiple organizations may share a single stand.

The District reserves the right to maintain a list of additional eligible willing applicants,
should a permittee fail to perform consistent with the permit terms and conditions and
these regulations during any part of the allowed selling period.

Applicants shall be advised of approval or denial of their application within ten (10)
business days of the close of the application period.

(c) License as a Prerequisite.
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The Fire Chief shall not accept an application for a permit from any person who does
not possess, and present at the time of application, evidence of a valid license to
perform those acts specified on the application for a permit, as such license is defined in
Health and Safety Code Section 12517. .

(d) Investigation and Report.

The Fire Chief shall undertake an investigation and prepare a report of their findings
and determination concerning the issuance of the permit, together with the reasons
thereof.

(e) Grant or Denial of Permit.

The Fire Chief may approve or deny the permit or approve the permit, subject to such
reasonable conditions, if any, as he/she shall prescribe. Such conditions may include,
but are not limited to:

() Prepayment of a clean-up fee , in an amount set by Resolution of the District Board
of Directors, which may be refunded in whole or in par, if the sale location and public
areas where “safe and sane” fireworks are used, are free of used and spent fireworks
and related materials by July 5, as determined by the Fire Chief;

(i} Requiring the permittee to provide each purchaser of “safe and sane” fireworks with
a copy of the restrictions and safety guidelines for the use of “safe and sane” fireworks
in San Miguel, and to sign a receipt of acknowledgement agreeing 10 said provisions.
Permittees may also be required to have each purchaser agree and provide evidence
that he/she is eighteen (18) years of age or older, and that such fireworks will not be
used by anyone less than that eighteen (18) year s of age;

(i) Notwithstanding any other provision of law, the permittee will be required to furnish
to the District Fire Chief with a policy of public liability and property damage insurance,
with no deductible, with limits and terms set by Resolution of the District Board of
Directors. The District and its officers, directors, and employees shall be named as
additional insured under such public liability policy. A certificate of insurance shall be
presented consistent with the above prior to sale and shall provide that the insurer wiil
not cancel or reduce the coverage without thirty (30) days prior written notice to the
District.

(iv) A non-refundable permit fee set by Resolution of the District Board of
Directors may be required to cover the District's costs in administering and enforcing the
provisions of this Ordinance. The permit fee shall be paid to the District upon approval
of the permit.

() Designation of Location for Sale of “Safe and Sane” Fireworks.
Permits issued shall designate the location at which the permittee may sell at retail “safe
and sane” fireworks. Applicants shall obtain, at their sole cost, all other necessary

Page 14




permits or licenses from the County of San Luis Obispo or other public entity, including
but not limited to, building and use permits, for the operation of a retail fireworks stand
or equipment. Stands shall be separated by a linear distance of at least 600 feet.

(g) Revocation.

The Fire Chief may revoke a permit for just cause where a fire nuisance exists, or for
other violation of the terms herein described, or where personal injury may occur. This
determination may be appealed to the District General Manager, and subsequently, t0
the Board of Directors.

(h) Signage

Any approved retail location that sells “safe and sane” fireworks will be required to post
a banner which shall read, “this fireworks stand is sponsored by (name of organization)
located in (City or District organization is headquartered)’. The banner shall be of a fire
resistant material and shall have a twelve inch (12”) white background with six-inch (6”)
solid black-block letters. The banner design and material shall be approved by the Fire
Chief prior to granting permission to sell “safe and sane” fireworks. The banner shall be
clearly posted above the retail area of the stand in a conspicuous location and shall be
posted during the regular hours of retail operation.

(i) Salespersons.

No person under the age of 18 shall sell, or handle for sale, any “safe and sane”
fireworks. No persons convicted of selling fireworks, firearms, liquor and/ or tobacco, to
persons under the age of 18 within the three (3) prior to the date of permit issuance
years shall sell, or handle for sale any “safe and sane” fireworks.

(j) Location of Use of “Safe and Sane” Fireworks.
“Safe and Sane” fireworks may be used only within the District boundaries, and may
only be discharged on July 4 when all of the foliowing conditions are met:

(i) There is at least a 50’ radius (100’ in diameter) clear of all combustible materials;
(i1 There is an adequate water supply provided, consisting of at least a 5/8” garden
hose with an adjustable charged pressure nozzle;

(iii) There is an adult (over the age of 18) in attendance at all times.

(iv) If over 21 years of age, persons igniting the “safe and sane” fireworks are not over
the legal alcohol limit of .08 blood alcohol concentration.

(v) All fireworks shall be removed from sales stands by noon on July 6",

(k) Time
Permitted sales of “safe and sane” fireworks shall be limited to the period set by
Resolution of the Board of Directors of the San Miguei Community Services District, and
shall not unreasonably annoy or otherwise cause a nuisance to the surrounding area.
Permitted discharge or use of “safe and sane” fireworks shali be July 4" in legally
permitted locations.

() Additional Regulations
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The District Board of Directors may, by Resolution, establish additional regulations
related to the possession, storage, use and sale of “safe and sane” fireworks.

(m) Violations.

In addition to any other violations provided by law, the following shall constitute
violations related to the possession, storage, sale and use of “safe and sane” fireworks
within the District:

(i) To sell or offer for sale, “safe and sane” fireworks at any time outside of the
period established herein.

(i) To use or discharge “safe and sane” fireworks at any time outside of the period
established herein.

(i)  To store any “safe and sane” fireworks without having in their possession a valid
permit as required by this Ordinance.

(iv)  To store or possess any “safe and sane” fireworks for which a license is required
and which has been revoked or surrendered or any license which has not been
renewed, and such storage or possession is held beyond the period provided for in
Section 12604 of the Health and Safety Code.

(v)  To store, sell, or discharge any “safe and sane” fireworks in or within one-
hundred (100) feet of a location where gasoline or any other Class 1 flammable liquids
are stored or dispensed.

(vi) To place, throw, discharge or ignite, or fire any “safe and sane” fireworks at any
person.

(vii) To sell or transfer any “safe and sane” fireworks to a consumer or user thereof other
than at a permitted stand for which all necessary licenses and permits have been
issued.

(vii)  To allow or permit a fire nuisance, as defined in Section 2510 of the Health and
Safety Code, to exist on any premises where any “safe and sane” fireworks are sold or
stored.

(ix) To conduct a public display without possessing a valid permit for this purpose.

(x) To advertise to sell “safe and sane” fireworks without a valid license and permit.

(xi) To sell, give, or deliver any “safe and sane” fireworks to a person who is under 18
years of age.
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(xii) To perform any act, or transact or attempt to transact any business, with an expired
license or an expired permit where a license or permit is required for the performance of
such act or transaction.

(n) Penalties.

Except as provided in Section 12702 of the Health and Safety Code, any person who
violates any provision of this Ordinance, or any regulations issued pursuant thereto, is
guilty of a misdemeanor, and upon conviction shall be punished by a fine of not less
than five-hundred ($500.00} and no more than one-thousand ($1,000.00), or by
imprisonment in the San Luis Obispo County jail for no more than one year, or by both
such fine and imprisonment.

In addition to all other penalties, the Fire Chief may deny an application to sell “safe and
sane” fireworks if the applicant has previously violated any provision of this Ordinance,
or any regulations issued pursuant thereto.

(o) Violation of Ordinance.

The Fire Chief, or his or her duly authorized representative, is hereby authorized to
issue citations for the misdemeanors specified in Section 13871 of the Health and
Safety Code and for violations of this Ordinance. The provisions of Chapter 5C
(commencing with Section 853.5) of Title 4 of Part 2 of the Penal Code shall apply.
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RESOLUTION No. 2013-20

A RESOLUTION OF THE BOARD OF DIRECTORS OF THE SAN MIGUEL COMMUNITY SERVICES DISTRICT
ADOPTING FINDINGS PURSUANT TO HEALTH AND SAFETY CODE SECTIONS 13869.7, 18941.5 AND
17958.7
FOR THE PURPOSES OF ADOPTING THE 2013 CALIFORNIA FIRE CODE
AND THE 2012 INTERNATIONAL WILDLAND URBAN INTERFACE CODE
AND AMENDMENTS THERETO

WHEREAS, pursuant to California Government Code Section 61100(d)}, the San Miguel Community
Services District {District) has the express power to supply the inhabitants of the District with fire
protectiory; and

WHEREAS, Section 13869 of the Health and Safety Code of the State of California, authorizes the
District to adopt an ordinance that incorporates by reference fire prevention codes and amendments,
and Section 13869.7(a) of the Heaith and Safety Code authorizes adoption of building standards
relating to fire and panic safety that are more stringent than those adopted by the State Fire Marshal
and contained in the California Building Standards Code, subject to making findings in accordance with
Sections 1894 1.5 and 17958.7 of the Health and Safety Code; and

WHEREAS, in order for the District to provide improved and more comprehensive fire protection
service to its residents, the District desires to adopt, with amendments, the most current editions of the:
California Fire Code — 2013 edition, the International Wildland Urban Interface Code — 2012 edition,
and the most current National Fire Protection Association Standard 1144.

WHEREAS, pursuant to District Fire Department Findings, more strict standards are necessary due to
local climatic, geographicai and/or topographical conditions that exist within the San Miguel
Community Services District boundary; and

NOW, THEREFORE, BE IT RESOLVED, the Board of Directors of the San Miguel Community Services
District hereby approves and adopts the findings set forth in the attached Exhibit A “Fire Code
Findings", as prepared by District Fire Chief Rob Roberson.

BE IT FURTHER RESOLVED that the Board of Directors of the San Miguel Community Services District
has determined that as a result of the climatic, geographical and/or topographical conditions set forth
in the attached Exhibit A “Fire Code Findings,” it is necessary to adopt, by ordinance, more stringent
building standards relating to fire and public safety then as set forth in California Fire Code — 2013
edition, the international Wildiand Urban Interface Code - 2012 edition, and the most current National
Fire Protection Association Standard 1144.

RESOLUTION No. 2013-20 of Board of Directors of the San Miguel Community Services District was
duly adopted at the special meeting of the Board on the 21% day of ,November 2013, on the following
roil cail vote:

AYES: Kaivans, Jarvis, Buckman, Green
NOES:
ABSTAIN:

//
ABSENT: Harrison :
_ -
t

Attest: , ident

Anthony Kalvahs, Présiden
David Bentz, Secreta@)\d Interim General Manager

Board of Directors

Approved as to Form

Timothy J. Carmel, District Counsel



ATTACHMENT A
Reso_l_ution No.__2013-20___

FIRE CODE FINDINGS
OF THE
SAN MIGUEL COMMUNITY SERVICES DISTRICT FIRE DEPARTMENT

Pursuant to Sections 13869.7, 18941.5 and 17958.7 of the California Health and Safety Code, the
report contained herein is for the purpose of making findings that modifications or changes to
building standards relating to fire and panic safety are reasonably necessary because of local climatic,
geological or topographical conditions. This Findings document supports the San Miguel Community
Services District Ordinance No. XX-2013.  Under this ordinance, specific amendments have been
established which are more restrictive in nature than those set forth in the California Fire Code - 2013
edition, the International Wildiand Urban interface Code — 201 2 edition, and the most current National
Fire Protection Association Standard 1144, ali of which have been adopted by the State of California.

The California Fire Code — 2013 edition, {commonly referred to as the California Code of Regulations,
Title 24, Part 9) the International Wildland Urban interface Code — 2012 edition, and the most current
National Fire Protection Association Standard 1144, all of which have been adopted by the State of
California wiil be recognized by the San Miguel Community Services District (District) Fire Department
(SMFD.} The amendments made thereto by the District address the fire problems, concerns, and future
directions, by which this District can establish and maintain an environment which will deliver adequate
levels of fire protection and life safety protection to its citizens and visitors.

Under the provisions of Sections 13869.7, 18941.5 and 17959.7 of the California Health and Safety
Code, local amendments shall be based on climatic, geographicai, or topographical conditions. The
Findings contained herein shall address each of these conditions that, either singularly or in
combination, necessitate amendments be adopted.

SAN MIGUEL COMMUNITY PROFILE (SERVICE AREA)

Father Fermin Francisco de Lasuén founded Mission San Miguel on July 25, 1797 at latitude 35.752
and longitude 120.696. San Miguel's elevation is approximately 650 feet above sea level.

The town of San Miguel has existed and grown from that time to present. The majority of San
Miguel is made up of single-family residential housing, a small commercial business district, one
elementary school, and one large commercial winery. Housing areas span both sides of the Salinas
River and railroad track. The San Miguel Community Services District boundary encompasses an ared of
approximately 5 (five) square miles, with a residential popuiation of approximately 2500 {twenty-five
hundred.)

The physical location of District boundaries lay within the northern portion of the San Luis Obispo
County with its northern border approximately one mile south of the Monterey county line. The
District's eastern border runs parallel to the Salinas River and encompasses the San Lawrence Terrace,
then drops to approximately follow the railroad track. lts southern border runs approximately to the
Mission Street Exit from US Highway 101. Its western border runs parallel to US Highway 101 and
approximately 1,000 to 2,500 feet west of the Highway. Passing through the District is US Highway
101 and the River Road Bridge crossing the Salinas River; which is the only river crossing for the entire
CSD boundary.

Based on the profile of the service area, the San Miguel Community Services District Fire Department
established certain requirements to increase the level of fire safety to the residents of San Miguel as well
as the buildings and property within its boundaries. The following factors were established as points of
concern to the San Miguel Fire Department, and are herein established and submitted as the
“Findings.”
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ATTACHMENT A

1. CLIMATE

The ciimate weather patterns within San Miguel are a California chaparral environment, which is
mainly dry grassland and cak woodland, (sometimes described as a "high desert” climate.) in summer,
the temperature may climb to 119° F, while winters are usually cool and moist. During summer, it is
not unusual to have a 50° F temperature difference between daytime high and overnight low. A
steady northwest wind is present in afternoon to late evening.

Normal rainfail averages 15-20 inches annually. During the winter rainy periods, San Miguel has the
potential to experience flooding along the Salinas River and drainage ways, interrupting emergency
services during these flooding events. It would be imperative that the community has automatic fire
suppression systems to extinguish or control a fire to which the Fire Department has a delayed
response to. During summer and fali months, temperatures can average 100° plus degrees and can
exceed 110° degrees for many consecutive days. Dry wind removes moisture from vegetation, causing
acute fire potential. San Miguel has experienced periods of drought, which push fuel moisture levels to
significant low levels for extended periods of time. During late summer and fall, wind can move fire
quickly across the hills and/or through residential and commercial areas of San Miguel.

2. GEOLOGICAL

San Miguel is within an active seismic area. During the last few years earthquakes located in San
Simeon and Parkfield caused seismic activity within San Miguel. Several active fauits are located to the
East of San Miguel and could result in damage occurring within the Community of San Miguel. The
potential for severe damage does exist with these active seismic areas. The disruption of streets,
roadways, railroad crossings, and especially the Salinas River Bridge crossing due to seismic damage
would delay the arrival of emergency fire response and allow fires to quickly escalate beyond the
department’s ability to suppress them. The instailation of Automatic Fire Suppression systems will allow
for improved response and a faster suppression response by the automatic systems prior to Fire
Department arrival.

Although the fire department and water system in San Miguel are currently rated Class-8 by the
insurance Services Offices, with the above noted hazard, it is possible that major fire flow requirements
couid be disrupted and automatic fire suppression systems requiring much less water would be the only
means of extinguishment. A planned improvement to the community’s water storage system has
resulted in additional water storage; however, our community still remains short of the required
amount to adequately protect the community. The San Miguel Community Services District is currently
working toward a muiti-year plan to improve the community water storage shortfall.

The potential for earthquakes influences fire protection planning. A major seismic event would
create a community-wide demand on fire protection services, which would be beyond the response
capability of the Fire Department, near shore and tong distance. This potential problem can be partially
mitigated by requiring initial fire control through the instailation of automatic fire protection systems.
This will assist in controlling or extinguishing fires in buildings, which will increase the avaiability of
firefighting resources after seismic activity.

|. STATEMENT OF THE PROBLEM

The Fire Department is charged with the task of providing a reasonable degree of fire and life safety
protection to the residents and visitors to our town. The continued deveiopment and growth of San
Miguel, as it relates to the defivery of fire protection, are of major concern if we are to continue to
provide even a minimum level of fire protection to our community.

These findings address the problem of community growth and cost of fire control while offering an
alternative approach to the continuaily growing demand for publicly funded fire protection services.
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ATTACHMENT A
Resolu_t_ion No. 201 3-2()

A report by the Institute for Local Seif-Government entitled “Alternative to Traditional Public Safety
Delivery Systems.” finds that a fire chief must move toward built-in private fire protection equipment
and systems if they are to control the fire department’s operational budget, and adequately address the
community fire protection probiem.

This study, using guidelines from the Institute for Local SelfGovernment and the National Fire
Protection Association, proposed that the fire department control fires in all new structures built within
their jurisdiction. This couid be accomplished by using an established emergency response assignment
that will not create a deficiency in the fire protection services currently offered to the already
established community.

The San Miguel Fire Department emergency response assignment varies, depending on Volunteer
Firefighter (PCF) availability. Most Fire Departments consider two engine companies, a rescue unit, an
EMS unit (paramedics) and a Chief Officer to be a minimum emergency response assignment for a
single-family structure fire.

The San Miguel Fire Department daily staffing includes one volunteer firefighter (who is also
employed by the CSD for other duties during weekdays) and volunteers to staff a single Engine
Company, and Automatic Aid response from CAL Fire/San Luis Obispo County Fire, other adjacent
agencies and any available paid cali firefighters. It seems reasonable that new structures constructed or
additions to existing structures, in San Miguel, be protected by buiit-in fire protection systems. The
criteria for controlling the cost of fire protection in the District is to cause {by ordinance} new structures,
regardiess of type of construction or occupancy, to be equipped with automatic fire sprinkiers.

The amendments based upon the findings contained herein relate to the adoption of the California
Fire Code — 2013 edition, {commonly referred to as the California Code of Regulations, Title 24, Part 9)
the International Wildland Urban interface Code - 2012 edition, and the most current National Fire
Protection Association Standard 1144, all of which have been adopted by the State of California. The
amendments made thereto by the District address the fire problems, concerns, and future direction by
which this District can establish and maintain an environment which will defiver adequate levels of fire
protection and life safety protection to its citizens and visitors provides a reasonable and established
means of adequately protecting life, the environment and property in San Miguel.

These findings and future fire code ordinances, amendments and adoptions of the same category
reduce the need for large additions to publicly funded fire protection, and allow the District to grow
with reasonable expansion of the Fire Department. They aiso place fire protection and prevention in
the community where the benefit can be realized more quickly and with greatest benefit.

While smoke detectors are intended to provide an early warning that allows occupants to escape or
defend themselves from fire hazard, automatic sprinklers are meant to control or extinguish a
developing fire and to enable occupants to better escape. Automatic sprinklers are designed to
respond immediately to suppress fire early in the fire's development stages. This will allow for the
suppression or extinguishment of fire, and stili leave a breathable atmosphere for occupants to safely
exit the building. Automatic fire sprinklers can also contain the fire to the building of origin, and
therefore potentially keep the fire from spreading to the exterior wildiand environment.

Based on these “Findings,” Qrdinance No. 01-2013 will provide effective protection of the residents,
property, the environment and help reduce the devastation of fire.

It should also be noted these findings are only a part of the total San Miguel CSD Master Plan. This
may be one of the single most important elements toward the progressive improvement of the delivery
of fire and life safety protection services.
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ATTACHMENT A

While the adoption of Ordinances and Codes may not prevent all incidents of fire or deaths there
from, the implementation of the various codes and requirements wiil reduce the severity and potential
for the loss of life, damage to the environment and property damage in our community.

The San Miguel CSD Fire Department submits these “Findings” and requests adoption of same
pursuant to the provisions of Sections 13869.7, 18941.5 and 17958.7 of the State of California Health
and Safety Code.

Prepared and submitted by:

4 L

RobfRoberson, Fife Chief
Sar Miguel Community Services District
Fire Department
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