STAFF REPORT
Meeting Date:

December 16, 2020

To:

Board of Directors

From:

Michael J. Aho, District Administrator

Subject:

Approval of the 2021 Personnel Policy Manual
Updates and Telecommuting Policy

Prepared By:
Jennifer Larkin, Administrative Services Manager
I.
Recommendation
Approve the updates to the Personnel Policy Manual and the draft
Telecommuting Policy.
II.

Background
The Personnel Policy Manual was last revised in 2018. To allow staff to have
more flexibility in using their vacation time, the policy was changed from a
mandatory cap of 240 hours after which no more time would accrue to
removing the cap for the duration of the calendar year as long as employees
were not above 240 hours as of December 31; if employment was
terminated with a balance above 240 hours, only 240 hours would be paid
out. This did not result in any significant change to how employees used
vacation time, so staff is recommending the 240 hour cap be reinstated.
The Policy Manual also contains a Telecommuting Policy which needed
updating due to the office closure over the past several months of the
pandemic. If approved, the updated policy will replace the current one in
the Manual.
The Policy Review committee met on December 8 to review all suggested
changes, and the attached drafts include their recommendations.

III.

Problem /Situation/ Request
Approve the updates recommended by the Policy Review committee to the
Personnel Policy Manual and the Telecommuting Policy.

IV.

Financial Analysis
There is no financial impact to the District.

Respectfully Submitted,
Michael J. Aho
District Administrator
Attachment A: Draft Personnel Policy Manual
Attachment B: Draft Telecommuting Policy
Attachment C: Checklist
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Policy 1: GENERAL
a.

Purpose

These personnel policies are issued by the Fair Oaks Recreation and Park District (the “District”)
as its guidelines concerning your employment with the District. These policies are established to
ensure that the purpose for which the District was established is met while providing equitable and
consistent guidelines for employee responsibilities and development. These policies supersede and
replace all previous personnel policies.
Nothing in these personnel policies is intended to create a contract of employment with the District,
or to create an expectation of continued employment for any specified term. Employment with
the District is at the mutual consent of the District and its employees. Accordingly, either the
District or its employees may terminate the employment relationship at will at any time, with or
without cause, and with or without advance notice.
It is not possible to anticipate every situation that may arise in the workplace or to provide
information that answers every question an employee might have. In addition, future
circumstances will undoubtedly require that policies, practices, and benefits change. Accordingly,
the District’s Board of Directors reserves the right to modify, amend, supplement, or rescind any
provisions contained in these personnel policies as necessary or appropriate without prior notice.
Employees, will, of course, be advised of any changes.
If you have any questions concerning any employment-related matters, please discuss the situation
with your supervisor.
Each employee will be given a copy of the Personnel Policies and is responsible to know its
contents. A failure to comply with these policies will result in disciplinary action up to and
including termination of employment. At the time of employment, every employee will be
required to complete the required federal withholding tax certificate (Form W-4) and other
documents required by law and by the District.
b.

Applicability and Association Memorandum of Understanding and Employment
Agreements

These policies shall apply to all District employees. However, for employees who work in
positions covered by a Memorandum of Understanding between the District and any recognized
employee organization representing nonexempt employees (“MOU”), the policies apply to the
extent not otherwise provided by the MOU. For employees who are employed pursuant to a
written employment agreement with the District, these policies apply to the extent not otherwise
provided by the employment agreement. These policies supplement the MOU and written
employment agreements. If there is an irreconcilable conflict between a provision of these policies
and the MOU or a written employment agreement, the MOU or employment agreement shall
prevail. If there is an irreconcilable conflict between a provision of these policies, the MOU or an
employment agreement and any applicable federal or state law, the law shall prevail. Nothing in
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these policies shall be deemed to repeal or modify the termination provisions or at-will
employment status of any employee employed pursuant to a written employment agreement.
c.

At-Will Employment

Employment with the District is at the mutual consent of the District and its employees.
Accordingly, either the employee or the District may terminate the employment relationship at
will, at any time, and with or without cause or advance notice.
d.

Not a Civil Service Employer

The District is not a civil service employer and does not in any way operate under the civil service
system.
The District does have a classification plan and each employee is subject to classification based
on his or her job description and accompanying pay schedule.
e.

Pre-Employment Physical and Drug Screening

All applicants for employment shall be physically qualified to perform the essential functions of
the position for which employment is being sought. For certain positions the District will require
a medical examination after a conditional offer of employment has been made to a job applicant
and prior to the commencement of the employment duties of such applicant. The District will
condition the offer of employment on the results of such examination which shall include an
examination by a medical doctor to determine the applicant’s ability to perform the relevant
essential job tasks prior to the commencement of employment duties by the applicant.
For certain safety-sensitive positions the District will require a drug screening test after a
conditional offer of employment has been made to a job applicant and prior to the commencement
of the employment duties of such applicant. The District will condition the offer of employment
on the results of such test and a positive drug test may result in withdrawal of the job offer. The
drug test will be conducted pursuant to Policy 22.
f.

Pre-Employment Background Screening

The District will require pre-employment background screening for certain positions after a
conditional offer of employment has been made to a job applicant and prior to commencement of
the employment duties of such applicant. The District will condition the offer of employment on
the results of such background investigation. A pre-employment background check is a sound
business practice that benefits everyone. It is not a reflection on a particular job applicant. Any
applicant who refuses to sign a release form will not be eligible for employment.
All new employees and independent contractors will be fingerprinted by live scan and processed
through the Department of Justice (DOJ) and/or the Federal Bureau of Investigation (FBI) for
criminal background screening. Certain volunteer positions may also require live scan
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fingerprinting and processing through the Department of Justice (DOJ) and/or the Federal Bureau
of Investigation (FBI) for criminal background screening.
The District may also conduct pre-employment background screenings and reference checks using
internal resources or through a third party. All screenings are conducted in strict conformity with
the Federal Fair Credit Reporting Act, the Americans with Disabilities Act, and state and federal
anti-discrimination and privacy laws. Under the Fair Credit Reporting Act (FCRA), all background
screenings are done only after a person has received a disclosure and has signed a release.
A job applicant has certain legal rights to discover and to dispute or explain any information
prepared by the third party background-screening agency. If the District intends to deny
employment wholly or partly because of information obtained in a pre-employment check
conducted by the District's consumer reporting agency, the applicant will first be provided with a
copy of the background report, a statement of rights, and the name, address and phone number of
the consumer reporting agency to contact about the results of the check or to dispute its accuracy.
The District also reserves the right to conduct a background screening any time after employment
to determine eligibility for promotion, reassignment or retention in the same manner as described
above.
Background checks may include verification of information provided on the completed application
for employment, the applicant's resume or on other forms used in the hiring process. Information
to be verified includes, but is not limited to, social security number and previous addresses. The
District may also conduct a reference check and verification of the applicant's education and
employment background as stated on the employment application or other documents listed above.
The background check may also include a criminal record check. If a conviction is discovered, the
District will assess whether the conviction history has a direct and adverse relationship with the
specific duties of the job that justify denying the applicant the position in accordance with
Government Code section 12952. This individualized assessment must consider the nature and
gravity of the criminal offense, the time that has passed since the offense and the completion of
the sentence, and the nature of the job sought.
If the individualized assessment leads to a preliminary determination that the applicant’s
conviction history is disqualifying, then the District will provide a written notice to the applicant
that will:
•
•
•
•
•

identify the conviction at issue and give notice to the applicant about the preliminary
decision to rescind the job offer,
include a copy of any conviction history report (which means the notice is required
regardless of the source of the conviction history),
explain the applicant’s right to respond to the notice before the District’s decision becomes
final,
state the deadline for that response, and
tell the applicant that the response may include evidence challenging the accuracy of the
conviction history and evidence of rehabilitation or mitigating circumstances.
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The applicant has five business days to respond to a preliminary notice. The District, in then
making its final employment decision, may, but need not, explain the reasoning for its final
decision.
If the applicant timely notifies the District that the applicant disputes the accuracy of the conviction
history and is taking specific steps to obtain evidence, then the applicant has an additional five
business days to respond. The District will consider any information the applicant submits before
the District makes a final decision.
If the District then makes a final decision to deny employment based solely or in part on conviction
history, a second written notification will be provided to the applicant, which will include:
•
•
•

the final denial or disqualification,
any existing procedure the employer has for the applicant to challenge the decision or
request reconsideration, and
the right to file a complaint with the Department of Fair Employment and Housing.

The District is not required to explain its final decision.
Additional checks such as a driving record or credit report may be made on applicants for particular
job categories if appropriate and job related.
All screening reports are kept strictly confidential, and are only viewed by individuals in the
District who have direct responsibility in the hiring process. All screening reports are kept and
maintained separately from an employee’s personnel file.
g.

Post-Employment Criminal Offenses

In order to ensure a safe workplace and ensure the safety of customers and/or users of District
facilities and/or services, all employees are required to report to their supervisor if they are arrested
and/or charged for any criminal offense, with the exception of minor traffic offenses unless the
employee is in a driving position. Driving position is any position where the employee drives on
District time or for the benefit of the District.
If an employee is arrested or charged for any offense, the employee must report the arrest or charge
to their direct supervisor and submit a police report or other documentation concerning the arrest
and/or charges. The report must occur within two business days of the arrest. The District will not
take any adverse action based only upon the fact of an arrest. Any action will be based upon the
underlying facts of the arrest.
Noncompliance with the above stated requirement constitutes ground for termination.
Furthermore, misrepresentation of the circumstances of the events can serve as ground for
termination. Employees that are unavailable for work due to incarceration are subject to
suspension or termination.
h.

Immigration Law Compliance
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The District will fully comply with all federal immigration laws. These laws require that all
individuals pass an employment verification procedure before they are permitted to work. This
procedure has been established by law and requires that individuals provide satisfactory evidence
of their identity and legal authority to work in the United States no later than three (3) business
days after beginning work. Accordingly, all newly hired employees must go through this
procedure.
i.

Employment of Board Members and Family Members

Current Board members’ immediate family shall not be employed by the District. This policy does
not apply to program volunteers or to employees who are employed prior to the time such
employee’s family member becomes a member of the Board.
Board members are not eligible for employment with the District until one year after the
termination of their office.
j.

Administration of Rules

The District Administrator, subject to the direction of the Board, shall be responsible for the
administration of the rules and policies set forth in this Manual. The District Administrator, in his
or her discretion, may delegate any of his or her authority set forth in the Manual as he or she may
deem appropriate or necessary.
k.

Employment Verification Requests

The Administrative Services Manager is the only position authorized to release information about
past or present employees. In the absence of the Administrative Services Manager, the District
Administrator may be authorized to release information about past or present employees. The
District will only release information concerning a past or present employee upon receipt of a
written authorization unless otherwise required to do so by law. Such information will be limited
to the employee’s title, dates of employment and salary, unless further information is required by
law to be disclosed. The District will cooperate with any governmental agencies authorized by
law to obtain additional information on an employee.
l.

Severability

If any section, paragraph or provision of this Manual is determined by a court of competent
jurisdiction to be invalid, illegal or unenforceable, such determination shall not affect the validity
and enforceability of the remaining sections, paragraphs and provisions.
m.

Acknowledgment

Employees must sign the acknowledgment form at the back of this Manual, and return it to the
District Administrator. This will provide the District with a record that each employee has received
this Manual.
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n.

Amendments

The Board may amend these personnel policies at any time. The District reserves full discretion
to add to, modify, or delete provisions of these personnel policies and other employment policies,
procedures, work rules or benefits, at any time and without advance notice. However, amendments
and changes affecting wages, hours and other terms and conditions of employees covered by an
MOU shall not be made until after consultation in good faith with representatives of any
recognized employee organization representing employees of the District. Only the Board has the
authority to modify or amend these personnel policies or approve any employment agreement or
amendment. Any such amendment or agreement must be in writing and, for employment
agreements, signed by the affected employee and the Board Chair or District Administrator.

Policy 2: EQUAL EMPLOYMENT AND NON-DISCRIMINATION
Fair Oaks Recreation and Park District is committed to providing a work environment free of
unlawful discrimination and harassment because of a person’s protected status: race, color,
ancestry, national origin, citizenship, immigration status, religious practices or observances, age,
physical or mental disability, medical condition, genetic information, military or veteran status,
marital status, sex (including pregnancy, childbirth, and breastfeeding), sexual orientation, gender,
gender identity, or gender expression, political affiliation, or any other category protected by
federal, state, or local laws. Included in the definition of each protected category is the perception
of membership in a protected category and an individual’s association with an actual or perceived
member of a protected category.
Further, no applicant or employee will be subject to discrimination, harassment, or retaliation
based on the assertion of a claim for discrimination or harassment, participation in good faith in
an investigation of reported discrimination or harassment, the exercise of their rights under any
federal or state laws, or any other non-job related activity that is protected by public policy.
This commitment applies to all persons involved in the District operations and prohibits unlawful
discrimination or harassment by any employee, supervisor, manager, unpaid intern, volunteer, third
party vendor, or director. If you believe you have been subjected to, or have witnessed, any form
of unlawful discrimination or harassment please contact any member of the District Management
Team.
Fair Oaks Recreation and Park District is an equal opportunity employer. This means that
employment decisions are based on merit and business needs. The District prohibits unlawful
discrimination because of a person’s protected status listed above. This policy applies to all terms
and conditions of employment, including but not limited to hiring, promotion, termination,
compensation, and training.
It is the policy of the District to support the Americans with Disabilities Act (ADA) and the
California Fair Employment & Housing Act (FEHA). The District will reasonably accommodate
qualified individuals with a disability so that they can perform the essential functions of a job,
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unless doing so would cause an undue hardship to the District. If you believe you are disabled,
upon your request, an interactive process will be commenced to address the following: (a) confirm
the existence of a qualifying disability under the ADA or FEHA; (b) determine whether you can
perform all essential job functions, with or without accommodation; (c) determine reasonable
accommodation options (leaves of absence, temporary light/modified duty, changes in break
periods, modifications or adjustments to the workspace, physical support devices, etc.); (d)
determine if additional legal, medical, or other counsel or information is necessary before reaching
a decision regarding the existence of a disability, the existence of a reasonable accommodation or
accommodations, steps to be taken in implementing the accommodation, and/or the inability to
provide accommodation; and (e) evaluate whether the accommodation is temporary or permanent
in nature, and how the parties will jointly seek to monitor the progress or success of implemented
accommodations.
If the District determines that more than one reasonable accommodation is available for an
applicant or employee it may offer the most effective and business-appropriate accommodation;
the District need not grant the employee’s requested accommodation of choice. Individuals who
are currently using illegal drugs are excluded from coverage under the agency’s ADA policy.
Contact Administrative Services Manager with any questions or requests for accommodation.
Fair Oaks Recreation and Park District reasonably accommodates the religious observances and
practices (including bona fide religious dress and grooming practices) of employees and
prospective employees, unless the required accommodation cannot be implemented without
undue hardship to business operations.. The District may conduct an interactive process to
discuss requests for reasonable accommodation and will evaluate the request by considering the
following: (a) whether a sincerely held religious belief or practice conflicts with a work-related
obligation; and (b) whether an accommodation is available that is reasonable and may be
implemented without burdensome cost or undue hardship on the District’s business operations or
create an objective safety risk for the employee or others in the work environment.
Policy 3: POLICY AGAINST HARASSMENT
Fair Oaks Recreation and Park District does not tolerate harassment of our job applicants or
employees by another employee, supervisor, manager, unpaid intern, volunteer, director, or any
third party (such as a supplier, vendor, or visitor to any Fair Oaks Recreation and Park District
workplace). Any form of harassment on the basis of race, color, nationality or ancestry,
citizenship status, religious creed, religious dress and grooming practices, age, sex, sexual
orientation, gender identity or gender expression, marital status, medical condition, physical or
mental disability, military service, military or veteran status, pregnancy, childbirth and related
medical conditions (including breastfeeding mothers), family caregiver status, or any other
characteristic or classification protected by federal, state, and local laws and ordinances is a
violation of this policy and will be treated as a disciplinary matter. While it is not easy to
define precisely what harassment is, it does include slurs, jokes, and other uninvited verbal,
graphic, or physical conduct by one individual toward another. Harassment of any kind will not
be tolerated and may be grounds for immediate termination.
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Fair Oaks Recreation and Park District is committed to providing a work environment that is free
of discrimination. In keeping with this commitment, we maintain a strict policy prohibiting
unlawful harassment, including sexual, racial, age or other harassment. This policy prohibits
harassment in any form, including verbal, physical and visual harassment. The District also
requires and will provide annual training for all employees on harassment, sexual harassment and
discrimination prevention.
Any employee who believes he or she has been harassed by a co-worker, supervisor, or agent of
the employer should promptly report the facts of the incident or incidents and the names of the
individuals involved to any supervisor or to the Administrative Services Manager. Supervisors
should immediately report any incidents of harassment to management, who will investigate all
such claims and take appropriate corrective action.

a.

Policy Against Sexual Harassment

Harassment in employment, including sexual, sexual orientation, gender identity or pregnancy
harassment, is forbidden by law and is strictly prohibited by the District. Employees who violate
this policy are subject to discipline, including possible termination.
Sexual harassment is defined by the regulations of the Fair Employment and Housing Commission
as unwanted sexual advances or visual, verbal or physical conduct of a sexual nature. Sexual
harassment includes gender harassment and harassment on the basis of pregnancy, childbirth or
related medical conditions, and also includes sexual harassment of an employee of the same gender
as the harasser. This includes, but is not limited to, the following types of offensive behavior:
•

Unwanted sexual advances;

•

Offering employment benefits in exchange for sexual favors;

•

Making or threatening reprisals after a negative response to sexual advances;

•

Visual conduct, including leering, making sexual gestures, displaying of sexually suggestive objects or pictures, cartoons or posters;

•

Verbal conduct, including using derogatory comments, epithets, slurs and jokes;

•

Verbal sexual advances or propositions;

•

Verbal abuse of a sexual nature, graphic verbal commentaries about an individual's
body, sexually degrading words used to describe an individual, suggestive or obscene
letters, notes or invitations;

•

Physical conduct, including touching, assault, impeding or blocking movements.

•

Bullying or abusive conduct directed toward an individual on account of sex, sexual
orientation, gender identity and/or gender expression, or gender stereotyping.
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Examples of sexual harassment include: (a) an employee being fired or denied a job or an employment benefit because the employee refused to grant sexual favors or because he or she complained
about the harassment; (b) an employee reasonably quitting his or her job to escape harassment; or
(c) an employee being exposed to a hostile work environment.
The District will take all reasonable steps to prevent harassment from occurring and will take
immediate and appropriate action when the District knows that unlawful harassment has occurred.
All employees have the right to be free from unlawful harassment while in the employ of the
District. If you have been harassed by a co-worker, supervisor, agent, vendor or customer, you
should promptly report the facts of the incident or incidents, and names of the individuals involved
to a supervisor or to the Administrative Services Manager. The District will immediately and
thoroughly investigate all claims of harassment. All those persons with information on the matter
will be interviewed.
The District's determination and related District action will be communicated to you, to the alleged
harasser and, as appropriate, to all others directly concerned. Prompt and effective remedial action
will also be taken by the District against the harasser, and such action will be communicated to
you. Steps will be taken to prevent further harassment.
In addition, if you believe that you have been sexually, racially or ethnically harassed, you may,
within one year of the harassment, file a complaint of discrimination with the California
Department of Fair Employment and Housing. The address of the nearest office of the Department
of Fair Employment and Housing can be found on the poster located in both the office and
maintenance yard. The Department will serve as a neutral fact finder and will attempt to help the
parties voluntarily resolve the dispute.
If the Department finds sufficient evidence of harassment and settlement efforts fail, the
Department may file a formal accusation against the District and the harasser. The accusation will
lead to either a public hearing before the Fair Employment and Housing Commission or a lawsuit
filed on your behalf by the Department. If the Commission finds that harassment has occurred, it
can order remedies, including fines or damages. In addition, the Commission may order
reinstatement, back pay, promotion, and changes in the policies or practices of the District.
After filing a complaint with the Department, you may choose to file your own lawsuit in court. A
court may order reinstatement, and may award back pay, damages for emotional distress, punitive
damages, attorneys' fees, and costs of suit.
No action will be taken against any employee in any manner for opposing harassment or for filing
a complaint with, or otherwise participating in an investigation, proceeding or hearing conducted
by the Department of Fair Employment and Housing with respect to harassment.

b.

Policy Against All Forms of Workplace Harassment
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General Harassment in employment based on sexual orientation, gender identity or expression,
race, ethnicity, religion (including religious dress and grooming practices), age, mental or physical
disability or medical condition, pregnancy or childbirth or genetic characteristics, or other
protected characteristics is forbidden by law and is strictly prohibited by the District. Employees
who violate this policy are subject to discipline, including possible termination. Such harassment
includes, but is not limited to:
•

Visual conduct, including displaying of derogatory objects or pictures, cartoons or
posters, mocking or mimicking accents, religious garb or physical/mental disabilities;

•

Verbal conduct, including making or using derogatory comments, epithets, slurs and
jokes.

•

Targeted jokes, innuendo or abusive commentary directed toward any individual
because of religious practices, including dress and grooming practices that are an
exercise of religious expression.

d. Policy Against Retaliation
Fair Oaks Recreation and Park District values an atmosphere of open communication for all
District employees; employees who report harassment and/or discrimination will not be retaliated
against by District management, any supervisor, any fellow employee, or any third party such as
a vendor, supplier, or tenant. Making a report of harassment or discrimination will never, under
any circumstances, be considered in any decision regarding hiring, firing, promotion, or any other
term or condition of employment. Any employee who takes adverse action or otherwise retaliates
against a subordinate or co-worker because that person lodged a harassment or discrimination
complaint will be subject to appropriate discipline, up to and including termination.
The District expressly prohibits any form of retaliatory action or conduct against any employee for
making a bona fide, good faith complaint under this policy or for assisting in a complaint
investigation. However, if after investigating any complaint of harassment or unlawful
discrimination, the District determines that the complaint is not bona fide or brought in good faith,
or that an employee has provided false information regarding the complaint, disciplinary action
may be taken against the individual who filed the complaint or who gave the false information

COMPLAINT/ INVESTIGATION PROCESS AND CORRECTIVE ACTION
It is the District’s intent to prevent harassment and discrimination in violation of this policy and to
encourage appropriate and respectful conduct between people. The District strongly encourages
those who feel they are being harassed or discriminated against to use the complaint procedure set
forth below. Although Fair Oaks Recreation and Park District will investigate any complaint of
harassment regardless of when the harassment or discrimination may have occurred, those who
feel they are being harassed or discriminated against are strongly encouraged to use the complaint
procedure as soon as the harassing or discriminatory conduct begins. It is the District’s desire to
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eliminate harassment or discrimination at the earliest stages. The District will take seriously any
report or complaint that is raised, and will engage in an appropriate factual inquiry. If harassment
or discrimination is found to have occurred, the District will take immediate and appropriate
corrective action (including possible discipline as discussed below) to stop the harassment or
discrimination and prevent it from occurring in the future. The District will protect from retaliation
the reporting or complaining party and others who participate in the District’s investigation.
It is the responsibility of every Fair Oaks Recreation and Park District manager and
supervisor to create an atmosphere free of discrimination and harassment, sexual or otherwise. In
addition, it is the responsibility of each employee to respect the rights of supervisors, co-workers,
customers and visitors to our facilities. Managers and supervisors are expressly required to notify
the Administrative Services Manager about any complaints, reports, or observed incidents of
harassment or discrimination in any the District work environment. Failure by any manager or
supervisor to report known or suspected incidents of harassment or discrimination may be subject
to disciplinary action.
a.

Direct Communication

In some cases, a person may be unaware that his/her conduct is offensive. In these cases, direct
communication between the individuals may be helpful to stop the behavior.
If the offended person is uncomfortable talking directly to the offending party or to his/her
supervisor, or if the harassing behavior is of such a serious nature that the person feels the informal
step would be ineffective, he or she may proceed directly to the formal complaint step.
b. Formal Complaint
Any manager or supervisor who receives a complaint of harassment or discrimination is required
to follow this policy. If the complaining party is willing to engage in the informal process, the
supervisor or manager should assist in that process and monitor the situation to ensure that the
informal process is effective.
If an employee experiences any form of harassment or discrimination, or has a related complaint
that the work environment is hostile, offensive, intimidating or abusive, he or she should promptly
report the matter to any supervisor or manager or to the Administrative Services Manager. The
complaint or report may be made orally or in writing. Employees may, but are not required to,
report the incident to their immediate supervisor.
All investigations will be confidential to the greatest extent possible. However, no individual may
be promised anonymity or absolute confidentiality. All individuals who participate in the
investigation, whether as the person reporting an incident, making a complaint, the person(s)
whose behavior is being investigated, or individual witnesses will be treated with respect and will
be afforded due process.
Retaliation against any individual who participates in the investigation process in good faith is
prohibited. Violations of this policy and procedure will be subject to discipline, up to and including
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termination for willful or repetitive violations.
c. Neutral Factual Inquiry/Investigation
Upon receipt of a bona fide complaint, the District will conduct a timely investigation to determine
the facts and any appropriate corrective action. The investigation is a neutral fact-finding inquiry,
conducted internally or by an outside investigator. Should the District determine that the individual
circumstances require an independent investigator to ensure impartiality, the District will take
appropriate steps to engage a qualified investigator. All individuals who participate in the
investigation, whether as the person making the complaint, the person(s) whose behavior is being
investigated, or individual witnesses will be treated with respect and will be afforded due process.
The District will ensure that statements of the complainant, alleged offender and all witnesses are
documented thoroughly and that the investigation is conducted in a thorough, objective and neutral
manner, and is considerate of the rights and emotions of all the parties involved. After all evidence
and information is collected and evaluated, the District will reach prompt and reasonable
conclusions.
d. Discipline
If harassment or discrimination is found to have occurred, the District will take appropriate
disciplinary action pursuant to the District’s disciplinary policy. Any employee, officer, contractor,
consultant or vendor determined by the District to be responsible for harassment or discrimination
in violation of this policy will be subject to appropriate disciplinary action according to the nature
and severity of the offense and any prior record of discipline. The range of disciplinary action
includes verbal or written reprimand, censure, suspension without pay, demotion, discharge from
employment, and, for contractors, consultants and vendors, termination, cancellation or suspension
of its contract.
The outcome of the investigation and a timely resolution of each complaint will be reached and
communicated to the employee and the other parties involved. If an investigation has concluded that
harassment occurred, the District will take immediate and appropriate remedial corrective action, up
to and including termination
e.

Closure

Once the factual inquiry is complete and a determination has been made as to the merits of the
complaint, the individual who brought the complaint will be notified of the outcome and given an
opportunity to address a District representative. After the matter has been closed, the District will
periodically follow up with the individual who made the complaint to ensure that the harassment
has been eliminated and the individual has not experienced any retaliation.
f. Other Remedies
In addition, if an employee believes that harassment or discrimination has occurred, she or he may,
within one year of the harassment or discrimination, file a complaint of discrimination with the
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California Department of Fair Employment and Housing. The address of the nearest office of the
Department of Fair Employment and Housing can be found on the poster located in the District
offices and the maintenance yard as well as the preschool. The Department will serve as a neutral
fact finder and will attempt to help the parties voluntarily resolve the dispute. No action will be
taken against any employee in any manner for opposing harassment or for filing a complaint with,
or otherwise participating in an investigation, proceeding or hearing conducted by the Department
of Fair Employment and Housing with respect to harassment.

NON-DISCRIMINATION ON BASIS OF DISABILITY
It is the District’s policy that: No program or activity administered by the District shall exclude
from participation, deny benefits to or subject to discrimination any individual solely by reason of
his or her disability, which includes physical disability, mental condition, medical condition, or
genetic characteristics. Equal employment opportunity will be extended to qualified disabled
persons in all aspects of the employer-employee relationship, including recruitment, hiring,
upgrading, training, promotion, transfer, discipline, layoff, recall and termination. We further
affirm that we will provide reasonable accommodation to the known physical or mental limitations
of an otherwise qualified disabled employee or applicant.

REASONABLE ACCOMMODATION FOR
EMPLOYEES WITH A DISABILITY
a. Policy Statement
Fair Oaks Recreation and Park District is committed to complying fully with the Americans with
Disabilities Act (ADA) and the California Fair Employment and Housing Act, and the Federal
Uniformed Services Employment & Reemployment Act (“USERRA”) to ensure equal opportunity
in employment for qualified persons with disabilities. All employment practices and activities are
conducted on a non-discriminatory basis.
Reasonable accommodation is available to any disabled employee, where their disability affects
the performance of job functions. All employment decisions are based on the merits of the situation
in accordance with defined criteria, not the disability of the individual.
Modified or Transitional Return to Work Program. Fair Oaks Recreation and Park District will also
make every effort to return the employee to work, with the approval of their medical provider, at the
earliest possible time. The District may also return the employee to work performing duties that are
different or “modified” from what their normal job may be in order to help them through the
“transition period” of recovery and until they regain their ability to return to their full job duties. This
is what is meant by a Return to Work or a Modified/Transitional Work Program. If at all possible,
based on the employee’s doctor’s restrictions and the District’s ability to find available work within
those restrictions, Fair Oaks Recreation and Park District will provide the employee with work duties
to provide the employee with ongoing compensation. Modified duty assignments will be periodically
evaluated to determine whether the assignment is still effective. If circumstances change with the
employees ongoing work restrictions, or the District’s business needs, alternatives will be discussed
in an interactive process between the employee and the District.
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Compensation and Benefits During Periods of Reasonable Accommodation. Qualified
individuals with disabilities are entitled to equal pay and other forms of compensation (or changes
in compensation) as well as in job assignments, classifications, organizational structures, position
descriptions, lines of progression and seniority lists. Leave of all types will be available to all
employees on a nondiscriminatory basis. In some situations, a reassignment to an alternative
vacant position may be a reasonable accommodation for a disabled employee. If the pay scale and
benefits for the new position are different, it may result in an adjustment to that employee’s
compensation package. Those decisions will be made as part of the Fair Oaks Recreation and Park
District interactive process for evaluating reasonable accommodations.
Persons Associated with a Disabled Individual. Fair Oaks Recreation and Park District is also
committed to not discriminating against any qualified employees or applicants because they are
related to or associated with a person with a disability or who undertake caregiver responsibilities
for an individual with a disability. Fair Oaks Recreation and Park District will follow any state or
local law that provides individuals with disabilities greater protection than the ADA and the
California Fair Employment and Housing Act.
This policy is neither exhaustive nor exclusive. Fair Oaks Recreation and Park District is
committed to taking all other actions necessary to ensure equal employment opportunity for
persons with disabilities in accordance with the ADA and all other applicable federal, state or local
laws.
Reasonable accommodations are only considered when it will assist the employee in performing
all essential functions of the job and do not create a hazard for the employee or others.
b. Verification of Functional Limitations and Work Restrictions
The District may request appropriate information from an applicant or employee or a
medical provider in support of a request for reasonable accommodation when the disability
or the need for reasonable accommodation is not obvious or otherwise already known (i.e.,
through information previously provided by the individual requesting accommodation). In
these instances, the District may require reasonable documentation necessary to establish
that the individual has a disability and needs for modifications, adjustments or other
reasonable accommodations. The District will not request diagnosis, prognosis, or other
specific medical information (or medical records that contain that information) that are
protected by medical privacy. The District’s focus in the reasonable accommodation process
is on the applicant’s or employee’s functional capacity, functional limitations, work
restrictions or other information about the condition that is appropriate to identifying
potential effective accommodations to allow the individual to perform the essential job
functions.
In no event will the District request genetic information, such as information about (1) an
applicant's or employee's genetic tests, (2) the genetic tests of an applicant or employee's
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family member, or (3) an applicant's or employee's family medical history.
The District will keep confidential all medical information obtained during the verification
process, including filing it in a separate personnel file.

c. Disabilities Involving Substance Abuse of Chemical Dependencies.
Fair Oaks Recreation and Park District will also encourage and reasonably accommodate
employees with alcohol or drug dependencies to seek treatment and/or rehabilitation. Employees
desiring such assistance should request a rehabilitation leave pursuant to Policy 17(ac). The
District is not obligated, however, to continue to employ any person whose performance of
essential job duties is impaired because of drug or alcohol use, nor is the District obligated to reemploy any person who has participated in treatment and/or rehabilitation if that person’s job
performance remains impaired as a result of dependency. Additionally, employees who are given
the opportunity to seek treatment and/or rehabilitation, but fail to successfully overcome their
dependency or problem, will not automatically be given a second opportunity to seek treatment
and/or rehabilitation. This policy on treatment and rehabilitation is not intended to affect the
District’s treatment of employees who violate the standards of conduct relating to drug or alcohol
use on the job. Rather, a rehabilitation leave is an option for an employee who acknowledges a
chemical dependency and voluntarily seeks rehabilitation or treatment to treat that dependency.

d.Disabilities from Military Service-Connected Injury or Illness.
In accordance with the Uniform Services Employment & Reemployment Act, Fair Oaks
Recreation and Park District does not discriminate against any individual with service-connected
disabilities who is not qualified for re-employment in the position he or she previously held. Fair
Oaks Recreation and Park District will consider re-employment promptly in any other position of
similar seniority, status, and pay for which he or she qualified or would become qualified with
reasonable efforts in a position that is the nearest approximation to the equivalent position,
consistent with the circumstances of the employee's case in terms of seniority, status, and pay. As
with other disabilities, Fair Oaks Recreation and Park District does not guarantee reemployment
to a disabled veteran, when doing so would be of such difficulty or expense as to constitute an
undue hardship

e. Pre-employment Accommodations.
Hiring and placement procedures have been reviewed and provide persons with disabilities
meaningful employment opportunities. Upon request, job applications are available in alternative,
accessible formats, as is assistance in completing the application. Pre-employment inquiries are
made only regarding an applicant's ability to perform the essential duties of the employee’s
position.
Post-offer medical examinations for employees holding jobs that require physical activity and/or
are safety-related, including without limitation those working in the warehouse, operating
equipment and/or driving on District business are required only for those positions in which there
is a bona fide job-related physical requirement. Post-offer medical examinations will be conducted
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only after the applicant is extended a conditional offer of employment; they are given to all persons
entering the position only after conditional job offers.
Medical records and certifications of health conditions submitted in connection with any
applicable medical leave or evaluation of reasonable accommodations will be kept separate and
confidential. Neither Fair Oaks Recreation and Park District nor its designated pre-employment
medical examiners will seek from the employee or from any third party medical information that
is not job-relevant or consistent with business necessity. Under no circumstances will applicants
or employees be asked to provide genetic information, which includes family medical history.

RELIGIOUS ACCOMMODATIONS
The District accommodates the religious observances and practices of employees and prospective
employees, unless the District is unable to reasonably accommodate an employee's or prospective
employee's religious observance or practice without undue hardship on the conduct of the District's
business activities.
Fair Oaks Recreation and Park District recognizes that some employees may wish to observe, as
periods of worship or commemoration, certain days which are not included in the District’s
holiday schedule. Accordingly, an employee who desires to take a day off for such reasons will
be permitted to do so, upon giving sufficient notice to his or her supervisor and provided the
employee’s absence from work does not result in an undue hardship on the operation of the
business. Employees may use vacation for such occasions or they may take the time off as an
unpaid, excused absence.
An employee whose religious beliefs or practices conflicts with his/her job, work schedule, or with
the District’s policy or practice on dress and appearance, or with other aspects of employment and
who seeks a religious accommodation must submit a written request for the accommodation to his/her
immediate supervisor. This includes wearing of religious clothing, head or face coverings, jewelry,
artifacts, and other items that are part of the observance of one’s religion. A “religious grooming
practice” includes all forms of head, facial, and body hair that are part of one’s observance of a
religious creed. Fair Oaks Recreation and Park District will make reasonable accommodations, as
appropriate, that do not result in undue hardship or safety risks. All decisions will be made in
accordance with the District’s interactive process and reasonable accommodation process.
The District will evaluate the request considering whether a work conflict exists due to a sincerely
held religious belief or practice and whether an accommodation is available which is reasonable and
which would not create an undue hardship on the District’s business or an objective safety risk.
All decisions will be made in accordance with the District’s interactive process and reasonable
accommodation process. The District will evaluate all requests for reasonable accommodation by
considering whether a work conflict exists due to a sincerely held religious belief or practice and
whether an accommodation is available which is reasonable and which would not create an undue
hardship on the District’s business or an objective safety risk
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Training and Education.
The District requires all supervisory employees to attend harassment training within six (6) months
of being hired by the District, and at least every two (2) years thereafter. All required training
shall be paid for by the District. The training shall include, at a minimum, information and
guidance regarding the federal and state statutory provisions prohibiting harassment, the
prevention and correction of harassment, and remedies available to employees who are victims of
harassment in the workplace. The training will also address items required in the regulations for
the Fair Employment and Housing Act, including harassment based on gender identity or
expression, bullying and abusive conduct. It is the intent of the training to educate all supervisory
employees regarding the prevention of harassment, discrimination and retaliation and shall include
practical examples aimed at instructing supervisors in such matters. The training will be conducted
by qualified instructors who possess the requisite knowledge, skill and expertise on all aspects of
the subject matter.
Policy 4: VIOLENCE IN THE WORKPLACE
a.

Violence-Free Workplace

The District is committed to providing a safe, violence-free workplace. In this regard, the District
strictly prohibits employees, officers, consultants, contractors, vendors, customers, visitors, or
anyone else on District premises or engaging in a District-related activity from behaving in a
violent or threatening manner. Moreover, as part of this policy, the District seeks to prevent
workplace violence before it begins and reserves the right to deal with behavior that suggests a
propensity towards violence prior to any violent behavior occurring. The District believes that
prevention of workplace violence begins with recognition and awareness of potential early
warning signs and has established procedures for responding to any situation that presents the
possibility of violence.
b.

Workplace Violence
Workplace violence includes, but is not limited to, the following:
1. Threats of any kind;
2. Threatening, physically aggressive, or violent behavior, such as intimidation of or
attempts to instill fear in others;
3. Other behavior that suggests a propensity towards violence, including belligerent
speech, excessive arguing or swearing, sabotage, or threats to sabotage District
property, or a demonstrated pattern of refusal to follow District policies and procedures;
4. Defacing District property or causing physical damage to the facilities; or
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5. Bringing weapons or firearms of any kind on District premises, in District parking lots,
or while conducting District business.
c.

Reporting

If any employee observes or becomes aware of any of the above-listed actions or behavior by any
person in or around the District premises or otherwise in connection with District business, he or
she should notify the District Administrator, or Administrative Services Manager immediately.
Employees also should notify the District Administrator or Administrative Services Manager if
any restraining order is in effect, or if a potentially violent non-work-related situation exists that
could result in violence in the workplace.
d.

Investigation

All reports of workplace violence will be taken seriously and will be investigated promptly and
thoroughly. In appropriate circumstances, the District will inform the reporting individual of the
results of the investigation. To the extent possible, the District will maintain the confidentiality of
the reporting employee and of the investigation. The District may, however, need to disclose
results in appropriate circumstances, for example, in order to protect individual safety. The District
will not tolerate retaliation against any employee who reports workplace violence. If an employee
believes he or she has been subject to retaliation, then the employee may file a complaint with the
District in the same manner as provided in the harassment policy (Policy 3).
e.

Corrective Action and Discipline

If the District determines that workplace violence has occurred, effective remedial action and/or
discipline will be taken in accordance with the circumstances involved. Any employee, officer,
contractor, consultant or vendor determined by the District to be responsible for workplace
violence will be subject to appropriate disciplinary action according to the nature and severity of
the offense, and any prior record of discipline. The range of disciplinary action includes verbal or
written reprimand, censure, suspension without pay, demotion, probation, discharge from
employment, and, for contractors, consultants and vendors, termination, cancellation or suspension
of its contract. If the workplace violence is that of a non-employee, the District will strive to take
appropriate corrective action in an attempt to ensure that such behavior is not repeated. Under
certain circumstances, the District may forego disciplinary action against an employee on the
condition that the employee takes a medical leave of absence. In addition, the District may request
that the employee participate in counseling, either voluntarily or as a condition of continued
employment.
Policy 5: WORKPLACE BULLYING
a. Bullying-Free Workplace
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The District is committed to providing a bullying-free workplace. The District will not in
any instance tolerate bullying behavior. Employees found in violation of this policy will
be disciplined, up to and including termination.
b. Workplace Bullying
For purposes of this policy, bullying is defined as repeated inappropriate behavior
(including conduct or statements) by an employee or other person against or
toward another employee in the workplace or in the course of or connected to
employment that is (1) hostile, offensive, threatening, intimidating, or humiliating,
(2) hurtful, cruel, or spiteful to the other employee, and (3) adverse or unrelated to
the District’s business interests. Bullying includes the gratuitous sabotage or
undermining of a person’s work performance. Bullying may be either direct or
indirect, whether verbal, physical or otherwise (including electronically
transmitted acts - i.e., cyberbullying, through the use of internet, cell phone,
computer, or wireless handheld device, currently in use or later developed and
used by employees). A single act or statement ordinarily will not constitute
bullying, unless it is especially severe and egregious.
When an allegation of bullying is made, the intention of the alleged bully is
irrelevant, and will not be given consideration when meting out discipline. As in
sexual harassment, it is the effect of the behavior upon the individual which is
important. The District considers the following types of behavior examples of
bullying:
Verbal Bullying: slandering, ridiculing or making evil, harmful and often untrue
statements toward or about a person or his/her family; persistent name calling
which is hurtful, insulting or humiliating; using a person as butt of jokes; abusive
and offensive remarks, such as the use of derogatory remarks, insults, and
epithets.
Physical Bullying: pushing; shoving; kicking; poking; tripping; assault, or threat
of physical assault; damage to a person's work area or property.
Gesture Bullying: non-verbal threatening gestures.
c. Responsibility of Employees
All employees are responsible for notifying their immediate supervisor,
department head, District Administrator, or Administrative Services Manager if
they are a victim of bullying or if they have knowledge or belief of bullying.
Employees should report any behavior they have witnessed at the workplace or
affecting the workplace which may be regarded as bullying, when that behavior is
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job related, or might be carried out on a District controlled site, or is connected to
District employment. Employees are responsible for making this report regardless
of the relationship between the initiator and the recipient of the bullying.
The District understands the sensitivity of the information requested and has in
place confidentiality procedures which recognize and respect the privacy of the
reporting employee(s). Consistent with values of the District, people should take
action in ways that maintain respect and dignity for individuals while acting in an
accountable and swift manner to address the situation.
d. Investigation
All reports of workplace bullying will be taken seriously and will be investigated
promptly and thoroughly. In appropriate circumstances, the District will inform the
reporting individual of the results of the investigation. To the extent possible, the
District will maintain the confidentiality of the reporting employee and of the
investigation. The District may, however, need to disclose results in appropriate
circumstances, for example, in order to protect individual safety. The District will
not tolerate retaliation against any employee who reports bullying. If an employee
believes he or she has been subject to retaliation, then the employee may file a
complaint with the District in the same manner as provided in the harassment policy
(Policy 3).
e. Corrective Action and Discipline
If the District determines that workplace bullying has occurred, effective remedial
action and/or discipline will be taken in accordance with the circumstances
involved. Any employee, officer, contractor, consultant or vendor determined by
the District to be responsible for workplace bullying will be subject to appropriate
disciplinary action according to the nature and severity of the offense, and any prior
record of discipline. The range of disciplinary action includes verbal or written
reprimand, censure, suspension without pay, demotion, probation, discharge from
employment, and, for contractors, consultants and vendors, termination,
cancellation or suspension of its contract. If the workplace bullying is that of a nonemployee, the District will strive to take appropriate corrective action in an attempt
to ensure that such behavior is not repeated. Under certain circumstances, the
District may forego disciplinary action against an employee on the condition that
the employee takes a medical leave of absence. In addition, the District may request
that the employee participate in counseling, either voluntarily or as a condition of
continued employment.
In determining the appropriate discipline, the District may take into account the
following factors:
•The levels of harm, surrounding circumstance, and nature of the behavior;
• Past incidences or past or continuing patterns of behavior;
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•The relationship between the parties involved; and
•The context in which the alleged incidents occurred.
f. Upon completion of the investigation, the District will take appropriate action on a
case by case basis. District staff will notify the participants involved when the
investigation is completed.
Policy 6: INCOMPATIBLE ACTIVITIES AND CONFLICTS
Employees are expected to devote their best efforts and attention to the full-time performance of
their jobs. Moreover, employees are expected to use good judgment, to adhere to high ethical
standards, and to avoid situations that create an actual or potential conflict between their personal
interests and the interests of the District. A conflict of interest exists when the employee's loyalties
or actions are divided between the District's interests and those of another, such as a relative,
competitor, supplier, or customer. Both the fact and the appearance of a conflict of interest should
be avoided. Employees unsure as to whether a certain transaction, activity, or relationship
constitutes a conflict of interest should discuss it with their immediate supervisor or the
Administrative Services Manager for clarification.
a.

Personal Relationships

To implement this objective, the District will attempt to avoid assignments that involve actual or
potential conflicts of interest, as well as working relationships involving relatives or individuals
with close personal relationships that may potentially lead to complaints of favoritism, lack of
objectivity, employee morale or dissension problems that can result from such relationships. In
accordance with this policy, relatives of employees, directors and individuals with whom
employees reside will not be eligible for employment with the District in any situation where
potential problems of supervision, safety, security or morale exists, or where personal relationships
create an actual or potential conflict of interest, cause disruption, or create a negative or
unprofessional work environment. For purposes of this policy, relatives mean an employee’s
parent, child, spouse, brother, or sister or stepparent, stepchild, stepbrother or stepsister and any
parent, child, brother or sister of an employee’s spouse. As noted above, the policy is not limited
to relatives and applies to other situations involving actual and potential conflicts of interest.
If two employees become subject to the restrictions of this policy after they are hired, the District
Administrator shall determine within three (3) months of receiving notice of such occurrence,
whether or not potential problems noted above exist, or whether an accommodation can be made
which may avoid the need for one of the two employees to be transferred, reassigned or terminated.
b.

Other Potential Conflicts

While it is not feasible to describe all possible conflicts of interest that could develop, some of the
more common conflicts that employees should avoid include the following:
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1.
Accepting personal gifts, entertainment or remuneration of any type from
competitors, customers, suppliers, or potential suppliers;
2.
Using proprietary or confidential District information for personal gain or to the
District's detriment;
3.
Having a direct or indirect financial interest in or relationship with a competitor,
customer, vendor, or supplier, except that ownership of less than one percent (1%) of the
publicly traded stock of a corporation will not be considered a conflict;
4.

Using District property or labor for personal use;

5.
Acquiring any interest in property or assets of any kind for the purpose of selling
or leasing it to the District; or
6.
Committing the District to give its financial or other support to any outside activity
or organization without the approval of the Board of Directors
Policy 7: EMPLOYMENT STATUS
a.

Non-Exempt Positions
1.

Regular Full-Time Employee

A regular full-time employee works a regular schedule of 40 hours per week. The
employee shall work pursuant to a schedule prepared by his or her supervisor that will
provide for 40 hours a week. The District may find it necessary to change an employee’s
work schedule to meet temporary or permanent operational needs. Employees will be
notified of a schedule change as far in advance as is reasonably possible.
2.

Regular Part-Time Employee

A regular part-time employee works a consistent schedule that is less than 32 hours per pay
period.
3.

Temporary/Seasonal Employee

A temporary/seasonal employee works a varied schedule not to exceed 1000 hours in a
twelve (12) month period.
b.

Exempt Positions

Exempt employees are exempt from overtime pay within the meaning of federal wage and hour
laws and are not eligible to receive payment of overtime compensation. Exempt employees are
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engaged in work which is primarily, managerial, professional or administrative, and which requires
exercise of discretion, independent judgment, and/or supervisory control over other employees.

Policy 8: HOURS OF WORK AND OVERTIME
a.

Work Week

The regular work week for full-time employees shall be 40 hours. Each employee’s work
schedule during the work week shall be defined by the employee’s supervisor. Work schedules
are designed to meet the operational demands required to effectively deliver District services.
Employees are expected to be available promptly at the start of their assigned periods of work.
The District may find it necessary to change an employee’s work schedule to meet temporary or
permanent operational needs. Employees affected by a schedule change will be given notice as
far in advance as is reasonably possible.

b.

Payment of Salary

Except as otherwise indicated, the compensation provided shall be deemed to mean the
compensation per month. The salaries of all non-exempt employees shall be paid in two (2) equal
semi-monthly installments on the fifteenth and last day of the month. Checks issued on the
fifteenth of the month shall be compensation for work performed between the sixteenth and end
of the prior month, and checks received on the last day of the month shall be compensation for
work performed between the first and sixteenth of the month. If the fifteenth or last day of the
month falls on a weekend or holiday, checks will be issued on the last regular day that the office
is opened prior to the holiday or weekend.
Employees who occupy regular part-time positions and part-time seasonal positions shall be paid
at their assigned hourly rate. Timesheets for these employees are due on the first and sixteenth of
the month. Checks will be issued for this time worked on the following fifteenth and last day of
the month.
The salaries of exempt employees shall be paid in two (2) equal semi-monthly installments on the
fifteenth and last day of the month. Payment shall be for the work period immediately preceding
the date of the check.
c.

Overtime Policy

Employees shall be paid for their hours worked in accordance with all legal requirements.
Employees who qualify as administrative, executive, or professional employees within the
meaning of the federal wage and hour laws, are exempt from overtime pay and are not subject to
this policy. Only non-exempt regular, full-time employees may normally be authorized to work
overtime hours within the meaning of this policy.
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Overtime should be kept to a minimum. All overtime necessitates prior written authorization by
the District Administrator. Employees subject to this policy or authorized to work overtime shall
receive overtime pay or compensatory time as provided by law. Violations of this policy, by
working unauthorized overtime will be subject to disciplinary action.
Authorized overtime is compensated at one and one-half (1½) times an employee’s regular rate of
pay for all hours worked over forty (40) hours in any single work week. For purposes of this policy
the District’s work week begins at 12:00 a.m. Monday and ends at 11:59 p.m. the following
Sunday.
Authorized overtime shall be recorded by the employee in writing, along with references to the
date and time of authorization by the District Administrator for the overtime. The writing shall be
initialed and dated by the District Administrator. The District Administrator may waive this
requirement in order to avoid an unfair result but any such waiver shall be within the sole discretion
of the District Administrator.
Overtime is rounded out to the nearest quarter of an hour.
Sick time, holiday, and vacation hours paid but not worked are not included in calculating
overtime. Overtime is based on actual hours worked as required by law.
d.

Compensatory Time Off in Lieu of Overtime Pay

Full-time non-exempt employees may be given compensatory time off in lieu of overtime pay for
authorized work in excess of forty (40) hours per week to be computed at one and one-half (1½)
times the excess hours worked. The District shall keep an accurate record of compensatory time
earned and compensatory time off for all such employees. An employee may not accrue more than
sixty (60) hours of compensatory time off. After sixty (60) hours have accrued, any additional
authorized overtime worked will be compensated with overtime pay at the rate of one and one half
(1½) times the excess hours worked over forty (40) hours in one week. Request for taking
compensatory time off should be submitted to the employee’s immediate supervisor in writing as
far in advance as feasible. Overtime will be compensated in the form of overtime pay, unless the
employee signs and files a consent authorizing compensatory time off in lieu of overtime pay.
Such a consent shall remain in effect until withdrawn or superseded by the employee in writing.
An employee must use CTO within thirteen (13) pay periods from the date it was earned.
e.

Stand-by/On Call Pay

Stand-by pay shall mean pay for an employee during the period of stand-by. Stand-by time shall
mean that the employee shall be constantly available by phone and be able to respond to any
District facility within a 30-minute time period. During periods of stand-by the District shall have
the option to require the employee to use District vehicles when it is deemed to be in the best
interests of the District. Stand-by pay shall be two hours of straight-time for each 24 hour period
and shall not be used in the calculation of CTO or overtime. The District Administrator or his or
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her designee shall authorize stand-by status in advance of the scheduling. An employee who is
scheduled for stand-by status can request another employee to take the standby status in his or her
place upon obtaining approval from the District Administrator and/or his or her designee.
If the employee is required to assume his/her own employment duties on an emergency basis
because of threatened danger to life or health of District employees or customers, or danger to
District property, then the employee shall be entitled to emergency pay in addition to the two (2)
hours of standby pay. The emergency pay will be computed at the employee’s regular rate of pay
for a two (2) hour minimum period of time, and all time spent in excess of two (2) hours shall be
compensated at one and one half (1½) times the employee’s regular hourly rate of pay. If the
employee has already worked his/her forty-hour (40) week, the first two hours will be compensated
at one and one-half (1½) times the employee’s regular hourly rate of pay. Exempt employees are
not subject to this policy and shall not receive emergency pay in addition to their regular salary.

f.

Meal Periods

Employees are required to take one, unpaid meal period of at least 30 minutes, every 6 hours
worked. The meal period should be taken approximately in the middle of the workday. Meal
periods may not be taken in the first or last hour of the workday. In special circumstances,
supervisors may approve longer meal periods and adjust the employee’s schedule accordingly.
Requests to take a longer meal period must be submitted and approved by the employee’s
supervisor in writing and in advance.
Policy 9: COMPENSATION
a.

Payday

The salaries and wages of all District employees shall be paid semi-monthly, being the 15th day
and the last day of every month. In the event a payday falls on one of the holidays listed in Policy
12, or on a Saturday or Sunday, the immediately previous working day shall become the payday.
b.

Compensation at Hiring

1.
New Employees: All newly appointed employees shall be paid at the first step of
the salary range for the position to which the employee is appointed except as provided elsewhere
herein.
2.
Advance Step Hiring: If the District Administrator finds that qualified applicants
cannot be successfully recruited at the first step of the salary range, he/she may authorize an
appointment at an advanced step of the salary range. Appointment of an employee at Step 3 or
above shall require Board approval.
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c.

Merit Advancement Within Range

1.
Performance Evaluation Required: The District Administrator shall authorize a
merit advancement within the salary range only after evaluating the employee’s performance and
determining that it is satisfactory. This determination shall be noted on a performance evaluation
form to be placed in the employee’s file, with a copy given to the employee.
2.
Period of Employment Required for Merit Advancement: Unless otherwise
specified herein, each employee shall, in addition to receiving a satisfactory written performance
evaluation, complete the following required time of employment to be eligible to receive a merit
increase:
(a)

New Employees: A person hired as a new employee shall have a merit
advancement date which is twelve months from the appointment date.

(b)

Promotion or Demotion: An employee who is promoted or demoted shall
have a new merit advancement date, which shall be twelve months from the
date of promotion or demotion.

(c)

Voluntary Demotion: An employee who voluntarily demotes to a position
at a lower salary range shall have no change in merit advancement date.

(d)

Leave of Absence: Any period of time taken by an employee for an unpaid
leave of absence shall not be counted as time worked towards his or her
twelve month period for his or her merit advancement date. The merit
advancement date shall be extended for the period of the leave of absence.

(e)

Change in Range Allocation: If the salary range for an employee’s position
is changed, the employee’s merit advancement date shall not change.

(f)

Position Reclassification: An employee whose position is reclassified to a
position having the same or lower salary range shall have no change in merit
advancement date. An employee whose position is reclassified to a position
having a higher salary range shall have a new merit advancement date which
is twelve months following the effective date of the position
reclassification.

(g)

Non-Merit Step Adjustments: An employee whose salary step is adjusted
to a higher step for reasons other than regular merit advancement shall have
a new merit advancement date effective twelve months from the date of the
adjustment. A cost of living adjustment (COLA) shall not be considered a
non-merit step adjustment for purposes of this policy.

3.
Effective Date: An employee’s merit increase, if approved, shall take place the first
day of the pay period in which the merit advancement date falls. The District Administrator may
delay authorizing the merit advancement up to ninety days beyond the employee’s merit
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advancement date without affecting the normal merit advancement date. In case of such a delay,
the employee’s merit advancement shall be effective the first day of the pay period following the
District Administrator’s authorization. If authorization for a merit advancement is delayed beyond
ninety days from the employee’s merit advancement date, the employee shall not be eligible for a
merit increase until his/her next normal merit advancement date. In the event the Board of
Directors determines it is facing financial difficulties, the District may postpone and/or deny an
employee’s merit advance.
d.

Promotion

Employees promoted to a position with a higher salary range may be paid either at the minimum
rate of the new range or at the nearest higher rate that the employee would otherwise be entitled to
on the date the promotion is effective, whichever is greater, provided that an employee promoted
to a salary range in excess of one range above his/her former range shall receive no less than one
range increase, at the same step, in rate.
e.

Cost of Living (COLA) Increase

The District may provide COLA increases each year after assessing against the California AllUrban Price Index, overall District revenues and the cost of employee benefits.
f.

Longevity Pay

The District will pay longevity pay for each regular full-time employee, as follows: 5% salary
increase for service beyond ten (10) years, 5% salary increase for service beyond fifteen (15) years
and an additional 5% salary increase for service beyond twenty (20) years.
g.

Swing/Graveyard Shift Differential

Employees who normally work a swing or graveyard shift shall receive a 5% differential in wage.
This differential is in recognition of the hardship placed upon employees working these unusual
shifts.
h.

Bilingual Services Compensation

A stipend of $100 monthly is paid when an employee uses their bilingual skills an average of 10%
or more of their total work time. (Time should be an average of the time spent on bilingual
activities during a given fiscal year.) Employees are eligible for this pay whether they are using
such skills in a conversational, interpretation, or translation setting. Their position must be in a
work setting where bilingual skills are required to meet the needs of the public in either:
•
A direct public contact position;
•
A position utilized to perform interpretation, translation or specialized bilingual activities
for District.
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Eligibility will be determined by the District Administrator based on District needs and must be
approved by the employee’s supervisor as well as the District Administrator.

Policy 10: PERFORMANCE EVALUATION
a. An employee appointed to any full-time position in the District will be hired on a one-year
introductory basis. Performance evaluations will be conducted by the employee’s
supervisor after ninety (90) days and six (6) months. At the end of the one-year
introductory period, an evaluation will be given, and the employee will receive full time
regular status from the District Administrator if the employee has fulfilled his/her duties as
required. The completion of the one-year introductory period shall have no effect on the
at-will status of the employee’s employment.
b. The employee’s immediate supervisor and/or the Department Head shall conduct a
performance review of each employee before the merit advancement date.
c. Performance evaluations shall provide recognition for effective performance and identify
areas that need improvement.
d. The performance evaluation shall be discussed with the employee and placed in the
employee’s personnel file. If the employee refuses to sign the performance evaluation, a
notation shall be made on the evaluation to that effect and the evaluation placed in the
employee’s personnel file.
e. Unscheduled performance evaluations may be made at the discretion of the immediate
supervisor, Department Head, District Administrator or his/her designated representative.
Policy 11: ELIGIBILITY FOR BENEFITS
Regular full-time employees of the District are eligible for all benefits specified in these policies.
Regular part-time employees are eligible to receive prorated vacation and sick leave benefits as
set forth herein and travel reimbursement. The District retains the right to transition existing
employees from regular full-time to regular part-time positions when the economic circumstances
of the District so require, which may result in a reduction or termination of some benefits for
certain employees. Any such change in classification from regular full-time employment to
regular part-time employment must be approved by the District Administrator. All employees
affected by such change shall receive two (2) weeks prior written notice of the change from regular
full-time to regular part-time employment, the number of hours per week of employment required
in the new regular part-time position, and the extent to which benefits have been reduced and/or
eliminated by such change in classification. If the transition will affect an employee’s health
benefits, the employee shall be given thirty (30) days’ notice prior to any change in health benefits.
Policy 12: ADMINISTRATIVE LEAVE
An employee designated as exempt is entitled to participate in the District’s Administrative Leave
Program. Administrative leave begins to accrue starting with the employee’s first day of
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employment. Accrual will be pro-rated for the first month of employment based on date of hire.
Exempt employees shall accrue 5.34 hours of administrative leave for each full month worked.
An employee must work (or use earned time off, i.e. vacation, sick leave or CTO) a full month in
order to accrue administrative leave for the month. Administrative leave shall accrue during
days actually worked and for the first 30 days of any leave with pay. Administrative leave shall
not accrue during any unpaid leave of absence or after the first 30 days of any leave with pay. An
employee is not permitted to borrow on future accrual of administrative leave benefits.
Requests to use administrative leave shall be made in the same manner as requests to take vacation
leave.
No exempt employee shall be eligible to accrue more than a maximum of 64.08 hours of
administrative leave pay at any time. Administrative leave hours may be carried over from one
fiscal year to the next, up to the 64.08 hour ceiling. Once the maximum administrative leave hours
are reached, the accrual will cease until the administrative leave balance falls below the allowed
maximum. An employee may seek an exception to this policy because of special situations where
the employee cannot be granted administrative leave. It will be within the District Administrator’s
sole discretion to grant or deny the exception. An employee who terminates his employment will
be paid for unused administrative leave that had been earned and the administrative leave shall be
paid at the employee’s current salary at the time of termination.
Policy 13:

VACATION

Regular full-time and part-time employees begin to earn paid vacation time according to the
schedules set forth below. Vacation time begins to accrue beginning with the employee’s first day
of employment. Vacation accrual will be pro-rated for the first month of employment based on
date of hire. However, employees will not be entitled to take paid vacation time until after three
(3) months of employment with the District.
Vacation shall be arranged by the employee and their supervisor and shall be scheduled to cause
the least inconvenience to the District operation. Employees must request vacation at least one (1)
month in advance. The District may, at its discretion, authorize vacation/annual leave that has not
been requested one (1) month in advance.
The Department Heads shall submit vacation requests to the District Administrator for approval,
and the District Administrator shall submit vacation requests to the Board Chair for approval. In
the event the District Administrator is on vacation and/or will be unavailable for more than 2 days,
the District Administrator shall designate an employee to be in charge.
An employee must work (or use earned time off, i.e. vacation, sick leave or CTO) a full month in
order to accrue vacation for the month.
In special and unusual circumstances, an employee may take additional vacation without pay.
This request must be in writing and pre-approved by the District Administrator.
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a.

Vacation Accrual

1.
as follows:

Regular Full-Time Employees. Regular full time employees shall accrue vacation
Employment

Days Each Month

Less than 3 years

.92 for each full month
worked

3 years but less than 5 years

1.25 for each full month
worked

5 years & over

1.67 for each full month
worked

An employee who becomes ill while on vacation, and desires to claim sick leave rather than
vacation, shall make such a request as soon as possible after he or she desires sick leave
compensation to begin. The District may require a medical doctor’s certificate after three (3)
consecutive sick days during the vacation period where sick leave is being requested.
If an observed District holiday occurs during an employee’s scheduled vacation, no deduction from
accrued vacation will be made for the holiday.
Vacation shall accrue during days actually worked and for the first 30 days of any leave with
pay. Vacation shall not accrue during any unpaid leave of absence or after the first 30 days of
any leave with pay. An employee is not permitted to borrow on future accrual of vacation
benefits.
2.
Regular Part-Time Employees. Regular part-time employees accrue vacation time
on a pro rata basis.
3.
Temporary or Seasonal Employees.
eligible for the District’s benefit package.
b.

Employees in this classification are not

Ceiling on Vacation Benefits

Regular full-time employees may accrue 240 hours of vacation time which will be eligible for
vacation leave payout upon termination of employment with the District.
Regular part-time employees may accrue 160 hours which will be eligible for vacation leave
payout upon termination of employment with the District.
.
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Policy 14: HOLIDAYS
a.
Eight (8) hours of paid leave shall be granted to all Regular Full-Time Employees and
four (4) hours of paid leave shall be granted to all Regular Part-Time Employees for each of the
following days:
1. New Year’s Day
2. Martin Luther King Day
3. Washington’s Birthday
4. Memorial Day
5. Independence Day
6. Labor Day
7. Veteran’s Day
8. Thanksgiving Day
9. Day after Thanksgiving
10. Christmas Eve
11. Christmas Day
12. New Years Eve
13. Floating Holiday

January 1
January – Third Monday
February – Third Monday
May – Last Monday
July 4
September – First Monday
November 11
November – Fourth Thursday
November – Fourth Friday
December 24
December 25
December 31
(Employees may take one day off with pay as a floating
holiday during each fiscal year from July 1 to June 30. This
holiday may not be accumulated from year to year. Regular
Part-Time Employees shall receive 4 hours of Floating
Holiday pay during during each fiscal year from July 1 to
June 30.)

b.
Holidays which fall on a Saturday shall be observed on the preceding Friday, and Holidays
which fall on a Sunday shall be observed on the following Monday.
c.
Temporary employees working the holiday will receive straight time. Temporary
employees working in excess of forty (40) hours in a week due to working on a holiday shall be
entitled to the District’s time and a half policy for hours worked in excess of forty (40) hours in a
workweek.
d.
The District may, at its discretion, require an employee to work on a scheduled holiday
and provide pay in lieu of time off. Regular non-exempt employees working on a holiday will
receive double time for the entire number of hours worked.
Holiday with pay benefits shall not be provided during any unpaid leave of absence.
Policy 15: SICK LEAVE
a. Sick leave is an employee benefit provided by the District to be granted under the below listed
circumstances and for the purpose of promoting the health and welfare of the individual
employee until such time as all the accrued sick leave has been used. It is not an earned right
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to be used like vacation time. Sick leave is granted to an employee when he or she must be
absent from duty because of a bona fide illness or injury. Sick leave may only be used under
appropriate circumstances. The improper use of sick leave benefits (e.g., using it as vacation
time) may result in disciplinary action, up to and including termination.
b. All regular full-time employees will accrue sick leave beginning on the employee’s first day
of work. It will accrue at the rate of 8 hours for each full month of full-time service. Sick leave
is accumulated by regular part-time employees on a pro rata basis.
c. Sick leave shall accrue during days actually worked and for the first 30 days of any leave
with pay. Sick leave shall not accrue during any unpaid leave of absence or after the first 30
days of any leave with pay.
d. Sick leave may be used by regular employees for the following reasons:
1) The employee’s own illness or injury;
2) Medical or dental appointments of employee or immediate family member
3) Providing care for a member of the immediate family where such member is ill or injured
and who requires the care of attendance of the employee as provided by the District’s leave
of absence provisions for family medical leave.
For purposes of this policy, “immediate family” shall include the employee’s spouse, registered
(as defined by the County of Sacramento) domestic partner, parents or parent-in-law, children,
grandparents, grandchildren, brothers and sisters, or any person in the custodial care of the
employee. An employee also may use his or her annual sick leave in order to attend to an illness
or medical, dental and vision appointments of the employee’s child, stepchild, legal ward, parent,
step parent, parent in law, legal guardian, spouse, registered domestic partner, or a child of the
employee’s registered domestic partner, grandparent, grandchild or sibling
e. It shall be the responsibility of each employee absent from duty due to illness or injury to
notify District within the first one-half hour of the employee’s start time. The employee shall
notify his or her supervisor of the absence. In the event the supervisor is not available, the
employee shall advise the front desk contact person of his or her absence. In no event shall
notification of an absence be left on a voicemail. Employees with sole responsibility for
opening a facility or starting a scheduled District activity are responsible for notifying the
supervisor of their absence due to illness or injury far enough in advance to allow the
supervisor to arrange for a substitute to perform these duties.
f. The District may require a statement from a medical doctor verifying the reason for absence
due to illness or injury, after three (3) consecutive sick days. For ongoing sick leave, the
District may require the employee to periodically renew the medical verification. As a
condition of reinstatement following sick leave for the employee’s own injury or illness, a
doctor’s statement may also be required stating that the employee is capable of returning to his
or her normal duties. Accrued sick leave with pay will not be authorized or granted for periods
in excess of accrued sick leave. Upon retirement, unused accrued sick leave may be credited
to the employee according to the provisions of the District’s contract with PERS.
g. Catastrophic Leave
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An employee who has exhausted his or her leave credits and must miss work due to a prolonged
illness or injury (including that of an eligible family member), or due to a natural disaster, may
request catastrophic leave.
A catastrophic illness or injury is defined as an illness or injury that is serious and expected to
incapacitate the employee or a member of the employee's family or household, and which
creates a financial hardship because the employee has exhausted all eligible leave credits.
A natural disaster is defined as an act of nature, such as a flood, earthquake, or fire, that has
had an effect on the employee's principal residence and the Governor has declared a state of
emergency in the county where the employee resides.
Employees may donate part of their accrued sick leave to any other employee of the District
who exhausts their sick and vacation leave and is still incapable of performing their duties.
Sick leave will be donated on an hour-for-hour basis. Sick leave donations shall be in writing
and shall be signed by the employee donating the sick leave and specifying the employee to
whom it is donated. Employees wishing to donate sick leave must maintain a minimum of 160
hours
in
their
own
sick
leave
bank.
h. A regular employee may coordinate accrued sick leave and vacation benefits with his or her
worker’s compensation or state disability insurance benefits. The District will pay up to 100%
of the employee’s gross salary until his or her previously accrued sick leave is exhausted.
1) For example: If disability insurance pays 75% of an employee’s pay during a one-day
absence, the employee may use accrued sick leave for the remaining 25%. The employee’s
accrued sick leave is therefore reduced by one-fourth of a day.
2) For a regular employee who is on a leave of absence entitled to benefits under workers’
compensation, state unemployment disability, or other insured disability plan, the District
shall continue to fund its share of the employee’s medical and other insurance benefits
during the period of time in which the employee, with the election to coordinate accrued
leave as provided above, is receiving pay equal to his or her full salary. If an employee is
no longer on paid status, medical and other insurance benefits will continue during the
leave only if (a) the employee pays his or her total insurance premium, including the
District’s share, and (b) such continuation coverage is allowed under the terms of the
particular insurance plan.
i. Sick Leave Payout Option
Regular full-time employees of the District may choose the sick leave payout option upon
termination of employment with the District. If the employee chooses this option, any unused sick
leave up to a maximum of 320 hours will be compensated at 50% of the employee’s current hourly
rate of pay at termination of employment. Should an employee choose the sick leave payout option,
any accrued sick leave for which an employee has been paid out will not be credited to the
employee upon retirement.
Policy 16: PART TIME SICK LEAVE
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Temporary/seasonal employees who do not accrue regular or pro-rated sick time qualify for paid
sick under the Healthy Workplace Healthy Family Act of 2014.
Leave will begin to accrue on the first day of employment, but leave cannot be taken for the first
90 days of employment.
Qualifying employees will earn one hour for every 30 hours worked, with a maximum of 48
hours in a year. The number of hours Temporary/seasonal employees can use in one year is
24. Excess hours can be rolled over from year to year, but once the limit of 48 hours is reached,
the accruals will stop until some leave is expended.
Leave can be for themselves or a family member for preventive care or care of an existing health
condition or for specified purposes if he or she is a victim of domestic violence, sexual assault or
stalking. Family members include the employee’s parent, child, spouse, registered domestic
partner, grandparent, grandchild and sibling. Preventive care would include annual physicals or
flu shots.
Qualifying employees may use paid sick leave upon oral or written request, and an employee
does not have to find a replacement as a condition for using leave. If the need is foreseeable the
employee must give reasonable advance notice, but where the absence is unforeseeable the
employee need only give notice as soon as practicable.
Part time sick leave cannot be cashed out upon separation from the District; however if an
employee returns to his or her job or to a different part time position with the District, the
previous leave balance can be reclaimed.
Employees will receive their sick leave balance on their semi-monthly pay stub.
Policy 17: LEAVES OF ABSENCE
a. Unpaid Leaves unless Otherwise Provided
It is the District’s policy to grant leaves of absence to regular full-time employees on a
nondiscriminatory basis. Leaves of absence will be considered in cases of medical disability,
pregnancy/paternity, personal emergency, military duty, jury duty, witness duty, bereavement, or
other special circumstances. Unless specifically provided in these policies, all leaves of absence
are available only on an unpaid basis.
b. Maximum Period of Leave
If special circumstances are required, the District Administrator may grant an employee a leave of
absence not to exceed a period of four (4) months. A leave of absence for the District
Administrator must be approved by the Board of Directors.
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c. Leaves of Absence during Introductory Period
If an employee is absent due to an authorized leave of absence granted during the introductory
period, his or her introductory period will be extended by the exact number of days that he or she
is absent for such purpose.
d. Standards of Considering Granting Leaves of Absence
Subject to any applicable legal restriction, requests for leaves of absence will be considered
on the basis of an employee’s length of service, performance, responsibility level, the reason for
the request, and the District’s ability to obtain a satisfactory replacement for the employee during
the time the employee will be away from work.
e. Returning from Leave of Absence
When an employee is placed on a leave of absence, an effort will be made to hold the employee’s
position open for the period of the approved leave. However, due to business needs, there will be
times when positions cannot be held open. Accordingly, unless required by law, it is not possible
to guarantee reinstatement following each leave of absence.
In the event that an employee’s former position cannot be held open and is unavailable when the
employee is ready to return in a timely manner from an approved leave, effort will be made to
place the employee in a comparable position for which the employee is qualified. If such a position
is not available, the employee will be offered the next such position for which the employee is
qualified that becomes available. Employees who do not accept such a position offered by the
District will be considered to have voluntarily resigned, effective the date such refusal is made.
f. Benefits During Unpaid Leave
Employees on unpaid leaves of absences do not accrue vacation or sick leave benefits. The period
that an employee is on unpaid leave of absence is not considered time worked for purposes of
determining eligibility for or the amount of any benefit provided by the District.
When an employee returns from an unpaid leave of absence, the eligibility and accrued dates for
all benefits for which the employee is eligible will be adjusted to reflect the period of such leave.
If a paid holiday falls during the period an employee is on unpaid leave of absence, the employee
will not be eligible for holiday pay.
g. Discretion of District Administrator
Notwithstanding any provisions of this policy, and subject to the provisions of applicable law, all
leaves of absence are granted at the sole discretion of the District Administrator, with the exception
of leaves granted to the District Administrator, which shall be granted at the sole discretion of the
Board of Directors.
i. Misrepresentation Regarding Leaves
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Misrepresenting reasons for applying for a leave of absence may result in disciplinary actions,
including termination.
j. Failure to Return after Leave
If an employee accepts other employment or fails to return to work on the next regularly scheduled
work day following the expiration of his or her leave, the employee will be deemed to have
voluntarily terminated his or her employment. An employee will not be granted leave to engage
in business or try out a new job.
k. Absent Without Leave
An employee absent without leave, for more than three (3) working days may be deemed to have
voluntarily resigned from his or her employment with the District.
l. Medical Leave of Absence
Employees who are temporarily unable to perform their usual and customary work due to a
personal illness or injury, including but not limited to work related injuries, will normally be
granted a medical leave of absence. Medical leaves, if granted, will normally be granted on the
basis of a physician’s written statement that an employee is no longer able to work due to the
medical disability. An employee who plans to take a medical leave must provide the District
Administrator reasonable notice of the date the leave will commence, the estimated duration of the
leave, and the date on which it is expected that the employee will return to work. When an
unplanned medical situation or emergency occurs that does not allow the employee to provide
advance notification of the need for medical leave, the employee must notify the District of the
situation within three (3) working days of an absence.
Normally, the maximum length of leave that will be granted for any medical disability is four (4)
months. Employees returning to work after any medical disability leave must have a written
release from a physician verifying that they are able to return to work and safely perform their
duties.
During such a medical leave of absence, an employee may use any accrued sick leave benefits,
vacation benefits, and/or leave without pay. The District will continue to pay the employee’s
health insurance premium for up to a maximum of four (4) months, provided the employee is
receiving his or her full salary. For purposes of this policy “four (4) months” means eighty-eight
(88) working days. Any coverage beyond this maximum is the sole responsibility of the employee.
The employee must make arrangements to pay the cost of such coverage.
Employees who return to work at the end of a medical leave of absence will be returned to work
at their former position if available, or will be offered the first available opening for which they
are qualified. An employee who fails to report to work for the same or comparable position at the
end of an approved leave will be deemed to have voluntarily resigned.

38

m. Pregnancy Disability Leave
The District provides female employees with job-protected unpaid leave, up to four months or 17.3
weeks, for disabilities relating to pregnancy, childbirth or related medical conditions (meaning a
physical or mental condition intrinsic to pregnancy or childbirth). For the purposes of leave under
this policy, “four months” mean the number of days the employee would normally work within
four calendar months (one-third of a year equaling 17.3 weeks), if the leave is taken continuously,
following the date the pregnancy leave commences.
The District also provides reasonable accommodations, to the extent required by law, for
conditions related to pregnancy, childbirth or related medical conditions. In addition, a transfer to
a less strenuous or hazardous position or duties may be available pursuant to an employee’s
request, if such a transfer is medically advisable. Employees requesting a leave or reasonable
accommodation should promptly notify their supervisor and the Administrative Services Manager.
1.
Eligibility
All employees who experience disabilities relating to pregnancy, childbirth or related
medical conditions (meaning a physical or mental condition intrinsic to pregnancy or
childbirth) may request leave or a reasonable accommodation under this policy.
2.
Use of accrued paid leave
Accrued paid sick leave must be used concurrently with leave taken under this policy. If
SDI benefits have begun, the employee may choose to supplement those benefits with
accrued paid sick leave. Paid sick leave and SDI benefits combined may not exceed 100%
of regular pay.
Additionally, employees may choose to use accrued paid leave (such as vacation or paid
time off), concurrently with some or all of the leave under this policy. To receive paid
leave, eligible employees must comply with the District’s normal procedures for the
applicable paid-leave policy (e.g., call-in procedures, advance notice). If SDI benefits are
being paid, accrued paid leave and SDI payments combined may not exceed 100% of
pay.
3.
Maintenance of health benefits
The District will continue to pay the employee’s health insurance premiums as provided
for in these Personnel Policies during the period of Pregnancy-Disability Leave for a
maximum of four (4) months, defined as 17.3 weeks or eighty-eight (88) working days.
However, the cost of dependent coverage and/or cost of any premium normally borne by
the employee will remain the sole responsibility of the employee. The employee must
make arrangements to pay the cost of such coverage before the leave begins. A failure
by the employee to make arrangements for the cost of the premium for which he or she
is responsible may result in termination of health benefits.
4.

Procedures
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When seeking leave or a reasonable accommodation under this policy, an employee must
provide the Administrative Services Manager with the following:
o As soon as practicable and if possible prior to commencing leave, a statement from
his or her health care provider supporting the request for leave or reasonable
accommodation. The statement should confirm that the requested leave or
reasonable accommodation is based on a pregnancy-related disability, and if the
statement is provided in support of a leave request, the statement should include an
anticipated start and end date. An employee must also supply periodic reports as
deemed appropriate during the leave regarding the employee’s status and intent to
return to work.
5.
Employer responsibilities
To the extent required by law, the District will inform employees whether they are
eligible for leave under this policy. Should employees be eligible for leave, the District
will provide eligible employees with a notice that specifies any additional information
required, as well as their rights and responsibilities.
As detailed in the California Family Rights Act (CFRA)-Family and Medical Leave Act
(FMLA) Policy, the District will also inform employees if leave will be designated as
FMLA-protected and, to the extent possible, note the amount of leave counted against
employees’ leave entitlements. If employees are not eligible for FMLA leave, the District
will provide a reason for the ineligibility.
Additionally, the District will engage in an interactive process with employees who
request a reasonable accommodation under this policy.
6.
Job restoration
Upon returning from leave, employees will typically be restored to their original
positions or to equivalent positions with equivalent pay, benefits, and other employment
terms and conditions.
Failure to return after leave
If an employee fails to return to work as scheduled after leave under this policy, or if an
employee exceeds the leave entitlement, the employee will be subject to the District’s
other applicable leave of absence, accommodation and attendance policies. This may
result in termination if the employee has no other leave available to her that applies to
the continued absence.
n. Parental Leave
1.

Regular full-time employees who are having or adopting a baby are entitled to
four (4) months of leave. The leave may be used for child care after the child is
born, or, for a female employee, for disability due to pregnancy, child birth or
related medical condition. This leave can be a combination of vacation, sick
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leave, and/or leave without pay. For the purposes of this policy, four (4) months
means 17.3 weeks or eighty-eight (88) working days.
2.

Any leave taken during pregnancy is considered maternity leave, unless designated
differently by the District Administrator.

3.

The District will continue to pay the employee’s health insurance premiums as
provided for in these Personnel Policies during the period of Pregnancy-Disability
Leave for a maximum of four (4) months, defined as 17.3 weeks or eighty-eight
(88) working days. However, the cost of dependent coverage and/or cost of any
premium normally borne by the employee will remain the sole responsibility of
the employee. The employee must make arrangements to pay the cost of such
coverage before the leave begins. A failure by the employee to make arrangements
for the cost of the premium for which he or she is responsible may result in
termination of health benefits.

4.

Parental leave may be taken for any the following reasons:
•
•
•

To bond with a newly born child.
To bond with a child placed with the employee for adoption or foster care.
In the case where both parents are employed by the District and are otherwise
eligible for leave, the combined total leave amount for both employees may
not exceed 17.3 weeks.

5.

Parental leave will be provided in addition to any entitlement of pregnancy
disability leave (PDL) due to an employee's own pregnancy-related disability.

6.

Parental leave must be concluded within 12 months of the child's birth, adoption
or foster care placement.

7.

Intermittent Leave

Eligible employees may take parental leave in at least two-week increments, with shorter
increments allowed on two occasions. Employees who require intermittent or reduced-schedule
leave must try to schedule their leave so that it will not unduly disrupt the District's operations.
Intermittent leave is permitted in intervals of at least one hour, or at the same intervals as
provided in the District's sick leave and vacation policy, whichever increments are smaller.
8.

Use of Accrued Paid Leave

Employees may choose to use accrued paid leave (such as sick leave, vacation or PTO)
concurrently with some or all of their parental leave. To use paid leave concurrently with
parental leave, eligible employees must comply with District's normal procedures for the
applicable paid-leave policy (e.g., call-in procedures, advance notice).
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Employees may also apply for California's Paid Family Leave insurance benefits through the
California Employment Development Department (EDD).
9.

Maintenance of Health Benefits

If employees and/or their families participate in the District's group health plan, the District will
maintain coverage during parental leave on the same terms as if an employee had continued to
work. If applicable, an employee must make arrangements to pay his or her share of health plan
premiums while on leave. In some instances, the District may recover premiums it paid to
maintain health coverage or other benefits for the employee and/or his or her family. Use of
parental leave will not result in the loss of any employment benefit that accrued prior to the start
of leave under this policy. Employees should consult the applicable plan document for
information regarding eligibility, coverage and benefits.
The District may recover the premium amount that it paid as required by this section for
maintaining coverage for the employee under the group health plan, if both of the following
conditions occur:
a. The employee fails to return from leave after the period of
leave to which the employee is entitled has expired.
b. The failure of the employee to return from leave is for a reason
other than the continuation, recurrence or onset of a serious
health condition or other circumstances beyond the control of
the employee.
10.

Procedures

When seeking leave under this policy, employees must provide the Administrative Services
Manager the following:
•
•
•

Reasonable advance notice of the need to take parental leave, if the need for leave is
foreseeable, or notice as soon as practicable in the case of unforeseeable leave and in
compliance with the District's normal call-in procedures, absent unusual circumstances.
Periodic reports as deemed appropriate during the leave regarding the employee's status
and intent to return to work.
Failure to comply with the foregoing requirements may result in delay or denial of leave
or disciplinary action, up to and including termination.
11.

Employer Responsibilities

To the extent required by law, the District will inform employees whether they are eligible for
leave under the New Parent Leave Act. Should employees be eligible for parental leave, the
District will provide eligible employees with a notice that specifies any additional information
required as well as the employee's rights and responsibilities. The District will also inform
employees if leave will be designated as New Parent Leave Act-protected and, to the extent
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possible, note the amount of leave counted against the employee's leave entitlement. A notice of
guarantee of employment and reinstatement to the same or a comparable position will be
provided. If an employee is not eligible for parental leave, the District will provide a reason for
the ineligibility.
12.

Job Restoration

Upon returning from parental leave, an employee will typically be restored to his or her original
position or to a comparable position with equivalent pay, benefits and other employment terms
and conditions.
13.

Failure to Return After Parental Leave

If an employee fails to return to work as scheduled after parental leave or if an employee exceeds
the 17.3-week parental leave entitlement, the employee will be subject to the District's other
applicable leave of absence, accommodation and attendance policies. This may result in
termination if the employee has no other District-provided leave available to her or him that
applies to the continued absence. Likewise, following the conclusion of parental leave, the
District's obligation to maintain the employee's group health plan benefits ends (subject to any
applicable COBRA and CAL-COBRA rights).
o. Family Care Leave
The District will conform to the California New Parent Leave Act of 2017, the California
Family Rights Act of 1991 and the Federal Family and Medical Leave Act of 1993. The District’s
objective is to promote stability and economic security in the families of its employees by
providing family care leave for regular full-time employees.
•

•

To be eligible for leave, an employee must have (a) worked for the District at least 1,250
hours during the 12 months immediately preceding commencement of the leave, (b)
worked for the District for at least 12 months, which need not be consecutive, and (c) be
employed at a worksite where the District employs at least 20 employees within 75 miles
of the worksite. An approved leave can be any combination of leave time and/or leave
without pay.
Pregnancy disability leave runs concurrently with any family care and medical leave
under federal law taken for disability arising from pregnancy, childbirth or related
medical conditions, but pregnancy disability leave and family leave under state law do
not run concurrently. If the female employee also is approved for family leave under
state law, the employee may be entitled to take both a pregnancy disability leave and a
state family leave for reason of the birth of a child.
1.

Approved family care and medical leave and pregnancy leave will be provided
pursuant to applicable federal and state laws. If there is any conflict between this
District policy and federal or state law, the law shall govern.
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2.
Family Care and Medical Leave can be taken in one or more periods and may not
exceed a total of twelve workweeks during a twelve (12) month period.
3.
The District will continue to pay an employee’s health insurance premiums for the
duration of the Family Care and Medical Leave, not to exceed twelve (12) workweeks during a
twelve (12) month period. The cost of dependent health coverage normally borne by the employee
will remain the sole responsibility of the employee.
4.

Family Care-Medical Leave means any of the following:
(a)

Leave to care for an immediate family member (spouse, child or parent) of
the employee if such immediate family member has a "serious health
condition";

(b)

Leave because of an employee's own "serious health condition" that makes
the employee unable to perform the functions of the position of that
employee;

(c)

Leave for reason of the birth of a child of the employee, or the placement of
a child with an employee in connection with adoption or foster care of the
child.

(d)

A "serious health condition" is an illness, injury, impairment or physical or
mental condition that involves (i) an overnight stay in a hospital, hospice,
or residential medical care facility, including any period of incapacity or
any subsequent treatment in connection with such inpatient care; or (ii)
continuing treatment by a health care provider consisting of treatment two
or more times for a condition which causes a period of incapacity of more
than three consecutive calendar days.

(e)

Leave for any “qualifying exigency” (as defined by federal regulation)
because the employee is the spouse, son, daughter, or parent of an individual
on active military duty (or has been notified of an impending call or order
to active duty) in the Armed Forces in support of a contingency operation.

(f)

An employee who is the spouse, son, daughter, parent, or next of kin of a
covered service member shall be entitled to a total of 26 workweeks of leave
during a 12-month period to care for the service member.

(g)

An employee requesting Family Care and Medical Leave because of his or
her own serious health condition must provide medical certification from
the appropriate healthcare provider to the District that such serious health
condition precludes the employee from performing either his or her regular
job duties or any part-time and/or light work duties offered the employee by
the District, if available. An employee requesting Family Care and Medical
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Leave because of a close family member’s serious health condition must
provide medical certification from the appropriate health care provider to
the District that the employee’s care rendered for the relative's serious
health condition is medically necessary. Failure to provide the required
certification in a timely manner may result in denial of the leave request
until such certification is provided.
If the District has an objective, good faith reason to doubt the medical
certification supporting the leave because of the employee's own serious
health condition, the District may request a second opinion of a healthcare
provider of its choice, paid for by the District.
Medical re-certification may be required if leave is sought after expiration
of the time for leave initially estimated by the healthcare provider. Failure
to submit such required re-certification can result in termination of the
leave.
(h)

p.

A leave taken due to a “qualifying exigency” related to military service must
be supported by a certification of its necessity. A leave taken due to the need
to care for a service member shall be supported by a certification by the
service member’s health care provider.

Bereavement Leave

In the event of a death in the immediate family of a regular full-time employee who has
completed his or her introductory period, a leave with pay will be granted for a period of three (3)
consecutive scheduled work days for the purpose of making arrangements for or to attend the
funeral. Immediate family is defined as spouse, registered domestic partner children, sister,
brother, mother, father, legal guardian, legal dependent, current mother or father in-law,
grandparents, grandchildren, or persons currently in a relationship with the employee substantially
similar to a spousal relationship.
Special arrangements for longer periods may be approved by the District Administrator for
long distance travel or other unusual circumstances.
q.

Jury and Witness Duty

It is the District’s policy to enable its employees to fulfill their civic obligations. If an
employee is called to serve on jury duty or is required by law to appear as a witness, the employee
is required to notify the District Administrator immediately. All regular full-time employees will
be paid their regular wages while on jury or witness duty up to a maximum of twenty (20) working
days each calendar year. Any time spent in jury or witness duty thereafter will not be compensated
by the District. Any fees received by the employee for such services shall be endorsed over to the
account of the District.
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r.

Military Leave

Military Service Leave (USERRA) and California Military & Veterans
The Uniformed Services Employment and Reemployment Rights Act of 1994 (USERRA) and
other federal and state laws provides for certain leave of absence rights if you are called to active
duty military service. In accordance with federal and state law this leave allows for five years of
leave time and reinstatement rights. Under USERRA, employees returning from military service
will be placed in the position they would have attained had they remained continuously
employed, or a comparable position depending upon the length of military service. This leave is
unpaid, but job protected and benefit protected.
Leave may also be available under the California Military & Veterans Code, if you are ordered
to military service, including temporary military duty ordered for purposes of active military
training, inactive duty training, encampment, naval cruises, special exercises, or similar
activities. The leave is unpaid, but job protected and benefit protected, with full reinstatement
rights. In certain situations, public employees may be eligible for civilian pay, based upon
specific eligibility requirements.
Employees who enter the armed forces of the United States will be granted leaves of absence in
accordance with federal and state laws governing such leaves. Employees in the armed forces
who require time off for military service may request a leave of absence for up to four (4)
months per year. An employee who is granted a military leave of absence by the District
Administrator may use any accrued vacation benefits or leave without pay. The District will
continue to pay the employee’s medical insurance coverage during military leave for up to a
maximum of four (4) months. The cost of dependent coverage normally borne by the employee
will remain the sole responsibility of the employee. The employee must make arrangements to
pay the cost of such coverage before the leave begins.
Employees who require a military leave must notify the District Administrator in writing of the
need of such a leave as soon as the employee learns that they require time off for military service
and must receive written approval from the District Administrator.
Employees who return to work at the end of a military leave of absence will be returned to work
at their former position, if available, or will be offered the first available opening in a comparable
position for which they are qualified. Such employees will be credited with all service prior to the
commencement of their military leave, but not for the period of their leave. An employee who
fails to report or work for the same or a comparable position at the end of an approved leave will
be deemed to have voluntarily resigned.
Military Spouse Leave
This applies to employees whose spouses are members of the United States Armed Forces,
National Guard or the Reserves, and who have been deployed during a period of military conflict.
The District will provide any eligible employee under this policy an unpaid leave of absence during
their spouse’s leave from deployment for up to 10 days. To be eligible for leave under this policy,
employees must work an average of at least 20 hours per week. Employees must notify their
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supervisor/manager of the intent to take leave as far in advance as possible, but no later than two
business days after receiving official notice that the spouse will be on leave from deployment. We
may ask for written documentation certifying that the spouse will be on a qualifying leave from
deployment. This leave is unpaid, but an employee may choose to use accrued vacation or CTO
leave.
s.

Personal Leave

Personal leaves of absence may be requested by regular full-time employees and may be granted
in the sole discretion of the District Administrator to enable eligible employees to receive extended
time away from work to handle personal obligations without incurring any break in continuity of
service. A personal leave may not be taken for the purpose of changing jobs or professions.
Employees who require a leave of absence for personal reasons must notify the District
Administrator in writing of the need for such a leave and must receive written approval from the
District Administrator. An employee who is granted a personal leave of absence may use any
accrued vacation benefits and/or leave without pay. The maximum period for a personal leave is
four (4) months. The District will continue to pay the employee’s health insurance premium for
up to a maximum of four (4) months, provided the employee is receiving his or her full salary.
The cost for medical coverage during any period of time the leave of absence is unpaid shall be
the responsibility of the employee. The cost of dependent coverage normally borne by the
employee will also remain the sole responsibility of the employee. The employee must make
arrangements to pay the cost of coverage before the leave begins.
t.

Waiting Period for Workers’ Compensation Claim

For a job-related illness or injury requiring a leave of absence and not involving hospitalization,
the district will pay the employee’s regular wages during three (3) day waiting period before
Workers’ Compensation temporary disability benefits are paid.
u.

Domestic Violence, Sexual Assault and Stalking Leave

Employees who are victims of domestic violence, sexual assault, or stalking are eligible for
unpaid leave. Leave may be requested for judicial action, such as obtaining restraining orders,
appearing in court to obtain relief to ensure your health, safety, or welfare, or that of your child,
or for medical treatment or psychological counseling related to an experience covered by this
policy. the District will, to the extent allowed by law, maintain the confidentiality of an
employee requesting leave under this provision.
This is an unpaid leave, employees can choose to use any available leave. Domestic violence,
sexual assault and stalking victims’ leave for medical treatment or counseling services will run
concurrently with FMLA-CFRA, allowing for 12 weeks in a 12-month period, less any previous
FMLA-CFRA time taken.
The District provides reasonable accommodations, to the extent required by law, for employees
under circumstances where domestic violence or stalking requires security measures or time off
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to obtain resources or services. Reasonable accommodations may include a temporary transfer,
modified schedule, changed work telephone or email, installed lock, assistance in documenting
domestic violence or stalking that occurs in the workplace or other safety procedures. the District
will implement reasonable accommodations that do not create an undue hardship. the District
will also take all necessary and appropriate steps to prevent any form of actual or threatened
retaliation against an employee who takes time off or requests other reasonable accommodations
under this policy. If reasonable accommodations are required, contact the Administrative
Services Manager.
v.

Crime Victims’ Leave

An employee who is themselves a victim or who is the immediate family member (Spouse,
Registered Domestic Partner, Child/Step Child, Child of a Registered Domestic Partner,
Parent/Step Parent, or Sibling/Step Sibling) of a victim of a violent felony or serious felony, as
defined in the California Labor Code and Penal Code, may take time off to appear in court to
attend judicial proceedings related to the crime. For the purposes of this policy, judicial
proceeding includes any court proceeding where the crime victim’s rights are in issue, including
a delinquency proceeding involving a post-arrest release decision, plea, sentencing or postconviction release decision.
Employees can use any available leave; otherwise any absence from work to attend judicial
proceedings will be unpaid.
w.

School Appearance Leave

Employees may need to appear at his/her child’s school in connection with disciplinary action by
the school. This is an unpaid leave, employees can choose to use available vacation or CTO
leave. Documentation from the school noting the date and time of your visit is required.
x.

School and Child Care Activities Leave

Parents, guardians, or grandparents of a child in kindergarten, grades 1-12, or a licensed day care
center may wish to take time off without pay to visit his/her child's school or day care center for
a school activity. The time off must not be more than eight hours each calendar month (up to a
maximum of 40 hours each calendar year), provided reasonable notice is given for the planned
absence.
This is an unpaid leave, employees can choose to use available vacation or CTO leave. For
scheduled events, employees should provide reasonable advance notice. In emergencies, the
District asks that employees provide at least one day notice or call before the beginning of the
work day.
y.

Child Care Emergencies

An employee (parent, step parent, legal guardian or person who stands in loco parentis to a child)
may use unpaid time off for a “child care emergency,” which is defined as:
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The school or child care provider has requested that the child be picked up or has an
attendance policy excluding planned holidays, that prohibits the child from attending or
requires the child to be picked up from the school or child care provider;
• Behavior or discipline problems;
• Closure or unexpected unavailability of the school or child care provider, excluding
planned holidays; or
• Natural disaster, including but not limited to fire, earthquake, or flood.
All time off for child care emergencies is unpaid. An employee can choose to use accrued
unused vacation or CTO leave.
•

z.

Volunteer Civil Service Leave

Time off to perform emergency duty as a volunteer firefighter, peace officer, or emergency
rescue personnel (an officer, employee, or member of a fire department, fire protection, or
firefighting agency of the federal government, state of California, or other local governments, or
other special districts; an officer of a sheriff’s department, police department, or private fire
department).
A total of 14 days per calendar year, to engage in fire, law enforcement or emergency rescue
training is also allowed.
All time off to serve is unpaid. An employee can choose to use accrued unused vacation or CTO
leave.
aa.

Volunteer Civil Air Patrol

A volunteer member of the California Wing of the civilian auxiliary of the U.S. Air Force Civil
Air Patrol, responding to an emergency operation mission is entitled up to 10 days of leave per
year. However, the leave for a single emergency mission cannot exceed 3 days, unless the
emergency is extended by the entity in charge of the operation.
All time off to serve is unpaid, an employee can choose to use accrued unused vacation or CTO
leave.
ab.

English Literacy Programs

If you identify an English literacy challenge, for which you are enrolling in an English literacy
course, we will seek to accommodate your work schedule (subject to make-up or alternate work
schedules as allowed by law) as long as it does not unduly burden the workplace or our
operations.
All time off needed for literacy programs is unpaid. Employees, however, may use accrued
vacation or CTO leave during the period of work missed to attend literacy classes.
ac.

Rehabilitation Leave
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The District is committed to providing assistance to employees to overcome substance abuse
problems. The District will reasonably accommodate any employee who wishes to voluntarily
enter and participate in an alcohol or drug rehabilitation or treatment program. This
accommodation may include unpaid time off for up to 30 calendar days, or an adjusted work
schedule, provided the accommodation does not impose an undue hardship on business
operations. Leave is unpaid but an employee may choose to apply accrued unused vacation or
CTO leave.
In certain circumstances, and with a Health Care Provider’s Certification, substance abuse may
be a serious health condition under the California Family Rights Act (CFRA). If properly
certified and authorized as CFRA leave, an employee must use sick leave in accordance with the
terms and conditions of CFRA leave described in this Handbook.
ad.

Time off for Voting

If an employee does not have sufficient time outside of working hours to vote in a statewide
election, the employee may, without loss of pay, take off up to two hours of working time to vote.
The time off must be taken at the beginning or end of the regular working shift, whichever allows
the most free time for voting and the least time off from working, unless otherwise mutually
agreed. An employee requesting time off to vote shall give his or her supervisor at least two days
notice.
Non-Retaliation Policy
The District prohibits any form of interference or retaliation for reporting requesting a leave of
absence or job-protected time off, or for taking an authorized leave of absence. This includes
actual or threatened retaliation, refusal or delay in reinstatement for an employee returning from
authorized leave, or unwarranted negative performance evaluations or discipline related to an
employee having taken leave during the appraisal period. the District will investigate reports or
complaints about retaliation or leave interference and will take immediate and appropriate
corrective action for substantiated acts of retaliation or leave interference. Violations of this
policy will result in disciplinary action, up to and including termination.
Policy 18: UNIFORMS AND PROTECTIVE CLOTHING
a.
The cost of uniforms and/or protective clothing, shoes, etc., that employees are required to
wear shall be borne by the District. Park Division employees shall be required to wear safety
boots/shoes while at work according to specifications approved by the District Administrator or
his/her designee. The District will purchase required boots/shoes each year as agreed in the MOU.
b.
The District has the option of authorizing reimbursements to qualifying employees upon
proof of purchase; or, of arranging with local retailers to supply all qualifying District employees
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with a specific product that meets the needs and/or safety requirements, and bill the District for
the total cost of all products purchased.
c.
When an employee for whom the uniforms, clothing, shoes, boots, etc., were purchased or
reimbursed is terminated for any reason before completing three continuous months or service
after the purchase, a portion of the cost of the items shall be retained from his/her final payment.
That portion retained shall be a percentage of the total cost of the items equal to 100% less the
ratio of the amount of time worked to three continuous months of regular work. At the time of
employment, the employee shall sign an authorization for the deduction from his or her paycheck
for these purposes.
Policy 19: USE OF DISTRICT VEHICLES AND VEHICLE COST REIMBURSEMENT
a.
Certain employees are required to drive a motor vehicle on District business. Those
employees whose job duties require him/her to drive a motor vehicle must: (1) possess a valid
California Drivers License appropriate to the kind of vehicle the employee is required to drive,
and (2) have a good, safe driving record defined as four or fewer points assigned by the Department
of Motor Vehicles and/or as otherwise dictated by the District’s liability insurance carrier. Any
employee who does not maintain both a valid, appropriate drivers license and an acceptable driving
record may be subject to disciplinary action up to and including suspension, demotion, or
termination.
b.
Employees who drive District vehicles are prohibited from transporting non-employees,
including family members, due to liability insurance restrictions. However, the District may
approve special consideration for those employees who attend conferences, meetings, etc., when
guests may attend such functions. Such permission must be approved in advance by the District
Administrator. This policy shall not apply to those persons who have business with the District
and are a passenger in a District vehicle.
c.
Certain employees, who because of the nature their position with the District, may be
permitted to take District vehicles home after regular work hours, providing however, that the
vehicle may be used for District business only. Such use will include use of District vehicle to
respond to emergencies, facility alarms, attend District meetings, represent the District at
community meetings, certain program responsibilities, and other approved uses. Employees will
not generally be permitted to take vehicles home to residences outside of the District’s boundaries,
except as authorized by the District Administrator.
d.
When an employee is authorized to use his/her personal vehicle in the performance of
District work, he/she shall be reimbursed for the cost of the use on the basis of total miles driven
and at the rate specified in the County of Sacramento Guidelines in effect at the time of the usage.
e.
Use of personal vehicles shall not be authorized for the performance of District work if a
suitable District vehicle is available and safely operational. Every attempt shall be made to
coordinate work so that District vehicles are available and operational for the performance of the
work.
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f.
Proof of adequate insurance, meeting California State minimum requirements for liability,
shall be required by the District of any employee using a personal vehicle in the performance of
District work. This is critical because in an accident, the vehicle owner’s liability insurance is
primary, the employer’s coverage is excess. If an employee has no insurance, the employer’s
coverage is called upon to respond first to a claim or suit.
g.
The District shall keep a master diary list of the expiration dates of all personal insurance
policies. The diary shall be reviewed monthly, or as needed, to monitor the renewal of the
respective employees’ policies. Employees shall not be allowed to drive a personal vehicle on the
District’s behalf until such time as a renewal certificate is provided.
h.
The use of cellular telephones by employees while driving District vehicles is prohibited
unless the employee is using a hands-free device.
i.
The use of a wireless device or cell phone for writing, sending, or reading text-based
communication, including text messaging, instant messaging, and e-mail, while driving is
prohibited.
Policy 20: HEALTH AND RETIREMENT BENEFITS
The District provides health and retirement benefits. The terms of the specific benefit
plan document control eligibility, benefits, determinations and other conditions. Employees will
be provided with a summary of benefit offerings and eligibility, as well as any relevant summary
plan descriptions and should consult these plan descriptions for further information. Any
questions should be directed to the Administrative Services Manager. The District reserves the
right to change or eliminate any benefit, plan or health carrier at any time, except as limited by
law or contract.

Policy 21: EMPLOYEE USE OF DISTRICT FACILITIES AND PROGRAMS
Employees shall be granted use of any District Facility one (1) time per year at a cost
equivalent to 50% of the fees assessed for that facility. Employees will only be able to reserve the
facilities 1 month prior to their requested usage in order to minimize disruption of revenues.
Policy 22 CONFERENCE, TRAINING & EDUCATIONAL ASSISTANCE
Employees of the District are encouraged to pursue educational opportunities that are
related to their present work, which will prepare them for foreseeable future opportunities with the
District, or which will prepare them for future career advancement. The District will pay for
training classes that are approved in advance in writing. Any such educational opportunities are
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voluntary and not required by the District. The employee will not be compensated for his or her
time if the conference and/or seminar is not during working hours.
Policy 23: GRIEVANCE PROCEDURE STEPS
a.

Purpose

The purpose of this policy is to provide a procedure by which employees may formally
claim that he/she has been affected by a violation, misapplication, or misinterpretation of a law,
District policy, rule, regulation, or instruction. Retaliating against an employee for filing a
grievance is prohibited.
b.

Grievance Procedure Steps

1.
Level I, Preliminary Informal Resolution. Any employee who believes he/she has
a grievance shall present the evidence thereof orally to his/her immediate supervisor within
fourteen (14) days after the employee knew, or reasonably should have known, of the
circumstances which form the basis for the alleged grievance. The immediate supervisor shall
hold discussions and attempt to resolve the matter within ten (10) days after the presentation of
such evidence. If the immediate supervisor decides to take no action, the employee must be given
a full written explanation of the reasons for that decision, within ten (10) days. It is the intent of
this informal meeting that at least one personal conference be held between the employee and the
immediate supervisor.
2.
Level II, District Administrator. If the grievance has not been resolved at Level I,
the grievant must present his/her grievance in writing on a form provided by the District to the
District Administrator or his/her designee within ten (10) days after the supervisor’s response to
the grievance in Level I. In the event the grievance involves the District Administrator, the
grievance should be presented to the Board of Directors pursuant to Level III.
(a)

The statement shall include the following:

(1)
A concise statement of the grievance including a specific reference
to any law, policy, rule, regulation, and/or instruction deemed to be violated,
misapplied or misinterpreted;
(2)

The circumstances involved;

(3)

All known parties;

(4)
The decisions or communications provided by supervisors or other
managers regarding the incident;
(5)

The specific remedy or relief sought.
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(b)
The District Administrator or designee shall communicate his/her decision
within ten (10) days after receiving the grievance. Decisions will be in writing setting forth the
decision and the reasons therefore and will be transmitted promptly to all parties in interest. Within
these time limits, either party may request a personal conference with the other. If in the sole
discretion of the District Administrator it is determined that additional time is necessary to consider
the matters in the grievance, the District Administrator may extend the time and notify the grievant
of the additional time required.
3.
Level III, Board of Directors. In the event the grievant is not satisfied with the
decision at Level II, the grievant may appeal the decision in writing on a form provided by the
District to the District’s Board of Directors within ten days after the date of the written decision in
Level II. The statement shall include a copy of the original grievance; a copy of the written
decision by the District Administrator or designee; and a clear, concise statement of the reasons
for the appeal to Level III.
The Board of Directors, as soon as possible at a regular monthly or special meeting
of the Board, shall schedule a hearing to formally receive the written grievance and the answers
thereto at each step and to hear evidence regarding the issue or issues. The Board of Directors
shall hear the grievance, prepare a record and adopt a written decision which includes findings of
fact and, if applicable, conclusions of law.
a.

Basic Rules

1.
If an employee does not present the grievance, or does not appeal the decision
rendered regarding the grievance within the time limits specified above, the grievance shall be
considered resolved.
2.
By agreement in writing, the parties may extend any time limitation of the
grievance procedure. The District Administrator will notify the grievant if he/she cannot respond
to the grievance within the time limits provided for herein.
3.
The District Administrator may suspend grievance processing on a District-wide
basis in an emergency. Employees covered by this policy may appeal this decision to the Board
of Directors.
4.
A copy of all formal grievance decisions shall be placed in the employee’s
permanent personnel file.
Policy 24: OFF-DUTY CONDUCT
While the District does not seek to interfere with the off-duty and personal conduct of its
employees, certain types of off-duty conduct may interfere with the District’s legitimate business
interests. For this reason, employees are expected to conduct their personal affairs in a manner
that does not adversely affect the District’s or their own integrity, reputation or credibility. Illegal
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or other off-duty conduct by an employee that adversely affects the District’s legitimate business
interests or the employee’s ability to perform his or her job will not be tolerated.
Policy 25: ALCOHOL AND DRUG-FREE WORKPLACE
a.

Purpose and Intent

The District intends to maintain a workplace that is free of alcohol and drugs and to
discourage alcohol and drug abuse by its employees. The District has a vital interest in maintaining
safe and efficient working conditions for its employees. Alcohol and drug abuse is incompatible
with health, safety, efficiency and success at the District. Employees who are under the influence
of alcohol or a drug on the job compromise the District's interests, endanger their own health and
safety and the health and safety of others, and can cause a number of other work-related problems,
including absenteeism and tardiness, substandard job performance, increased workloads for coworkers, behavior that disrupts other employees, delays in the completion of jobs, inferior quality
of service, and disruption of customer service and relations. To further its interest in avoiding
accidents, to promote and maintain safe and efficient working conditions for its employees and
others, and to protect its operations, property and equipment, the District has established and
intends to enforce this policy, which includes alcohol and drug testing as provided for below. Each
employee shall comply with this policy and new employees shall be subject to pre-employment
alcohol and drug screening pursuant to this policy and Policy 1. This policy, and the distribution
of it to District employees, constitutes the District's alcohol and drug free awareness program.
b.

Definitions
For purposes of this policy:

1.
"Abuse of any legal drug" means the use of any legal drug (i) for any purpose other
than the purpose for which it was prescribed or manufactured; or (ii) in a quantity, frequency, or
manner that is contrary to the instructions or recommendations of the prescribing physician or
manufacturer.
2.
"Illegal drug" means any drug or substance that (i) is listed in Schedules I through
V of Section 202 of the Controlled Substances Act (21 U.S.C. Section 812) and as further defined
by federal regulations. (21 C.F.R. Section 1300.11 through .15) This list includes, but is not limited
to, marijuana, heroin, PCP, cocaine and amphetamines, or (ii) is legally obtainable but has not
been legally obtained; or (iii) has been legally obtained but is being sold, used or distributed
unlawfully.
3.
"Legal drug" means any drug, including any prescription drug and over-the-counter
drug, that has been legally obtained and that is not unlawfully sold, used or distributed.
4.
"Medical Provider" means a licensed medical clinic, doctor, laboratory or other
medical provider selected by the District Administrator to conduct the alcohol and/or drug testing
under this policy.
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5.
"On duty" means any time when the interests of the District may be adversely
affected by an employee who is under the influence of or impaired by illegal drugs, or the abuse
of a legal drug, including any time the employee is on duty, on District premises, operating a
District vehicle or equipment, or conducting or performing District business, regardless of
location.
6.
"Possession" means that an employee has the substance on his or her person or
otherwise under his or her control.
7.
"Reasonable suspicion" means: (a) observable phenomena, such as direct
observation of alcohol or drug use or possession and/or the physical symptoms of being under the
influence of alcohol or a drug; (b) a pattern of abnormal conduct or erratic behavior; (c) arrest or
conviction for a drug-related offense, or the identification of an employee as the focus of a criminal
investigation into illegal drug possession, use, trafficking and/or distribution; (d) information
about the use of illegal drugs or the abuse of legal drugs provided by a reliable and credible source;
or (e) newly discovered evidence that the employee tampered with a previous drug test.

c.

Prohibited Acts

The following acts are prohibited and may subject an employee to discipline which may
include termination of employment:
1.
The on-duty use, possession, purchase, sale, manufacture, distribution,
transportation or dispensation of alcohol or any illegal drug.
2.
Being under the influence of or impaired by alcohol or an illegal drug while on duty
and/or operating a District vehicle.
3.

The abuse of any legal drug while on duty.

4.
The on duty purchase, sale, manufacture, distribution, transportation, dispensation
or possession of any legal drug in a manner inconsistent with law.
5.
Being on duty while impaired by the use of a legal drug whenever such impairment
might: (1) endanger the safety of the employee or some other person; (2) pose a risk of significant
damage to District property or equipment; or (3) adversely interfere with the employee's job
performance or the efficient operation of the District's business or equipment.
d.

Use of Legal Drugs

An employee who uses a legal drug, and who knows or should know that his or her use of
the drug might result in working while impaired by the drug, is encouraged to contact his or her
own physician and the District Administrator and to determine whether it is advisable for the
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employee to continue working while using the legal drug. In such cases, the District reserves the
right to have a District physician determine whether it is advisable for the employee to continue
working while using the legal drug.
e.

Conviction for Drug-Related Offense

An employee who is convicted under a federal or state criminal drug statute relating to any
conduct prohibited by this policy will be deemed to have violated this policy. Upon receiving
notice of a conviction of an employee for any such violation, the District shall either (1) take
appropriate disciplinary action in accordance with this policy, and/or (2) require the employee to
participate in and satisfactorily complete a drug abuse assistance, rehabilitation or counseling
program. Employees shall notify the District Administrator of any conviction under a criminal
drug statute.
District employees are required to notify the District Administrator in writing of any
criminal drug statute of which they are convicted for a violation no later than five (5) calendar
days after such conviction.

f.

Discipline

Any violation of this policy may result in discipline, up to and including dismissal,
depending on the circumstances. The District Administrator also may choose to require an
employee who violates this policy to participate in and satisfactorily complete a drug abuse
assistance, rehabilitation or counseling program. The first violation of this policy likely will result
in immediate discharge, whenever the prohibited conduct: (1) caused serious injury to the
employee or any other person, or, in the sole opinion of the District Administrator, unreasonably
endangered the safety of the employee or any other person; (2) resulted in significant damage to
District property or equipment, or, in the sole opinion of the District Administrator, posed a risk
of significant damage; or (c) involved the sale or manufacture of illegal drugs.
g.

Counseling and Rehabilitation Programs

The District wishes to assist employees who recognize that they have a problem with
alcohol or other drugs that may interfere with their ability to perform their jobs in a satisfactory
manner. Employees who have a problem with alcohol or drugs, and who decide to enroll
voluntarily in an alcohol rehabilitation program will be given unpaid time off to participate in the
program, unless it would result in an undue hardship to the District to provide the time off. If an
employee requests time off to participate in such program, the District will also make reasonable
efforts to keep the fact that the employee enrolled in the program confidential. The employee may
use any accrued sick leave or vacation benefit while on leave. However, additional benefits will
not be earned during the leave of absence unless the employee is eligible for benefits applicable to
other medical leaves as provided in these policies.
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h.

Testing for Drugs or Alcohol

The District reserves the right to require an employee to submit to a blood, urinalysis or
other drug or alcohol test if he or she has been involved in a significant incident in which the health
and safety of himself, herself, or other individuals is involved, or in which extensive property
damage has occurred. These tests will be conducted by a professional medical staff and laboratory
(the “Medical Provider”). Any employee who tests positive will be subject to immediate
termination.
The District may order an employee who is reasonably suspected of being under the
influence of drugs or alcohol to take a blood, urinalysis or other drug or alcohol test, conducted by
a professional medical staff and laboratory. Reasonable suspicion may be determined by alcohol
on the breath, lapses in performance, inability to appropriately respond to questions, and/or any
other physical symptoms of alcohol or drug influence.
Any blood, urinalysis or other drug or alcohol tests shall be conducted by a professional
medical staff and laboratory. The testing will be conducted, without cost to the employee, during
regular working hours. Transportation will be provided to and from the medical facility. After
the test, the employee will be placed on an immediate suspension with pay from work, until the
results are obtained. Failure of any employee to consent to testing when requested to do so will
be considered insubordination and may result in immediate termination.
Upon completion of the testing, the Medical Provider will immediately forward one copy
of the test results to the Administrative Services Manager, retaining one copy for the Medical
Provider's files. The Medical Provider shall also be instructed to retain the sample being tested so
that an employee can have the sample retested at his or her own expense.
If the test results are positive, then the employee shall be in violation of this policy and
subject to disciplinary action, including but not limited to termination. Prior to any disciplinary
action being taken, the employee shall be given the opportunity to explain the positive results
and/or have the same sample retested at his or her expense, at a reputable laboratory of his or her
choice. If an employee fails to appear and submit to the testing or any portion of it, or otherwise
refuses or fails to cooperate with the administration of the test, the failure or refusal shall be
deemed, and handled in the same manner as, a positive test result.
The District Administrator, in consultation with the Medical Provider, shall determine,
prepare, amend and maintain the forms that are necessary or appropriate to implement this policy.
i.

Confidentiality

The forms and results of drug testing shall be treated confidentially, kept separate from the
regular personnel files, and made available only to the District Administrator and other District
officers and confidential employees who have a clear business-related reason to know the
information. The forms and results will not be released to anyone else without the consent of the
applicant or employee or by court order. Disclosures made by employees to the District
Administrator or their supervisor concerning their use of legal drugs and their participation in any
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drug abuse assistance, rehabilitation or counseling program also shall be treated confidentially and
will not be revealed to others unless there is a clear business-related reason to do so.
Policy 26: SMOKING
On October 17, 2018, the Board adopted a Smoke, Vape and Tobacco-Free Parks Policy
prohibiting smoking or vaping in any park, building or facility owned by the District by any
person, including employees of the District. The District also prohibits smoking or vaping by
employees in District vehicles
Policy 27: OUTSIDE EMPLOYMENT
a.
No District regular employee shall be permitted to accept employment in addition to or
outside of District service if:
1.
The additional or outside employment leads to a conflict, or potential conflict of
interest for the employee; or,
2.
The nature of the additional or outside employment is such that it will reflect
unfavorably on the District; or,
3.
The duties to be performed in the additional or outside employment are in conflict
with the duties involved in District service.
b.
An employee who does have additional or outside employment shall not be permitted to
use District records, materials, equipment, facilities, or other District resources in connection with
the employment.
c.

Self- employment shall be considered outside employment for the purposes of this policy.

Policy 28: ADVERSE PERSONNEL ACTION
The District and its employees are judged on their performance, conduct and results and it
is important that both retain the ability to determine their respective relationships with one another.
EMPLOYMENT BY THE DISTRICT IS AT THE MUTUAL CONSENT OF THE
EMPLOYEE AND THE DISTRICT. Accordingly either can terminate the employment
relationship at will, at any time, with or without cause or advance notice. Any personnel action
initiated by the District is subject to an employee’s right of appeal as set forth at Paragraphs E
through G below.
a.

Personnel Action
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The District Administrator shall serve at the pleasure of the Board of Directors and may be
dismissed at the will of the Board without cause at any time. All other employees of the District
shall serve at the pleasure of the District Administrator and may be dismissed with, or without
cause by the District at any time. As used herein “personnel action” may include, but is not limited
to, dismissal, reduction of pay step, suspension from job duties without pay, demotion and/or
probation.
b.

Persons Authorized to Initiate Personnel Action

The District Administrator, and/or supervisory personnel delegated by the District
Administrator, shall have the authority to initiate personnel action against an employee. The
District Administrator may delegate authority to initiate personnel action against non-supervisory
personnel to department heads.
c.

Grounds for Personnel Action

Rules outlining acceptable conduct of employees are necessary for the orderly operation of
District business and for the benefit and protection of the rights and safety of all employees.
Examples of impermissible conduct that may lead to personnel action are identified below to
promote understanding of what is considered to be unacceptable conduct and to encourage
consistent action by the District in the event of violation. However, it is impossible to provide an
exhaustive list of types of conduct that may result in personnel action. It is also important to
remember that employment with the District is at will and may be severed by either party with or
without cause. The listing of conduct which may result in personnel action being taken does not
alter this at will relationship.
Examples of impermissible conduct that may lead to disciplinary action are identified
below to promote understanding of what is considered to be unacceptable conduct and to
encourage consistent action by the District in the event of violation. The following list contains
some, but not all, of the examples of conduct that may lead to the imposition of discipline, up to
and including possible termination.
1.

Fraud in securing employment

2.

Incompetence

3.

Inefficiency

4.

Inexcusable neglect of duty

5.

Insubordination

6.

Dishonesty
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7.

Being under the influence of alcohol, narcotics or habit-forming drugs while on
duty. Being under the influence of such drugs after completion of a District
approved alcohol or drug rehabilitation program will result in immediate
termination.

8.

The use of narcotics or habit forming drugs or use or possession of such materials
outside of duty hours in such a manner as to adversely affect job performance

9.

Conviction of a felony or conviction of a misdemeanor which is of such a nature as
to adversely affect the employee’s ability to perform the duties and responsibilities
of his or her position. A plea of guilty or a conviction following a plea of nolo
contendre is deemed to be conviction within the meaning of this section.

10.

Discourteous treatment of the public or other employees

11.

Improper political activity as governed by the Federal Hatch Act and/or California
Government Code

12.

Willful disobedience

13.

Refusal to take and subscribe to any oath or affirmation which is required by law in
connection with employment

14.

Any failure of good behavior either during or outside of duty hours which is of such
nature that it causes discredit to the agency or employment

15.

Physical or mental disability when disability precludes the employee from proper
performance of his or her duties and responsibilities and reasonable accommodation
is not possible as determined by competent medical authority and business necessity

16.

Failure to possess or keep in effect any license or certificate or other similar
requirement necessary for the employee’s position with the District

17.

When use of sick leave interferes with the orderly operation of the District or the
satisfactory performance of duties

18.

Inexcusable absence without leave

19.

Job abandonment

20.

Excessive tardiness

21.

Theft

22.

Altercations, whether physical or verbal, with other employees or supervisors
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23.

Unlawful harassment including sexual or other harassment of other employees

24.

Consistent failure to observe safety regulations after counseling, or other unsafe
conduct

25.

Failure to maintain an acceptable driving record if the employee’s position requires
the employee to drive a motor vehicle during business hours

26.

Violation of District policy

d.
Notice of Proposed Personnel Action
Employees subject to the District’s MOU will normally will be given advance notice of dismissal
or other proposed personnel action. However, if the District Administrator has reasonable cause
to believe that retention of an employee pending review of their response to the notice of proposed
personnel action or proposed dismissal will result in damage to District property, will be
detrimental to the interests of the District, or will be injurious to the employee, fellow workers or
the general public, then the District Administrator may suspend the employee immediately with
pay and benefits pending the employee’s response and pending any appeal or hearing.
The notice of proposed personnel action or proposed dismissal shall be delivered to the employee
personally or sent by registered or certified mail.
During the notice period, the employee is on normal pay status and normally remains on the job.
An employee will not be paid during the notice period if he or she is unavailable to work, absent
without leave or in jail.
1.

Contents of the Notice of Proposed Dismissal Shall Include
(a)

A statement of the nature of the personnel action specifying whether it is
dismissal, suspension, demotion, reduction of pay step and/or probation.

(b)

The effective date of the action.

(c)

A statement of the causes for such personnel action to allow the employee
fair opportunity to refute the charges. If the employee is being dismissed
without cause, the notice should contain a statement that the employee is
being dismissed or terminated at the will of the District as the case may be.

(d)

A statement advising the employee of his or her right to appeal from the
personnel action to the Board of Directors.

(e)

A statement advising the employee that he or she may respond orally or in
writing to the notice prior to the decision on the intended disciplinary action.
Any response should be directed to the supervisor who initiated the
discipline and must be made within 10 days of the date of the notice.
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Prior to a decision on any intended disciplinary action, the supervisor who initiated
the discipline shall consider any written response timely submitted by an employee
and shall meet with any employee who has timely requested to be orally heard.
Such a meeting should take place within five days of the date of the request. The
supervisor who initiated the discipline shall make a good faith effort to render a
decision within 10 days after such meeting or the last day to submit a response,
whichever is later. The decision shall be made in a written memo from the
supervisor who initiated the discipline to the employee and it shall be effective the
day that it is made. The affected employee shall be informed of the decision either
personally or by mail at the employee’s last known address on file with the District.

e.

Appeal and Answer

1.
Appeal. An employee may appeal in writing to the District Administrator with
respect to any personnel action initiated by a Department Head and/or to the Board of Directors
with respect to any personnel action initiated by the District Administrator. The appeal must be
brought within ten (10) calendar days of receiving the notice of personnel action. Any such appeal
shall contain the following information.
(a)

A concise statement of the grounds for the appeal;

(b)
A description of any evidence which the appellant contends was not
reviewed sufficiently by the Department Head and/or District Administrator;
(c)
2.

The specific remedy or relief sought.

Appeal Hearing/Timing

(a)
Appeal to the District Administrator. If the appeal is made to the District
Administrator, he/she shall have fourteen (14) working days within which to conduct a hearing on
and decide the appeal in the same manner as provided below under subsection 2(b). If, in the sole
discretion of the District Administrator, it is determined that additional time is necessary to
consider the matters in the appeal, the District Administrator shall notify the appellant of the
additional time required. The District Administrator shall issue a written decision after a complete
review of the appeal.
(b)
Appeal to the Board of Directors. If the appeal is made to the Board of
Directors, a hearing will be conducted at the earliest administratively convenient date, taking into
consideration the established schedule of the District Administrator, the availability of the Board,
counsel and witness (if applicable). The employee shall be entitled to appear personally, produce
evidence and witnesses. Informality in any such hearing shall not invalidate any order or decision
made or approved by the Board of Directors.
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The appeal shall be heard by a quorum of the Board of Directors. The Board
may utilize the services of its counsel during the appeal hearing.
After hearing and deciding the appeal, the Board of Directors shall prepare
a written decision which shall contain findings of fact and either affirm, modify or revoke the
proposed dismissal or other proposed personnel action. The decision of the Board shall also set
forth the personnel action approved, if any.
In arriving at a decision on the propriety of the proposed dismissal or other
personnel action, the Board of Directors may consider the records of any relevant prior proceeding
against the employee in which personnel action was ultimately sustained and any records contained
in the employee’s personnel files.
f.

Failure to File Appeal Notice

If the employee against whom personnel action is taken fails to file a notice of appeal
within the time specified, the personnel action shall be deemed final.
g.

Processing of Decision-Finality

The decision on the appeal shall be provided in writing to the employee against whom the
personnel action has been taken or his or her designated representative within ten (10) calendar
days following the final decision. The decision shall be final.
Policy 29: VOLUNTARY RESIGNATION
Voluntary resignation results when an employee voluntarily resigns his or her employment.
The District may consider an employee to have voluntarily resigned his or her position if he or she
fails to report to work for three (3) consecutively scheduled workdays without notice to, or
approval by, his or her supervisor. All District-owned property, including vehicles, keys,
uniforms, identification badges and credit cards, must be returned immediately upon termination
of employment.
Policy 30: PERSONNEL RECORDS
a.
Employees have a right to inspect certain documents in their personnel file at a mutually
convenient time, as provided by law, in the presence of the Administrative Services Manager or a
person designated by the District Administrator. No copies of documents in the file may be made,
with the exception of documents that the employee previously signed. Employees may add their
comments to any disputed item in the file.
b.
The District will restrict disclosure of personnel files to authorized individuals within the
District. Any request for information contained in personnel files must be directed to the
Administrative Services Manager, or the person designated by the District Administrator to
perform the Administrative Services Manager’s duties. Only the Administrative Services Manager
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is authorized to release information about current or former employees. Disclosure of personnel
information to outside sources will be limited. However, the District will cooperate with requests
from authorized law enforcement or local, state or federal agencies conducting official
investigations and or as otherwise legally required.
c.
The District is required by law to keep current all employee’s names and addresses.
Employees are responsible for notifying the District in the event of a name or address change.
Policy 31: DRESS CODE
The District considers the presentation of the District professional image to its customers
and the public at large to be extremely important. While the District has no formal dress code, it
is expected that employees dress in a manner consistent with personal hygiene, safety, and good
taste. Employees whose jobs require them to come in contact with customers and/or the public
are expected to wear apparel the District considers appropriate for dealing with the public.
Employees outside the office environment are typically issued District uniforms, including
safety shoes if appropriate. All employees required to wear uniforms provided by the District must
take care of their uniforms and report any damage to their supervisors. Supervisors will inform
employees of additional requirements regarding acceptable attire and parameters for that attire.
Any employee who does not meet the standards of this policy will be required to take
corrective action, which may include leaving the premises. Nonexempt employees (those
employees subject to the minimum wage and overtime requirements of the Fair Labor Standards
Act) will not be compensated for any work time missed because of failure to comply with this
policy. Violations of this policy may also result in disciplinary action.

Policy 32: PUNCTUALITY AND ATTENDANCE
a.
All employees of the Fair Oaks Recreation and Park District are expected to be punctual
and regular in attendance. Any tardiness or absence causes problems for fellow employees. When
absent, an employee’s assigned work must be performed by others.
b.
Employees are expected to report to work as scheduled, on time, and be prepared to start
work. Employees also are expected to remain at work for their entire work schedule, except for
meal periods or when required to leave on authorized District business. Late arrival, early
departure, or other unanticipated unapproved absences from scheduled hours are disruptive and
must be avoided.
c.
If the employee is unable to report for work on any particular day, he/she must under all
but the most extenuating circumstances call his/her supervisor at least one half hour before the
time scheduled to begin working for that day. If the employee calls less than one half hour before
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scheduled time to begin work and does not arrive in time for the assigned shift, the employee may
be considered tardy for that day. In all cases of absence or tardiness, employees must provide their
supervisor with an honest reason or explanation. Employees also must inform their supervisor of
the expected duration of any absence. Excessive absenteeism or tardiness, whether excused or
not, will not be tolerated. This District defines excessive absenteeism as more than 3 days absence
in a 1-month period.
d.
If the employee fails to report to work without any notification to the supervisor and the
absence continues for a period of three (3) days, the employee will be considered as having
voluntarily resigned.

Policy 33: JOB CUSTOMER RELATIONS
a.
Employees are expected to be polite, courteous, prompt, and attentive to every customer.
When an employee encounters an uncomfortable situation that he or she does not feel capable of
handling, the supervisor should be called immediately.
b.
The District is a service business and all employees must remember that the customer
always comes first. Remember, while the customer is not always right, the customer is never
wrong.
c.
Customers are to be treated courteously and given proper attention at all times. Never
regard a customer’s question or concern as an interruption or an annoyance. Employees must
respond to inquiries from customers, whether in person or by telephone, promptly and
professionally.
d.
Never place a telephone caller on hold for an extended period. Direct incoming calls to
the appropriate person and make sure the call is received. The employees should assist the
customer in obtaining the help he or she needs. If an employee is unable to help a customer, find
someone who can.
e.
All correspondence and documents, whether to customers or others, must be neatly
prepared and error-free. Attention to accuracy and detail in all paperwork demonstrates your
commitment to the District’s customers.
f.
Never argue with a customer. If a problem develops or if a customer remains dissatisfied
the employee should ask their supervisor, the or the District Administrator to intervene.
Policy 34: PERSONAL TELEPHONE CALLS
a.
The District recognizes that there may occasionally be times when personal calls must be
made or received during business hours. Such calls are only permissible in the event of an
emergency. Employees should make any other personal calls during their breaks or at lunchtime.
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b.
Except for emergencies, personal outgoing long-distance calls on District owned
telephones are prohibited.
c.
District-issued cellular telephones are provided for business purposes. The District
recognizes there may occasionally be times when personal calls must be made or received during
business hours on District-issued cellular telephones. Such calls should be kept to a minimum and
not interfere with an employee’s work.
Policy 35: DISTRICT PROPERTY
a.
Desks, computers, vehicles, keys, tools, equipment, cellular phones and electronic
communication devices are District property and must be maintained according to District rules
and regulations. They must be kept clean and used for work-related purposes. The District
reserves the right to inspect all District property to ensure compliance with its rules and
regulations, without notice to the employee and at any time, not necessarily in the employee’s
presence. Prior authorization must be obtained before any District property may be removed
from the premises.
b.
For security reasons, employees should not leave personal belongings of value in the
workplace. Personal items are subject to inspection and search, with or without notice, with or
without the employee’s prior consent.
c.
Terminated employees should remove any personal items at the time they leave the
District.
Policy 36: E-MAIL/ INTERNET/ COMPUTER USE
a.
The District uses various forms of electronic communication including, but not limited to
computers, modems, telephones, voice mail, fax machines, Internet, cell phones and e-mail. All
electronic communications and access codes, including all software and hardware, are and shall
remain the sole property of the District. All messages sent and received, including any personal
messages, and all data and information stored on the District's computer systems are the District's
property regardless of the content.
b.
All electronic communications, including e-mail, access to the Internet, texting and other
types of District-paid computer access, are to be used for District-related business and not for
personal use.
c.
Electronic communications shall not be used in any manner that would (a) be
discriminatory, lewd, derogatory, defamatory, disparaging, sexually explicit, harassing,
threatening or obscene, or offensive based on legally protected characteristics, such as race,
religion, national origin, or disability; (b) constitute copyright, trademark infringement or
misappropriation of trade secrets or (c) be for any other purpose which is illegal, unethical, against
District policy or not in the best interests of the District.
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d.
Employees shall not install personal software in District computer systems or on Districtprovided cell phones or tablets. All software on any District computer system must be licensed to
the District. All electronic information created by any employee using any means of electronic
communication is the property of the District and shall remain the property of the District.
Employees should understand that they have no right or expectation of privacy with respect
to any messages or information created or maintained on the District's computer systems,
including personal information or messages. Personal passwords may be used for purposes of
security, but the use of a personal password does not affect the District's ownership of, or ability
to access, the electronic information. Employees must receive advance written approval from the
District Administrator before inputting any password. Any personal passwords must be provided
to the District Administrator.
e.
The District reserves the right to enter, access, search, monitor, review, copy and/or retrieve
electronic files, messages, e-mail, voice mail, history of Internet usage, texts, and any other type
of electronic file or information, without notice, for any legitimate business purpose, including,
but not limited to, ensuring that there is no misuse or violation of District policy or any law,
investigating theft, and monitoring disclosure of District information. The District may override
personal passwords if it becomes necessary or appropriate to do so for any reason.
f.
Any employee who misuses the District's electronic communications, or otherwise violates
this policy, will be subject to discipline, up to and including termination.
Policy 37: SOLICITATIONS
Direct solicitations on the premises are prohibited since they are disruptive, and they can
place an undue financial burden and be embarrassing to employees who cannot or do not wish to
contribute. The District Administrator may approve exceptions to this prohibition for employees
for limited special occasions (e.g., retirements, weddings, births, etc.), and as required by law.
Policy 38: VISITORS
In order to avoid disruptions and possible security problems, all visitors must identify
themselves to the receptionist and be escorted by an employee in employee work areas. No visitors
including former employees are allowed to wander about the employee work areas unescorted.
Visits by personal friends or family to work areas are discouraged and should be confined to break
or reception areas. No visitor is allowed to break rules affecting safety.
Policy 39: NEWS MEDIA CONTACTS
Should an employee be approached by the news media for an interview or asked to
comment on the District’s position on policy or events, the employee must obtain permission from
the District Administrator prior to commenting. Employees are authorized to work with the news
media to distribute marketing information related to District events and programs.
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Policy 40: TELECOMMUTING
Where feasible, the District Administrator shall identify projects, tasks or workloads that
can be accomplished by telecommuting. Once identified, the District Administrator or his/her
designee may assign such duties to appropriate staff. (See new draft policy:
TELECOMMUTING)
Policy 41: LACTATION ACCOMODATION
The District will provide a reasonable amount of break time to accommodate an
employee’s need to express breast milk for the employee’s infant child and will make a
reasonable effort to provide the employee with the use of a room or other location in close
proximity to the employee’s work area for the employee to express milk in private. Such space
will meet the requirements of the California Labor Code including a surface to place a breast
pump and personal items, a place to sit, access to electricity, a sink with running water, and a
refrigerator for storing breast milk.
Procedures
1. An employee may request an accommodation for lactation breaks by submitting a
lactation accommodation request form to her supervisor.
2. The supervisor must respond to the employee’s accommodation request in writing
on the same lactation accommodation request form submitted by the employee
indicating the approval or denial of the break request. The completed request form
must be returned to the employee and a copy sent to the Administrative Services
Manager.
3. The requested break time should, if possible, be taken concurrently with other
scheduled break periods. Nonexempt employees must clock out for any lactation
breaks that do not run concurrently with normally scheduled rest periods. Any
such breaks will be unpaid.
4. The District reserves the right to deny, in writing, an employee’s request for a
lactation break if the additional break time will seriously disrupt operations.
Employees have the right to file a complaint with the labor commissioner for any
violation of rights provided under Chapter 3.8 of the California Labor Code
regarding lactation accommodations.

69

Fair Oaks Recreation and Park District
ACKNOWLEDGMENT OF RECEIPT
Personnel Policy Manual
THESE PERSONNEL POLICIES MUST BE READ AND THIS FORM RETURNED TO THE
ADMINISTRATIVE SERVICES MANAGER WITHIN ONE WEEK OF EMPLOYMENT.
Employee Name: _________________________________________
Acknowledgment of Personnel Policies
I acknowledge that I have received a copy of the Fair Oaks Recreation and Park District’s (the
“District”) Personnel Policy Manual, revision date
. I understand that I
am responsible for reading, knowing and complying with the policies set forth in the Personnel
Policy Manual during my employment with the District.
I further understand that my employment with the District is “at will,” which means that my
employment may be terminated by me or the District at any time and for any reason, with or
without cause or advance notice. I understand and agree that only the Board of Directors of the
District has the authority to alter my “at will” employment relationship with the District. I further
understand that the Personnel Policies are guidelines only, and are not intended to create any
contractual rights or obligations, express or implied. I also understand that the District may amend,
interpret, modify, or withdraw any of the Personnel Policies at any time in its sole discretion, with
or without notice.
Acknowledgment of Harassment/Discrimination Policy
It is the policy of this District that all forms of unlawful harassment are unacceptable and will not
be tolerated. Sexual harassment is a particular form of discrimination and is prohibited by both
federal and state law.
I acknowledge that I have read, understood and received a copy of the District’s Personnel Policies,
and the District’s Discrimination and/or Sexual Harassment Policy. I have carefully read this
Acknowledgment of Receipt.
Date:
_________________________________
Employee Signature
4150 Temescal Street • Fair Oaks, CA 95628
(916) 966-1036 • FAX (916) 966-9863
www.fairoakspark.org
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TELECOMMUTING
The District encourages the use of telework as a management work option when achieved
through a bilateral voluntary arrangement between the District management and employee. In
accordance with the District policy:
• Both parties must agree that the arrangement is mutually beneficial.
• The telework arrangement can be terminated by either or both parties when no longer
mutually beneficial.
Telework means working one or more days away from the main office, either at home or at an
alternative worksite.
• Home-based – working in a space specifically set aside as an office in an employee’s
residence. This arrangement is based on a voluntary arrangement.
• Mixed-use – includes the use of a combination of the main or central offices, other offsite locations, and home offices.
This policy recognizes the business, societal, and personal benefits available through a carefully
planned and managed telework program.
Although under normal circumstances telecommuting is mutually agreed upon by the employee,
the employee’s supervisor and the District Administrator, there may be times when it is required
under emergency orders such as the COVID-19 pandemic. During those times the District
Administrator has the authority to implement a mandatory telecommute schedule for those
employees who are able to do their work remotely.
Eligibility
Only employees whose job duties can be performed away from the primary work location may
be considered for participating in a telework program. Additional criteria will be considered in
determining whether to grant a specific request for telecommuting. These additional criteria may
include, but are not limited to, years of employment with the District; whether the employee’s
past work performance has shown reliable and responsible performance of work duties over
time; whether the employee can reliably provide alternative work space; whether the employee’s
absence from the primary work location will disrupt the workflow of other employees and/or
overall management of their department; and whether the employee can demonstrate full
understanding of the requirements of this policy. Department heads and the District
Administrator may use other reasonable criteria in addition to these examples.
Employee participation in telecommuting is determined only at the recommendation of the
employee’s department head and approval from the District Administrator. The District has the
right to refuse to make telecommuting available to any employee. The District has no obligation
to allow one employee to telecommute merely because another employee who performs the same
or similar job duties has been approved for telecommuting.
Schedules
Employees may be allowed to telework on a temporary and/or episodic basis, or on a regular
basis, as duty assignment permits.
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Note:

Circumstances which may be appropriate for temporary telework include, but are not
limited to the following:
•
Special project work requiring extended uninterrupted time.
•
During convalescence from injury or illness.
•
During the last few weeks of pregnancy and/or following the birth of a child.
•
While all reasonable commute routes are blocked (i.e., major construction, storm,
disaster).
•
If the primary worksite is inaccessible or not habitable.
Regular – Regular telework may be scheduled per week or month. Supervisors and/or
managers must approve any schedule if necessary (this does not apply to exempt staff).
•
The supervisor and teleworker must take steps to prevent the teleworker from
becoming isolated from the main office staff; therefore, in-home office
telecommuters may be required to spend a minimum of one day per week in the
main office, except under unusual conditions.
•
Full-time teleworking (100% of teleworker’s hours) is permissible when
necessary to accommodate medical restrictions or physical disabilities, recruit and
retain highly skilled expertise or is contingent on the needs of the job.
Teleworking is not to be used for dependent care purposes.
An employee may request a reasonable accommodation in accordance with the
District’s policy and procedures.

All telecommuting work schedules are at the department head’s discretion. Telecommunicating
arrangements do not necessarily provide the employee with a flexible work schedule. The work
schedule shall be consistent with the operational needs of the employee’s work group and
department and overall management of the District. As with any work schedule, management has
the discretion to change or eliminate telecommuting arrangements to meet operational needs, or
at the employee’s reasonable request.
Telecommuters may be required to spend a minimum number of workdays per week or per
month at their primary onsite work location. Operational needs may also demand the presence of
a regularly telecommuting employee in the office on a regularly scheduled telecommute day,
with or without advance notice. Management shall attempt to provide as much notice as possible
to the telecommuting employee. Telecommuting employees should be available to report to the
central workplace in a reasonable amount of time (i.e., within two hours), if directed, if exigent
circumstances arise.
Telecommuters shall maintain regular contact with supervisors and co-workers by phone, virtual
meeting, and e- mail while they are telecommuting. Unless granted express permission by the
employee’s immediate supervisor, employees shall expect to adhere to a regular workday
schedule as if they were present in the office, and shall be in communication by phone, virtual
meeting and e-mail during those hours. Hours worked remotely must be tracked and reported.
All District rules regarding the use of computers and the internet apply while an employee is
telecommuting, regardless of whether the employee is using District-provided or personal
equipment.
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Meetings at the Telework Site
Telecommuting employees are permitted on a limited bases, and with specific District
Administrator approval, to conduct work-related meetings at their remote worksites or other remote
locations. When a meeting is scheduled at a remote worksite the location of the meeting must be
stated on the employees work calendar. It is encouraged that most meetings be conducted either
onsite or through teleconferencing.
Benefits and Compensation
All benefits and compensation will be based on the employee’s position, with no distinction made
between telecommuting and onsite employees. All applicable contracts, agreements and policies
governing an employee’s position shall continue to apply in the telecommuting program.
District Policies
Employees who telecommute are bound by all District policies as if they were working onsite or on
District property. This includes policies governing appropriate conduct in the workplace and towards
one’s fellow employees, regardless of working location. Any employee who violates any of the
District’s policies while telecommuting shall be subject to revocation of his or her telecommuting
arrangement, in addition to any disciplinary measures that would be taken if the employee were
working onsite.
Health and Safety
The District is committed to ensuring a safe worksite in compliance with the rules and guidelines set
forth by the Division of Occupational Safety and Health (Cal/OSHA). The employee’s direct
supervisor or other designated manager shall review the applicable health and safety rules with the
employee, and the employee must complete a checklist and certify in writing that the worksite meets
all of the requirements for a safe and healthy work environment. The employee must also certify in
writing that, should any condition arise at the worksite so that the health and safety requirements are
no longer met, or if any other hazardous condition occurs, the employee will notify his or her
supervisor immediately and cease working at the remote worksite until the condition has been
remediated. The employee shall not be permitted to resume telecommuting from the remote worksite
without the express authorization of his or her supervisor with approval from the District
Administrator.
Upon reasonable notice, management has the right to inspect the employee’s designated worksite. If
the employee refuses such a request, he or she may not be allowed to continue telecommuting.
Management reserves the right to refuse or rescind a telecommuting agreement based on the
employee’s failure to adhere to the guidelines, or if a supervisor or other manager makes the
reasonable assessment that the employee’s worksite poses a health or safety risk.
If an employee incurs an injury or illness in the course or scope of employment while
telecommuting, Workers’ Compensation laws apply. Employees must immediately notify their
supervisor and complete all necessary paperwork as required by the District.
Actions that the telecommuter may take during break periods from working and actions not directly
related to the approved remote worksite will not be covered under Workers’ Compensation. These
non-covered actions include, but are not limited to, all actions that the employee would not be able to
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perform in his or her District office, such as caring for children or pets, domestic tasks, yard work,
retrieving the mail, cooking, exercising and interacting with non-District employees for non-business
purposes.
The District shall in no instance be liable for injuries to third persons, including members of the
telecommuting employee’s family, who enter the employee’s worksite or otherwise interact with the
employee or use his or her home office equipment.
The District understands that compliance with the health and safety provisions of this policy does not
necessarily provide the reasonable accommodations required by employees with disabilities.
Telecommuting employees with disabilities shall be entitled to the same rights and accommodations
they would be entitled to under all applicable state and federal laws and District policy. Telework
may be provided as a reasonable accommodation, and such arrangement is addressed in a separate
reasonable accommodation policy.
Equipment
Telecommuting employees may use District office equipment and supplies at any time,
according to need. For example, a telecommuting employee is allowed to come to the District
office to use printing and copying equipment, administrative assistance, or other office resources
to which the employee would have access if he or she was working onsite. With the advance
approval of the employee’s supervisor, a telecommuting employee may be permitted to take
District office supplies to his or her remote worksite to facilitate productivity. Such supplies may
include printer paper, pens and pencils, or other miscellaneous office-related items. Employees
should not remove any item from District property to use offsite without the express permission
of his or her supervisor.
The telecommuting employee is expected to maintain any District equipment, report any issues
or problems with equipment to the IT department, return faulty equipment or replace it as
needed, and report any lost items immediately to supervisor/IT department. Any District
equipment shall be utilized solely for business purposes; limited personal/recreational use is
permitted where reasonable and when it does not infringe upon work duties. District equipment
must be secured when not in use.
Use of Personal Computers, Smart Phones and Other Technology
Telecommuting employees using their personal computers, internet connections, smart phones
and other technology are responsible for ensuring and certifying that they meet the same security
standards as if they were using District technology. It is the responsibility of the supervisor to
discuss electronic security with the telecommuting employee and assess whether the employee’s
remote worksite ensures the level of security required by the District. At the supervisor’s
discretion, the telecommuting employee may be required, as a condition of telecommuting, to
establish a secure internet connection, install enhanced password protection or encryption
software, keep confidential materials in a locked or otherwise secured location, restrict nonemployees’ (such as family members’) usage of computers or smart phones used for District
business, and any other measure required to maintain the District’s information security
standards.
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Any and all policies governing employee usage of District computers, internet connections and
mobile devices shall apply to telecommuting employees when they are using their personal
equipment in the course and scope of employment, and when they are using District technology
at any time. Employees using District technology or conducting District business on personal
devices have no expectation of privacy.
Equal Opportunity
This policy does not alter the District’s commitment to maintaining an equal opportunity,
discrimination-free workplace. All District policies, as well as all state and federal laws,
governing the District’s anti-discrimination policy apply uniformly to telecommuting and onsite
employees.
Harassment-Free Workplace
This policy does not alter the District’s commitment to maintaining a harassment-free workplace.
All District policies, as well as all state and federal laws, governing the District’s anti-harassment
policy apply uniformly to telecommuting and onsite employees.
Any employee who feels he or she has been subjected to harassment while performing District
business should report the incident in accordance with the District’s anti-harassment policy.
Investigations of alleged harassment shall be conducted in the same manner for telecommuters as
for onsite employees, regardless of where the incident occurred.
Procedure
Employees who wish to telecommute are encouraged to contact their immediate supervisor to
discuss the feasibility of such an arrangement. Employees may arrange to telecommute regularly,
or on an as-needed basis. Same-day requests for telecommuting cannot be granted unless the
employee has already certified to a safety-compliant worksite and discussed information security
with his or her supervisor.
All telecommuting arrangements are subject to ongoing review and may be revoked at any time.
Nothing in this policy shall grant a telecommuting employee any rights he or she would not have
if working onsite, nor shall it limit his or her rights under all applicable District policies and state
and federal laws.
I understand, acknowledge, and agree to abide by all of the provisions contained in this policy.
_________________________________
[EMPLOYEE]
__________________________________
[SUPERVISOR]
__________________________________
[DISTRICT ADMINISTRATOR]
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Self-certification Safety Checklist for Telecommuters
The following checklist is designed to assess the overall safety of your alternative worksite. Please read and
complete the self-certification safety checklist. Upon completion, you and your supervisor should sign and date
the checklist in the space provided.

Name:

Organization:
City/State:

Address:
Business Telephone:

Telecommuting Coordinator:

The alternate duty station is:
Describe the designed work area in the alternate duty station.

A. Workplace Environment
1. Are temperature, noise, ventilation, and lighting levels adequate for
maintaining normal level of job performance?

Yes

No

2. Are all stairs with four or more steps equipped with handrails?

Yes

No

3. Are all circuit breakers and/or fuses in the electrical panel labeled
as to intended service?

Yes

No

4. Do circuit breakers clearly indicate if they are in the open or closed
position?

Yes

No

5. Is all electrical equipment free of recognized hazards that would
cause physical harm (frayed wires, bare conductors, loose wires,
flexible wires running through walls, exposed wires to the ceiling)?

Yes

No

6. Will the building's electrical system permit the grounding of
electrical equipment?

Yes

No

7. Are aisles, doorways, and corners free of obstructions to permit
visibility and movement?

Yes

No

8. Are file cabinets and storage closets arranged so drawers and doors
do not open into walkways?

Yes

No

9. Do chairs have any loose casters (wheels) and are the rungs and legs
Yes
of the chairs sturdy?

No

10. Are the phone lines, electrical cords, and extension wires secured
under a desk or alongside a baseboard?

Yes

No

11. Is the office space neat, clean, and free of excessive amounts of
combustibles?

Yes

No

12. Are floor surfaces clean, dry, level, and free of worn or frayed
seams?

Yes

No

13. Are carpets well secured to the floor and free of frayed or worn
seams?

Yes

No

14. Is there enough light for reading?

Yes

No

15. Is your chair adjustable?

Yes

No

16. Do you know how to adjust your chair?

Yes

No

17. Is your back adequately supported by a backrest?

Yes

No

18. Are your feet on the floor or fully supported by a footrest?

Yes

No

19. Are you satisfied with the placement of your monitor and keyboard?

Yes

No

20. Is it easy to read the text on your screen?

Yes

No

21. Do you need a document holder?

Yes

No

22. Do you have enough leg room at your desk?

Yes

No

23. Is the screen free from noticeable glare?

Yes

No

24. Is the top of the screen eye level?

Yes

No

25. Is there space to rest the arms while not keying?

Yes

No

26. When keying, are your forearms close to parallel with the floor?

Yes

No

27. Are your wrists fairly straight when keying?

Yes

No

B. Computer Workstation (if applicable)

Employees Signature

Date

Supervisor's Signature

Date

Approved

Disapproved

