SPECIAL MEETING
OPERATIONS & CUSTOMER RELATIONS COMMITTEE
MONTECITO WATER DISTRICT
583 SAN YSIDRO ROAD
Friday, February 15, 2019
9:30 A.M.
AGENDA
1) CALL TO ORDER, DETERMINATION OF COMMITTEE QUORUM
2) PUBLIC FORUM
NOTE: This portion of the agenda may be utilized by any person to address the Operations &
Administration Committee on any matter within the jurisdiction of the Committee. No consideration or
discussion shall be undertaken by Committee members at this time on any item not appearing on this
agenda except as permitted by the Ralph M. Brown Act. Discussion items receiving
recommendations by the Committee, and/or items requiring action will be placed on the agenda of a
future meeting of the Montecito Water District Board of Directors.

3) ITEMS FOR COMMITTEE CONSIDERATION
A.

Presentation by Ecomerit Technologies – The Sea Well Project

B.

Draft Agreement with Santa Barbara County for the collection, sharing and
maintenance of customer data between the agencies for purposes of public
alert and warning in accordance with California Senate Bill No. 821

C.

Central Coast Water Authority 2019 Supplemental Water Purchase
Program

D.

District Highline Repair Projects Update

E.

Proposal for Jameson Lake Architectural Design & Permitting Services

F.

Employee Benefits Comparison and proposed 2019 Employee Handbook
Updates

G.

Declaration of Surplus Equipment

H.

County of Santa Barbara Replacement of Ashley Road Bridge

4) ADJOURNMENT
Note: This agenda was posted at the Montecito Water District front counter and outside the front office
at 5:00 p.m. on Wednesday, February 13, 2019. The Americans with Disabilities Act provides that no
qualified individual with a disability shall be excluded from participation in, or denied the benefits of, the
District's programs, services or activities because of any disability. If you need special assistance to
participate in this meeting, please contact the District Office at 805/969-2271. Notification at least
twenty-four (24) hours prior to the meeting will enable the District to make appropriate arrangements.
Materials related to an item on this agenda submitted to the Board’s Operations and Administration
Committee after distribution of the agenda packet are available for public inspection in the Montecito
Water District offices located at 583 San Ysidro Road, Montecito, during normal business hours.

MONTECITO WATER DISTRICT
MEMORANDUM

SECTION:

3-A

DATE:

FEBRUARY 15, 2019

TO:

BOARD OF DIRECTORS

FROM:

GENERAL MANAGER

SUBJECT:

PRESENTATION– SEAWELL PROJECT, ECOMERIT TECHNOLOGIES

RECOMMENDATION:
For information only.
DISCUSSION:
Mr. James Dehlsen, of Ecomerit Technologies, LLC, will be present at the February 15,
2019 Committee meeting to present the SeaWell Project concept.
ATTACHMENTS
1. SeaWell Project Brochure
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MONTECITO WATER DISTRICT
MEMORANDUM
SECTION:

3-B

DATE:

FEBRUARY 15, 2019

TO:

OPERATIONS AND CUSTOMER RELATIONS COMMITTEE

FROM:

GENERAL MANAGER / PUBLIC INFORMATION OFFICER

SUBJECT: DRAFT AGREEMENT FOR IMPLEMENTATION OF SENATE BILL 821:
MWD CUSTOMER DATA FOR SANTA BARBARA COUNTY
EMERGENCY NOTIFICATION
RECOMMENDATION:
That the Operations and Customer Relations Committee recommend the Board of
Directors authorize participation in an Agreement with Santa Barbara County to share
utility customer contact information for the sole purpose of enrolling County residents in
a public emergency warning system in accordance with Senate Bill 821, Government
Code Section 8593.4.
DISCUSSION:
The purpose of this staff report is to inform on the proposed execution of an Agreement
with the County of Santa Barbara. In accordance with Senate Bill (SB) 821, Santa
Barbara County’s Office of Emergency Management (OEM) has requested a data
sharing agreement with MWD, whereby the District would furnish customer data for
emergency notifications. While entering into the agreement with the County is not
mandatory, MWD takes the safety of its customers seriously and, particularly in
consideration of recent events, staff recommends participation. This item may be
brought before the Board for consideration and action, and so that members of the
public and customers may be made aware that MWD intends to participate in the
program in the interest of public safety.
The text of Government Code 8593.4 (enacted by SB 821) states as follows: A county,
including a city and county, may enter into an agreement to access the contact
information of resident accountholders through the records of a public utility or other
agency. The code states that “Contact information” means a person’s name, address,
telephone numbers, and email address.
At this time the only mass alert system for the County is “opt-in.” The intent of SB821 is
to allow for collection of data for emergency notifications; any other use of the
information is prohibited. There is a mandatory component to the statute, requiring the
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County to have a specific methodology for people to opt out. That will be a requirement
for the County to implement.
An important consideration is privacy issues related to the customer data that is shared
and potential liability. The language of the statute specifically exempts the District from
liability of that nature; Government Code 8593.4 states: “Notwithstanding any other law,
a public utility or other agency, including an electrical or gas corporation, local publicly
owned electric utility, public water agency, or other agency responsible for water
service, waste and recycling services, or other related services for a property address,
shall not be subject to civil or criminal liability for the accuracy of, or any use, nonuse, or
improper release of, the contact information it provides to the county under this section,
including, without limitation, for any deficiencies or inaccuracies of the contact
information provided”. This demonstrates that – in light of recurring emergencies in
California – the legislature is taking the issue of effective emergency notification very
seriously and placing the issue of overall public safety above individual privacy
concerns through the enactment of the liability exclusion. It would be the
recommendation of the District’s General Counsel to participate in the program.
Staff intends to support the initiative with customer communications including a
customer mailer (bill insert), along with a corresponding email newsletter and web site
posting, that refers to participation in the County system. At the appropriate time, the
District will also provide customer communications describing its own implementation of
Everbridge to provide updates regarding main breaks and service interruptions to
customers.
IMPLEMENTATION & IMPACTS
Senate Bill 821 took effect January 1, 2019, and implementation is slated for early 2019.
Fiscal/business impacts would be staff time to liaison with County and execute
agreements, Counsel engagement for legal review, and staff time to prepare and deliver
data.
ATTACHMENTS:
Draft Agreement with Santa Barbara County

Section 3-B
Page 2

DRAFT 01/09/2019

AGREEMENT
between
COUNTY OF SANTA BARBARA
and
MONTECITO WATER DISTRICT
PREAMBLE
This AGREEMENT between the County of Santa Barbara (“County”) and ____________
(“Utility”) establishes guidelines for the collection, sharing, and maintenance of Utility
customer contact information for the sole purpose of enrolling County residents in a
County operated public emergency warning system, in accordance with Government
Code Section 8593.4.
The County and Utility agree as follows:
1. Sharing of Utility Customer Contact Information
Within 60 days after this Agreement is signed by both parties, the Utility shall provide
customer contact information with the County, for the sole purpose of enrolling their
customers in a County operated public emergency warning system.
The customer contact information may include a person’s name, address, telephone
numbers, and email address and will be supplied in an electronic format (CSV file or other
format as prescribed by the County). The Utility shall provide updated customer contact
information to the County in December of each subsequent year.
Customers will have ongoing options to opt out of the emergency alerts. Upon receiving
an alert, each method of delivery (voice, sms/text, or email) will prompt an “unsubscribe”
option to be removed from future alerts on that method of delivery. To opt out of an
entire profile which includes all methods of delivery, the customer must log into their
Aware and Prepare account/profile and delete their account, or contact the Santa
Barbara County Office of Emergency Management (OEM) at (805) 681-5526 or
alerts@awareandprepare.org to be manually removed from the notification system.
2. Confidentiality
The County must maintain the confidentiality of the Utility customer contact information
that it receives, and use it for the sole purpose of enrolling the customers in a county
operated public emergency warning system. If the Utility notifies County in writing that a
customer elects to opt out of being enrolled in the emergency warning system, the County
shall promptly remove the customer contact information from the emergency warning
system.
The customer contact information received from the Utility shall be maintained in a secure
manner that prevents the interception, diversion or other unauthorized access.
1
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3. Notification
Notification to the County shall be mailed and emailed to:
Santa Barbara County Office of Emergency Management
4408 Cathedral Oaks Road
Santa Barbara, CA 93110
oem@sbcoem.org
Notification to the Utility shall be mailed and emailed to:
Montecito Water District
583 San Ysidro Road
Santa Barbara, CA 93108
4. Indemnification
All parties in this Agreement agree to defend, indemnify, and hold each other participating
in this agreement, and its officers, employees, and agents harmless from and against any
liability, loss, expense (including attorneys’ fees), or claims of injury or damages arising
out of the performance of the terms of this Agreement but only in proportion to and to the
extent such liability, loss, expense, attorneys’ fees, or claims for injury or damages are
caused by or result from the negligent or intentional acts or omissions of the indemnifying
party, and/or its officers, employees or agents. Utility will not be required to indemnify
County for any civil or criminal proceeding falling within the Exclusion of Liability set forth
in Section 5 below.
5. Exclusion of liability
No term of this Agreement authorizes, allows, or permits the imposition of civil or criminal
liability against Utility arising out of or relating to the accuracy of, or any use, nonuse, or
improper release of, the contact information provided by Utility to County under this
Agreement, including without limitation, for any deficiencies or inaccuracies of the contact
information provided.
6. Execution
Each of the persons signing this Agreement on behalf of a party or entity represents that
he or she has authority to sign on behalf and to bind such party.
7. Severability
If any provision of this Agreement is held to be illegal, invalid, or unenforceable under
present or future laws effective during the term of this Agreement such provision shall be
fully severable. This Agreement shall remain in full force and effect unaffected by such
2
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severance, provided that the severed provision(s) are not material to the overall purpose
and operation of this Agreement.
8. Waiver
Waiver by any signatory to this Agreement of any breach of any provision of this
Agreement or warranty of representation set forth herein shall not be construed as a
waiver of any subsequent breach of the same or any other provision. The failure to
exercise any right under this Agreement shall not operate as a waiver of such right. All
rights and remedies provided for in this Agreement are cumulative.
9. Modification and Amendments
This Agreement represents the entire understanding between the parties as to the subject
matter contained herein. This Agreement may be amended or modified at any time by
written mutual agreement of the authorized representatives of the signatories to this
Agreement.
10. Term of this Agreement
This Agreement shall be in effect for the period commencing from the date that the
Agreement is executed by the County. This Agreement will continue in effect until
terminated by either party. Either party may terminate this Agreement by giving the other
party 60 day written notice of its intent to terminate.
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IN WITNESS WHEREOF, the parties have executed this Agreement to be effective on the date
executed by COUNTY.
COUNTY OF SANTA BARBARA

By: ______________________________
Chair, Board of Supervisors
Date: ____________________
ATTEST:
MONA MIYASATO
CLERK OF THE BOARD

MONTECITO WATER DISTICT

By: ______________________________
Deputy

By: ______________________________
Floyd Wicks, Board President

APPROVED AS TO FORM:
MICHAEL C. GHIZZONI
COUNTY COUNSEL

APPROVED AS TO ACCOUNTING FORM:
BETSY SHAFFER, CPA
AUDITOR-CONTROLLER

By: ______________________________
Deputy County Counsel

By: ______________________________
Deputy

APPROVED AS TO FORM:
RAY AROMATORIO
RISK MANAGER

By: ______________________________
Risk Manager
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MONTECITO WATER DISTRICT
MEMORANDUM
SECTION:

3-C

DATE:

FEBRUARY 15, 2019

TO:

OPERATIONS AND CUSTOMER RELATIONS COMMITTEE

FROM:

GENERAL MANAGER

SUBJECT: 2019 CCWA SUPPLEMENTAL WATER PURCHASE PROGRAM
RECOMMENDATION:
1. That the Board of Directors approve participation in the Central Coast Water
Authority (CCWA) 2019 Supplemental Water Purchase Program (SWPP) with an
initial requested Delivery Goal of up to 2,800 AF of water; The Board may wish to
increase this amount during the year if the need arises.
2. That the Board of Directors authorize the General Manager execute the Statement
of intent to purchase water from Mojave Water Agency under the CCWA 2019
SWPP Agreement.
DISCUSSION:
Since 2014, the District has participated in the CCWA SWPP to purchase supplemental
water to offset the reduction in surface water supplies such as Lake Cachuma, Jameson
Lake and the State Water Project. Below is a list of the District’s supplemental water
purchased to date through this program.

Date
03/31/14
04/28/14
05/16/14
06/06/14
07/09/14
02/24/15
03/30/15
09/04/15
04/22/16
10/04/16
06/20/17
04/26/18

PARTICIPATION IN CCWA SWPP
Source
Net (AF)
Santa Ynez ID 1
465
Biggs-West Gridley
488
Vandenberg Air Force Base
383
Dudley Ridge
860
Mojave Water Agency
416
Antelope Valley East Kern
2,531
Biggs-West Gridley
113
Santa Ynez ID 1
750
Antelope Valley East Kern
5,000
City of Santa Maria
2,000
City of Santa Maria
2,000
Mojave Water Agency
2,800

Cost/AF
$465
$776
$1,070
$424
$322
$500
$664
$1,015
$253
$600
$225
$320

Section 3-C
Page 1

The District’s need for supplement water in 2019 remains to be determined. The
2018/19 winter so far has brought above average rainfall to Santa Barbara County and
the State. Jameson Lake filled and spilled on February 3, 2019 but water quality due to
the Thomas Fire remains a challenge. If treatment enhancements which are currently
underway prove to be successful, the District may deliver substantially more water from
Jameson Lake in 2019 than in recent years. Lake Cachuma is above 50% of full
storage capacity and continuing to rise. This could result in an increase in the District’s
Cachuma Project allocation for 2019. With the above average snowpack in northern
California, the State Water Project allocation is expected to increase well above the
current allocation of 15%. Although it appears the District’s water supply outlook is
improving for 2019, staff recommends waiting until spring to make a determination on
the amount of supplemental water, if any the District may need to purchase under the
CCWA 2019 SSWP.
Based on the District’s current water supply outlook and the potential need for
supplemental water in 2019, staff recommends the District participate in the 2019
Supplemental Water Purchase Program by authorizing the execution of the attached
2019 Supplemental Water Purchase Program Participation Agreement (attached) and
executing the Statement of Intent (non-binding) to purchase water from the Mojave
Water Agency in 2019 (attached).
Supplemental Water Purchase Opportunity – Mojave Water Agency
As reported in December 2018, CCWA obtained approval from the Department of Water
Resources (DWR) for a proposed 2019 water exchange whereby Mojave Water Agency
(MWA) would make supplemental water available to CCWA members in accordance with
the same terms and conditions as the 2018 MWA exchange. The terms include a unit
cost of $320 per acre foot and a 4 to 1 exchange ratio (meaning for every four units of
water MWA provides CCWA, CCWA will be required to return 1 unit of water within the
next 10 years). The exchange ratio, as determined by DWR is based on the State Water
Project (SWP) allocation at the time the agreement is effectuated. The higher the SWP
allocation, the lower the exchange ratio. Therefore, it is to CCWA’s benefit to effectuate
this agreement as soon as possible to take advantage of the lower exchange ratio.
In December, CCWA submitted a Letter of Intent to MWA confirming its intent to purchase
supplemental water in 2019 (attached). Included in the overall CCWA request, the District
requested up to 2,800 acre feet of water in 2019, recognizing that this need for
supplemental water may change as a result of hydrologic conditions. This request for
2,800 acre feet is non-binding and can be modified as needed.
MWA also agreed that CCWA would only be obligated to take and pay for the water it
takes delivery of during 2019. CCWA can request monthly deliveries as needed, in any
amount recognizing there are pumping limits, between now and the end of the year. The
District also has the option not to take any deliveries of water under the agreement. This
flexibility provides time to access our water supplies through the April-May timeframe
before determination our needs for 2019.
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As a reminder, DWR does not allow non-SWP water to be carried over into the following
calendar year in San Luis Reservoir. Therefore, any water purchased under the CCWA
2019 SWPP will need to be delivered to Lake Cachuma or placed in the Semitropic
Groundwater Storage Program or alternative water bank prior to 2020.
FISCAL IMPACT
The execution of the Central Coast Water Authority Supplemental Water Purchase
Program Participation Agreement (for 2019) does not commit the District to a water
purchase but rather provides CCWA with notice of the District’s interest in pursuing
supplemental water supply opportunities in 2019. The costs to participate in the CCWA
2019 SWPP are based on a pro-rata share of CCWA’s total administrative expenses, as
set forth in Section 2.4 of the referenced and attached Agreement. CCWA is projecting
no administrative costs associated with the MWA exchange but there may be
administrative costs associated with any other exchanges pursued under the 2019 SWPP
in which the District participates.
The unit cost to purchase water under the Mojave Water Agency exchange is $320 per
acre foot ($896,000 for the full 2,800 acre foot) with an obligation to return one quarter
the amount of water in 10 years and pay the variable costs associated with the return.
The estimated variable costs if water was returned in 2019 is approx. $250/AF. Should
the District choose to move forward with this water purchase arrangement, a binding
agreement to purchase water will be presented to the Board at a subsequent board
meeting.

ATTACHMENTS
1. Central Coast Water Authority Supplemental Water Purchase Program Participation
Agreement for 2019
2. CCWA / Mojave Water Agency 2019 Exchange Letter of Intent
3. Statement of Intent to purchase water from Mojave Water Agency under the CCWA
2019 SWPP
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CENTRAL COAST WATER AUTHORITY
SUPPLEMENTAL WATER PURCHASE PROGRAM
PARTICIPATION AGREEMENT (for 2019)
This Supplemental Water Purchase Program Participation Agreement (“Agreement”) is made as
of ___________ by
CENTRAL COAST WATER AUTHORITY (“Authority”)
and
____________________________________ (“Contractor”).

Recitals
A.
The Authority owns, operates and maintains water conveyance, storage and
treatment facilities to deliver water from California’s State Water Project to cities, water districts
and other water purveyors and users in Santa Barbara County.
B.
The Authority and Contractor are parties to a Water Supply Agreement dated
August 1, 1991 related to the matters described in Recital A.
C.
Due to a serious statewide drought, it is anticipated that the State Water Project
will be unable to deliver to the Authority the quantity of water needed by the Authority for
delivery to its Project Participants.
D.
sources. .

The Authority has determined that it should seek to acquire water from other

E.
The Contractor has determined that it wishes to participate in the Authority’s
program to secure supplemental sources of water, and is willing to share in the expenses
pertaining thereto.
Agreement
1.
Representation; Delivery Goal; Cooperation with Authority.
Contractor
agrees that the Authority shall be authorized to represent Contractor in the identification,
structuring and negotiation of transactions for the acquisition of imported water rights, contract
water and other water and/or water related assets (collectively, the “Water”). Contractor
represents that it is seeking to acquire ____ AFY of Water over the term of this Agreement
(“Contractor’s Delivery Goal”). Contractor shall be entitled to request an increase in the
Delivery Goal stated in this paragraph by executing and delivering to the Authority, at any time
during the term of this Agreement, an Amendment to Participation Agreement in a form
1
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approved by the Authority, subject to the provisions of this Contract requiring that all costs
allocated under this contract – including costs incurred prior to the delivery of the notice -- shall
be allocated to the Contractor in accordance with the Revised Delivery Goal. No such
Amendment to Participation Agreement shall be effective unless and until it is executed by the
Authority.
2.
Notification of Purchase Opportunity; Statement of Intent; Allocation of
Delivered Water; Allocation of Costs; Deposits.
2.1
Notification of Purchase Opportunity. The Authority shall notify
Contractor of each opportunity to acquire a supplemental water supply identified by the
Authority, which notification to the Contractor shall be either in electronic or written format and
shall include a deadline for the Contractor’s response and the following information to the extent
it is available to the Authority: anticipated available quantity, purchase price, date of scheduled
delivery, delivery risk (including anticipated transmission losses), and the anticipated procedure
and schedule for environmental review.
2.2
Statement of Intent. The Contractor may submit to the Authority a
Statement of Intent (“Statement of Intent” or “SOI”), in the form of the attached Exhibit A,
which shall include the quantity of water the Contractor intends to acquire in connection with
that specific water transaction (“SOI Quantity”). If the Contractor submits a Statement of Intent
prior to the deadline, the Authority shall secure and provide to the Contractor (1) a copy of the
proposed purchase agreement for the Water supply, and (2) a Binding Agreement to Purchase in
the form of the attached Exhibit B to be signed by the Contractor under which the Contractor
agrees to take delivery of the SOI Quantity of the offered Water on the terms and conditions
stated therein.
2.3
Oversubscription; Allocation of Delivered Water. For each Water
purchase opportunity, if the Contractors who have delivered signed Statements of Intent
(“Participating Contractors”) collectively indicate an intent to purchase more of the Water being
offered than is available, the total amount of Water being offered shall be allocated for purchase
in proportion to the respective Delivery Goals of the Participating Contractors, provided,
however, that no Participating Contractor shall be allocated an amount that exceeds that
Contractor’s Delivery Goal.
2.4
Allocation of Costs. The Contractor shall pay to the Authority the
Contractor’s pro-rata share of the Authority’s Total Expenses, which pro-rata share shall be
calculated as follows:.
2.4.1 For Total Expenses arising from services rendered by the
Authority prior to the Authority’s identification, in writing, of a specific Water purchase
opportunity, the Contractor’s pro-rata share shall be that Contractor’s Delivery Goal as stated
herein (or the Revised Delivery Goal) divided by the sum of all Contractors’ Delivery Goals as
stated in their respective Agreements. Once a Contractor has received a quantity of water that
meets its Delivery Goal, that Contractor is no longer obligated to share in the Total Expenses
allocated under this Subparagraph 2.4.1.

2019 Supplemental Water Purchase Program-Participation Agreement:45799_1
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2.4.2 For Total Expenses arising from services rendered by the
Authority after the Authority’s identification, in writing, of a specific Water purchase
opportunity, and that relate specifically to that purchase opportunity, the Contractor’s initial prorata share shall be that Contractor’s SOI Quantity for that particular opportunity divided by the
sum of SOI Quantities of all Contractors that have submitted a signed Statement of Intent for that
purchase opportunity. In the event that no Statements of Intent are executed and delivered by
any Contractor, the pro-rata share under this subparagraph shall be calculated in accordance with
subparagraph 2.4.1 above. After all water related to a specific Water purchase opportunity has
been delivered, and all expenses have been determined, the Total Expenses related to that
purchase opportunity shall be reallocated by the Authority among the participating Contractors
according to the actual quantity of water delivered to each Participant.
2.4.3 For all payments made by the Authority to any Seller (as that term
is defined in a Binding Agreement to Purchase), the Participating Contractor’s pro-rata share
shall be that Contractor’s quantity of water to be purchased under the Binding Agreement to
Purchase divided by the sum of such quantities for all Contractors who have executed such
Binding Agreements to Purchase.
2.4.4 In any event, for Total Expenses arising from services that are of
benefit to only one Contractor, that Contractor shall pay for the expenses related to said services.
2.4.5 “Total Expenses” shall include all out-of-pocket expenditures
made by the Authority for environmental review, consultant reports, legal expenses and other
costs related to any transaction arising under this Agreement.
2.5
Deposit. Prior to execution of this Agreement, the Authority prepared and
delivered to the Contractor an estimate of the Contractor’s anticipated financial obligations under
subparagraph 2.4 of this Agreement through the end of the 2015 calendar year , and has provided
that estimate to the Contractor. Concurrently with execution of this Agreement, Contractor shall
place on deposit with the Authority the amount stated in the estimate.
2.6
Subsequent Deposits. Prior to the end of the 2019 calendar year, the
Authority shall provide to the Contractor an estimate of the Contractor’s anticipated financial
obligations under subparagraph 2.4 of this Agreement for such period of time as shall be
determined by the Authority’s Executive Director. The Contractor shall place on deposit with
the Authority the amount stated in the estimate no later than the deadline established by the
Authority’s Executive Director.
2.7
Invoices and Payments. In the event the Authority reasonably determines
that the deposit paid by Contractor to the Authority will be insufficient to cover Contractor’s
financial obligations hereunder, the Authority is authorized to deliver to the Contractor a revised
estimate of those financial obligations and an invoice for an additional deposit. The Contractor
shall remit the amount stated in the invoice within thirty (30) days of receipt.

2019 Supplemental Water Purchase Program-Participation Agreement:45799_1
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2.8

Obligation in the Event of Default.

2.8.1 Written Demand Upon Failure to Make Payment. Upon failure of
the Contractor to make any payment in full when due under this Agreement or to perform any
other obligation hereunder, the Authority shall make written demand upon the Contractor, and if
such failure is not remedied within thirty (30) days from the date of such demand, such failure
shall constitute a default at the expiration of such period. Notice of such demand shall be
provided to each other Contractor by the Authority. Upon failure of the Authority to perform
any obligation of the Authority hereunder, the Contractor shall make written demand upon the
Authority, and if said failure is not remedied within thirty (30) days from the date of such
demand, such failure shall constitute a default at the expiration of such period. Notice of such
demand shall be provided to each Contractor by the Contractor making such written demand.
2.8.2 Other Events of Default. In addition to any default resulting from
breach by the Authority or the Contractor of any agreement, condition, covenant or term hereof,
if the Authority or the Contractor shall file any petition or institute any proceedings under any act
or acts, state or federal, dealing with or relating to the subject of bankruptcy or insolvency or
under any amendment of such act or acts, either as a bankrupt or as an insolvent or as a debtor or
in any similar capacity, wherein or whereby the Authority of the Contractor asks or seeks or
prays to be adjudicated a bankrupt, or is to be discharged from any or all of its debts or
obligations, or offers to its creditors to effect a composition or extension or time to pay its debts,
or asks, seeks or prays for a reorganization or to effect a plan of reorganization or for a
readjustment of its debts or for any other similar relief, or if the Authority or the Contractor shall
make a general or any assignment for the benefit of its creditors, then in each and every such
case the Authority or the Contractor, as the case may be, shall be deemed to be in default
hereunder.
2.8.3 Termination of Contractual Rights; Continuing Obligations. Upon
the failure of the Contractor to make any payment which failure constitutes a default under this
Agreement and causes the Authority to be in default under the Purchase Agreement or the
Brokerage Agreement, the Authority may (in addition to the remedy provided by section 2.8.2
hereof), terminate the provisions of this Agreement insofar as the same entitle the Contractor to
any deliveries of Water. Irrespective of such termination, the obligations of the Contractor to the
Authority to pay the full amount of costs under this Agreement shall continue in full force and
effect.
2.8.4 Increase in Non-defaulting Contractor Costs. Upon the failure of
any Contractor to make any payment which failure constitutes a default under its respective
Binding Agreement to Purchase, and except as transfers are made pursuant to Section 2.8.2
hereof, (i) the pro-rata share of each non-defaulting Contractor shall be automatically increased
for the remaining term of the Purchase Agreement pro rata with those of the other non-defaulting
Contractors, and (ii) such defaulting Contractor’s right to receive Water shall be reduced
accordingly. Upon payment of such increase, a non-defaulting Contractor shall be entitled to
take delivery of its pro rata share of such defaulting Contractor’s Water.
2.8.5 Right of Recovery from Defaulting Contractor. If a Contractor
shall fail or refuse to pay any amounts due to the Authority, the fact that a non-defaulting
2019 Supplemental Water Purchase Program-Participation Agreement:45799_1
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Contractor has increased its obligation to make such payments shall not relieve the defaulting
Contractor of its liability for such payments, and the non-defaulting Contractor shall have a right
of recovery from the defaulting Contractor to the extent of such respective increase in obligation
caused by the defaulting Contractor. Any amounts received by the Authority from the
defaulting Contractor for costs that were previously paid by a Non-Defaulting Contractor
pursuant to Section 2.8.4 above, shall be reimbursed by the Authority to the Non-Defaulting
Contractor.
2.9
Reconciliation. Upon termination of this Agreement, the Authority shall
provide to the Contractor an accounting of the actual amounts Contractor is obligated to pay
hereunder. Any overpayment by Contractor shall be promptly refunded by the Authority and
any underpayment by the Contractor shall be promptly paid to the Authority.
3.

Term; Termination.

3.1
Term. The term of this Agreement shall commence on February 1, 2019
and shall continue until December 31, 2019, unless sooner terminated as provided for herein.
3.2

Termination.

3.2.1 This Contract may be terminated by the Authority at any time,
provided all Contractors agree in writing thereto.
3.2.2 This Contract may be terminated by Contractor effective February
1, 2016, or such other date as may be established by the Authority, upon the expiration of thirty
(30) days following the later of (i) delivery of written notice of termination to the Authority, and
(ii) discharge by the Contractor, or satisfactory assurance of performance, of all financial
obligations hereunder. The Authority shall promptly transmit any such notice of termination to
all other Contractors.
3.2.3 In the event any Contractor submits a notice of termination
pursuant to Section 3.2.2, any other Contractor may terminate this Contract effective February 1,
2016, or such other date as may be established by the Authority, upon the expiration of forty-five
(45) days) following the later of (i) delivery of written notice of termination to the Authority, and
(ii) discharge by the Contractor all financial obligations hereunder.
4.

Contractor’s Representative; Coordination Among Contractors.

4.1
Contractor’s Representative. For purposes of this Agreement, Contractor
shall provide to the Authority a written Designation of Representative identifying its authorized
representative with full authority to grant, provide and enter into, by and on behalf of the
Contractor, any and all consents, approvals, instructions, authorizations or agreements by the
Contractor in connection with this Agreement (collectively, “Contractor Directions”). The
Authority shall be entitled to rely upon, without inquiry, the full authority of the Contractor’s
designated representative. Without limiting the foregoing, the Contractor’s representative shall
be solely responsible for requesting and obtaining in advance any special or further
authorizations on behalf of Contractor that may be necessary in connection with any Contractor
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Direction given to the Authority hereunder and the Authority may assume, without further
inquiry, that all such authorizations have been obtained. Contractor may designate a different
individual as its representative in connection with this Agreement at any time by written notice
to Authority.
4.2

Coordination Among Contractors.

4.2.1 Contractors Committee.
A Contractors Committee shall be
created with each Contractor’s Representative as stated in Section 4.1. The Committee shall be
authorized to advise the Authority with respect to its duties under this Agreement, and to perform
such other functions as the Contractors shall deem appropriate. Each member of the Committee
shall have a weighted vote corresponding to the Contractor’s Delivery Goal as a proportion of
the total Delivery Goals for all Contractors. A quorum shall be at least 50% of the voting
percentages. Committee decisions shall be made by the following vote:
4.2.1.1
If the Committee has two members, a majority of
the voting percentages shall be necessary to adopt a motion.
4.2.1.2
If the Committee has three or more members, sixty
percent (60%) of the voting percentages, plus the affirmative vote of at least two members, shall
be necessary to adopt a motion.
4.2.2 Subcommittees of Participating Contractors. For each Water
transaction in which one or more Contractors have signed and delivered a Binding Agreement to
Purchase, a Subcommittee shall be created with a representative from each such participating
Contractor. The Subcommittee shall be authorized to advise the Authority with respect to its
duties under the Binding Agreement to Purchase for that Water transaction, and to perform such
other functions as those Participating Contractors shall deem appropriate. Each member of the
Subcommittee shall have a weighted vote corresponding to the quantity of Water to be delivered
to that Contractor under its Binding Agreement to Purchase as a proportion of the total quantity
of Water to be delivered to all Participating Contractors under their respective Binding
Agreements to Purchase. A quorum shall be at least 50% of the voting percentages.
Subcommittee decisions shall be made by the following votes:
4.2.2.1
If the Subcommittee has two members, a majority
of the voting percentages shall be necessary to adopt a motion.
4.2.2.2
If the Subcommittee has three or more members,
sixty percent (60%) of the voting percentages, plus the affirmative vote of at least two members,
shall be necessary to adopt a motion.
5.

Miscellaneous

5.1 Incorporation of Recital and Exhibits. The Recitals to this Agreement and
exhibits attached to this Agreement are incorporated herein and made a part hereof by this
reference.
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5.2 Headings. The headings in this Agreement are for convenience of reference
only and shall not be used in construing this Agreement.
5.3 Legal Advice. Each party has received independent legal advice from its
attorneys with respect to the advisability of executing this Agreement and the meaning of the
provisions of this Agreement. Any rule of contract interpretation to the effect that ambiguities or
uncertainties are to be interpreted against the drafting party or the party who caused it to exist
shall not be employed in the interpretation of this Agreement or any document executed in
connection herewith.
5.4 Terms Generally. The defined terms in this Agreement shall apply equally
to both the singular and the plural forms of the terms defined. Whenever the context may require,
any pronoun shall include the corresponding masculine, feminine and neuter forms. The terms
"person" and "party" include individuals, corporations, partnerships, trust, and other entities and
associations. The words "include", includes" and "including" shall be deemed to be followed by
the phrase "without limitation."
5.5 Attorneys’ Fees. In any action to enforce or interpret this Agreement, the
prevailing party shall recover from the non-prevailing party, in addition to any damages,
injunctive or other relief, all costs (whether or not allowable as "cost" items by law) reasonably
incurred by the prevailing party at, before and after trial or on appeal, or in any bankruptcy
proceeding, including attorneys' and witness (expert and otherwise) fees, deposition costs,
copying charges and other expenses.
5.6 Successors and Assigns. This Agreement shall be binding upon and inure to
the benefit of the parties hereto and their respective successors and assigns.
5.7 Time of the Essence. Except as otherwise provided in this Agreement, time
is of the essence with respect to this Agreement and the performance of each and every obligation
contained in this Agreement.
5.8 Severability. If any provision of this Agreement or its application to any
party or circumstance is held invalid or unenforceable, then the remainder of this Agreement and
the affected provision to the extent it is not so held shall remain valid and enforceable and in full
force and effect. The forgoing shall not apply, however, if the invalid or unenforceable provision
in question or, as applicable, the portion or application thereof held invalid or unenforceable, is a
fundamental and material provision of this Agreement.
5.9 Time for Performance. Notwithstanding any provision of this Agreement to
the contrary, in the event a party fails to perform any obligation under this Agreement (other than
an obligation to pay money) because of strikes, lockouts, labor disputes, acts of God, inability to
obtain labor or materials or reasonable substitutes for labor or materials, government or judicial
actions, inclement weather or other causes beyond its reasonable control, that failure will not
constitute a default under this Agreement, and the performance in question will be excused during
the period in which the cause for failure continues.
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5.10 Notices. All notices required or permitted hereunder shall be in writing and
shall be served on the Parties at the following address:
If to Contractor:
____________________________
____________________________
____________________________
Telephone:
______________
Facsimile:
______________
If to Authority:
Central Coast Water Authority
255 Industrial Way
Buellton, CA 93427
Attn: Executive Director
Telephone: (805) 688-2292
Facsimile: (805) 686-4700
Any such notices may be sent by (a) certified mail, return receipt requested, in which case notice
shall be deemed delivered three (3) business days after deposit, postage prepaid in the U.S. mail,
(b) a recognized and reputable overnight courier, in which case notice shall be deemed delivered
one (1) business day after deposit with such courier (on or prior to 5:00 p.m., local time of the
sender; if deposited after such time, it shall be deemed to have been deposited on the next
business day); provided, however, that this method of delivery will not be applicable to a party
that has specified a P.O. Box for its address, or (c) facsimile transmission, in which case notice
shall be deemed delivered upon electronic verification (on or prior to 5:00 p.m., local time of the
recipient; if verification is received after such time, it shall be deemed to have been delivered on
the next business day) that transmission to recipient was completed (which verification may
include a fax transmission receipt, or fax transmission log, from the sending party’s fax machine
which includes the date and time of a stated successful transmission to the recipient). The above
addresses and facsimile numbers may be changed by written notice to the other party; provided
that no notice of a change of address or facsimile number shall be effective until actual receipt of
such notice. Copies of notices are for informational purposes only, and a failure to give or
receive copies of any notice shall not be deemed a failure to give notice.
5.11 Governing Law; Venue. This Agreement and all matters relating to this
Agreement shall be governed by the laws of the State of California, without regard to principles of
conflicts of laws. Venue for any disputes under this Agreement shall be in Santa Barbara County,
California.
5.12 Due Authority. The parties hereby represent that the individuals executing this
Agreement are expressly authorized to do so on and in behalf of the parties.
5.13 Counterparts; Delivery by Facsimile. The Agreement may be executed in
two or more counterparts, each of which shall be deemed an original, and all of which when taken
together shall constitute one and the same document. The signature of any party to any
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counterpart shall be deemed a signature to, and may be appended to, any other counterpart. Any
party may deliver its signed counterpart of the Agreement to any other party by facsimile
transmission, and such delivery shall be deemed made and completed upon receipt of such
facsimile transmission by the other party. Any party delivering a signed counterpart by facsimile
transmission agrees to promptly send the counterpart bearing its original signature to the other
party; provided that a delay or failure to do so shall not negate the effectiveness of the delivery
made by the facsimile transmission.
5.14 Entire Agreement; Modification. The making, execution and delivery of
this Agreement have not been induced by any representations, statements, warranties or
agreements other than those herein expressed. This Agreement constitutes the entire agreement
and understanding of the parties concerning the subject matter hereof. This Agreement
supersedes all prior negotiations, agreements, representation and understandings of the parties
relating to the subject matter hereof. No supplement, modification or amendment of this
Agreement shall be binding unless executed in writing by all of the parties.
5.15 Indemnification and Defense. Contractor agrees to indemnify, defend,
protect and hold harmless the Authority and its officers, directors, employees, agents, Members,
Associate Members and contractors from and against all claims, actions, damages, losses and
expenses, including reasonable attorneys’ fees, arising from or relating to this Agreement,
whether said claims, actions, damages, losses or expenses arise prior to or following termination
or expiration of this Agreement. If more than one Contractor signs this Agreement, the
obligations of this paragraph 5.15 shall be allocated among such Contractors according to their
respective Delivery Goals as stated herein.
5.16 Third Party Beneficiary; Enforcement. The parties agree that this
Agreement is for the benefit of (i) the Contractor, (ii) the Authority, (iii) all Project Participants
under their respective Water Supply Agreements with the Authority dated August 1, 1991, and
(iv) all other Contractors who are signatories to agreements in substantially the same form as this
Agreement, and all of the aforementioned entities and persons shall be entitled to enforce the
provisions of this Agreement.
5.17 Superseding Previous Agreement. This Agreement entirely supersedes
and replaces any Water Purchase Representation Agreement or similar agreement concerning the
same subject executed between the parties hereto.
IN WITNESS WHEREOF, the parties have executed and entered into this Agreement as of the date
first written above.
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“Authority”

“Contractor”

CENTRAL COAST WATER AUTHORITY
a California joint powers agency

__________________________________
__________________________________

By:
____________________________
Name: ____________________________
Title: ____________________________

By:
___________________________
Name: ___________________________
Title: ___________________________

Approved as to form:

Approved as to form:

Brownstein Hyatt Farber Schreck

[Insert Contractor’s counsel name]

By: ______________________________

By: ______________________________

Attachments:
Exhibit A – Statement of Intent
Exhibit B – Binding Agreement to Purchase
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EXHIBIT A

CENTRAL COAST WATER AUTHORITY
SUPPLEMENTAL WATER PURCHASE
PROGRAM 2019

STATEMENT OF
INTENT

Contractor’s Name:

Pursuant to the Supplemental Water Purchase Program Participation Agreement for 2019
between the Central Coast Water Authority and the above-named Contractor, the undersigned,
on behalf of the Contractor states its intent to acquire ___________ AFY of water in
connection with the proposed acquisition from Mojave Water Agency Exchange.

Signature:
Print Name:
Date:

Section 3-C
Page 18

MONTECITO WATER DISTRICT
MEMORANDUM

SECTION:

3-E

DATE:

FEBRUARY 15, 2019

TO:

OPERATIONS AND CUSTOMER RELATIONS COMMITTEE

FROM:

ENGINEERING MANAGER

SUBJECT:

PROPOSAL FOR JAMESON LAKE ARCHITECTURAL DESIGN &
PERMITTING SERVICES

RECOMMENDATION:
1. Review and recommend the Board authorize execution of a professional services
agreement with Wyndham Design for architectural design and permitting
services;
2. Review and recommend the Board approve a not-to-exceed amount of $120,000
which includes Wyndham Design costs and other design related costs as outline
in this staff report, all costs covered by District insurance.
DISCUSSION:
The District’s Jameson Lake property includes 360 acres of land surrounded by the Los
Padres National Forest. The District property includes the entirety of Jameson Lake,
Juncal Main Dam and Auxiliary Dams, Caretaker residence, several miles of dirt access
roads and trails, and critical facilities for the operation of the dam (generator building,
fuel storage area, transmission piping, weir house, tool shed, and vehicle garage).
On December 10, 2017, the Thomas Fire burned through the District’s Jameson Lake
property, burning the lake watershed and several structures within the compound.
District staff and the District’s excess insurance carrier adjuster (Crawford and
Company) visited the property on December 18, 2017 with a CalFire escort as the fire
was still being fought on East Camino Cielo. The excess carrier made a second visit to
the property on January 25, 2018 with their construction cost consultant Madsen,
Kneppers, & Associates (MKA) to determine the reconstruction cost estimates.
Staff waited to see the MKA cost estimates before proceeding with reconstruction to
ensure all costs incurred would be covered by the insurance carrier. The MKA estimate
was delivered to staff on October 15, 2018. The table below lists the damaged
structures and their replacement estimates from MKA.
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Item
Debris Removal
Caretakers Residence
Guest Quarters
Detached Garage
Tool and Vehicle Storage
Wood/Storage Shed
Site Work (fencing, etc.)
Construction Contingency (30%)
Challenging construction market due to
Montecito debris flows and very remote site
access
Total

$
$
$
$
$
$
$

Estimate
31,269
268,605
125,403
40,282
71,406
16,559
109,181

$
$

186,727
809,150

Since October, District staff have been in discussions with Alex Wyndham, Wyndham
Design, a local architect with significant experience in off-the-grid, remote construction
projects. Wyndham Design has provided a proposal (see Attachment 1) to the District
for Architecture Design and Permitting services for the reconstruction of the destroyed
facilities at Jameson Lake. Wyndham Design’s services will include full architectural
design and construction plans, Building Permit application and review with the County of
Santa Barbara, construction management services, coordination with the land surveyor,
and oversight of the structural, civil, electrical and mechanical engineering designs.
Wyndham Design’s proposed fee of $65,000 has been discussed with and approved by
the District’s insurance carrier. Staff will be seeking Board approval to execute a
professional services agreement with Wyndham Design for the services described.
Other design phase services or fees related to the reconstruction include surveying
($10,000), soil testing ($3,000), structural engineering ($7,000), mechanical, electrical
and plumbing design ($15,000), Title 24 Review ($2,000), County Building Permit
Application ($5,000), and septic system design ($5,000). These additional costs are
also covered by the District’s insurance.

ATTACHMENTS
Attachment 1 – Wyndham Design Proposal for Architectural Design & Permitting
Services
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alex@alexwyndham.com
P.O. Box 2626
Santa Barbara, CA
93120

/\/\/

wyndham

DESIGN
alexwyndham.com

January 11, 2019
Adam Kanold
Montecito Water District
583 San Ysidro Rd,
Santa Barbara CA
93108

Proposal to provide design services for a residence at Jameson Lake
Dear Adam,
Thank you for the opportunity to work on this project to design a caretaker’s residence at Jameson
reservoir.

Property and scope of project:
The property consists of a site at the base of Jameson Reservoir in the Los Padres National Forest.
The scope of the project is to design a new facility for Jameson lake that includes two buildings: 1. A
1100 s.f. caretaker’s house with one bedroom, one bathroom, a kitchen and living room with solar
panels on the roof, central heating and cooling, an outdoor kitchen and patio facing the creek. 2. A
1600 s.f. guest house including one large bedroom with four bunks, a full bathroom, full kitchen, roof
mounted solar panels, an outdoor porch facing the river and an attached two car garage with a water
testing lab, wood shop and storage.
The buildings should be efficient, durable, fire resistant, energy efficient, and designed for ease of
construction at the remote site. The design should incorporate environmentally responsible materials
and energy efficient design strategies to create a building that is beautiful, durable, sustainable and
meshes well with the site.
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Scope of design services:
The scope of work includes multiple schematic floor plans and studies to determine the
configuration that best meets owner defined aesthetic and functional requirements, see
schematic design phase below. After the schematic drawings are complete, we also include
the following documents in this proposal:

a.

Cover sheet and project information

b.

Vicinity Map

c.

Site plan

d.

Floor plans

e.

Roof plans

f.

Reflected ceiling plans

g.

Exterior elevations

h.

Interior Elevations of all rooms in scope of work

i.

Building Sections

j.

Wall sections

k.

Door and window details

l.

Construction details

m.

Lighting/ power plans

n.

Plumbing plans

o.

Mechanical plans

p.

Door and window schedule

q.

Appliance specifications and hardware specifications

r.

Finish material callouts and specifications

s.

Coordination with structural engineering and other consultant provided drawings

Schematic Design Phase
As discussed, the first step of your project will consist of developing schematic floor plan options for
your review and comment. We will meet with you to explore all of your ideas and requirements for the
project and assist you in establishing a written list of desired project components. We will also meet
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with the City of Santa Barbara Building and Planning Department to investigate all aspects of the
potential project that will be affected by Planning and Building Codes.
Based on this information, we will develop schematic floor plans with various configurations for your
review and comment. After seeking your input, we will refine and consolidate these schemes to
represent the best comprehensive design for the scope of work.
Design Development
Following the Owner’s written approval of Schematic Design Documents and any adjustments
authorized by the Owner in the program, schedule or construction budget, the designer shall prepare,
for approval by the Owner, Design Development Documents consisting of drawings and other
documents to describe the size and character of the project as to architectural materials, coordination
of structural, mechanical and electrical systems, and other elements as may be appropriate.
At this point, the plans will be complete enough to solicit schematic budget and timeline information
from a general contractor. Once schematic pricing and schedule information has been submitted, you
will have the opportunity to direct design revisions, should you wish to alter or constrain the projected
budget. One committee meeting and one board meeting will be included in this phase for review and
discussion.
After the scope of the project has been established, we will develop a site plan, dimensioned and
noted floor plans of the schemes selected, elevations, sections, and representational drawings as
required illustrating the scale and relationship of the desired program elements to each other and the
site suitable for preliminary review by the County of Santa Barbara Building and Safety Department.
An initial palette of exterior materials will be included in this phase.
During this phase, the other consultants, such as a structural engineer will be identified and retained
by the owner.
Construction documents
From the approved Design Development plans, we will prepare the construction documents, including
plans, details, and specifications for the purposes of accurately pricing the work, procuring agency
approvals for the building permit or permits, and constructing the building. The selection of materials,
finishes, and specifications, and all custom detailing, will occur during this phase. The construction
documents will be submitted to the building and planning department for final approval. Designer will
assist owner to find a list of contractors and obtaining competitive bids, distributing Bidding
Documents and assisting in determination of successful bid or proposal.
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Construction Observation Phase
During this phase we will attend construction progress meetings at reasonable intervals, review
contractor submitted samples and shop drawings, clarify details, and respond to requests for
information. We will make visits to the site for observation purposes, review payment applications
from the general contractor, write field reports, and develop a punch list at substantial completion and
project closeout.

Fees:
The Schematic Design and Design Development phase for this project will be done at an hourly rate
per attached rate schedule with a not-to-exceed cost. As we have already started the schematic
design process, the fees already paid will be subtracted from the estimates below. Upon acceptance
of the design, the Construction Documents and Construction Observation phases will also be done at
an hourly rate to accommodate any additional requirements from the county. Below is a summary of
the fees for each stage of the design.

Schematic Design

8%

$5,000

Design Development

29%

$19,000

Construction Documents Phase

48%

$31,000

Construction Observation Phase

15%

$10,000

Total design fee

100%

$65,000

Assumptions:
1.

We do not include structural engineering design and documentation in this proposal. We do
include the solicitation of proposals for structural engineering and the coordination of the
structural engineering design and details with the architectural drawings. The contract with the
structural engineer shall be written directly with the owner.

2.

The services of any other consultants not specifically included in this proposal, including but not
limited to, mechanical plumbing and electrical engineering if required, historical consultant,
landscape architecture or design, surveying, geo-technical engineering, civil engineering,
landscape architecture, and audio-visual design, are not included in this proposal. If any
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consulting services become necessary, are desired by the owner, or are reasonably requested
by Wyndham Design, associated contracts shall be written directly with the owner. At this time it
is anticipated that the following consultants will be required:

3.

•

Structural engineer

•
•

Surveying service to measure and document the existing site.
Soil testing and engineering consultant.

•

California energy code compliance consultant (title 24).

We include research of the applicable planning and building codes and discussion with the
County of Santa Barbara Building Departments in the schematic design phase to understand
and design to these criteria.

4.

Agency approval lead times may vary greatly depending on the scope and nature of the project.
There can be no accurate estimate made as to the approvals processes. Expediting services
are not included in this proposal, but we include facilitation if such services are owner
requested.

5.

We do not include in this proposal any applicable government agency fees including but not
limited to planning department review fees, building department review fees, and permit
issuance fees.

6.

It is not anticipated that Wyndham Design will purchase any building materials, fixtures, or
furniture for the project. However, if we are owner directed to purchase and deliver any
materials to the job site including, these materials will be provided at cost plus a markup of
fifteen percent and applicable taxes.

Reimbursable Expenses:
Reproduction and printing costs- both contracted and internal, postage and delivery services,
telephone calls outside the local calling area, and mileage outside the Santa Barbara area if required,
will be billed at 1.15 times cost.
Invoices:
Detailed invoices outlining hours worked will be submitted monthly via email and based on work
complete. Invoices are due upon presentation and past due after thirty days. A two percent per month
service charge will be added to past due accounts. We reserve the right to suspend services for
overdue accounts.
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Additional Services:
The following will be considered additional services and will be performed at our hourly rates
of $110.00 / hour after prior owner approval:
•
•

Revisions due to unexpected regulatory agency requirements
Any change to the program, assumptions, or scope of services

•

Work required by change in program or budget after approval by owner

•
•

Professional models or renderings
As-built drawings at project completion or during construction

Termination of Agreement:
The obligation to provide further services under this agreement may be terminated by either party
upon seven days written notice in the event of substantial failure by the other party to perform in
accordance with the terms hereof through no fault of the terminating party, or should the project be
abandoned or postponed. If the agreement is terminated, the client agrees to pay for work completed
until termination date.
Authorization:
This proposal is based on our understanding of the project and the scope of service anticipated. It is
open to discussion and negotiation at the initiation of either party should the assumptions, program or
scope of services change over the course of the project.
A signed copy of this proposal and a retainer of $4000.00 which will be applied to the final invoice, will
serve as authorization to proceed.
Thank you,

Signed: _____________________________
ALEX WYNDHAM

Signed: ______________________________

Date: ______________

Date: ______________

Printed: ______________________________
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MONTECITO WATER DISTRICT
MEMORANDUM

SECTION:

3-F

DATE:

FEBRUARY 15, 2019

TO:

OPERATIONS AND CUSTOMER RELATIONS COMMITTEE

FROM:

GENERAL MANAGER

SUBJECT: EMPLOYEE BENEFITS COMPARISON AND PROPOSED 2019
EMPLOYEE HANDBOOK UPDATES
RECOMMENDATION:
Review and recommend Board adoption of a second revision of the Employee
Handbook for 2019.
DISCUSSION:
In January 2019, District staff presented to the Operations and Customer Relations
Committee a number of proposed revisions to the Employee Handbook which included
changes in employment laws, short term state disability insurance, accrued vacation,
accrual sick leave and paid holidays. The Committee supported approval of the
changes in employment law but requested staff prepare and bring back to the
committee a public agency benefits comparison.
Therefore, staff has reviewed the benefits outlined in the Employee Handbook for
comparison to other local and regional agencies. A summary of benefits are provided in
Attachment 2. The proposed revisions to the District’s 2019 Employee Handbook are
as follows:
1. Short Term State Disability – Makes Short Term Disability Insurance available
to all District employees on a voluntary basis. Employees that choose to acquire
this insurance would be responsible for the full cost associated with acquiring this
benefit. (pg13)
2. Cash out of Vacation Time – Provide employees with an option to cash out a
portion of their accrued vacation time once per year. (pg16)
3. Sick Leave – Modify the sick leave accrual limit for employees hired after July 1,
2013 to be consistent with employees hire before July 1, 2013. This allows

employees to accrue sick leave sufficient to cover the period of time prior to
becoming eligible for long term disability insurance. (pg 20-21)
4. Modification to Paid Holidays – Provide employees with one additional paid
day off when Christmas Eve occurs on a week day. This would allow for the
District to be closed on Christmas Eve. (pg 17)
ATTACHMENTS
1. Draft Redline of the 2019 Employee Handbook
2. Policy Comparison with Other Agencies

Employee Handbook
2019

Adopted: January 22, 2019
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FORWARD
This Employee Handbook was adopted by the Board of Directors January ___, 2019, and replaces
all prior versions of the Handbook. The provisions of this Employee Handbook do not constitute
a contract of employment. Because the District is a growing and changing organization, it reserves
full discretion to add to, modify, or delete provisions of this Handbook, or the policies and
procedures on which they may be based, at any time without advance notice. Employees will be
advised of any such revisions to the provisions of this Handbook. However, employees may check
with the Business Manager to obtain current information regarding the status of any particular
policy, procedure, or practice.
I. INTRODUCTION
The Montecito Water District was formed in 1921 to serve an area presently containing 9,900 acres
(approximately 16 square miles) between the Pacific Ocean and the Santa Ynez mountains,
immediately east of Santa Barbara. The Water District is governed by a five member Board of
Directors, the members of which are elected by the registered voters of the District to staggered
four-year terms. The District was formed for the purposes of furnishing potable water and is
operated under the provisions of the County Water District Act found in Division 12 of the State
of California Water Code.
In the delivery of water to its customers, the District operates water distribution and water
treatment departments and provides administrative, engineering and business services to its
customers. The District employs 28 full time personnel for all its operations which are to operate
and maintain its water system consisting of ten reservoirs, pumping stations, pressure control
valves, over 110 miles of pipeline, and a State registered dam. The District serves approx. 4,605
accounts of various water use classifications with approx. 92% of its customers residential.
The District obtains its water supplies from Jameson Lake, formed by the District-owned Juncal
Dam on the upper Santa Ynez River constructed in 1928; from the Cachuma Project of the United
States Bureau of Reclamation constructed in 1958; and the State Water Project coastal branch
constructed in 1997. Lesser amounts are derived from groundwater pumping, Doulton tunnel
infiltration, and two creek diversions in the upper reaches of the Santa Ynez River. The
Summerland Water District merged with the District in December, 1995.
MISSION STATEMENT
The mission of the Montecito Water District is to provide an adequate and reliable supply of high
quality water to the residents of the Montecito and Summerland communities, at the most
reasonable cost.
In carrying out this mission, the District places particular emphasis on providing outstanding
customer service, conducting its operations in an environmentally sensitive manner, and working
cooperatively with other agencies.

Employee Handbook 2019

Page 1 of 52

II. EMPLOYMENT PRACTICES
AT-WILL EMPLOYMENT
Employment at the District is employment at-will: employees are free to terminate their
employment with the District at any time, for any reason, and the District has the similar right to
terminate an employee’s employment at any time, with or without a reason. Although the District
may choose to terminate an employee’s employment for cause, cause is not required. Neither the
policies nor statements in this Handbook, or in any document or oral communication, shall limit
the right to terminate employment at-will. No one other than the Board of Directors has the
authority to alter this at-will employment arrangement or enter into an agreement for employment
for a specified period of time. Furthermore, any such agreement must be in writing and must be
signed by the President of the Board of Directors.
PRE-EMPLOYMENT PHYSICAL EXAMINATIONS
As a condition of employment, all applicants to whom offers of employment have been made will
be required to take a job-related physical examination, which will be paid for by the District.
The purpose of the examination is to determine that the selected applicant is medically fit to
perform the essential functions of the job, with or without reasonable accommodation. The
examination is conducted by a licensed medical practitioner and no medical information will be
reported to the District beyond the determination of fitness to perform the essential functions of
the particular job. In general, an applicant will not be refused employment unless the examination
indicates an inability to perform the essential functions of job in question, with or without
reasonable accommodation.
The District will also pay for physical examinations required by law for licensing of employees if
such licensing of employees is required by the District.
REHIRED EMPLOYEES
In the event that an employee resigns or retires from the District and then is rehired, that employee
is considered the same as a new employee for purposes of sick leave, vacation leave, health care
benefits and compensation. In other words, no credit will be given for past years’ experience.
Credit will only be given to an employee who has taken a District-authorized leave of absence and
returned to work within the authorized time period.
AUTHORIZATION TO WORK
All offers of employment are contingent on verification of authorization to work in the United
States. The employee will be required to provide original documents verifying the employee's right
to work and to sign a verification form (I-9) as required by federal law on acceptance of the
District’s offer of employment.
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DEFINITIONS
A. Introductory Employee Period - The first 365 days of employment for each new employee,
former employee who is rehired, or a promoted employee is considered an introductory
period for the employee. The employee will be closely observed by his/her supervisor
during this time. This period is also intended to give the new employee an opportunity to
study the District, its jobs, methods, etc., to determine if the employee has made a proper
choice in working for the District. The successful completion of the introductory period
does not alter the at-will nature of employment at the District.
B. Introductory Employee – an employee in their first 365 days of employment, reemployment or in a new position with the District is defined as an introductory employee.
C. Regular Employee - An employee who is hired by the District through established hiring
practices and who successfully completes the introductory period will be considered a
regular employee, subject to the recommendation of the employee's department supervisor
and/or manager and signed approval of the General Manager. The achievement of regular
employee status does not alter the at-will nature of employment at the District.
D. Full-Time Employee - An employee who is regularly scheduled to work 40 hours per week.
Full-time employees are eligible for all benefits of the District when so qualified as
provided in this Handbook or in the applicable insurance plan documents.
E. Part-Time Employee - An employee who is regularly scheduled to work at least 20 hours
per week, but less than 40 hours per week. Part-time employees are eligible for District
benefits on a pro-rata basis.
F. Temporary Employee - An employee who is working at the District for a specified
duration, and for a specified purpose. Temporary employees do not accrue vacation or
participate in PERS, or other District benefits or insurance benefits, except temporary
employees accrue sick leave as provided in this Handbook. Temporary employees who
work full time are limited to a period of six months or 1,000 hours or 125 days in a fiscal
year.
G. Department Managers & Superintendents – Department Managers and Superintendents
include the Engineering Manager, Business Manager, Water Distribution Superintendent,
and the Treatment Superintendent.
Exempt or non-exempt status of employment is determined pursuant to state and federal law.
Employees will be informed of their exempt or non-exempt status when they are offered the job.
Exempt employees by definition are exempt from earning overtime compensation.
EQUAL EMPLOYMENT OPPORTUNITY
It is the District's policy to provide equal employment opportunities for all employees and
applicants for District employment. The District does not discriminate on the basis of race, color,
religious creed, sex—including pregnancy, childbirth, or related medical conditions—national
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origin, ancestry, age for individuals over 40, physical or mental disability, medical condition,
veteran status, military service status, marital status, sexual orientation, gender identity or
expression, citizenship status, genetic information or any other basis prohibited by law. The
District also makes reasonable accommodations for disabled employees. Finally, the District
prohibits the harassment of any individual on any legally prohibited basis.
This policy applies to all areas of employment including recruitment, hiring, training, promotion,
compensation, benefits, transfer and social and recreational programs. The District shall not rely
on salary history to determine a potential hire’s salary. It is the responsibility of management and
every employee to follow this policy.
Further information about the District’s policies prohibiting unlawful discrimination and
harassment, and the District's internal procedures for addressing complaints of harassment or
discrimination are located in later sections of this Handbook.
EMPLOYEE REFERENCES
The Business Manager or his/her designate will respond to all requests for employee references.
No other department superintendent or employee is authorized to release references for current or
former employees.
The District's policy in providing references for current and former employees of the District is to
disclose only the employee's title and dates of employment. Verbal inquiries will be
discouraged. Information on the annual salary or hourly rate of the employee will be provided
upon written inquiry, submitted with the employee's signature of approval.
HIRING PRACTICES AND APPLICATION PROCEDURES
When the District has a position open, consideration will be given to promoting from within when
feasible. The District also may turn to the outside employment market, using applications on file,
advertising, or other resources as determined appropriate by the District.
Relatives of current members of the Board of Directors shall not be hired by the District. Relatives
of present employees will not be eligible for District employment. "Relatives" are defined as
spouses, children, stepchildren, sisters, sisters-in-law, brothers, brothers-in-law, mothers, mothersin-law, fathers, and fathers-in-law. Present employees who marry, or who become related by
marriage, will be permitted to continue employment with the District only if they do not work in
a direct supervisory relationship with one another, or otherwise pose difficulties for supervision,
security, safety or morale. If employees who marry, or who become related by marriage, do work
in a direct supervisory relationship with one another, the District will attempt to reassign one of
the employees to another position for which he or she is qualified, if such a position is available.
If such a position is not immediately available, reassignment shall occur as soon as possible after
such a position becomes available.
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ANNIVERSARY DATES
Anniversary date is defined and applied as follows:
A. Vacation or Longevity Pay (see Section IV, pages 15 & 16): For purposes of computing
vacation and longevity pay allowances, the employee's anniversary date will be the starting
date of the employee’s introductory period.
B. Performance Review: A new employee's anniversary date is the starting date of the
introductory period. If, at the end of the introductory period, the employee is certified for
regular employment, which may include a salary increase, the effective date of such regular
employment becomes the anniversary date for annual performance review purposes.
C. Promotional Reclassification: When an employee receives a promotional reclassification,
the effective date of that reclassification becomes the anniversary date for performance
review purposes. At the end of the promotional reclassification introductory period, which
may include a salary increase, the effective date of reclassification becomes the anniversary
date for annual performance review purposes.
If, at the end of the introductory period in the new classification, the employee is not
certified for regular assignment in the new classification and reverts back to the prior
classification, the anniversary date for performance review purposes also reverts back to
what it was prior to the promotional reclassification. (In this instance, if the former
anniversary date fell within the introductory period for the higher level job, annual review
for salary adjustment will be authorized at the time the employee is returned to the former
level).
JOB PERFORMANCE REVIEW
The District will attempt to review employees’ job performance approximately two weeks before
the anniversary date established for salary action. If job performance has been satisfactory, the
employee may be eligible for a salary increase based on the recommendation of the department
superintendent/manager and approved at the discretion of the General Manager, effective on the
anniversary date for salary action or performance review.
If a salary increase is recommended and approved by the General Manager, a one-step increase
will be normal. An increase greater than normal will require the approval of the Board of Directors.
Although the time interval for job performance reviews is relatively standard, after the introductory
period has been completed, job performance reviews may take place at any time as decided upon
by the department superintendent/manager. Also, for employees who are newly employed by the
District, there will be a job performance review approximately at the end of the first 365 days of
continuous District employment (Introductory Period), for the purpose of giving a new employee
and that employee's superintendent/manager an opportunity to review performance before the
introductory period ends and for the purpose of any salary adjustment deemed appropriate.
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If, at any time during the employee’s introductory period, the department superintendent/ manager
conclude that the employee's performance will not meet the District's standards, the department
superintendent/manager has the right and the obligation to recommend to the General Manager the
termination of the employee.
Nothing in this section is intended to alter the at-will status of employment with the District, or to
grant any employee a property interest in a review or salary action. Either the employee or the
District may terminate the employment relationship at any time with or without cause and with or
without notice.
JOB DESCRIPTION
The District maintains job descriptions for each classification which describe the minimum
requirements, duties, and other information pertinent to the classification. Copies of job
descriptions may be obtained from the Business Manager.
CLASSIFICATION STUDY REQUESTS
The District performs a Classification and Compensation Study of all positions on a periodic basis.
If an employee believes his/her position is misclassified, such employee may request a
reclassification study of the position. The request must be in written form and submitted through
the employee’s department superintendent/manager. Recommendations of the department
superintendent/manager regarding the request will be written and submitted to the General
Manager within thirty days of the date of the request. The General Manager will return a written
determination to the department superintendent/manager and to the employee as soon as
reasonably possible (which may be in conjunction with the next scheduled classification and
compensation study). An employee may submit such a reclassification request no more often than
once in two years.
NOTICE OF CHANGES – PERSONNEL
In order to maintain accurate, current records regarding employees, to add newly eligible
dependents (e.g., due to marriage, birth or adoption), and to properly administer various benefit
programs, each employee is responsible for informing the Business Department (Senior Office
Technician) immediately of any changes of address, telephone number(s), person(s) to notify in
case of emergency, and, when applicable to employee benefits, changes in marital status, number
of dependents and insurance beneficiary designation.
New employees qualify for medical, dental, vision, life and long-term disability insurance
coverage on the 1st of the month following 60 days from the starting date of the employee’s
introductory period. Changes in insurance benefits options must be submitted by the employee in
writing one month preceding the "open" enrollment dates in the District's medical, dental and other
available benefit plans.
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Employees are responsible for contacting the Business Manager to determine the method and time
limitations for adding a newborn child, spouse or other eligible dependent to the employee’s
insurance coverage and submitting all necessary paperwork in a timely manner.
OUTSIDE EMPLOYMENT
Employees must notify the General Manager or his/her designee in writing of all contemplated or
existing outside employment. Outside employment is prohibited where a conflict of interest may
exist between the outside employment and the employee's District employment, or where such
employment would impair employees’ effectiveness or ability to perform their assigned job duties.
III. HOURS, PAY PRACTICES AND BREAK TIME
WORKING HOURS
Hours of work are an eight-hour day scheduled between the hours of 7:30 a.m. to 5:00 p.m. with
a half-hour or one hour lunch period depending on the employee’s department and the employee’s
superintendent/manager.
OVERTIME
The District is subject to the United States Fair Labor Standards Act [29 U.S.C. §§201, et seq.] for
purposes of overtime payment to non-exempt employees. Overtime work is any of the following
conditions:
A. Work in excess of 40 hours in any work week and,
B. Work performed on a District-recognized holiday. A holiday is defined as the 24 hour
period beginning at 7:30 a.m. on any day included in the District's official list of paid
holidays.
C. All paid leave time shall be considered as hours worked for purposes of computing
overtime pay.
Unless otherwise noted, a workweek begins at 12:01 a.m. Saturday and ends at 12:00 midnight
Friday. Additionally, weekend days (for all positions except the Dam Caretaker) are designated as
the hours from 7:30 a.m. on Saturday to 7:30 a.m. on the following Monday. For the Dam
Caretaker position, weekend days are designated as the hours from 7:30 a.m. on Thursday to 7:30
a.m. on the following Saturday.
Occasionally, an employee may be required to work overtime at the District's request. Overtime
may not be worked without the prior approval from the employee's supervisor. If an employee
does work overtime at the District's request, the employee will receive pay at the rate of 1-1/2
times their regular rate, unless otherwise required by law.
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Because unauthorized overtime is against District policy as stated above, employees who work
unauthorized overtime are subject to discipline, up to and including possible termination. The
General Manager, Engineering Manager and the Business Manager are exempt employees and are
not entitled to overtime pay.
The employee's overtime must be recorded on his/her timecard and subject to the approval of the
employee’s supervisor/manager. Employees are required to record all hours worked on their
timecard, and failure to do so may result in disciplinary action up to and including termination of
employment. Unrecorded overtime will not be paid.
If an employee is called out on an emergency after the completion of a regular shift and works four
hours or more between the hours of 12:00 midnight and 7:30 a.m., the employee will be paid
overtime pay and given four hours off with pay at straight time to rest before reporting to the next
regularly scheduled shift unless the operations of the District require otherwise as determined by
the employee’s supervisor/manager.
ON-CALL POLICY
The following on-call policy applies to the Distribution and Treatment Departments.
DISTRIBUTION DEPARTMENT
Distribution employees may be assigned on-call duty by the Water Distribution Superintendent to
respond to reported customer or water system problems during times other than normal working
hours. Such on-call duty will be in accordance with procedures designated by the Water
Distribution Superintendent.
For weeknights, the on-call duty employee will be paid one hour of overtime pay per day. For
weekend days and District-observed holidays the on-call duty employee will be paid two hours of
overtime pay per day.
If contacted by telephone or District cell phone while on on-call duty, the employee will record all
time spent on the call and any related tasks that are performed by the employee. The employee
will be compensated for the actual time spent on the call and performing any related tasks, except
for calls received between the hours of 12:00 midnight and 7:30 a.m. (“Late Night Calls”) which
will be compensated as follows:
For the first and second Late Night Call received during a 12:00 midnight to 7:30 a.m. period (a
“Late Night Period”), the employee will be compensated for one-quarter hour of pay for each call
or for the actual time spent on the calls, whichever is greater. For all additional Late Night Calls
during a Late Night Period, the employee will be compensated for the total time spent on the calls,
except if the total time spent on all Late Night Calls during a Late Night Period, including the 1st
and 2nd call, is less than one hour, then the employee will be paid for one hour at the appropriate
rate.
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If called to duty, the employee will be paid for each hour actually spent responding to problems.
A minimum of one hour will be paid for any portion of an hour spent in responding to service
requests.
On-call duty begins on a Friday at 4:00 p.m. and ends on the following Friday at 7:30 a.m. If a
holiday is observed on a Friday, the current on-call employee will go off on-call duty at 7:30 a.m.
and the next assigned on-call employee will take over on-call duty on Friday at 7:30 a.m.
TREATMENT DEPARTMENT
Treatment employees may be assigned to on-call duty by the Treatment Superintendent to respond
to water treatment plant, reservoir, pump station or other water system problems during times other
than normal working hours. Such on-call duty will be in accordance with procedures designated
by the Treatment Superintendent.
For weeknights, the on-call duty employee will be paid one hour of overtime pay per day. For
weekend days and District-observed holidays the on-call duty employee will be paid two hours of
overtime pay per day.
If contacted by telephone or District cell phone while on on-call duty, the employee must record
all time spent on the call and any related tasks that are performed by the employee. The employee
will be compensated for the actual time spent on the call and performing any related tasks, except
for calls received between the hours of 12:00 midnight and 7:30 a.m. (“Late Night Calls”) which
will be compensated as follows:
For the first and second Late Night Call received during a 12:00 midnight to 7:30 a.m. period (a
“Late Night Period”), the employee will be compensated for one-quarter hour of pay for each call,
or for the actual time spent on the calls, whichever is greater. For all additional Late Night Calls
during a Late Night Period, the employee will be compensated for the total time spent on the calls.
However, if the total time spent on all Late Night Calls during a Late Night Period, including the
1st and 2nd call, is less than one hour, the employee will be paid for one hour at the appropriate
rate.
If called to duty, the employee will be paid for each hour actually spent responding to problems.
A minimum of one hour will be paid for any portion of an hour spent in responding to service
requests.
The California Department of Drinking Water (DDW) requires the staffed operation of the Bella
Vista Treatment Plant 7 days a week. The Water Treatment Department employee designated as
the on-call duty Operator is responsible for operating and monitoring the treatment plant and other
designated facilities for an 8-hour day shift. The on-call water treatment employee who worked
the weekend will be scheduled to work three days during the week (Monday through Wednesday).
On-call duty begins on a Monday at 4:00 p.m. and ends on the following Monday at 7:30 a.m. If
a District holiday is observed on a Monday, the on-call Operator will remain on-call until Tuesday
at 7:30 a.m. If an employee who is on-call must work on a District-observed holiday, the
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employee will be permitted to take a different day off as scheduled by the Treatment
Superintendent.
Treatment employees will also perform water quality related duties at the Ortega Reservoir and
Chlorination Station All water quality related work at the Ortega Reservoir facilities will be
designated and identified on District time sheets as work performed in accordance with a Joint
Powers Agreement between the Carpinteria Valley Water District and the Montecito Water
District.
Duties not related to water quality at the Ortega Reservoir site, (the operation, maintenance and
monitoring of the Ortega Pump Station) will be identified and separately recorded on the
employee’s timecard.
The Juncal Dam Caretaker, under the oversight and supervision the Treatment Department
Superintendent, begins the normal work schedule on a Saturday at 7:30 a.m. and ends on the
following Wednesday at 4:00 p.m. The Dam Caretaker will be required to reside in a Districtowned residence, at no charge, on the District’s Jameson Lake property located along the upper
reaches of the Santa Ynez River. The District’s Jameson Lake property is accessed by paved and
unpaved locked service roads approximately 1½ hour drive from the District’s San Ysidro Road
office.
The Dam Caretaker may also be scheduled to perform on-call duty services at the District’s
Jameson Lake facilities during special weather-related and other designated periods. On-call duty
services are designated by the Treatment Superintendent and occur for several reasons such as
inclement weather, impassable service roads, monitoring of high lake water levels, the dam
spillway, water diversion flow changes or other reasons. The Superintendent may request the Dam
Caretaker to remain on on-call duty at the Lake for extended periods, but the Superintendent will
work to keep these at a minimum and may send other District personnel to the dam to provide
relief to the Dam Caretaker. The Dam Caretaker will be paid 8 hours of overtime per day for oncall duty while stationed at Jameson Lake.
If the Dam Caretaker’s employment is terminated, he/she must vacate the Juncal Dam property
within 48 hours of termination or as mutually agreed to in writing between the District and the
Dam Caretaker.
COMPENSATORY TIME
Non-exempt employees may accrue compensatory time off in lieu of payment of overtime if the
employee and his or her superintendent/manager agree, in writing, to such compensation prior to
the performance of the overtime work. Compensatory time off shall be accrued at the rate of one
and one-half hours of compensatory time off for each hour of overtime worked to a maximum
accrual amount of 40 hours. Accrued compensatory time is to be used within thirty days of accrual,
and must be approved by the employee’s superintendent/manager. Accrued compensatory time
which is not used within thirty days of accrual will be paid to the employee at the employee’s
regular rate of pay. In the event of a District emergency, an employee’s compensatory time may
be cancelled, and may be rescheduled subject to staffing needs.
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PAYDAY AND TIMESHEETS
For payroll processing there are 26 pay periods per calendar year. Payroll periods end every other
Friday with paychecks issued or directly deposited the following Monday. If the normal payday
falls on a holiday, paychecks will be issued or directly deposited on the following business day.
All timesheets are entered electronically through the District’s time entry system. Employees shall
record all hours worked into the time entry system. Time spent on various jobs must be recorded
on a daily basis. Employees should also enter all vacation time, sick leave, holidays, doctors'
appointments, and all other absences from work on an employee's time record for accurate District
record keeping. Employees enter their time and, once the employee verifies the information is
correct, the timesheet is electronically submitted to their department superintendent or manager
for approval. The employee’s superintendent/manager reviews and approves the submitted
timesheet electronically and sends it to payroll for processing. In order to meet the pay schedule,
it is necessary to provide the Business Department (Senior Office Technician) with accurate time
records on schedule. Time records are to be submitted each second Thursday.
Employees should carefully review their paychecks to ensure correct payment for the time worked
in that pay period. Any questions concerning payroll or one’s paycheck should be brought to the
immediate attention of the employee's superintendent/manager.
The District does not pre-pay paychecks for employees who resign, retire or are dismissed from
the District, or for employees who would like their paycheck prior to going on leave or vacation.
REST AND MEAL BREAKS
Non-exempt employees are to take a rest break of at least ten minutes, and not more than 15
minutes, for every 4 hours worked. As far as practicable, the employee should take his or her rest
period within the middle of each 4-hour period.
Non-exempt employees who work more than 5 hours in a day are entitled to take one unpaid meal
period of at least 30 minutes and no more than 6o minutes as scheduled by the employee’s
supervisor. The meal break should be taken around the middle of the employee’s shift. Nonexempt employees who work more than 10 hours in a day may take a second unpaid 30 minute
meal period.
Rest and meal breaks should be coordinated with the employee’s superintendent/manager so that
the work of the department is not impeded. Rest breaks are not to be used for extending lunch
hours and are not to be used in place of meal breaks. Employees cannot use rest or meal breaks to
arrive late to work or leave work early. Employees must notify their superintendent/manager if
they are unable to take their rest or meal break under this policy.
Exempt employees should take rest and meal period as needed, and schedule these breaks
consistent with the employee’s work responsibilities.
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LACTATION ACCOMMODATION
The District will provide a reasonable amount of break time and a secure, non-bathroom, private
environment to any female employee desiring to express breast milk for her infant child. Wherever
possible, the break time must run concurrently with any break time already provided to the
employee and in such circumstances will be paid. However, if such break time does not run
concurrently with the employee's normal break times, such time may be unpaid.
IV. BENEFITS
INSURANCE BENEFITS
The District will provide all eligible introductory, regular, full- time, and part-time employees, and
eligible retired employees with medical insurance, dental care, vision care, life insurance and longterm disability insurance in accordance with the terms set forth below. The District reserves the
right to modify, revise, eliminate or add to the insurance benefits discussed in this Handbook, and
will inform employees of any such changes.
New employees become eligible for medical, dental, vision, life and long-term disability insurance
on the first of the month after 60 days from their starting date of employment, consistent with the
terms of the plans. For an explanation of group health benefits provided to eligible retired
employees, refer to the Retirement Program section of this Handbook.
The information provided below is based on the insurance benefits in effect at the time this
Handbook was published as indicated on the cover page. The amount of the benefit premiums
paid by the District may be changed at the discretion of the District and will be in accordance with
the District's current Group Medical and Non-Medical Plan reviewed and approved by the Board
on an annual basis.
See the Business Manager for information about current insurance benefits, employee contribution
requirements, to get a copy of an insurance plan document, or other information regarding
insurance benefits. At the time this Handbook was published, the insurance benefits were:
A. Medical Insurance – The District will pay the health insurance premium for eligible
employees and a portion of the premium payment for dependent or family medical
coverage if elected by the eligible employee.
B. Dental Insurance – The District will pay the dental premium for all eligible
employees. Eligible employees may elect to enroll a spouse and/or dependents with the
employee paying the additional premium.
C. Vision Insurance – The District will pay the vision premium for eligible
employees. Eligible employees may elect to enroll a spouse and/or dependents with the
employee paying the additional premium.
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D. Life Insurance – The District will pay the premium for $50,000 Life and Accidental Death
& Dismemberment (AD&D) for all eligible active employees only as long as the employee
is employed with the District. The employee may elect higher coverage at the employee’s
expense as permitted by the plan.
E. Long-Term Disability Insurance – The District provides, at no cost to the eligible
employee, long-term disability insurance. This benefit provides compensation for a nonwork related disability. Benefits begin after 90 days of absence due to a disability as
provided by the plan.
F. Short-Term Disability Insurance (SDI) and Paid Family Leave (PFL) – The District offers,
at the sole cost of the employee, California State Disability Insurance and Paid Family
Leave.
SECTION 125 FLEXIBLE SPENDING ACCOUNT
The District has adopted a Section 125 Flexible Spending Account which allows employees who
work 20 or more hours per week to pay for dependent care expenses and non-covered health care
expenses.
A. Dependent Daycare Reimbursement: This plan allows the employee to pay for dependent
care expenses on a tax-free basis. The employee may set aside an amount each calendar
year, deducted from the employee’s bi-weekly paycheck, for the purpose of paying daycare
expenses.
B. Healthcare Reimbursement: The plan allows the employee to pay healthcare expenses
which are not covered by the health plans (such as deductibles, co pays, eyeglasses, etc.)
on a pre-tax basis. The employee may set aside an amount each calendar year, deducted
from the employee’s bi-weekly paycheck on a pre-tax basis, to pay for non-covered
healthcare expenses. Reimbursement and forfeiture rules are governed by the IRS.
The maximum allowed annual contribution to the plan is governed by the IRS and may be changed
from time to time. See the Business Manager for the current maximum allowed contribution.
RETIREMENT PROGRAM
A. California Public Employees Retirement System (CalPERS) – All District employees are
required to participate in CalPERS. As set forth by Board resolution, the District
participates in the 2%@55 Miscellaneous Plan formula for all employees who are “classic”
members as defined by CalPERS. A CalPERS classic employee is a CalPERS member
with an enrolled date on or before December 31, 2012.
For employees hired before July 1, 2012, the District pays the employer’s contribution and
a portion of the employee’s 7% retirement contribution. The District does not withhold any
income taxes on the employee's portion. See the Business Manager for the current amount
of the employee’s 7% retirement contribution paid by the District.
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For employees hired on or after July 1, 2012, the District pays the employer’s portion for
CalPERS. Employees who are “classic” members as defined by CalPERS, hired on or after
July 1, 2012, pay the full 7% employee’s contribution of the 2% @ 55 Miscellaneous Plan.
For all “new” employees hired on or after January 1, 2013 who are not “classic” members
as defined by CalPERS, the District participates in the 2%@62 formula. These “new”
employees are subject to the terms and conditions defined by Assembly Bill 340, California
Employee’s Pension Reform Act, with an effective date of January 1, 2013, including the
requirement that these “new” employees pay the full employee’s contribution of the
2%@62 formula. The Act establishes the rules for the participation of employees in
CalPERS hired on or after January 1, 2013. Employees should see the Business Manager
regarding any questions on the District’s offered retirement benefits.
B. Social Security System – The District also participates in the Social Security System. To
finance the Social Security Program, deductions are made from the employee’s earnings
and matched by equal payment from the District. Social Security benefits are additional to,
and integrated with, the District’s retirement program.
An employee may begin collecting Social Security as early as 62 but at a reduced rate.
Disability and death benefits are also a part of the Social Security system. An employee is
eligible for coverage under Medicare and may be covered at the Medicare-eligible age,
whether or not the employee retires.
C. 457 Deferred Compensation Plan – A 457 Deferred Compensation Plan is a supplemental
retirement savings program to which employees make contributions on a pre-tax basis.
Federal and state income taxes are deferred until assets are withdrawn, usually during
retirement. Employees are eligible to participate in the plan on the first day of
employment. Employees may contribute a percentage or specified amount of their wages
subject to the limits specified by the IRS. The District does not provide any amount of
match towards an employee’s participation in this 457 deferred compensation plan.
D. Retiree Health Insurance Coverage –
1. Effective Date of Employment on or before June 30, 2013:
Health insurance benefits are provided by the District to eligible retired employees, subject
to the following criteria:





An eligible employee shall have an effective date of full-time District employment
on or before June 30, 2013;
Have attained the age of 60, and completed a minimum of twelve (12) continuous
years of District employment/service;
Be receiving a monthly retirement benefit from PERS, and
Is one whose final employment immediately prior to receiving the PERS monthly
retirement benefit was with the Montecito Water District.

All eligible retired employees of Medicare-eligible age must enroll in Medicare Parts
A and B.
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For eligible retired employees of Medicare-eligible age and older, the District will pay
all of the premium for a designated Medicare supplement one-party policy, up to a
maximum amount not to exceed the lowest priced Medicare supplemental plan offered
by the District’s current health care provider each policy period. All eligible retirees
may elect to cover qualifying dependents upon retirement at the retirees cost.
Surviving spouse and/or dependents of eligible retirees are eligible for COBRA.
For eligible retired employees under the Medicare-eligible age who obtain another
medical plan, the District will pay up to the amount of one-party coverage on the
District’s current HMO medical insurance health plan at the level it would pay if the
retired employee were an active employee.
2. Effective Date of Employment on or after July 1, 2013:
For all District employees hired on or after July 1, 2013, retiree health insurance
coverage will not be provided or available from the District.
VACATION
The District provides employees with paid vacation and encourages employees to take their
vacation time on an annual basis.
All regular and introductory full-time employees accrue paid vacation time each pay period based
on the following annual accrued rates:
YRS OF SERVICE

VACATION ENTITLEMENT

0 TO 5
6 to 10
Over 10

10 working days (two weeks)
15 working days (three weeks)
15 working days plus one day for each added year for a
maximum of 22 days.

Regular and introductory part-time employees working at least twenty hours per week are entitled
to paid vacation on a pro-rata basis.
The maximum amount of vacation benefits that an employee may accrue is the amount equal to
one and one-half (1.5) times the employee’s annual vacation accrual rate. When an employee has
accrued the maximum amount of vacation time, no further vacation will accrue until the employee
uses some portion of the maximum amount or becomes eligible for additional vacation time
accrual because of the employee’s years of service. When an employee uses vacation benefits so
that the employee's accrued but unused vacation benefits fall below the maximum, or when an
employee is entitled to accrue additional vacation benefits, the employee will resume earning
vacation benefits from that date forward until the employee again has accrued the maximum
amount.
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Vacation time earned may be taken as accrued, subject to the staffing needs of the District;
consideration will be given to employee seniority and choice. Employees will not receive any
compensation for time missed if they have no accrued vacation time to use. The District considers
vacation time essential to health and morale, and therefore employees should attempt to take
vacation time in the year in which it is accrued.
An employee may not receive pay instead of vacation time except when the employee leaves the
employ of the District.An employee may cash out up to a maximum of 120 hours of accrued
vacation time, once per calendar year, provided the employee has no less than 80 hours remaining
following the cash out.
Should an employee be absent due to illness at the time of a scheduled vacation, the employee may
change the vacation to a later authorized date which will not conflict with another employee's
vacation or District staffing needs. If an employee becomes sick during an authorized vacation,
the employee with the notification to and approval of the department supervisor/manager, may use
accrued sick time, and take the balance of vacation at a subsequent date so long as it does not
conflict with another employee's vacation period or District staffing needs. A department
superintendent/manager or the General Manager may require verification of this illness from a
doctor.
Should an employee resign or be terminated before having used the vacation time that has been
accrued, the employee will receive payment for any unused portion of the vacation time which has
accrued up to the date of resignation or termination. The District will not grant termination pay.
In the event that an employee resigns or retires from the District and then is rehired, that employee
is considered the same as a new employee for purposes of vacation time accrual. In other words,
no credit will be given for past years' experience.
Vacation leave shall accrue during any authorized paid leave of absence but not during unpaid
leaves of absence.
HOLIDAYS
The District observes the following paid holidays:
New Year's Day
Presidents Day
Memorial Day
Independence Day
Labor Day
Thanksgiving Day
Friday following Thanksgiving Day
Christmas Day
If any of the above holidays falls on a Saturday, the preceding Friday will be observed as the
holiday. Holidays falling on Sunday will be observed on the following Monday.
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If Christmas Eve falls on a week day, District employees will receive one additional day off to
observe Christmas Eve.
In lieu of other Federal, state or local designated holidays, District employees will receive four (4)
Personal Leave days. District offices will remain open and staffed on all Federal, State or Local
designated holiday not listed above.
Two Personal Leave days will be entered on each employee's account on the first day of Pay
Periods #1 and #14. Personal Leave days must be used prior to using vacation days and should be
scheduled in advance, subject to approval of the employee’s superintendent/manager.
LONGEVITY PAY
In recognition of those long-time District employees that reach the top step of the salary range for
a particular position, such employees will have the opportunity to receive additional pay related to
their meritorious, continuous years of service with the District. The following Longevity Pay rate
increases may be granted to an employee at the beginning of his/her 8th, 14th and 20th year of
continuous service with the District if the employee has been at Step E for at least one year and
receives at least a satisfactory rating on the annual performance evaluation immediately preceding
the consideration for longevity pay.
CONTINUOUS YRS OF SERVICE
8
14
20

LONGEVITY PAY INCREASE
2.5%
2.5%
2.5%

Employees who receive an employee evaluation lower than satisfactory will not be eligible for a
longevity pay increase. If an employee does not receive a longevity pay increase because of a less
than satisfactory annual performance review, the employee may be reconsidered for longevity pay
in subsequent years if the employee receives a satisfactory rating on the annual performance
review.
COST OF LIVING ADJUSTMENT OF WAGES AND SALARIES (COLA)
Over-all Cost of Living Adjustments (COLAs) to wages and salaries are at the discretion of the
District Board of Directors and are generally considered with each new budget year.
WORKERS' COMPENSATION
Workers’ Compensation insurance covering work-related illnesses and injuries is provided by the
District at no cost to employees.
Workers' Compensation disability payments commence at a time specified by State Law (check
with the Business Manager for the current regulations). The amount of the disability payments are
a proportion of the employee's monthly salary as stipulated by State Law. Available sick leave will
be applied to the remaining portion of the employee’s monthly salary so that the total of the
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disability payments and the sick leave payments will equal straight time pay for the regularly
scheduled working hours during that pay period. The application of sick leave payment will be in
effect only to the extent that employee has earned sick leave available to him/her.
All work related illnesses, injuries or accidents must be reported immediately to the employee's
superintendent/manager. A release to return to work from the employee’s treating health care
practitioner is necessary if the employee is off work for more than five consecutive days.

COBRA
The District complies with the requirements of COBRA, enacted by Federal law, regarding
continued insurance coverage in the event of separation of employment or other qualifying events.
See the Business Manager for more detail.
EMPLOYEE ASSISTANCE PLAN (EAP)
The District pays for a comprehensive EAP to help employees and their family members find
direction in solving problems. This is a free service designed to help the employee and members
of the employee’s household resolve personal problems that may interfere with work or home
life. Contact the Business Manager for more information on this program.
REIMBURSABLE ITEMS
A. Reimbursement for Certification, Registration or Licensing Examinations – Certain
employees are required to be formally certified, registered or licensed to perform their job;
e.g., certification for water treatment or registration for civil engineers. The District will
reimburse an employee for the cost of the successfully completed examination and the
related renewal costs. The District will also pay for physical examinations required by law
for the job-required certification, registration, or licensing of employees.
The
reimbursement provided for in this section does not include reimbursement for any costs
associated with obtaining or maintaining a Class C driver’s license.
If the certification, registration or licensing is not job-required but only job-related, the
renewal costs will be paid by the District upon recommendation of the employee's
superintendent/manager and approval of the General Manager.
If the employee does not pass the class or examination, the employee must reimburse the
District for any fees and materials paid. Employees desiring reimbursement must submit
their request in writing through their supervisor to the General Manager prior to registration
for the class.
B. Certification/Registration Leave – Those classifications which are required to obtain or
maintain a California Driver's License will be granted up to two (2) hours with pay once
every four years for renewing such license.
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Those classifications which are required to obtain or maintain a Class A commercial
driver's license will be granted time with pay to take the required physical examination.
Those classifications which are required to obtain or maintain a Water Distribution and
Treatment Operator's Certificate, an American Water Works Association Laboratory
Technician Certificate, or a Notary Public Commission as a condition of employment shall
be granted up to eight (8) hours of leave with pay, with prior written approval of their
superintendent/manager, for each required certificate to travel to and sit for the required
examination testing procedure.
C. Textbook and Tuition Payment – The District will pay for all State job-required courses as
well as approved job-related courses provided that the employee satisfactorily completes
the course(s). The District will pay for all District job-required courses. Such payment may
include tuition, books and other course-related expenses as approved in advance by the
General Manager. Such approval by the General Manager should be obtained in writing
prior to the employee incurring any costs or expenses. If prior approval is not obtained,
the employee risks the costs or expenses not being approved and not being subject to
reimbursement by the District. If the employee does not submit evidence of completion,
the District will not reimburse the employee for the course costs. If the District has prepaid
the course costs, but the employee fails to complete the course, the employee will
reimburse the District unless otherwise agreed to by the General Manager for good cause.
An employee must obtain written approval for payment before registering for a course if
reimbursement is expected. If it is not feasible for the employee to go home for meals, the
District will reimburse the employee for reasonable meal expenses.
The District defines job-required courses as those which are made mandatory by District
rules or by regulatory agencies or legal authorities having jurisdiction over any of the
District's activities. The term job-related implies that there is no legal necessity to take the
course, nor have the District rules made the course mandatory, but the skills learned are
applicable to the job being performed. A course that is related generally to the field of
work, but not directly related to the present job, does not qualify for reimbursement.
D. Travel Expense - District Approved – On those occasions when District employees are
required to travel out of town on District-sanctioned business, the District will pay the
reasonable expenses of such travel, including advance payment when necessary or
reimbursement of expenses paid for by the employee upon submission of receipts or other
proof of expense satisfactory to the District.
The General Manager is the final authority in determining the reasonableness and validity
of any travel reimbursement request. The Department Managers/Superintendents may
recommend to the General Manager travel by employees for District-related purposes.
Whenever possible, the District should make direct payment for such expenses, particularly
for travel fares (airfare). Any requests for reimbursement of expenses shall be submitted to
the General Manager or his designee upon such forms and with receipts or other evidence
as may be reasonably required by the General Manager or his designee. An advance
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payment may be made to the employee when the General Manager determines that such
request is reasonable.
Travel will be by District vehicle, if possible. If a District vehicle is not available, the use
of a private vehicle will be authorized and the owner compensated at the mileage rate
allowed by the Internal Revenue Service (IRS).
E. Uniforms & Steel-Toed Boots – Distribution and Treatment employees are furnished
uniforms for identification and safety purposes and are expected to wear their uniforms
when at work.
The District provides an annual allowance of up to $300 to each employee of the Distribution and
the Treatment Departments sufficient to allow the employee to purchase steel-toed boots each
calendar year. Steel-toed boots must be worn under certain specified working conditions for the
safety of the employee. Engineering employees may also qualify for the annual purchase of steeltoed boots subject to the employee’s designated duties. The General Manager will determine and
approve the purchase of steel-toed boots for engineering department employees. Employees
required to purchase steel-toed boots will be reimbursed up to the amount of the allowance upon
presentation of a receipt.

V. LEAVES OF ABSENCE
SICK LEAVE
The District has established paid sick leave so that an employee will not suffer financial hardship
if he/she takes time off work to diagnose, care, or treat an existing health condition of their own
or a qualified family member.
A. Full Time Employees – Effective Hiring Date before July 1, 2013: Sick leave is available
to all full-time employees immediately upon employment. A full time employee is eligible
to earn eight (8) hours (one day per month) of sick leave for each full month of regular
employment and may accrue up to 120 days (960 hours) of sick time.
B. Full-time Employees – Effective Hiring Date on or after July 1, 2013: Sick leave is
available to all full-time employees immediately upon employment. A full time employee
is eligible to earn eight (8) hours (one day per month) of sick leave for each full month of
regular employment and may accrue up to 60 days (480 hours) of sick time.
C.B.
Part Time Employees: Sick leave is available to part-time employees immediately
upon employment on a pro-rata basis. Part-time employees may accrue sick leave at a
corresponding rate, pro rata, based upon the number of hours worked, and may accrue up
to a number of hours corresponding to five times their annual accrual amount.
D.C.
Temporary Employees: Beginning July 1, 2015 or their first day of employment,
whichever is later, qualified Temporary employees accrue sick leave at the rate of one hour
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for every 30 hours worked. To qualify for sick leave, Temporary employees complete 30
days of employment. While qualified Temporary employees cannot use accrued sick leave
until their 90th day of employment, they are eligible to accrue sick leave beginning with
their first day of employment or July 1, 2015, whichever is later. Qualified Temporary
employees may use accrued paid sick leave up to a maximum of 3 days or 24 hours of paid
sick leave per year, whichever is greater. Unused accrued paid sick leave will carry over
to the following year up to a maximum of 4 days or 48 hours, whichever is greater. For
purposes of this policy, the “year” for employees employed by the District as of July 1,
2015 is July 1 through June 30; the “year” for other employees begins on their first day of
employment.
An employee unable to report to work who wishes to use sick leave is required to contact his/her
superintendent/manager prior to the start of his/her scheduled start time. If the employee is not
able to reach his/her superintendent/manager, the employee must leave a message at the District’s
general phone number, at 805-969-2271, prior to the start of his/her scheduled start time.
When circumstances reasonably prevent notice prior to the start of the shift, such as due to an
accident or emergency or when the need to use sick leave is not foreseeable, the employee is
required to notify his/her superintendent/manager as soon as practicable after the start of his/her
shift.
When an employee has a scheduled medical procedure or appointment for himself/herself or for a
qualified family member, the employee should provide advance notice to his/her superintendent/
manager of the resulting time the employee will be off work.

In the event that an employee has no sick leave remaining for an absence covered under this
section, the employee may use vacation leave. If no vacation leave is remaining, the employee
may be placed on an unpaid leave of absence as allowed under this Handbook.
If an employee leaves the District after six (6) years of continuous service, he/she will be
compensated for accrued, unused sick leave benefits at the following levels:
YEARS OF CONTINUOUS SERVICE

% OF COMPENSATION

6 TO 20

50%

OVER 20

100%

In the event that an employee resigns or retires from the District and then is rehired after one year,
that employee is considered the same as a new employee for purposes of sick leave compensation.
In other words, no credit will be given for past years’ experience. In the event the employee is
rehired within one year, his/her accrued unpaid sick leave balance at the end of his/her employment
will be restored. Sick leave benefits shall accrue during any authorized paid leave of absence but
not during an unpaid leave of absence.

MEDICAL DISABILITY LEAVE (MDL)
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Since the District does not employ at least 50 employees within a 75-mile radius, District
employees are not eligible for leave under the federal Family and Medical Leave Act or California
Moore-Brown-Roberti Family Rights Act. However, the District does provide Medical Disability
Leave as provided in this Section and the following Section.
Any employee who is temporarily disabled and unable to work due to a medical condition will,
upon request, be granted a medical leave of absence without pay. An MDL period extends for the
duration of the disability, up to a maximum of 90 calendar days. The term “medical condition” as
used here encompasses all temporary medical disabilities except disabilities due to pregnancy,
childbirth or related medical condition which are covered in the following Section.
Before being granted an MDL, an employee must first utilize any accrued sick leave benefits.
During the period of the MDL, the employee may utilize any accrued vacation and compensatory
time benefits. Any portion of leave that occurs after sick and/or vacation or compensatory time
benefits have been exhausted shall be without pay. The total period of all absences related to the
same medical condition shall be considered part of the same leave and may not exceed 90 calendar
days. For purposes of this 90 calendar day limitation, all paid and unpaid portions of the leave
shall be added together.
Health, dental and vision insurance benefits ordinarily provided by the District, and for which the
employee is otherwise eligible, will remain in effect until the end of the month during which the
unpaid portion of the MDL commences. Employees wishing to maintain their insurance benefits
during the unpaid portion of MDL are required to pay the full costs of this coverage thereafter.
Employees are requested to make arrangements with the Business Manager to pay for the costs of
such coverage before the leave begins.
Neither sick leave nor vacation will accrue during any unpaid period of MDL. Employees on
unpaid MDL also do not receive holiday pay.
An employee who requires a MDL must notify the General Manager in writing as soon as the
employee learns that he/she is, or will become, temporarily disabled and thus unable to work. This
written notice should specify the reason for the leave, the commencement date of the leave, and
the expected duration of the leave. A signed physician’s statement confirming the existence of the
disability and the physician’s expected period of time the employee will be unable to work due to
the disability are required to accompany the employee’s written notice for the MDL.
When an unplanned medical situation or emergency occurs that does not allow the employee to
provide advance notification of the need for a medical leave, the employee must notify the District
within three (3) working days of an absence. If an employee is absent more than three (3) working
days without notifying the District, the employee may, at the manager/superintendent’s discretion,
be considered to have voluntarily resigned.
An MDL will end when:
A. The employee receives medical verification that he/she is able to return to work;
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B. A signed medical opinion is rendered that the disability is permanent;
C. The employee fails to return to work on the next regularly scheduled work day after the
last day of the approved MDL; or
D. The 90 calendar day maximum period of a MDL has been reached.
Prior to being allowed to return to work at the end of an MDL, the employee must provide the
District with written verification from the employee’s treating health care professional that the
employee is able to return to work and perform the essential function of his/her job, with or without
accommodation. The District reserves the right to request, at any time, that an employee on MDL
confirms the existence of his/her disability with a written verification from a licensed
physician. The District further reserves the right to require an employee on any MDL to be
examined at the District’s expense by a District-selected physician prior to his/her return to work
to the extent allowed by law. Unless otherwise required by law, an employee will not be allowed
to return to work, and may be terminated, upon a medical determination that the disability is
permanent, or upon utilization of the maximum 90 calendar day period of MDL, and the employee
is unable to return to work and perform the essential function of the employee’s job, with or
without accommodation, or is unable to return to work without imminent and substantial risk of
injury, or further injury to himself/herself or significantly greater risk of injury or harm to others.
Although the District is unable to guarantee reinstatement in all cases, an employee who returns
to work at the end of his/her MDL will be returned to his/her former position, if available, or will
be offered the first available opening in a comparable position for which he/she is qualified. Such
an employee will be credited with all service prior to the commencement of his/her disability, but
not for the period of his/her disability.
If conditions require a reduction in force, employees on an approved MDL will be considered for
layoff and treated as active employees for purposes of the selection process.
FAMILY MEDICAL LEAVE ACT LEAVE
Employees who have worked for the District for at least a year, and who have worked at least
1,250 hours during the year previous to taking this leave, are entitled to take up to 12 weeks of
unpaid leave to recuperate from a serious health condition, care for a family member with a
serious health condition, handle exigencies arising out of a family member's military service, or
to care for a family member who suffered a serious injury during active duty in the military.
Employees may take up to 12 weeks this leave in a 12 month period. Employees who need
military caregiver leave may take up to 26 weeks of leave in a single 12 month period on a perinjury, per-service member entitlement. Employees are entitled to continue their health
insurance while on this leave.
MILITARY FAMILY LEAVE
Employees are allowed to take up to ten days of unpaid leave while a spouse is on leave from
deployment during a period of military service. At the employee's discretion, some or all of the
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Military Family Leave may be unpaid or the employee may use accrued vacation, sick or other
accrued paid time off.
DOMESTIC VIOLENCE LEAVE
Employees are allowed to take unpaid leave to obtain a restraining order or seek other judicial
relieve from domestic violence for the employee or the employee's child. Additionally,
employees who are victims of domestic violence, sexual assault, or stalking may take time off to
seek medical treatment, obtain services of a rape crisis center or domestic violence shelter or
program, get counseling, or engage in safety planning and/or relocate.
PREGNANCY-RELATED DISABILITY LEAVE
Upon request, MDL will be granted to female employees for actual disability caused by the
employee’s pregnancy, childbirth, or related medical condition as set forth below.
If you are disabled by pregnancy, childbirth or related medical conditions, you are eligible to take
an unpaid pregnancy-related disability leave (PDL). This includes time off needed for prenatal
care, severe morning sickness, doctor-ordered bed rest, childbirth, recovery from childbirth, and
any related medical condition. PDL may be taken intermittently, or on a reduced-hours schedule,
as medically necessary.
The District will attempt to reasonable accommodate employees when requested related to the
employee’s pregnancy, childbirth or related medical condition. If an employee wishes to request
such an accommodation, she will need to provide an appropriate medical certification from her
health care provider. In addition to other forms of reasonable accommodation, a pregnant
employee is entitled to transfer temporarily to a less strenuous or hazardous position or to less
strenuous or hazardous duties, if she so requests, the transfer request if supported by appropriate
medical certification, and the transfer can be reasonably accommodated.
Amount of PDL Available: The PDL is for any period(s) of actual disability caused by pregnancy,
childbirth or related medical conditions up to four (4) months (or eighty-eight (88) work days for
a full-time employee) per pregnancy. The PDL does not need to be taken in one continuous period
of time but can be taken on an as-needed basis. The PDL will run concurrent with leave granted
under the FLMA as described in the preceding section.
Intermittent Leave or Reduced Work Schedule Based on Planned Medical Treatment: Employees
may be entitled to take intermittent leave or a reduced work schedule if medically advisable and
foreseeable based on planned medical treatment. The District may then require the employee to
transfer to an alternate position for which she is qualified, with equivalent compensation and
benefits, which better accommodates recurring periods of leave than her regular job.
Substitution of Paid Leave: Employees are required to use their unused, accrued sick leave during
the otherwise unpaid portion of any PDL. Employees may elect to use their unused, accrued
vacation during a PDL. The use of paid leave during the period of PDL does not extend the total
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duration of the PDL to which employees are entitled. Except to the extent that sick leave or
vacation is used during the PDL, the PDL is unpaid.
PDL’s Effect on Benefits: During an approved PDL, the District shall continue to pay for the
employee’s participation in the District's group health insurance, medical, dental and vision, to the
same extent and under the same terms and conditions as would apply had she not taken leave, for
up to four months. Employees will be required to continue to make any payments they normally
made towards healthcare coverage premiums while on PDL. While on PDL, in the event
employees fail to make timely payment for their portion of healthcare coverage premiums, the
District will notify the employees of such failure and, if payment is not made, terminate the
coverage. The District is entitled to recover any health premiums paid by the District on an
employee’s behalf during any unpaid period of the PDL if she fails to return from the PDL except
due to circumstances beyond her control as provided by law.
Procedure for Requesting PDL: Employees should notify the General Manager of any request for
PDL or a pregnancy-related transfer as soon as they are aware of the need for such leave or transfer.
For foreseeable events, if possible, employees shall provide thirty (30) calendar days' advance
written notice to the General Manager of the need for PDL. The notice should include the date the
leave will commence and the estimated duration of the leave. If thirty (30) days advance notice is
not possible due to lack of knowledge of when the leave or transfer will begin, because of a change
in circumstance or because of a medical emergency, notice must be given as soon as practical. If
the leave is requested in connection with a planned, non-emergency medical treatment, employees
may be requested to reschedule the treatment so as to minimize disruption of the District's business.
Any request for PDL must be supported by proper certification by the employee’s health care
provider of the need for the PDL, the anticipated date(s) and estimated duration of the leave, and
in the case of intermittent leave or revised schedule leave where medically necessary, the probably
duration of such a schedule any other information necessary to consider the request for PDL or
transfer.
If employees fail to provide the requisite 30-day advance notice for foreseeable events without any
reasonable excuse for the delay, the District reserves the right to deny the taking of the leave.
The terms of the leave may be modified as the employee’s changing medical condition dictates.
Any requests for extensions of a PDL must be received at least five (5) working days before the
date on which employees were originally scheduled to return to work and must include the revised
anticipated date(s) and duration of the PDL.
Returning to Work at End of PDL: When returning from a PDL, employees shall be required to
provide a physician's certification that indicates that the employee is fit to return to work. When
returning to work at the end of a PDL, employees will be returned to their former position, if
possible, or will be offered the first available opening in a comparable position for which they are
qualified. If employees fail to report for work at the end of an approved PDL, they will be deemed
to have voluntarily resigned their employment with the District. If at the end of an approved PDL
an employee is unable to return to work and perform the essential functions of the employee’s
position, with or without accommodation, due to a continuing disability, the employee may be
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terminated if the District is unable to otherwise accommodate the employee without undue
hardship as required by law.
PERSONAL LEAVE OF ABSENCE
An unpaid personal leave of absence of up to 30 days may be requested by any regular full- or
part-time employee. All personal leave of absence requests must be submitted in writing to the
General Manager as far in advance as possible. The beginning and ending dates of the personal
leave of absence must be clearly identified. Each case will be decided on its own merits, and will
require the approval of the General Manager. However, an employee must first exhaust his/her
vacation and compensatory balances, and where applicable sick leave balance, before being
eligible for a personal leave of absence.
A request for an extension to a personal leave of absence of up to an additional 30 days will be
submitted in writing to the General Manager. All personal leave of absence extensions require
approval by the General Manager.
District contributions to health, dental and vision insurance benefits will cease during personal
leaves of absence. Employees wishing to maintain their insurance benefits are required to pay the
full costs of this coverage. Employees are requested to make arrangements with the Business
Manager to pay for the costs of such coverage before the leave begins.
Neither sick leave nor vacation will accrue during any personal leave of absence. Employees on
a personal leave of absence also do not receive holiday pay.
An employee who returns to work at the end of a personal leave of absence will be returned to
his/her former position, if possible. However, the District is unable to guarantee reinstatement to
employees seeking to return to work after taking a personal leave of absence.
NEW PARENT LEAVE
Employees who become new parents are entitled up to 12 weeks leave to bond with a new child
within one year of the child’s birth, adoption, or foster care placement. At the employee's
discretion, some or all of the New Parent Leave may be unpaid or the employee may use accrued
vacation, sick or other accrued paid time off.
BEREAVEMENT LEAVE
Bereavement leave will be provided in case of the death of a full-time employee's spouse, children,
mother, father, mother-in-law, father-in- law, sister, brother, sister-in-law, brother-in-law,
daughter-in-law, son-in-law, grandparents or grandchildren either by blood or marriage. Said
employee shall be granted three working days of leave at regular pay. If additional travel time is
needed the General Manager may grant up to two additional paid days.
Authorized absences beyond the provided bereavement leave shall be charged to accumulated
vacation leave, and cannot be charged to accumulated sick leave.
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Regular full- and part-time employees wishing to attend local services for other relatives and
friends may be excused for two hours without loss of pay.
JURY/WITNESS DUTY
An employee must inform his/her department manager or superintendent immediately upon
receipt of a jury summons or subpoena or other court order to appear as a witness in a judicial
proceeding. A copy of the jury summons, subpoena or court order must be promptly provided to
the department manager or superintendent. An employee who is called to report for jury or
witness duty (which includes serving as a witness in District-related business) and is excused
during his/her normal work schedule must report for work for the remainder of the work
day. Upon return to work, the employee is required to present to the department manager or
superintendent proof of dates and times of appearance in court. Regular compensation will be
paid to employees for the duration of time they are required to appear for jury/witness duty.
RELIGIOUS OBSERVANCE LEAVE
Employees wishing to observe a religious service or holiday which occurs during regular working
hours will be permitted to take time off of work for this purpose, and charge the time to personal
leave or vacation time. If the employee does not have any accrued personal leave or vacation, then
the time off work will be unpaid. Adequate written notification must be given to the department
manager or superintendent.
TIME TO VOTE
In accordance with California State law, if your work hours do not allow sufficient time off to
vote in California general, direct or presidential elections, the District will offer two (2) hours
paid time off for you to vote. To receive time off for voting, you must notify your department
manager or superintendent and present a valid voters’ registration card. When you return from
voting, it will be necessary to present the voters' receipt to your manager. Time taken for the
purposes of voting must be either at the beginning or end of the normal workday.
MILITARY LEAVE
An employee who enters the Armed Forces of the United States will be placed on an extended
leave without pay in accordance with applicable federal laws. Upon completion of military
service, the employee will be reinstated with full seniority to his former position or to a comparable
position if application for reemployment is made within 90 calendar days of release from the
service or hospitalization following such service.
An employee who is a member of the National Guard or of a reserve component of the Armed
Forces shall, upon furnishing a copy of the official orders or instructions, be granted a military
training leave. Training leaves will not, except in an emergency or in the event of extenuating
circumstances, exceed two weeks a year, plus reasonable travel time. Upon presentation of a
military pay voucher, employees will be reimbursed for the differences between their normal
compensation and the pay they receive while on military training leave.
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All leave of absence requests must be presented in writing on the appropriate form to the
employee’s department supervisor or manager as far in advance as possible. They should then be
forwarded promptly to the General Manager for review and approval.
Vacation days, holidays, and sick benefits do not accrue during any period of a leave of absence
in excess of 30 calendar days. The date an employee is considered for an annual wage increase
will be adjusted accordingly if the leave is for more than 30 calendar days. However, regardless
of the length of a leave of absence, an employee’s group life and employee health plan coverage
will remain in effect. Employees are expected to make arrangements to pay the monthly
contribution for dependent coverage under the employer’s health plan while they are on a leave
of absence. Failure to do so may result in the lapse of such coverage.
OTHER LEGALLY REQUIRED LEAVES OF ABSENCE
In addition to the leaves of absences discussed in this section, the District will provide employees a
leave of absence when otherwise required by law, including appearance by a parent at school when
requested as provided for in the Education Code, performance of emergency duty by a volunteer
firefighter, reserve peace officer or emergency rescue personnel, military spouse/domestic partner
leave, time off relating to victims of domestic violence or sexual assault, and alcohol and drug
rehabilitation leave. Whenever possible, employees shall provide reasonable advance notice of the
need for a legally required leave of absence. This leave will be unpaid for nonexempt employees. For
exempt employees, this leave will be unpaid only as allowed by law. Employees may use accrued
vacation time and, where appropriate, accrued sick leave while on leave.
Nonexempt employees may request time off to vote in a statewide election when sufficient time to
vote is not available outside of regular working hours. Whenever possible, request for up to two
hours of paid time off to vote shall be made at least two days in advance of the election. This paid
time off to vote will be provided at the beginning or the end of the employees regular working hours,
whichever will provide the freest time for voting and the least time off work.
GENERAL STATUS DURING UNPAID LEAVE OF ABSENCE
Except where expressly provided otherwise in this Handbook, the District will cease contributing
to the employee’s insurance coverage, including life, medical, dental, vision and disability
insurance, during an unpaid leave of absence. The employee will receive notice of the right to
continue such coverage at the employee's expense as provided for under the COBRA
regulations. Employees on an unpaid personal leave of absence will not accrue vacation or sick
leave benefits.
If an employee takes on other employment during a MDL or personal leave of absence, that
employee, at the District's discretion, will be considered to have resigned his/her employment with
the District.
EARLY RETURN TO WORK
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The District has developed a program designed to assist workers who are temporarily disabled
due to a work-related illness or injury. This includes a team effort, including the temporarily
disabled worker, his/her attending physician or other treating health care professional, the
insurance carrier, and District management. In an effort to minimize serious disability due to onthe-job and off-the-job injuries and illnesses and to reduce workers’ compensation costs (if
applicable), the District has adopted a Return-to-Work policy. This policy is consistent with the
District’s responsibilities to provide reasonable accommodations to persons with disabilities.
When employees report a work-related illness or injury, they will be given certain forms to
complete and may be sent to a doctor for examination and/or treatment. If the doctor determines
that the employee qualifies for an "Early Return to Work Program" (ERTWP), the doctor will
complete the appropriate forms indicating the restrictions and conditions for temporary transitional
work. The District will then attempt to provide a modified work position until the employee is able
to resume regular duties. These limited duties are temporary in nature for the time they are
medically allowable, do not redefine the requirements of any District position, and are only
designed to facilitate a return to regular duties as soon as possible. Positions may be offered at any
location or on any shift. However, ERTW positions may not be available in every situation, and
whether to offer an employee an ERTW position is at the sole discretion of the District, and the
District reserves the right to modify, change or discontinue ERTW positions or the conditions of
this policy at any time.
Failure to report for ERTWP positions at the designated time and place may disqualify the
employee from receiving certain benefits under the worker’s compensation laws.
FITNESS-FOR-DUTY EXAMINATION
Whenever the General Manager or his designee believes that an employee is unable to perform the
essential function of his/her job due to illness or injury, whether physical or mental, or is unable
to perform the essential functions of his/her job safely or without posing a danger to himself/herself
or others, the District may require the employee to submit to an independent medical examination
at the District's expense. Such medical examination will be limited to the issues or areas of concern
regarding the employee's ability to perform the essential functions of his/her job. If, after the
independent medical examination, the District determines that the employee cannot perform the
essential functions of his/her job, or cannot perform such essential functions safely or without
posing a danger to himself/herself or others, the employee will be given the opportunity to provide
the results of a separate medical evaluation by a qualified health care provider selected by the
employee, within fifteen (15) days of the employees receipt of medical evaluation from the
District. In the event of a dispute between the District's and the employee's health care providers,
District may require a third opinion, at District's expense, performed by a mutually agreeable
health care provider who will make a final determination.
VI. RULES OF CONDUCT
The District requires employees to demonstrate proper conduct in connection with the performance
of their job duties at all time. Improper conduct means not only any improper conduct by an
employee during working hours, but also improper conduct by an employee during off-duty hours
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which may bring discredit to the District, or which affects the ability of the employee to perform
his or her duties, or any improper use of an employee's position for personal advantage. Improper
conduct may be cause for disciplinary action.
The General Manager will, in his/her sole discretion, utilize whatever form of discipline he/she
deems appropriate under the circumstances, up to and including termination of employment. (See
Section IX, Disciplinary Guidelines and Termination) The following are some examples of
improper employee conduct:
A. Willful or negligent violation of the provisions of this Handbook, or other applicable
written rules, regulations and policies which do not conflict with this Handbook.
B. Manufacturing, distributing, dispensing, possessing, ingesting or using for any purpose
controlled substances, including narcotics or illegal drugs, and/or alcohol in the workplace,
or being under the influence of drugs and/or alcohol while on duty either on District
premises, while performing District business, and/or while responding to work
assignments.
C. Insubordination, including failure or refusal to comply with a lawful order or to accept a
reasonable and proper assignment from a supervisor.
D. Failure to follow established safety regulations.
E. Inefficiency, unsatisfactory work quality or quantity, incompetence, carelessness, or
negligence in the performance of duties.
F. Excessive absenteeism or tardiness.
G. Damage to or negligence in the care and handling of District property.
H. Improper or unauthorized use of District vehicles or equipment, or misappropriation of
supplies.
I. Claim of sick leave or Workers’ Compensation under false pretenses or misuse of sick
leave.
J. Furnishing false information to secure appointment or promotion.
K. Absence from duty without leave, failure to report after leave of absence has expired or
after such leave of absence has been disapproved, revoked, or canceled.
L. Acceptance by an employee of any bribe, gratuity, or kick-back, or acceptance of any other
item of value when given in the hope or expectation of receiving preferential treatment.
M. Any action which reflects discredit on the District or is a direct hindrance to the effective
performance of the functions and business of the District.
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N. Failure to obtain and maintain a current license or certificate when required as a condition
of employment.
O. Falsifying or altering District records, including the application for employment and time
records.
P. Interfering with the work performance of other employees.
Q. Failure to maintain satisfactory and harmonious working relations with the public, clients,
or other employees.
R. Conviction of a crime which relates to the qualifications, functions, or duties of the
employee's position.
S. Harassing, including sexually harassing, employees, vendors or clients.
T. Physical attack, fighting, or verbal altercations toward fellow employees, clients or the
public.
U. Leaving the job without authorization.
V. Possessing a firearm or other dangerous weapon on District property or while conducting
District business.
W. Unprofessional or inappropriate dress or appearance while working.
PERSONAL BUSINESS CONDUCT
An employee is to conduct only District business during working hours. Working hours do not
include rest breaks and meal periods. An employee may not conduct personal business or business
for another employer during working hours. Employees should attempt to limit personal phone
call and visitations (friends, family) to non-working hours. It is expected that employees will use
their personal cell phones for personal calls that may be necessary.
DISTRICT PROPERTY
Desks, file cabinets, computers, tools and other equipment are property of the District, and must
be maintained in good condition and in accordance with the District’s rules and regulations. They
must be kept clean and are to be used only for work-related purposes. If an employee loses breaks
or damages any property of the District, it should be reported to the employee’s supervisor at
once. No property may be removed from the premises without the prior authorization of the
employee’s supervisor.
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In order to ensure compliance with this provision and with the District’s rules and regulations, the
District reserves the right to inspect all District property, without notice to the employee and/or in
the employee’s absence.
For security reasons, personal belongings of value should not be left in the workplace. Personal
items brought to the workplace may be subject to inspection and search, with or without notice,
and with or without the employee’s prior consent.
While personal locks are permitted on lockers assigned to individuals in the District locker room,
the combination or an extra key must be provided to the Distribution Superintendent or Treatment
Superintendent and the District reserves the right to access and inspect employee lockers at any
time, without notice to the employee and/or in the employee’s absence.
Immediately upon termination of employment, all property of the District (keys, tools, manuals,
files, etc.) must be returned to the District. All personal items should be removed at the time
terminated employees leave the premises of the District. Unless otherwise agreed to in writing, if
a terminated employee leaves personal items at the workplace, these items are subject to disposal
if not removed within five (5) days of the date of the employee's termination.
WORKPLACE VIOLENCE
The District recognizes that workplace violence is a growing concern among employers and
employees across the country. The District is committed to providing a safe, violence-free
workplace. In this regard, the District strictly prohibits employees, consultants, customers, visitors,
or anyone else on District property 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 even prior to any violent behavior occurring.
Workplace violence includes, but is not limited to, the following:
A. Threats of any kind;
B. Threatening, physically aggressive, or violent behavior, such as intimidation of or
attempts to instill fear in others;
C. Other behavior that suggests a propensity toward violence, which can include belligerent
speech, excessive arguing or swearing, sabotage, or threats of sabotage of District
property, or a demonstrated pattern of refusal to follow District policies and procedures;
D. Defacing District property or causing physical damage to District facilities; or
E. With the exception of security personnel, bringing weapons or firearms of any kind on
District premises, in District parking lots, or while conducting District business.
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If any employee observes or becomes aware of any of the above-listed actions or behavior by
another employee, customer, consultant, visitor, or anyone else, he or she should notify his or her
department superintendent or manager. Likewise, the employee should notify the department
superintendent/manager if he/she is aware of any restraining order in effect, or if a potentially
violent non work-related situation exists that could result in violence in the workplace.
All reports of workplace violence will be taken seriously and will be investigated promptly. 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 but may 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 the District determines that workplace violence has occurred, the District will take appropriate
disciplinary action, up to and including termination and/or legal action.
PERSONAL APPEARANCE
Personal cleanliness and a neat appearance are fundamental courtesies to fellow employees and
the public the District serves. Because each employee is a representative of the District in the eyes
of the public it is important that each employee report to work appropriately groomed and wearing
appropriate attire consistent with the nature of the work performed. Treatment and Distribution
personnel are furnished uniforms for identification purposes and for their benefit; it is required that
these employees wear the uniforms provided.
ANTI-HARASSMENT, ANTI-DISCRIMINATION AND ANTI-RETALIATION POLICY
The District is committed to having a workplace free of harassment, discrimination, intimidation,
discriminatory practices, retaliation, or other unlawful conduct. Every Employee is entitled to a
workplace environment in which he or she is treated respectfully and courteously. The District's
expectation is that all Employees will treat each other with dignity and mutual respect in a
workplace environment that is free from bullying, bias, prejudice, and harassment. The District
commits to create a workplace environment that is free from employment practices prohibited by
law.
This policy applies to Employees, as well as vendors, customers, independent contractors,
volunteers, people providing services under contract and other people with whom Employees come
into contact while working.
The law prohibits employees, supervisors, managers, and others with whom an Employee comes
into contact in the course of their work, from engaging in conduct prohibited by the California Fair
Employment and Housing Act. This includes, but is not limited to, harassment, discrimination,
retaliation, and disrespectful or other unprofessional conduct based on a number of protected
categories, including: sex (including pregnancy, childbirth, breastfeeding, or related medical
conditions), race, religion (including religious dress and grooming practices) color, gender
(including gender identity and gender expression) national origin (including language use
restrictions and possession of a driver's license issued under the California Vehicle Code),
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ancestry, physical or mental disability, medical condition, genetic information, marital status,
registered domestic partner status, age, sexual orientation, military and veteran status, or any other
basis protected by federal, state, or local law, ordinance or regulation. It also prohibits
discrimination, harassment, disrespectful or unprofessional conduct based on the perception that
anyone has any of those characteristics, or is associated with a person who has or is perceived as
having any of those characteristics. In addition, the District prohibits retaliation against individuals
who raise complaints of discrimination or harassment or who participate in workplace
investigations. All such conduct violates the District's policies.
Employees shall not harass anyone on the basis of the protected categories described above.
Harassing conduct may consist of using epithets, slurs, negative stereotyping, threatening,
intimidating, and/or hostile acts, disparaging jokes and remarks, or written verbal, or other content
or communications demonstrating ridicule, hostility, and/or denigration of an individual or group
based on their characteristics. Prohibited harassment can include, but is not limited to, the
following types of behavior:
(1)

Verbal statements, including jokes, offensive comments, and other verbal
communications, whether privately or in a group setting;

(2)

Written statements, including emails, texts, photographs, online communications,
social media tags, comments, posts, or other communications, including any type
of electronic communication prohibited by state or federal law;

(3)

Photographs, videos, images, posters, posts, or other graphic conduct;

(4)

Physical contact, including but not limited to brushing up against, or blocking
movement of other employees;

(5)

Threats, demands, the offer of benefits in return for favors, or losses because favors
are not given, including sexual favors;

(6)

Retaliation for reporting or threatening to report harassment; and

(7)

Hostile acts, whether motivated by sexual desire or not, based on one or more of
the protected categories above.

Sexual harassment constitutes discrimination and is illegal under federal, state and local laws.
Sexual harassment may include a range of behaviors and may involve individuals of the same or
different gender, whether submission to the sexual harassment is made a condition of the work
conditions or rejection of such conduct by an individual is used as the basis for employment
decisions affecting such individual, or such conduct has the purpose or effect of unreasonably
interfering with an individual's work performance or creating an intimidating, hostile or offensive
working environment. While it is not possible to list all circumstances considered to be sexual
harassment, prohibited behaviors may include:
(1)

Unwanted sexual advances or requests for sexual favors;

(2)

Sexual jokes and/or innuendo;
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(3)

Verbal abuse of a sexual nature, including making or repeating sexual or sexuallyrelated rumors about others;

(4)

Commentary about an individual's body, sexual prowess or sexual deficiencies;

(5)

Leering, whistling, touching, staring, flirtation or other sexually suggestive
conduct;

(6)

Insulting or obscene comments or gestures;

(7)

Display in the workplace of sexually suggestive objects, drawings, photographs,
pictures, or content of any kind of nature;

(8)

Physical assault such as rape, sexual battery, or an attempt to commit an assault, or
intentional physical conduct such as impeding or blocking movement or touching
or brushing against another employee's body;

(9)

Making a derogatory comment or joke regarding a person's sexual orientation or
perceived sexual orientation; and

(10)

Other physical, verbal or visual conduct of a sexual nature.

A man or a woman may be the harasser of a same or opposite sex victim. The harasser does not
necessarily have to be the victim's supervisor; the victim does not necessarily have to be the one
to whom the remark or conduct is directed, but may be someone in the same room who overhears
and is offended by the comment or behavior.
The District prohibits unlawful discrimination against any Employee or job applicant by
any representative of the District, including a supervisor, manager, or another
Employee. Unlawful discrimination may include:
(1)

Making decisions to promote, demote, train, fire, hire, reduce or increase hours,
pay, or benefits or
(2)

Excluding or separating individuals from work-related activities, functions,
or discussions.

The District encourages Employees to report all perceived incidents of discrimination or
harassment. It is the District's policy to promptly and thoroughly investigate such
reports. The District prohibits retaliation against any Employee who reports
workplace discrimination or harassment or participates in an investigation related
to these activities. Prohibited retaliation may include:
(1)

Termination, demotion, disadvantageous transfer or assignments, refusals to
promote, threats, reprimands, negative evaluations;
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(2)

Co-worker hostility or retaliatory harassment, including intimidation, gossip,
rumors, insults, or otherwise offensive conduct that would subject a person to
public ridicule or humiliation; and

(3)

Any action or combination or actions that are reasonably likely to materially and
adversely affect an Employee's job performance or opportunity for advancement.

COMPLAINT PROCESS
If an Employee is concerned that he has been subjected to harassment, discrimination, retaliation,
or other unlawful acts or conduct, from anyone he encounters in the workplace, he should notify
his supervisor, the Business Manager or the General Manager orally or in writing. The District
does not require that the complaint be made to an Employee’s direct supervisor.
The District will attempt to conduct its investigation as confidentially as possible, however, the
District cannot guarantee complete confidentiality, because the General Manager, Business
Manager, and/or his/her designee will need to investigate the complaint and collect information
from other with knowledge of the matter. In addition, there may be District representatives who
will need to know the facts investigated, the result of the investigation, and the District's corrective
action.
The District takes reports of complaints of harassment, discrimination, retaliation and other
unlawful acts seriously, and will promptly investigate such claims in a fair manner in accordance
with all applicable laws, statutes and regulations. Any reported allegations of harassment,
discrimination or retaliation will be investigated promptly, fairly and thoroughly by impartial and
qualified personnel that afford all parties appropriate due process. Every Employee, whether
witness, complainant, or alleged harasser, is expected to cooperate fully with every investigation.
The investigation may include interviews with parties involved and, where necessary, with people
who may have observed the alleged conduct or may have other relevant knowledge. The District's
determinations on complaints will be made based on all information and evidence gathered,
including but not limited to reports, information, documents, data and other evidence presented by
the complainant. Complaints will be investigated timely and seek timely closure. This policy
dictates that Employees who make a complaint or participate in any investigation of any complaint
of workplace misconduct are not to be retaliated against.
If the District has determined that harassment, discrimination, retaliation and/or other prohibited
conduct has occurred, it will take the appropriate corrective actions, as well as action to deter such
conduct from occurring in the future. Individuals who have violated this policy will be subject to
the District's appropriate disciplinary or other actions up to and including termination.
Supervisors and managers who become aware of complaints must promptly report all complaints
to the Business Manager or General Manager. Managers and supervisors who become aware of
harassment, discrimination and/or retaliation, even if the occurrence is not directly within their
line of supervision or responsibility, have the obligation to immediately report the harassment to
the Business Manager or General Manager.
GRIEVANCE PROCEDURE
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A definition of a grievance is when the employee believes that there is a violation,
misinterpretation or misapplication of District written policy or this Handbook which adversely
affects his/her conditions of employment, such as promotions, longevity increases, pay raises or
duties assigned. Grievances must be submitted within 30 days of the date the employee knew or
should have known of the violation, misinterpretation or misapplication which is the subject of the
grievance.
The employee should attempt to work out any grievance first with his/her Department Manager.
If the employee is not satisfied, he/she should put his/her complaint and requested remedy in
writing and give it to the Business Manager. Grievance must be submitted to the Business
Manager within 30 days of the date the employee knew or should have known of the violation,
misinterpretation or misapplication which is the subject of the grievance unless the Business
Manager agrees in writing to extend this deadline. The Business Manager will provide a written
response to the employee.
If the grievance is still unresolved within 5 days of receiving the written response of the Business
Manager, the employee should put in writing why he/she disagrees with the response of the
Business Manager and submit that statement to the General Manager. The General Manager will
arrange for a committee meeting of two uninvolved Department Managers or Superintendents, or
combination thereof, who investigate the grievance as they deem appropriate. This committee will
then make a recommendation to the General Manager for final resolution of the grievance. The
decision of the General Manager shall be final and not subject to further appeal.
If the violation, misinterpretation or misapplication of District written policy or this Handbook is
alleged by the General Manager by a direct report to the General Manager, the grievance shall be
lodged with the District’s General Counsel. The General Counsel shall investigate the grievance
as expeditiously as reasonably practicable and issue a written response to the direct report.
Nothing in this section is intended to alter the at-will status of employment with the District. Either
the employee or the District may terminate the employment relationship at any time with or
without cause and with or without notice.
PERSONNEL RECORDS
As provided by law, an employee has the right to review documents in his or her personnel file
while in the presence of a District representative. To accomplish this, an employee must submit
their request to the Business Manager who will arrange a mutually convenient time in which to
review the file. At no time may an employee remove or alter an original personnel record, but may
receive a copy of his or her personnel file upon request as allowed by law.
An employee is free submit a written response to any disputed item to his or her file within 10
days of the employee receiving a copy of or otherwise becoming aware of any such disputed items.
Any written response will become part of the employee’s personnel file.
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The District restricts the release of any personnel information to outside sources; however, where
legally required, the District will cooperate with authorized local, state or federal agencies that
request information.
SAFETY PROGRAMS
A safety program can only be successful if everyone cooperates. Merely listing do’s and don’ts
has never prevented accidents. Each employee's assistance in eliminating hazards and unsafe
conditions and attention to good housekeeping will do much to make the District a safe place to
work.
The District instituted an Injury and Illness Prevention Program. On a periodic basis, District
employees are educated on preventing injuries and illnesses in the workplace. Formal safety
meetings are held on a regular basis and are documented by an employee sign in and attendance
acknowledgement form. MWD water treatment and distribution employees are also scheduled for
safety program attendance as provided by our joint powers insurance agency (JPIA) with these
programs documented by the contact hours received for attendance. Formal inspections of District
facilities are scheduled periodically with JPIA to help ensure the safe workplace conditions and
practices. Employees are required to report any unsafe working conditions to their
superintendent/manager or the Engineering Manager. It is the responsibility of every employee to
report or eliminate hazards and unsafe conditions in the workplace. For further detail, please refer
to the Injury and Illness Prevention Program Handbook, a copy of which may be obtained from
the Business Manager.
Safety devices and equipment are provided to all employees by the District. This equipment must
be used according to the District's and OSHA's rules and regulations. Failure to do so can result in
disciplinary action up to and including termination of employment.
INJURY AT WORK
An employee is required to report all injuries at work, or other work-related injuries to the
employee's immediate superintendent/manager. Superintendents/managers are responsible for
obtaining first aid and proper medical care, and promptly reporting the injury to the Business
Manager or his/her designee, who will fill out all appropriate forms and reports. For insurance
purposes, exact details of the accident or injury must be provided to the Business Manager or
his/her designee. The location of the nearest doctor and/or medical facility is posted on the bulletin
board(s).
EMERGENCY PREPAREDNESS
In the event that a disaster or emergency situation occurs during normal working hours, employees
should follow the emergency response procedure for their location. If a disaster or emergency
situation occurs during District off-hours, employees are to keep lines of communication open and
be prepared to report to the District office as soon as they have ensured the safety of their family
and home. The first employee to arrive at the District is to immediately communicate with the
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District Engineering Manager, General Manager, or department superintendent for further
direction.
SAFE DRIVING PROGRAM
Safe driving is an important aspect of District employment such that all employees will be expected
to adhere to the following safe driving practices:
A. Drive defensively - always expect the worst of the other driver, cyclist, and pedestrian.
B. Take a defensive driver training course every two years.
C. Not exceed all posted speed limits, follow and adhere to all traffic control signage, and
drive safely at all times, including during inclement weather conditions.
The driving record of each employee who drives on behalf of the District will be checked at the
time of employment and annually thereafter. If an applicant, or an employee within his/her
introductory period, is found to be a bad risk driver, i.e., having four (4) or more points for traffic
violations as determined by the California Department of Motor Vehicles, the applicant will not
be eligible for hire and the employee will be terminated.
If an employee who drives on behalf of the District has his/her license suspended, becomes
uninsurable under the District’s insurance policy or causes an increase to the District’s insurance
rates, that employee may be subject to discipline, up to and including termination.
Should an accident involving a District vehicle, or a personal vehicle be used in connection with
District business, occur, the following actions should be taken:
A. The driver shall complete the accident report form carried in every District vehicle and
submit it to his/her superintendent/manager as soon as possible. If possible, the driver shall
take a photo of the vehicle and accident scene with the camera provided in each District
vehicle.
B. The accident shall be investigated by the superintendent/manager of the employee involved
and a written report prepared giving recommendations regarding prevention of similar
accidents, the need for additional driver training, and/or disciplinary action to be taken.
C. The accident investigation report will be reviewed by a committee of all
superintendents/managers for possible action to improve District driving practices.
D. The Business Manager will immediately report accidents and subsequent results of
investigation to the appropriate insurance agency as required.
USE OF DISTRICT VEHICLES
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District vehicles are available for use by employees engaged in District business. Personal
vehicles should only be used for District business when District vehicles are not available.
Employees required to use personal vehicles will be reimbursed at the current IRS rate per mile,
plus tolls, parking, etc. Arrangements for use of District vehicles during or outside of normal
business hours may be made only upon prior approval of the General Manager or designee.
Except for vehicles assigned to employees on a 24-hour basis or by prior approval of the General
Manager, vehicles must be locked and parked in the designated District parking area at night and
on weekends. Vehicles should be locked when not in use to prevent theft.
Certain employees are provided with 24-hour use of a District vehicle for transportation between
the employee’s residence and the District office or work sites. Assignment of the vehicle is not
for the specific benefit of the employee, but for the improved operational efficiency and
effectiveness of the District. Employees will not use District vehicles for personal purposes
other than commuting to and from work and for incidental personal use such as a stop between
work and home. Employees will not transport nonemployees or family members without prior
approval of their supervisor. A District-furnished vehicle for commuting is a taxable benefit
according to the Internal Revenue Service (IRS).
Employees are required to operate the vehicle in compliance with all applicable laws and in a
safe manner, and to have their valid California Driver's license in their possession at all times
while operating District vehicles. No employees will drive a motor vehicle using a cellular phone
unless that telephone is specifically designed and configured to allow hands-free listening and
talking and is used in that manner. If no hands-free option is available, employees must pull off
to the side of the road to a safe area and stop to place or receive a call. Under no circumstances
may a driver initiate, review, or answer a text message while driving a vehicle on District
business. Additionally, the use of a Personal Digital Assistant (PDA) including an iPad or laptop
computer for reading, composing, sending emails, or entering data while driving is prohibited.
The inappropriate use of a cellular phone violates State law and the District’s Vehicle Use
policy. Violators are subject to both enforcement action of the law and disciplinary action up to
and including dismissal of the employee by the District.
Damage to District vehicles that is determined to be due to the negligence of the employee may
result in discipline up to and including dismissal of the employee.
District motor vehicle equipment is clearly identified and operators must be ever-conscious of
safety, as well as the impression they create with the general public while operating District
equipment. Respect for traffic laws, use of fastened seat belts, and attention to the common
courtesies of the road is required by the District and violations of these are considered grounds for
disciplinary actions or dismissal. Any reports of traffic violations will be dealt with accordingly
and any resulting fines will be the responsibility of the operator. Proof of insurance and a copy of
the vehicle registration should be maintained in the District vehicle’s glove compartment at all
times. In consideration of other employees, smoking is not permitted in District vehicles.
RESIDENCY
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Employees who are assigned on-call duty to respond to customer or system problems are required
to reside within a 35-mile radius from the office located at 583 San Ysidro Road while on on-call
duty and must take action in response to all customer reported or system problems within 35
minutes once called.
Employees who are assigned to on-call duty to respond to treatment problems are required to reside
within a 35-mile radius from the Bella Vista Treatment Plant located at 2750 Bella Vista Drive
while on on-call duty and must respond within 35 minutes once called.
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SMOKE FREE ENVIRONMENT
Smoking is prohibited in any enclosed areas within the office and maintenance building and
District vehicles. The designated smoking area for the District is outside the District buildings and,
as required by State law, at a distance of at least 20 feet from the buildings.
VOICE MAIL, E-MAIL AND TECHNOLOGY POLICY
The District maintains and utilizes as part of its operations a computer system, including e-mail,
and a voice-mail system. These systems are provided to assist employees in the conduct of the
District’s business. All computers and the data stored on them, including e-mail, as well as all
voice-mail and the data stored on it, are and remain at all times the property of the District. As
such, all voice-mail and e-mail messages composed, created, sent, and received and all data stored
on computers are and remain the property of the District. Employees are prohibited from installing
or downloading software onto the District’s computer system except with the prior written
authorization of the Business Manager.
Employees should attempt to limit voice-mail and e-mail messages to the conduct of the District’s
business. Use of the voice-mail and e-mail systems for the conduct of personal business is
discouraged although the District allows limited, reasonable personal use of email and voice mail
similar to the limited, reasonable personal use of District telephones. The District reserves the
right to prohibit the use of voice-mail and e-mail for the conduct of personal business when deemed
appropriate. Other use of computer systems, including use of the Internet and other
telecommunicating capabilities, should be limited to the conduct of the District’s business unless
prior written approval is received from the employee's supervisor.
Except for the right of the District to access data stored on the computer system, including e-mail
messages, and to access voice-mail messages as described in this policy, all data stored on the
computer system and all messages sent by voice-mail and e-mail are considered to be confidential,
and as such are to be accessed only by the employee storing the data, the addressed recipient or at
the direction of the addressed recipient. Any exception to this policy must be approved in writing
by the Business Manager.
The District reserves the right to retrieve and read any data stored on the computer system and any
message composed, created, sent or received on the voice-mail and e-mail systems, as well as
Internet usage data, at any time, with or without advance notice to the employee. Although the
computer system, including e-mail, and the voice-mail system may accommodate the use of
passwords for security, the reliability of passwords for maintaining confidentiality cannot be
guaranteed. All passwords must be made known to the District, and passwords not known to the
District may not be used. This is due to the need to access employees' computer systems, including
e-mail, and voice-mail systems in the event that an employee is absent or when otherwise deemed
appropriate by the District. Employees must therefore assume that any and all voice-mail and email messages and all data stored on the computer system may be read by someone other than the
employee storing the data or the intended or designated recipient, and understand the ultimate
privacy of data stored on the computer system, including e-mail, and voice-mail messages, cannot
be guaranteed to anyone.
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The District’s policy against unlawful harassment, including sexual harassment, and the District’s
anti-discrimination policy apply to employee use of voice-mail, e-mail messages and screen savers
as well as any other information transmitted over the District’s computer system. Employees
should not use any means of electronic communications in a manner that would violate those
policies. For example, employees may not communicate messages by computer, voice-mail or
other electronic means that would constitute sexual harassment, may not use sexually suggestive
screen savers, and may not receive or transmit pornographic, obscene or sexually offensive
material or information. As a further example, employees may not use electronic communications
to transmit comments or images which are reasonably likely to offend someone on account of
his/her age, sex, sexual orientation, race, religious beliefs, national origin, disability, or any of the
other factors included in the Equal Employment Opportunity section of this Handbook. Any
employee who uses any electronic communications device in a manner which violates this policy
will be subject to disciplinary action, up to and including termination of employment.
Employees may choose to use their personal computer, laptops, tablets, smart phones, or similar
devises to perform work for the District. The provisions of this section apply to the District-related
use of such devises. Upon request, or upon separation of employment, employees may be required
to bring such devises to the District office, and allow the District to inspect, copy, and/or delete
the District-related materials on any such devise.
Employees learning of any misuse of the voice-mail, e-mail or other computer systems or
violations of this policy shall immediately notify the General Manager or his designee.
CELL PHONE, PDA, RADIO POLICY
While operating a District vehicle, or a personal vehicle while engaged in District business,
employees are prohibited from using cell phones (including personal digital assistants, iPhone,
BlackBerrys and similar devises) except to call a public safety agency or except as expressly
provided in this section. Employees may not receive incoming calls unless the cell phone can be
safely operated in a hands free mode. For employees with hands free cell phone operation, in the
event an employee receives an incoming call while driving, the employee should either safely pull
off the road to converse, inform the caller that he or she will return the call, or ask the caller to call
again to allow the employee to reach a place where it is safe to use the phone. While driving,
employees are prohibited from using their cell phones to text message, read or send email, or
similar operations. Employees are also prohibited from using District-issued radios while driving,
and should safely pull of the road in the event an employee finds it necessary to communicate on
a District-issued radio.
MERCHANDISING OR SOLICITING ON DISTRICT PREMISES
Soliciting or selling merchandise for organizations such as scouts, youth sports, school-related
activities and others of that type is only permitted when an employee is off-duty and when it does
not interfere with another employee’s job performance.
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BULLETIN BOARD
Bulletin boards are located in the office and shop areas to help keep employees informed on
matters pertaining to the District. Only notices pertaining to the business and operations of the
District will be placed on these boards. As such, all postings are to be authorized by the
Department Manager/ Superintendent prior to posting.
PARKING FACILITIES
A parking area is provided by the District for all employees.
LOANS, ADVANCES, PERSONAL CHECKS
Loans or advances against wages will not be approved by the District. Personal checks will not be
cashed by the District.
LUNCH ROOM
The office and shop lunchrooms are provided for employee use. Employees should be respectful
of their co-workers and leave the lunchrooms in a clean condition after being used.
VII. SUBSTANCE ABUSE
PURPOSE OF POLICY
It is the District’s intent to maintain a workplace that is free of drugs and alcohol and to discourage
drug and alcohol abuse by its employees. The District has a vital interest in maintaining safe and
efficient working conditions for its employees. Substance abuse is incompatible with health,
safety, efficiency, and success at the District. Employees who are under influence of drugs or
alcohol 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 loss of efficiency, productivity, or a disruptive
working environment.
To further its interests in avoiding accidents, to promote and maintain safe and efficient working
conditions for its employees, and to protect its business, property, and operations, the District has
established this policy concerning the use of alcohol and drugs. As a condition of continued
employment with the District, all employees must abide by this policy.
DEFINITIONS
For the purposes of this policy:
A. “Illegal drugs” means any drug or controlled substance that is not legally obtainable or is
legally obtainable but has not been legally obtained.
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B. “Legal drugs” means any drug, including prescription drugs and over-the- counter drugs,
but not including marijuana, that has been legally obtained and that is not unlawfully sold
or distributed.
EMPLOYEE ASSISTANCE
Employees who suspect that they may have alcohol or drug problems, even in the early stages, are
encouraged to voluntarily seek diagnosis and to follow through with the treatment as prescribed
by qualified professionals. Employees who wish to voluntarily enter and participate in an alcohol
or drug rehabilitation program are encouraged to contact the General Manager, who will determine
whether the District can accommodate the employee by providing unpaid leave for the time
necessary for the employee to complete participation in the program. Disclosures made by an
employee to the General Manager concerning the employee’s use of drugs will be treated
confidentially and will not be revealed to supervisors unless there is an important work-related
reason to do so in order to determine whether it is advisable for the employee to continue working.
Disclosures made by employees to the General Manager concerning their participation in any drug
or alcohol rehabilitation program will be treated confidentially.
Employees should be aware, however, that participation in a rehabilitation program will not
necessarily shield them from the imposition of disciplinary action for a violation of this policy,
particularly if discipline is imposed for a violation occurring before the employee seeks assistance.
Nothing in this policy is intended to diminish the District’s commitment to employ qualified
disabled individuals or to provide accommodation to such individuals as required under state and
federal law.
USE OF LEGAL DRUGS
The District recognizes that it may be necessary for employees to use legal drugs from time-totime. The District also recognizes that an employee who is using legal drugs might become
impaired by the drug such that the employee’s ability to perform or to perform safely would be
compromised. Employees who are involved with maintenance, treatment or distribution functions,
excluding administrative personnel, who know or should know that their use of legal drugs might
endanger their own safety or the safety of some other person, pose a risk of significant damage to
District property or the property of others, or materially compromise their ability to perform their
work, are obligated to report such use of legal drugs to the General Manager. The District reserves
the right to have a District physician or the employee’s own physician determines whether it is
advisable for the employee to continue working while taking such drugs. The District further
reserves the right to have the employee’s physician certify that when returning from a leave of
absence, the employee will not be using any legal drugs which might impair the employee’s ability
to perform the employee’s job duties for the District.
If appropriate, the District may restrict the work activities of an employee who is using legal drugs
or require that the employee take a leave of absence while taking such drugs. If the District permits
an employee to work while using legal drugs, the employee still cannot report to work in any case
if impaired by the use of the drugs if the impairment might endanger the employee’s own safety

Employee Handbook 2019

Page 45 of 52

or the safety of anyone else, pose a risk of significant damage to the District property or
substantially interfere with the employee’s job performance or the efficient operation of the
District’s business. The District may require a medical certificate as a precondition to return to
work.
PROHIBITED CONDUCT
A. On-Duty Prohibition on Illegal Drugs and Alcohol – An employee shall not use, possess,
purchase, sell, manufacture, distribute, transport, dispense, or be under the influence of any
illegal drug, marijuana or alcohol during working hours, while on District premises, while
conducting or performing District business, regardless of location, or while operating or
responsible for the operation, custody, or care of District equipment or other property.
B. Off-Duty Conduct – In addition to the restrictions imposed under subsection A above, the
use, possession, purchase, sale, manufacture, distribution, transportation, dispensation, or
being under the influence of any illegal drug, marijuana or alcohol while off duty may
result in disciplinary action, up to and including termination, dependent upon whether such
off-duty conduct negatively affects employees’ ability to perform their job duties,
undermines the public’s confidence in the District or otherwise poses the risk of bringing
the District into disrepute. Such off-duty conduct will be reviewed on a case-by-case basis.
C. Legal Drugs – Employees are prohibited from working while impaired by the use of a legal
drug whenever such impairment might endanger the safety of the employee or some other
person, pose a risk of significant damage to District property or equipment, or materially
interfere with the employee’s job performance or the efficient operation of the District’s
business or equipment.
VIII. TESTING FOR ILLEGAL DRUGS AND ALCOHOL
JOB APPLICANTS
Applicants receiving a conditional offer of employment for a safety-sensitive position who are
required to submit to a pre-employment physical examination shall be subject to a urine and/or
blood test for the presence of illegal drugs, marijuana or alcohol. Designated safety sensitive
positions at the District include all personnel in the Distribution and the Treatment Departments
and the Engineering Manager. The District may refuse to employ an applicant whose test results
show the presence of illegal drugs, marijuana or alcohol. Applicants who are under a physician’s
care and/or are required to take legal drugs must notify the General Manager or his designee of
that fact in writing before the date of the pre-employment examination.
TESTING OF EMPLOYEES
A. Any employee suspected of being under the influence of illegal drugs, marijuana or alcohol
will be suspended from work and required to submit to a urine or blood test to determine
the presence of illegal drugs or alcohol. Such testing may be ordered only by the General
Manager based upon a reasonable suspicion that an employee is under the influence of any
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illegal drug or alcohol in violation of this policy. Refusal to undergo a urine or blood test
when required pursuant to this policy constitutes insubordination and will result in
disciplinary action, up to an including termination.
B. Reasonable suspicion means a belief based on specific facts and reasonable inferences
drawn from those facts that an employee is under the influence of illegal drugs or alcohol.
Circumstances which constitute a basis for determining reasonable suspicion may include,
but are not limited to:
1. A pattern of abnormal conduct or erratic behavior;
2. Observable phenomena, such as direct observation of drug or alcohol or possession
and/or the physical symptoms of being under the influence of illegal drugs or alcohol
(e.g., glassy or bloodshot eyes, alcohol odor on breath, slurred speech, poor
coordination and/or reflexes);
3. Conviction for a drug-related offense;
4. Information provided by a reliable and credible source which is independently
corroborated; or
5. Newly discovered evidence that the employee has tampered with a previous drug test.
C. The General Manager, department manager or supervisor shall document in writing the
facts, symptoms, or observations which form the basis for the determination that reasonable
suspicion existed to warrant the testing of an employee.
D. Whether the testing is conducted by urine or blood sample shall be at the discretion of the
District and/or the physician performing the test.
E. The urine or blood sample will be given and the testing will take place at an approved
testing facility, and will be done in a manner so as to provide the employee with appropriate
rights of privacy. Positive results will be reviewed by a licensed physician who will discuss
all positive results with the employee to determine if the positive result could have resulted
from the use of legal drugs or other causes.
F. Any urine or blood sample showing positive test results will be retested. The physician
and/or testing facility will report the test results to the General Manager or Business
Manager only if the “retesting” of the sample shows positive results for illegal drugs or
alcohol. The positive test results will be made available to the employee.
G. A portion of each sample taken will be properly preserved, and the employee will be
allowed to have the sample tested by his or her own physician.
H. The District shall observe all laws and regulations protecting the confidentiality of medical
information.
I. Any employee testing positive for illegal drugs or alcohol, or otherwise found to be
violation of this policy will be immediately relieved of duty, without pay or benefits,
pending further disciplinary action.
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J. Any employee who refuses to comply with a request for testing will be considered to be
insubordinate and to have a positive (failed) test. Any employee who provides false
information in connection with a test or who attempts to falsify test results through
tampering, contamination, adulteration, or substitution, shall be removed from duty
immediately, and will be terminated. Refusal to submit to a test can include an inability to
provide a urine specimen or breathe sample without a valid medical explanation, as well
as a verbal declaration, obstructive behavior or physical absence resulting in the inability
to conduct the test.
K. Any employee may identify someone suspected of being under the influence of drugs
and/or alcohol to any supervisory or management personnel. Employees should realize,
however, that it is against District policy to make false or malicious statements about other
employees and doing so can result in disciplinary action being taken against the offending
employee. However, the supervisor/manager must witness firsthand the employee’s signs
and symptoms.
IX. DISCIPLINARY GUIDELINES
CAUSES FOR IMMEDIATE TERMINATION
The first violation of sections VII through VIII of this handbook may result in immediate
termination, particularly whenever the prohibited conduct:
A. Involved the sale, manufacture, possession, distribution, or dispensation of illegal drugs in
violation of this policy;
B. Caused injury to the employee or any other person, or, in the sole opinion of the District,
endangered the safety of the employee or any other person;
C. Resulted in significant damage to District property or equipment or, in the sole opinion of
the District, posed a risk of significant damage; or
D. Involved fraudulent/illegal activity
E. Involved an employee who had not completed the introductory period or was a temporary
employee.
F. Need to invoke the At Will provision/policy of employment
DISCRETION NOT TO TERMINATE
The District, in its sole discretion, may choose not to discharge an employee for a first violation
of sections VII through VIII of this handbook. However, all violations will result in disciplinary
action. The nature of such disciplinary action will depend of the circumstances of each case,
including a consideration of the following factors:
A. The circumstances under which the violation of the policy occurred;
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B. The employee’s participation in and satisfactory completion of a drug or alcohol abuse
assistance or rehabilitation program;
C. Length of District service; and
D. History of job performance with the District.
EFFECT OF CRIMINAL DRUG CONVICTION
An employee who is convicted under a criminal drug statute for a violation occurring in the
workplace or during any District-related activity or event will be deemed to have violated District’s
Substance Abuse policy and may result in discharge.
EFFECT OF SECOND DRUG VIOLATION
A second violation of this policy by an employee at any time will result in immediate
Discharge.
X. SOCIAL MEDIA POLICY
The District understands that social media can be a fun and rewarding way to share your life
and opinions with family, friends and co-workers around the world. However, use of social media also
presents certain risks and carries with it certain responsibilities. To assist employees in making
responsible decisions about their use of social media, the District has established these guidelines for
appropriate use of social media.
This policy applies to all employees who work for the District.

GUIDELINES
In the rapidly expanding world of electronic communication, social media can mean many
things. Social media includes all means of communicating or posting information or content of
any sort on the Internet, including to the employee’s own or someone else’s web log or blog,
journal or diary, personal web site, social networking or affinity web site, web bulletin board or a
chat room, whether or not associated or affiliated with the District, as well as any other form of
electronic communication.
The same principles and guidelines found in the District policies apply to employee
activities online. Ultimately, employees are solely responsible for what they post online. Before
creating online content, consider some of the risks and rewards that are involved. Keep in mind
that conduct that adversely affects employee job performance, the performance of fellow
employees or otherwise adversely affects customers, suppliers, people who work on behalf of the
District or the District’s legitimate interests may result in disciplinary action up to and including
termination.
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KNOW AND FOLLOW THE RULES
Employees should carefully read these guidelines as well as the other provisions of this
Handbook, including the District’s policies prohibiting unlawful discrimination and harassment,
and ensure their postings are consistent with these policies. Inappropriate postings that may
include discriminatory remarks, harassment, and threats of violence or similar inappropriate or
unlawful conduct will not be tolerated and may subject employees to disciplinary action up to and
including termination.
BE RESPECTFUL
Always be fair and courteous to fellow employees, customers, suppliers or people who
work on behalf of the District. Also, keep in mind that employees are more likely to resolved
work-related complaints by speaking directly with their co-workers or by bringing your concerns
to the attention of supervisors or managers rather than by posting complaints to a social media
outlet. Nevertheless, if an employee decides to post complaints or criticism, avoid using
statements, photographs, video or audio that reasonably could be viewed as malicious, obscene,
threatening or intimidating, that disparage customers, other employees or suppliers, or that might
constitute harassment or bullying. Examples of such conduct might include offensive posts meant
to intentionally harm someone’s reputation or posts that could contribute to a hostile work
environment on the basis of race, sex, disability, religion or any other status protected by law or
District policy.
BE HONEST AND ACCURATE
Employees should make sure they are always honest and accurate when posting
information or news, and if they make a mistake, correcting it quickly. Employees should be open
about any previous posts they have altered. Remember that the Internet archives almost
everything; therefore, even deleted postings can be searched. Employees should never post any
information or rumors that they know to be false about the District, fellow employees, customers,
suppliers, or people working on behalf of the District.
POST ONLY APPROPRIATE AND RESPECTFUL CONTENT





Employees should maintain the confidentiality of the District’s confidential
information and information about District customers. Do not post internal reports,
policies, procedures or other internal business-related confidential communications
that are not publicly available.
An employee should not create a link from a personal blog, website or other social
networking site to a District website without identifying himself or herself as a District
employee.
Employees should express only their personal opinions. Employees should never
represent themselves as a spokesperson for the District. If the District is a subject of
the content the employee is creating, be clear and open about the fact that you are an
employee and make it clear that your views do not represent those of the District, fellow
employees, customers, suppliers or people working on behalf of the District. If an
employee does publish a blog or post online related to the work he or she does for the
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District or regarding subjects associated with the District, make it clear that you are not
speaking on behalf of the District. It is best to include a disclaimer such as “The
postings on this site are my own and do not necessarily reflect the views of the District.”
USING SOCIAL MEDIA AT WORK
Refrain from using social media while on work time or on District provided equipment
unless it is work-related as authorized by the employee’s manager. Do not use District email
addresses to register on social networks, blogs or other online tools utilized for personal use.
RETALIATION IS PROHIBITED
The District prohibits taking negative action against any employee for reporting a possible
deviation from this policy or for cooperating in an investigation. Any employee who retaliates
against another employee for reporting a possible deviation from this policy or for cooperating in
an investigation will be subject to disciplinary action, up to and including termination.
MEDIA CONTACTS
Associates should not speak to the media on the District’s behalf without contacting the
General Manager. All media inquiries should be directed to them.
FOR MORE INFORMATION
If you have questions or need further guidance, please contact the General Manager.

XI. CONCLUSION AND ACKNOWLEDGMENT FORM
I acknowledge that I have received, and am obligated to read and abide by the policies and
procedures set forth in the Montecito Water District Employee Handbook.

_________________________________
Employee's Signature

_______________________
Date

_________________________________
Print Name
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SHORT TERM DISABILITY

LONG TERM DISABILITY

LIFE INSURANCE/AD&D

MONTECITO WATER DISTRICT

EE PAID SDI (POSSIBLY)
EE MAY PURCHASE
THROUGH COLONIAL LIFE

DISTRICT PROVIDED
90 DAY WAITING
PERIOD

50K DISTRICT PAID
EE CAN PURCHASE 50K ADDITIONAL

CVWD

EE PAID SDI
AFLAC FOR PRE 2015 EE'S
NO AFLAC FOR POST 2015 EE'S

DISTRICT PAID

50K DISTRICT PAID

GOLETA WATER

DISTRICT PAID AND ALSO SDI FOR
REPRESENTED EMPLOYEES ONLY

DISTRICT PAID

DISTRICT PAYS 1 1/2 TIMES EE'S
BASE SALARY

MAY ADD SDI
AFLAC AVAILABLE AT EE OWN
COST AND PAYROLL DEDUCTION

N/A

DISTRCT PAID LIFE UP TO
1 X OF BASE SALARY
UP TO $150K MAX

CALLEGUAS MUNICIPAL
dsmith@calleguas.com
Dan Smith

DISTRICT PAID PLAN
NO CA SDI

DISTRICT PAID PLAN

DISTRICT PAID 100K POLICY

LAS VIRGENES MUNICIPAL

DISTRICT PAID

DISTRICT PAID

50K DISTRICT PAID
EE CAN PURCHASE ADDITIONAL

MARINA COAST WATER
MONTEREY COUNTY
831-384-6131

PARTICIPATES IN SDI
DISTRICT PAYS
ADDITIONAL SHORT TERM
DISABILITY ALSO

DISTRICT PAID

DISTRICT PAID 50K

WEST BASIN MUNI WATER
LOS ANGELES

DISTRICT PAID
FIRST 60 DAYS NOT PAID
COVERS FIRST 180 DAYS
EE'S MAY PURCHASE
ADDITIONAL COVERAGE

DISTRICT PAID
STARTS AFTER 180 DAYS

DISTRICT PAYS TWO TIMES ANNUAL
SALARY UP TO 150K

GOLETA SANITARY

DISTRICT PAID AND PARTICIPATES
IN SDI ALSO

DISTRICT PAID

2 TIMES THE EE'S ANNUAL SALARY

MONTECITO SANITARY

DISTRICT PAID
FIRST 60 DAYS NOT PAID
COVERS FIRST 180 DAYS

DISTRICT PAID
STARTS AFTER 180 DAYS

ANNUAL SALARY UP TO 50K

805-879-4616
susie gregg

CASITAS MUNICIPAL
805-649-2251
REBECCA
rvieira@casitaswater.com

818-251-2100
human resources - Shari
MARIA

michelle Green - 310-660-6228
michelleg@westbasin.org

ACCRUALS DETERMINED UPON A BI-WEEKLY PAY

PERSONAL TIME

PAID HOLIDAYS

MONTECITO WATER DISTRICT

32 PER YEAR
16 ON 1/1 AND 16 ON 6/1

8 PAID HOLIDAYS

CARPINTERIA VALLEY WATER

3 FLOATING HOLIDAYS - 24 HRS
MUST BE USED IN YEAR
GIVEN
FIND OUT IF PRESIDENTS DAY IS
GIVEN - NOTE THAT ML KING DAY IS

8 PAID DAYS & TWO - 1/2 DAY PAID HOLIDAY
1/2 DAY XMAS & NEW YEARS EVE
IF XMAS & NEW YEARS FALL ON WEEKEND
MODIFIED ARRANGEMENT BY GM

GOLETA WATER DISTRICT

N/A

9 DESIGNATED HOLIDAYS AND 1 FLOATING
HOLIDAY THAT CANNOT BE CARRIED OVER
TO FOLLOWING YEAR

N/A

11 PAID HOLIDAYS

GOLETA SANITARY DISTRICT

16 PER YEAR

8 OFFICIAL AND 4 FLOATING HOLIDAYS

MONTECITO SANITARY DISTRICT

1.23 ACCRUAL PER PAYCHECK
MAXIMUM IS 48 HRS

7 PAID HOLIDAYS

CALLEGUAS MUNICIPAL WATER
dsmith@calleguas.com
Dan Smith

N/A

12 PAID HOLIDAYS - 2 OF THEM "FLOATING"

LAS VIRGENES MUNICIPAL WATER

N/A

11 PAID HOLIDAYS

MARINA COAST WATER DISTRICT
MONTEREY COUNTY
831-384-6131

N/A

14 PAID HOLIDAYS INCLUDES
EE BIRTHDAY AND ONE FLOATING HOLIDAY

WEST BASIN MUNI WATER DISTRICT
LOS ANGELES

N/A

13 PAID HOLIDAYS

805-879-4616
susie gregg

CASITAS MUNICIPAL WATER
805-649-2251
REBECCA
rvieira@casitaswater.com

818-251-2100
human resources - Shari
MARIA

michelle Green - 310-660-6228
michelleg@westbasin.org

ACCRUALS DETERMINED UPON A BI-WEEKLY PAY

VACATION POLICY

VACATION PAY OUT - OTHER THAN TERMINATION

MONTECITO WATER DISTRICT

3.08 - 6.77 PER PAYCHECK
MAX 1.5 TIMES ACCRUAL

N/A DURING ACTIVE EMPLOYMENT
100% AT EMPLOYEMENT TERMINATED

CARPINTERIA VALLEY WATER

3.08 - 6.15 PER PAYCHECK
MAX 1 YR PLUS 5 DAYS
ACCRUAL

N/A DURING ACTIVE EMPLOYMENT

GOLETA WATER DISTRICT

4.3 - 7.38 PER PAYCHECK
EQUAL TO 2 YRS ACCRUAL
PLUS 80 HRS

EE MAY REQUEST A PAY OUT OF VACATION PAY
AS LONG AS 40 HOURS REMAINS IN BANK

805-879-4616
susie gregg

CASITAS MUNICIPAL WATER

ADDITIONAL PROVISION DETAILED IN MOU

3.69 - 7.07 PER PAYCHECK
400 HRS MAX ACCRUAL

EE'S WHO HAVE 80 HRS OR MORE MAY REDEEM
FOR CASH UP TO 80 HRS
MUST KEEP 80 HR ACCRUAL

GOLETA SANITARY DISTRICT

3.08 - 7.69 PER PAYCHECK
CAN ONLY CARRY ONE
YEAR ACCRUAL FROM YEAR
TO YEAR
80 - 200 HRS MAX

VACATION ACCRUALS OF OVER 1 YR ARE
CASHED OUT IN DECEMBER

MONTECITO SANITARY DISTRICT

1.53 - 7.69 PER PAYCHECK
MAX 2X ANNUAL ACCRUAL
80-400 HRS MAX

CALLEGUAS MUNICIPAL WATER
dsmith@calleguas.com
Dan Smith

2.46 PER PAYCHECK

will pay out 80 hrs IF EE has used 80 hrs in
past year - paid out 2X a year - other times
upon approval of GM

LAS VIRGENES MUNICIPAL WATER

3.69 - 6.15 HRS PER PAYCHECK
288 HRS MAX ACCRUAL

N/A FOR EE'S COVERED UNDER MOU'S
VACATION PAY OUT FOR UNREPRESENTED GROUP
CURRENTLY THE DEPT HEADS

MARINA COAST WATER DISTRICT
MONTEREY COUNTY
831-384-6131

3.08 - 6.16 PER PAYCHECK

EE'S MAY CASH OUT PROVIDED HE/SHE LEAVES
40 HRS IN ACCRUAL

WEST BASIN MUNI WATER DISTRICT
LOS ANGELES

3.08 - 6.15 PER PAYCHECK
MAX ACCRUAL IS
240 - 400 HRS

805-649-2251
REBECCA
rvieira@casitaswater.com

818-251-2100
human resources - Shari
MARIA

michelle Green - 310-660-6228
michelleg@westbasin.org

MONTECITO WATER DISTRICT

MEDICAL

DENTAL

VISION

EE PAID 100 %
DISTRICT OFFERS 5 PLANS THROUGH ACWA
DISTRICT PAYS $500 TOWARD TWO PARTY COVERAGE
DISTRICT PAYS $900 TOWARD FAMILY COVERAGE
CAN USE THE $500/$900 FOR MED, DENTAL OR VISION

EE PAID 100%
DELTA DENTAL PPO

EE PAID 100%
VSP VISION

DIST PAID
FULL FAMILY
COVERAGE

DIST PAID
FULL FAMILY
COVERAGE

CARPINTERIA VALLEY WATER DISTRICT
EE PAYS $125 PER PAYPERIOD TOWARDS MEDICAL
EE PAY ONLY $75 PER PAYPERIOD TOWARD KAISER COVERAGE

GOLETA WATER DISTRICT
805-879-4616
susie gregg

DISTRICT PAYS 100% FOR EMPLOYEE FOR MED/DENTAL/VISION
DISTRICT PAYS PORTION FOR DEPENDENTS FOR MED/DENTAL/VISION

CASITAS MUNICIPAL WATER DISTRICT
805-649-2251
REBECCA
rvieira@casitaswater.com

DISTRICT PAYS FOR EMPLOYEE AND DEPENDENTS
COVEAGE OF THE LEAST EXPENSIVE PREMIUM OFFERED FOR MEDICAL, DENTAL & VISION

CALLEGUAS MUNICIPAL WATER
dsmith@calleguas.com
Dan Smith

DISTRICT PAYS FOR EMPLOYEE AND DEPENDENTS - CAL PERS HEALTH INSURANCE
COVEAGE OF THE LEAST EXPENSIVE PREMIUM OFFERED FOR MEDICAL, DENTAL & VISION

LAS VIRGENES MUNICIPAL WATER
818-251-2100
human resources - Shari
MARIA

DISTRICT PAYS 98% OF COVERAGE FOR EE & DEPENDENTS FOR MEDICAL, DENTAL & VISION

MARINA COAST WATER DISTRICT
MONTEREY COUNTY
831-384-6131

DISTRICT PAYS 100% OF EE FOR MED, DENTAL & VISION
EE PAYS $65.80 PER PAY PERIOD FOR PLUS 1 DEP FOR MED, DENTAL & VISION
EE PAYS $87.73 PER PAY PERIOD FOR FAMILY COV FOR MED, DENTAL & VISION

WEST BASIN MUNI WATER DISTRICT
LOS ANGELES
michelle Green - 310-660-6228
michelleg@westbasin.org

DISTRICT PAYS MED, DENTAL & VISION FOR EE AND FAMILY AT 100%
DISTRICT ALSO MAY REIMBURSE ELIGIBLE HEALTH EXPENSES

GOLETA SANITARY DISTRICT

DISTRICT PAYS MED, DENTAL & VISION FOR EE AND FAMILY AT 100%

MONTECITO SANITARY DISTRICT

DISTRICT PAY FOR EE + 1 FOR MEDICAL AND DENTAL FOR EE'S HIRED PRIOR TO 2018
DISTRICT PAYS FOR EE ONLY FOR MEDICAL AND DENTAL FOR EE'S HIRED AFTER 1/1/18

DIST DOES NOT PAY VISION

457 MATCH

LONGEVITY PAY

BONUS

MONTECITO WATER DISTRICT

N/A

2.5% AT 8, 14 & 20 YRS

N/A

CARPINTERIA VALLEY WATER DISTRICT

UP TO 2.5% MATCH FOR PRE 2016 EE'S
N/A TO POST 2016 EE'S

0 - 2.5% AT 3, 8, 13, 18 & 23 YRS

N/A

GOLETA WATER DISTRICT

N/A

5% AT 10 AND 15 YRS WITH
SATISFACTORY REVIEW

N/A

N/A

LUMP SUM PAYMENTS EACH YEAR
STARTING WITH YEAR 8-30 OR MORE
$400 - $1500

N/A

CALLEGUAS MUNICIPAL WATER
dsmith@calleguas.com
Dan Smith

N/A

N/A

EE HAS STAYED AT TOP LEVEL FOR ONE YR
ELIGIBLE FOR PERF BONUS OF 3% ANNUAL
SALARY

LAS VIRGENES MUNICIPAL WATER
818-251-2100
human resources - Shari
MARIA

N/A

N/A

N/A

MARINA COAST WATER DISTRICT
MONTEREY COUNTY
831-384-6131

N/A

10 YRS - 5%, 15 - 5%, 20 - 5%
25 - 2.5%, 30 - 2.5%

DISTRICT HAS CERTIFICATION BONUSES
AND CERTIFICATION INCENTIVE PAY

WEST BASIN MUNI WATER DISTRICT
LOS ANGELES
michelle Green - 310-660-6228
michelleg@westbasin.org

N/A

N/A

N/A

GOLETA SANITARY DISTRICT

N/A

MONTECITO SANITARY DISTRICT

N/A

805-879-4616
susie gregg
CASITAS MUNICIPAL WATER DISTRICT
805-649-2251
REBECCA
rvieira@casitaswater.com

MONTECITO WATER DISTRICT
MEMORANDUM

SECTION:

3-G

DATE:

FEBRUARY 15, 2019

TO:

OPERATIONS AND CUSTOMER RELATIONS COMMITTEE

FROM:

GENERAL MANAGER

SUBJECT:

DECLARATION OF SURPLUS EQUIPMENT

RECOMMENDATION:
Recommend to the Board of Directors to declare the following District equipment as
surplus and offer the vehicles to auction:
a) 2008 Chevy Trailblazer LT1 (Treatment) 4WD with a 4.2L engine; 190,695 miles
VIN# -1GNDT13S582152939 (Truck #141)
b) 2010 Chevy Silverado ¾ Ton pickup (Distribution) 4WD with a 4.8L engine;
85,391 miles VIN# 1GB3KVBKXAF104047 (Truck #155)
c) 2000 Chevy Blazer (GM/Office) 4WD with a 4.3L engine; 78,184 miles; VIN#
1GNDT13W7Y2156848 (Truck #161)
DISCUSSION:
The following vehicles were approved for replacement with the adoption of the FY19
budget by the Board of Directors. Replacement vehicles have been purchased and are
now in use by District Staff. The legacy vehicles include:
a) The 2008 Chevy Trailblazer LT1 was replaced with a 2018 Chevrolet Colorado 4x4
pickup truck. (Truck #140; Replacement Cost: $35,947)
b) The 2010 Chevy Silverado ¾ Ton pickup was replaced with a 2019 Chevrolet
Silverado 2500HD 4x4 pickup truck. (Truck #180; Replacement Cost: $38,942)

c) The 2000 Chevy Blazer is not being replaced
Once declared surplus, the equipment and vehicles listed above will be sent to auction in
February or March 2019.
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