SPECIAL MEETING
BOARD OF DIRECTORS
MONTECITO WATER DISTRICT
AT

MONTECITO FIRE PROTECTION DISTRICT
595 SAN YSIDRO ROAD
MONTECITO, CALIFORNIA
HTTPS://GLOBAL.GOTOMEETING.COM/JOIN/766628973

tel:+1(877)309-2073 access code: 766628973#
MONDAY, MARCH 16, 2020
1:00 P.M.
AGENDA
1. CALL TO ORDER, ROLL CALL, DETERMINATION OF QUORUM
2. PLEDGE OF ALLEGIANCE
3. PUBLIC FORUM
This portion of the agenda may be utilized by any member of the public to address and ask questions
of the Board of Directors on any matter not on the agenda within the jurisdiction of the Montecito
Water District. Depending upon the subject matter, the Board of Directors may be unable to respond
at this time, or until the specific item is placed on the agenda at a future MWD Board meeting in
accordance with the Ralph M. Brown Act.

4. DISTRICT OPERATIONS AND BUSINESS
A.
* B.
C.

INFORMATION ONLY: Rate Study Workshop
BOARD ACTION: District preparation/response to COVID-19
INFORMATION ONLY: Strategic Communication Framework for 2020
Rate Study

5. DIRECTOR REQUESTS
Requests from Directors for items other than regular agenda items for the next
regular Board meeting scheduled for Tuesday, March 31, 2020 or any future
meeting.
6. ADJOURNMENT
Note: This agenda was posted at the Montecito Water District front counter and outside display case
at 5:00 p.m. on March 13, 2020. 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.
Supporting documents for agenda items are available at the District front counter during normal
business hours.
Materials related to an item on this agenda submitted to the Board 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:

4-B

DATE:

MARCH 16, 2020

TO:

BOARD OF DIRECTORS

FROM:

GENERAL MANAGER

SUBJECT:

DISTRICT PREPARATION/RESPONSE TO COVID-19

RECOMMENDATION:


That the Board of Directors adopt and authorize staff to implement the COVID-19
Prevention and Response Plan and Telecommuting and Flexible Work Schedule Policy.

DISCUSSION:
In response to the COVID-19 pandemic, District staff and legal counsel have developed a
COVID-19 Prevention and Response Plan and Telecommuting and Flexible Work Schedule
Policy. The plan and policy have been developed using the latest information and
recommendations from the leading agencies studying and reporting on the pandemic.
FISCAL IMPACT
District staff salaries will continue to be paid as if every staff member is working their regular
working hours. However, additional expense may be incurred when approved telecommuting
staff perform duties remotely during their “off” week.
ATTACHMENTS:
1) COVID-19 Prevention and Response Plan
2) Telecommuting and Flexible Work Schedule Policy

DRAFT
COVID 19 PREVENTION &
RESPONSE PLAN

Montecito Water District
583 San Ysidro Road
Santa Barbara, CA 93108

March 2020
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1.0 BACKGROUND
Montecito Water District is preparing for, and responding to, an outbreak of a respiratory
disease caused by a coronavirus (COVID-19) that was first detected in China in
approximately December, 2019 and which has now been detected in more than 100
locations internationally, including in the United States.
Symptoms of COVID-19
Infection with SARS-CoV-2, the virus that causes COVID-19, can cause illness ranging
from mild to severe and, in some cases, can be fatal. Symptoms typically include fever,
cough, and shortness of breath. Some people infected with the virus have reported
experiencing other non-respiratory symptoms. Others, referred to as asymptomatic
cases, have experienced no symptoms at all. According to the Centers for Disease
Control and Prevention (CDC), symptoms of COVID-19 may appear in as few as 2 days
or as long as 14 days after exposure.
How COVID-19 Spreads
Although the first human cases of COVID-19 likely resulted from exposure to infected
animals, infected people can spread SARS-CoV-2 to other people. The virus is thought to
spread mainly from person to-person, including:



Between people who are in close contact with one another (within about 6 feet).
Through respiratory droplets produced when an infected person coughs or
sneezes. These droplets can land in the mouths or noses of people who are
nearby or can be inhaled into the lungs.

It may be possible that a person can get COVID-19 by touching a surface or object that
has SARS-CoV-2 on it and then touching their own mouth, nose, or eyes, but this is not
thought to be the primary method the virus spreads. People are thought to be most
contagious when they are most symptomatic (i.e., experiencing fever, cough, and/or
shortness of breath). Some spread might be possible before people exhibit symptoms;
there have been reports of this type of asymptomatic transmission with this new
coronavirus, but this is also not thought to be the main method the virus spreads.
Although the United States has implemented public health measures to limit the spread of
the virus, it is likely that some person-to-person transmission will continue to occur. The
CDC website provides the latest information about COVID-19 transmission:
www.cdc.gov/coronavirus/2019-ncov/about/transmission.html.
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2.0 PURPOSE
The purpose of this document is to provide District staff with training and resources in the
event of a communicable disease outbreak such as COVID-19. Planning for a
communicable disease outbreak is unique as it involves limiting person-to-person contact
and practicing social distancing. This document is to be used to promote departmental
preparedness, identify essential functions, establish staffing needs, and ensure continuity
of operations. Additional practices and procedures may be adapted as the COVID-19
emergency evolves, and as new information becomes available. With regard to water
treatment and delivery, the World Health Organization has confirmed the effectiveness of
standard disinfection practices, such as the use of chlorine in public water systems, at
terminating the virus.

3.0 PHASE 1 - PREVENTION
The following measures should be implemented immediately and throughout the
duration of the COVID-19 outbreak.
There is currently no vaccine for COVID-19. The best way to prevent infection is to avoid
being exposed to the virus that causes COVID-19. The District is dedicating increased
resources to prevent the spread of COVID-19 at all District facilities. District staff must
take precautions to prevent the infection and spread of COVID-19 to staff, customers, and
others. These precautions apply to all staff and all District facilities.
A. Stock up on supplies
 Disinfecting Soap – located at all hand washing facilities
 Hand wipes – will be located in every District staff office and vehicle and should be
used to wipe hands and surfaces
 Hand Sanitizer – will be located in every District staff office, common areas, and
vehicles.
 Spray Bottles and Bleach – staff will apply the bleach and water mixture to all
touched surfaces daily
 Tissues - will be located in every District staff office and common areas
B. Wear proper Personal Protective Equipment (PPE)
 All District staff will have access to face masks and nitrile gloves.
C. Clean your hands often
 Wash your hands often with soap and water for at least 20 seconds especially
after you have been in a public place, or after blowing your nose, coughing, or
sneezing.
 If soap and water are not readily available, use a hand sanitizer that contains at
least 60% alcohol. Cover all surfaces of your hands and rub them together until
they feel dry.
 Avoid touching your eyes, nose, and mouth with unwashed hands.
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D. Avoid close contact
 Avoid shaking or “bumping” hands or other direct person to person contact with
anyone
 Avoid using someone else’s phone, computer or work space
 Avoid close contact with all employees, customers and others.
 When possible, send a text, call or email instead of meeting in person
 Wear gloves to avoid contact with potentially infected surfaces
E. Cover coughs and sneezes
 Cover your mouth and nose with a tissue when you cough or sneeze or use the
inside of your elbow.
 Throw used tissues in the trash.
 Immediately wash your hands with soap and water for at least 20 seconds. If soap
and water are not readily available, clean your hands with a hand sanitizer that
contains at least 60% alcohol.
F. Discontinue communal water distribution points
 Water fountains will be out of service
 Refrigerator water spouts will be out of service
G. Keep your work area and other common areas clean
 Employees will clean and disinfect frequently touched surfaces daily.
 Areas to be cleaned include tabletops, doorknobs, light switches, countertops,
handles, desks, phones, keyboards and mice, toilets, faucets, and sinks.
 If your work area includes a vehicle, clean vehicle door handles, steering wheel,
seatbelt latches, control buttons, and gear shifter daily.
H. Monitor yourself
 Monitor yourself for signs and symptoms of an acute respiratory illness including a
fever, difficulty breathing, coughing or sneezing.
 Notify your supervisor immediately if you feel sick or have come into contact with a
person you suspect may be infected. Any Staff will be sent home if sick and
requested to self-isolate until you no longer exhibit symptoms or testing confirms
that you have not contracted COVID-19
I. Stay home if you are sick
 If you are sick with any illness, stay home. You will not be permitted at the District
if you exhibit symptoms that are consistent with COVID-19.
 Stay home except to get medical care. People who are mildly ill with COVID-19
are able to isolate at home during their illness. You should restrict activities outside
your home, except for getting medical care.
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4.0 PHASE 2 - RESPONSE
It is recommended the District perform the following response measures before a
potential outbreak of COVID-19 locally due to the fact that a person infected with
COVID-19 can be asymptomatic for up to 14 days. To determine when these
measures should be implemented, the District Board of Directors should consider
the location of known COVID-19 cases, the rate of outbreak spread, and
information provided by expert entities on COVID-19.
When the Board of Directors declares Phase 2 be implemented, the following actions will
be taken.
A. REDUCE STAFFING LEVELS TO ONE THIRD OF NORMAL
District staffing will be reduced to one-half of normal staffing levels throughout the
COVID-19 emergency, from about 30 employees to about 15. The purpose of this
reduction is to implement social distancing, thereby ensuring that the District always has
healthy staff capable of continuing operation of the District. The District will utilize two
“teams” of employees who will work on the same shift for one week at a time and then
rotate to minimize contact between employees. This method also allows for one team to
be quarantined if needed and District operations to continue with the second team.
Sample Team:
Department

Location

Engineering
Finance
Administrative
Distribution
Treatment
Treatment

Office
Office
Office
Shop
Jameson Lake
Bella Vista Treatment Plant

Number of
Staff
(Approx.)
2
2-3
1
4-5
1
2

Rotation
Frequency
Weekly
Weekly
Weekly
Weekly
Prichard
Weekly

Each department has multiple staff that can fill each of these roles, with the exception of
Jameson Lake and Doulton Treatment Plant which will always have dedicated staff
members since their residences are is located on District property. It will be up to each
department manager to choose which staff members are assigned to each team.
B. MINIMIZE CONTACT WITH OTHER EMPLOYEES AND CUSTOMERS


Close District facilities to the public – in the interest of the safety of our customers
and staff District facilities will be closed to the general public. Mail deliveries will be
left at the office front door. Non-critical routine services such as office shredding,
and vehicle washing will be temporarily suspended.
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Temporarily suspend the Office Cleaning Service– District office staff have agreed
to perform the cleaning internally to avoid the introduction of cleaning crews who
have a higher probability of becoming infected and introducing the virus to the
office. Treatment and Distribution staff will perform similar cleaning duties at their
respective work areas.
Minimize contact with other departments or buildings to which you are not
assigned
Reschedule or postpone in person meetings, or consider the use of phone or video
meetings instead
Suspend non-critical activities including construction and minor repairs
Suspend or eliminate non-critical customer service interactions at customer’s
homes
Suspend or eliminate non-essential work-related travel

C. DELIVER SERVICES REMOTELY
Where feasible, all staff working on-site shall perform duties by limiting contact to the
extent possible through the use of remote delivery of services, including:



Accepting bill payments by phone instead of in person payments
Encouraging electronic submittals of District paperwork (CWSAs, New Owner
Forms, etc.)

5.0 INTERIM BOARD POLICIES
Approved Telecommuters (Can work from Home)
In accordance with the Telecommuting and Flexible Work Schedule Policy adopted by the
Board of Directors:
The General Manager, Engineering Manager and Business Manager, and the following
staff, are capable and may be permitted to work from home:





Finance/IT Manager
Engineering Assistant
Treatment Superintendent
Public Information Officer

The staff members listed above will be assigned as part of a team and are only
permitted to work in the office during designated periods.
Temporary Compensation Adjustments
The District Board of Directors will consider:
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Providing staff with pay during the outbreak period during any time frame that staff
are not working at the District due to any flexible scheduling implemented by the
District.
Providing staff with paid time off during the outbreak period when staff are required
to be away from work due to illness or exhibiting symptoms of illness. This paid
time off would be in addition to and/or a supplement to any sick time specified in
the Employee Handbook.

These temporary compensation adjustments are intended to maintain the financial
wellbeing of District staff.

6.0 RESOURCES
District staff are instructed and encouraged to use the following resources to educate
themselves on COVID-19 and stay informed of the latest developments:


CDC Website https://www.cdc.gov/coronavirus/2019-ncov/index.html



OSHA Standards www.osha.gov/SLTC/covid-19/standards.html



County OEM Website https://publichealthsbc.org/

7.0 TRAINING & DOCUMENTATION
District management will present this Plan to all staff in compliance with social distancing
guidelines. Staff will be required to sign in to the meeting and this record will be kept in
District files.

8.0 COMMUNICATIONS
Ongoing communications to disseminate timely and relevant information are a component
of this Plan. Anticipated communications under the Plan include the following:
Internal Communications
 District Staff will receive emails weekly / as needed with updates to any practices
and procedures as the COVID-19 emergency evolves and information is available.
 Meetings will be held as needed, and appropriate technology will be employed to
limit contact and exposure. (i.e. teleconferencing)
 Flyers may be circulated / posted at prominent locations as needed.
External Communications
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District Customers will receive an email as needed with updates to any District
practices and procedures as the situation evolves.
Meetings will be held as needed, and appropriate technology will be employed to
limit contact and exposure.
District vendors and business associates and affiliated agencies will be contacted
via phone/email as needed to ensure continued and safe business operations.
Press releases will be issued as needed containing pertinent situational updates,
including reassuring the public about precautions being taken and the continuation
of quality water service.
Everbridge notification system may be utilized for customer communications as
deemed appropriate.
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TELECOMMUTING AND FLEXIBLE WORK SCHEDULE POLICY
Purpose
The purpose of this policy is to establish procedures for Montecito Water District (“District”)
employees that volunteer to, or are required to, participate in a Telecommuting or Flexible Work
Schedule program in accordance with the District’s COVID-19 Prevention and Response Plan.
Definition
Telecommuting is defined as a work arrangement whereby designated District employees are allowed
to perform the normal duties and responsibilities of their position, through the use of computers or
other telecommunications, at home or another place apart from the employees’ usual place of work.
Telecommuting can be full-time or part-time and the employee is expected and required to report to
the primary District work site on a scheduled basis.
Telecommuting Procedures
A. Participation in telecommuting may be mutually agreed to by the employee and their
Department Manager and/or the General Manager. The employee’s position must be identified
as telecommuting capable. The District may, however, require an employee to telecommute in
order to reduce the risk of spreading the virus at the primary District worksite. This would be
determined on a case by case basis as work site conditions, and the health status of an
employee, so warrant.
B. The District has preliminarily identified job classes and positions considered appropriate for
telecommuting. Specific requests will be considered on an individual basis to determine if the
position description meets the requisite job functions and duties necessary to permit
telecommuting.
C. A Telecommuting Agreement must be signed by the telecommuting employee and their
Department Manager and/or the General Manager prior to beginning the program. Exceptions
may be made to facilitate emergency situations under the pandemic event as determined by the
Department Manager and/or the General Manager.
D. Telecommuters may elect to cease their participation in the program at any time, unless, due to
the District’s COVID – 19 Prevention and Response Plan, they are required to work in the
program due to illness or other worksite separation needs. These will be determined by the
employee’s Department Manager and/or the General Manager. The Department Manager and/or
the General Manager may cancel the agreement at any time when it is determined that
continuation would not be productive, efficient or otherwise not in the best interest of the
District.
E. Telecommuting employees will be compensated for all pay, leave, and overtime and travel
entitlement as if duties were being performed at the primary District work site. Overtime shall
not be worked unless authorized in advance by the employees’ direct supervisor, Department
Manager and/or the General Manager.

F. Telecommuting employees are subject to the same rules and procedures as other employees
including but not limited to those rules and procedures contained in the District Employee
Handbook.
G. Telecommuting employees shall be covered by worker’s compensation when performing official
work duties at the alternate work site. Telecommuting employees shall verify in writing that
their home provides work space that is free of safety and fire hazards and shall agree that the
District will be held harmless against any and all claims, excluding worker’s compensation claims
that result from working at the home office.
H. No employee engaged in telecommuting will be allowed to conduct face-to-face business at their
home.
I. The District is not required to provide equipment for telecommuting; however, the District may
provide all or part of the equipment necessary for accomplishing work assignments, including the
installation and maintenance of District-owned equipment at the home. The District will not cover
the cost of repair or maintenance of the telecommuting employee’s personal equipment.
Equipment needs will be determined on a case by case basis as determined by the District during
the pandemic event.
J. The District may establish security controls and conditions for use of District equipment. The
telecommuting employee must apply approved safeguards to protect District equipment and
supplies. All official District records, files and documents must be protected from unauthorized
disclosure or damage and returned safely to the office upon the request of the District and/or the
termination of the telecommuting arrangement.
K. Employees currently on a performance improvement plan are not eligible for telecommuting.
Exceptions may be made if warranted to comply with the District’s COVID-19 Prevention and
Response Plan.
L. The District’s General Manager must be notified in writing of modifications to, or cancellation of,
a telecommuting arrangement.
Flexible Work Schedule Procedures
Work schedules are determined by the service needs of the District and are managed accordingly.
Once schedules are defined and communicated to employees, an employee who requests a deviation
in that schedule must do so in writing to their Department Manager and/or the General Manager for
approval. The Department Manager and/or the General Manager will determine an appropriate
schedule for an employee to best fit the needs of the District during a pandemic event.
The Department Manager and/or General Manager may require employees to change work schedules
in order to reduce the risk of pandemic spread at the primary District work site. The Department
Manager and/or General Manager may develop alternative work schedules for one or more
employees.
Attachment – Telecommuting Agreement

Telecommuting Agreement
This Telecommuting Agreement (“Agreement”) confirms the telecommuting arrangement by and
between Montecito Water District (hereinafter “District”) and __________________ (“Employee”),
____________________, (job title) consistent with the District’s Telecommuting Policy as provided
for in the District’s COVID-19 Prevention and Response Plan.
1. By signing this Agreement, the Employee acknowledges that he/she has read, reviewed and
understood this Agreement and agrees to abide by the terms and conditions outlined herein,
which include, but are not limited to the following:
a) Work hours, accessibility and performance expectations,
b) Use and responsibility for District owned equipment and other resources,
c) Establishing a workspace acceptable to the District,
d) Safety and ergonomics,
e) Work related injuries,
f) Confidentiality of information and data,
g) District ownership of any and all intellectual property, and
h) Revocability of the Agreement
2. Terms of Employment. The Employee understands that this Agreement is not a separate and
distinct contract of employment between the District and the Employee and does not provide
any additional or other contractual rights regarding employment. This Agreement does not
supersede the terms of the existing employment relationship. The Employee remains obligated
to comply with all District rules, policies, practices and instructions that would ordinarily apply if
the Employee were working at his/her regular District worksite including but not limited to
those contained in the District Employee Handbook. Work products developed or produced by
the Employee while telecommuting remains the property of the District. Work hours,
compensation and leave scheduling while telecommuting shall continue to conform to all
applicable District policies. Any requests to work overtime or use leave time shall require prior
approval in the same manner as when working at the regular District worksite.
3. Length of Assignment and Reversibility. This telecommuting Agreement shall begin on
_______________ (date) and continue until ____________ (date) or until ended by the District
based on official notification regarding the status of the pandemic event. This Agreement shall
be considered the Employee’s written notice of telecommuting end date and no further notice
shall be required nor provided unless said notice regards an extension of the date. Any such
extension or continuation of this Agreement is based upon the review of the District’s needs
and the productivity effectiveness of the telecommuting arrangement and may be revoked at
the option of the District.
4. Telecommuting Work Assignment, Accountability and Performance Measurement. The
Employee understands and agrees that he/she is responsible for producing work at the same
level of quality and quantity as that which was expected while working at the regular District
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worksite. Employee further understands that he/she is responsible for maintaining
communication with any customers or coworkers who may be affected by the telecommuting
arrangement. Employee shall keep their supervisor informed of progress on all work
assignments worked while telecommuting and any problems encountered. Employee
understands and agrees that the length and start and end times of the workday shall not be
altered by this telecommuting Agreement and attendance at any necessary meeting, by
telephone or email shall be required and will be arranged by their supervisor.
5. Equipment and Office Supplies. District owned resources, equipment, supplies and materials
may only be used for District business. The Employee is responsible for ensuring that all such
District owned items are properly used and maintained. Employee further agrees to take all
reasonable steps to protect all District owned property from theft, damage or misuse. This
includes maintaining data security and record confidentiality to at least the same degree as
expected when working at the regular District worksite. The Employee may not duplicate
District owned software and will comply with licensing Agreements for the use of all software
owned and utilized by the District. Depending on the circumstances, the Employee may be
responsible for damage to or loss of District property. In the event the Employee uses any of
his/her own equipment, data, furniture or supplies while telecommuting, though the District
has provided all such equipment, furniture and supplies as is necessary to effectively operate
from the remote location, the Employee will be responsible for any repair or maintenance of
such equipment, furniture and supplies and the District shall assume no liability for same; this
includes any damage to, wear of or loss of the Employee’s personal property. The Employee
agrees to allow the District necessary access to the remote location for the purpose of
delivering, servicing, repairing and collecting any and all District owned equipment, furniture
and supplies used by the Employee while telecommuting. All such items shall be returned to the
District in good working order at the time requested by the District or upon discontinuance of
the telecommuting arrangement.
6. Telecommuting Site Safety and Ergonomics. The Employee and the District agree to work
together to ensure that the remote worksite is safe and ergonomically suitable. The Employee’s
supervisor, Department Manager, or other person designated by the General Manager may
make on-site visits to the remote location as can be safely accomplished during a pandemic
event. The Employee shall allow access to the location, at a reasonable time during the
workday, to allow an inspection to ensure that the work space is free from hazards and to
maintain, prepare, inspect or retrieve any District owned equipment, software, data, supplies
and furniture. Employee also agrees that the District may take photographs of the work area for
purposes of maintaining a record of same. The Employee will be covered by workers’
compensation for job-related injuries that occur in the course and scope of employment while
telecommuting. The Employee remains liable for injuries to third parties and/or members of the
Employee’s family on the Employee’s premises.
7. Signature. The Employee’s signature on this Agreement indicates that it has been reviewed and
agreed upon by the General Manager, the Employee, the supervisor and if different, the
Department Manager.
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_____________________________________
Employee

__________________
Date

_____________________________________
Supervisor

__________________
Date

_____________________________________
Department Manager

__________________
Date

_____________________________________
General Manager

__________________
Date
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