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SPECIAL NOTICE - Teleconference Accessibility

FPuigsiant to Execwifve Order N-29-20 issued by Governor Newsam in
responze fo the COVID-19 outbreak, the Upper Disivici witl held this
meeting via feleconference or the most rapid means af communiceation
iverilable ar the time.  Insirictions to participate in the leleconference are
ebon:

Join Zoom Meeting
https://us02web.zoom.us/j/8801 1586851

Telephone Dial: 1 (669) 900-6833
Webinar 1D: 880 1158 6851

Publie comments may be made Mrough teleconference when prompied by
the Chair during the public conimeint perfod, Publfc cotunenis may alyo be
provided by emailing Venessafnsevmwd orp in advance af the meeting
Please indicate " PUBLIC COMMENT" in the subfect line,

{f you fuwve difficulty connecting to the feleconference fine, please call
(326) 443-2297 or email Ruben(@usgvoowd org. It snay fike a few minutes
e foin Zoom or connect via tefephone so please join @arly.

*The Administration and Finance Committee meeting is noticed as a joint committee meeting with the Board of Directors for the
purpose of compliance with the Brown Act. Members of the Board who are not assigned to the Administration and Finance Committee
may attend and participate as members of the Board, whether or not a quorum of the Board is present. To preserve the function of
the Committee as advisory to the Board, members of the Board who are not assigned to the Administration and Finance Committee will

not vate on matters before the Committee.

Communications

1. Call to Order
2. Public Comment

Discussion/Action

3. Updated Employee Handbook (Staff memorandum enclosed.)

Oral Reports

4.

Other Matters

5.

Adjournment

Next Meeting: Tuesday, October 5, 2021.

L% American Disabilities Act Compliance (Government Code Section 54954.2(a)) ﬁ
To request special assistance to participate in this meeting, please contact the Upper District office at (626) 443-2297
or valeria@usgvmwd.org at least 24 hours prior to meeting,
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ITEM 3.

Kt/

DATE: September 2, 2021

TO: Administration and Finance Committee and Board of Directors
FROM: General Manager

SUBJECT: Updated Employee Handbook.

Recommendation
Staff recommends that the Board of Directors approve the updates to the Employee Handbook.

Background

In July 2021, the Board of Directors approved the following changes to employee, director and retiree benefits:
a) combined annual caps for medical, optical, dental and hearing reimbursements; b) separate tier of benefits
for employees and directors who began service with Upper District on or after July 1, 2021; and ¢) one-time
longevity payments for staff based on years of service.

These changes, which have been incorporated in Upper District’s Policy Manual, are also incorporated as
updates to the attached Employee Handbook along with some cleanup language recommended by District
Counsel, primarily regarding at-will employment, employment of relatives, and disciplinary action. A redlined
version of the updated Employee Handbook is provided as Attachment 1.

Attachment

lof1|Page
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HUMAN RESOURCES
POLICIES and PROCEDURES
FOR
UPPER SAN GABRIEL VALLEY
MUNICIPAL WATER DISTRICT

Welcome! This Employee Handbook outlines the personnel policies and practices in
effect at the Upper San Gabriel Valley Municipal Water District (Upper District). The
handbook is intended to be a helpful reference to employees during their employment with
Upper District. Also, employees are encouraged to freely ask questions of Upper District
Supervisors and Managers.

The Board of Directors has set very high standards for the employees of Upper
District. These are necessary if we are to sustain our service levels and achievements in a
highly technical industry. At the same time, we are commitied to providing all employees a
stimulating work environment, with recognition, appropriate compensation, and benefits to
help employees reach their goals and objectives, as well as the goals of Upper District.

By working together in this way, the Board of Directors hope and anticipate that the

future will be both productive and prosperous for employees, Upper District, and the
community we serve.

General Manager
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Chapter I: INTRODUCTION

This Handbook has been prepared to summarize for all employees of Upper District
the policies, rules, pay, and benefits which apply to them.

The information contained in this Handbook applies to all employees of Upper
District. It is presented as a matter of information only, and its contents should
not be interpreted as a contract, express or implied, or any rights in the nature
of a contract, between Upper District and any of its employees.

Any changes to this smanualHandbook must be approved by the-Upper District’s
Board of Directors.

This Hhandbook should be read carefully and kept handy for future reference. One
of the first responsibilities of all employees is to be familiar with its contents. Any
questions should be reviewed with an employee's supervisor.

This Handbook cannot anticipate every situation or answer every question about
employment, nor can it provide information that answers every possible question.
Additionally, circumstances will—undeubtedlymay require that the guidelines,
practices, and benefits described in this Handbook te-be changed. Accordingly,
Upper District must reserve the right to modify, supplement, or rescind any provision
of this Handbook from time to time, as it deems necessary, including, but not limited
to, medical, dental and vision benefits to the extent permitted by law.

], The Organization

Upper San Gabriel Valley Municipal Water District (Upper District) is a
California Special District. Upper District was formed by voters in the San
Gabriel Valley at an election held on December 8, 1959 to help solve water
problems in the rapidly developing San Gabriel Valley. Upper District was
then incorporated on January 7, 1960. On March 12, 1963, residents of
Upper District voted to annex to the Metropolitan Water District of Southern
California, through whose facilities supplemental water, first from the
Colorado River, and now from the State Water Project, is brought into the
Valley. The principal purpose and function of Upper District is to provide a
reliable and cost-effective supply of high quality water for municipal,
industrial and aquifer recharge applications within the San Gabriel Valley.
Upper District covers 144 square miles in the main San Gabriel Valley and
serves more than 1.3 million people.

The five-member Board of Directors is the policy-making body of Upper
District. The General Manager of Upper District serves as the Chief
Executive Officer of the organization.



Unless notified otherwise, Mmeetings of the Board are held enthe-second
and-fourth-Tuesdays-ofeach-meonth-at 9:00-A-M:twice a month at the Upper
District office, uwnless—etherwiseas designated by the Board. Committee
meetings shall be designated by the respective committee’s chair. Meeting
notices will be posted and held as provided by law.

The present standing committees are as follows:

1. Administration and Finance Committee
2. Water Resources and Facility Management Committee
3. Government Affairs and Community Outreach Committee

The General Manager has the authority to manage the day to day affairs of
the Upper District including, but not limited to: designation of job titles and
determination of duties of all Upper District employees, hiring and
termination of employees, enforcement of disciplinary action against
employees, authorization for travel outside the Upper District boundaries, and
creation of office policy.

Changes in Policy
Sinee-Upper District is-a—eonstanthy—ehangingorganization—it-reserves the

right to change any of these personnel policies at any time to the extent
permitted by law, including, but not limited to, medical, dental and vision
benefits. Employees will be notified of any such changes by posting them on
the bulletin board or by other appropriate means. Changes will be effective
on dates determined by Upper District, and employees may not rely on
policies that have been superseded.

Any employee who is uncertain or has questions about any policy or
procedure should check with their supervisor or Upper District’s General
Manager.

Employment Relationship

Employment with Upper District is entered into voluntarily, and employees
are free to resign at any time, for any reason, with or without notice.
Employment of all Upper District employees is "at will."- Accurdmglyj,

Upper District employees shall have no property interest whatsm:var in their
continued employment with Upper District and shall have no due process
rights before the termination of such employment. Such employment shall

have no definite or specified term and may be terminated at any time at the

will of either the employee or Upper District. Upper District employees

serve_at the pleasure of Upper District, and—Similashy; Upper District’s
General-Manager is free to terminate the employment relationship at any

time, with or without cause, and without any evidentiary hearing or any other
pre-termination process.




Upper District employees understand and agree that no other Upper District

rule, regulation, understanding, or practice — specifically, including, but not
limited to. procedures describing how Upper District administers employee
discipline, termination, workplace investigations, employee assistance
programs, maintenance of employee qualification and other personnel

management functions — shall be interpreted, construed. or implied as

conferring any property interest or due process rights to any Upper District
employee in his or her at-will employment with Upper District.

Although there is no obligation to provide notice of termination. Upper

District requests that resigning employees provide at least two weeks' notice
of their resignation.

Upper District’s General Manager is responsible for all employment
decisions, including but not limited to hiring, discipline and termination of

Upper District employees.

This empleyee-hHandbook supersedes all previous employee handbooks and
Upper District memos which may have been issued on subjects covered

herein.



Chapter 11:

1.

EMPLOYMENT POLICIES

Equal Opportunity

Upper District maintains a policy of nondiscrimination with employees and
applicants for employment. No aspect of employment with Upper District
will be influenced in any manner by race, color, religion, sex, pregnancy,
childbirth, breast feeding or related medical conditions, marital status, sexual
orientation, gender identity or expression, age (40 and above), national
origin, ancestry, mental or physical disability, medical condition, veteran
status or past military service, genetic information, and/or political affiliation,
citizenship, or any other characteristic protected by state and/or federal laws.

Workers® compensation or injury claims shall not be denied based on an
employee’s sex, race, color, religion, ancestry, national origin, marital status,
or sexual orientation.

Hiring

Upper District’s General Manager has the sole responsibility for hiring
personnel required to conduct the business of Upper District.

Rehired Employees

Employees who are rehired following a break in service in excess of one (1)
year, other than an approved leave of absence, must serve another initial

evaluation preeessperiod, as detailed in Section 5(f) below, whether or not

such a period was previously completed. Such employees are considered new
employees from the effective date of their re-employment for all purposes,
including eligibility for benefits.

Termination
a. Voluntary Termination

Employees desiring to terminate employment should give Upper
District two (2) weeks notice, in writing.

b. Discharge

All employees are "at will" and serve at the pleasure of Upper
District. Employees may be terminated by the General Manager, with

or without cause, and without any evidentiary hearing or any other
pre-termination process. Employees shall be notified of discharge in

writing.




Definitions of Employment Status

The following terms will be used to describe the classification of employees
and their employment status:

.

Exempt

Employees whose positions are exempt from overtime pay
requirements.

Non - Exempt

Employees whose positions are eligible to receive overtime pay.
Full - Time

Employees regularly scheduled to work at least 35 hours per week.
Part - Time

Employees regularly scheduled to work between 20 and 35 hours per

week may be eligible for certain -benefits. Such employees are not
eligible or entitled tofer benefits, unless otherwise expressly provided

in this Handbook-enly-where-speeifieally-stated.

&

l'emporary

Employees who are hired for a pre-established period, usually during
peak workloads or for vacation relief. They may work a full-time or
part-time schedule. -

Initial Evaluation Period

The initial evaluation period is part of Upper District's selection
process and is primarily for the purpose of determining an employee's
ability to satisfactorily perform the duties described for the position
and for assessing the employee’s ability to work with other
employees. The initial evaluation period is six (6) months, which
period shall apply to both new hires and promoted employees, and
which period may be extended for any employee(s), at the sole
discretion of the General Manager. At the end of this period, the
employee’s performance will be evaluated by the Supervisor. If the
review is favorable, the initial evaluation period will cease; if
unfavorable, the employee will be terminated or the initial evaluation
period may be extended, as recommended by the General Manager.
New hire employees are afforded medical coverage when they
become eligible under the medical plans.




Consistent with the "at will" status of all Upper District employees, during
the initial evaluation period, an employee may be rejected/terminated, or, in
the case of the promoted employee, returned to his or her previous or other
open position, with or without cause, and without appeal. Nothing in this
Section 5 shall, in any way, amend, modify. or otherwise affect an
employee’s at-will status, which is further described in Chapter [, Section 3.
The provisions of Chapter VIII CerrectiveDiseiplineDisciplinary
Action/Termination Procedures shall not apply.

Immigration Law Compliance

Upper District is committed to employing only United-States—eitizens—and
aliensthose individuals who are authorized to work in the United States and
does not unlawfully discriminate on the basis of citizenship or national
origin.

In compliance with the Immigration Reform and Control Act of 1986, each
new employee, as a condition of employment, must complete the
Employment Eligibility Verification Form I-9 and present documentation
establishing identity and employment eligibility. Former employees who are
rehired must also complete the form if they have not completed an 1-9 with
Upper District within the past three (3) years, or if their previous I-9 is no
longer retained or valid. Employees may raise questions or complaints about
immigration law compliance without fear of reprisal.

Employment of Relatives

The employment of relatives in the same area of an organization may cause
serious conflicts and problems with favoritism and employee morale. In
addition to claims of partiality in treatment at work, personal conflicts from
outside the work environment can be carried into day-to-day working
relationships._In the interests of avoiding the negative impact on supervision,
safety. security, morale. or efficiency of supervision or function of other
employees, or actual, potential, or perceived conflicts of interest, Upper

District shall limit the employment of relatives as follows:

No relatives of an employee shall be considered for employment within
Upper District in_any position, whether full or part-lime or otherwise, in
which the relative’s employment has the potential for negatively impacting

the safety, security. morale. or efficiency of supervision or function of other

employees, or in which there may be an actual, potential, or perceived

conflict of interest,

No employee shall directly or indirectly participate in the recruitment or
selection for any vacant position for which any applicant is a relative. Any

decision to hire a relative must be reviewed by the Board to ensure

compliance with this Policy and applicable non-discrimination laws.




No employee shall directly or indirectly supervise a relative. “Direct
Supervision™ applies when a person supervises. assigns and evaluales an

emplovee’s work.  Direct supervision includes, but is not limited to.

situations where one employee can schedule the work, provide technical

supervision. provide input during a subordinate employee’s performance
evaluation, or otherwise directly controls the subordinate emplovee’s lerms
or conditions of employment. “Indirect Supervision™ applies when a relative
is_hired, promoted. or transferred into the chain of command of another
relative, and one of the related employees has management or supervisory
responsibilities in the division or department in which both employees would
work, even if the management or supervisory employee would not directly
supervise or interact with the other. This includes, for example. situations
where one person assigns and evaluates the work of his or her relative's

supervisor.

Upper District may refuse to allow an employee to be in a position where he
or she is engaged or involved in the following. non-exhaustive list of work
aclivities, vis-a-vis a relative; evaluate performance, add comments to the
evaluation, make disciplinary or hiring recommendations, or sil on any
conduct review boards or committees where a hiring, disciplinary. transfer, or
other employment decision is made or to which it is appealed. Upper District
may _also_refuse to allow an employee to assign or authorize overtime,

bonuses. special assignments or make other employment decisions which
financially benefit that employee’s relative.

If the relative relationship is established after employment, the General
Manager will confer with the individuals concerned before the General
Manager decides who is to be transferred. Absent exigent circumstances. the
decision to transfer shall be made within thirty (30) calendar days. This
requirement will not prohibit either employee from voluntarily following
normal procedures for transfer to or participation in an active recruitment for
another position. The reassipnment/transfer/separation of employees shall
remain in effect as long as the relationship is maintained.

In_other cases where a conflict or the potential for conflict arises. even if
there is no supervisory relationship involved. the parties may be separated by
reassignment or terminated from employment. for purposes of avoiding the
negative impact on supervision, safety, security, morale. or efficiency of
supervision or function of other employees. or actual. potential, or perceived

conflicts of interest.

For the purposes of this policy. relatives are defined to include spouses,
registered domestic partners, fiancé(e)’s. parents. guardians or wards, parent

of a domestic partner. grandparents, grandparent of a domestic partner,
children, grandchildren. spouses of children, spouses of step-children, nieces

or nephews. brothers. sisters. brothers- and sisters-in-law, fathers and

mothers-in-law, stepparents. stepbrothers, stepsisters, stepchildren, or anyone




with a half or in-law relation. This policy also applies to individuals who are
nol legally related but who reside with another employee.,

Any failure to comply with this policy may be grounds for disciplinary action

or disqualification from employment or promotion with Upper District.

: II' i duals -l I EESI ““ EIE 1] | 'i]'lj | “I .
Employment of Minors

Generally, regular employees must be 18 years of age or older. Occasionally,
Upper District may elect to hire students or others who are 16 or 17 years old
with the specific prior approval of Upper District’s General Manager.

Personnel Records

| . I I i TRET Distsd 4y
reeeféed—aﬂd—kepl—the—aﬁ-plﬁyee-ﬁ—pmmmel—ﬁ%e—chular performance

reviews, change of status records, commendations, corrective action
warnings, and training/educational attainment records are examples of
records maintained in an emplovee’s the-personnel file.

An employee may review his or her own personnel file at Upper District
upon his or her providing Upper District with reasonable notice. Requests for
inspection should be made to Upper District’s Director of Finance and
Administration. Employees and their authorized representatives may request
inspection and a copy of their personnel file—annually, Upper District
complies with requests within at least 30 days, or 35 days by agreement with
the employee. Upper District may-redaet-from-thewill produce personnel file
documents previded-in accordance with the California Labor Code, including




10.

11.

12.

the-names-of-nen-supervisory-co-werkerssection 1198.5. The records will be
made available on site or at a mutually agreeable location for employees.

Each employee is responsible for notifying Upper District’s Director of
Finance and Administration of changes in address, telephone number, and /or
family status (births, marriage, death, divorce, legal separation, efc.), as
income tax status and group insurance may be affected by these changes.
This responsibility includes employees on lay-off status and leaves of
absence.

Updating Employee Information

Having employees’ current address and phone number on file are essential
for many purposes. Employees must notify Upper District in writing of any
changes to their contact information as soon as possible. H-is-the-eEmployces
are_solely> responsibileity tefor notifying the Director of Finance and
Administration of changes in their personal status including, but not limited
to:

Name and/or marital status

Address and/or telephone number

Number of eligible family members

Tax payroll deductions

Emergency contact information

Changes to deferred compensation

YYVYY¥YY

Hours of Work: Time Records

The normal workweek consists of forty (4() hours, worked Monday through
Friday. Should Upper District decide to change an employee’s work
schedule-fer-businessreasens, notice will be provided as soon as practicable.

Any employee needing to leave work early for any reason must obtain prior
approval from their Supervisor,

Lunch and Rest Periods

Employees subject to the 40-hour workweck are scheduled to receive a one-
hour lunch period each work day. Employees are entitled to a 15-minute
break in the morning and in the afternoon, and should take this 15-minute
break half~way through or at the mid-point of the morning and afternoon
shifts, respectively. Lunch periods shall be taken as close to the 4™ hour of
work as possible, and no later than the end of the 5" hour of work.

Part-time employees are entitled to one 15-minute break for each four hours
worked and to a 30-minute lunch period after 5 hours of work in a day.



13.

14.

Upper District is not under any ongoing obligation to schedule or monitor
whether an employee has taken his or her lunch or rest period or not.
Employees shall have the affirmative responsibility to take their lunch and
rest periods in accordance with Upper District’s Lunch and Rest Periods

policy.

Job Descriptions

Upper District uses job descriptions to aid in staffing, wage and salary
administration, and training. These descriptions also assist employees and
Upper District management to communicate about job responsibilities.

Performance Appraisals

Employees will receive a performance appraisal from their supervisor, which
shall be reviewed and approved by the General Manager, during their first 6
months of employment with Upper District. Thereafter, employees will
receive performance appraisals once a }F{tar—&l—ﬂr—ﬁeaHhe—EHd—eaf—Sep%emhe&
eae#—yem—(bascd on prmr ﬁscal :.rear 8 pmfurmum:c) Emplovees—hired

The performance appraisal reviews the employee’s strengths and, if
applicable, points out ways to improve the employee's performance.

10



15.

16.

17.

Outside Employment

An employee may hold a job with another organization as long as he or she
continues to satisfactorily perform his or her job responsibilities with Upper
District; however, employees are required to immediately notify his or her
supervisor or the General Manager in the event that such employee attains
any outside employment. Employees should consider the impact that outside
employment may have on their health, physical endurance, and ability to
perform their job responsibilities at Upper District. All employees will
continue to be evaluated by the same performance standards, as applicable,
and will be subject to Upper District’s scheduling demands, including
overtime requirements, regardless of any existing outside work requirements.

If an employee’s outside employment presents a conflict of interest with, or
negatively impacts the operations of, Upper District, the employee will be
asked to terminate the outside employment as a condition of continued
employment with Upper District.

If Upper District determines that an employee's outside employment
interferes with an employee’s performance or ability to meet the
requirements of Upper District, as may be modified from time to time, the
employee may be asked to terminate the outside employment as a condition

of continued employment i#-he-ershe-wishes-te-remain-with Upper District.

Employment Reference Checks

All inquiries regarding a current or former Upper District employee must be
referred to the Director of Finance and Administration or the General
Manager. Upper District will respond to reference requests through the
Director of Finance and Administration or the General Manager. Upper
District will provide general information concerning the employee such as
date of hire, date of discharge, and positions held.

Driver License Requirements

Upper District has established and maintains a Driving Record Review
Program. As part of this program, it has enrolled in the Department of Motor
Vehicles (DMV) Employer Pull Notice Program. This is a frec service for
public agencies that provides driver record reports on employees. Employees
include temporary, seasonal, and part-time employees and volunteers,

a. Procedures

Upper District obtains_from the DMV a copy of the driving record of
all of its employees that are authorized to operate vehicles for District
business-frem-the- DMV,

11



1. Asa public agency, Upper District is entitled to receive copies of
the driving records from the DMV without charge.

2. A copy of the employee’s driving record shall be obtained as soon
as possible after the employee is hired and annually thercafter.

3. Upper District is-respensible-forshall ordering and interpreting all
driving records, as needed.

4. To ensure uniformity in the application of —reeommendations—te
empleyees—whese—records—are—found—to—be—unacceptablethis
program, the drwmg record review criteria was developed_as
detailed below in subsection (b).

3. Gecasiomitheother-concered—emplores—er—the—sencrlpubhic
may—bring—te-Upper District_may_be notified*s-attention-the—faet
that an employee who is authorized to operate vehicles for District
business may be jeopardizing Upper District’s integrity and
exposing it to undue-liability through poor driving techniques and
habits. Any and all sueh-related complaints of this nature will be
investigated immediately and corrective action shall be taken to
correct the problem, at the discretion of the General Manager. as

Driving Record Review Criteria

The following criteria reflect good risk management procedures
followed by Upper District in order to control its auto liability and
physical damage exposures. An Upper District Supervisor will review
employees’ Driver Record Reports to determine which of the
following categories the employee will fall into. (i) Class 1—
Immediate Attendance in Defensive Driving Program: two points
within thirty-five months, any moving violation in an Upper District
vehicle, any accident, or two failure to appear notices within 36
months; (ii) Class II — 12 month Driving Probation. Any additional
point violations within this probation period will trigger a Class III
recommendation: three to five points within thirty-six months, any
accident in which the driver was charged with a public offense within
thirty-six months, except for DUI, reckless driving, or speed contest
violations, any chargeable accident while on Upper District business,
a violation for an expired license, four failure to appear notices within
thirty-six months; (iii) Class 111 — 120 Day Suspension notices within
thirty-six months. Four or more points within twenty-four months, six

12



or more points within thirty-six months, DUI, reckless driving, or
speed contest, not during Upper District business, five failure to
appear notices within thirty-six months, two chargeable accidents
within twenty-four months, any citation incurred while license is
suspended.

C. License Requirements

1. Employees permitted to drive Upper District vehicles shall be
advised by Upper District of the class and/or type of California
driver’s license(s) they must maintain as a condition of
employment before an employee is assigned a job.

2. Any employee who fails to obtain and/or maintain an appropriate
California driver’s license(s) as required by Upper District shall
be subject to demotion or dismissal in accordance with these
provisions at the discretion of the General Manager.

d. Reporting Requirements

Employees permitted to drive Upper District vehicles must report the
following to Upper District within 24 hours of their occurrence:

l. L.oss or suspension of driver’s license;

2. Written reports regarding all accidents concerning Upper
District vehicles in which the employee is involved regardless
of the employee's fault or the severity. Failure to comply with
the reporting requirements of this section may result in
discipline up to and including dismissal.

18, Insurability Requirements

a. Insurability

L. Employees permitted to drive Upper District vehicles, as a
condition of employment, shall remain insurable under the
terms of all Upper District vehicle and liability insurance
policies. Any employee excluded from coverage under the
liability program will not drive for Upper District business or
drive Upper District vehicles until reinstated.

2. Any employee who is not insurable shall not be permitted to
drive any Upper District vehicles.

3 Employees permitted to drive their own personal vehicles on Upper

District business shall remain insurable under their own vehicle and
liability insurance policy. A copy of the summary sheet of the policy

13



shall be provided to Upper District upon each renewal and retained in
the employee’s personnel file. Any vehicle and liability insurance
policy must be approved by Upper District prior to use of the vehicle
for Upper District business.

14



Chapter I11:

1.

WAGE AND SALARY POLICIES

General Wage and Salary Policy

Upper District strives to pay salaries that are competitive with those in our
community and industry, recognizing individual effort and contribution to the
success of the organization. The wage and salary plan classifies each position
based on multiple factors, including the following:

a. Knowledge and ability requirements
b. Variety and scope of responsibilities
c. Physical and mental demands

Established wage or salary ranges are reviewed annually, as part of budget
preparations for Upper District.

Wage or Salary Increase Policy

Wage and salary increases, if any, may be within the approved salary range
and are based upon individual performance. Evaluations will be conducted
as described in Chapter 11, Section 124. There is no guarantee of a wage or
salary increase at the time of a performance evaluation, or at any other time,
The decision of whether to increase wages or salary is at the sole discretion
of Upper District’s General Manager.

Overtime Pay

Overtime is work that is ordered and authorized in excess of the employee's
regular workday schedule. All overtime work by non-exempt employees
must be requested and authorized in advance by an Upper District supervisor
or General Manager.

Overtime for non-exempt employees shall accrue at the rate of one and one-
half times the hours actually worked in excess of 40 hours per week. Hours
worked up to 40 per week shall be at the regular pay rate. Overtime hours
shall be paid on the regular pay period. Exempt employees are not eligible
for, and will not receive overtime pay. LEmployees who work overtime
without prior authorization will be subject to discipline, up to and including
termination. Supervisors who allow their employees to work uncompensated
overtime under their direction will be subject to discipline, up to and
including termination. All overtime worked must be promptly reported in
writing at the end of the shift. Where, due to an emergency, this is not
possible, overtime must be reported in writing at the beginning of the next
work shifi.

Pay for hours worked on Upper District holidays will be at the employees’
regular hourly rate, unless hours worked on such holiday(s) result in an
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employee’s total weekly hours exceeding 40 hours, in which case holiday
work will be paid at 1 and % the regular rate of pay.

Paydays

Employees are paid once a month on the 1" day of the month. Each
paycheck will include earnings for all work performed through the end of the
previous payroll period. Overtime pay will be paid for the month up to the
date of payroll processing. Any unpaid overtime will be carried over to the
next pay period.

In the event that a regularly scheduled payday falls on a day off (e.g., a
weekend or holiday), employees will be paid on the workday immediately
preceding the regularly scheduled payday.

Final Pay

Final paychecks will be distributed on the next regularly scheduled pay day
or earlier if required by law.
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Chapter I'V:

EMPLOYEE BENEFITS AND SERVICES

Upper District provides a comprehensive package of employee benefit
programs for its employees. This package is subject to change at Upper
District’s discretion, at any time.

Complete and official details of insurance benefits are contained in separate
booklets provided to Upper District employees by our insurance and benefit
providers.

Some descriptions of insurance benefits in this Hhandbook may be only brief
summaries or general information. Contact the Upper District Director of
Finance and Administration for more details.

The existence of these employee benefits and plans, in and of themselves,
does not sigatfe—indicate or imply that an employee is eligible wil

neeessary-be-employed-forthe requisite-time-necessary-to-qualify—for these

benefits and plans.

Upper District shall only provide medical, dental, and optical insurance
benefits for qualified program participants in accordance with Resolution

Number 7-21-6227-01-386—Resolution—Number—8-02-406; and/or other

subsequent amendments or applicable policies.

Retirement

Upper District provides retirement benefits to its employees through the
California Public Employees Retirement System (CalPERS).

For new members hired on or after January 1, 2013, the following reforms
under the California Public Employee’s Pension Reform Act (PEPRA) apply:

e  Employees must contribute at least 50% of the cost of their pensions.
Therefore, Upper District will not “pick up” the employee share. Upper
District will not offer a Supplemental Defined Benefit Plan.

e  The retirement formula for miscellaneous employees will be 2% at 62
with a maximum benefit of 2.5% at 67. Upper District will use the
formula closest to the one existing on December 31, 2012. Pensions
will be based on the highest 36 months of base salary (instead of the
final year’s compensation), excluding compensation such as leave
payouts and overtime. Annual cap for Fhe-compensation used to
calculate—a pension is ecapped—at—$110:100for—an—employee—whe
patticipatesin-Seeial Seeurity-and-$132120for-othersset by CalPERS.

New members, also known as PEPRA members, are defined as those who (1)
have never been in any California public retirement system, (2) are new in
this pension system and are not subject to reciprocity with another agency, or
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(3) were active members in the system and returned to work for a different
employer after a break exceeding 6 months.

For non-PEPRA members, the full Benefit Retirement Formula is based upon
2.7% percent of the highest year salary, multiplied by the number of years of
CalPERS service, at the age of fifty-five (55) years. Included in the CalPERS
program are a 1959 Survivor Benefit and membership for part time
employees. Contributions to CalPERS are based on a percentage of the
employee’s gross wages. Upper District pays the member contribution to
CalPERS (8%) as additional compensation for all employees.

Because Upper District employees are members of CalPERS, Upper District
does not participate in the Social Security System.

Health Insuranee-Benefils

Directors, upon being sworn-in, and eligible employees, after ere-lwo months

of employment te-with Upper District, and-their-dependents-are offered a
choice between the ACWA’s Anthem Blue Cross “Classic PPO” and “Kaiser
HMO” medical insurance plans or other plan as selected and approved from

t:mc tn time by the Dxrectnrs mmwm—meﬂmm—eaﬁt&-mbeam&lﬁye%

Aeeld@m—&n.dMajm—Meeheal—B&ymmﬂﬁAﬂﬁﬂmﬁee—Pahﬁ—The paymcnt of

this premium and the benefits provided may be altered at the discretion of
Upper District.

For directors and employees who began service with the Upper District on or
before June 30, 2021, Upper District will pay the premiums, dues. or other

charges for a Health and Accident and Major Medical Payments Insurance

Policy, as selected and approved by the Board of Directors from time to time.
for each director, employee, and their eligible dependents.

For directors and employees who began service with the Upper District on or
after July 1. 2021, Upper District will pay the premiums, dues, or other
charges for a Health and Accident and Major Medical Payments Insurance

Policy, as selected and approved by the Board of Directors from time to time,
for each director or employee and one dependent only. The director or

employee may upgrade their health coverage to cover all eligible dependents
at their own expense.

In addition, Upper District will reimburse qualified program participants,
through its existing health reimbursement arrangement (HRA) program for
their out-of-pocket expenses paid on account of deductions required under
insurance coverage provided by the Upper District for major medical, health,
accident and hospitalization, and for reasonable costs incurred for the

prevention, diagnosis. or treatment of a disease. illness, or injury. dental,
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hearing, and vision including eligible expenses allowed under Internal
Revenue Code Section 213(d). subject to the following conditions:

a. Consistent with the Affordable Care Act (ACA), HRA reimbursements
are only available to directors and/or employees who are enrolled in an
ACA-compliant group health plan, other than the HRA.

b. At the end of each calendar year, employees/directors may opt out of the
HRA, forfeiting any remaining amounts in the HRA. Upon termination
of employment, employees/directors may also permanently opt out of the
HRA, waiving any future reimbursements therefrom,

c. Employees and directors may permanently opt out of the HRA and waive
future reimbursement from the HRA.

Total HRA reimbursement by Upper District must not exceed Four Thousand

Dollars ($4.000.00) for each gualified program participant in each calendar

year. A qualified program participant on a two-party plan with one (1)
dependent shall have a maximum of Eight Thousand Dollars ($8.000.00) in

eligible reimbursements each calendar year. A qualified program participant
on a family plan with two (2) or more dependents shall have a maximum of
Twelve Thousand Dollars ($12,000.00) in eligible reimbursements in each

calendar year. Fwo-Thousand Five-Hundred-DeoHars($2:500-00)per—calendar
Year.

Any misuse of the HRA Plan by directors or employees will result in
immediate and permanent removal from participation in the Upper District’s
HRA Reimbursement Policy. and employees shall be subject to discipline, up
to and including, termination from Upper District employment.

Please see Upper District’s Director of Finance and Administration for proper
documentation.
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Retiree Health Benefits

3-4.

Officers or full-time employees who began service with the Upper District,
on or before June 30, 2021, who has served the Upper District continuously
for a period of ten (10) years or more and is either (a) deceased while
emploved full-time with the Upper District. or (b) has reached the age of 55
years or older while employed full-time with the Upper District, shall receive

medieal-benefits-the same or equivalent medical benefits to that offered to
active employees.

Officers and full-time employees who began service with the Upper District,
on or after July 1, 2021, and has served the Upper District continuously for a

eriod of ten (10) years or more and is either (a) deceased while employed
full-time with the Upper District. or (b) has reached the normal retirement
age set by CalPERS while employed full-time with Upper District, but has
not_yet attained the age of 65 years or eligibility for Medicare (Medicare
Age) shall receive -medieal-benefits-the same or equivalent medical benefits
to that offered to active employees of the same tier. Once the retired officer.
retired employee, or their surviving spouse reaches Medicare Age. retirce
medical benefits through the Upper District shall cease.

Retiree medical benefits provided to a surviving spouse shall cease upon

remarriage of the surviving spouse.

Employees must enroll in the plan they wish to retire into during the open
enrollment period prior to retirement. No dependents may be added to the

plan upon or after retirement.

Benefits Continuation (COBRA)

The Federal Consolidated Omnibus Budget Reconciliation Act (COBRA)
gives employees and their qualified beneficiaries the opportunity to continue
health insurance coverage under Upper District’s health plan when a
“qualifying event” would normally result in the loss of eligibility. Some
common qualifying events are resignation, termination of employment, death
of an employee; a reduction in an employee's hours or a leave of absence; an
employee's divorce or legal separation; and a dependent child no longer
meeting eligibility requirements.

Under COBRA, the employee or beneficiary pays the full cost of coverage at
Upper District’s group rates plus an administration fee. Upper District
provides each eligible employee with a written notice describing rights
granted under COBRA when the employee becomes eligible for coverage
under Upper District’s health insurance plan. The notice contains important
information about the employee's rights and obligations.
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Life Insurance

Upper District’s eligible employees and directors are afforded life insurance
at no premium cost to the employee or Director at the same time as becoming
eligible for the health insurance. The assigned beneficiary of all full-time
employees will receive one and half times the last reported annual salary
amount not to exceed $100,000.00. The assigned beneficiary of a director
will receive $10,000. The benefit is received after the date of death of the
employee or director and terminates at retirement,

Please see Upper District’s Director of Finance and Administration for proper
documentation.

Upper District may change, eliminate or reduce this benefit in its discretion.

Disability Insurance

Upper District provides State Disability Insurance (“SDI”) Coverage Benefits
to its employees as provided by Section 709 of the California Unemployment
Insurance Code. Upper District contributes the rate of taxable wages and
maximum amount to coniribute for each employee as required and
determined annually by the Employment Development Department. Upper
Districts’ contribution is computed into the employee’s salary. If SDI
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deductions are made from an employee’s paychecks, then such employee
may be eligible for Disability Insurance or Paid Family Leave under the
California Unemployment Insurance Code. When such employees are unable
to work or reduce their hours because of (1) the need to carc for a family
member who is seriously ill or to bond with a new child, or (2) a sickness,
injury or pregnancy, such employees may be eligible to receive: (a) Disability
Insurance benefits or (b) Paid Family Leave benefits, depending on the type
of qualifying event. A claim must be filed within 49 days of the first day of
the disability or family leave.

Worker’s Compensation

Upper District provides a comprehensive workers' compensation insurance
program at no cost to employees. This program covers any injury or illness
sustained in the course of employment that requires medical, surgical, or
hospital treatment. Subject to applicable legal requirements, workers'
compensation insurance provides benefits after a short waiting period or, if
the employee is hospitalized, immediately.

Whenever an employee of Upper District has completed six months of
continuous, active service in Upper District's employment and such employee
is compelled to be absent from active duty as a result of injuries arising out of
and in the scope and course of his employment, such employee shall be
entitled to receive his/her regular pay until the commencement of his/her
workmen's compensation pay and in addition thereto said employee shall be
entitled to receive compensation from Upper District equal to the difference
between his/her monthly salary and the compensation benefits received from
the workers’ compensation insurance carrier, for one month for each year of
continuous Upper District employment.

Employees who sustain work-related injuries or illnesses should inform their
supervisor immediately. No matter how minor an on-the-job injury may
appear, it is important that it be reported immediately. This will enable an
eligible employee to qualify for coverage as quickly as possible. Employees
who have any questions regarding this workers’ compensation coverage
should contact Upper District’s Director of Finance and Administration.

Unemplovment Insurance

Upper District pays for this insurance on a quarterly basis to the State of
California Employment Development Depariment as required by law.

Deferred Compensation Plan

Upper District makes available to all regular full-time employees and
directors voluntary deferred compensation plans established in accordance
with the provisions of Section 457 of the Internal Revenue Service Code.
Employees and directors may choose from among plans offered by Upper
District. Upper District retains the right to choose which plans to offer,
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Upper District will provide a matching contribution of up to $500 per month
to dircctors and PEPRA employees. For non-PEPRA employees, Upper

District will provide a matching contribution of up to $250 per month. Please

see Upper Distriet’s Director of Finance and Administration for more
information and proper forms.

H-10.

Direct Deposit

An Upper District employee has—the—eppertunity—ecan participate in the
direct deposit of his/her paycheck into the financial institution(s) of his/her
choice, upon request. Please sce Upper District’s Director of Finance and

Administration to request direct deposit.

Longevity Pay

12.

Employees shall receive the following one-time payments on the employees’
designated anniversary dates:

5 vears of service - $50
10 vears of service - $100
15 vears of service - $150
20 vears of service - $200
25 vears of service - $250
30 years of service - $300

Vacation Leave

In order to take vacation days, employees must work full-time for Upper
District for no less than six months. After six full months of employment
with Upper District, employees will be entitled to five-sixths (5/6) of a
working day, per each month worked thereafter, as paid vacation time, in
accordance with the vacation earning schedule set forth below. The amount
of vacation time employees reeeive-earn each year increases withbased on the
length of their employment-years of eligible service with Upper District, as
shown in the following table:

VACATION EARNING SCHEDULE
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Years of Vacation Days Vacation Days

Eligible Service  Earned PerMonth  Earned Per Year
0 to 5 years 5/6 day 10 days
6 to 10 years 1-1/4 day 15 days
1110 15 years 1-5/12 day 17 days
16" years + 1-2/3 day 20 days

Employees may decline up to ten (10) days of earned vacation days in any
one year and add those days to the next year’s vacation entitlement. Thus,
the maximum accrual of vacation time earned at any given year is the
vacation days earned according to the eligible service years, plus ten (10).

Each year, employees may sell up to ten (10) vacation days back to Upper
District at their respective salary range, provided that after the sale of any
number of vacation days back to the-Upper District, the employee will have
at least ten (10) vacation days remaining.

All vacations shall be taken-at-the-diseretionsubject to the approval of the
General Manager and at the convenience of the Board of Directors.

Upon retirement or termination of employment, employees will be paid for
all of their earned, accumulated and unused vacation entitlement, if any, at
the rate of pay at the time of retirement or termination.

Sick Leave

Abuse of sick leave privileges may result in disciplinary action. Sick leave
may be used for legitimate illness or injury of an employee, immediate family
member, spouse or registered domestic pariner, for physical disability, by
reason of illness, sickness, injury or serious illness of oneself or an immediate
family member, spouse or registered domestic partner, child (whether
biological or by adoption, step-child or foster child), sibling, grand-parent,
grand-child, parent, or to bond with a new child or newly adopted child or foster
child. Sick leave may be used for preventive health care. In addition, victims
of ¢rime (including but not limited to domestic violence, stalking and sexual
assault) may use sick leave to take off time needed to safeguard health and
safety.

When ill or unable to attend work, it is the employee’s responsibility to notify
their supervisor at the start-begining of the first-eaeh workday and beginning
of each workday thereafier thaton which they are unable to work.

Upper District may request verifieation-documentation from a licensed health
care provider verifving that an employee needed to be absent from work due
to an illness or injury. Such verification generally will not be requested unless
an employee has been absent from work for more than three consecutive days
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15.

or Upper District has reason to suspect the employee has been abusing sick
leave.

Full-time Employees

Full-time employees shall begin to accrue paid sick leave benefits under this
policy on July 1, 2015, or on their first day of work, whichever is laterif-hired
afterthat-date. Full-time employees will accrue sick leave benefits at the rate
of 12 days per year (1 day for every full month of service), not to exceed a
total of 120 days. Sick leave benefits are calculated on the basis of a “benefit
year,” or the 12-month period that begins when the employee starts to earn
sick leave benefits. Upon two months of service to Upper District, full-time
eligible employees are entitled to take accrued paid sick leave in accordance
with Upper District’s Sick Leave policy.

Accumulated sick leave will not be paid upon termination of employment.
However, upon retirement, as that term is defined under the CalPERS policy,
payment for one-half (1/2) of all earned, accumulated and unused sick leave
entitlement up to a maximum of 120 days will be made.

Part-time/Temporary Employees

Beginning July 1, 2015, and in accordance with the Healthy Workplaces,

Healthy Families Act of 2014, eligible part-time and/or temporary employees

are entitled to paid sick leave benefits under the following conditions:

a. Accrue paid sick leave benefits at the rate of one (1) hour for every 30
hours worked;

b. Take paid sick leaves of up to 24 hours per calendar year, in increments
of at least two (2) hours;

¢. Accumulated sick leave will not be paid upon termination of
employment;

d. Employees who have not worked in a 12-month period shall be
considered new employees for purposes of sick leave accrual and usage;

e. Employees may accrue a maximum of 48 hours of paid sick leave.

f. Employees who have worked for Upper District for at least 30 working
days within a year are entitled to take paid sick leave.

Bereavement

In the event of a death in the immediate family, an employee may utilize up
to three working days with pay to handle family affairs and attend the
funeral. For the purposes of this pelieySection 14, "immediate family" is
defined as a spouse, registered domestic partners, children, grandchildren,
parents, grandparents, brothers, sisters, mother-in-law, father-in-law.

Personal Leaves of Absence

Employees who have been continuously employed with Upper District for at
least one (1) year, may, due to special circumstances, request a personal leave

25



16.

of absence without pay, for a reasonable period of time up to one hundred
and eighty (180) days. Requests for personal leaves of absence will be
considered by the General Manager on a case-by-case basis, considering
factors such as of length of service, performance, responsibility level, the
reason for the request, whether other individuals are already out on leave, and
the expected impact on Upper District.

Requests must be submitted in writing and be approved in writing by the
General Manager before the leave begins. A request for an extension of a
personal leave of absence must be submitted in writing and approved in
writing by the General Manager before the extended period begins. It is the
employee’s responsibility to report to work at the end of the approved leave.
If the employee fails to report to work on the day afier the approved leave
expires, said employee will be considered to have voluntarily resigned.

Upper District does not pay for group insurance premiums during any portion
of a non-mandated, unpaid leave of absence beyond the end of the month in
which the leave begins. Accordingly, premiums beyond that point for such
coverage are the employee’s complete responsibility and offered through
COBRA. To keep the insurance in force, premiums for the period of the leave
must be paid according to the schedule outlined in the COBRA notification
form.

Holidays

Employees of Upper District will receive the following paid holidays:

New Years Day January 1

Martin Luther King's Birthday January 21

President’s Day 3 Monday in February

César Chavez Day March 31

Memorial Day Last Monday in May
Independence Day July 4™

Labor Day 1*' Monday in September
Veterans Day November 11

Thanksgiving Day and Day after 4™ Thurs and Fri in November
Christmas Day December 25

When Upper District recognizes a holiday that falls on Sunday, the following
Monday will be observed as the holiday. If the recognized holiday falls on
Saturday, the preceding Friday will be observed as the holiday.

Upper District employees will also receive two floating holidays in addition
to Upper District’s regular paid holidays. The first floating holiday may be
used anytime within a week of the employee’s birthday with approval by the
employee’s immediate supervisor. The second floating holiday, replacing
Columbus Day, will may be used either the day before or the day after
Christmas, as determined by the General Manager.
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17.

Jury Duty

For employees required to serve on a jury, Upper District will pay normal
earnings for the actual time spent on mandatory jury duty service. Pay for
jury duty service shall not exceed the employee’s regularly scheduled number
of work hours. Employees must, however, remit to Upper District all court
fees received for jury service (excluding mileage reimbursement). Upper
District’s General Manager must be promptly notified after the employee
receives notification to appear as a juror,

Educational Assistance

Upper District recognizes that education can enhance the capability of
employees to conduct Upper District business in the most efficient and
effective manner possible.

In the event that Upper District approves of an educational program or course
pursuant to the approval process set forth more-fully below, Upper District
shall reimburse eligible employees for education-related costs up to One
Thousand Dollars ($1,000) per unit, but not to exceed Five Thousand Dollars
($5,000) per fiscal year per employee. Subject 1o the additional conditions set
forth below. Eeducational expense reimbursement is applicable towards
programs_or _courses required to obtain—whieh—effer a certificate or degree
enrrietlum-effered byfrom an accredited college or university.

Employees are eligible for the reimbursement of costs associated with
education expenses provided the following conditions are met:

1. Employee has worked with Upper District in a full-time, permanent
position for at least one year;

2. Actual selected units or courses are directly related to duties of
employee’s present position or advancement within the-Upper District as
determined by the supervising officer and the General Manager. These
include courses that are prerequisites to work-related courses and those
that are required to obtain a degree in a work-related field;

3. Employee has obtained a written approval from the supervising officer
and the General Manager prior to registration in the course. Request shall
include the following information:

» Educational objective(s) for the course;

» Course outling;

» Completion schedule of the course; and

» Direct benefit(s) the course will provide to the employee’s current

essential job duties with the-Upper District;
4. Employee has obtained passing grade of “C” or better and submitted a

proof of completion of the approved course(s) no later than sixty (60) days
from completion date;
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5. Any financial assistance, such as a grant or scholarship, received from
non-District sources must be disclosed and applied toward the cost of the
course before any District reimbursement is applied_or remitted to the
emplovee. Reimbursement provided for under this peliey-Section 17 shall
be limited to those expenses not covered by the non-District funding; and

6. Employee has not terminated employment prior to submission of the

required course grade or verification of completion and fee/cost receipts.

Participation in Upper District’s tuition reimbursement program is entirely
voluntary and will in no event conflict with the employee’s job
responsibilities or regular work hours without prior approval from the
General Manager.

Tuition reimbursement is limited to the following items: registration, books,
course related materials, and parking fees.

Employees who terminate employment with the-Upper District within one (1)
year from the reimbursement date shall immediately, upon the effective date
of termination, return a prorated amount of such reimbursement to Upper
District upon termination. Specifically, the amount of reimbursement the
employee shall return to Upper District will be prorated based on the amount
of reimbursement already received and applied to units or courses completed
by the employee, as of the effective date of termination. By accepting
reimbursement, the employee consents to such return upon termination of

employment,

189. Time Off to Vote

20.

Upper District encourages employees to fulfill their civic responsibilities by
participating in elections. Generally, employees are able to find time to vote
either before or after their regular work schedule. If employees are unable to
vote in an election during their non-working hours, Upper District will grant
time off needed to vote. For non-exempt employees, up to two hours off
shall be without loss of pay. For exempt employees, time off to vote shall be
without loss of pay.

Employees should request time off to vote from their supervisor at least two
working days prior to the Election Day. Advance notice is required so that

the necessary time off can be scheduled at the beginning or end of the work
shift, whichever provides the least disruption to the normal work schedule.

Employees must submit a voter's receipt on the first working day following
the election to qualify for time off.

Travel

a. General Rules
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Occasionally employees may be reimbursed for the cost of authorized
travel to any business-related meeting or training-related meeting.
Reimbursement may be made upon written request and accompanied
by appropriate receipts, if the travel and associated reimbursement
haves been budgeted, scheduled, and previously authorized by an
Upper District supervisor.

Covered Expenses

No per diem limit is set; however, employees are expected to use
prudence and good judgement in selecting the mode of travel,
accommodations, meals, fees, and incidentals. Costs that are
Qotherwise reimbursable shall not be reimbursed ifeests deemed
excessive by the General Manager—will-net-be-reimbursed. Travel
expenses for spouses, domestic partners, or guests of staff members
will not be reimbursed.

Authorized travel expenses include those costs incurred in the use of
common carriers, e.g. plane, bus, train, etc. from the point of origin to
destination and return, rental car fees (where necessary), bus, and taxi
fares. Expense for the use of personal auto will be at the mileage rate
established by the IRS.

Example of Allowable Costs

Examples of typical allowable costs would be airfare, train fare, or
mileage; hotel; meals; transportation to and from hotel and airport;
work-related telephone calls, including a reasonable number of calls
to check on dependaent care; reasonable tips and parking fees.

Reimbursement Procedure

Employees requesting reimbursement for expenses incurred in
connection with authorized travel shall have the trip scheduled and
approved before travel.

Upon completion of the trip, an expense form must be completed,
signed, and submitted to the General Manager for review and
authorization. Copies of all receipts shall be attached to the
statement. Reimbursement will be made for that portion of expenses
directly attributable to Upper District activities.

Request for Advance Funds

Upper District’s General Manager must approve all requests for
advance funds for business expenses. Employees must account for all
expense advances within two working days after returning from a trip.
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Receipts must be provided, and residual funds returned to Upper
District.

Military Leave

Military leaves of absence will be granted consistent with state and federal
law. In order to be eligible, employees must submit written verification from
the appropriate military authority.

Military reserve duty may be taken with regular pay if the employee elects to
take the time as vacation. If leave is not classified as vacation by the

employee, it will be considered a leave of absence without pay.

Upper District complies with Uniformed Services Employment and
Reemployment Rights Act of 1994 (USERRA), including, but not limited to,

rights relating to reemployment, benefits, and non-discrimination/retaliation.

If an employee leaves his or her job to perform military service, he or she has
the right to elect to continue existing Upper District-based health plan
coverage for self and dependents for up to 24 months while in the military.
Even if the employee does not elect to continue coverage during military
service, the employee has the right to be reinstated in Upper District’s health
plan when reemployed, generally without any waiting periods or exclusions
(e.g. pre-existing condition exclusions) except for service-connected illnesses
or injuries.
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23.

Return to Work Program

In an effort to minimize serious disability due to on-the-job and off-the-job
injurics and illnesses and to reduce workers’ compensation costs (if
applicable), Upper District has developed a return to work policy.

This policy is consistent with Upper District’s responsibilities under the

Amereans—with-Disability—Aetfederal and state law to provide reasonable

accommodations to persons with disabilities.

The applicable Upper District supervisor will assist by directing the
employee to the appropriate care and assisting in the proper reporting of the
injury or illness while maintaining communication with the injured worker.
Upper District will conduct a reasonable accommodation meeting with an
employee returning to work after a leave due to injury to ascertain whether a
reasonable accommodation is needed to perform essential job duties. An
employee requesting a reasonable accommodation may be asked to provide a
reasonable and sufficient health care provider certification. If a reasonable
and sufficient health care provider’s certification is not provided, Upper
District reserves the right to request the employee be examined by a
physician, at Upper District’s cost, to determine whether there are functional
limitations requiring a reasonable accommodation to perform essential job
duties. If the first two opinions differ, a third opinion may be obtained from a
mutually agreed-upon physician at Upper District’s cost.

Family Leave

Upper District will grant employees, with at least one year of continuous
service or a minimum of 1250 hours up to 12 workweeks of unpaid leave in a
12-month period for certain family care responsibilities and for the
employee’s own serious medical condition in conjunction with the Family
and Medical Leave Act (FMLA) and the California Family Rights Act
(CFRA). The purpose of family leave is to provide the employee with the
right to take time off from work to care for a family member with a serious
health condition or to bond with a newborn or newly adopted or fostered
child without jeopardizing one’s job.

“Child” includes a biological, adopted, or foster child; a stepchild, a legal
ward, a child of a domestic partner, or a child of a person standing in loco
parentis (who has parents’ rights) who is either under the age of 18, or an
adult dependent child.

“Family member’s serious health condition,” means an illness, injury
(including on-the-job injury), impairment, physical or mental condition,
which warrants the participation of a family member to provide care during a
period of treatment or supervision and involves either inpatient care in a
hospital, hospice or residential health care facility, or continuing treatment or
supervision by a health care provider.
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24,

Employees using FMLA or CFRA leave may use accrued sick and vacation
time if they choose.

Under the FMLA, the spouse, parent, child or next of kin of military service
personnel may take (a) up to 26 weeks in a 12-month period to care for a
service person ill or injured in the line of duty on active duty, and/or (b) up to
12 weeks for an exigency arising due to notice of an impending call to active
duty. Under the CFRA, an employee who works at least 20 hours per week
can take up to 10 days unpaid leave when their spouse is on leave from
deployment. This may run concurrently with the FMLA exigency leave.

Requested leaves must be submitted to and be approved by the Upper District
Supervisor before the leave begins, whenever possible, Reasonable notice is
required when the need for leave is known in advance. Upon request, an
employee must provide a certification of the need for leave from a health care

provider.

Upper District will maintain coverage under any group health plan for the
duration of the leave (for a maximum of 12 weeks) and under the conditions
coverage that would have been provided had the employee been employed
continuously during the leave. If an employee fails to return to work at the
end of the leave period, Upper District has the right to collect from the
employee the cost of the health benefit premiums, unless the employee does
not return because of circumstances that are beyond the employee’s
control, including a FMLA-qualifying medical condition, An employee
who returns to work for at least 30 days is considered to have “returned to
work”. Employees returning from leave must provide a certification from a
doctor that they may return to work. Failure to return to work at the end of a
12-week FMLA leave without valid reason and advance notice to Upper
District may be considered resignation.

Employees on FMLA or CFRA leave will be credited with all service prior to
the commencement of their disability, but not for the period of their

disability.

Upper District will notify employees if their FMLA leave runs concurrently
with their workers’ compensation or CFRA leave.

Pregnancy Disability Leave

Any full or part-time regular employee who is disabled by pregnancy,
childbirth, or a related medical condition will, upon request, be granted a
pregnancy disability leave of absence (PDL) without pay not to exceed 4

months.
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An employee who is granted a PDL may utilize any accrued sick leave
benefits and earned vacation benefits during the period of her leave. Any
portion of the leave that occurs after all sick and vacation benefits have been
exhausted shall be without pay.

Group insurance benefits ordinarily provided by Upper District will remain in
effect until the end of the month in which the leave terminates. The employee
is expected to pay for the full costs of these coverages thereafter (or Cobra

payments if applicable).

If you require PDL, you must notify the Upper District Supervisor as soon as
possible. The written notice should specify the commencement date of the
leave, the expected duration of the leave, and be accompanied by a
physician’s statement.

Written extension requests of PDL, not to exceed the 4 month limitation,
must be received by the Upper District Supervisor prior to the expiration of
the approved leave or within three days of an absence. Employees who do not
report for work without valid reason and notice to Upper District at the end of
an approved PDL (or PDL followed by CFRA/FMLA leave where
applicable) will be considered to have voluntarily resigned. Employees
returning from a PDL shall be required to provide a physician’s statement
that indicates that they are medically able to return to work.

For employees on PDL, Upper District guarantees reinstatement to the same
or comparable job with the same or comparable duties, pay, and location
unless granting such a leave would substantially undermine Upper District’s
ability to operate its business safely and efficiently, Employees on PDL will
be credited with all service prior to the commencement of their disability, but
not for the period of their disability.
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26.

27,

California’s New Parent Leave Act

The New Parent Leave Act -provides for 12 work weeks of unpaid leave
within one year of child’s birth, adoption, or placement in foster care. This
leave is unpaid and must be taken for a minimum of two weeks at one time.
Employees can use accrued sick or vacation time, if desired.

To qualify, an employee must have worked for Upper District for at least 12
months, and at least 1,250 hours during the previous 12-month period. All
health benefits continue during the leave.

Employees are not eligible for leave under the New Parent Leave Act if they
are covered under both the FMLA and the CFRA. Conversely, an employee
could be eligible for leave under the New Parent Leave Act, but not the
FMLA or CFRA.

Lactation Accommaodation

An employee needing to express breast milk can reserve the small meeting
room which can be locked. Should this room be unavailable, Upper District
will endeavor in good faith to work with such employee in finding a suitable
alternate location at which the employee can express breast milk. The
employee and applicable Upper District supervisor will work together to
schedule the break time needed to accommodate the employee’s needs.

Donated Leave Program

Purpose
The purpose of this policy is to provide guidelines and clarify requirements
and procedures for leave donations.

Background
Upper District recognizes the benefits of establishing a program that

facilitates employees’ donation, on a voluntary and confidential basis, of a
portion of their vacation, personal and/or administrative leave to assist
fellow employees who have used all of their leave balances or may use all
of their leave balances for medical emergencies due to a catastrophic illness

or injury.

Policy

A. Definition of Terms
1. Catastrophic illness or injury - a serious illness or injury expected to
incapacitate the employee or an immediate family member for an
extended period of time, creating a financial hardship because the
employee has exhausted all accumulated leave. A “catastrophic
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illness or injury” for these purposes is further defined as a medically

verified debilitating illness or injury of the employee or an

immediate family member, resulting in the employee being required
to take time off from work for at least 20 work days and involves:

a. A period of incapacity or treatment connected with the inpatient
care in a hospital, hospice, or residential medical care facility; or

b. A period of incapacity involving continuing treatment by or
under the supervision of a licensed health care provider; or

¢. A period of incapacity for treatment due to a chronic health
condition (e.g. diabetes);

d. A period of long—term incapacity due to a condition for which
treatment may be ineffective (e.g. stroke, terminal disease, etc.);
or

e. Absence from work to receive multiple treatments, including any
period of recovery therefrom, either for restorative surgery after
an accident or injury, or for a chronic condition such as cancer or
kidney disease.

Pregnancy or elective surgery is not considered catastrophic illness
or injury exeept—whenunless life-threatening conditions arise from
themsuch pregnancy or elective surgery. Conditions which are short
term in nature including, but not limited to, flu, measles, common
illnesses, common injuries, etc., are not deemed catastrophic.
Chronic illnesses or injuries which result in intermittent absences
from work might be considered catastrophic. Generally, such
chronic illnesses or injuries must be both long term in nature and
require a long recuperation period.

. Donated Leave Bank (Leave Bank) — the accumulated hours donated
by employees for utilization in accordance with this regulation.

. Donor — a regular full time District employee who has passed the
initial probationary period, is eligible to accrue and use leaves and
will have at least 20 days of combined accrued leave balances
remaining after donation, may request approval to participate as a
donor of emergency leave. Donation of leave will be reviewed for
compliance with the program guidelines.

Donated Hours — earned vacation, compensatory time and/or
administrative leave hours that an employee agrees to donate to
another employee under this program.

Recipient — a regular full time District employee who has completed

the probationary period and is:

a. Eligible to accrue and use leaves;

b. Suffering from or whose immediate family member is suffering
from a catastrophic illness or injury;

c. Has exhausted all accrued leave including, but not limited to,
vacation, sick, administrative, personal and/or compensatory
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time, or will do so before the return-to-work date; and

d. On an approved leave of absence or is able to work but his/her
health care provider has prescribed multiple and/or ongoing
treatments for an eligible condition, requiring periodic absences
from work.

Recipient employee must submit a written request at the time the
emergency leave donation will be used. Retroactive applications
will not be accepted.

Health Care Provider — A doctor of medicine authorized to practice
medicine or surgery, as appropriate, by the state in which the doctor
practices.

Immediate Family Member — an employee's spouse, registered
domestic partners, children, grandchildren, parents, grandparents,
brothers, sisters, mother-in-law and father-in-law.

12-Month Period — measured forward from the date an employee
first receives donated hours.

B. Program Guidelines

1.
2.

10.

11.

All donations shall be voluntary and confidential.

Donations must be made in whole hour increments, with a two-hour
minimum donation from any employee and a maximum total of 80
hours per calendar year.

Donations are irrevocable. Hence, employees are encouraged to
exercise caution in making large donations that they may need for
their own use in the future.

The donor/recipient shall not receive/offer anything of value in
exchange for the donation.

Donated hours will be converted to dollars at the hourly rate of the
donor. The dollars shall then be converted to sick leave at the hourly
rate of the recipient.

Upon written request, an eligible employee may receive up to 320
hours of donated leave time within a 12-month period, at the
employee’s current rate of pay.

Recipient employees must use all of their own leave before using
donated hours received.

Full time employees that are out due to their own catastrophic
illness/injury may only receive enough leave to cover any unpaid
portion of their waiting period prior to receiving disability benefits,

In no event will an employee receive more than their regular pay as a
result of the leave donation.

Recipients shall not accrue vacation, sick, administrative and/or
compensatory time and will not be eligible for overtime while using
donated hours,

Nothing in this policy shall be construed to require an employee to
disclose any employee medical or health information. However,
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13.

15

18.

19,

20.

consistent with the FMLA, CFRA, PDL, state medical leave laws, and
the ADA, recipients may be required to submit to Upper District
management a certification from a health care provider that a
qualifying medical leave is needed and a verification of fitness for
duty and the ability to work upon recovery.

Wage garnishments will continue during the use of donated hours,
Donation requests will be processed on a first come, first served basis
by the Director of Finance and Administration, and approved by the
General Manager.

. In-the-event-of-mraltiple-recipients;Unless authorized by the General

Manager, donors may not designate a specific employee to receive
their donation.

If more than one recipient is received at the same time and the leave
bank does not have sufficient balance to cover all requests for leave
donation, the balance shall be distributed equally among the approved
recipients until the leave bank is depleted, an employee is no longer in
need of donated hours, or an employee has reached the maximum
time allowed, whichever comes first.

. Any donated hours not used by the recipient will revert to and/or

remain in the leave bank,

. Upper District reserves the right to grant or deny requests made under

this program for any reason. This program does not guarantee that
any and/or all requests for leave time will be granted.

Upper District also reserves the right to require any employee to
undergo a fitness for duty examination to determine their return-to-
work status.

Employees who attempt to provide false and/or misleading
information in an attempt to secure benefits or continue benefits under
this program may be subject to disciplinary action up to, and
including termination.

All policies and regulations related to this program are subject to
change at any time and without advance notice.
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Chapter V:

EMPLOYEE SAFETY AND HEALTH
Upper District strives to provide safe working conditions for its employees.

Safety is also every employee's shared responsibility, and all employees are
expected to exercise every reasonable means necessary to keep Upper
District a safe place to work.

Employees are responsible for becoming familiar with safety procedures and
policies, and observing them at all times. Any employee who notes safety
problems, or has safety concerns, is required to inform their supervisor
immediately.

Fires and Emergencies

Upper District has an emergency procedure to follow in the event of fire or
disaster. Exits, fire extinguishers, and first-aid kits are located throughout
Upper District’s facilities. Exits and areas around the fire extinguishers must
be unobstructed and kept clear at all times.

Accidents

No matter how insignificant an on-the-job injury or accident may seem when
it occurs, the appropriate Upper District supervisor must be notified

immediately.

Injury and Illness Prevention Program

Upper District's Injury and Illness Prevention Program defines Upper
District's safety practices and establishes responsibilities for the
administration and coordination of the safety program. It covers the
following areas:  responsibilities, inspections, accident investigations,
training, safety and emergency procedures, reporting procedures, two-way
communication, disciplinary procedures and effectiveness measures.

Cellular Phone Safety

The use of cellular phones while driving on Upper District business is
considered a dangerous distraction and is prohibited. Employees required to
keep their cell phones turned on while driving must safely pull off the road
and stop before conducting Upper District business over the phone. Under no
circumstances may an employee driver initiate or answer a cellular phone call
or text message while driving a vehicle on Upper District business.
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Chapter VI: STANDARDS OF CONDUCT

1.

General Standards of Conduct

Groups of people who are working together for any purpose require certain
guidelines governing appropriate conduct and relationships. Accordingly,
employees must be aware of their responsibilities to Upper District and to
their Upper District co-workers.

Upper District reserves the right to search, for work-related purposes (e.g..
investigation of work-related misconduct), Upper District property, such as
desks and cabinets, on Upper District property. to the extent permitted by
law. Employees understand and agree that they shall have no reasonable

expectation of privacy in such property.

A s o siblesdatati : lardsof
eonduet—tThe following is a non-exhaustive list of violations which will
result in corrective action up to and including termination:

a. Falsifying employment application, time card, or other Upper District
documents or records.

b. Unauthorized possession of Upper District property, or the property
of other employees; gambling; carrying weapons or explosives; or

violating criminal laws on Upper District premises.

c. Fighting, throwing things, horseplay, practical jokes, or other
disorderly conduct Upper District premises.

d. Engaging in acts of dishonesty, fraud, theft, or sabotage.
e Threatening, intimidating, coercing, using vulgar language, or
interfering with the performance of other employees, including any

violation of Upper District policy prohibiting harassment.

f. Insubordination or refusal to comply with supervisor's instructions, or
failure to perform reasonable duties which are assigned.

g. Violation of Upper District policy regarding alcohol and drugs.

h. Unauthorized use of Upper District time, equipment, or property.
i Damaging or destroying Upper District property.
i Performance which, in Upper District's opinion, does not meet the

requirements of the position,

k. Failure to observe fire prevention and safety rules.
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L. Failure to maintain the appearance and upkeep of the office and
individual work areas.

m. Excessive lateness or absences or unexcused absences.

n. Violation of any Upper District policies, including but not limited to
policies against Discrimination or Retaliation.

0. Working unauthorized overtime, encouraging others to work
uncompensated overtime, or maintaining any informal method of
compensation for hours or overtime.

p. Misuse of Upper District property or funds.

q. Failure to report to work for three consecutive days without excuse or
notice.

r. Sleeping on the job.

5. Unprofessional conduct.

This list is intended to be representative of the types of activities which may
result in disciplinary action, and —¥H-is not intended to be comprehensive.

Harassment and Retaliation Prohibited

Harassment in employment on the basis of sex, pregnancy, childbirth, breast-
feeding or related medical conditions, race, color, national origin, ancestry,
genetic information, citizenship, religion, age (40 and older), physical or
mental disability, medical condition, sexual orientation, gender identity or

expression, veteran_or military status, silitary—serviee—or marital status is
unlawful under federal and state law. Upper District does not tolerate

harassment in the workplace or in a work-related situation. Harassment is a
violation of Upper District's rules of conduct.

a. Unlawful harassment in employment may take many different forms.
Some examples are:

1. Verbal conduct, such as epithets, derogatory comments, slurs, or
unwanted comments and jokes;

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

3. Physical conduet, such as blocking normal movement, restraining,
touching, or otherwise physically interfering with the work of another
individual:
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4. Threatening or demanding that an individual submit to certain
conduct or to perform certain actions in order to keep or get a job, to
avoid some other loss, or as a condition of job benefits, security, or
promotion; and

5. Retaliation by any of the above means, for having reported
harassment or discrimination, or having assisted another employee to
report harassment or discrimination.

Sexual harassment under these laws includes unwelcome sexual
advances, requests for sexual favors, and other verbal or physical conduct
of a sexual nature when:

1. Submission to such conduct is made either explicitly or implicitly a
term or condition of an individual's employment;

2. Submission to or rejection of such conduct by an individual is used as
the basis for employment decisions affecting such individual; or

3. 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.

Internal Complaint Procedure

Each employee is entitled to work free of discrimination and harassment
based on sex, pregnancy, childbirth, breast-feeding or related medical
condition, race, color, national origin, ancestry, genetic information,
citizenship, religion, age (40 and older), physical, or mental disability,
medical condition, sexual orientation, gender identity or expression,
veteran or military status, or marital status. Accordingly, discrimination
and harassment will not be tolerated. Violation of this policy will result
in corrective/disciplinary action, up to; and including, immediate
discharge.

Any such individual who believes that he or she is the object of
harassment or discrimination on any prohibited basis, or who has
observed such —harassment or discrimination, must notify an Upper
District Supervisor, the General Manager, or Upper District's General
Counsel. Upper District will investigate the matter and will take such
corrective and preventive action as is warranted under the circumstances.

Retaliation Prohibited

Retaliation, as prohibited under state and federal law, is not permitted.
Prohibited retaliation includes retaliation for any of the following actions:
disclosing a possible violation of a state or federal law, rule or regulation
to a government agency (including but not limited to the California State
Attorney General's whistleblower hotline), filing a formal complaint or
charge against Upper District, refusing to participate in an activity that
would result in a violation of a state or federal law, rule or regulation,
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exercising whistleblowing rights in a current or former job, complaining
about prohibited discrimination or harassment or participating in a related
investigation, proceeding or hearing. This policy also prohibits retaliation
against any employee who reports any unsafe or unhealthful working
condition or practice. No Upper District official may make any policy, or
adopt or enforce a rule, regulation or policy that prevents any employee
from being a whistleblower, Further, employees will not be subject to
discrimination or harassment for having exercised their right to apply for
FMLA or PDL leave, or a reasonable accommodation for a disability,
whether or not the application is ultimately granted.

e. Required Sexual Harassment Prevention Training

Pursuant to AB 1825, as expanded by SB 1343, employers with five or
more employees are required to provide sexual harassment prevention
training to all supervisors and employees.

In addition to supervisors receiving two hours of sexual harassment
prevention training, nonsupervisory employees must receive one hour of
sexual harassment prevention training. Training must take place within
six months of hire or promotion and once every two years thereafter.
Upper District will provide the training or reimburse employees for the
cost of such training with prior approval of the course. The Upper
District will retain a copy of certifications of compliance.

Workplace Violence

Safeguarding the safety and security of employees and customers is very
important to the Upper District. Threats, threatening behavior, acts of
violence, or any related conduct which disrupts employees’ work
performance or the Upper District’s ability to execute its daily business will
not be tolerated.

To maintain a workplace that is safe and free of violence for all employees,
Upper District prohibits the possession or use of dangerous weapons on
Upper District property. A license to carry a weapon on Upper District
property does not supersede this policy. Upper District property is defined as
all Upper District owned or leased buildings and surrounding areas such as
sidewalks, walkways, driveways, and parking lots under Upper District’s
ownership or control. This policy applies to all vehicles that come onto
Upper Distriet property.

Any person who makes threats, exhibits threatening behavior, or engages in
violent acts on Upper District property may be removed from the premises
pending the outcome of an investigation. Threats, threatening behavior, or
other acts of violence outside of Upper District property directed at Upper
District employees, Upper District Board members, or the public while
conducting business for the Upper District, is a violation of this policy.
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Offssite threats include but are not limited to threats made via telephone, fax,
electronic or conventional mail, or any other communication medium.
Violations of this policy will lead to disciplinary action that may include
suspension, termination, or other disciplinary action as appropriate; in
addition to arrest and prosecution.. In addition, if the source of any such
inappropriate behavior is a member of the public, the response may also
include barring the person(s) from Upper District property, and/or
termination of business relationships with that individual

Employees are responsible for notifying the Director of Finance and
Administration, General Manager, or any other supervisor of any threats
which they have witnessed, received, or have been told that another person
has witnessed or received. Employees should also report any behavior they
have witnessed, on Upper District property or in_connection with Upper

District_employment, which they regard—asbelieve may be threatening or
violent when-that-behavier-isjobrelated—or-might-be-earried-oul-on-Upper
DPistriet property-or-i-eonneetionwith- UpperDistriet-employment.

Any employee that receives a protective or restraining order that lists Upper
District premises as a protected area is required to provide the Director of
Finance and Administration with a copy of such order.

Attendance Standards

Punctuality and regular attendance are essential to the proper operation and
administration of Upper District, Fhe—Upper District recognizes that
employees may have periodic absences for illness or personal matters.
However, recurring and excessive absences and/or tardiness adversely affects
productivity, morale, workflow, and service and directly impacts Upper
District’s ability to meet its goals. Unexcused absence or excessive tardiness
may result in termination.

Notice of Absence

Any employee who is unable to report for work for any reason,
(except employees on approved leave) will arrive late or must leave
early should notify their immediate supervisor before the start of the
workday or work shift. Upper District’s phone number is (626) 443-
2297.

Upper District intends to maintain a positive environment that supports its
goals while recognizing individual needs and circumstances. If attendance
issues arise, employees should speak with their supervisor who can discuss
the impact of the employee’s attendance on the-Upper District’s goals and the
employee’s individual performance.
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Alcohol and Drugs

Upper District recognizes that behavior resulting from the use of alcohol
and/or drugs may detrimentally affect the safety and work performance of its
workforce and can present a risk to the health and welfare of its employees
and members.

In recognition of Upper District’s responsibility to maintain a safe work
environment, and the employee’s responsibility to perform safely, Upper
District will act to eliminate any substance abuse which increases the risk of
injuries, accidents, or substandard performance. For the purpose of this
policy, substance abuse includes the use or possession of illegal drugs,
alcohol, or—abuse—ef prescription drugs that would impair an employee’s
work performance and/or ability to perform his/her job safely. An employee
may be considered “impaired” if, in the opinion of an industrial safety
consultant or hygienist, such amount was in fact impairing under the
circumstances. The level of impairment need not reach the level required for
conviction under the Vehicle Code.

It is expected that:

(a) Employees shall not be at work, drive a vehicle on Upper District
business, or operate Upper District’s equipment.—with_if they have any
amount of alcohol or illegal drugs in their system which would result in a
confirmed positive test. Employees shall not possess open containers of
alcohol, or use or possess illegal drugs while on duty, and shall not
manufacture, distribute, dispense, sell or provide illegal drugs to any
person while on duty.

(b) If the use of a prescription drug combined with the duties of the required
job creates an unsafe working condition, this fact shall be reported to the
Upper District Supervisor prior to reporting to work., Employees whose
job performance is restricted as such may be subject to reassignment,
medical examination, or in any other manner the Upper District
Supervisor deems in the best interests of safety.

Pre-Placement/Post Offer Controlled Substance Testing

Any offer of employment will be conditioned upon a negative drug screening
analysis. The Upper District Supervisor will coordinate this process. Either
(a) Aa positive test indicating the presence of illegal controlled substances, or
(b) a refusal to submit to such testing, will eenstitute-disqualifyication-ef-the
an_applicant for the position—A—refusal-te-submit-te-sueh-testing and will

result in a withdrawal of theany conditional offer of employment.
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Fitness for Duty or Reasonable Suspicion Testing

Employees may be referred for drug and alcohol testing if the Upper District
has reasonable suspicion that an employee is under the influence of drugs
and/or alcohol. Reasonable suspicion may be based on various indicia,
including, but not limited to, significant and observable changes in employee
performance, appearance, or behavior or speech at work. Should the-Upper
District determine such reasonable suspicion exists, the employee will be
referred to a medical professional for a fitness for duty evaluation. The
medical professional will evaluate the employee, and based on the evaluation,
determine whether a test for drugs and/or alcohol shall be administered.

A test for alcohol will only be administered on those employees for whom
there is a reasonable suspicion of intoxication while performing safety
sensitive functions or immediately before performance of safety sensitive
functions. For such employees, the test will be performed within two (2)
hours of the reasonable suspicion of intoxication with alcohol (or within eight
(8) hours with a documented explanation as to why the test was not
performed earlier). Employees should not consume drugs or alcohol while
awaiting such tests.

When any employee has previeushy-been found in violation of these rules by
testing or by the employee’s own admission, the employee may be required
to submit to periodic substance testing as a condition of remaining in, or
return to, Upper District employment.

Post-Accident Testing

Testing may be required when an accident occurs during a work shift, the
nature of which creates reasonable suspicion of impairment of ability or
judgment due to alcohol or drugs. Post-accident alcohol tests shall be
administered within two (2) hours following an accident or within eight (8)
hours with a written documentation as to the reason it was not conducted
earlier. A post-accident drug test shall be administered within thirty-two (32)
hours following an accident. Therefore, employees involved in an accident
shall not consume drugs and alcohol during the applicable window of time
until the test is completed.

An “accident” is defined as an incident involving a vehicle where, as a result
of damage: (i) a vehicle must be transported away from the site of the
accident, or (ii) a vehicle cannot depart from the site in its usual manner
without some repair and/or maintenance, or (iii) a vehicle can depart from the
site in its usual manner but will later require some repair and/or maintenance
for safe operation, and/or (iv) bodily injury occurs to the driver an/or another
individual(s): which requires medical attention to said driver and/or another
individual, and/or which results in death.
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Process:

Upper District will make every effort to protect the confidentiality of drug
and/or alcohol test results.

Non-compliance with a supervisor’s request to submit to a fitness for duty
test and/or drug or alcohol test under these policies; noncompliance with
a supervisor’s request that the employee leave the work area; or any other
reasonable request designed to safeguard the quality of care, the working
environment and/or safety of the workplace, the employees, or the public
constitutes insubordination and shall subject an employee to appropriate
disciplinary action.

Employees who voluntarily self-disclose and request assistance or leave
for treatment of alcohol and/or drug dependency may be granted leave.
Upper District will give such employees information about Employee
Assistance Programs. Upper District is not required to grant leave for
current users of illegal drugs who are not seeking treatment.

Negative test results may warrant re-instatement and pay for the time off
work if the employee was terminated or suspended without pay solely
based on prohibited drug or alcohol use, unless other factors warrant
termination or discipline, such as an admission of current illegal drug use
or poor performance.

Violation of this policy may lead to corrective action, up to and including

immediate termination of employment—Sueh—vielation—may—alse—have
legal-consequences:

All test results will be reviewed by an appropriate licensed medical
professional using sensitive-aeeuratethe appropriate methodology to avoid
false positive results and to ensure any positive results were not caused by
legitimate use of prescription medication. An employee will have the
opportunity to consult with a medical professional about a positive result.
An employee will also have the opportunity to supply evidence of a
legitimate prescription.

Test results are not revealed to outside agencies or employees unless
required by law; -ea—legal—maeeas—memé-mg-hemsmg{@eﬁe%uﬂieﬁs- the
information is placed at issue in a formal dispute between the employer
and employee, to the extent necessary to administer an employee benefit
plan (such as a health insurance plan), or where the information is needed
by medical personnel to treat an employee during an emergency when the
employee is unable to authorize disclosure. (Cal. Civil Code § 56.20(c).)

In addition, the Upper District must notify a federal contracting agency
within 10 days after receiving notice that an employee working pursuant
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to a federal contract or grant has been convicted of a criminal drug
violation in the workplace.

Smoking Policy

Every employee is entitled to a smoke-free workplace. Smoking or vaping is
prohibited inside the Upper District building.

Dress and Personal Appearance

Employees are expected to maintain an appropriate appearance that is neat
and clean, as determined by the requirements of the work area, department.
and/or Upper District. Out of respect to Upper District and others, any time
an employee is involved in a meeting with others, the employee should dress
in “Professional Business Attire,”; unless specifically informed otherwise by
those responsible for the meeting. All personnel will be expected to use
reasonable judgment and to always promote the integrity anda positive image
of Upper District-image. Reasonable accommodations are made for religious
dress, provided such accommodations are consistent with reasonable safety
standards.

Attire Definitions

“Professional Business Attire” is defined as dresses, suit/sport Jackets, ties
and dress shoes.

“Business Casual” means slacks/shirts/blouses and footwear that are
generally appropriate for an office environment, including “Professional
Business Attire”

“Casual Dress” includes “Professional Business Attire”, “Business Casual™ as
well as jeans.

Housekeeping

Employees are expected to keep his/her work areas clean and organized and
pick up after the use of the workroom. Common areas such as lunchrooms
should be kept clean by each individual using them, including clean-up after
meals or breaks and proper disposal of trash. Upper District provides
recycling containers for aluminum cans. It is the responsibility of Upper
District’s staff to dispose of recyclables in a timely manner.

Computer and E-Mail Usage

Employees_understand and agree that they do-sheuld not have an reasonable
expectation of privacy over any District equipment, containers, or supplies.

Computers, computer files, the e-mail system, and software furnished to
employees are Upper District’s property intended for business use. To ensure
compliance with this policy computer and e-mail usage may be monitored.

47



10.

imployees are further reminded that, under some circumslances,
communications sent by e-mail may be subject to disclosure under the Public
Records Act or during litigation. Therefore, it is important not to
compromise employees or Upper District under these circumstances.

Upper District strives to maintain a workplace free of harassment and
sensitive to diversity of its employees. Consistent with Upper District’s-has-a

poliey-against-anti-harassment and non-discrimination policies, deseribed-at
ﬂie—bég—i—ﬂ-ﬂbﬂ"—@t—lhﬁ—ﬁ&ﬁ%&f—[}ppel District further prohibits the use of

computers and the e-mail system in ways that are disruptive, illegal,
unprofessional, create a conflict of interest, are discriminatory, crude,
harassing, or harmful to morale.

For example, the display and transmission of sexually explicit images,
messages, and cartoons is prohibitednet-allewed. Other prohibited misuse
includes, but is not limited to, ethnic slurs, racial comments, off-color jokes,
or anything that may be construed as harassment, unprofessional conduct, or
disrespectful of others.

Incidental and occasional personal use of the e-mail system is permitted, but
such messages are subject to the access and disclosure statement set forth in
this policy. E-mail may not be used to solicit others for commercial ventures,
religious or political causes, outside organizations, or other non-Upper
District business matters.

Upper District’s computers, hard-drives, network, and email systems may be
audited and reviewed at any time by Upper District management and/or its I'T
contractors and network administrators.

Violation of this section will subject an employee to discipline, up to and
including, termination.

Telephone Use

Upper District's telephones are to be used for business purposes in the course
of normal Upper District operation. All calls are to be answered promptly
and courteously, with the staff person identifying Upper District and
him/herself. On occasion, personal calls may be necessary; but employees
are asked to cooperate in limiting them to emergencies or essential personal
business and in keeping them brief.

When calls are to be transferred, the staff person answering the telephone
should obtain the name of the caller, and should transfer the call only after
announcing the name of the caller.

Long distance calls should be kept to a minimum to keep operating costs
down.
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12.

Security

For purposes of the safety and welfare of employees, access to Upper
District’s facilities is restricted to those with proper authorization. Employees
are asked to not discuss or share security information pertaining to Upper
District premises, facilities, or services with any individual not employed by
the-Upper District.

Keys to the facilities, and all safes, drawers, file cabinets, etc., shall be under
the control of an authorized employee. Any loss or breach of security must
be reported to Upper District’s General Manager immediately.

Additionally, neither Upper District nor its insurance carriers take any

liability for employees’ personal belongings. Employees are encouraged to
secure personal belongings to the best of their ability.

Off-Duty Conduct

While the Upper District does not seek to interfere with the off-duty and
personal conduct of its employees, certain types of off-duty conduct may
interfere with the Upper District’s legitimate business interests. For this
reason, employees should conduet their personal affairs in a manner that does
not adversely affect Upper District’s legitimate business interests._ Conduct

which adversely affects Upper District’s legitimate business interests may be
subject to review by the General Manager, and depending on the

circumstances, an_employee engaging in such conduct may be subject to
discipline.
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Chapter VII: CORRECTIVE/DISCHENARY-ACTION
DISCIPLINARY ACTION/TERMINATION

1,

At-Will

The emplovment status of all employees shall be "at-will," as described in

Chapter 1. Section 3.

Disciplinary Action

23,

Violation of Upper District’s policies and rules may subject employees to
disciplinary action as determined by the General Manager or his designee.
Disciplinary action shall be implemented without the consideration of

progressive discipline or due process procedures. and in no way limits or
alters the at-will employment relationship.

2 Termination

An employee who voluntarily resigns his/her employment or fails to report to
work for three (3) consecutive scheduled workdays without notice to, or
approval by his/her supervisor, will voluntarily terminate employment with
Upper District. All Upper District-—owned property, including vehicles, keys,
credit cards, materials, etc., must be returned immediately upon termination
of employment.

In—the—event—anAn employee who wishes to resign—frem—leave Upper
District’s employment in good standing should file a; written resignation with
the General Managernetice—of at least two (2) weeks prior to the date of

w_ﬁ—mq&eﬁted—e*eap{—m—lméab{e—mmaﬂee&—ﬁ;ﬁﬁ
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HANDBOOK RECEIPT AND ACKNOWLEDGEMENT

This-is—tel acknowledge that I have received a copy of the Upper San Gabriel Valley
Municipal Water District Human-Resouree-Policies-and-ProeeduresEmployee Handbook.

I understand that the Handbook contains important information concerning Upper District’s
general personnel policies as well as my privileges and obligations as an employee—er
direetor. | understand that my employment is governed by the content of this Handbook. I
further understand that Upper District may change, delete, reduce, or add to any policies,
benefits, or practices described in the Handbook, from time to time in its sole discretion,
including, but not limited to, medical, dental, and vision benefits to the extent permitted by
law. Further, I understand that in the event the Handbook conflicts with any other written
policies, this Handbook shall govern in regard to workplace employee policies.

Employee Signature Date

Employee Name (Print)

(Sign and return to the General Manager)

General Manager Signature Date

Please keep a copy of this acknowledgement for your records.

>



