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ARTICLE 1. GENERAL PROVISIONS

SEC. 1.1 MISSION STATEMENT

Santa Fe Irrigation District will provide its customers with safe and reliable water.

SEC. 1.2 PURPOSE

The purpose of this Administrative Code is to provide a statement regarding the organizational
structure of the District, the duties and powers of the Board of Directors, the duties and powers
of the management staff and employees, and the policies by which the work of the District is
carried out. It is the purpose of the adoption of this Administrative Code to codify operative
provisions of existing resolutions and actions recorded in minute orders and of other matters
heretofore adopted by the Board of Directors to the extent such provisions have continuing
effect.

SEC. 1.3 ADOPTION

This Code was adopted by Resolution No. 2004-16 of the Board of Directors of the Santa Fe
Irrigation on April 15, 2004. Existing rules, regulations, procedures, charges, fees, and policies
in conflict with the provisions of this Code were repealed concurrently with its adoption.

SEC. 1.4 SEVERABILITY

It is hereby declared to be the intention of the Board of Directors that the sections, paragraphs,
sentences, clauses, and phrases of this Code are severable; and if any phrase, clause, sentence,
paragraph, or section of this Code shall be declared unconstitutional or otherwise invalid by the
valid judgment or decree of a court of competent jurisdiction, such unconstitutionality or
invalidity shall not affect any remaining phrases, clauses, sentences, paragraphs, and sections of
this Code.

SEC. 1.5 AMENDMENTS

This Code and any of its provisions may be amended, supplemented, or repealed from time to
time. Such amendment, supplement, or repeal shall be accomplished only by adoption of a
resolution of the Board of Directors at a duly constituted meeting. Said resolution will provide
for the insertion into the Code and the removal, as required, from the Code of applicable
sections. Changes or additions shall be effective from the date of adoption or from such other
date as may be provided by the Board in its resolution.
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SEC. 1.6 RESOLUTIONS

Legislative action of the Board of Directors may be taken by resolution. Except as otherwise
required by law, resolutions shall be adopted by the affirmative vote of the majority of the Board
of Directors.

a)
b)
©)
d)

e)
f)

2

h)

Administrative, executive, or ministerial actions of the Board of Directors may be taken by
resolution or motion duly noted in the record of the meeting at which the motion is made.
Actions to levy, impose, fix, adjust or increase taxes, charges, fees or rates, shall be taken by
resolution.

All resolutions shall be prepared or approved as to legal form and legality by the District’s
General Counsel.

Resolutions may be adopted at any meeting subject to the provisions of the Ralph M. Brown
Act (Gov. Code §§ 54950 et seq).

The title of resolutions shall be read prior to approval.

The Secretary of the District shall permanently retain the resolutions, in accordance with the
applicable records retention requirements of Government Code section 60200 et seq.
Resolutions may be signed by the President of the Board of Directors and the Secretary of the
Board. No resolution duly adopted by the Board of Directors shall be deemed invalid due to
the delay or failure of the President or Secretary to sign it.

The Secretary or General Manager is authorized to provide a conformed copy of any
resolution of the District to any person, and to certify that such conformed copy is a true and
correct copy of an original official record of the District.

Except as otherwise specifically authorized, resolutions shall not be amended, superseded, or
repealed except by adoption of an amending, superseding, or repealing resolution. However,
at any time, corrections of typographical or clerical errors in resolutions may be made upon
approval of the District’s General Counsel.
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ARTICLE 2. OFFICIAL DESIGNATIONS

SEC. 2.1 OFFICIAL SEAL

a) The design of the official seal of the Santa Fe Irrigation District (“District”) is a circle with
the words “Santa Fe Irrigation District” inscribed around the perimeter thereof with the
words “Organized 1923” in the center thereof.

b) The official seal may be affixed to an instrument, document, or thing upon order of the Board
of Directors. However, affixing the seal to an instrument, document, or thing shall not be
required for the execution of any instrument or document of the District.

c) The Board of Directors may develop and adopt an emblem, symbol, logo, or other distinctive
mark of the District.

d) The official seal and any emblem, logo, or other distinctive mark of the District shall be used
for District purposes and programs, unless otherwise authorized by the Board of Directors.
Private, commercial, or non-commercial use of the official seal, mark, name, or identity of
the District is prohibited.

SEC. 2.2 PRINCIPAL PLACE OF BUSINESS

The principal place of business of the District and office of the District is 5920 Linea del Cielo,
Rancho Santa Fe, California 92067. The Board of Directors may change this principal place of
business as it determines necessary and convenient for the conduct of District business.

SEC. 2.3 AGENT FOR SERVICE OF PROCESS

Unless otherwise provided in this Code, the Secretary of the District is designated as the agent
for service of process on the District and is designated as the Secretary of the Board of Directors
of the District for such purpose.

SEC. 2.4 BUSINESS HOURS AND HOLIDAYS

a) The District’s general business hours at its principal place of business are from 7:30 a.m. to
5:00 p.m., Monday through Thursday. Alternating Fridays, the District’s general business
hours at its place of principal business are from 7:30 a.m. to 4:00 p.m. or closed, respectively.
The General Manager may establish other business hours applicable to other offices or
facilities of the District.
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b) The holidays of the District on which the offices shall normally be closed are as follows:
January 1% (New Year’s Day), the third Monday in February (President’s Day), the last
Monday in May (Memorial Day), July 4" (Independence Day), the first Monday in
September (Labor Day), the Thursday in November designated as Thanksgiving Day, and the
Friday following Thanksgiving Day, the day before or after Christmas Day, and December
25" (Christmas Day). If any of these holidays falls on a Sunday, the following Monday is a
holiday. If any holiday falls on a Saturday, the General Manager shall determine whether the
holiday is the preceding Friday or the following Monday. Nothing in this section shall
preclude the establishment of additional holidays by memorandum of understanding with a
recognized employee organization.

SEC. 2.5 DESIGNATION OF NEWSPAPERS FOR
PUBLICATION OF OFFICIAL NOTICES

The Board of Directors shall, by resolution, designate the newspaper or newspapers for
publication of official notices of the District.

Article 2. Official Designations

Page 4



ARTICLE 3. DEFINITIONS AND INTERPRETATIONS

SEC. 3.1 DEFINITIONS

a)

The following words and phrases whenever used in this Code shall have the meaning defined
in this section unless a different meaning is specifically defined elsewhere in this Code and
specifically stated to apply:

“Authority” means the San Diego County Water Authority.

“Board” means the Board of Directors of the Santa Fe Irrigation District.

"Brown Act" means the Ralph M. Brown Act, Government Code section 54950 et seq.

"Code” means, when used in the context of this “Code”, the Administrative Code of the
Santa Fe Irrigation District.

“County” means the County of San Diego.

“Director” means a duly appointed member of the Santa Fe Irrigation District Board of
Directors.

“District” shall mean the Santa Fe Irrigation District.

“General Counsel” means the chief legal officer of the District, retained by the Santa Fe
Irrigation District Board of Directors.

“General Manager” means the executive and administrative officer of the Santa Fe
Irrigation District, appointed by the Board of Directors.

"Metropolitan” means the Metropolitan Water District of Southern California.

"Person” means any natural person, firm, joint venture, company, partnership, association,
club, corporation, business trust, organization, or the manager, agent, officer, or employee of
any of them, or any other entity that is recognized by law as the subject of rights or duties.

“President” means the presiding officer of the Santa Fe Irrigation District Board.

“Secretary” means the secretary of the Santa Fe Irrigation District Board.
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“Treasurer” means the treasurer of the Santa Fe Irrigation District Board.
“Vice-President” means vice president of the Santa Fe Irrigation District Board.
b) For the purposes of this Code the following rules of interpretation shall be used:

1. Reference to any gender shall include the other gender;
“Shall” or "will" is mandatory; “may” is permissive;
3. The singular number includes the plural and the plural the singular, unless otherwise
clearly intended from the context;
4. Words used in the present tense include the past and future tense and vice versa;
Words and phrases used in this Code that are not specifically defined shall be construed
according to the context and approved usage of the language.

9]

SEC. 3.2 TITLES AND HEADINGS

Article and section titles or headings of this Code shall not be deemed to govern, limit, modify,
or in any manner affect the scope, meaning, or intent of the provisions of any article or section.

SEC. 3.3 LIMITATION AND LIABILITY

It is the intent of the Board that any provision of this Code establishing performance standards
for or establishing an obligation or duty to act or refrain from acting by any District officer or
employee shall not be construed as creating a mandatory duty for the purpose of tort liability if
the officer or employee fails to perform such a directed obligation or duty or meet such a
performance standard.
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ARTICLE 4. ORGANIZATION

SEC. 4.1 BOARD OF DIRECTORS

The District is governed by a five-member Board of Directors elected by the voters of the District
from five separate divisions. All powers, privileges, and duties vested in and imposed upon the
District by law and the Irrigation District Act shall be exercised and performed by the Board,
except as such Board shall delegate executive, administrative, and ministerial powers to officers
and employees of the District, as provided in this Code. The District’s policies, mission, goals, and
programs are established by a majority of the Board at public meetings.

Sec. 4.1.1 Term of Office — Directors

The term of office of each Director is four years (or until their successor qualifies and takes
office), starting at noon on the first Friday of December following a general election. The
terms of the five Directors are staggered so that an election is held on the first Tuesday after
the first Monday in November in even years and is conducted in accordance with the Uniform
District Election Law (Elections Code §§ 10500 et seq.) Each Director shall take and file the
official oath of office prior to taking office and shall file the required financial disclosure
statement within thirty (30) days of taking office.

Sec. 4.1.2  Officers — Designation

The officers of the Board shall consist of the President, Vice-President, Treasurer, and
Secretary.

Sec. 4.1.2.1 President

The President is the presiding officer at the Board meetings. The duties of the President
are to assure that the business of the Board is conducted in an orderly and businesslike
manner, to appoint committees, and to perform such other duties as may be required by
law or delegated by the Board.

Sec. 4.1.2.2 Vice President

In the absence of the President, or in the event of their inability to perform the duties of the
President, the Vice President shall perform the duties of the President.

Sec. 4.1.2.3  Secretary

The Secretary shall cause the recording of all minutes of the meetings of the Board and the
retaining of District records and perform other duties as may be delegated by the Board.
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Sec.4.1.2.4 Treasurer

The Treasurer shall cause the accurate accounting of all funds collected by and for the
District and records to be kept of all deposits, bonds, and securities held by the District.
The Treasurer is responsible for making investment decisions according to District policy.
The Treasurer shall cause the making of all payments by warrants drawn against the
District funds.

Sec. 4.1.3 Officers — Selection

At the first meeting in December of each even numbered year, following the election and
seating of Directors, the Board shall elect from its members a President and Vice President and
shall appoint a Secretary and Treasurer who shall each hold office at the pleasure of the Board.

SEC. 4.2 STANDING COMMITTEES

Standing committees may be established by the Board that are advisory to the Board with respect
to the matters within their respective responsibility. A standing committee has jurisdiction to
consider and make recommendations to the Board regarding any item of business within the
delegated responsibility of the committee. Committee recommendations may be communicated
to the Board in any manner necessary and convenient to the transaction of Board business and
consistent with the provisions of the Brown Act. A standing committee may consider other matters
referred to it by the Board, the Chair, or the General Manager.

Sec. 4.2.1 Committees and Duties

At the first Board meeting in the January following an election year the Board shall determine
which committees shall be activated and the President shall appoint two members of the Board
to serve on each committee. Committee member terms will be two years, with the Board
President having authority to change an appointment with a majority of the Board’s approval.

Sec. 4.2.2 Executive Committee

This committee shall review and consider legal, legislative, and governmental affairs, and shall
meet with the General Manager to review preparation of the agenda for Board meetings. When
authorized by the Board, the committee shall meet and confer with the General Manager
regarding the terms and conditions of the General Manager’s employment by the District. This
committee shall review and consider personnel matters and employment policies, shall meet
with the General Manager regarding wages, hours, and other terms and conditions of
employment of employees, and when authorized by the Board shall meet and confer with
representatives of duly recognized employee organizations and with employees not
represented by a duly recognized employee organization.
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Sec. 4.2.3 Administrative and Finance Committee

This committee shall work with the General Manager and other officers of the District on
annual budgets, projections, and other administrative and financial matters. This committee
shall review programs and policies regarding public affairs and community outreach. The
committee shall review the General Manager and Directors’ expenses, annual audit, the annual
financial statement before publication and other financial records and operations of the District.
This committee shall also work with the General Manager and other officers on water rate
structures and other District charges. This committee will have the responsibility to review on
a monthly basis all investments of the District. The committee will ensure that investment
policies are being followed and that funds are invested in a prudent manner with adequate
protections to insure funds are not misused. This Committee will also have the responsibility
for District security and related matters.

Sec. 4.2.4 Water Resources Committee

This committee shall work with the General Manager and other officers of the District on water
resource and facility planning. The committee will review matters related to engineering and
operations, and the District’s long range capital improvement plans. This committee shall also
work with the General Manager on right-of-way and real property matters.

Sec. 4.2.5 Other Committees

The Board may authorize other committees (including ad hoc committees) to perform specific
tasks or studies or assign special duties to standing committees.

SEC. 4.3 REPRESENTATIVE OF THE SAN DIEGO COUNTY
WATER AUTHORITY

One representative of the District shall be designated and appointed by the President, with the
consent of the Board, to serve a six-year term beginning on December 13, as a member of the
Board of Directors of the Authority. The appointment will be made in the month prior to December
of the year in which the prior term ends. The representative may be recalled by a majority vote of
the District Board. The representative shall periodically report to the Board of the District
regarding the activities of the Authority.

SEC. 4.4 MEETINGS
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Sec. 4.4.1 Time and Place of Meetings

The regular meetings of the Board shall be held on the third Thursday of each month, at 8:30
a.m. in the Board Room or the District’s Emergency Operations Center at the District office
campus.

Sec. 4.4.2 Order of Proceedings at Meetings

Except as otherwise required by law or otherwise specified in this Article 4, the business of
the meetings of the Board of Directors and the order of procedure for same shall be as provided
by “Rosenberg’s Rules of Order, as amended.”

Sec. 4.4.3 Chairperson

The President shall act as Chairperson at all of the meetings of the Board, and in their absence
the Vice-President shall act as Chairperson. In the absence of the President and Vice-President,
the Chairperson shall be selected by a majority vote of the members or the Board present at
such meeting.

Sec. 4.4.4 Quorum

A quorum necessary for the transaction of business at any meeting of the Board shall be
declared to exist whenever there are at least three Directors present. Any meeting of the Board
at which a quorum is not present may be continued until a quorum is present to transact the
business of the District.

Sec. 4.4.5 Voting

Except as otherwise provided by law, the decisions of the Board shall be expressed and
determined by motions made and adopted by a majority of the members of the Board. A roll
call vote shall be taken if requested by any Director. A roll call vote shall be taken on all
resolutions and on all items whenever any Director participates in the meeting by
teleconference or by other technological means.

Sec. 4.4.6 Ralph M. Brown Act

All meetings of the Board, whether regular, adjourned regular, special, or adjourned special,
shall be conducted in accordance with the provisions of the Ralph M. Brown Act (the “Brown
Act”). (Gov. Code, § 54950-54963.) Additionally, under the Brown Act, standing committees
are considered “legislative bodies” and are subject to the provisions of the Brown Act.
(Government Code § 54952(b).)
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Sec. 4.4.7 Adjourned Meetings

The Board may adjourn any regular, adjourned regular, special or adjourned special meeting
to a time and place specified in order of adjournment. If all members are absent from any
regular or adjourned regular meeting, the Secretary may declare the meeting adjourned to a
stated time and place and shall cause a written notice of adjournment to be given. A copy of
order or notice of adjournment shall be conspicuously posted on the public bulletin board at
the District office within 24 hours after the time of adjournment.

Sec. 4.4.8 Continuance

Any meeting or hearing continued to another date may be continued to a subsequent time. If
the meeting or hearing is continued to a time less than 24 hours after the time specified in the
order or notice of meeting or hearing, a copy of the order or notice of continuance shall be
posted immediately following the meeting at which the order was adopted.

Sec. 4.4.9 Disruption of Meetings

In the event any meeting of the Board is willfully interrupted by a group or groups of persons
so as to render the orderly conduct of such meeting unfeasible, and order cannot be restored
by removal of individuals who are willfully interrupting the meeting, the Board member
conducting the meeting may order the meeting room cleared and continued in session. Only
matters appearing on the agenda may be considered in such a session. Duly accredited
representatives of the press or other news media, except those participating in the disturbance,
shall be allowed to attend any open session held pursuant to this section. The Board may
establish procedures for readmitting an individual or individuals not responsible for willfully
disturbing the orderly conduct of the meeting.

SEC. 4.5 MINUTES

a)

b)

<)

The minutes of the meetings of the Board shall be prepared and kept permanently by the
Secretary. Unless otherwise expressly directed at the time of their adoption, the resolutions
adopted by the Board may be referred to in the minutes by number and title only, but the same
shall be recorded in their entirety and kept permanently by the Secretary.

The President and Secretary shall authenticate the minutes and resolutions after they have been
approved and adopted by the Board, and when so authenticated they shall constitute the official
minutes and resolutions of the Board

Minutes shall be prepared in condensed form and shall satisfy all legal record-keeping
requirements and provide in a clear and concise manner an accurate report of all actions taken
by the Board. Each Public Comment shall be recorded in a one to two sentence summary,
including the subject of the comments.
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SEC. 4.6 AGENDAS

a)

b)

d)

Posting. Agendas for all meetings of the Board and its committees shall be posted in a location
accessible to the public in accordance with the provisions of the Brown Act.

Distribution. Each member of the Board/committee shall receive a copy of the agenda prior to
the meeting.

Public Comments. Meeting agendas shall provide an opportunity for members of the public
to address the Board on any item within the jurisdiction of the District at the beginning of the
agenda. Directors and staff may respond to statements made or questions asked by members
of the public during the period for public comment and may refer such matters to staff for
review and subsequent discussion; however, no action may be taken on a public comment item
until it has been put on the agenda.

Consent Calendar. The consent calendar shall consist of items which appear to be routine or
ministerial in nature on which no Board discussion will be required. Items may be added to or
removed from the consent calendar upon request from a Board member prior to action to
approve the consent calendar.

Closed Sessions. The Board may hold closed sessions on items as provided in the Brown Act.
All information discussed by the Board in closed session shall be kept strictly confidential
unless otherwise directed by a majority of the Board.

The General Manager or designee will be responsible for developing the agenda for each Board
meeting. Agenda items will be determined by the need to conduct the District's business in a
timely manner.

The General Manager is responsible for presenting the agenda and all necessary background
materials and staff reports to the Board for its consideration. The General Manager shall
review with the Executive Committee the agenda for regular meetings of the Board, or with
the President if no Executive Committee meeting is held.

By providing a written request to the General Manager, any Director may place an item on the
agenda of a Board meeting for initial discussion. Requests must be submitted to the General
Manager no later than two weeks prior to a regularly scheduled Board meeting. Once placed
on the agenda, the item will be presented to the Board by the proponent Board member.
Additionally, any Director may request an item for future Board consideration during the
“Future Agenda Items” item on the Board agendas.

The Board must authorize the preparation of agenda materials when an item placed by an
individual Director on the agenda for initial discussion would require a significant expenditure
of staff time or other resources.
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g)

h)

Special Meeting Agendas. Section 54956 of the Brown Act provides that a special meeting
may be called at any time by the President of the legislative body of a local agency or by a
majority of the members of the legislative body. Notice of the Special Meeting shall be posted
at least 24 hours before the time of such meeting as specified in the notice. In case of an
emergency as described in Government Code section 54956.5, the Board may hold an
emergency meeting without complying with the 24-hour notice requirements.

Written Requests to Receive Agendas. Members of the public wishing to receive agendas shall
submit a request in writing to the Secretary.

Modifications. With the consent of the Board, the President may modify the order of items on
the agenda. No action or discussion may be undertaken on any item not appearing on the
posted agenda, with the following exceptions:

1. Directors may take action on items not appearing on the posted agenda when any of the
following occur:

a. Upon a determination by a majority vote of the Board that an emergency exists as
defined in the Brown Act;

b. Upon a determination by two-thirds vote of the Directors present at the meeting, or, if
less than two-thirds of the members are present, a unanimous vote of those members
present, that there is a need to take immediate action and that the need for action came
to the attention of the District subsequent to the agenda being posted; or

c. The item was posted for a prior meeting of the Board occurring not more than five
calendar days prior to the date action was taken on the item, and at the prior meeting
the item was continued to the meeting at which the action was taken.
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ARTICLE 5. DIRECTOR POLICIES

It is the policy of the District to maintain the highest ethical standards for its Board of Directors.
The proper operation of the District requires that decisions and policy be made within the proper
channels of governmental structure, that public office not be used for personal gain, and that
Directors remain objective and responsive to the needs of the public they serve. Accordingly, it is
the policy of the District that Directors and District employees maintain the highest standard of
honesty and fairness in carrying out their duties as exemplified in the District Mission Statement
and Vision Statement, and Core Values:

MISSION

The mission of Santa Fe Irrigation District is to meet the water supply needs of all its customers
— safely, sustainably, reliably, and cost-effectively.

VISION
Santa Fe Irrigation District will proactively ensure:

Sustainable water supplies — providing, efficiently using, and managing water resources to
cost-effectively meet long-term needs.

Reliable infrastructure — planning, improving, and managing facilities to cost-effectively
meet customer needs.

High-performing staff — creative, forward-thinking staff that provide excellent service in an
inclusive, team-oriented environment.

Cost-effective operations — continually improving operations to efficiently deliver quality
services.

Customer service focus — transparently communicating and engaging with customers,
considering their interests, and exceeding expectations.

Environmental stewardship — adapting to our changing climate and decreasing our
environmental impact.

Resiliency — planning and preparing for potentially significant events and threats to mitigate
their effects.

VALUES

In our actions and decisions, we prioritize:
Teamwork — Our success is built on cooperation, collaboration, and respect for each other,
our customers, communities, neighboring agencies, and staff.

Inclusiveness —Our organization is positive and respectful, embracing diversity, and
listening to every voice.
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Continuous improvement — We are dedicated to excellence and innovation in everything we
do.

Transparency — We communicate freely, report honestly, listen attentively, and make
decisions transparently.

Accountability — We are all responsible—individually and collectively—for providing cost-
effective, high-quality service to our customers.

Sustainability — We are good stewards of our resources and our environment, benefiting
current and future customers.

This article sets forth the minimum ethical standards to be followed by the Board. The objectives
of this policy are to (1) provide guidance for dealing with ethical issues, (2) heighten awareness of
ethics and values as critical elements in Directors’ conduct, and (3) improve ethical decision-
making and values-based management.

SEC. 5.1 RESPONSIBILITIES OF PUBLIC OFFICE

Directors are obligated to uphold the Constitution of the United States and the Constitution of the
State of California. Directors will comply with applicable laws, including but not limited to, laws
regulating their conduct, including conflict of interest, financial disclosure and open government
laws. Directors will strive to work in cooperation with other public officials unless prohibited from
so doing by law or officially recognized confidentiality of their work.

SEC. 5.2 FAIR AND EQUAL TREATMENT

Directors, in the performance of their official duties and responsibilities, will not discriminate in
any way, against any person, on the ground of race, color, national origin, religion, religious creed,
age (over 40), sex and gender (including pregnancy, childbirth, breastfeeding or related medical
conditions), sexual orientation, gender identity, gender expression, disability (mental and physical),
medical condition, genetic information, marital status, or military and veteran status. A Director
will not grant any special consideration, treatment, or advantage to any person or group beyond that
which is available to every other person or group in similar circumstances.

SEC. 5.3 PROPER USE AND SAFEGUARDING OF DISTRICT
PROPERTY AND RESOURCES

Except as specifically authorized, the California Constitution prohibits a Director from making a
“gift of public funds” by utilizing or permitting the use of District-owned vehicles, equipment,
telephones, materials, or property for the primary purpose of providing the Director with a personal
benefit or profit of third parties. A Director will not ask or require a District employee to perform
services for the personal benefit or profit of a Director. Each Director must protect and properly
use any District asset within their control, including information recorded on paper or in electronic
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form. Directors will safeguard District property, equipment, moneys, and assets against
unauthorized use or removal, as well as from loss due to criminal act or breach of trust.

Sec. 5.3.1 District Owned Mobile Computing Devices

This Section 5.3 is intended to guide the use of mobile computing devices by the Board.
However, it does not cover every situation that may arise. All existing District policies continue
to apply to a Director’s conduct while using a mobile computing device. Section 5.3 is adopted
by the Board and constitutes its mutual statement of what are, and are not, appropriate uses for
important technology tools, as well as the proper standards of care and maintenance of District
provided mobile computing devices.

Compliance

The District reserves the right to inspect any and all files stored on tablets that are District
property, in order to ensure compliance with Section 5.3. Directors do not have any personal
privacy right in any matter created, received, stored in, or sent from any District issued tablet,
and the Board shall institute appropriate practices and procedures to ensure compliance with
Section 5.3.

Details related to the procedures, care, maintenance, and acceptable use are provided in the
“Mobile Computer Devices Agreement,” (Exhibit 5.3).

Sec. 5.3.2 Public Records Act Requirements

Limited use of a private device for public business is permissible, though not encouraged.
Regardless of whether the device is public or private, electronic communications regarding
District business that are created, sent, received, or stored on an electronic messaging account,
may be subject to the California Public Records Act (Government Code § 7920.000, ef seq.)
and the requirements of Article 9 (Public Records Policy), including but not limited to Section
9.3.

SEC. 5.4 USE OF CONFIDENTIAL INFORMATION

A Director is not authorized, without approval of the Board, to disclose information that qualifies
as confidential information to a person not authorized to receive it. Under applicable provisions of
law, information qualifies as confidential if it (1) has been received for, or during, a closed session
meeting of the Board, (2) is protected from disclosure under the attorney/client or other evidentiary
privilege, or (3) is not required to be disclosed under the California Public Records Act.

This section does not prohibit a Director from taking any of the following actions: (1) making a
confidential inquiry or complaint to a district attorney or grand jury concerning a perceived
violation of law, including disclosing facts to a district attorney or grand jury that are necessary to
establish the alleged illegality of an action taken by the District, an elected official or employee, (2)
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expressing an opinion concerning the propriety or legality of actions taken by the District in closed
session, including disclosure of the nature and extent of the allegedly illegal action, or (3) disclosing
information pursuant to (1) or (2) above. A Director will first bring such matter to the attention of
either the President of the Board or the full Board, to provide the Board an opportunity to cure an
alleged violation.

A Director who willfully and knowingly discloses, for pecuniary gain, confidential information
received in the course of their official duties, or uses any such information for pecuniary gain, may
be guilty of a misdemeanor under Government Code section 1098.

SEC. 5.5 CONFLICT OF INTEREST

a) Directors will not have a financial interest in a contract with the District, be a purchaser at a
sale by the District, or a vendor at a purchase made by the District, unless the Director’s
participation was authorized under Government Code sections 1091 or 1091.5, or other
provisions of law. A Director will not make, participate in the making (including participating
in the discussion, deliberation, or vote on a matter before the Board of Directors) or in any way
attempt to use their official position to influence a decision of the Board, if they have reason to
know they have a disqualifying financial interest with respect to the matter, as defined in the
Political Reform Act (Government Code § 81000 ef seq.) relating to conflicts of interest.

Generally, a Director has a disqualifying financial interest in a matter if it is reasonably
foreseeable that the Board decisions would have a material financial effect, that is
distinguishable from the effect on the public generally, on the Director or their immediate family
or on any of the following: (a) a business entity in which the Director has a direct or indirect
investment in the amount specified in Fair Political Practices Commission (“FPPC”)
regulations; (b) real property in which the Director has a direct or indirect interest, with a value
in the amount specified in FPPC regulations; (c¢) a source of income for the Director in the
amount specified in FPPC regulations, within 12 months before the Board decision; (d) a source
of gifts to the Director in an amount specified in FPPC regulations within 12 months before the
Board decision; or (e) a business entity in which the Director holds a position as a director,
trustee, officer, partner, manager, or employee. An “indirect interest” means any investment or
interest owned by the spouse or dependent child of the Director, by an agent on behalf of the
Director, or by a business entity or trust in which the Director, or the Director’s spouse,
dependent child, or agent, owns directly, indirectly, or beneficially a 10% interest or greater.
An elected official will not accept honoraria or gifts that exceed the limitations specified in the
Fair Political Practices Act or FPPC regulations. Directors will report all gifts, campaign
contributions, income, and financial information as required under the District’s Conflict of
Interest Code and the provisions of the Fair Political Practices Act and FPPC regulations.

b) If a member of the Board believes that they may be disqualified from participation in the
discussion, deliberations, or vote on a particular matter due to a conflict of interest, the
following procedure will be followed: (a) if the Director becomes aware of the potential conflict
of interest before the Board meeting at which the matter will be discussed or acted on, the
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Director will notify the District’s General Manager and General Counsel of the potential conflict
of interest, so that a determination can be made whether it is a disqualifying conflict of interest;
(b) if it is not possible for the Director to discuss the potential conflict with the General Manager
and the General Counsel before the meeting, or if the Director does not become aware of the
potential conflict until during the meeting, the Director will immediately disclose the potential
conflict during the Board meeting, so that there can be a determination whether it is a
disqualifying conflict of interest; and (c) upon a determination that there is a disqualifying
conflict of interest, the Director (1) will not participate in the discussion, deliberation, or vote
on the matter for which a conflict of interest exists, which will be so noted in the Board minutes,
and (2) will leave the room until after discussion, vote, and any other disposition of the matter
is concluded, unless the matter has been placed on the portion of the agenda reserved for
uncontested matters, or the Director has been advised that a specific FPPC exemption or another
exception applies.

c) A Director will not recommend the employment of a relative by the District. A Director will
not recommend the employment of a relative to any person known by the Director to be bidding
for or negotiating a contract with the District.

d) A Director who knowingly asks for, accepts, or agrees to receive any gift, reward, or promise
thereof for doing an official act, except as may be authorized by law, may be guilty of a
misdemeanor under Penal Code section 70.

e) No Director who leaves office with the District may represent another person or entity before
that District for one year after leaving office. This prohibition is very broad and covers any
appearance before the District or one of its committees or any written or oral communication
with the District for the purpose of influencing any type of decision. The limited exceptions are
for the former Director to represent themselves; represent another person or entity without
compensation; or where the former Director is an employee, officer, or director of another
public agency, and represents that other public agency.

SEC. 5.6 POLITICAL CONTRIBUTIONS

Directors are prohibited from soliciting political funds or contributions at District facilities, or from
District employees. A Director must not solicit or direct a political contribution from (a) District
employees, officers, consultants, or contractors, or (b) vendors, consultants, or other parties who
have a material financial interest in a contract or other matter while that contract or other matter is
pending before the District. A Director must not use the District’s seal, trademark, stationery, or
other indicia of the District’s identity, or facsimile thereof, in any solicitation for political
contributions contrary to state or federal law.

In addition, Directors shall comply with the provisions of Government Code section 84308 and its
implementing regulations of the Fair Political Practices Commission, which provide that a Director
shall not accept, solicit, or direct a contribution of more than five hundred dollars ($500) from any
party or a party’s agent, or from any participant or a participant’s agent while a proceeding
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involving a license, permit, or other entitlement for use (including certain contracts) is pending,
and for 12 months following the date a final decision is rendered in the proceeding, if the Director
knows or has reason to know that the participant has a financial interest in the decision.

Before making any decision in a proceeding involving a license, permit, or other entitlement for
use (including certain contracts) pending before the District, each Director who received a
contribution within the preceding 12 months in an amount of more than five hundred dollars ($500)
from a party or from any participant shall disclose that fact on the record of the proceeding.

A Director shall not make, participate in making, or in any way attempt to use the Director’s
official position to influence the decision in a proceeding involving a license, permit, or other
entitlement for use (including certain contracts) pending before the District if the Director has
willfully or knowingly received a contribution in an amount of more than five hundred dollars
($500) within the preceding 12 months from a party or a party’s agent, or from any participant or
a participant’s agent if the officer knows or has reason to know that the participant has a financial
interest in the decision.

Additional details, including detailed definitions, cure provisions, and disclosure requirements for
a party or participant in a proceeding, are provided in Government Code section 84308 and
implementing regulations.

SEC. 5.7 INCOMPATIBLE OFFICES

Another aspect of prohibited conflicts of interest is simultaneous holding of two incompatible
public offices unless simultaneous holding of the offices is compelled or expressly authorized by
law. When public offices are incompatible, the public officer forfeits the first office upon taking
the second.

Offices are incompatible under any of the following circumstances unless the simultaneous holding
of the office is compelled or expressly authorized by law.

a) Either office may audit, overrule, remove members of, dismiss employees of, or supervise the
other office or body;

b) Based on the powers and jurisdictions of the offices, there is a possibility of a significant clash
of duties or loyalties between the offices; or

c) Public policy considerations make it improper for one person to hold both offices.
An employee of a special district is prohibited from taking office as an elected or appointed

member of the Board of the same special district unless they resign as an employee. (Government
Code § 53227.)
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SEC. 5.8 DIRECTOR-GENERAL MANAGER RELATIONSHIP

a) The Board sets policy for the District.

b) The General Manager serves at the pleasure of the Board. The Board will provide policy
direction and instructions to the General Manager on matters within the authority of the Board
by majority vote of the Board during duly convened Board and Board committee meetings.

c) The Board will retain and periodically review the work of an auditor as an independent
contractor of the District (or other Financial Officer/Treasurer), who will report to the Board,
to conduct an annual audit of the District’s books, records, and financial affairs.

d) The District’s General Manager (a) has full charge and control of the construction, maintenance,
and operation of the water system and other facilities of the District, (b) has full power and
authority to employ and discharge employees and assistants, consistent with District policy and
other provisions of the law, (c) prescribes the duties of employees and assistants, consistent
with District policy, and (d) fixes and alters the compensation of employees and assistants,
subject to approval by the Board.

e) Members of the Board will deal with matters within the authority of the General Manager
through the General Manager, and not through other District employees. Members of the Board
will refrain from making requests directly to District employees (rather than to the General
Manager) to undertake analyses, perform other work assignments, or change the priority of
work assignments.

SEC.5.9 IMPROPER ACTIVITIES AND THE REPORTING OF
SUCH ACTIVITIES; PROTECTION OF “WHISTLE
BLOWERS”

a) The General Manager has primary responsibility for (1) ensuring compliance with the District’s
Personnel Manual and ensuring that District employees do not engage in improper activities,
(2) investigating allegations of improper activities, and (3) taking appropriate corrective and
disciplinary actions.

b) The Board has a duty to ensure that the General Manager is operating the District according to
law and the policies approved by the Board.

c) Directors are encouraged to fulfill their obligation to the public and the District by disclosing
to the General Manager, to an extent not expressly prohibited by law, improper activities within
their knowledge.

d) The General Manager’s responsibility is to identify, investigate, and correct improper activities,
unless the Board determines that the General Manager is not properly carrying out these
responsibilities.

Article 5. Director Policies

Page 20



e)

A Director will not directly or indirectly use or attempt to use the authority or influence of their
position for the purpose of intimidating, threatening, coercing, commanding, or influencing any
other person for the purpose of preventing such person from acting in good faith to report or
otherwise bring to the attention of the General Manager or the Board any information that, if
true, would constitute a work-related violation by a Director or District employee of any law or
regulation, gross waste of District funds, gross abuse of authority, a specified and substantial
danger to public health or safety due to an act or omission of a District official or employee, use
of a District Director office or position or of District resources for personal gain, or a conflict
of interest of a Director or employee.

A Director will not use or threaten to use any official authority or influence to effect any action
as a reprisal against a Director or District employee who reports or otherwise brings to the
attention of the General Manager any information regarding the subjects described in this
section.

SEC.5.10 COMPLIANCE WITH THE BROWN ACT

The members of the Board, and persons elected but who have not yet assumed office as members
of the Board, will fully comply with the provisions of the State’s open meeting law for public
agencies: the Brown Act (Gov. Code, § 54950 et seq.).

SEC.5.11 DIRECTOR COMPENSATION (REV. 03/20/25;

RESOLUTION NO. 25-03)

Pursuant to Resolution No. 25-03, adopted March 20, 2025, Directors shall receive
compensation in the amount of one hundred seventy five dollars ($175) daily for attending
authorized meetings, conferences, and activities.

Pursuant to Water Code Section 20202, per diem compensation may not be paid for more than
a total of 10 days in any calendar month.

Changes in Director compensation shall require the approval of the Board in an open meeting
of the Board held at least sixty (60) days prior to the effective date of the change, following a
noticed public hearing.

Changes in Director compensation shall be considered on an annual basis in conjunction with
the development of the District’s annual budget.

For a Director to be paid a lawfully-established per diem for an authorized meeting, conference,
or activity, or for reasonable and necessary travel time to and from an authorized meeting,
conference, or activity, it must be: (1) a “meeting” as defined in subdivision (a) of Government
Code Section 54952.2 of the Brown Act; (2) committee meetings of the public agency; (3) a
conference or organized educational activity conducted in compliance with subdivision (c) of
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Section 54952.2 of the Government Code; or (4) other meetings or activities specifically listed
in this section.

f) Without receiving prior approval of the Board, Directors shall receive compensation daily, up
to a maximum of ten (10) days of service monthly for:

1) Each day’s attendance at regular, special, and adjourned meetings of the Board of
Directors; and

2) Each day’s attendance at regular, standing, or ad hoc committee meetings; and

3) Each day’s attendance at authorized meetings, conferences, or activities listed in the
Authorized Meetings, Conferences, and Activities that are open to the public, at which
topics of general interest to the public or to public agencies are discussed and which are
hereby deemed as functions attended in an official capacity as a member of the Board.

g) The Board may authorize the payment to a director for acting under the order of the Board for
any additional meetings. Any director attending an activity not listed in the Authorized
Meetings, Conferences, Activities must receive the Board President’s prior approval if
compensation will be requested.

SEC.5.12 (RESERVED) (REV. 03/20/25; RESOLUTION NO. 25-
04)

SEC.5.13 DIRECTOR EXPENSES

General Principles

Each member of the Board is encouraged to participate in those outside activities and organizations
that, in the judgment of the Board, further the interests of the District. Expenses incurred by
Directors in connection with meetings, conferences, or activities authorized in this policy are
reimbursable, in accordance with the limits set forth herein. The following rules apply:

a) All expenses must be actually incurred and necessary for the performance of the Directors’
duties, and Directors shall exercise prudence in all expenditures.

b) This policy is intended to result in no personal gain or loss to a Director.

¢) Upon incurring expenses, Directors shall submit a request for reimbursement on the expense
report form provided by the District, accompanied by evidence of payment of such expenses
or receipts for all amounts. Expense reports shall clearly document that the expenses were
incurred in connection with an authorized meeting, conference, or other activity. The expenses
may not exceed the maximum limits set forth herein.
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d) All requests for reimbursement will be submitted to the Board (or its designee) within 60 days

after the expenses have been incurred or expenditures made. Expenditures that are improper or
otherwise not properly accounted for, or not consistent with this policy, will not be reimbursed.
Where the District has paid such improper expenses, they will be promptly refunded to the
District or deducted from moneys otherwise due to a Director.

To implement the reporting requirements of Government Code section 53065.5, the District
will prepare a list of the amount and purpose of each expense reimbursement made to each
Director for the preceding fiscal year, which will be available to the public.

Maximum limits for reimbursement are as follows, unless the Board at a public meeting, in
advance of the expense being incurred, authorizes a higher amount.

Sec. 5.13.1 Travel/Transportation

a) Air travel is authorized whenever, due to distance or time constraints, air travel is more
economical than use of the Director’s vehicle for transportation to and from authorized
meetings, conferences, and activities. Reimbursement for airfare shall not exceed the most
economical coach fare available for the required travel dates from the airport nearest the
Director’s residence or place of business to the airport nearest the destination.

b) Directors shall use the most economical means of transportation to and from the airport
and the location of the authorized meeting, conference, or activity whether by rental car,
taxi, or airport shuttle. Provided the most economical transportation is used, Directors may
be reimbursed the full cost actually incurred for car rental and fuel, taxicab or ridesharing
fare with tips, or airport shuttle with tips. Reimbursement for tips shall not exceed 15%.

c) Mileage reimbursement for use of the Director’s vehicle for travel to authorized meetings,
conferences, or activities shall be reimbursed at the current standard mileage
reimbursement rate specified by the IRS for business travel.

Sec. 5.13.2 Lodging

Lodging expenses actually and reasonably incurred by Directors in connection with attending
authorized meetings, conferences, or activities at least 50 miles outside the District’s service
area will be reimbursed. Lodging expenses in connection with an authorized meeting,
conference, or activity shall not exceed the maximum group rate published by the authorized
meeting, conference, or activity, provided that the lodging at the group rate is available to the
Director at the time of booking. Directors shall use government or group rates offered by
providers of lodging services when available.

Lodging for the night prior to or after the authorized meeting, conference, or activity will be
reimbursable only when the starting or ending time for the event makes it impractical to travel
to or from the Director’s residence on the same date as the activity.
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Sec. 5.13.3 Maeals

Reimbursement will be provided for meals while a Director is attending authorized meetings,
conferences, or activities and shall not exceed $125 per day, including tips and beverages. No
reimbursement will be allowed for alcoholic beverages.

Sec. 5.13.4 Incidental Expenses

Incidental expenses for items actually and reasonably incurred in connection with attendance
at authorized meetings, conferences, or activities, including reasonable tips for luggage
handling, telephone and facsimile charges, parking and similar expenses, will be reimbursed.

a) Directors will be reimbursed for actual telephone and fax expenses incurred for district
business. Telephone bills should identify which calls were made for district business.

b) Long-term parking should be used for travel exceeding 24 hours.

¢) No reimbursement shall be allowed for transportation, lodging, meals, or incidental
expenses of family members or guests of a Director traveling with the Director to an
authorized meeting, conference, or activity.

d) No reimbursement shall be allowed for personal expenses such as entertainment, barbering,
personal grooming, or the personal portion of any trip.

SEC. 5.14 MISCELLANEOUS EXPENSES OF OFFICE

Expenses for items actually and reasonably incurred in connection with carrying out the duties of
a Director will be reimbursed. These miscellaneous expenses include office supplies, phone/fax
and internet access charges. The District will provide a standard laptop computer to Directors for
use in carrying out business and duties related to the District.

SEC.5.15 REPORTS TO GOVERNING BOARD

At the regular meeting of the Board following any authorized meeting, conference, or activity for
which per diem compensation or reimbursement is requested, the Director attending the authorized
meeting, conference, or activity shall give a brief report of the authorized meeting, conference, or
activity. If more than one Director of the District attended, a joint report may be made. Reports
may be written or oral, but in the event a written report is submitted, the Director shall give a brief
oral summary of the report at the Board meeting following the authorized meeting, conference, or
activity.
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SEC.5.16 PENALTIES FOR VIOLATION OF
REIMBURSEMENT POLICIES

A Director who falsifies an expense report, or claims reimbursement in violation of the expense
reimbursement policy, will be subject to one or more of the following penalties:

a) The loss of reimbursement privileges;
b) Restitution to the District;
c) Civil penalties for misuse of public resources pursuant to Government Code section 8314; or

d) Prosecution for misuse of public resources pursuant to Penal Code section 424.

SEC.5.17 EXHIBITS

Mobile Computer Devices Agreement
Authorized Meetings, Conferences, and Activities
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ARTICLE 6. DISTRICT STAFF

SEC. 6.1 GENERAL MANAGER

The General Manager implements and carries out the policies of the Board. The General
Manager shall be the chief administrative officer responsible directly to the Board. The
General Manager plans, directs, coordinates, and administers the activities of the District,
including the design and construction of all works and field operations and does related
work as required.

The General Manager is the designated District representative for labor negotiations.

The General Manager shall give full time to the duties of his or her office; shall have charge
of and supervise the administration and all operations of the district; shall plan and carry
out all construction work necessary or proper to carry out the purposes of the district when
authorized by the Board; shall make such recommendations to the Board concerning the
affairs of the District as the General Manager may deem advisable; shall prepare and submit
to the Board an annual budget estimate, monthly agenda, and such other reports as may be
required by that body; and shall perform such other duties as may from time to time be
required by the Board and as required by law.

In the absence of the General Manager, the General Manager’s designee shall assume the
duties and responsibilities of the General Manager during such absence.

SEC. 6.2 DIRECTOR OF DISTRIBUTION SYSTEM

Under general direction of the General Manager , the Director of Distribution System plans,
organizes, manages, integrates and directs the operations, maintenance, repair, construction
and installation of District potable water distribution facilities; ensures potable water
delivered to customers meets water quality standards established by state and federal law
and regulations; oversees and directs maintenance and repair of District buildings,
facilities, grounds and fleet; provides expert advice to management and the Board of
Directors on distribution strategies and processes, local and regional water quality issues
and regulatory compliance; and performs related duties as assigned.

SEC. 6.3 DIRECTOR OF WATER TREATMENT
PLANT

Under general direction of the General Manager, the Director of Water Treatment Plant
plans, organizes, manages, integrates and directs the operations, maintenance and repair of
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District water treatment facilities for the storage and treatment of potable water; ensures
water quality meets standards established by state and federal regulations; oversees
operations of the District’s certified water quality laboratory in compliance with provisions
of state law, regulations and accreditation standards; provides expert advice to management
and the Board of Directors on water treatment strategies and processes, local and regional
water quality issues and regulatory compliance; and performs related duties as assigned.

SEC. 6.4 DIRECTOR OF ADMINISTRATIVE SERVICES

Under general direction of the General Manager, the Director of Administrative Services
plans, organizes, manages, integrates and directs operations, programs and activities of the
Administrative Services Department including finance, risk management, information
technology, and customer service; manages development and administration of the
District's annual operating and capital budgets; performs complex and difficult financial
and accounting analyses and reporting; coordinates assigned activities with other
departments and outside agencies; provides highly responsible and complex administrative
support to the General Manager; provides expert advice to management and the Board of
Directors in areas of responsibility; and performs related duties as assigned.

SEC. 6.5 DIRECTOR OF ENGINEERING SERVICES

Under general direction of the General Manager, the Director of Engineering Services
plans, organizes, manages, integrates and directs the operations and activities of the
Engineering Services department; serves as the District’s Chief Engineer and directs
development and implementation of the District’s Capital Improvement Program (“CIP”)
and master plans; leads and coordinates the design and construction of District facilities
and improvements and major maintenance projects performed by or with District staff
and/or consultants and contractors; leads and oversees water resource planning and local
water management and coordination activities; manages and directs developer plan check
services; provides expert advice to management and the Board of Directors in areas of
responsibility; and performs related duties as assigned.

SEC. 6.6 INDEPENDENT PROFESSIONAL SERVICES

The Board may retain attorneys, independent certified public accountants, and such other
professionals, as it may deem appropriate.

SEC. 6.6.1 GENERAL COUNSEL

General Counsel shall be appointed by the Board and shall be directly responsible to
the Board. General Counsel shall provide legal services and advice as requested by the
Board and shall assist the General Manager, the Director of Engineering, or other
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district staff on negotiating and drafting District agreements, managing claims and
lawsuits on behalf of the District, and defending the District in court actions, and in
handling various issues and legal issues which may arise in the administration of
General Counsel’s respective duties.

SEC. 6.6.2 AUDITOR

An independent certified public accountant or accounting firm shall be engaged by the
Board to prepare a yearly audit of the financial records of the District, to prepare
reports required by the State Controller, and to assure that the books and records are
in accordance with generally accepted accounting practices and the laws of the State
of California.
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ARTICLE 7. CONFLICT OF INTEREST (Rev. 09/19/24;
Resolution No. 24-11)

SEC. 7.1 DISTRICT CODE

The District has adopted a CONFLICT OF INTEREST CODE, which shall be deemed to be
part of this Administrative Code as though fully set forth herein.

SEC. 7.2 COMPLIANCE WITH CODE

All designated employees and Board Members as defined in said Conflict of Interest Code, shall
comply with the disclosure and disqualification provisions set forth in the code.
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ARTICLE 8. EMPLOYMENT POLICIES

SEC. 8.1 INTRODUCTORY POLICY

Sec. 8.1.1 Introduction

This article of the Administrative Code is meant to serve as a general guide to employment
policies and practices of the Santa Fe Irrigation District (“District™). This article, hereinafter
referred to as the Employee Handbook (or “Handbook™) describes some basic terms and
conditions of employment with the District.

Employees are expected to read this Handbook carefully and to know and understand its
contents. The District reserves the right to make changes to this Handbook. Employees are
responsible for knowing about and understanding those changes once they have been
disseminated. The District also reserves the right to interpret the provisions of this Handbook.
For this reason, employees should check with the Human Resources Department to obtain
information regarding specific employment guidelines, practices, policies or procedures.

Employees should not interpret anything in this Handbook as creating a contract or guarantee
of continued employment. In addition, this Handbook is not intended to cover all possible
situations that may arise in your employment relationship with the District.

This Handbook is the property of the District, and it is intended for personal use and reference
by employees of the District.

Every employee is responsible for completing the following within two weeks of receiving
this Handbook: reading and signing the Handbook Acknowledgment Form and returning it to
the Human Resources Department. This Acknowledgment Form contains important points
for employees and provides the District with a record that each employee has received this
Handbook

Sec. 8.1.2 Policy Changes

While we have attempted to be as comprehensive as possible in preparing this article, it is
inevitable that new policies and benefits will need to be written from time to time and that old
policies and benefits will need to be revised. Subject to provisions stated in the Rules
Governing Employer-Employee Relations, the District reserves the right to revise, modify,
delete, or add to any and all policies, procedures, work rules, or benefits stated in this article
or in any other document. However, any such changes must be in writing and must be
approved by the Board of Directors.
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Any written changes to this article will be distributed to all employees so that employees will
be aware of the new policies or practices. No oral statements or representations can in any
way change or alter the provisions of this article.

Sec. 8.1.3 Entire Agreement

This Handbook contains the employment policies and practices of the District in effect at the
time of publication. All previously issued handbooks and any inconsistent policy statements
or memoranda are superseded. This Handbook is also intended to be in conformity with all
applicable employment and wage-related laws and should be interpreted as such. The District
reserves the right to revise, modify, delete, or add to any and all policies, procedures, work
rules, or benefits stated in this Handbook or in any other document. The District shall meet
and confer in good faith with the SFID Employees Association to the extent that any such
modifications concern the wages, hours and other terms and conditions of employment. Any
written changes to this Handbook will be distributed to all employees so that employees will
be aware of the new policies or procedures.

Nothing in this Employee Handbook or in any other personnel document, including benefit
plan descriptions, creates or is intended to create a promise or representation of continued
employment for any employee.

Sec. 8.1.4 Equal Employment Opportunity/ ADA

The District is an equal opportunity employer and makes employment decisions on the basis
of merit. The District wants the best available person for each job. District policy prohibits
unlawful discrimination on the basis of race (including but not limited to, hair texture and
protective hairstyles such as braids, locks, and twists), color, religious creed (including
religious dress and religious grooming practices), national origin, ancestry, citizenship status,
age (40 years and older), sex (including pregnancy, perceived pregnancy, childbirth,
breastfeeding, or related medical conditions), gender, gender identity and expression
(including transgender identity and expression), because an individual has transitioned (to live
as the gender with which they identify), is transitioning (or is perceived to be transitioning),
sexual orientation, sex stereotyping, marital status, domestic partner status, military service
and veteran status, physical and/or mental disability (including HIV and AIDS), legally
protected medical condition or information (including genetic information,) protected medical
leaves (requesting or approved), status as a victim of domestic violence, sexual assault or
stalking, enrollment in a public assistance program, or any other basis protected by local, state
or federal laws. Any such discrimination is unlawful, and all persons involved in the operations
of the District are prohibited from engaging in this type of conduct. Please contact the Human
Resources Administrator if you have any questions or concerns.

The District’s management team is dedicated to this policy with respect to recruitment, hiring,
placement, promotion, transfer, training, compensation, benefits, employee activities, access
to facilities and programs and general treatment during employment.
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The District prohibits unlawful harassment, discrimination, and retaliation based on:

1. Any combination of the above characteristics;
A perception that the person has any of the above characteristics or any combination of
those characteristics;

3. A perception that the person is associated with a person who has, or is perceived to have,
any of those characteristics of any combination of the above characteristics.

Any employees with questions or concerns about equal employment opportunities in the
workplace are encouraged to bring these issues to the attention of the Human Resources
Administrator. To ensure our workplace is free of artificial barriers, violation of this policy
including any improper retaliatory conduct will lead to discipline, up to and including
discharge. All employees must cooperate with all investigations conducted pursuant to this
policy.

The District utilizes the same complaint procedures for complaints of discrimination as it does
for complaints of harassment. Please see the separate policy prohibiting employee harassment.
California law, and the District, also prohibit retaliation against any employee for making a
good faith complaint of discrimination or for cooperating, assisting, testifying, or participating
in any of the discrimination complaint procedures in the separate policy prohibiting employee
harassment.

Sec. 8.1.5 Reasonable Accommodation/ADA Policy

To carry out the District’s commitment to providing equal opportunity for all applicants and
employees, the District will provide reasonable accommodations, including as required under
applicable laws, in accordance with this policy.

Reasonable Accommodations Related to Disability and Religion: The District will provide
reasonable accommodations for applicants and employees with disabilities in accordance with
the Americans with Disabilities Act (the “ADA”) and California law, and for applicants and
employees based on their sincerely held religious beliefs, practices, or observance under state
and federal law. Employees seeking such accommodations should promptly notify the
District’s Human Resources Department.

Reasonable Accommodations Relating to Pregnancy: The District will provide reasonable
accommodations to employees who are affected by a pregnancy, childbirth, or related medical
conditions, as medically advisable. Such accommodations may consist of:

e Modified work duties or a modified schedule to permit earlier or later hours or more
frequent breaks; stools, chairs, or other furniture; modified or acquired equipment or
devices; reduced work hours; or other accommodations,

e Temporary transfers to a less strenuous or less hazardous position, if such transfer can be
reasonably accommodated, or
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e A “Pregnancy-Related Disability Leave” if the employee is disabled by pregnancy, as
described in the District’s leave of absence policy.

Employees seeking pregnancy-related accommodation, including transfer under this policy,
should notify the District’s Human Resources Department. This notice must be timely and be
provided by employees in advance when the need for reasonable accommodation is
foreseeable; in all other circumstances, notice must be provided as soon as practicable. Failure
to give advance notice when the need is foreseeable may delay the reasonable accommodation
or transfer until 30 days after the date the employee provides notice (unless such delay would
endanger the health of the employee, her pregnancy or her coworkers).

Reasonable Accommodations for Victims of Domestic Violence, Stalking, or Sexual Assault:
The District will also provide reasonable accommodations for an employee who is the victim
of domestic violence, stalking or sexual assault if: (i) the employee has disclosed that status to
the District, and (ii) the employee requests an accommodation for the employee’s safety while
at work.

In such circumstances, the District will engage, in good faith, in a timely and interactive
process with the employee to determine effective reasonable accommodation. In this process,
the employee may be asked to provide: (i) a written statement, signed by the employee or
someone acting on the employee’s behalf, certifying that the accommodation is for the
purposes stated above, and (ii) a certification confirming the employee’s status as a victim of
domestic violence, sexual assault or stalking. Six months after the date of each previous
certification, the District may request a recertification of such status. The District will maintain
any such certification as confidential if it identifies the employee as a victim of domestic
violence, sexual assault or stalking, disclosing such information only as required by law, or as
needed to protect the employee’s workplace safety, and with prior notice of such disclosure to
the employee.

Retaliation and Discrimination Prohibited: The District prohibits discrimination, discharge,
retaliation, or any other unlawful acts against an individual because such person requests or
receives an accommodation under this (or another applicable) policy, or because such
individual engaged in any other conduct protected by the law. Additionally, as addressed in
the District’s separate policy on harassment, discrimination and retaliation, the District
prohibits unlawful harassment, discrimination, or retaliation against any employee on the
basis of an individual’s disability, religion, religious creed, sex (including pregnancy,
childbirth and related medical conditions), status as a victim of domestic violence, sexual
assault or stalking, or any other status as protected by law.

Sec. 8.1.6 Lactation Policy

The District provides accommodations to lactating employees who need to express breastmilk
during work hours in accordance with applicable law. The District will provide a room or
other location (not a bathroom) for employees to express breastmilk in private. The District
will ensure that the lactation room or location will:
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e Be in close proximity to the employee’s work area, shielded from view, and free from
intrusion while the employee is expressing milk;

Be clean, safe and free of hazardous materials;

Contain a surface to place a breast pump and other personal items;

Contain a place to sit; and

Have access to electricity or alternative devices, including, but not limited to, extension
cords or charging stations, needed to operate an electric or battery powered breast pump.

In addition, the District will provide access to a sink with running water and a refrigerator
suitable for storing milk (or other cooling device suitable for storing milk) in close proximity
to an employee’s workspace. In the event that more than one employee needs use of the
lactation room, the District will discuss alternative options with the employees to determine
what arrangement addresses their needs, such as finding an alternative space or creating a
schedule for such use.

The District shall also provide a reasonable amount of break time for an employee to express
any breast milk each time that she needs to do so. The break time, if possible, should run
concurrently with any break time already provided to the employee. Break time for a
nonexempt employee that does not run concurrently with rest time already authorized for the
employee is unpaid. However, if the employee performs any work during such a break, she
must accurately record all time worked and the District will compensate her for such time.

Employees who are nursing have a right to request lactation accommodation. Such requests
may be made verbally or in writing, should indicate the need for accommodation in order to
express breastmilk at work, and should be directed to the District’s Human Resources
Department. The District shall respond to such requests in a reasonable manner, not exceeding
five business days. If the District cannot provide break time, location, or other reasonable
accommodations in accordance with this policy, it will inform the requesting employee in
writing. Because lactation accommodation needs may change over time, employees may
request changes to existing accommodations by a written request to the District’s Human
Resources Department that describes the nature of the change that is requested.

The District prohibits any form of retaliation or discrimination against an employee for
exercising or attempting to exercise any rights provided under the above policies. Any such
conduct or violations of the above-referenced policies should be reported to the Human
Resources Department. Employees also have the right to file a complaint with the California
Labor Commissioner for violation of a lactation accommodation right described in the policy
above.
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SEC. 8.2 EMPLOYMENT

Sec. 8.2.1 Employment Status Definitions
Sec. 8.2.1.1 Probationary Employees

During the first six months of employment a new employee must successfully complete an
initial employment period. During this initial employment period, the employee serves at
the pleasure of the District and may be discharged or suspended for any reason or cause.
Regular Employees who are promoted to or transfer to a new position will also be required
to serve a six-month probationary period.

If the employee fails to satisfactorily complete the probationary period in the promotional
position, the employee may be entitled to return to the position held prior to promotion at
the pay range held prior to promotion, if there is a vacancy in the prior position and if the
performance deficiency in the new position was not subject to discipline. If the prior
position has been filled with a probationary employee, the probationary employee shall be
"bumped" and the employee who failed probation in the promotional position shall be
entitled to return to the position held prior to promotion. The District may use its discretion
to find another position within the District or separate the "bumped" employee from the
District.

If there is no vacancy in the position held prior to promotion, and the employee would
otherwise be eligible, the employee may be assigned to a vacant position which is nearest
the employee's classification and pay range prior to the promotion. In no event shall the
employee be assigned to a vacant position which is in a higher classification or pay range
than the position held by the employee prior to the promotion.

An employee who does not satisfactorily complete the probationary period in a
promotional position is not entitled to notice or a hearing.

Sec. 8.2.1.2  Part-Time and Limited-Term Employee

During this employment, the employee serves at the pleasure of the District and may be
discharged or suspended for any reason or cause. The Part-Time Employee receives no
benefits other than required by the State of California unless approved by the General
Manager. If Holidays, Vacation, Personal Leave and/or Sick Leave are given, such leave
time will be pro-rated based upon the employee’s hours worked. Any additional leave that
a part-time employee may be entitled to, as included in the leave section of this handbook,
shall be provided on a pro-rated basis.
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Sec. 8.2.1.3  Regular Employee

Employee who has successfully completed the initial employment period and has received
a satisfactory performance review by their supervisor. A regular employee shall be subject
to disciplinary action under the procedures set forth in these rules.

Sec. 8.2.1.4  General Manager

The General Manager is employed at the mutual consent of the General Manager and the
District. Consequently, either the General Manager or the District may terminate the
employment relationship at any time, with or without cause.

Sec. 8.2.1.5 Exempt Employee

Employee whose position meets specific tests established by the Fair Labor Standards Act
(FLSA) and 1s exempt from overtime pay requirements.

Sec. 8.2.1.6 Non-Exempt Employee

Employee whose position is paid on an hourly basis and is paid a multiple of one and one-
half times their hourly wage for overtime.

Sec. 8.2.2 Rules Governing Employer-Employee Relations

The purpose of this section is to implement the Meyers-Milias-Brown Act (Chapter 10,
Division 4, Title 1 of the Government Code of the State of California, commencing with
Section 3500), by providing orderly procedures for the administration of employer-employee
relations between the District and employee organizations.

Sec. 8.2.2.1 Right of Employees to Join Recognized Employee Organizations

Employees shall have the right to form, join, and participate in the activities of the
recognized employee organization for the purpose of representation on all matters of
employer-employee relations. Due to the small size of the District and to more efficiently
facilitate employer- employee relations, the District shall recognize an organization
representing a majority of all non-Director employees. Director employees may only be
included in an organization consisting solely of Director employees. Director employees
are defined as employees having responsibility for formulating, administering, or
managing the implementation of District policies and programs. Director employees may
not represent or bargain on behalf of the employee organization representing non-
management employees.
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Sec. 8.2.2.2  Right of Employees to Abstain from Joining Employee Organization

Employees shall have the right to refuse to join or to refuse to participate in the activities
of the recognized employee organization.

If there is no recognized employee organization or if there are employees who are
unrepresented, the District may establish an employee committee representing each of the
following groups:

a) Non-management filtration plant employees;
b) Non-management distribution employees;

c) Non-management office employees;

d) Management/confidential employees

Sec. 8.2.2.3  Discrimination Prohibited

Employees shall not be discriminated against, interfered with, intimidated, restrained, or
coerced (by either the District or the recognized employee organization) because: they
form, join, and participate in the activities of the recognized employee organization; they
refuse to join or refuse to participate in the activities of the recognized employee
organization.

Sec. 8.2.2.4  Recognition Requirements

An employee organization that seeks formal acknowledgment by the Board of Directors as

the recognized employee organization which represents a majority of the employees of the

District must be currently designated in writing as their representative, and shall file with

the General Manager a petition, signed under penalty of perjury by a duly authorized officer

of the Organization. Such petition shall contain the following information and
documentation:

a) Name and address of the employee organization.

b) Names and titles of its officers.

c) Names of employee organization representatives who are authorized to represent its
members.

d) A statement whether the employee organization is a chapter or local of or affiliated
directly or indirectly in any manner with a regional, state, national, or international
organization, and, if so, the name and address of each such regional, state, national, or
international organization.

e) Copies of the employee organization's constitution and bylaws.

f) A designation of those persons, not exceeding three in number, and their addresses, to
whom notice sent by regular United States mail will be deemed sufficient notice to the
employee organization for any purpose.

g) A statement that the employee organization has no restriction on membership based on
race, color, creed, sex, national origin, marital status, or age.

h) The names of all District employees currently represented by the employee
organization.
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1) A statement that the employee organization has in its possession written proof, dated
within three months of the date upon which the petition is filed, to establish that a
majority of the District's employees have designated the employee organization in
writing to represent them in their employment relations with the District.

J) A request that the Board of Directors formally acknowledges the petitioner as the
recognized employee organization, which represents a majority of the employees of the
District.

Sec. 8.2.2.5 Processing of Recognition Petition

Within a reasonable time after receipt of the petition, the General Manager shall determine
whether:

a) The petition fully complies with the requirements of these rules.

b) The petitioner represents the majority of the employees of the District, as listed in the
petition.

c) The petitioner qualifies as a recognized employee organization.

In doing so, the General Manager may require the employee organization to submit such
written proof as the employee organization has that it has been designated by the majority
of the District's employees, as listed, to represent them, including all written authorizations
signed by employees designating the employee organization to represent them.

Submit the petition to the Board of Directors with a report as to the Manager's
determinations and his/her recommendations with regard to formal acknowledgment.

Sec. 8.2.2.6  Determination by Board of Directors

Within a reasonable time after receipt of the report and recommendations of the General
Manager, the Board of Directors shall determine if the petitioner qualifies as the recognized
employee organization representing the majority of the employees of the District. The
Board of Directors may direct the General Manager to make further determinations to assist
the Board of Directors in making its decision. The Board of Directors shall formally
acknowledge that the petitioner is the recognized employee organization if the petitioner
qualifies as such under these rules.

Sec. 8.2.2.7  Current Information

The information contained in the petition shall be kept current by the recognized employee
organization. The General Manager may, from time to time, require verification by the
recognized employee organization of any information contained in the petition (and current
supplements thereto), including submission of such written proof as the recognized
employee organization has it has been designated by a majority of the employees, as listed,
to represent them.
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Sec. 8.2.2.8  Representation of Members

Subject to these rules, as they may be from time to time amended, a recognized employee
organization shall have the right to represent District employees who are members of said
organization in such employees' employment relations with the District.

Sec. 8.2.2.9  Scope of Representation

The scope of representation may include all matters concerning employment conditions
and employer-employee relations, including, but not limited to; wages, hours, and other
terms and conditions of employment; except, however, that the scope of representation
shall not include consideration of the merits, necessity, or organization, or any service, or
activity provided by law or established by the District.

Sec. 8.2.2.10 District Representatives

The General Manager has been appointed as the District's Employee Relations Officer to
meet and confer with the representatives of the recognized employee organization. The
Board of Directors may appoint one or more other representatives, including the Executive
Committee of the Board of Directors or one or more other members of the Board, to assist
the Employee Relations Officer or to act as the Employee Relations Officer in place of the
General Manager on specific matters.

Sec. 8.2.2.11 Conferences

The Employee Relations Officer or his/her designee shall, upon written request, meet and
confer in good faith regarding wages, hours and other terms and conditions of employment
with the representatives of the recognized employee organization and shall consider fully
such presentations as are made on behalf of employees who are members of the recognized
employee organization. Meetings and conferences shall be held within a reasonable time
after receipt of the written request, which shall set forth the matters desired to be presented.
The Employee Relations Officers may utilize consultants, Board members, and other staff
of the District to assist them and attend conferences with them.

"Meet and confer in good faith" means that the Employee Relations Officer and
representatives of the recognized employee organization, or individual employees, shall
have the mutual obligation personally to meet and confer promptly upon written request
by either party and to continue for a reasonable period of time in order to exchange freely
information, opinions, and proposals, and to endeavor to reach agreement on matters within
the scope of representation prior to adoption by the District of its final budget for the
ensuing fiscal year.
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Sec. 8.2.2.12 Mediation

Pursuant to Government Code 3505.2, if after a reasonable period of time, representatives
of the public agency and the recognized employee organization fail to reach agreement, the
public agency and the recognized employee organization or recognized employee
organizations together may agree upon the appointment of a mediator mutually agreeable
to the parties. Costs of mediation shall be divided one-half to the public agency and one-
half to the recognized employee organization or recognized employee organizations.

Sec. 8.2.2.13 Memorandum of Understanding

If agreement is reached by the Employee Relations Officer and a recognized employee
organization, they shall jointly prepare a written memorandum of such understanding,
signed by the Employee Relations Officer and the representative of the recognized
employee organization, which shall not be binding, and present it to the Board of Directors
for determination.

Sec. 8.2.2.14 Closed Sessions

Pursuant to Section 54957.6 of the Government Code, the Board of Directors may hold
closed sessions with the Employee Relations Officer and other staff members who are
assisting them prior to and during confrontations and discussions with representatives of
the recognized employee organization and unrepresented employees regarding the salaries,
salary schedule, or compensation paid in the form of fringe benefits of employees, in order
to review the Board's position and to instruct the Employee Relations Officer.

Sec. 8.2.2.15 Reasonable Time Off to Meet and Confer

The recognized employee organization may select the smaller of three employee members
or 10% of the employee members of the organized employees, but not less than one person,
to attend scheduled meetings with the Employee Relations Officer on subjects within the
scope of representation during regular work hours without loss of compensation. The
recognized employee organization shall submit the names of the employee representatives
to the General Manager at least five working days in advance of such meetings. Any such
meeting is subject to scheduling by the General Manager in a manner consistent with
operating needs and work schedules of the District.

Sec. 8.2.2.16 Advance Notice

Reasonable written notice shall be given to the recognized employee organization affected
by any rules, resolution, or regulation directly relating to matters within the scope of
representation proposed to be adopted by the Board of Directors. The recognized employee
organization shall be given the opportunity to meet and confer with the Employee Relations
Officer regarding the proposed rules, resolution, or regulation prior to adoption. In cases
of emergency when the Board of Directors determines that a rule, resolution, or regulation
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must be adopted immediately without prior notice or meeting with the recognized
employee organization, the Board of Directors shall provide such notice and opportunity
to meet at the earliest possible time following the adoption of such rule, resolution, or
regulation.

Sec. 8.2.2.17 Use of Bulletin Boards

The District will furnish, for the exclusive use of the recognized employee organization,

adequate bulletin board space at reasonable locations. The board shall be used for the

following subjects:

a) Information on the recognized employee organization's elections, reports, and notices.

b) Reports of official business of the recognized employee organization, including reports
of committees or the governing board thereof.

¢) Scheduled recognized organization membership benefits, programs, and promotions.

d) Recognized employee organization membership benefits, programs, and promotions.

e) Any other written material pertaining to the official business of the recognized
employee organization.

Sec. 8.2.2.18 Activities on District's Premises

Membership meetings, organizing activities, membership campaigns, or dues collecting by
the recognized employee organization or its representatives on District premises or at work
locations during business hours shall not be permitted. Representatives of the recognized
employee organization shall be granted reasonable access to employee work locations to
investigate matters relating to employer-employee relations only if such investigation
cannot be conducted elsewhere, unless such access to given work locations would
constitute a safety hazard or would interfere with operations of the District. Access to work
locations may be regulated by the General Manager so as not to constitute a safety hazard
or to interfere with the operations of the District. Representatives of the recognized
employee organization shall not enter a work location without the consent of the General
Manager or his/her designee in his/her absence.

Sec. 8.2.2.19 Collection of Association Dues

The District may allow the collection of association dues for recognized employee
organizations.

Sec. 8.2.2.20 Availability of Data

The District shall make available to the recognized employee organization such non-
confidential information pertaining to employment relations as is contained in the public
records of the District, subject to the limitations of the California Public Records Act
(Government Code sections 6250, et seq.) A request for such information shall be made
to the General Manager, and such information shall be made available during regular office
hours after payment of reasonable costs of duplication, if duplication is requested. Nothing
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herein shall be construed as requiring the District to furnish confidential information or to
do research, to assemble information, or to compile data.

Sec. 8.2.2.21 Amendments

The Board of Directors may amend these rules by changes, additions, or deletions. Except
in emergencies, such amendments shall be adopted after consultation in good faith with
representatives of the recognized employee organizations.

Sec. 8.2.2.22 Job Classifications, Certification Requirements, and Job Descriptions

If the District wishes to revise or alter current Association classifications or job
descriptions, the District shall propose such changes to the Association by providing
written notice to the Association Representatives. Such notice shall contain the specific
changes the District is proposing and the reason for the proposed change.

The parties agree to meet and confer, if necessary, as required under the MMBA. If the
Association wishes to meet and confer over the District’s proposed changes, it shall notify
the District within 14 business days after receiving the written notice from the District.

Sec. 8.2.2.23 Quarterly Labor Management Meetings

Management and Representatives from SFIDEA agree to meet on a quarterly basis to
effectively share concerns and resolve issues. These meetings are not intended to be or to
replace formal labor negotiations and are not subject to the rules and procedures of
collective bargaining. These meetings are also not intended to replace steps in the
grievance procedures, but issues related to grievances may be discussed, either before or
after a grievance is filed, with the intention of resolving them, if possible.

At least two days before the scheduled Labor-Management Meeting, each party will
provide the other party a written list of topics they wish to discuss. The discussions will
be informal, collegial, and non-adversarial, undertaken to promote shared understanding
and cooperation. The parties agree that it is important to make the best and most efficient
use of the available time.

Sec. 8.2.3 Standby Duty Response Time

All personnel that are subject to call for emergencies or standby duty shall respond without
delay and within sixty (60) minutes or less. Response time is measured from the time the
employee receives the call to the time the employee arrives at the incident site.

The purpose of this policy is to ensure an acceptable response time to customer requests for
assistance during non-working hours or for response to emergency repairs to District systems
during non-working hours.
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Sec. 8.2.4 Personnel Records

An employee has the right to review certain documents in their Personnel file, as provided by
law. All employees must submit their requests to review these files to Human Resources. The
review of Personnel files will take place in the presence of a Human Resources representative
at a time that is mutually convenient. The District does not allow the duplication of any
documents in an employee file except for those which have the employee’s signature on it. An
employee may, however, add their interpretation of any disputed item to the file.

The information in an employee’s Personnel file is permanent and confidential and must be
kept up-to-date. Employees should inform Human Resources immediately whenever there
are changes in personal data such as address, telephone number, marital status, number of
dependents, and person(s) to notify in case of emergency.

The District will try to restrict the release of any Personnel information to outside sources;
however, where legally required, the District will cooperate with authorized local, state, or
federal agencies that request information. All outside agencies must submit their request for
confidential Personnel information to Human Resources.

Sec. 8.2.5 Employee References

Human Resources or a designee will respond to all requests for employee references. No other
supervisor or employee is authorized to release references for current or former employees.

The District’s policy as to references for employees who have left the District is to disclose
only the dates of employment and the title of the last position held. If an employee authorizes
disclosure in writing, the District will also provide a prospective employer with information
on the amount of salary or wage they last earned.

Sec. 8.2.6 Conflict of Interest

All employees are expected to work for the best interests of the District at all times. Every
employee has an obligation to avoid any activity, agreement, business investment or interest,
or other situation which could be construed as a conflict with the District’s best interests or as
an interference with the employee’s duty to serve the District to the best of the employee’s
ability.

Employees are not specifically prohibited from holding outside employment while being
employed with the District, although such dual employment is discouraged. Employees should
be guided by the following principles in this matter: such employment must not be with an
organization that could constitute a potential conflict of interest. Any outside employment
responsibilities should be disclosed to and discussed in advance with the General Manager.
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Sec. 8.2.7 Reduction in Work Force

Notwithstanding any other provision of these rules, nothing provided herein shall prohibit the
District from discharging, suspending, or transferring an employee upon a determination by
the District that the needs of the District do not require continuance of the employee’s position.
Thirty working days before the effective day of any layoff, the General Manager shall notify
the employee and the recognized employee organization of the intended action and reasons
therefore and a statement certifying whether or not the services of the employee have been
satisfactory. If certified as having given satisfactory service, the name of the employee laid
off shall be placed on a reemployment list which shall be maintained for two years and they,
if fully qualified, shall be given priority recognition for return to employment should a suitable
opening become available during that period. If an employee is laid off after five years
satisfactory employment and they are reemployed within two years of termination in the
classification the employee formerly was assigned, they shall be reemployed as a regular
employee rather than as a probationary employee. Any such employee rehired shall be eligible
to use previous service in retaining leave accrual and other benefits.

Employees will be laid off in the inverse order of their seniority in their classification in the
department (Administration, Distribution, Engineering, and Treatment Plant). Seniority is
determined based upon date of hire in the classification and higher classification in the
department. A lay-off out of the inverse order of seniority may be made, in the District's
judgment, in conjunction with the consideration of job performance and if retention of special
job skills is required. Within each class, employees will be laid off in the following order,
unless special skills are required: part-time, probationary, regular.

In cases where there are two or more employees in the classification in the department from
which the layoff is made who have the same seniority date, such employees will be laid off on
the basis of the last evaluation rating in the class, providing such rating has been on file at least
thirty (30) days and no more than twelve (12) months prior to lay off, as follows:

First all employees having ratings of: "some deficiencies evident"; Second, all employees
having ratings of "satisfactory"; Third, all employees having ratings of "exceptional."

Sec. 8.2.8 Employment Separation

Upon separation from employment with the District, the employee must immediately turn in
all District-owned property to Human Resources. Employees are thereafter continually bound
to maintain the confidentiality of any proprietary information obtained during the course of the
employee’s employment with the District.

Sec. 8.2.9 Rehiring

An employee who is rehired following a break in service of more than one year, other than an
approved leave of absence, may be required to complete a probationary period of no less than

Article 8. Employment Policies
Page 44



six months. The District will consider any employee returning to service after more than one
year a new employee as of the date they are rehired for the purpose of all benefits.

Sec. 8.2.10 Emergency Policy

When an emergency is declared by the General Manager and the Emergency Operations Center
(EOC) is activated, employees will be subject to disaster service activities as may be assigned
to them by their superiors or by law, per government code. Employees are required to check
in daily with their supervisor to ascertain their assignment, based on the needs of the EOC. Per
the Emergency Response Plan, employees will remain on standby during an emergency.
District personnel not assigned to the EOC will observe normal working hours and locations
unless otherwise directed by their supervisor or per the Emergency Response Plan. If an
employee that has previously signed the Loyalty Oath, reports to the EOC or checks in with
their supervisor, they will be paid, regardless of whether their services are needed, or they are
sent home or instructed to stay home. If an employee elects not to call or come in, then they
must use their own vacation or sick time, in order to be compensated. If an employee that has
previously signed the Loyalty Oath, is physically blocked from reporting to the EOC or the
District by a road closure, they will be paid.

SEC. 8.3 COMPENSATION

Sec. 8.3.1 Work Hours

Work hours shall be established to accommodate our customers, properly operate the business,
and otherwise meet the needs of the District. The District is normally open for business
between the hours of 7:30 a.m. and 5:00 p.m. Monday through Thursday, and 7:30 a.m. and
4:00 p.m. on open Fridays, except on holidays. The R.E. Badger Filtration Plant is normally
open for business between the hours of 6:30 a.m. and 4:00 p.m. Monday through Thursday,
and 6:30 a.m. and 3:00 p.m. on open Fridays, except on holidays. Some departments or work
groups may have scheduled work shifts that are different than District or Plant business hours.
Such scheduled work shifts are subject to approval by the General Manager. Employees
receive a thirty-minute unpaid lunch break and two ten-minute paid breaks.

The District expects all employees to be at their workstations at the start of their scheduled
shifts, ready to perform their work. An employee who is unable to report to work at the
scheduled time should notify their supervisor prior to, or within thirty minutes after the
beginning of their workday. Notification should include an explanation of the absence and its
anticipated duration. An employee must also advise the supervisor of any changed condition
in the duration of their absence.
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Sec. 8.3.2  Definition of Workweek
Sec. 8.3.2.1 District Employees

District employees work on a 9/80 schedule. The work period will be forty hours per week.
District employees will work eight days for nine (9) hours a day and one day for eight (8)
hours; for a total of eighty (80) hours in a two-week period. District employees will have
alternate Fridays off.

The workweek will begin four hours and one minute into each employee's workday on
Friday and end the following Friday four hours into the employee's workday. By beginning
and ending the work period four hours into the workday on Fridays, each seven-day work
period is limited to equal 40-hour blocks.

Sec. 8.3.2.2  Filtration Plant Operators

The workweek begins at 7:00am on Saturday and ends at 6:59am on the following
Saturday, except as otherwise designated for employees on a flexible schedule. Operators
rotate the following shifts:

a) Day shift: 7:00am to 3:00pm

b) Swing shift: 3:00pm to 11:00pm

¢) Midnight shift: 11:00pm to 7:00am

d) Weekend shift: 11:00pm Friday to 11:00pm Sunday

Sec. 8.3.3 Time Keeping Requirements

All employees must record their time worked on a standard Santa Fe Irrigation District time
sheet for payroll purposes. Each employee is responsible for the daily recording of all time
worked on this time sheet. The time sheets will be certified “true and correct” by the supervisor
directing the work, and by the payroll department. These time sheets need to be signed by the
employee and supervisor and may, from time to time, be audited by the General Manager or a
designee.

Sec. 8.3.4 Reporting to Work

The District expects employees to report to work on a reliable and punctual basis.
Absenteeism, early departures from work, and late arrivals burden fellow employees and the
District. If an employee cannot avoid being late to work or is unable to work as scheduled,
the employee must call their immediate supervisor as soon as possible.

Every time an employee is absent or late, or leaves early, the employee must provide their
Director employee with an honest reason or explanation. Employees must also inform their
Director employee of the expected duration of any absence. The District will comply with
applicable laws relating to time off from work, including paid sick leave, but it is the
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employee’s responsibility to provide sufficient information to enable the District to make a
determination. Employees must notify their Director employee of any change in status as soon
as possible.

Individuals with disabilities may be granted reasonable accommodation in complying with
these policies if undue hardship does not result to the District’s operations. However, regular
attendance and promptness are considered part of each employee’s essential job functions.

Sec. 8.3.5 Salary and Performance Review

It is the policy of the District to review salary and performance from time to time. In
determining whether an adjustment in salary is warranted, the District will evaluate the
employee’s performance, including proficiency and knowledge of their job, cooperation,
teamwork, initiative, and willingness to handle difficult assignments, work habits, attitudes,
attendance, and punctuality. In addition, the District will consider the length of service of the
employee, comparable salaries in the industry, cost of living changes, District performance,
and other relevant factors.

District employees will receive periodic evaluations on their work performance. An
employee’s initial evaluations will take place at the end of their six-month probationary period
and one year from their date of hire. All evaluations thereafter will normally occur on a yearly
basis. The frequency of these performance evaluations may vary depending upon the length
of service, job position, past performance, changes in job duties, or recurring performance
problems. On occasion, a supervisor may request an informal meeting with an employee to
determine their progress in reaching previously stated performance goals.

All evaluations are performed in a confidential manner between an employee and their
supervisor. A supervisor will clearly explain all aspects of the evaluation and answer any
questions or concerns an employee may have at that time. When completed, an employee will
sign the evaluation to acknowledge they have seen and understood its contents. A positive
evaluation does not guarantee a salary increase for an employee. Employees with salaries
above their position’s salary range maximum will be ineligible for merit increases until their
position’s salary range maximum moves above their salary. When applicable, merit increases
are given effective during the pay period following an employee’s review date.

Sec. 8.3.6 Payment of Wages

The District’s payroll is calculated according to bi-weekly pay periods. There will usually be
26 such pay periods each year. All employees will receive payment of wages on the
Wednesday that follows the end of each pay period. If the regular payday falls on a holiday,
payment will be made on the preceding workday. If a payday is to occur when an employee
is on vacation or another type of leave, payment will be held unless the employee picks it up
in person at the office or the employee authorizes the District in writing to make other
arrangements.
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Employees who are terminated will receive compensation for all outstanding wages and
accrued benefits.

Sec. 8.3.7 Overtime

Sec. 8.3.7.1  Prior Approval Required

Overtime-eligible employees are not permitted to work overtime except as the department
director authorizes or directs. No employee may work overtime without receiving the
approval of the appropriate supervisor prior to performing the work. Working overtime
without advanced approval may be grounds for discipline.

Sec. 8.3.7.2  “Overtime” Defined

Unless otherwise stated in a memorandum of understanding, “overtime” is all hours an
overtime-eligible employee actually works over 40 in their work week. Overtime is
compensated for at 1.5 times the Fair Labor Standards Act regular rate of pay. Only hours
worked shall be counted toward the 40-hour threshold for purposes of calculating FLSA
overtime pay. Hours worked shall include all paid leave. No overtime shall be recorded
or reported for less than 8 minutes of work.

The District provides compensation for all overtime hours worked by non-exempt
employees in accordance with state and federal laws as follows:

a) All hours that a non-exempt employee works in excess of forty (40) hours in one week
are considered overtime.

b) Compensation for hours in excess of forty (40) hours in one week will be paid at a rate
one and one-half times the employee’s regular straight time pay.

Sec. 8.3.7.3  Compensatory Time

In lieu of receiving overtime pay, an employee may elect to receive compensatory time off
on a time and one-half basis. No employee shall accrue more than eighty (80) hours of such
compensatory time. An employee may use such compensatory time within a reasonable
period after making the request, subject to supervisor approval. Unused compensatory time
may not be carried over to a subsequent calendar year. Any compensatory time balances
will be cashed out to the employee at his/her regular rate of pay on the payday that
concludes the final pay period of each calendar year and no compensatory time may be
accrued during that pay period.

Sec. 8.3.8 Standby Pay

Standby pay is compensated at 1.5 times an employee’s regular rate of pay. For each workday
of standby duty, an employee receives one (1) hour of standby pay. For each closed Friday,
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District-recognized holiday or weekend day of standby duty, an employee receives two (2)
hours of standby pay. Additionally, standby hours worked will be calculated at the standby
duty rate. Employees will receive a minimum of 2 hours pay for responding to emergency
callouts.

Sec. 8.3.9 Recovery Period

For safety reasons, all employees of the District are eligible for paid recovery time if subject
to night work. If an employee is required to work beyond their regular scheduled workday until
after 10:00 pm, or is called back to work after 10:00 pm, the employee may be allowed up to
nine (9) recovery hours off from the time of release from night work before reporting for their
next regular scheduled workday to ensure the employee gets enough rest to return to work
safely. These hours are only provided if needed and per the discretion of the employee’s
supervisor. If the recovery hours fall into the regular scheduled workday, the employee will be
paid, at their regular hourly rate, for those overlap hours and report for work at the end of the
recovery period to complete the regular scheduled workday. With permission of the supervisor,
the employee may use vacation, sick, personal, floating holiday, or compensatory time off for
any additional regular work hours beyond the recovery period. If the recovery period extends
past the end of the regular workday, no additional payments for recovery hours will be made.
If there are less than two hours remaining in the regular scheduled workday, the employee shall
return at their next regular workday and be paid for their regular workday that was missed to
satisfy the recovery period permitted by their supervisor.

Sec. 8.3.10 Holiday Pay

Hours worked on a holiday recognized by the District are compensated at two (2) times the
employee’s regular rate of pay. If an employee who is normally required to work on an
approved holiday because he/she works in a position that requires scheduled staffing without
regard to holidays, then the two times rate of pay will be reported to CalPERS in the following
manner: 9 hours as regular pay and 9 hours as holiday pay (special compensation), unless the
holiday falls on a Friday on which the employee is scheduled to work and then it will be 8
hours. The day of a holiday recognized by the District may be different than the day the holiday
is nationally observed. See Sec. 8.4.1 Holidays. In such a scenario, holiday pay will apply to
the day that is recognized by the District as the holiday.

Sec. 8.3.11 Shift Differential Pay

When Filtration Plant Operators work on the swing, midnight, and/or weekend shifts, they
receive a 5% shift differential for hours worked, to be calculated on base pay, including
longevity if applicable.

Sec. 8.3.12 Expense Reimbursement

The District will reimburse its employees for all authorized expenses incurred on behalf of the
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District. To be authorized, all attendance at meetings, conferences, and activities subject to
reimbursement of expenses must be approved in advance by the General Manager of the
District, or if that is impractical, by the employee’s supervisor. Expense claims should be
made on the approved form available from Accounting.

For authorized attendance, the following criteria are applicable to all employee expense
reimbursements:

Sec. 8.3.12.1 Travel/Transportation

a) Air travel is authorized whenever, due to distance or time constraints, air travel is more
economical than use of the Employee’s vehicle for transportation to and from
authorized meetings, conferences, and activities. Reimbursement for airfare shall not
exceed the most economical coach fare available for the required travel dates from the
airport nearest the Employee’s residence or place of business to the airport nearest the
destination.

b) Employees shall use the most economical means of transportation to and from the
airport and the location of the authorized meeting, conference, or activity whether by
rental car, taxi, or airport shuttle. Provided the most economical transportation is used,
Employees may be reimbursed the full cost actually incurred for car rental and fuel,
cab fare with tips, or airport shuttle with tips. Reimbursement for tips shall not exceed
15%.

c) Mileage reimbursement for use of the Employee’s vehicle for travel to authorized
meetings, conferences, or activities shall be reimbursed at the then current standard
mileage reimbursement rate specified by the IRS for business travel.

Sec. 8.3.12.2 Lodging

Lodging expenses actually and reasonably incurred by Employees in connection with
attending authorized meetings, conferences, or activities at least 50 miles outside the
District’s service area will be reimbursed. Lodging expenses in connection with an
authorized meeting, conference, or activity shall not exceed the maximum group rate
published by the authorized meeting, conference, or activity, provided the lodging at the
group rate is available to the Employee at the time of booking. Employees shall use
government or group rates offered by providers of lodging services when available.

Lodging for the night prior to or after the authorized meeting, conference, or activity will
be reimbursable only when the starting or ending time for the event makes it impractical to
travel to or from the Employee’s residence on the same date as the activity.

Sec. 8.3.12.3 Meals

Reimbursement will be provided for meals while an Employee is attending authorized

Article 8. Employment Policies
Page 50



meetings, conferences, or activities not to exceed $125 per day, including tips and
beverages. No reimbursement will be allowed for alcoholic beverages.

Sec. 8.3.12.4 Incidental Expenses:

Incidental expenses for items actually and reasonably incurred in connection with
attendance at authorized meetings, conferences, or activities, including reasonable tips for
luggage handling, telephone and facsimile charges, parking, and similar expenses, will be
reimbursed.

a) Employees will be reimbursed for actual telephone and fax expenses incurred for
District business. Telephone bills should identify which calls were made for District
business.

b) Long-term parking should be used for travel exceeding 24 hours.

c) No reimbursement shall be allowed for transportation, lodging, meals, or incidental
expenses of family members or guests of an Employee traveling with the Employee to
an authorized meeting, conference, or activity.

SEC. 8.4 EMPLOYEE LEAVE

Sec. 8.4.1 Holidays

An observed holiday consists of nine (9) hours unless the holiday falls on a Friday on which
the employee is scheduled to work and then it will be eight (8) hours. Holidays observed by
the District are as follows:

a) New Year’s Day

b) Presidents’ Day

c) Memorial Day

d) Independence Day

e) Labor Day

f) Thanksgiving Day

g) Day after Thanksgiving

h) Christmas Day

1) Holiday before or after Christmas Day
j) Floating holiday (1)

When a District holiday falls on a Friday the District is closed, a Saturday or a Sunday, the
following business day shall be observed as a holiday. Floating holidays may not be
accumulated from one year to the next and no pay-out will be received at termination of
employment.
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Sec. 8.4.2 Vacation

After satisfactory completion of the probationary period (vacation accrual will start retroactive
to the original date of hire), vacation will be accrued by the following schedule:

Years of Employment Vacation Earned Maximum
0 - completion of 5 years 80 hours/calendar yr. 160 hours
Beginning of 6 - completion of 11 years 120 hours/calendar yr. 240 hours
Beginning of 12 - completion of 17 years 160 hours/calendar yr. 320 hours
Beginning of 18 - completion of 20 years 176 hours/calendar yr. 352 hours
Beginning of 21 years plus 200 hours/calendar yr.. 400 hours

District employees may take vacation as earned. Employees must seek authorization from
their supervisor prior to taking vacation time. In order to make sure necessary staffing
arrangements are made, employees shall give their supervisor as much advance notice as
possible regarding their intent to take vacation.

Non-exempt employees may use these hours in less than full day increments. If employees
have not used their accrued hours at the end of the calendar year, the hours will be carried over
into the next calendar year.

Employees are encouraged to use their accrued vacation time each year. Employees may
accumulate a maximum of two times their current year’s accrual. Employees whose unused
vacation accruals exceed this maximum will cease to accrue additional vacation hours until
they reduce their balance of accrued, unused vacation hours to below the maximum. Vacation
time shall not accrue during leaves of absence without pay.

Annually in December, an employee, at their own request, may receive pay for their accrued
vacation hours in excess of eighty (80) hours, provided the employee has taken eighty (80)
hours of vacation during the last 365 days in which the vacation reimbursement request is
made.

Upon separation from the District, an employee will receive all unused vacation pro-rated to
their final day of work in the form of a cash payment. The bi-weekly pay record for each
employee will reflect their current vacation leave accumulation.

Sec. 8.4.3 Personal Leave

Twenty-four (24) hours of personal leave a year is available to each regular employee.
Personal Leave is not accumulated from one year to the next. There is no payout for unused
Personal Leave. The bi-weekly pay record for each employee will reflect their current personal
leave accumulation.
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Sec. 8.4.4 Administrative Leave

Eighteen (18) hours of personal leave a fiscal year is available to each management and
confidential employee. Administrative Leave is not accumulated from one year to the
next. There is no payout for unused Administrative Leave. The use of Administrative Leave
hours does not apply to the minimum eighty (80) hours of vacation an employee must take to
make a vacation reimbursement request. The bi-weekly pay record for each employee will
reflect their current personal leave accumulation.

Sec. 8.4.5 Sick Leave

Accrual and Availability of Sick Leave

Commencing on the date of hire, an employee will earn sick leave at the rate of 3.7 hours per
pay period (96.2 hours/year). An employee will be able to use their accumulated sick leave
after the employee has been employed by the District for ninety calendar (90) days. The bi-
weekly pay record for each employee will reflect their current sick leave accumulation. Sick
time shall not accrue during leaves of absence without pay.

Use of Sick Leave
Sick leave may be taken for the following prescribed purposes:

e The diagnosis, care, or treatment of an existing health condition of, or preventive care for,
an employee or an employee’s family member; or

e To attend legal proceedings, or to obtain medical treatment, counseling or other victims’
services for domestic violence, sexual assault, or stalking.

A “family member” for these purposes is defined as a child (a biological, adopted, or foster
child, stepchild, legal ward, or a child to whom the employee stands in loco parentis), a parent
(a biological, adoptive or foster parent, stepparent, or legal guardian of an employee or the
employee’s spouse or registered domestic partner, or a person who stood in loco parentis when
the employee was a minor child), a spouse or registered domestic partner, a grandparent,
grandchild and sibling, or a designated person which is a person identified by the employee at
the time the employee requests paid sick days. An employee is limited to one designated
person per 12-month period for paid sick days. Additionally, California Paid Sick Leave may
be used for an employee who is a victim of domestic violence, sexual assault or stalking.

If an employee has no available sick leave, they may substitute vacation leave with the approval
of their supervisor. An employee will not receive any compensation for time missed due to
illness or injury if they have no available sick or vacation time to use, unless required by law.
Abuse of sick leave benefit is grounds for disciplinary action.
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Notice

To the extent possible, employees must provide reasonable advance notice of their need for
California Paid Sick Leave under this policy. If the need for leave is not foreseeable, an
employee must provide notice as soon as practicable.

Increments
Employees may use California Paid Sick Leave in one-hour increments.

Separation of Employment

Unused sick leave may be accumulated without limitation. Effective starting September 28,
2007, at time of voluntary termination, payment will be made for twenty-five percent (25%)
of accumulated unused sick leave pro-rated to their final day of work up to a maximum of six
hundred (600) hours; upon termination due to retirement or death, payment will be made for
fifty percent (50%) of accumulated unused sick leave pro-rated to their final day of work up to
a maximum of six hundred (600) hours. For those employees that had accrued beyond six
hundred (600) hours as of September 28, 2007, they will receive payment of either twenty-five
percent (25%) (upon voluntary termination) or fifty percent (50%) (upon termination due to
retirement or death), whichever applies, of the unused accumulated hours of sick leave pro-
rated to their final day of work up to a maximum of their accrual amount as of September 28,
2007 (e.g. an employee who had 800 hours of accumulated sick leave as of September 28,
2007, would be entitled to either 25% or 50% of 800 hours upon separation from employment).
In the case of involuntary termination, no payment of accumulated unused sick leave will be
made.

In addition, upon retirement, unused accumulated sick leave can be converted to additional
CalPERS service credit, since the District contracts with CalPERS for this benefit. Retirees
will receive credit for all unused sick leave as certified by the District. It takes 250 days of
sick leave to receive one year of service credit.

Sec. 8.4.6 Family Medical Leave

The purpose of this policy is to advise you of your rights under the State and Federal Family
Care and Medical Care Leave statutes. Also, it is intended to provide information regarding
the District’s administration of the Family Care and Medical Leave laws.

Sec. 8.4.6.1 Definitions

The following definitions apply for purposes of this Policy only:

a) Disability caused by pregnancy, childbirth or a related medical condition: 1f a woman,
in the opinion of her own doctor or other health care provider, is unable because of

pregnancy, childbirth, or a related medical condition to perform the essential duties of
her job or to perform these duties without undue risk to herself or others.
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b)

2

h)

Employee(s): Any person regularly and continuously employed by the District on a
full-time or part-time basis for at least twelve (12) months of continuous service.

Family leave: Leave taken in accordance with this Policy.
Personnel officer: The General Manager or the individual designated by them.

Child: 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 parent is who is either (i) under
18 years of age; or (ii) 18 years of age or older who is incapable of self-care because of
mental or physical disability.

Equivalent job position: A job with corresponding duties, responsibilities, authority,
skill, effort, terms, conditions, and privileges of the employee’s position before the
commencement of family leave, including the same or substantially similar geographic
location and shift.

Parent: A biological, foster or adoptive parent, a stepparent, a legal guardian, or an
individual who stood in loco parent is to an employee when the employee was a child.

Serious health condition: An illness, injury, impairment, or physical or mental
condition which involves either:

1. Inpatient care (i.e., an overnight stay) in a hospital, hospice, or residential medical
care facility, including any period of incapacity, or any subsequent treatment in
connection with such inpatient care; or

2. Any period of incapacity requiring absence from work, school, or other regular
daily activities of more than three calendar days that also requires continuing
treatment by, or under the supervision of, a health care provider; or

3. Continuing treatment by a health care provider for incapacity due to pregnancy or
prenatal care, or for a chronic or long-term health condition that is incurable or so
serious that, if not treated, would likely result in a period of incapacity of more than
three days.

Common colds, flu, earaches, upset stomachs, minor ulcers, routine dental, and
orthodontia care, are not considered serious health conditions unless complications
arise. Serious health conditions do not include voluntary or cosmetic treatments
which are not medically necessary and do not require in-patient hospital care.
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1) Health care provider: Any of the following (i) any person duly licensed as a physician,
surgeon, or osteopathic physician in California or in another state or jurisdiction who
directly treats or supervises the treatment of serious health conditions; or (ii) any other
person determined by the Secretary of Labor to be capable of providing health care
services.

j) Foster care: The 24-hour care for children in substitution for, and away from, their
parent(s) or guardian which involves an agreement between a state and foster family.
Foster care may be with a child’s relatives.

k) Spouse: Those people considered legally married by the State of California.

1) Domestic partner: Individuals registered as domestic partners with the Secretary of
State of California pursuant to the California Family Code.

m) Sibling: relative that shares at least one parent with the employee.

n) Grandparent: a parent of the employee’s mother or father.

0) Grandchild: a child of the employee’s son or daughter.

Sec. 8.4.6.2  Family Leave Eligibility:

Employees who have worked at least 1,250 hours over the 12-month period immediately
preceding the family leave may take up to twelve (12) weeks of unpaid family leave during
any 12-month period for one or more of the reasons set forth in Use of Family Leave
pursuant to this Policy.

Sec. 8.4.6.3  Pregnancy Disability:

Employees disabled as a result of pregnancy, childbirth or a related medical condition are
eligible to take leave for a reasonable period of time not to exceed sixteen (16) weeks. See
Pregnancy Disability Leave.

Sec. 8.4.6.4  Use of Family Leave:

Employees meeting the eligibility requirements set forth in Family Leave Eligibility are
entitled to family leave under the following requirements:

a) Because of the birth of a child.
b) Because of the placement of a child with the employee for adoption or foster care.

c) To care for child under #1 or #2 above.

Article 8. Employment Policies
Page 56



d)

To care for an immediate family member (spouse, domestic partner, child of any age,
parent, sibling, grandparent, or grandchild) with serious health condition.

Due to employee’s own serious health condition (excluding pregnancy) which makes
the employee unable to perform the functions of his/her position.

A qualifying military exigency related to the covered active duty or call to covered
active duty of an employee's spouse, domestic partner, child (of any age), or parent in
the United States Armed Forces, as specified in Section 3302.2 of the Unemployment
Insurance Code.

Sec. 8.4.6.5 Family Leave Duration:

Employees taking family leave under Use of Family Leave (a, b, or ¢) must initiate and
complete said family leave within one year of the birth or adoption of a child. Family leave
does not need to be consecutive. Rather, the family leave is cumulative within a 12-month
period. The 12-month period begins from the date the family leave first commences.

If the District employs both parents who are entitled to such leave, both employees are
entitled to 12 weeks of leave each.

Sec. 8.4.6.6  Intermittent Family Leave:

a)

b)

Family leave taken under Use of Family Leave (d or ) may be taken intermittently (a
few hours off or a day or a week off at intervals) or on a reduced work schedule (a
regular work schedule which reduces the usual number of hours per work week or per
workday) when necessary, because of a serious health condition. If an employee
requests a reduced work schedule or an intermittent work schedule, the District may
require that the employee transfer to an available alternative position for which the
employee is qualified and which provides equivalent pay and benefits and that better
accommodates the intermittent or reduced work schedule than the employee’s regular
position.

The minimum duration of a family leave taken under Use of Family Leave (a, b, or c)
shall be two weeks. However, the District may also grant a request for family leave
periods of at least one day but less than two-week duration on any two occasions during
a 12-month period.

The District shall make deductions from an employee’s salary for all hours of family
leave taken under this Section (a or b) which are unpaid. For the purposes of calculating
salary, an employee’s salary is based on a 40-hour work week.
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d)

For part-time employees and those who work variable hours, the family leave
entitlement is calculated on a pro rata basis. A weekly average of the hours worked
over the twelve (12) weeks prior to the beginning of the leave shall be used for
calculating the employee’s normal work week.

Sec. 8.4.6.7 Use of Accrued Leave:

a)

b)

An employee shall substitute all accrued paid vacation and sick leave and may use all
personal leave, floating holiday hours and/or compensatory time for family leave taken
for the employee’s own serious health condition or to care for a family member. When
the employee has exhausted all accrued paid time off, the employee may request an
additional period of unpaid leave to be granted so that the total of paid and unpaid leave
equals twelve (12) weeks.

An employee shall substitute all accrued paid vacation and may use all accrued sick
leave, personal leave, floating holiday hours and/or compensatory time for family leave
taken for any reason other than the employee’s own serious health condition or to care
for a family member subject to the provisions of the Section regarding the use of Sick
Leave. When the employee has exhausted all accrued paid time off, the employee may
request an additional period of unpaid leave to be granted so that the total of paid and
unpaid leave equals twelve (12) weeks.

Sec. 8.4.6.8 Notice

a)

b)

Employees requesting family leave or leave for disability as a result of pregnancy,
childbirth, or a related medical condition must provide Human Resources with not less
than thirty (30) days advance written notice before the date the family or disability
leave is to begin. When an emergency makes it impossible to provide such advance
notice, the employee shall request the family or disability leave as much in advance of
the date for the proposed commencement of the family or disability leave as is possible.

In any case in which the need for family leave is foreseeable based on planned medical
treatment, the employee must provide Human Resources with not less than thirty (30)
days advance written notice before the date the family leave is to begin. When it is
impossible to provide such advance notice, the employee shall notify Human Resources
of the anticipated dates for the family leave as much in advance as reasonably possible.
In addition, the employee shall make a reasonable effort to schedule the treatment,
subject to the approval of the health care provider, so as not to unduly disrupt the
operations of the District.

Employees requesting family or disability leave shall provide said notice to Human
Resources in writing.
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Sec. 8.4.6.9  Certification

a) Employees requesting family leave are required to submit certification from the treating
health care provider on a form provided by the District.

1. Said certification shall be provided, when possible, in advance or at the start of the
family leave. If the need for family leave does not permit this timing, certification
shall be provided as soon as reasonably possible after the family leave commences,
typically within two days of the emergency requiring the family leave.

2. The District may require a second opinion at its expense, from a health care
provider chosen by the District who is not employed by the District on a regular
basis, to verify the serious health condition.

3. Inthe event of a conflict between the employee or family member’s treating health
care provider and the findings of the District’s health care provider as a result of
the second opinion, the District may require a third opinion, by a health care
provider chosen jointly by the employee and the District, at the District’s expense.
The opinion of the third health care provider shall be final.

b) Upon expiration of the time estimated by the employee’s health care provider for family
leave on the certification, the District may require the employee to obtain re-
certification in accordance with the procedure provided in this Section (#1).

c) As a condition of restoration to his/her former position, an employee taking family
leave may be required to provide the District with certification from his/her health care
provider stating that he/she is able to resume his/her essential work functions.

Sec. 8.4.6.10 Employment and Benefits Protection
a) Restoration to Position. When an employee returns from family leave, he/she will be
restored to the position held when the family leave began, or to an equivalent job

position.

b) Denial of Restoration Rights. The District may refuse to reinstate an employee to
his/her former position when either of the following conditions exist:

1. The employee is a salaried eligible employee who is among the highest paid 10%
of all full-time employees; and

a. the District’s operations will suffer substantial and grievous economic injury if
the District is forced to reinstate the employee; and

b. the District notifies the employee that it does not intend to reinstate them as
soon as it determines that such economic injury would occur; and
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c. when family leave has begun, the employee elects not to return to work after
receiving notice from the District (b, above).

2. The employee’s position and any equivalent job position have ceased to exist

because of legitimate business reasons unrelated to the employee’s family leave.
In this case, the District shall reasonably accommodate the employee through
alternative means which will not cause undue hardship to the District’s operation.
The District may offer an employee any other position which is available and
suitable but is not required to create new employment which would not otherwise
be created, discharge or transfer another employee, or promote another employee
who is not qualified to perform the job.

a. Accrued Benefits. Family leave will not constitute a break in service and shall
not result in the loss of any employment benefits accrued before the date the
family leave commenced. However, the employee shall not accrue any
employment benefits while on unpaid family leave.

b. Employment Benefits. Family leave shall not count as time worked for purposes
of establishing seniority for layoff, recall, promotion, job assignment, and
seniority related benefits such as vacation. Employment benefits other than
health benefits shall be handled in the same manner as benefits for employees
on a leave of absence without pay.

¢) Maintenance of Employer Contributions to Employee Health Benefits. Employees will
continue to receive the same medical benefits while on family leave for up to twelve
(12) weeks in a 12-month period. The District shall be responsible for the continued
payment of the District’s share of the employee’s health benefits while the employee
is on family leave. Benefits for absences beyond the 12-week period will be handled
in the same manner as benefits for employees on a leave of absence without pay. An
employee who notifies the District that he/she does not intend to return from family
leave is not entitled to medical benefits provided by the District as if he/she were on
family leave. Instead, the employee is entitled to the same benefits provided to other
employees who are on a leave of absence without pay.

d) Maintenance of Benefits Requiring Employee Contributions.

1.

During family leave, an employee may elect to discontinue health insurance
coverage for a spouse and/or any dependent(s) as well as any benefits other than
the employee’s health benefits offered or sponsored by the District to which the
employee is required to make monthly contributions.

An employee shall continue to be responsible for making the payment of required
contributions towards the cost of benefits not revoked under “d1” above. If any
premium amounts are increased or decreased as to other employees similarly
situated, the employee shall be required to pay the new premium rates.
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3. All contributions required to be made by the employee under “d2” above, are due
and payable to the District at the same time as they would be made through payroll
deductions.

4. If any monthly contributions required under this Section are not received within
thirty (30) days of their due date, the District may either discontinue said benefit(s)
or make the contributions on the employee’s behalf and recover the contributions
upon the employee’s return to work.

5. Employees included in a retirement plan may continue to make contributions in
accordance with the terms of the plan during the family leave. However, the
District shall not be required to make plan payments for employees during the
family leave, and the family leave shall not be counted for purposes of time accrued
under the plan.

e) Failure to Return from Family Leave. The District shall recover the premium it paid
for maintaining health benefits for an employee during family leave if the employee
fails to return to work promptly upon the expiration of family leave for reasons other
than the continuation, recurrence, or onset of a serious health condition which entitles
the employee to family leave or other circumstances beyond the employee’s control.

Sec. 8.4.7  Pregnancy Disability Leave

Female employees will be given a reasonable leave of absence of up to four months, as needed,
during any period of time she is actually disabled by pregnancy, childbirth, or related medical
conditions. Pregnancy Disability Leave may be taken intermittently, or on a reduced-hours
schedule, as medically advisable. An employee may also be entitled to reasonable
accommodation for pregnancy, childbirth, or related medical conditions.

Sec. 8.4.7.1 Employee Eligibility Criteria

To be eligible for Pregnancy Disability Leave, the employee must be disabled by
pregnancy, childbirth, or related medical conditions.

Sec. 8.4.7.2  Events That May Entitle an Employee to Leave

The four-month Pregnancy Disability Leave allowance includes any time taken (with or
without pay) for any of the following reasons:

a) The employee is unable to work at all or is unable to perform any one or more of the
essential functions of her job or is unable to perform any one or more of the essential
functions of her job without undue risk to herself, the successful completion of her
pregnancy, or to other persons because of pregnancy or childbirth or because of any
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medically recognized physical or mental condition that is related to pregnancy or
childbirth (including severe morning sickness); or

b) The employee needs to take time off for prenatal care.
Sec. 8.4.7.3  Duration of Pregnancy Disability Leave

a) Pregnancy Disability Leave may be taken in one or more periods but may not exceed
four months total.

b) “Four months” means the number of days the employee would normally work within
four months. For a full-time employee who works five eight-hour days per week, “four
months” means 88 working and/or paid eight-hour days of leave entitlement, based on
an average of 22 working days per month for four months.

Sec. 8.4.7.4  Pay During Pregnancy Disability Leave

a) An employee on Pregnancy Disability Leave must use all accrued paid sick leave and
may use any or all accrued paid vacation personal leave, floating holiday hours and/or
compensatory time at the beginning of any otherwise unpaid leave period.

b) All other Pregnancy Disability Leaves are unpaid leaves.

c) The receipt of vacation pay, sick leave pay, personal leave, floating holiday hours,
compensatory time or short-term disability insurance benefits will not extend the length
of the Pregnancy Disability Leave.

d) Vacation pay and sick pay accrues during any period of paid Pregnancy Disability
Leave only until unpaid leave begins.

Sec. 8.4.7.5 Insurance Benefits

Employees will continue to receive the same medical benefits while on Pregnancy
Disability Leave for up to four months. The District shall be responsible for the continued
payment of the District’s share of the employee’s health benefits while the employee is on
Pregnancy Disability Leave. Benefits for absences beyond the four-month period will be
handled in the same manner as benefits for employees on a leave of absence without pay.
An employee who notifies the District that he/she does not intend to return from Pregnancy
Disability Leave is not entitled to medical benefits provided by the District as if he/she
were on Pregnancy Disability Leave. Instead, the employee is entitled to the same benefits
provided to other employees who are on a leave of absence without pay.
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Sec. 8.4.7.6  Seniority

An employee on Pregnancy Disability Leave remains an employee and the leave will not
constitute a break in service. An employee who returns from Pregnancy Disability Leave
will return with the same seniority she had when the leave commenced.

Sec. 8.4.7.7 Medical Certifications

a) An employee requesting Pregnancy Disability Leave must provide medical
certification from her health care provider on a form supplied by the District. Failure
to provide the required certification in a timely manner (within 15 days of the leave
request) may result in denial of leave benefits until such certification is provided.

b) Re-certifications are required if Pregnancy Disability Leave is sought after expiration
of the time estimated by the health care provider. Failure to submit required re-
certifications can result in termination of the leave.

Sec. 8.4.7.8  Procedure for Requesting and Scheduling Pregnancy Disability Leave

a) An employee should request Pregnancy Disability Leave by completing a Request for
Leave form and submitting it to Human Resources. An employee asking for a Request
for Leave form will be given a copy of the District’s then-current Pregnancy Disability
Leave policy.

b) Employees should provide not less than 30 days, or such shorter notice as is practicable,
if the need for leave is foreseeable. Failure to provide such notice is grounds for denial
of a leave request, except if the need for Pregnancy Disability Leave was an emergency
or was otherwise unforeseeable.

c) Where possible, employees must make a reasonable effort to schedule foreseeable
planned medical treatments so as not to unduly disrupt the District’s operations.

d) Pregnancy Disability Leave may be taken intermittently or on a reduced leave schedule
when medically advisable, as determined by the employee’s health care provider.

e) If an employee needs intermittent leave or leave on a reduced leave schedule that is
foreseeable based on planned medical treatment, the employee may be transferred
temporarily to an available alternative position for which she is qualified that has
equivalent pay and benefits that better accommodates recurring periods of leave than
the employee’s regular position.

f) In most cases, the District will respond to a Pregnancy Disability Leave request within
two days of acquiring knowledge that the leave qualifies as Pregnancy Disability Leave
and, in any event, within 10 days of receiving the request. If a Pregnancy Disability
Leave is granted, the District will notify the employee in writing that the leave will be
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counted against the employee’s Pregnancy Disability Leave entitlement. This notice
will explain the employee’s obligations and the consequences of failing to satisfy them.

Sec. 8.4.7.9  Return to Work

a) Upon timely return at the expiration of the Pregnancy Disability Leave period, an
employee is entitled to the same position unless the employee would not otherwise have
been employed in the same position at the time reinstatement, is requested for
legitimate business reasons unrelated to the employee’s Pregnancy Disability Leave or
each means of preserving the job for the employee (such as leaving it unfilled or filling
it with a temporary employee) would have substantially undermined the District’s
ability to operate the business safely and efficiently. If the employee is not reinstated
to the same position, she must be reinstated to a comparable position unless there is no
comparable position available, or a comparable position is available but filling that
position with the returning employee would substantially undermine the District’s
ability to operate the business safely and efficiently. A “comparable” position is a
position that involves the same or similar duties and responsibilities and is virtually
identical to the employee’s original position in terms of pay, benefits, and working
conditions.

b) When a request for Pregnancy Disability Leave is granted to an employee, the District
will give the employee a written guarantee of reinstatement at the end of the leave (with
the limitations explained above.)

c) Before an employee will be permitted to return from any Pregnancy Disability Leave,
the employee must obtain a certification from her health care provider that she is able
to resume work.

Sec. 8.4.7.10 Employment during Leave

An employee on Pregnancy Disability Leave may not accept employment with any other
employer without the District’s written permission. An employee who accepts such
employment will be deemed to have resigned from employment at the District.

Sec. 8.4.7.11 Coordination of Leave

In addition to the four months Pregnancy Disability Leave, an employee may also be
eligible for up to twelve additional weeks of unpaid California Family Rights Act (CFRA)
to bond with the child. If an employee opts and qualifies for CFRA leave in addition to
Pregnancy Disability Leave, the total time she may take off is four months for Pregnancy
Disability Leave, if eligible, and 12 weeks for CFRA bonding leave, if eligible. The Family
Medical Leave Act leave shall run concurrently with any leave taken under the Pregnancy
Disability Act.
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Sec. 8.4.8 Special Leave Without Pay

A leave of absence may be requested, in writing, by any employee. A leave of absence may
be granted if the District can operate without hardship or inconvenience. If the leave is granted,
all benefits and compensations will be suspended. If the leave is requested because of sickness,
injury or pregnancy of the employee or family member, then refer to Family Medical Leave or
Pregnancy Disability Leave.

In the case of disability or illness of the employee he/she shall give as much notice as possible
of the start and duration of the leave. For a leave of absence for reasons other than sickness or
disability, the employee must give notice of the date to start and end the leave, 60 calendar
days in advance except in an emergency.

Sec. 8.4.9 Fitness for Duty

Upon returning to work after a leave of absence for illness, injury, or other physical or mental
health condition, an employee must be able to safely perform the essential functions of their
position. Prior to returning to work, the employee may be required to submit to a fitness for
duty examination if the employer has a reasonable belief that the employee's ability to safely
perform the essential functions of their job may be impaired.

In addition, when it is evident that an employee currently working cannot safely perform the
essential functions of their position, the General Manager or their designee should persuade
the employee to request appropriate leave and seek proper medical attention. If the employee
refuses to request appropriate leave and seek proper medical attention, the General Manager
or their designee shall schedule the employee for a Fitness for Duty examination. The District
shall provide the physician conducting the Fitness for Duty examination with documentation
describing the employee's regular duties and the facts that caused the District to be concerned
about the employee's ability to safely perform them. The General Manger shall receive a report
from the physician giving the employee's medical limitations and an estimated date when the
employee can be expected to recover. The District will identify possible accommodations, if
any, that will help eliminate the limitations. If the accommodation is reasonable and will not
impose an undue hardship, the District will make the necessary accommodation.

In determining whether there is reason to believe that an employee may be unable to safely
perform the essential functions of their position, the employer may consider the nature and
severity of the injury or illness, the nature and extent of any treatment received, the date on
which the injury occurred, or the illness commenced, the duration of any related leaves of
absence, and the probable future duration of the injury or illness.

In the event a fitness for duty examination is required, the examination shall be narrowly
tailored to determine whether the employee is fit to perform the essential functions of their
position with or without reasonable accommodation.
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Employees refusing or failing to submit to a required fitness for duty examination will not be
returned to duty and may be subject to discipline up to and including termination.

Sec. 8.4.10 Bereavement Leave

All District employees are given a leave of absence up to five (5) days per incident within three
(3) months of the date of death of an immediate family member, on an annual basis. Immediate
family is defined as a spouse, child, stepchild, parent, stepparent, grandparent, brother, sister,
in-laws (son, daughter, father, mother, brother, sister), Registered Domestic Partner, or legal
guardian of an employee. An employee should notify their supervisor of the need to take
bereavement leave.

The days of bereavement leave do not need to be taken consecutively, however, you must
complete your bereavement leave within three months of your family member's death, at which
time any remaining unused bereavement leave will expire.

The initial three (3) days of bereavement leave shall be paid. Any bereavement leave
exceeding three (3) days will be unpaid unless an employee utilizes their accrued vacation,
personal leave, accrued and available sick leave, or compensatory time off that is otherwise
available to the employee.

Sec. 8.4.11 Jury or Witness Duty

An employee must notify their supervisor when summoned for jury or witness duty. In the
event that an employee’s absence will seriously affect or disrupt work vital to the District, the
supervisor may request that an employee seek permission to be excused by the Court.
Otherwise, an employee will receive regular pay, less court payment, excluding travel pay,
while serving as a juror or a witness for a maximum of 25 days per year.

Employees will be expected to work that portion of their workday that is not taken up by jury
or witness duty and provide proof of jury service.

Sec. 8.4.12 Military Leave of Absence

The District will grant military leave for active or reserve service and spouses of a member of
the U.S. Armed Forces, National Guard or Reserves who has been deployed during a period
of military conflict in accordance with all applicable laws.

Sec. 8.4.13 Military Spouse Leave

Qualified California employees will be given up to 10 days leave during that time in which the
employee’s spouse or domestic partner is on leave from deployment in a combat zone with the
active duty or reserve military or national guard during a period of military conflict. Employees

Article 8. Employment Policies
Page 66



may use accrued vacation time to cover this absence. If the employee has no accrued vacation,
the employee must request time off without pay.

Qualifying employees are employees who work an average of 20 hours per week and have a
spouse or domestic partner who is serving as (1) a member of the U.S. Armed Forces and who
has been deployed during a period of military conflict to an area designated as a combat theater
or combat zone by the President of the United States or (2) a member of the Armed Forces
Reserve Components or the National Guard and has been deployed during a period of military
conflict.

Qualifying employees who wish to request this leave must provide the District with a written
request for such leave within two business days of receiving official notice that the military
spouse or domestic partner will be on leave from deployment. The employee must also provide
written documentation to the District certifying that the military member will be on military
leave from deployment.

Sec. 8.4.14 Voting Time

Voting time will be provided by the District in accordance with applicable state and federal
laws. The District will provide up to two hours paid leave to participate in a local, state, or
federal election. Where possible, employees who believe they will need time off to participate
in an election should submit a request to their supervisor at least 48 hours in advance.

Sec. 8.4.15 Leave Related to Domestic Violence, Sexual Assault or Stalking

The District will provide time off to an employee who has been the victim of domestic
violence, sexual assault or stalking to seek any relief, including, but not limited to, a temporary
restraining order, restraining order, or other injunctive relief, to help ensure the health, safety,
or welfare of the victim or his or her child. This includes time off for the following:

a) To seek medical attention for injuries caused by domestic violence, sexual assault,
stalking, crime or abuse;

b) To obtain services from a domestic violence shelter, program, or rape crisis center as
a result of domestic violence, sexual assault, stalking, crime, or abuse;

c) To obtain psychological counseling related to an experience of domestic violence,
sexual assault, stalking, crime or abuse;

d) To participate in safety planning and take other actions to increase safety from future
domestic violence, sexual assault, stalking, crime, or abuse, including temporary or
permanent relocation; or
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e) To obtain or attempt to obtain relief from the court, including but not limited to a
temporary restraining order, a restraining order, or other court-ordered relief to help
ensure the health, safety or welfare of the victim or his/her child; or

f) To provide care for a family member recovering from injuries caused by the qualifying
act of violence; or

g) To relocate or engage in the process of securing a new residence due to the qualifying
act of violence, including, but not limited to, securing temporary or permanent housing
or enrolling children in a new school or childcare. Leave for this reason is limited to
a total of five (5) days; or

h) If an employee is subpoenaed or ordered by a court to appear as a witness in a judicial
proceeding related to a crime against the employee or another person.

The District requires reasonable advance notice of the leave when feasible. If time off is taken
due to an emergency, the employee must, within 15 days of the absence, provide the District
with certification of the need for the leave such as a police report, court order, documentation
from a healthcare provider, victims advocate, or counselor.

Unless otherwise stated above, such leave is limited to a total of ten (10) days unless the
employee’s family member is deceased as a result of crime and the employee is also a victim.

This leave may run concurrently with FMLA and/or CFRA leave. Employees eligible for paid
sick leave benefits under California law may take any such available paid time off, consistent
with such law, for the purposes set forth in this policy. For more information, please see the
Sick Leave policy. In the event paid sick leave benefits are not available, employees taking
leave under this policy may elect to apply accrued and unused vacation to such time.

The District will also provide a reasonable accommodation for an employee who is a victim
of domestic violence, sexual assault, stalking, crime, or abuse, and who has disclosed that
status to the District, if the employee requests an accommodation for his or her safety while
at work. The District will engage, in good faith, in a timely and interactive process with the
employee to determine an effective reasonable accommodation.

The District prohibits discrimination, discharge, or retaliation against an employee for taking
time off or requesting an accommodation under this policy or based on the employee’s status
as a victim of domestic violence, sexual assault, and/or stalking.

Sec. 8.4.16 Crime Victims’ Leave

The District will provide time off to an employee to attend judicial proceedings related to a
crime, if that employee is a victim of crime, an immediate family member of a victim, a
registered domestic partner of a victim, or the child of a registered domestic partner of a victim.

Article 8. Employment Policies
Page 68



The District requires that, where feasible, in advance of taking leave, the employee provide it
with a copy of the notice of each scheduled proceeding that is provided to the victim by the
agency responsible for providing notice. If advance notice is not possible, the employee is
required to provide the District with a copy of the notice within a reasonable time.

No employee who is absent from work pursuant to this provision will be discharged or
otherwise discriminated against in compensation or other terms, conditions, or privileges of
employment, because of such absence. Such leave is unpaid. Employees taking leave under
this policy may elect to apply vacation time to such leave.

Sec. 8.4.17 Leave for Organ and Bone Marrow Donation
The District will grant an employee the following leaves of absence:

e Bone Marrow Donation: A paid leave of absence of up to five business days in any one-
year period for the purpose of donating the employee’s bone marrow to another person.

e Organ Donation:
o A paidleave of absence of up to 30 business days in any one-year period for the purpose
of the employee donating the employee’s organ to another person.
o An additional unpaid leave of absence, not exceeding 30 business days in a one-year
period, for the purpose of the employee donating the employee’s organ to another
person.

For leaves of absence under this policy that are paid, if an employee has earned and unused
sick or vacation time available, the employee is required to first use up to five days of such
paid sick or vacation time for a bone marrow donation and up to two weeks of sick or vacation
time for organ donation.

In order to receive a leave of absence pursuant to this policy, the employee must provide
written verification to the District’s Human Resources Department that the employee is an
organ or bone marrow donor and that there is a medical necessity for the donation of the organ
or bone marrow.

Any leave taken for the donation of an organ or bone marrow will not constitute a break in
service for purposes of the employee’s right to salary adjustments, sick leave, vacation, annual
leave, or seniority. During any leave taken under this policy, the District will maintain and pay
for coverage under any group health plan, for the full duration of this leave.

Leave provided under this policy may be taken in one or more periods. Leave taken under this
policy will not run concurrently with any leave taken pursuant to the federal Family and
Medical Leave Act or the California Family Rights Act.
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Upon expiration of a leave of absence authorized by this policy, the District will restore the
employee to the position held by the employee when the leave began or to a position with
equivalent seniority status, employee benefits, pay, and other terms and conditions of
employment.

The District may decline to restore an employee because of reasons unrelated to the employee’s
exercise of rights under this policy.

Sec. 8.4.18 Reproductive Loss Event Leave

All employees who have been employed for the District for at least 30 days are entitled to
an unpaid leave of absence up to five (5) days in total following a reproductive loss event.
Such leave must be taken within three (3) months of the reproductive loss event. If an
employee experiences more than one reproductive loss event within a 12-month period, the
District will grant the employee a cumulative total of up to of 20 (twenty) unpaid days of
leave; subject to the limitation that each unpaid leave of absence shall not exceed five (5)
days.

A reproductive loss event is defined as: failed adoption, failed surrogacy, miscarriage,
stillbirth, or unsuccessful assisted reproduction. If the employee would have been
recognized as a parent if the aforementioned events were successful, the employee will be
covered under this definition. This includes the employee, the employee’s current spouse
or domestic partner, or another individual if the person would have been a parent of a child
as a result of the event.

The days of reproductive leave do not need to be taken consecutively, however, you must
complete your reproductive loss leave within three months of your reproductive loss event,
or, if prior to or immediately following your reproductive loss event, you are on or choose
to go on leave under California’s pregnancy disability law, the California Family Rights
Act, or any other leave provided by state or federal law, then you may complete your
reproductive loss leave within three months of the end of the other leave, at which time any
remaining unused reproductive loss leave will expire.

The leave of absence following a reproductive loss event is unpaid, though an employee
may elect to utilize any accrued and available paid sick leave, vacation, personal leave, or
compensatory time off that is otherwise available to the employee.

Any information provided to related to this leave will be maintained as confidential and
will not be disclosed except to internal personnel or counsel, as necessary, or as required
by law.
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SEC. 8.5 EMPLOYEE BENEFITS

Sec. 8.5.1 Group Health Insurance

Regular employees are eligible for group health insurance coverage on the first day of the
month following their date of hire. The District and employees will pay an amount as dictated
in the Memorandum of Understanding between the District and the Employees’ Association
toward the plans offered by CalPERS for Region 2 for employees’ coverage and coverage on
behalf of their dependents. A brochure setting forth coverage details is available from Human
Resources.

Effective January 1, 2015, the employer allowance toward health insurance will be based on
the average cost of the following three plans: Blue Shield HMO, Kaiser HMO, and PERS
Platinum PPO, offered by CalPERS for Region 2 for employees’ coverage and coverage on
behalf of their dependents. If the premium for the plan chosen by the employee is greater than
the District allowance, the additional amount will be deducted from the employee’s salary.

Effective January 1, 2020, employees who select a plan less than the employer allowance shall
contribute 2% of the premium for that plan. Employees who select equal to or greater than the
District allowance shall contribute 2% of the employer allowance. The 2% will be deducted
from the employee’s salary in equal installments during the first two payroll dates of each
month.

Employees who provide proof of health insurance coverage through a spouse will be provided
with opt-out pay of $500/month, given bi-weekly with each pay day.

Sec. 8.5.2 Retiree Health Insurance

For employees hired before September 28, 2007, the District will provide the same
payment toward health coverage for a retired employee, the retiree’s spouse and dependents at
the time of retirement as for an active employee. To participate in the retirement health plan
the employee must be employed by the District at the time of retirement under CalPERS and
be employed for at least 5 years with the District.

For employees hired on or after September 28, 2007, and who are employed by the District at
the time of retirement and who work at least five years with the District, the District will pay
a fixed amount towards the employee’s retiree health coverage and coverage on behalf of the
retiree’s spouse and dependents based on the existing minimum employer contribution for
health benefits set forth in California Government Code section 22892 (b). If the premium for
the plan chosen by the employee is greater than the District allowance, the retiree will be
responsible for the additional amount.

The District has no obligation for retiree health insurance of an employee who terminates
without retiring through CalPERS.
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Sec. 8.5.3  Group Dental Insurance

Regular employees are eligible for group dental insurance coverage on the first day of the
month following their date of hire. The full cost of employee coverage and coverage on behalf
of their dependents is paid for by the District. A brochure setting forth coverage details is
available from Human Resources. Dental insurance is not provided for retirees.

Sec. 8.5.4  Group Vision Insurance

Effective in the plan year to begin January 1, 2024, regular employees are eligible for group
vision insurance coverage on the first day of the month following their date of hire. The full
cost of employee coverage and coverage on behalf of their dependents is paid for by
employees. A brochure setting forth coverage details is available from Human Resources.
Vision insurance is not provided for retirees.

Sec. 8.5.5 Workers' Compensation Insurance and Return to Work

Workers' Compensation insurance is provided and paid for by the District to cover all job
incurred injuries. Report all job incurred injuries to your supervisor or to Human Resources
immediately. If an employee is entitled to worker’s compensation for temporary disability
(loss of salary) and has accumulated sick leave, the employee is paid the full salary, less any
compensation received from worker’s compensation. Further information is provided on the
annual California and Federal Employment Notices and in the Facts about Workers’
Compensation pamphlets given to all employees.

Further, the District strives to assist employees to return to work at the earliest possible date
following an injury or illness. When possible, transitional positions will be made available to
injured workers to minimize or eliminate time lost from work. Transitional work is defined as
temporary, modified, or alternate work assignments within the worker’s physical abilities,
knowledge and skills, which typically will not exceed 90 days. The District cannot guarantee
the availability of a transitional position and is under no obligation to offer, create or encumber
any specific position for purposes of offering placement to such a position.

If a transitional work assignment is possible, a written notice will be prepared by the District
and shared with the employee noting the start date, hours, if different, duration and location, if
different, of the transitional work assignment. The employee will be asked to sign the notice
indicating his or her acceptance or refusal of the transitional work and to return the notice to
Human Resources. In the event an employee refuses transitional work and the employee
satisfies the restrictions and ability to perform the transitional work, the District will notify the
worker’s compensation insurance carrier of the employee’s refusal of the transitional work, if
applicable. The District will determine appropriate work hours, duration and locations of all
work assignments. The District reserves the right to determine the availability, appropriateness
and continuation of all transitional work assignments.
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It is the responsibility of the employee to provide Human Resources with a current telephone
number and address, so the employee may be contacted. The employee must notify Human
Resources immediately of any and all changes in medical conditions. It is the responsibility
of the employee and the employee’s supervisor to notify Human Resources immediately of
any work-related injuries, if the employee misses time from transitional work or of any changes
to transitional work assignments. Any employee returning to transitional work must not
exceed the duties of the position or go beyond the restrictions indicated by the health care
provider. If any medical restrictions change, the employee must immediately notify his or her
supervisor and provide the supervisor with a copy of the new medical release. Supervisors
will monitor work performance to ensure the employee does not exceed the requirements set
by the health care provider.

Sec. 8.5.6  Short- and Long-Term Disability Insurance

Regular employees are eligible for Short Term and Long-Term Disability Insurance coverage
on the first day of the month following their date of hire. The full cost of employee coverage
is paid for by the District. A brochure setting forth coverage details is available from Human
Resources.

Disability insurance pays for a portion of the loss of salary caused by injuries not incurred on
the job. The employee may use accrued sick leave to supplement their disability check, in
order to make up any difference between the amount received from disability and their gross
wages, or as income when Disability pay terminates.

Sec. 8.5.7 Life Insurance

Regular employees are eligible for a Life and Accidental Death and Dismemberment Insurance
benefit for one and a half times their annual salary. The benefit begins on the first day of the
month following their date of hire. The full cost of employee coverage is paid for by the
District. A brochure setting forth coverage details is available from Human Resources.

Sec. 8.5.8 Employee Assistance Program (EAP)

The District provides an employee assistance consulting service for employees, spouses, and
other family members. The service will provide assistance for family, legal, drug, and alcohol
related stress problems. Any employee or dependent should contact EAP directly. All
consultations are confidential. The District is not advised of who is participating. When an
employee is having job performance problems the District may request the employee seek
personal consultation.
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Sec. 8.5.9 Deferred Compensation (457) Plan

Two deferred compensation plans are available to regular employees to contribute a portion of
their salary tax-deferred towards retirement savings. A brochure setting forth coverage details
is available from Human Resources.

Effective in the plan year to begin January 1, 2024, PEPRA and “Middle-Retirement-Tier”
employees shall be eligible for a District matching program for the District 457 Deferred
Compensation Plan based on the following schedule:

e 3-5 years of employment = up to $1,500 per year employer contribution matching
e 6-10 years of employment = up to $3,000 per year employer contribution matching
e 11+ years of employment = up to $4,000 per year employer contribution matching

The District will contribute the employer contribution to eligible employees’ 457 Deferred
Compensation Plan in the last pay period of the calendar year. The employer contribution is
based on the employee’s years of service, anniversary date and the employee’s contribution to
the 457 Deferred Compensation Plan for that plan year up to the second to last pay period.

For example, if an employee has their sixth-year anniversary on June 1 of a calendar year, the
employee would be eligible for a partial year of a $1,500 employer contribution match (service
during fifth year prior to June 1) and a partial year of a $3,000 employer contribution match
(service during their sixth year on and after June 1). The employer contribution match

for this example, employee would be calculated as follows:

$1,500 X (January 1 to May 31 = 150 days) / 365 = $616.44
$3,000 X (June 1 to December 31 =215 days) / 365 = $1,767.12

Therefore, this employee would be eligible for a max contribution of $2,383.56 as long as the
employee defers that amount to the plan. The District will provide a reduced matching
contribution based on the employee’s deferrals if the employee does not defer up to the
matching contribution amount. If an employee leaves employment before the beginning of the
last pay period of the calendar year, they will forgo the employer matching contribution.

Sec. 8.5.10 Longevity Pay

If an employee was hired before September 16, 2004, they are eligible for longevity pay based
on the following schedule:

Years of Employment Longevity Pay Earned

After completion of 15 years 5% salary increase

After completion of 20 years 2.5% additional salary increase
After completion of 25 years 2.5% additional salary increase
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Any longevity pay increase will go into effect on the date of the anniversary of the employee’s
hire date.

Longevity Pay is separated from base salary for purposes of merit increases and/or general
wage increases if applicable.

Sec. 8.5.11 Retirement

The District provides, through the California Public Employees Retirement System
(CalPERS), a retirement payment for employees. The employee must be in the CalPERS
system a minimum of five years and be age 50 or older. The retirement salary is based on the
highest salary earned in one year, times a percentage based on age at the time of retirement,
times the number of years employed. The retirement salary is based on the schedule, 2.7% at
55 for employees hired before January 1, 2013. The retirement formula for employees hired
after December 31, 2012, who are considered “new members” pursuant to AB 340 will be
placed in the new retirement tier mandated by AB 340. Employees hired on or after December
14, 2012, who are not considered “new members” pursuant to AB 340 will be in the 2% at 60
retirement formula tier.

Sec. 8.5.12 Education Assistance Program

The District encourages its employees to attend courses related to District activities offered
outside of normal working hours. The District will reimburse approved tuition fees and
educational material costs expended by employees for successfully completed courses up to a
maximum of $4,000 per employee per fiscal year. The following conditions shall apply to this
program:

a) Repayment

It has been determined that the District’s investment is justified if the employee remains
employed with the District for a minimum of three (3) years after completion of approved
course work under this program. If employee voluntarily leaves District employment within
one (1) year of completion of such course work, including professional continuing education,
or while enrolled in a degree program at a four-year college or university, the employee must
repay the District 100% of the funding received, and if within two (2) years must repay 50%.
Repayment is waived if the employee is involuntarily separated from employment. An
agreement signed by the employee to abide by these terms and consent to a deduction of money
from their final paycheck and/or vacation balance in the event they separate from employment
within the three-year period shall be required.
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b) Coursework

The subject matter of the course must be related to the employee’s position with the District
and contributes toward enhancing the performance of the employee’s position with the District
or is related to work the employee can reasonably be expected to perform in the future.

Subject to approval by the General Manager, reimbursement may be made for elective
coursework required for a certification program or college degree related to the employee's
work, or related to District work which the employee can reasonably be expected to perform
in the future.

Course(s) must be taken on the employee’s own time.

All course work qualified for reimbursement under this program must be completed with a
grade of “C” or better (a grade of “Pass” is also acceptable for courses with a Pass/Fail grading
system).

c) Request Deadline

Interested employees must submit their requests to participate in the program for the upcoming
fiscal year by March 31 of the previous fiscal year. Employees must present the necessary
reimbursement forms and proof of tuition amounts to the District in order to be eligible for
reimbursement.

d) Part-Time Employees
A part-time employee shall receive a prorated benefit.
e) Eligibility
An eligible employee is those employees who have passed the probationary period.

Sec. 8.5.13 Uniforms

The District will provide uniforms, laundering service, and other necessary safety equipment
and attire to the Operations and Maintenance employees who are required to wear uniforms as
a substitute for personal attire. A $200 safety boot voucher, which is not PERSable, will be
provided annually to employees that require safety boots for their job. All safety boot
replacement requests made sooner than one year from issuance of that employee’s last voucher
will be evaluated by the employee’s supervisor.

The District shall report the value of uniforms and laundering service, which is considered
maintenance of required clothing that is not for personal health and safety, and therefore
PERSable, for Operations and Maintenance employees. The value reported shall be
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determined in accordance with the cost allocation worksheet, incorporated as an exhibit to
these employment policies. The cost of non-safety uniform items and their maintenance shall
be as follows:

e Operations employees shall receive an amount not to exceed $750 per Fiscal Year, per
employee, with no more than $250 allocated towards shorts and pants.

e Joint Facilities employees shall receive an amount not to exceed $700 per Fiscal Year, per
employee, with no more than $200 allocated towards pants.

e All other employees shall receive an amount not to exceed $500 per Fiscal Year, per
employee, for all non-safety uniform items.

Uniform Allowance compensation is subject to the provisions and limitations under the Public
Employees Retirement Law, including restrictions on reporting uniform allowance as
pensionable compensation for employees deemed “new members” under the Public
Employees’ Pension Reform Act of 2013.

Sec. 8.5.14 Employee Recognition Program

The District provides an employee recognition program that recognizes employees for their
contribution to the organization.

Sec. 8.5.15 Computer Purchase Program

The District provides a Computer Purchase Program, where employees may purchase
computer hardware and software with financial assistance from the District in the form of an
interest-free loan repaid by the employee through automatic payroll deductions. Employees
are eligible after completion of the probationary period and a rating of satisfactory or better on
their last performance evaluation. The District will lend employees a minimum of $500 and a
maximum of $3,000 for the purchase of computer hardware and software. Repayment will be
made through equal, automatic payroll deductions over a maximum of 60 pay periods, though
repayment in full will be accepted at any time. Regardless of the loan balance, employees may
not have more than one loan outstanding at any time. Any remaining loan balance is due upon
separation of employment and will be deducted from the employee’s final paycheck.

There are no specific hardware configuration requirements; however, the employee’s home
computer must be capable of running the District’s standard office applications and desktop
operating systems. Eligible hardware purchases include new computers, upgrades to existing
computers, printers, related taxes and shipping charges, and extended warranty agreements
offered at the time of purchase.
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Employees must purchase or show proof of ownership of the District’s standard office
applications and desktop operating systems. In short, applications at home must be compatible
with applications at work. No other software purchases are eligible under this program;
however, all participating employees must comply with all software licensing requirements for
their use of any hardware purchased under this program.

Costs related to installation, training, repairs, telephone lines, online services, furnishings, or
any other initial or ongoing costs are not eligible for funding under this program and are the
sole responsibility of the employee.

Sec. 8.5.16 Benefits Commencement

Employee benefits that commence upon an employee’s hire date:
a) Holidays, including the floating holiday
b) Pregnancy Disability Leave

c) Bereavement Leave

d) Jury or Witness Duty

e) Military Leave

f) Voting Time

g) Workers' Compensation Insurance

h) Employee Assistance Program (EAP)

1) Deferred Compensation (457)

J)  Uniforms, including safety boots

Employee benefits that commence on the first of the month after an employee’s date of hire:
a) Group Health Insurance

b) Group Dental Insurance

¢) Short- and Long-Term Disability Insurance

d) Life Accidental Death and Dismemberment Insurance

Employee benefits that commence after an employee’s ninetieth (90th) day of service:
a) Sick Leave (retroactive to date of hire)

Employee benefits that commence after an employee’s 6 months’ probationary period:
a) Vacation (retroactive to date of hire)

b) Personal Leave

c) Computer Loan Program

d) Education Assistance Program

Employee benefits that commence after an employee’s 12 months and 1,250 hours of service:
a) Family Medical Leave (FMLA)
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SEC. 8.6 EMPLOYEE RELATIONS

Sec. 8.6.1 Code of Conduct for Employees

To assist in fostering desired goals of the Santa Fe Irrigation District, employees, together with
the local community, have a right to expect the business of the Santa Fe Irrigation District to
be conducted with efficiency, fairness, impartiality, and integrity.

Employment at the Santa Fe Irrigation District carries with it an obligation to the public
interest. It requires standards of professional behavior from employees that promote and
maintain public confidence and trust.

At the same time, employees should not be subject to restrictions simply because they work
for the Santa Fe Irrigation District. Santa Fe Irrigation District employees have all the normal
rights of employees under state and Federal law.

Although no one set of rules can answer all ethical questions, this Code of Conduct provides
the Santa Fe Irrigation District with an ethical framework for the decisions, actions, and
behavior of its employees. In this regard, it explains the principles covering appropriate
conduct in a variety of contexts and outlines the minimum standard of behavior expected of
Santa Fe Irrigation District employees. Santa Fe Irrigation District employees are expected to
comply with this policy as well as all other state and federal laws regarding employment by
public agencies including, but not limited to, conflict of interest laws, use of public property
regulations, and discrimination laws.

Sec. 8.6.1.1 General Principles

The community and the ratepayers are entitled to expect the business of the Santa Fe
Irrigation District to be conducted with efficiency, economy, fairness, impartiality, and
integrity. To meet that expectation, all Santa Fe Irrigation District employees must abide
with the following principles when doing their work:

a) Responsibility of the Santa Fe Irrigation District Employee: Employees are to
implement the policies and decisions of the Santa Fe Irrigation District in an impartial
manner. Employees must comply with relevant state and federal law.

b) Respect for People: Employees are to treat their colleagues and members of the public
fairly and consistently, in a non-discriminatory manner with proper regard for their
rights and obligations. In this regard, employees shall perform their duties in a
professional and responsible manner.

They shall ensure that their decisions and actions are reasonable, fair, and appropriate
to the circumstance, based on consideration of all the relevant facts and supported by
adequate documentation.
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c) Integrity and Public Interest: Employees are to promote confidence in the integrity of
the Santa Fe Irrigation District and always act in the public interest and not in their
private interest.

d) Responsible Service: Employees are to provide a relevant and responsible service to
the public and other employees, providing necessary and appropriate assistance.

They should provide information promptly and in an appropriate format that is easy for
the recipient to understand. The information should be clear, accurate, and complete.

e) Economy and Efficiency: Employees should keep up to date with advances and
changes in their area of expertise and look for ways to improve performance and
achieve high standards of work. They should use their authority, available resources,
and information only for the work-related purpose intended.

Sec. 8.6.1.2 District Values

In addition to the principles above, Santa Fe Irrigation District employees must prioritize
the following District Values in their actions and decisions:

a) Teamwork: Our success is built on cooperation, collaboration, and respect for each
other, our customers, communities, neighboring agencies, and staff.

b) Inclusiveness: Our organization is positive and respectful, embracing diversity, and
listening to every voice.

c) Continuous improvement: We are dedicated to excellence and innovation in
everything we do.

d) Transparency: We communicate freely, report honestly, listen attentively, and make
decisions transparently.

e) Accountability: We are all responsible—individually and collectively—for providing
cost-effective, high-quality service to our customers.

f) Sustainability: We are good stewards of our resources and our environment,
benefiting current and future customers.

Sec. 8.6.1.3  Guide to Ethical Decision Making

To assist in fostering a climate of ethical awareness, conduct, and decision making at the
Santa Fe Irrigation District, employees may find it useful to refer to or consider, either by
themselves or in conjunction with their peers, supervisor, or General Manager, the
following five points:
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a) Is the decision or conduct lawful?

b) Is the decision or conduct consistent with Santa Fe Irrigation District’s Administrative
Code, goals, and Code of Conduct?

c) What will the outcome be for the employee, other employees, the Santa Fe Irrigation
District, and others?

d) Does the outcome raise a conflict of interest or lead to private gain at the Santa Fe
Irrigation District’s expense?

e) Can the decision or conduct be justified in terms of public interest, and would it
withstand public scrutiny?

Sec. 8.6.1.4  Acceptance of Gifts or Benefits

In addition to requirements set forth in the Political Reform Act, as enforced by the Fair
Political Practices Commission, employees should not accept gifts or benefits that are
intended to, likely to, or be perceived to cause employees to act in a partial manner in the
course of their duties.

Sec. 8.6.1.5 Fairness and Equity

Issues or cases being considered by employees should be dealt with consistently, promptly,
and fairly. This involves dealing with matters in accordance with approved Santa Fe
Irrigation District procedures, in a non-discriminatory manner.

When using any discretionary powers, employees should ensure that they take all relevant
facts into consideration, have regard to particular merits of each case, and do not take
irrelevant matters or circumstances into consideration.

Sec. 8.6.1.6  Public Comment About the Santa Fe Irrigation District and/or its
Activities

It is not the intention of the Code of Conduct to restrict the right of any employee to freely
express their opinion in their private capacity as an individual member of society, in
accordance with state and federal laws. However, employees should refrain from
representing themselves as a spokesperson for the Santa Fe Irrigation District unless
authorized to do so.

Sec. 8.6.1.7  Reporting Corrupt Conduct and Serious and Substantial Waste of Santa
Fe Irrigation District Resources

Employees are urged to report suspected corrupt conduct as well as serious and substantial
waste of Santa Fe Irrigation District resources. Reporting procedures should be in
accordance with the Santa Fe Irrigation District Internal Reporting Procedure.
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Sec. 8.6.1.8  Internal Reporting Procedure

In a case where an Employee determines that a fellow Employee or Supervisor is violating
the Code of Conduct the Employee should report the incident.

In the case of a fellow Employee violating the Code of Conduct, the incident should be
reported to the immediate Supervisor who in turn has the responsibility to inform the
General Manager.

In the case of a Supervisor violating the Code of Conduct, the Employee should report
concerns to the General Manager.

In the case of the General Manager violating the Code of Conduct, the employee should
report concerns to the District’s General Counsel.

The reporting of these incidents is intended to eliminate the misuse of public resources or
funds.

Sec. 8.6.2 Harassment
Sec. 8.6.2.1 Policy Against Harassment

The District is committed to providing a professional workplace in which individuals are
treated with respect and in a manner consistent with the District’s high expectations of
ethical conduct.  This means that the District prohibits unlawful harassment,
discrimination, and retaliation in accordance with all applicable laws.

This includes harassment based on sex (which includes harassment based on sex,
pregnancy, perceived pregnancy, childbirth, breastfeeding, and related medical
conditions), as well as harassment, discrimination, and retaliation based on such factors as
race (including hair texture, protective hairstyles, and other traits associated with race),
color, religion and religious creed (including religious dress and religious grooming
practices), national origin, ancestry, citizenship, age (40 years and older), mental disability
and physical disability (including HIV and AIDS), legally-protected medical condition or
information (including genetic information), protected medical leaves (requesting or
approved for leave under the Family and Medical Leave Act or the California Family
Rights Act), military and/or veteran status, service, or obligation, reserve status, national
guard status, marital status, domestic partner status, gender, gender identity (including
transgender identity), gender expression (including transgender expression), because an
individual has transitioned or is (or is perceived to be) transitioning, sex stereotyping,
sexual orientation, status as a victim of domestic violence, sexual assault or stalking,
enrollment in a public assistance program, engaging in protected communications
regarding employee wages or otherwise exercising rights protected under the National
Labor Relations Act or California Fair Pay Act, requesting a reasonable accommodation
on a protected basis such as disability or sincerely-held religious belief, practice, or
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observance, or any other characteristic protected by federal, state, or local laws. Employees
should treat other employees with respect and dignity in a manner that does not offend the
sensibilities of any coworker.

The District strongly disapproves of and will not tolerate harassment, discrimination, or
retaliation against applicants, employees, unpaid interns, or volunteers by Director
employees, supervisors, co-workers or third parties with whom employees come into
contact, consistent with applicable law. Similarly, the District will not tolerate harassment,
discrimination, or retaliation by its employees directed toward non-employees with whom
the District employees have a business, service, or professional relationship (such as
independent contractors, vendors, clients, volunteers, or interns).

Sec. 8.6.2.2 Harassment

Harassment is generally defined as verbal, physical, or visual conduct that creates an
intimidating, offensive, or hostile working environment, or that interferes with an
employee’s work performance, and that is based on a protected status. Such conduct
constitutes harassment when (1) submission to the conduct is made either an explicit or
implicit condition of employment; (2) submission or rejection of the conduct is used as the
basis for an employment decision; or (3) the harassment interferes with an employee’s
work performance or creates an intimidating, hostile, or offensive work environment.

As the definition above shows, harassing conduct can take many forms and may include,
but is not limited to, the following (when based upon an employee’s protected status as
noted above): slurs, jokes, statements, gestures, assault, impeding or blocking another’s
movement or otherwise physically interfering with normal work, pictures, drawings, or
cartoons, violating someone’s “personal space,” foul or obscene language, leering,
stalking, staring, noises, unwanted or offensive letters or poems, offensive emails, texts,
gifs, memes, or voicemail messages.

Sec. 8.6.2.3 Sexual Harassment

Sexual harassment and any conduct that may be construed as sexual harassment, is
unlawful and specifically prohibited. Sexually harassing conduct in particular may include
any of the above-referenced prohibited actions, as well as other unwelcome conduct
including requests for sexual favors, conversations containing sexual comments, and other
unwelcome sexual advances. Such conduct exposes not only the District, but also the
individuals involved in that conduct, to significant liability under the law. Accordingly,
the District’s management is committed to vigorously enforcing its Sexual Harassment
Policy at all levels within the District.

Sexual harassment includes all unwelcome sexual advances, requests for sexual favors,
offensive comments, jokes, or physical conduct, or any other verbal or physical acts of a
sexual or sex-based nature when (1) submission to such conduct is made either explicitly
or implicitly a term or condition of employment, (2) the employee’s acceptance or rejection
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of such conduct is used as a basis for employment decisions affecting the employee, or (3)
such conduct has the effect of interfering with the employee’s work performance or creates
an intimidating, hostile, or offensive working environment.

The following conduct is illustrative of some of the conduct that violates the District’s
Sexual Harassment Policy:

a) Physical assaults of a sexual nature, such as:
1. Rape, sexual battery, molestation, or attempts to commit these assaults; and

2. Intentional physical conduct that is sexual in nature, such as touching, pinching,
patting, grabbing, brushing against another employee’s body, or poking another
employee’s body.

b) Unwanted sexual advances, propositions, or other sexual comments, such as:

1. Sexually oriented gestures, noises, remarks, jokes, or comments about a person’s
sexuality or sexual experience directed at or made in the presence of any employee
who indicates or has indicated in any way that such conduct is unwelcome in their
presence;

2. Preferential treatment or promises of preferential treatment to an employee for
submitting to sexual conduct, including soliciting or attempting to solicit any
employee to engage in sexual activity for compensation or reward; and

3. Subjecting, or threats of subjecting, an employee to unwelcome sexual attention or
conduct or intentionally making performance of the employee’s job more difficult
because of the employee’s sex.

c) Sexual or discriminatory displays or publications anywhere in the District’s workplace,
such as:

1. Displaying pictures, posters, calendars, graffiti, objects, promotional materials,
reading materials, or other materials that are sexually suggestive, sexually
demeaning, or pornographic, or bringing into the District’s work environment or
possessing any such material to read, display, or view at work.

A picture will be presumed to be sexually suggestive if it depicts a person of either
sex who is not fully clothed or in clothes that are not suited to or customarily
accepted for the accomplishment of routine work in and around the workplace and
who is posed for the obvious purpose of displaying or drawing attention to private
portions of their body.
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2. Reading publicly or otherwise publicizing in the work environment materials that
are in any way sexually revealing, sexually suggestive, sexually demeaning, or
pornographic; and

3. Displaying signs or other materials purporting to segregate an employee by sex in
any area of the workplace (other than restrooms and semi-private changing rooms.)

d) Retaliation for sexual harassment complaints, such as:

1. Disciplining, changing work assignments of, providing inaccurate work
information to, or refusing to cooperate or discuss work-related matters with any
employee because that employee has complained about or resisted harassment,
discrimination, or retaliation; and

2. Intentionally lying about, falsely denying, exerting pressure, or otherwise
attempting to cover up conduct such as that described in any item above.

e) Other acts

The illustrations stated above are not to be construed as an all-inclusive list of
prohibited acts under this policy.

Sec. 8.6.2.4 Duty to Report Harassment

All employees, independent contractors, interns, and volunteers of the District must
promptly report any incidents of harassment, discrimination, and retaliation so that the
District can take appropriate action. It is the responsibility of all of us to contribute to a
work environment that is free of unlawful bias, discrimination, harassment, and retaliation.
Failure to bring forth a complaint prevents the District from having the opportunity to
correct the situation.

Any employee who believes they have been unlawfully harassed should bring the matter
to the District’s attention immediately and provide a full and accurate report of the
underlying facts. Director employees and supervisors have a special responsibility under
this policy. All levels of management and all supervisors are responsible for compliance
with this policy and for ensuring that everyone in their department is aware of, understands
and adheres to this policy. Supervisors and Director employees who receive complaints or
who observe or learn of discriminatory, harassing, or retaliatory conduct must immediately
inform the Human Resources Department or the General Manager so that an investigation
may be initiated.

Individuals making such complaints must report the facts as accurately and as completely
as possible. All reports of suspected harassment, discrimination and retaliation will be
taken seriously. Every reported complaint, including allegations of misconduct, will be
investigated thoroughly and promptly by impartial and qualified personnel. Typically, the
investigation will include the following steps: an interview of the employee who lodged
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the complaint to obtain complete details regarding the alleged harassment, discrimination,
or retaliation; interviews of anyone who is alleged to have engaged in such conduct to
respond to the claims; and interview of any employees who may have witnessed, or who
may have knowledge of, the alleged conduct. The Human Resources Administrator or other
District official responsible for the investigation will notify the employee who lodged the
complaint of progress during the investigation, including documentation where applicable,
and timely notification of the results of the investigation. The investigation will be handled
in as confidential a manner as possible consistent with a fair, timely, and thorough
investigation (e.g., parties will receive appropriate due process, the District will reach
reasonable conclusions based on the evidence collected, etc.). Employees (or other
complainants) making complaints are expected to cooperate fully with the person or
persons designated to investigate the complaint. No employee will be subject to any form
of retaliation for reporting any violation of this policy truthfully and in good faith.

In addition to notifying the District about harassment or retaliation complaints, affected
employees may also direct their complaints to the Equal Employment Opportunity
Commission (“EEOC”) or the California Department of Civil Rights (“CRD”) [formerly
known as the Department of Fair Employment and Housing (“DFEH”)], which has the
authority to conduct investigations of the facts.

You can file an external complaint by contacting the following:

1. Department of  Civil  Rights at 800-884-1684 or  visiting
https://calcivilrights.ca.gov/contactus/

2. Equal Employment Opportunity Commission (EEOC) at 800-669-4000 or visiting
https://www.eeoc.gov/contact-eeoc

Sec. 8.6.2.5 Remedies and No Retaliation for Reporting

The District prohibits conduct severe enough to be unlawful. Yet even more, the District’s
workplace conduct standards also prohibit conduct and comments which are not severe
enough to violate state or local or federal law—but which are still inappropriate in the
workplace. As a result, the District will take prompt, appropriate, and effective corrective
action (e.g., remedial measures) any time it is established that discrimination, harassment,
or retaliation in violation of this policy has occurred—whether or not such violation also
violates the law.

Corrective action may include, for example: training, referral to counseling, or disciplinary
action ranging from a verbal or written warning to termination of employment, depending
on the circumstances.

The District will not tolerate retaliation against an individual for good faith reports of
harassment, discrimination, or retaliation; assisting another in making a report; cooperating
in an investigation; filing an administrative complaint with a government agency; or
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engaging in other protected activity. Such retaliation is a separate violation of the law and
of District policy and is subject to disciplinary action up to employment termination.
Individuals who believe they have experienced or been threatened with such retaliation,
and any Director employee or supervisor who learns of possible retaliation, must
immediately report such conduct.

Sec. 8.6.3 Dress Code

Office employees are required to dress in a business casual dress code. An employee who
reports in to work wearing worn, torn, dirty, revealing, or inappropriate attire may be required
to return home to correct the problem. The time spent away from work is chargeable to the
employee’s vacation accrual. In the event vacation hours are not available, the employee will
not be paid for the time away from work.

Sec. 8.6.4 Customer Relations

District employees are expected to be polite, courteous, prompt and attentive to every
customer. When a situation arises where an employee does not feel comfortable or capable of
handling the problem, they should contact their supervisor or the Director employee
immediately.

Sec. 8.6.5 Confidentiality

Each employee is responsible for safeguarding confidential information obtained during their
employment. In the course of an employee’s work, they may have access to confidential
information regarding the District, its suppliers, its customers, or perhaps even fellow
employees. It is an employee’s responsibility to refrain from revealing or divulging any such
information unless it is necessary for them to do so in the performance of their duties. Access
to confidential information should be on a “need-to-know” basis and must be authorized by an
employee’s supervisor. Any breach of this policy will not be tolerated and could be cause for
discipline.

Sec. 8.6.6 Alcohol and Drug Free Workplace

Sec. 8.6.6.1 Policy Statement

It is the policy of the District to prohibit its employees from using alcohol or drugs in
connection with their employment, as it constitutes a threat to the safe and efficient
performance of employees’ duties and can present a risk to the health and welfare of
employees and customers of the District. In recognition of this, the District has established
the following policy with regard to use, being under the influence, possession, distribution,
or manufacture of alcohol or drugs.
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Sec. 8.6.6.2  Reasonable Suspicion Drug and Alcohol Screening

The District may require a blood test, urinalysis, or other drug and/or alcohol screening of
those persons reasonably suspected of using or being under the influence of a drug or
alcohol while at work. An employee’s consent to submit to such a test is required as a
condition of employment and the employee’s refusal to consent may result in disciplinary
action, up to and including termination for even a first refusal or any subsequent refusal.

Sec. 8.6.6.3 Use, Being under the Influence, Possession, Distribution, or
Manufacture of Drugs or Alcohol

a) Alcohol. Use or being under the influence of alcohol by any employee while
performing District business or while on District property (not withstanding District
residences leased by employees) is strictly prohibited because it may affect the safety
of the employee, co-workers, or members of the public, the employee's job
performance, or the safe or efficient operation of the District’s business.

b) Legal Drugs. Use of or being under the influence of any legally obtained drug by any
employee while performing District business or while on the District’s property is
prohibited to the extent such use or influence may affect the safety of the employee,
coworkers, members of the public, the employee’s job performance, or the safe or
efficient operation of the District’s business. An employee may continue to work, even
though under the influence of a legal drug, if the District has determined, after
consulting with competent medical authority, that the employee does not pose a threat
to their own safety, or the safety of co-workers and that the employee's job performance
is not significantly affected by the legal drug. Otherwise, the employee may be
required to take a leave of absence or comply with other appropriate action as
determined by the District.

c) Illegal Drugs. Use, being under the influence of, manufacture, distribution, purchase,
transfer, or possession of any illegal drug by any employee while on District property,
or while performing District business is strictly prohibited.

Sec. 8.6.6.4 Employee Reporting Requirements

a) Legal Drugs. Anemployee’s use of a legal drug can pose a significant risk to the safety
of the employee or others. Employees who feel or have been informed that the use of
a legal drug may present a safety risk are to report their use of such drug to their
immediate supervisor. Employees who suspect that a fellow employee poses a
significant risk to the health and safety of the employee or others must report their
suspicions to the immediate supervisor for further investigation and appropriate action.

b) lllegal Drugs. Employee use of an illegal drug poses a significant risk to the safety of
the employee or others. Employees who have been informed or suspect that a fellow
employee has used, is in possession of, or is under the influence of an illegal drug must
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report such suspicion to the immediate supervisor for further investigation and
appropriate action.

c) Notifying the District of Criminal Drug Conviction. Pursuant to the Drug-Free
Workplace Act of 1988, District employees must immediately notify the District of any
criminal controlled substance statute conviction occurring at the workplace. Failure to
do so shall subject the employee to disciplinary action, up to and including termination.

Sec. 8.6.6.5 Disciplinary Action

Violation of this Policy will result in disciplinary action, up to and including termination,
even for a first offense. Further, the District reserves the right to discipline or terminate
employees convicted of an offense that involves the use, distribution, or possession of
illegal drugs.

Sec. 8.6.6.6 Definitions

a) Under the influence means, for the purposes of this policy, that the employee is affected
by a drug or alcohol or the combination of a drug and alcohol in any detectable manner.
The symptoms of influence are not confined to those consistent with misbehavior, or
to obvious impairment of physical or mental ability, such as slurred speech or difficulty
in maintaining balance. A determination of influence can be established by a
professional opinion, a scientifically valid test, and, in some cases, by a layperson’s
opinion.

b) Legal drug includes prescribed drugs and over-the-counter drugs which have been
legally obtained and are being used for the purpose for which they were prescribed or
manufactured.

d) Illegal drug means any drug which is not legally obtainable, or which is legally
obtainable but has not been legally obtained. The term further includes prescribed
drugs not being used for prescribed purposes. It also includes marijuana. For
marijuana, an employee will be considered under the influence if it is determined based
on a drug test which detects the presence of Tetrahydrocannabinol (THC) that the
employee is impaired while on duty. Employees shall not be tested for the presence of
non-psychoactive cannabis metabolites.

Sec. 8.6.7  Grievance Procedures
Sec. 8.6.7.1 Definitions
A "grievance" is defined as an alleged violation, misinterpretation, or misapplication of the

provisions of a Memorandum of Understanding or the Administrative Code Article 8
Employment Policies.
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A "grievant" is any employee of the bargaining unit adversely affected by an alleged
violation of the specific provision of this Memorandum of Understanding, the
Administrative Code Article 8 Employment Policies, or the Association. Unless the
Association is grieving Article II, the Association shall identify a bargaining unit member
or members for each grievance filed.

A "day" is any day in which the District is open for business.

The "immediate supervisor" is the lowest level of supervision who has been designated to
adjust grievances and who has authority over the grievant.

Sec. 8.6.7.2  General Provisions

The Association agrees to pursue all claims of violation of an MOU or the Administrative
Code Article 8 Employment Policies through grievance procedures. If the employee or
Association does resort to remedies outside the grievance process prior to its completion,
the grievance process is automatically terminated. When the Association feels that an
employee may be subject to immediate and irreparable harm, the Association will contact
the General Manger directly prior to initiating some other type of action. The Association
will allow the General Manager a reasonable time to address such a grievance prior to
instigating action outside the District. Utilization of this procedure shall be deemed to
exhaust the grievance procedure.

Every effort will be made by the parties to settle grievances at the lowest possible level.

All documents dealing with the processing of a grievance shall be filed separately from the
personnel files of the participants.

No party to a grievance shall take any reprisals against the other party to the grievance
because the party participated in an orderly manner in the grievance procedure.

If the District fails to respond in writing to the grievance within the specified time limit,
the grievant has the right to process the grievance at the next level. If the grievant does not
process the appeal within the given time limits, the grievance shall be considered as settled
and the grievant cannot thereafter grieve the specific incident again. The time limits
specified at each level should be considered maximums, and every effort should be made
to expedite the process. The time limits for a specific grievance, however, may be extended
by a mutually written MOU.

Every effort will be made to schedule meetings for the processing of grievances at a time
which will have minimal interference with the regular workday of the participants.

Either the District or the grievant may be represented at any step of the grievance procedure
by an individual of the party's choice.
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Any unit member may at any time present grievances to the District and have such
grievances adjusted without the intervention of the Association. In such cases the grievant
may provide a copy of the grievance and the proposed resolution to the Association, in
which case the Association shall have the opportunity to file a response. Upon request of
the grievant, the grievant may be represented at any stage of the grievance procedure by a
representative of the Association.

The District and Association may agree to consolidate grievances at Level III and IV.

Any grievance that does not comply with the timelines set forth below in this section shall
be null and void. In no event shall a grievance include a claim for monetary relief for more
than the initial (10) day period plus such reasonable discovery period.

Sec. 8.6.7.3  Level I -- Informal Resolution

Any unit member who believes they have a grievance shall present the grievance orally to
their immediate supervisor within ten (10) days after the grievant knew, or reasonably
should have known, of the circumstances which form the basis for the grievance. Failure
to do so will render the grievance null and void. The immediate supervisor shall hold
discussions and attempt to resolve the matter within five (5) days after the presentation of
the grievance. It is the intent of this informal meeting that at least one (1) personal
conference be held between the aggrieved unit member and the immediate supervisor.

Notwithstanding any of the foregoing paragraphs, any unit member who believes he/she
has a grievance may contact the Director of Administrative Services in an attempt to
resolve the issue. At the option of the Director of Administrative Services, he/she may take
appropriate steps as he/she deems necessary to resolve the matter. If the employee is not
satisfied with the actions taken by the Director of Administrative Services or should the
Director of Administrative Services determine that the matter should be formalized, the
formal procedure may be invoked with no prejudice to the employee.

Sec. 8.6.7.4  Level II -- Formal Written Grievance

If the grievance is not settled during the informal conference and the grievant wishes to
pursue the matter, the grievant shall present the grievance in writing on the appropriate
form to the immediate supervisor within ten (10) days of the informal conference. In
addition, a copy shall be presented by the grievant to the Director of Administrative
Services. The written information shall include:

a) A description of the specific grounds of the grievance, including names, dates, places,
and facts necessary for a complete understanding of the grievance;

b) A listing of the provisions of this Memorandum which are alleged to have been
violated;
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c) A listing of the reasons why the immediate supervisor's proposed resolution of the
problem is unacceptable; and

d) A listing of specific actions requested by the grievant of the District which will remedy
the grievance.

The immediate supervisor shall communicate the decision to the grievant in writing within
ten (10) days after receiving the grievance. If the immediate supervisor does not respond
within the time limits, the grievant may appeal to the next level.

Within the above time limits, either party may request a personal conference.
Sec. 8.6.7.5 Level I1I -- Appeal to Department Head

If the grievant is not satisfied with the decision at Level II, the grievant may, within ten
(10) days of the receipt of the decision at Level II, appeal the decision on the appropriate
form to the department head. This statement shall include a copy of the original grievance
and appeal, and a clear, concise statement of the reasons for the appeal.

The department head shall communicate the decision to the grievant within ten (10) days.
If the department head does not respond within the time limits provided, the grievant may
appeal to the next level.

Within the above time limits either party may request a personal conference.
Sec. 8.6.7.6  Level IV -- Appeal to General Manager

If the grievant is not satisfied with the decision at Level III, the grievant may, within ten
(10) days of the receipt of the decision at Level III, appeal the decision to the General
Manager or their designee. The appeal shall be in writing on the appropriate form and shall
include a copy of the original grievance, all decisions rendered and a clear and concise
statement of the reasons for the appeal.

The General Manager or their designee shall respond to the grievance in writing within ten
(10) days of receipt of the written appeal. The decision of the General Manager or their
designee shall be final and binding.

Sec. 8.6.8 Disciplinary Procedures

Depending upon the facts and circumstances involved in each situation, management may
begin disciplinary action at any point. For general purposes, however, discipline should follow
a pattern of increasing severity as the causes for discipline become more serious and persistent.
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Sec. 8.6.8.1 Disciplinary Action

a) Employee Representatives Permitted. Regular employees are permitted an employee
representative at any meeting in which he/she may be subject to disciplinary action by
District. Such regular employees may have an employee representative when there is
probable cause to believe that disciplinary action may be taken as the result of the
meeting; if a significant purpose of the meeting is to investigate facts in relation to a
contemplated disciplinary action; or if there is a potential for disciplinary action.

b) Disciplinary Actions Subject to Notice and Hearing Procedures. Upon compliance
with procedures set forth in the section entitled, “Disciplinary Procedures for Regular
Employees”, the following disciplinary actions may be taken against a regular
employee either by the General Manager or such management personnel as he/she may
designate:

1. Dismissal: Discharge from District service.

2. Demotion: Reduction from a position in one class to a position in another class
having a lower salary range affected for disciplinary purposes. (Demotions
resulting from employee’s inability to perform required duties, organizational
changes, or layoffs are not disciplinary.)

3. Salary Reduction: A reduction in pay from the employee’s current step with a pay
range to any lower step within that same range, as such range is recorded in the
District’s current salary schedule.

4. Suspension from Duty for More Than Five Days: An ordered interruption of duties
for more than five days, without pay.

5. Suspension from Duty for Five Days or Less: For a suspension without pay for five
days or less, only the procedures set forth in Disciplinary Procedures for Regular
Employees apply but may be provided either during the suspension or within a
reasonable time thereafter.

¢) Disciplinary Actions Not Subject to Notice and Hearing Procedures. The following
disciplinary actions may be taken against any employee by the General Manager or
such management personnel as he/she may designate, without compliance with the
procedures referred to in Disciplinary Actions Subject to Notice and Hearing
Procedures above:

Suspension for one day, or more, with pay

Reassignment not entailing a salary reduction or demotion
Change in working hours

Reprimand, which may be oral, or in writing, or both

el S
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5.
6.

Counseling Statements
Written or Oral Warnings

d) Causes for Disciplinary Action. 1t is intended that discipline be imposed primarily for
corrective purposes and to address deficiencies in work performance. The following is
a non-exclusive list of the more common reasons for disciplinary action and are
illustrative only.

1.
2.

=00 N U AW

11

13.

14.
15.

16.
17.
18.
19.
20.
21.
22.

23

Actions contrary to the rules and policies of the District.

Inefficiency, incompetence, inattention to or dereliction of duty, failure to perform
assigned duties in a satisfactory manner.

Insubordination or failure to comply with District rules and policies.

Physical or mental inability to perform the job.

Dishonesty.

Theft or unauthorized use of District property or personal property of others.
Fighting while on duty or on District premises.

Frequent or habitual tardiness, unexcused absences, or unsatisfactory attendance.
Harassment and/or discrimination in any form.

. Consumption of alcoholic beverages while on duty or on District premises, except

at District social functions.

. Being under the influence of alcohol while on duty.
12.

Use of, possession of, and/or transfer or sale of, non-prescribed drugs or illegal
drugs while on duty or on District premises or any violation of the Alcohol and
Drug Policy .

Disorderly, indecent, or immoral conduct while on duty or while in District
uniform.

Discourteous treatment of the public or other District employees.

Conviction of any felony or of a misdemeanor involving moral turpitude,
dishonesty, or immoral conduct.

Unauthorized absence from work.

Neglect of duty.

Failure to follow safe working practices.

Failure to report an injury promptly.

Failure to report significant unsafe working practices to supervisor.
Misrepresentations in obtaining employment with or promotion within the District.
Falsifying or altering District records, including, but not limited to, employment,
medical, paycheck, job, cards, request for benefits, and permitting one’s time card
to be recorded by another employee.

. Unauthorized removal of District documents, records, or other property.
24,
25.
26.

Failure to observe work schedules or assignments.
Loitering or sleeping on the job.
Working overtime without advance approval.
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e)

Recordation of Disciplinary Action in Employee’s Personnel File. The disciplinary
action taken, along with the reasons for such action, will be recorded in an employee’s
personnel file.

Sec. 8.6.8.2  Disciplinary Procedures for Regular Employees

a)

b)

Purpose. This section sets forth the procedure to ensure that all regular employees are
fairly treated when subjected to disciplinary actions described above in Disciplinary
Actions Subject to Notice and Hearing Procedures. These procedures do not apply to
probationary employees who may be discharged, suspended or otherwise disciplined
without any reason or cause.

Notice of Proposed Action. Before dismissing or otherwise disciplining a regular
employee, the District shall deliver to the employee a written notice of its intention to
dismiss or otherwise discipline the employee. Such notice shall be personally served
to the employee, or if the employee is not available, it shall be sent by registered or
certified mail to the employee’s place of residence, as shown on the records of the
District. The notice shall be served or mailed not less than seven calendar days prior
to the proposed disciplinary action and shall contain the following:

1. The proposed disciplinary action and the date said action becomes effective.

2. The specific charges upon which such action has been proposed and the reasons
why such action is being taken. Such charges shall contain any information
essential to give the employee a fair opportunity to answer the charges made. Such
information shall include, but is not limited to, names, times, dates, places, or
numbers that may be pertinent to the charges made.

3. If such charges are based upon documents or materials, the notice shall inform the
employee of this fact and shall inform the employee as to the location of such
documents and materials. If available and subject to duplication, copies of such
documents and materials shall be furnished to the employee with the notice.

4. A time and date by which the employee may file a written response and for
presentment of any oral response, which date shall not be less than seven days after
the notice is served on or mailed to the employee, whichever occurs first.

Response of Employee. The employee shall have the right to respond, either orally or
in writing, or both, no later than the time and date provided in the notice to the
employee. The time for response may be extended by the General Manager for a
reasonable period if the General Manager determines it is necessary to provide the
employee with a fair opportunity to answer the charges made. Written responses shall
be delivered to the General Manager.

If the employee desires to make an oral response, the employee shall give written notice
to the General Manager of this fact at least two working days before the time and date
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d)

e)

D

stated in the notice for presentment of the oral response. Failure of the employee to
give such notice shall constitute a waiver by the employee of any right to present an
oral response.

Oral Response. If the employee gives the notice described, the oral response of the
employee shall be presented to the General Manager. At the time of the employee's
oral response, the employee shall have the right to be represented by counsel or by a
representative of a recognized employee organization, or both.

Determination by General Manager. Upon expiration of the period of time set forth in
the District's notice to the employee, or if an oral response is presented, upon
completion of the response, whichever is later, the General Manager shall review the
matter, including any response of the employee and their representatives and any
evidence presented, and shall make a determination whether to discharge or otherwise
discipline the employee. The General Manager shall notify the employee in writing of
the determination. Such notice shall be personally served on the employee or shall be
sent by registered or certified mail to the employee’s place of residence as shown in
the records of the District.

Disqualification of General Manager. If prior to the time set for consideration of the
response, the General Manager has become so involved in the matter as to create an
actual bias against the employee which prevents the General Manager from fairly
considering the response of the employee, the General Manager shall so advise the
President of the Board of Directors, who shall thereupon appoint another person to act
on behalf and in the place of the General Manager. However, mere prior knowledge
of the factual background of the matter shall not, in and of itself, disqualify the General
Manager.

g) Appeal of Decision of General Manager. An employee or former employee dissatisfied

with the determination made by the General Manager may appeal the determination to
the Executive Committee, provided that a written notice of appeal is filed with the
Secretary of the District no later than 15 calendar days after the date of personal service
or mailing of the notice of the General Manager’s determination, whichever is sooner.
The Executive Committee shall consist of two members of the Board of Directors, or
such other person or persons as may be designated by the President of the Board of
Directors.

If a timely appeal is filed with the Secretary of the District, the Executive Committee
shall schedule a hearing within 30 calendar days of the date of filing of the notice of
appeal, and the Secretary of the District shall notify the employee or former employee
of the time and date fixed for the hearing. At the hearing, the employee shall have the
right to be represented by counsel or by a representative of a recognized employee
organization, or both. The Executive Committee may extend the time to schedule the
hearing upon a determination of good cause.
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The employee shall have the right to present evidence and to examine adverse
witnesses. The employee should, at least five working days before the scheduled
hearing, file a written request with the General Manager requesting the presence of
such persons at the hearing. If such persons can be made available without unduly
interfering with the operations of the District, the General Manager shall cause such
person to be present at the time of the hearing. The Executive Committee may continue
the hearing for a reasonable period until such persons can be present. The hearing shall
be recorded.

h) Determination of Appeal. Upon conclusion of the hearing, the Executive Committee
shall review the matter, including any evidence presented at the hearing, and shall make
a final determination whether to confirm the determination of the General Manager.
The Executive Committee shall have the power to reinstate a discharged employee
and/or to impose different discipline on the employee. If the Executive Committee is
unable to make a decision, the matter shall be referred to the Board of Directors for
final determination, and the Board of Directors may decide the matter on the basis of
the record made at the hearing or may conduct a new hearing.

i) Status of Employee. During the period prior to the determination of the matter by the
General Manager as set forth in Determination of Manager, the employee may be
suspended from performing their duties with pay or may be reassigned to other duties.
If the final determination of the General Manager is to discharge an employee, the
effective date of the discharge shall be the date that the notice of the General Manager’s
determination is personally served or mailed pursuant to Determination of Manager
above, whichever occurs first.

j) Judicial Review. Judicial review of any decision of the District, or of any commission,
committee, board, officer, or agent thereof dismissing or otherwise disciplining an
employee, which decision is subject to review under Code of Civil Procedure section
1094.5, may be had pursuant to this section only if a petition for writ of mandate is
filed in Superior Court within the time limits specified in Code of Civil Procedure
section 1094.6.

SEC. 8.7 OPERATIONAL CONSIDERATIONS

Sec. 8.7.1 District Property

All equipment, desks, supplies, and other property provided to District employees remain the
property of the District and must be maintained according to District rules and regulations.
They must be kept clean and ready to use for work-related purposes only. The District reserves
the right to inspect all District property to ensure compliance with its rules and regulations,
without notice to an employee. Prior authorization must be obtained before any District
property or program may be removed from the premises.
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For security reasons, an employee should not leave personal belongings of value in the
workplace. An employee whose service is terminated should remove any personal items at the
time they leave the District. Personal items left in the workplace by previous employees are
subject to disposal if not claimed at the time of an employee’s termination.

The unauthorized personal use of District property and facilities is prohibited.

Sec. 8.7.2  District Vehicle Use
Sec. 8.7.2.1 District Vehicle Assignments
Vehicles are assigned by the General Manager under the following circumstances:
a) Standby Duty — Employees delegated to standby duty.

b) After-Hours Emergency Response — Director employees or supervisors may be
responsible for responding to after-hours emergencies and therefore may be assigned a
District vehicle which is taken home regularly. Each employee shall be responsible for
income taxes relating to the commuting value based on the IRS mileage rate.

c) District Business — Subject to the approval of the General Manager, employees may
use a District vehicle to attend conferences or trainings within the state.

Sec. 8.7.2.2  General Vehicle Use Rules
a) Employees must comply with IRS regulations relating to de Minimis use.

b) Only authorized passengers shall be permitted to be in a District vehicle, including
District employees and individuals having involvement with a specific District project
or business activity.

c) Drugs and alcohol are not permitted in the District vehicles. Likewise, an employee
who is intoxicated by drugs and/or alcohol shall not operate a District vehicle.

d) It is the responsibility of those using District vehicles to maintain and be accountable
for all District tools and equipment in vehicles.

e) Drivers of District vehicles will adhere to the cellular phone policy.

Sec. 8.7.3  Cellular Phone Policy

It is the policy of the Santa Fe Irrigation District ("District") to provide certain employees with
cellular telephones for purposes of performing essential District business or to improve safety,
increase productivity, or increase service to the public. Therefore, the District hereby
establishes the following policy for the usage of District cellular telephones.

Article 8. Employment Policies
Page 98



Sec. 8.7.3.1  Acquisition and Assignment of Cellular Telephones

The purchase and assignment of cellular phones by the District shall be limited to those
instances in which there is a need. The assignment of a cellular telephone to a District
employee shall be justified by business requirements which necessitate the use of a cellular
telephone to perform official District business where such business cannot be
accommodated by the use of a landline phone, pager, or other less expensive
communication device or, by the nature of their job duties, are required to be accessible by
telephone regardless of the time of day, day of week, or geographical location. The
purchase of cellular telephones shall be subject to approval by the District.

Sec. 8.7.3.2  Responsibility

The General Manager shall designate a Coordinator who shall be responsible for oversight
of all District cellular telephones. The Coordinator shall assign each cellular telephone to
one specific employee and shall control and monitor the use and return of the cellular
telephones. The Coordinator shall also ensure that all employees assigned a District
cellular telephone have read and signed an agreement which acknowledges that they have
read and understand the District's Cellular Telephone Policy prior to issuance or for
continued use.

Sec. 8.7.3.3  Use of District-Owned Cellular Telephones

a) Business Purposes. The District will provide eligible employees with a cellular phone,
subject to the terms and conditions stated in this Policy. Use of cellular telephones shall
be authorized only when there is a demonstrated need for the use of the equipment for
the purposes identified in this policy. Only the employee shall be permitted to use the
cellular telephone assigned to them. The Employee's usage of the cellular telephone
will be strictly for business purposes, except for occasional de minimis personal
usage.

b) No Privacy. Employees shall be made aware that cellular transmissions are not secure,
and employees shall exercise discretion in relaying confidential information. The
District reserves the right to monitor the use of all District cellular telephones.

c) Theft, Vandalism. Reasonable precautions should be made to prevent theft and
vandalism of any District cellular telephone. In the event that a cellular telephone is
lost, stolen, or vandalized due to an employee's failure to use reasonable precautions,
the District may require the responsible employee to reimburse the District for the
replacement cost of the equipment.

d) Safety. In accordance with California Vehicle Code Section 23123 and all other
applicable laws, the Agency prohibits its employees from driving any motor vehicle
while using a hand-held wireless telephone during business hours or while performing
job duties, unless that telephone is designed and configured to allow hands-free
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g)

listening and talking operation and is used in that manner while driving. This
prohibition includes the use of the telephone’s text messaging feature. However, this
policy does not prohibit any employee from using a hand-held wireless telephone to
contact a law enforcement agency or other public service entity for emergency
purposes. Emergency purposes include reporting an accident, fire and naturally
occurring life-threatening situations including rockslides and fallen trees, dangerous
road conditions, road rage, dangerous driving, criminal driving, including drunk
driving, and stranded motorist situations.

All drivers who must place a non-emergency phone call while on duty are encouraged
to dial their phones while their vehicles are not in motion, either at a stop light or by
safely parking the vehicle prior to placing the call.

The duration of phone calls while driving must be as brief as possible and must not
distract the driver from their duties. In the event the driver needs to take notes or
otherwise check information, such tasks must take place while the vehicle is not in
motion, either at a stop sign or at a safe parking space.

Responsibility for Payment, Service Plan. All cellular phones issued by the District
and the corresponding number assigned to each cellular phone shall be covered under
the District's service plan. The District shall have the right to enter into a contract with
one or more service providers for the purposes of providing cellular phone coverage
and to replace any of such contracts at any time. The District shall be responsible for
payment of the charges attributable to the phones and for costs related to the purpose
or replacement of a phone, if any.

The District shall routinely review the monthly statements for Employee's District-
issued cellular phone and obtain Employee's verification that usage was business-
related. If any personal usage is verified above the occasional de minimis usage, the
Employee shall reimburse the District for that usage by a pro rata amount of the total
monthly usage charge.

Indemnification of District. The Employee shall agree to indemnify the District for all
taxes and penalties which may be assessed by the Internal Revenue Service in the event
of a determination by the IRS that there was insufficient substantiation of business
usage.

Sec. 8.7.3.4  Cessation of Employee Usage

a)

Change in Status. The District may terminate an employee's use of a District cellular
telephone and demand the return of the cellular telephone at any time for any reason
upon written or oral notice to the employee. In addition, an employee will be required
to immediately return the District cellular telephone upon the occurrence of any of the
following events:
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1) a change of job status or duties with the District wherein the new position does
not necessitate the use of a District cellular telephone;

i1) termination of employment or retirement from the District; or

iii) the theft or total destruction of the District cellular telephone.

b) Return of District property. Following notification by the District of the termination of
the employee's use of a cellular telephone, the employee must return the cellular
telephone to the District in the same condition in which it was delivered to them,
excepting only ordinary wear and tear, within fourteen (14) days of the date of the
notification.

c) Failure to Comply with Policy. If an employee fails to comply with the responsibilities
and obligations under this Policy, the District will have the right to take possession of
the phone and terminate the phone number assigned to the employee without prior
notice to the employee.

Sec. 8.7.3.5 Miscellaneous
a) Amendment, Termination of Policy. The District reserves the right to amend the Policy

at any time if deemed necessary or appropriate to conform to federal or state tax
requirements. The District may discontinue or terminate the Policy at any time.

Sec. 8.7.4 Acceptable Use of District Technology Resources

The District permits employees to use its Technology Resources (computer equipment,
applications, network equipment, internet access, cloud resources, and electronic mail system)
subject to the following:

a)

b)

d)

Minimal personal use of the Technology Resources is permitted as long as it does not
interfere with timely job performance.

The Technology Resources are not to be used in a way that may be disruptive, offensive to
others, or harmful to morale. For example, sexually explicit images, ethnic slurs, racial
epithets, or anything else that may be construed as harassment or disparagement of others
based on their race, national origin, sex, sexual orientation, age, religious beliefs, or
political beliefs may not be displayed or transmitted.

Employees should not attempt to gain access to another employee’s Technology Resources
without the latter’s express permission. Impersonating another person in computer
communications or misrepresentation of a computer user’s identity is forbidden and
grounds for discipline.

District management reserves the right to enter an employee’s Technology Resources but
will not do so unless there is a legitimate business need. System security features, including
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passwords and message delete functions, do not neutralize the District’s ability to access
any Technology Resources at any time. Employees must be aware that the possibility of
such access by the District always exists and may be done without advanced notice or
consent.

e) Employees should not install any computer software programs or transfer any personal
files onto District computers without the permission of the Information Technology
Manager or the General Manager.

f) Employees should not make unauthorized copies of any District computer software
programs or files and should not distribute any District software programs without the
permission of the Information Technology Manager.

g) Employees are expected to comply with all copyright and other intellectual property laws
in their use of District Technology Resources.

h) Employees must comply with the standards and policies of the District’s Technology
Resource Management which are published on the District’s intranet.

1) Violation of this policy regarding use of the District’s Technology Resources is grounds for
discipline.

Sec. 8.7.5 Conducting Personal Business

An employee is to conduct only District business while at work. An employee may not conduct
personal business or perform personal business for another employer during their scheduled
working hours.

Sec. 8.7.6 Health and Safety

District management is concerned about the health and safety of all employees. Employees
are expected to share that concern by practicing safe working habits for their own benefit, as
well as that of their fellow employees. Employees must immediately notify their supervisor
of any safety risks they are aware of in their work area.

District policy and federal law requires that employees be provided with the proper tools and
equipment necessary to accomplish their work assignments in a safe manner and a workplace
free from recognized safety hazards. To ensure that these goals are met the District will
conduct on-the-job safety and first aid training for all of its employees.
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Sec. 8.7.7 Accident Reporting

All job-related injuries and illnesses, regardless of severity, must be reported immediately to
an employee’s supervisor to provide prompt and trained evaluation and medical attention, if
necessary.

Sec. 8.7.8 Workplace Violence

The District recognizes that workplace violence is a concern among employers and employees
across the country. The District is committed to providing a safe, violence-free workplace. In
this regard, the District strictly prohibits employees, consultants, customers, visitors, or anyone
else on District premises or engaging in a District-related activity from behaving in a violent
or threatening manner. Moreover, the District seeks to prevent workplace violence before it
begins and reserves the right to address certain behaviors, even in the absence of violent
behavior. In alignment with this commitment, the District has established a separate
Workplace Violence Prevention Program. Employees may contact Human Resources or
Safety to obtain a copy of the District’s Workplace Violence Prevention Program.

Sec. 8.7.9 Smoking Policy

The Santa Fe Irrigation District is dedicated to maintaining a safe and productive working
environment for its employees. Therefore, the District is committed to taking appropriate
action to eliminate threats to health and safety, like with those posed by the use of tobacco
products. In recognition of these threats caused by exposure to and the adverse health effects
of the use of tobacco products, the District declares the use of tobacco products is prohibited
in all District workplaces, structures, vehicles, covered parking areas, and common areas such
as lobbies, restrooms, break rooms, and stair wells. Further, smoking is prohibited within 20
feet of the District buildings’ main entrances, exits, operable windows, or ventilation system
intakes.

Sec. 8.7.9.1 Definitions

a) “Use” means a method of consuming any type of tobacco product, including, but not
limited to, smoking, inhaling, vaping, and chewing.

b) “Tobacco product” means any substance containing tobacco leaf or any other weed,
plant, or other recognized substitutes, including, but not limited to, cigarettes, cigars,
pipe tobacco, snuff, chewing tobacco, dipping tobacco, electronic nicotine delivery
system (i.e., e-cigarettes), vapor products (a.k.a. vaping) or related devices. This
definition does not include nicotine gum or patches.

c) “Workplace” means any District owned confined workspace including pump stations
and tanks; the chemical tank farm; any employment common area including the filter
gazebo picnic area, lobbies, restrooms, breakrooms, stair wells and elevators; and any
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area that employees or the general public frequent during the course of employment
and/or conducting business with the District, are designated as District field work sites,
and/or that could expose individuals to the smoke, scent or residue produced from the
use of tobacco products.

Sec. 8.7.9.2  Use of Tobacco Products During the Workday

Employees that wish to use tobacco products during the workday must limit their use to
breaks and/or lunch periods. Any employee that would like to smoke must do so only in
areas where there is adequate ventilation to prevent smoke from entering non-smoking
areas. Under no circumstance is smoking permitted within 20 feet of the District’s main
entrances, exits, operable windows, and ventilation system intakes. Any materials used for
smoking must be extinguished immediately after use and all tobacco products must be
disposed of in appropriate containers before an employee resumes their work duties.

Sec. 8.7.9.3  Visitors

Visitors shall be informed of this policy through posted signs at each entrance to District
buildings and explanation by their hosts. Visitors of the District are also prohibited from
smoking within 20 feet of the District’s main entrances, exits, operable windows, and
ventilation system intakes. Any District employee that sees a visitor violating this policy
must contact Human Resources and report such behavior immediately.

Sec. 8.7.9.4  Failure to Comply with the District’s Smoking Policy

Any employee who fails to comply with the District’s Smoking Policy may face
disciplinary action.

Sec. 8.7.9.5 Human Resources Department

Employees interested in or thinking about quitting smoking are encouraged to contact
Human Resources and the District’s Employee Assistance Program for resources and
cessation program materials available to them.

Sec. 8.7.10 Children at Work Policy

The District prefers that children not be brought to the workplace in lieu of childcare. However,
if necessary, the District will deem this acceptable under the following circumstances:

a) You must get prior approval from your Department Director.

b) You must complete the Waiver for any instance your child is in the workplace without
the accompaniment of another adult and are expected to keep your child away from
workplace hazards.
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¢) Your child must not be disruptive. If this occurs, you and your child will be asked to

leave.
d) Your child should not be in the workplace if your child has a contagious illness.
e) Your child must not interfere with your job or that of your co-workers.

SEC 8.8 EXHIBITS

Employment Policies Acknowledgement

Created September 28, 2007

Revised November 20, 2008 — Standby Duty Response Time, Emergency Policy and Holidays

Revised January 1, 2011 with 2010 MOU — Job Classifications, Certification Requirements, Job Descriptions,

Quarterly Labor Management Meetings and Longevity Pay

Revised January 1, 2013 with 2013 MOU — Standby Pay, Overtime, Group Health Insurance, and Retirement

Revised January 1, 2016 with 2016 MOU — Education Assistance Program, Boot Allowance and others

Revised May 19, 2022 — Miscellaneous Clean-up

Revised January 18, 2024 with 2023 MOU — Job Classifications, Certification Requirements, Job Descriptions,
Quarterly Labor Management Meetings and Longevity Pay
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ARTICLE 9. PUBLIC RECORDS POLICY

SEC. 9.1 PURPOSE

The purpose of this policy is to provide guidelines and procedures for District staff regarding: (1)
handling requests from members of the public for inspection and/or copying of public records; (2)
retaining District records and the proper destruction of obsolete and unnecessary records; (3)
retaining email and other electronic communications that constitute District records; and (4)
handling District records subject to a litigation hold. This policy is designed to comply with the
California Constitution, the California Public Records Act (Gov. Code § 7920.000 et seq.), and all
State and federal statutes and regulations affecting the retention of District records. If any provision
of this policy conflicts with State or federal law, the law shall take precedence.

SEC. 9.2 DEFINITIONS

For purposes of this policy, the following terms shall have the following meanings:
“District” means the Santa Fe Irrigation District.

“Electronic Records” means writings stored in electronic form including, but not limited to, those
created and /or stored on main frames, shared servers, local area networks, replicated servers or
networks, desktop or laptop hard drives, disks, thumb drives, flash drives, portable drives, memory
sticks, CD-ROMs, or DVDs.

“Litigation” means all events which suspend normal retention policy and practices, including the
reasonable expectation of litigation, actual litigation, claims, complaints, audits, pending records
requests, and/or investigations.

“Non-Record” means a writing that is either not related to the business of the District or whose
value is comparatively short-lived and may be discarded when it has fulfilled the brief, limited
purpose for which it was created. Specific examples are transmittal letters, acknowledgments,
drafts, rough notes, preliminary calculations, non-substantive follow-up communications or
reminders, and similar electronic communications that, based on their content, are not required to
be retained by law or this policy, and are not necessary or convenient to the discharge of a District
officer or employee’s official duties. Notwithstanding the above, non-records that relate to District
business may qualify as “public records” and may be subject to disclosure in response to a Public
Records Act request.

“Person” and “requester” mean any natural person, corporation, partnership, limited liability
company, firm, or association. (Gov. Code § 7920.520.)
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“Public records” means any writing containing information relating to the conduct of the public’s
business that is prepared, owned, used or retained by the District, regardless of physical form or
characteristics. (Gov. Code § 7920.530.)

“Writing” means handwriting, typewriting, printing, photostating, photographing, photocopying,
transmitting by electronic mail (email) or facsimile (fax), and every other means of recording upon
any tangible thing any form of communication or representation, including letters, words, pictures,
sounds, or symbols, or combination thereof, and any record thereby created, regardless of the
manner in which the record has been stored. (Gov. Code § 7920.545.)

SEC. 9.3 INSPECTION AND COPYING OF PUBLIC
RECORDS

Sec. 9.3.1 Requests to Inspect and/or Obtain Copies of Records

Requests Must be Submitted to the General Manager During Normal Business Hours. Any
person may request to inspect or obtain a copy of a disclosable public record of the District.
All requests for records must be submitted to the General Manager during normal business
hours when District offices are open. Receiving requests during normal business hours helps
District staff avoid any delays in responding to requests for inspection and/or copies of District
records. This requirement complies with the Public Records Act mandate that public records
must be “open to inspection at all times during the office hours of the state or local agency...”
(Gov. Code § 7922.525, subd. (a).) (Emphasis added.) This requirement to submit records
requests during normal business hours also complies with the Public Records Act provision
that allows the District to “adopt requirements for itself that allow for faster, more efficient, or
greater access to records than prescribed by the minimum standards set forth in [the Public
Records Act].” (Gov. Code § 7922.505.)

Requests Should be Submitted in Writing to the General Manager. The District encourages
members of the public to submit all records requests in writing to the General Manager.
Requesters may use the Public Records Request form attached as Attachment “A” to this
policy. Written requests reduce any misunderstandings between the requester and District
staff, which assists District staff to respond to records requests in a timely manner and with
greater efficiency. However, the District will not deny a request for records solely because it
is not submitted in writing.

All Verbal Requests Must be Submitted to the General Manager. 1f any member of the public
chooses to make a verbal request for records, such requests will only be accepted through the
General Manager during normal business hours when District offices are open. District
personnel in other District departments who receive verbal requests for records will direct the
requester to contact the General Manager.
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Requests Should Clearly Identify Records. The requester should, in writing, specify the
records to be inspected/copied with sufficient detail to enable the District to identify the
particular records. If the request seems ambiguous or unfocused, District staff will make a
reasonable effort to obtain additional clarifying information from the requester that will help
identify the record or records. Pursuant to Government Code section 7922.600, District staff
shall do all of the following, to the extent reasonable under the circumstances:

e Assist the member of the public to identify records and information that are responsive to
the request or to the purpose of the request, if stated;

e Describe the information technology and physical location in which the records exist; and

e Provide suggestions for overcoming any practical basis for denying access to the records
or information sought.

Sec. 9.3.2 Making Determinations on Records Requests/Taking Time
Extensions

Upon receiving a request to inspect or copy records, the District shall, within ten (10) days
from receipt of the request, determine whether the request, in whole or in part, seeks disclosable
public records in the possession of the District. The District shall provide written notice to the
requester, stating the District’s determination on the request.

In unusual circumstances, the time limit for providing the determination on a records request
may be extended by written notice from the General Manager or his designee to the person
making the request, setting forth the reasons for the extension and the date on which a
determination is expected to be provided. Any extension of time will not last more than
fourteen (14) calendar days. A response to a written request for inspection or copies of public
records that includes a determination that the request is denied, in whole or in part, shall be in
writing. As used in this policy and pursuant to Government Code section 7922.535,
subdivision (c), "unusual circumstances" means the following, but only to the extent
reasonably necessary to the proper processing of the particular request:

1) The need to search for and collect the requested records from field facilities or other
establishments that are separate from the office processing the request.

2) The need to search for, collect, and appropriately examine a voluminous amount of separate
and distinct records that are demanded in a single request.

3) The need for consultation, which shall be conducted with all practicable speed, with
another agency having substantial interest in the determination of the request or among two
or more components of the District having substantial subject matter interest therein.

4) The need to compile data, to write programming language or a computer program, or to
construct a computer report to extract data.
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5) The need to search for, collect, and appropriately examine records during a state of
emergency proclaimed by the Governor in the jurisdiction where the District is located
when the state of emergency currently affects, due to the state of emergency, the District’s
ability to timely respond to requests due to staffing shortages or closure of facilities where
the requested records are located. This paragraph shall not apply to a request for records
created during and related to the state of emergency proclaimed by the Governor. “State of
emergency”’ means a state of emergency proclaimed pursuant to Section 8625 of the
California Emergency Services Act (Gov. Code § 8550 et seq.).

If the requested record has been determined to be disclosable but additional time is still needed
to locate the record, District staff will notify the requester in writing of the estimated date that
the record will be available for inspection and/or copying. District staff shall make every effort
to locate the record in a reasonable amount of time.

If the requested records, in whole or in part, are exempt from disclosure under any State or
federal law or regulation, the District shall state in its written determination to the requester
the specific exemptions that apply to the records and the name and title, or position, of the
person(s) responsible for withholding the exempt records.

The District is not required under the Public Records Act to create new records in order to
respond to a records request. In addition, the Public Records Act does not require District staff
to answer questions, or to fill out forms or checklists provided by requesters.

Sec. 9.3.3 Inspecting Public Records and Obtaining Copies

Disclosable public records of the District are open to inspection by any person during the
normal business hours of the District’s offices, in accordance with this policy. To the extent
possible, the District will make disclosable public records promptly available for inspection.
However, if a request for public records requires staff time to gather and review documents
prior to providing them for inspection, District staff may require a requester to schedule a time
during normal business hours to inspect the requested public records.

Inspection of disclosable public records shall be made only in the District office. No original
documents shall be removed from the premises. A staff member or other representative of the
District may be present during the inspection of any District records.

Copies of disclosable public records may be obtained by any person, subject to compliance
with the procedures set forth in this policy. An exact copy of a disclosable public record shall
be provided, unless it is impracticable to do so. District staff will make copies of identifiable
and disclosable documents promptly available, upon payment of the District’s copying fees or
statutory fees.

Any disclosable portion of a record that can be reasonably separated from other parts of the
record that are exempt by law shall be made available for inspection and/or copying, after the
exempt portions have been redacted.
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Documents responding to any request for records may be subject to review by the District’s
legal counsel prior to inspection or copying. Records exempt from disclosure shall be
protected and handled according to applicable law.

If any information responding to a records request is available online through the District
website, whenever possible District staff will provide the requester with a hyperlink to the
information. For requests for disclosable electronic records not available through the District
website, the District will make electronic records available in their existing format, pursuant
to the requirements and conditions of Government Code sections 7922.570-7922.580.

Sec. 9.3.4 Optional Appeal Procedure

In addition to the judicial remedies provided to requesters in Government Code sections
7923.000 and 7923.100-7923.500, a requester may appeal to the Board of Directors if his or
her records request is denied, in whole or in part. Such an appeal may be made in writing and
filed with the Board Secretary not later than fourteen (14) calendar days after the requester
received the District’s written determination that his or her records request has been denied.
The Board of Directors shall consider and rule upon the appeal within thirty (30) days after
receipt by the Board Secretary. The requester shall be notified of the time and place of the
meeting of the Board to consider the matter, and the requester may appear in person before the
Board when the matter is heard. The Board Secretary shall notify the requester in writing of
the Board’s decision.

SEC. 9.4 RECORDS RETENTION AND DISPOSAL OF
OBSOLETE RECORDS

Sec. 9.4.1 Purpose

The purpose of this policy for records retention and disposal of obsolete records is to provide
guidelines to District staff regarding the retention of District records; provide for the
identification, maintenance, and safeguarding of District records and the proper destruction of
obsolete records in the normal course of business; ensure prompt and accurate retrieval of
records; and ensure compliance with all legal and statutory requirements.

Sec. 9.4.2 Authorization

The Board, by the adoption of this Policy, hereby delegates to the General Manager (or his or
her designee) the authority to destroy obsolete records which are not otherwise required to be
retained pursuant to law, the Records Retention Schedule or this Policy. In addition, the Board
further delegates to the General Manager (or his or her designee) the authority to update or
amend this Policy and the Records Retention Schedule as needed, in order to stay current with
federal and State laws and regulations affecting retention of the District’s records.
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Sec. 9.4.3 Records Retention Schedule

The Records Retention Schedule is attached to this Policy as Attachment “B” and is
incorporated herein by reference. The Records Retention Schedule complies with the Local
Government Records Management Guidelines provided by the California Secretary of State,
pursuant to Government Code section 60201(b)(2).

Sec. 9.4.4 General Guidelines for Records Retention

The General Manager, or his or her designee, shall be responsible for the administration of this
Policy and shall assist all District personnel to comply with the provisions of this Policy and
with the Records Retention Schedule.

The following guidelines apply to all District records:

a. Except where a record is expressly required to be preserved according to State law, the
District may destroy any original obsolete document without retaining a copy of the
document as long as the retention and destruction of the document complies with the
Records Retention Schedule. (Gov. Code § 60201.)

b. In addition to the retention periods required under this policy, the District shall retain
original administrative, legal, fiscal and/or historical records with continued value (i.e.,
records for long-term transactions and/or special projects) until all matters pertaining to

such records are completely resolved or the time for appeals has expired. (Gov. Code
§ 60201, subd. (d)(10).)

c. Pursuant to Government Code section 60201, the District shall not destroy or dispose of
any of the following records:

1.

2.

(98]

Records relating to the formation, change of organization, or reorganization of the
District.

An ordinance adopted by the District. However, an ordinance that has been repealed or
is otherwise invalid or unenforceable may be destroyed or disposed of pursuant five (5)
years after it was repealed or became invalid or unenforceable.

Minutes of any meeting of the District Board of Directors.

Records relating to any pending claim or litigation or any settlement or other
disposition of litigation within the past two (2) years.

Records that are the subject of any pending Public Records Act request whether or not
the record is exempt from disclosure, until the request has been granted or two (2) years
after the District provided written notice to the requester that the request has been
denied.

Records relating to any pending construction that the District has not accepted or for
which a stop notice claim legally may be presented.

Records relating to any non-discharged debt of the District.

Records relating to the title to real property in which the District has an interest.
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9. Records relating to any non-discharged contract to which the District is a party.

10. Records that have not fulfilled the administrative, fiscal, or legal purpose for which
they were created or received.

11. Unaccepted bids or proposals, which are less than two (2) years old, for the construction
or installation of any building, structure, or other public work.

12. Records less than seven (7) years old that specify the amount of compensation paid to
District employees or officers or to independent contractors providing personal or
professional services to the District, or that relate to expense reimbursements paid to
District officers or employees, or to the use of District paid with credit cards or any
travel compensation mechanism.

At any time, the District may discard Non-Records that have fulfilled their limited purpose;
provided, however, that any Non-Records subject to the exceptions in Section 9.4.6 may
not be discarded and shall be temporarily retained for the necessary period.

Sec. 9.4.5 Procedure

The department director completes and signs a “Request for Destruction of Obsolete
Records” form, listing the date and description of each document to be destroyed. A
sample form is attached to this policy as Attachment “C” and is incorporated into this
policy by reference. The department head submits the form to the General Manager, or his
or her designee.

The General Manager, or his or her designee, checks the documents listed on the submitted
form to confirm that each document is: (1) not required to be permanently retained, or (2)
has been retained for the legally required period of time. The General Manager, or
designee, also confirms that any applicable reproduction requirements (e.g., imaging, etc.)
for each document are complete.

The General Manager, or designee, oversees the destruction of obsolete documents,
indicates the method of destruction on the form and signs it.

The General Manager will retain a permanent record, such as a log or copies of certificates
of destruction, in whatever format he/she determines to be convenient for the purpose of
documenting the destruction of obsolete records of the District.

Sec. 9.4.6 Exceptions

Destruction of any record shall be postponed if that record is responsive to a subpoena, a
litigation holds or other request for preservation, a Public Records Act request, an audit, or a
claim filed against the District. In addition, records that relate to any active litigation or
potential litigation involving the District shall be preserved until the litigation is resolved.
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District personnel who become aware of a subpoena, claim, Public Records Act request, etc.,
that affects records under their control shall use their best efforts, by any reasonable means
available to them, to preserve those records. In such situations, District personnel shall contact
the General Manager regarding the affected records.

SEC. 9.5 ELECTRONIC COMMUNICATION (EMAIL)
POLICY

DISTRICT EMAIL AND OTHER ELECTRONIC COMMUNICATIONS ARE OFFICIAL DISTRICT RECORDS

Email and other forms of electronic communications, such as text messaging and voicemail, that
pertain to District business may be considered official District records and may be required to be
retained in accordance with the District’s records retention policy and applicable State and federal
laws and regulations. In addition, email and other electronic communications that constitute public
records may be subject to disclosure under the Public Records Act.

DISTRICT EMAIL SYSTEM NOT FOR STORAGE

The District’s communication systems, including email, text messaging and voicemail, are each
intended for use only as a medium of communication. The District’s email system and any
District-owned equipment such as cell phones, smart phones, tablets and pagers, should not be
used for the electronic storage or maintenance of documentation, including, but not limited to,
official District records.

PRESERVING DISTRICT EMAILS AND OTHER ELECTRONIC COMMUNICATIONS

If an email message, including any attachments, is subject to retention by the District, the email
should be preserved by one of the following methods:

a. Print the email and place the printed copy in the appropriate file. Generally, the sender of the
email should be the person responsible for printing and filing it accordingly, but persons
responsible for a particular program or project file shall be responsible for retaining all email
they send or receive related to that program or project.

b. Move the email to an electronic folder in the District’s computer network. The District’s
Information Technology staff can assist employees in creating electronic folders for storing
email messages outside the email system. Email should NOT be stored on portable media
(CDs, DVDs, thumb drives, flash drives, external hard drives, etc.).

If a text message or voicemail message is subject to retention by the District, employees should
work with the Information Technology staff to determine the best method for preserving the
message. Certain types of text messages may be forwarded to the District’s email system. Certain
voice mail messages may be preserved as an audio file and attached to an email message.
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Employees should make all reasonable efforts to preserve texts and voicemails that are subject to
retention.

MANAGING DISTRICT EMAIL

Individual employees are responsible for the management of their mailboxes and associated
folders. To ensure maximum efficiency in the operation of the email system, staff is encouraged
to delete email messages from their in-boxes after (1) the messages have been preserved outside
the email system (either printed and filed or moved to an electronic folder within the District’s
computer network); or (2) the messages have been determined not to be related to District business
and are no longer needed. Examples of such messages include: (1) personal email messages; (2)
advertisements; (3) newsletters; or (4) interoffice emails not related to District business (e.g.,
invitations to lunch; announcements regarding birthdays or baby showers, etc.).

It is the responsibility of individual employees to determine if email must be retained in accordance
with the District’s Record Retention Schedule. The General Manager or his or her designee can
assist employees in making such a determination.

RETENTION OF E-MAILS FOR CEQA PURPOSES

Pursuant to the California Environmental Quality Act (“CEQA”) and this policy, the District shall
retain all writings relating to compliance with CEQA or a “project” under CEQA, including, but
not limited to, e-mails sent or received by the District related to CEQA compliance or the project.
(Pub. Res. Code § 21167.6(e); Golden Door Properties v. Superior Court (2020) 53 Cal.App.5th
733.) District personnel shall print, save, or otherwise keep such e-mails in a safe location where
they will be retained for the required period.

PUBLIC RECORDS ACT REQUESTS AND SUBPOENAS

Periodically, the District receives requests for inspection or production of documents pursuant to
the Public Records Act, as well as subpoenas or court orders for documents, including emails. In
the event that the District receives a records request or subpoena asking for email, the employees
having control over such email, once they become aware of the request or demand, shall use their
best efforts, by any reasonable means available, to temporarily preserve any existing email until it
is determined whether such email is subject to preservation, public inspection or disclosure. The
District General Manager shall be contacted regarding any such emails within the employee’s
control.

Messages sent or received on the District’s email system between the District and its attorneys
may constitute confidential, privileged communications. Attorney-client communications should
not be disclosed before consulting with the District General Manager and/or the District’s Legal
Counsel.
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PERSONAL EMAIL ACCOUNTS AND OFFICIAL DISTRICT RECORDS

The use of personal email accounts to transmit messages regarding District business should be
avoided by all District personnel. In the event that messages regarding District business are
received by District personnel through their personal email accounts, District personnel are
requested to forward such emails to their District email addresses. District personnel are requested
to use only their District email accounts for sending and receiving emails regarding District
business.

SEC. 9.6 LITIGATION HOLDS

Sec. 9.6.1 Purpose

The purpose of this Policy is to define the authority and process for initiating, implementing,
monitoring and lifting litigation holds. Federal and state law require parties to a lawsuit
pending in federal or state court to preserve electronic data and documents pertaining to the
lawsuit, in conformance with the Federal Rules of Civil Procedure and the California
Electronic Discovery Act. The District has a legal duty to preserve evidence (e.g., records),
including electronic documents, when the District has received notice that the evidence may
be relevant to pending litigation.

This policy applies to all potential documents/records in any form owned or under the control
of the District when a litigation hold has been issued in response to litigation that has been
filed, or is anticipated to be filed, against the District or against an employee acting within the
scope of his/her employment with the District. Litigation holds apply to all: (1) litigation filed
against the District, (2) claims filed against the District under the Government Claims Act, (3)
complaints by members of the public, (4) audits, (5) pending records requests under the
California Public Records Act, and/or (6) investigations involving the District, whether
conducted internally or by a government or law enforcement agency. Litigation holds suspend
normal retention periods.

Sec. 9.6.2 Procedure and Responsibilities

The Litigation Hold Procedure shall apply to public records and Electronic Records in all
formats and media, to include any evidence in any form whatsoever, and data maintained by
any department, that may be relevant to litigation, claims, complaints, audits, pending records
requests, and/or investigations.

A litigation hold does not require the District to suspend disposal of an entire Records Series /
Records Description. The District may properly dispose of records that are not subject to
litigation hold that have met or exceeded their retention periods in accordance with the
District’s records retention policy.
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GENERAL PROCEDURE

When any District employee becomes aware of pending litigation or any other formal legal
actions against the District, or if any District employee reasonably anticipates that a legal action
will commence against the District, (collectively, 'actual or threatened litigation'), the
employee should immediately notify the General Manager and/or the District’s legal counsel.
Upon receipt of such notification, the General Manager and the District’s legal counsel shall
determine whether to initiate a litigation hold in connection with the actual or threatened
litigation, and, if so, shall determine the scope of the litigation hold.

Upon determining that a litigation hold should be issued, the General Manager and the
District’s legal counsel shall initially determine the recipients of the Litigation Hold Notice.
The recipients of the Litigation Hold Notice shall include those individuals that are reasonably
likely to have custody or control of relevant Records that are within the scope of the Litigation
Hold ('Affected Employees’)

The District’s legal counsel shall notify the General Manager of any Litigation Hold Notice
received from outside or opposing counsel. The District’s legal counsel is also responsible for
notifying the General Manager when such litigation has been settled.

ALL DEPARTMENTS

Upon receipt of a Litigation Hold Notice, departments must immediately suspend any
scheduled document destruction, purging, overwriting, re-using, deleting, or any other disposal
of original records regardless of the form or media of the record (electronic, paper, Laserfiche,
audio recording, video recording, etc.).

GENERAL MANAGER RESPONSIBILITIES

e The General Manager is responsible for issuing Litigation Hold Notices and removing the
holds and will act as the “clearing house” for Litigation Holds for the District.

e The General Manager shall send a Litigation Hold Notice via email to all department
directors whose departments may have records pertaining to the litigation. The department
directors shall forward the notice to all employees that may have records pertaining to the
litigation.

e The General Manager will notify all departments and employees when the litigation hold
is removed.

e The General Manager will contact the District’s legal counsel and the District’s insurance
carrier at least once a year regarding the status of any existing litigation holds, to determine
if such holds should remain in place or can be removed.

EMPLOYEES’ RESPONSIBILITIES

Upon receipt of a Litigation Hold Notice, each Affected Employee shall do the following:
e Acknowledge receipt, understanding, and compliance with the Litigation Hold Notice.
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e Immediately suspend the discarding, deletion, overwriting, or any other destruction of
public records and Electronic Records which fall within the scope of the litigation hold and
are within the Affected Employees’ care, custody and control.

e Preserve any public records and Electronic Records currently within the Affected
Employees’ care, custody and control that are within the scope of the litigation hold.
Likewise, the Affected Employee must also preserve any new public records generated
after the receipt of the Litigation Hold Notice that may fall within the scope of the
Litigation Hold. Affected Employees shall contact the General Manager with any
questions on suggested methods for preserving Electronic Records. Electronic Records
must be preserved in their original electronic form. It is not sufficient to make a hard copy
of the record.

¢ Immediately identify public records and Electronic Records within the scope of the
Litigation Hold that may be currently maintained on a District-wide system or server.

e Immediately identify any hard copy public records (paper records; photographs; blueprints;
etc.) that fall within the scope of the litigation hold that may be currently held in storage or
by a third-party records storage provider [e.g., [ron Mountain].

e Identify and inform the General Manager of all Records, including paper and Electronic
Records, within the Affected Employees' care, custody and control that fall within the
scope of the litigation hold.

e (Cooperate with the General Manager. and the District’s legal counsel in the collection of
any public records and Electronic Records in his/her care, custody and control that are
within the scope of the Litigation Hold.

SEC. 9.7 ATTACHMENTS (ENCLOSURE)

Public Records Request Form
Records Retention Schedule
Request for Destruction of Obsolete Records
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ARTICLE 10. DISTRICT FUNDS

SEC.10.1 GENERAL FUNDS

The General Fund of the District shall consist of a general checking account, a payroll account, a
petty cash fund, a legal account with the State of California Local Agency Investment Fund
(“LAIF”), and investments as may be authorized by the Board.

Sec. 10.1.1 General Checking Account

A general checking account shall be maintained at a local bank. All warrants require two
signatures. The General Manager, Director of Administrative Services, Director of
Engineering Services, Director of Distribution System or Director of Water Treatment Plant,
or any Board Member are authorized to sign these checks. Warrants, authorized by the
General Manager, shall be paid after receipt of goods or services or as authorized by
agreements or contracts. The Board members present at the next board meeting shall review
the paid warrants and indicate their approval by motion or have entered in the minutes their
dissatisfaction of any such dispersal and directions for such future expenditures.

Sec. 10.1.2 Payroll Account

A payroll checking account shall be maintained at a local bank. This fund shall be used for
the purpose of paying wages and salaries to District employees. The balance thereof shall not
exceed Ten Thousand Dollars ($10,000). The checks drawn on this account require one
signature. Those Persons authorized to sign such checks are the General Manager, Director
of Administrative Services, Director of Engineering Services, Director of Distribution System
or Director of Water Treatment Plant, and any Board Member.

Sec. 10.1.3 Petty Cash

A petty cash and change fund shall be maintained at the District office. The petty cash fund
shall be reimbursed as required but shall not contain more than five hundred dollars ($500).

SEC. 10.2 RESERVE FUNDS

The Board of Directors of the District has established a Reserve Funds Policy to provide for
accountability of public monies in accordance with applicable state and federal laws and
regulations.
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SEC.10.3 INVESTMENT POLICY: (GOVERNMENT CODE
SEC. 53646)

The District shall adopt an investment policy, which will be reviewed by the Directors and
changed or confirmed annually.

SEC. 10.4 EXHIBITS

Reserve Funds Policy
Pension Funding Policy
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ARTICLE 11. WATER SERVICE

SEC. 11.1 APPLICATION

Each applicant for water service connection or meter shall sign an application form supplied by
the District and shall furnish the legal description and address of the property on which the water
is to be used. Applicant shall pay all fees and deposits due the District at that time.

SEC.11.2 ACCOUNT NAME

Customer accounts shall be opened and maintained in the name of the property owner or person
occupying the property to which water service is provided. The owner of the property is
responsible for water service bills to the property. If a tenant fails to pay all charges for water
service, the District shall notify the owner of the unpaid charges. If the charges are not paid by
the owner, the charges will be added to the tax assessment roll and be collected with the property
taxes. (Water Code Sec. 25806).

SEC. 11.3 OWNERSHIP OF FACILITIES

Water meters and laterals to meters from the District’s distribution lines are the property of the
District. All lines and facilities beyond the meter are the property and the responsibility of the
property owner.

SEC.11.4 WATER PRESSURE

The District shall endeavor to maintain water pressure in District lines at no less than the
minimum required by the California laws except in an emergency. It is recommended that all
customers install a pressure regulator. A pressure regulator is required on all new construction
and when the water pressure is over 50psi. The customer shall furnish and maintain the regulator
at their expense.

SEC. 11.5 RESALE OF WATER

Resale of water by a District customer for use on other than contiguous properties owned by that
customer is prohibited.
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Sec. 11.5.1 Sub-Metering and Sub-Billing of Water

Water may be supplied through a master meter to multiple residential, commercial or
agricultural units existing on a single county assessor’s parcel. Sub-metering and sub-billing
will be permitted. The District will not establish the rates at which water is resold. The
accuracy of the meter, meter reading, billing or collection are not the responsibility of the
District. The sub-metering and sub-billing of water does not relieve or shift the responsibility
of the property owner from paying the bills to the District.

Sec. 11.5.2 Multi-Unit Residential and Mixed-Use Structures.

As a condition of new water service, each newly constructed multiunit residential structure or
newly constructed mixed-use residential and commercial structure for which an application for
one or more water service connections is submitted after January 1, 2018, shall measure the
quantity of water supplied to each individual residential dwelling unit, unless exempt under
applicable law. The measurement may be by individual water meters or submeters. The owner
of the structure shall install individual meters or submeters that comply with all laws and
regulations governing the approval of meter types or the installation, maintenance, reading,
billing, and testing of meters, including, but not limited to, the California Plumbing Code and
California Water Code. Except as otherwise provided by law or District policy, the owner
shall read submeters.

SEC.11.6 WASTE OF WATER

Waste of water is prohibited. The District shall terminate service and may remove the meter of
any customer knowingly wasting water.

SEC. 11.7 REGULATION OF WATER SERVICE

No person, except a duly authorized employee of the District, shall be permitted to turn on or turn
off the water at any connection or open or close any gate valve or other device for regulating the
flow or measurement of water in the District’s pipelines. Only duly authorized employees of the
District shall connect or disconnect any customer’s service.

SEC. 11.8 DAMAGE TO DISTRICT PROPERTY

Any damage occurring to meters or other appliances, pipes, or property of the District caused by
an intentional act or by carelessness or neglect of the customer, shall be paid for by the customer
upon presentation of a bill. Any other person or company damaging District property shall be
billed for the cost of repair.
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SEC. 11.9 DISTRICT RIGHT OF INSPECTION AND ACCESS

Employees and agents of the District shall have unrestricted access at reasonable hours to all
premises supplied by the District to inspect the supply system, meter, or other measuring
apparatus and to see that the rules and regulations of the District regarding the taking, use or waste
of water are being observed.

SEC. 11.10 STATE LAWS

For the protection of the District’s and public water supplies, many offenses are by state law made
misdemeanors for which the offender may be criminally prosecuted. These include:

Section 498, Penal Code: Taking water without authority or by making unauthorized
connections.

Section 592, Penal Code: Taking water from flume or reservoir.

Section 607, Penal Code: Injuring tanks, flumes, reservoirs, etc.

Section 624, Penal Code: Breaking, digging up, obstructing, or injuring pipes, etc.

Section 625, Penal Code: Taking water after works have been closed or sealed.

Section 117000, Health and Safety Code: Bathing (swimming) in lakes or reservoir

Article 11. Water Service

Page 122



ARTICLE 12. WATER RATES AND BASE METER
FEES

SEC. 12.1 BASE METER FEE

All meters will be charged a bi-monthly fee depending upon meter size.

SEC. 12.2 WATER RATES

Water rates will be established from time to time by the Board of Directors.

Sec. 12.2.1 Agricultural Water Rate (Rev. 06/17/21; Resolution No. 21-10)

This rate applies to water use for agricultural purposes and is considered to be agricultural
under the rules and regulations of the Santa Fe Irrigation District.

The following definitions are applicable to the District’s Commercial Agricultural
Water Program (Program), established in this Article 12:

1. Agricultural commodity means any and all plant and animal products produced in
the State for commercial purposes, including, but not limited to, plant products used
for producing biofuels. (Government Code § 51201)

2. Agricultural use is defined as the use of land, including but not limited to
greenhouses, for the purpose of producing an agricultural commodity for
commercial purposes. (Government Code § 51201)

Eligibility requirements for customer participation in the Program include the
following:

1. Enrollment in one of the following San Diego Regional Water Quality Control
Board (Regional Board) or County of San Diego program lists:

Regional Board General Agricultural Orders Enrollment List
Growers List

Active Certified Producers

Organic Producers

e o o

2. Approved backflow prevention device is required for properties where commercial
agricultural operations are conducted.
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The following definitions are applicable to the Permanent Special Agricultural Water
Rate (PSAWR) Program, established in this Article 12:

I.

Agricultural commodity means any and all plant and animal products produced in
the State for commercial purposes, including, but not limited to, plant products used
for producing biofuels. (Government Code § 51201)

Agricultural use is defined as the use of land, including but not limited to
greenhouses, for the purpose of producing an agricultural commodity for
commercial purposes. (Government Code § 51201)

Eligibility requirements for customer participation in the Program include the
following:

Enrollment in one of the following San Diego Regional Water Quality Control Board
(Regional Board) or County of San Diego program lists:

Regional Board General Agricultural Orders Enrollment List
Growers List

Active Certified Producers

Organic Producers

e o o

Parcels receiving a special agricultural water rate should be in compliance with the
San Diego Regional Water Quality Control Board’s General Agricultural Order.

Approved backflow prevention device is required for properties where commercial
agricultural operations are conducted.

Sec. 12.2.1.1 Application and Agreement

Each customer wanting to participate in the Program shall apply for eligibility review by
completing both the San Diego County Water Authority PSAWR Enrollment Form &
Santa Fe Irrigation District PSAWR Program Application. Both must be submitted to the
District fully completed and signed, along with any required documentation and payment
of the application fee listed in the District’s rate schedule. Application does not guarantee
approval — while any approval is contingent on continually maintaining all program

requirements, subject to annual certification and audit.

Sec. 12.2.1.2 Metering of Commercial Agricultural Water & Backflow Requirement

All water use for commercial agriculture shall be metered through a dedicated water meter;

OR
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For properties that has a combine agricultural/domestic account, the rates to be charged
and collected for water supplied to accounts where a portion of water is used for
agricultural purposes and a portion of water is used for domestic purposes shall be as
follows:

1. Same rates as Domestic for first 44 units of water consumed on a bi-monthly basis.
2. Same rates as agricultural/irrigation for consumption greater than 44 units on a bi-
monthly basis.

All commercial agriculture customers shall have an approved backflow prevention
device where commercial agricultural operations are conducted.

Sec. 12.2.1.3 Certification and Audits

Participants in the Program shall confirm program participation each calendar year by
verifying proof of enrollment on one of the lists detailed in section 12.2.1. The District will
be able to, at any time, conduct a field audit of the property to verify the agriculture use
described by the participant and verification of a backflow device.

Sec. 12.2.1.4 PSAWR Fee

An annual PSAWR fee, as noted in District Fees and Charges will be assessed to PSAWR
customers to participate in the program. This fee is non-refundable.

Sec. 12.2.2 Water Delivered to Other Water Agencies

The San Diego County Water Authority (the Authority) will charge the other agency for the
quantity of potable water delivered to the other agency. Santa Fe Irrigation District will bill
the other agency for treatment and transportation at a cost equal to the Authority charge for
treated water plus the cost of transportation.

Sec. 12.2.3 Pass Through
The General Manager will review annually all adjustments made to fees and charges for
wholesale water and water-related services. The General Manager shall make a

recommendation to the Board of Directors. The Board will determine the appropriate portion
to be passed through to the consumer.

SEC. 12.3 EXHIBITS

Water Rates
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ARTICLE 13. BILLING PROCEDURES

SEC. 13.1 BILLS AND PAYMENTS

Meters for potable water will be read by Santa Fe Irrigation District (the District) bi-monthly.
This will be done on approximately the same day each month. Bills are due and payable when
mailed and are delinquent if not paid within 7 days from the date of mailing.

Bills can be paid in person at the District office or by mail. District field and service personnel
are not authorized to receive payments for water bills.

Sec. 13.1.1 Payment Options

The District accepts payments by cash, check or through District’s customer online portal.
Credit card payments may be made through the District’s customer online portal may incur a
fee based on the amount of the transaction.

SEC. 13.2 BILLING DISPUTE

Any customer desiring to initiate a complaint or request an investigation concerning services or
charges shown on this bill must do so within 5 days of receipt of the bill. For purposes of this
section, a bill is deemed received 5 days after mailing. Any such complaint or request must be in
writing and filed with the Administrative Manager. The review will include consideration of
whether the customer may receive an extension, amortization, or other payment arrangement. If
the customer is dissatisfied with the decision of the Administrative Manager, the customer shall
have the right to appeal the decision to the District’s Board of Directors by filing a written appeal
within 7 days of the decision of the Administrative Manager. The District Secretary will set the
matter to be heard at an upcoming Board meeting and mail the customer notice of the time and
place of the meeting at least 10 days before the meeting. The decision of the Board is final. The
District will not discontinue residential water service for nonpayment while a bill is subject to a
timely dispute, complaint, or appeal.

SEC. 13.3 FINANCIAL ASSISTANCE

The District offers customers the option of installment payments or a 30-day deferral on one bill
every 12-month period. Information may be obtained by telephone at the District office at (858)
756-2424, weekdays between the hours of 7:30 a.m. to 4:00 p.m. except on alternating Fridays
the office is closed. The District will not discontinue residential water service for nonpayment
while the customer is complying with an installment payment plan or deferral. However, if a
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customer does not comply with the terms of the installment payment plan or deferral or pay
current residential service charges, the District will post a final notice of intent to disconnect
service in a prominent and conspicuous location at the service address at least five (5) business
days before discontinuation of service. The final notice will not entitle the customer to any
investigation or review by the District.

The District shall waive one delinquency penalty every 12-month period for any residential
customer upon request.

SEC. 134 ESTIMATED BILLINGS

Should any meter in service fail to register, or should the District be unable to read the meter for
reasons beyond the control of the District, the amount of water used shall be estimated by the
District by comparing it to the same billing period in previous years.

SEC. 13.5 BILLING ADJUSTMENT

The District reserves the right to adjust a bill to correct any error that may be found. If the error
is in favor of the customer, a refund or credit shall be given to the customer. If the error is in
favor of the District, the customer shall be billed for the deficiency. No adjustment shall be made
for an error that occurred for more than 18 months before the adjustment unless expressly
approved by the Board.

SEC. 13.6 CHECKS RETURNED - NOT SUFFICIENT FUNDS

A service charge shall be imposed and added to the amount due the District for any check that is
not honored for any reason by the customer’s bank.

SEC. 13.7 COLLECTION PROCEDURES

Sec. 13.7.1 Single Family Residence/No Change of Tenant or Ownership

Bills for water service are delinquent if not paid within seven (7) days from the date of mailing
and water service will be terminated no less than 60 days after bills become delinquent. A
penalty equivalent to 10% of the original bill will be assessed if not paid within 35 days of
the date of mailing. The District shall send a customer a notice by first-class mail that the bill
has become delinquent and a penalty equivalent to 10% of the original bill will be assessed at
least ten (10) days prior to the penalty being assessed. At least 17 working days prior to the
termination of service, the District shall make a reasonable, good faith effort to contact an
adult person residing at the property by telephone or in person. A discontinuance notice,
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charged to the customer at the District’s current door hanger fee rate, will also be placed on
the property at least ten (10) days prior to the termination of service. A shut-off fee will be
added after the expiration of these ten (10) days, in addition to the 10% penalty and door
hanger fee, whether or not service is discontinued. If the total bill is $25.00 or less, there will
be no steps taken for collection at this time.

In addition, if the owner, manager, or operator of the property is the customer of record or if
the customer of record’s mailing address is not the same as the service address, the District
will also send a notice to the tenants living at the service address at least ten (10) days before
discontinuation of water service.

Sec. 13.7.2 Multi Unit Services

Bills for water service are delinquent if not paid within seven (7) days from the date of mailing
and water service will be terminated no less than 60 days after bills become delinquent. A
penalty equivalent to 10% of the original bill will be assessed if not paid within 35 days of
the date of mailing. The District will send the person or persons of record responsible for the
payment of the account a notice by first-class mail that the bill has become delinquent and a
penalty equivalent to 10% of the original bill will be assessed at least ten (10) days prior to
the penalty being assessed. At least 17 working days prior to the termination of service, the
District shall make a reasonable, good faith effort to contact the customer of record or an adult
person at the customer’s address by telephone or in person. At least ten (10) days prior to the
termination of service a “Notice of Intent to Disconnect Water Service” will be placed on
bulletin board areas where most residents would see it, i.e., recreation rooms, mail rooms, in
apartment buildings or mobile home parks. In the case of duplexes serviced by one meter,
both sides will receive notice.

The procedures in this section apply to master-metered properties and individually metered
service in a multi-unit residential structure, mobile home park, or farm labor camp where the
owner, manager or operator is the customer of record.

Sec. 13.7.3 Procedures for Tenants to Become Customers on Delinquent
Accounts

If a tenant of any residential property is not a customer of the District and billing for the
property becomes delinquent, the tenant may become a customer of the District and not be
responsible for the delinquent amount with verification that the delinquent account customer
is or was the landlord, manager, or agent of the property. Verification may include a lease or
rental agreement, rent receipts, a government document indicating that the resident is renting
the property, or information disclosed pursuant to Section 1962 of the Civil Code. The District
will make service available to the tenants if each tenant agrees to the terms and conditions of
service. Alternatively, if one or more of the tenants are willing and able to assume
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responsibility for all subsequent charges to the account to the satisfaction of the District, or if
there is a physical means legally available to the District of selectively discontinuing service
to those tenants who have not met the District’s terms and conditions of service, the District
will make service available to the tenants who have met those terms and conditions.

Sec. 13.7.4 Discontinuation of Service for Vulnerable Peoples

The District shall not discontinue residential service for nonpayment for any customer that
meets all of the following conditions:

a) The customer, or tenant of the customer, shall submit certification from a primary care
provider (internist, general practitioner, obstetrician-gynecologist, pediatrician, family
practice physician, nonphysician medical practitioner, or any primary care clinic, rural
health clinic, community clinic or hospital outpatient clinic currently enrolled in the Medi-
Cal program, which agrees to provide case management to Medi-Cal beneficiaries) that
discontinuation of service will be life threatening or pose a serious threat to the health and
safety of a resident of the premises;

b) The customer declares that the household annual income is no more than 200 percent of
the federal poverty level or provides current documentation that any member of the
household is a recipient of: CalWORKs; CalFresh; general assistance; Medi-Cal;
Supplemental Security Income / State Supplementary Payment Program; or California
Special Supplemental Nutrition Program for Woman, Infants, and Children; and

c) The customer is willing to agree to installment payments with respect to the past-due
charges.

For any customers who meet all of the above conditions, the District will offer an installment
payment plan for the past due charges. The customer is responsible for demonstrating that the
conditions above have been met.

Any customer that does not comply with the terms of the installment payment plan or pay
current residential service charges for 60 days or more will be subject to discontinuation of
water service. The District will post a final notice of intent to disconnect service in a prominent
and conspicuous location at the service address at least five (5) business days before
discontinuation of service. The final notice will not entitle the customer to any investigation
or review by the District.

Service shall not be discontinued while the District works to confirm that the conditions of this
section have been met.
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SEC.13.8 CHARGES TO REINSTATE TERMINATED
SERVICES

The following conditions apply to the preceding Single-Family Residence and Multi Unit
Services. Service that has been terminated for non-payment will be reinstated upon the payment
of all sums owed the District. When one parcel or contiguous parcels are served by more than
one meter which are billed to the same customer, and both are delinquent at the same time, only
one service fee will be charged if full payment of all charges are made at one time. If the charges
are not paid for all meters at one time, a service fee will be charged for each meter.

SEC. 13.9 TIME TO RESTORE SERVICE

Water service will be turned on only between the hours of 7:30 a.m. and 3:30 p.m. on business
days of the District. Service may be turned on after hours if the customer agrees to pay all charges
by noon of the next working day and if during the preceding 12-month period the customer has
not been notified of the intention of the District to terminate service.

SEC. 13.10 DAMAGE TO DISTRICT FACILITIES

If a customer breaks or damages any locking devices or equipment to turn on his/her water service
after it has been turned off for non-payment, the District will remove the water meter. The meter
will not be replaced until all water charges, penalties, fees and cost of damage to the equipment
are paid plus $100.00 to cover the expense of removing the meter to terminate service.

SEC. 13.11 FINAL BILL - CHANGE OF TENANT/NO CHANGE
OF OWNERSHIP

A final bill will be sent to the tenant. At that time a copy of the final bill will be sent to the legal
owner with a letter notifying the owner of the bills. Final bills are due 14 days from the mailing
date and if unpaid the owner will then be notified that payment is past due. If the final bill is
unpaid 40 days after mailing it to the owner a 10% penalty will be added. The bill, plus a
processing fee, will be added to the next tax assessment roll and shall become a lien on the
property of the owner.
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SEC. 13.12 FINAL BILL - CHANGE OF PROPERTY
OWNERSHIP (REVISED JULY 18, 2024;
RESOLUTION NO. 24-10)

The final bill will be sent to the former owner. The final bill is due and payable 14 days from the
date of mailing. If the final bill is unpaid 14 days after mailing, a 10% penalty will be added. If
the final bill remains unpaid after 90 days from the date of mailing, the District may pursue all
remedies available in law or equity for nonpayment of the final bill, including, but not limited to
filing a claim or legal action or referring the unpaid amount to collections. In the event a legal
action is decided in favor of the District, the District shall be entitled to the payment of all costs
and expenses, including attorney’s fees, the 10% penalty, and accumulated interest.

SEC. 13.13 BANKRUPTCY OF CUSTOMER

Pursuant to the Bankruptcy Act (P.L. 95-598), the District shall not alter, refuse or discontinue
service to, or discriminate against, a customer or a trustee of a customer, solely on the basis that
a debt owed by the customer to the District for service rendered before the order for relief was
not paid when due. It shall be the responsibility of the customer to supply the District with a copy
of any applicable order for relief. The District shall discontinue service if neither the customer,
nor the trustee, within 20 days after the date of the order for relief, furnishes adequate assurance
of payment in the form of a deposit for service after such date. As used herein “adequate
assurance of payment” shall mean a cash deposit in an amount equal to the highest of the last six
billings rendered to the customer’s property, or for the customer’s property, if the customer has
not occupied the property for that period of time, prior to the order for relief. As used herein,
“order for relief” shall have the same meaning as given to it in the Bankruptcy Act. The
commencement of a voluntary case under the Bankruptcy Act shall constitute an order for relief.
Service may be discontinued in accordance with the rules of the District upon nonpayment for
service rendered after the order of relief.

SEC. 13.14 IDENTITY THEFT PREVENTION POLICY

Sec. 3.14.1 Purpose

The Fair and Accurate Credit Transaction Act of 2003 (“FACTA”), section 114, as
implemented by the Red Flag Rules, 16 C.F.R. § 681.1, issued by the Federal Trade
Commission, along with other federal agencies, requires creditors of customer accounts to
implement an Identity Theft Prevention Policy. Pursuant to the regulations, the Santa Fe
Irrigation District (“District”) is a creditor because it provides services to customers prior to
receipt of payment through customer accounts, including utility service accounts, which are
maintained primarily for personal, family, or household purposes and involve multiple
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payments or transactions, and for which there is a reasonably foreseeable risk of identity theft.
Therefore, the District is required to implement an Identity Theft Prevention Policy.

The purpose of this Identify Theft Prevention Policy (“Policy™) is to detect, prevent, and
mitigate identity theft in connection with all customer accounts, taking into consideration the
level of risk for identity theft given the District’s scope of services provided and the types of
accounts. This Policy is created to identify patterns, practices, and specific activities that
indicate the possible existence of identity theft, hereinafter referred to as “Red Flags.” The
Policy sets forth the procedures for detecting Red Flags and responding to Red Flags when
discovered.

Sec. 13.14.2  Definitions

“Customer account” shall mean a utility service account or other account provided by the
District that constitutes a “covered account” under the Red Flag Rules.

“Identity theft” shall mean a fraud committed or attempted using the personal identifying
information of another person without his/her authority.

“Personal identifying information” shall mean information that may be used to identify a
specific person, including, but not limited to, a social security number, date of birth,
government issued driver’s license or identification number, government passport number,
unique biometric data such as fingerprints or physical appearance, any unique electronic
identification number, telephone number or address.

“Red Flag” shall mean a pattern, practice or specific activity that indicates the possible
existence of identity theft as defined in the Red Flag Rules, and as specifically enumerated in
Section V.

Sec. 13.14.3  Designation of Authority

The Board of Directors of the District designates to the General Manager or his designee the
authority to develop, oversee, implement, and administer the Policy.

As part of the General Manager or his designee’s oversight responsibilities for the Policy, the
General Manager or his designee is required to review and approve all material changes to the
Policy as necessary to address changing identity theft risks. The General Manager or his
designee is also responsible for reviewing reports prepared by the District’s staff regarding
the District’s compliance with FACTA and the Red Flag Rules requiring the implementation
of an Identity Theft Prevention Policy.
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Sec. 13.14.3.1 Compliance Reports to be Prepared By District Staff

The General Manager or his designee will designate the District staff involved with the
implementation of the Program to prepare reports regarding the District’s compliance with
FACTA and the Red Flag Rules requiring the implementation of an Identity Theft
Prevention Policy. The reports should address material matters related to the Program,
such as the following:

a) The effectiveness of the District’s policies and procedures to address the risk of identity
theft in connection with opening customer accounts, as well as with existing accounts.
This includes identifying any issues related to identifying, detecting to the General
Manager or his designee and responding to Red Flags;

b) Third-party service provider arrangements;

c¢) Significant incidents of identity theft or Red Flag detection, and the District’s responses
to those incidents;

d) Recommendations for material changes to the program to ensure that customer
accounts are adequately protected from the risk of identity theft.

The reports should be prepared at least annually for review by the General Manager or his
designee and/or the Board of Directors of the District.

Sec. 13.14.3.2  Red Flags Ildentified by the District

In identifying the Red Flags applicable to the District’s customer accounts, the District
considered the following risk factors:

a) The types of accounts the District maintains;

b) The methods the District provides to open customer accounts;

¢) The methods the District provides to access to customers’ accounts;

d) The District’s previous experiences with identity theft in connection with the customer
accounts.

The Red Flags identified in this Policy have been incorporated from sources, which include
supervisory guidance, past incidents of identity theft, and changes in methods of identity
theft risk.

The District’s Identified Red Flags are as Follows:

a) Suspicious Documents:
e Documents used for identification purposes appear to have been altered or forged.
e The photograph or physical description on the identification documents do not
match the appearance of the person presenting the identification.
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Other information in identification documents does not match the information
provided by the individual presenting the identification documents.

Other information in the identification documents does not match the information
on file with the District.

The application to open the account appears to have been forged, altered, or gives
the appearance of having been destroyed and reassembled.

b) Suspicious Personal Identifying Information:

Personal identifying information is inconsistent with other personal identifying
information provided by the customer, such as a date of birth that does not correlate.
Personal identifying information provided is associated with known fraudulent
activity, as indicated by internal or third-party sources, such as the address or phone
number on an application was previously provided on another fraudulent
application.

Personal identifying information is of a type commonly associated with fraudulent
activity, as indicated by internal or third-party sources, such as a fictitious address,
or an invalid phone number.

The address or telephone number provided is the same as other individuals
attempting to open an account or existing customers.

The individual opening the account cannot provide all of the required personal
identifying information for an application.

Personal identifying information is inconsistent with the information provided by
the customer on file with the District.

Where challenge questions are used by the District to verify the identity of an
individual, the individual claiming to be the customer cannot answer challenge
questions correctly.

c) Unusual Use of or Other Suspicious Activity Related to a Customer Account:

Shortly after receiving a notice of change of address for the account, the District
receives a request to add another name to the account.

A new account is used in a manner commonly associated with known patterns of
fraud, such as a first payment is made, and then no subsequent payments are made.
An inactive account becomes active.

Mail sent to the customer is returned repeatedly.

The District is notified that a customer is not receiving his/her paper account
statements.

The District is notified of unauthorized transactions on a customer’s account.

d) Notice of Possible Identity Theft:

The District is notified by a customer of possible identity theft in connection with
his/her account.

The District is notified by a victim of identity theft of possible identity theft in
connection with a customer account.
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e The District is notified by law enforcement of possible identity theft in connection
with a customer account.

e The District is notified by others of possible identity theft in connection with a
customer account.

Sec. 13.14.3.3 Procedures for Detecting Red Flags

The following procedures are being implemented by the District to detect the Red Flags
identified with opening of accounts and existing accounts identified above:

a) Obtain personal identifying information of an individual to verify his/her identity prior
to opening an account.

b) Authenticate the identity of customers when they are requesting information about their
accounts.

c) Authenticate the identity of customers when they are requesting to make any changes
to their accounts.

Members of the District’s staff will be assigned and trained to detect Red Flags.

In addition, the District may employ the services of a third-party service provider and/or
utilize computer software programs to assist in detecting Red Flags.

Sec. 13.14.3.4  Procedures for Responding To Red Flags

In order to prevent and mitigate identity theft, and after taking into consideration the risks
of identity theft applicable to the customer accounts, the District implements the following
procedures to respond to all Red Flags that are discovered. One or more of these
procedures will be used each time a Red Flag is detected:

a) Monitor accounts for evidence of identity theft.

b) Change or add a password, security code, or other device that provides access to the
account.

c) Reopen an account with a new account number

d) Close an existing account.

e) Not open a new account.

f) Not attempt to collect on an account.

g) Notify law enforcement.

h) Determine that no response is warranted given the particular circumstances.

1) Ask the customer to appear in person with government issued identification.

j) Do not provide account information to anyone other than the account holder, or other
individual authorized by the account holder.

k) Update all account information.
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1) Deactivate payment method, such as a credit card registered for online payment.
m) Connect or disconnect service.
n) Initiate an investigation.

In addition to any of the actions above, the General Manager or his designee will be notified
of any Red Flags discovered.

Sec. 13.14.3.5 Training of Staff

The District staff that will be directly involved with opening customers’ account or
servicing customer accounts in a manner that would place them in a position to detect Red
Flags or allow them access to customers’ private information shall be trained to detect Red
Flags and appropriately respond when Red Flags are discovered. The District’s staff
participation is crucial to the effective implementation of this Policy.

The General Manager or his designee will oversee all staff training to ensure that training
is adequate to ensure effective implementation of the Policy.

Sec. 13.14.3.6 Oversight of Third-Party Service Provider Involved with Customer
Accounts

If the District employs a third-party service provider to perform any activity in connection
with a customer account, the General Manager or his designee is responsible for ensuring
that the activity is conducted in compliance with reasonable policies and procedures to
detect, prevent and mitigate the risk of identity theft. This may be achieved by requiring
that a third-party service provider has policies and procedures to detect the Red Flags
identified by the District, and also requiring the third-party service provider to review the
District’s Policy and agree to report any Red Flags to the General Manager or his designee.

Sec. 13.14.3.7 Use of a Third-Party Service Provider to Assist in the Implementation
of the Program

The District may hire a third-party service provider in order to implement this Policy. The
third-party service provider may provide services such as the implementation and
administration of computer software programs that detect Red Flags. If a third-party
service provider is used to assist in the detection of Red Flags, the third-party service
provider is required to immediately notify the General Manager or his designee if any Red
Flags are discovered.

The General Manager or his designee is responsible for overseeing any third-party service
provider in an appropriate and effective manner. The General Manager’s or his designee’s
oversight shall include periodic meetings and/or receipt and review of periodic reports from
the third-party service provider regarding what services are being provided, any Red Flags
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that have been detected, and any possible modifications to the services provided to increase
the effectiveness.

Sec. 13.14.3.8 Periodic Identification of Customer Accounts

The General Manager or his designee will periodically review the types of accounts the
District maintains for customers to determine which are “covered accounts” under the Red
Flag Rules and therefore are subject to this Policy.

Sec. 13.14.3.9 Periodic Update of the Policy

This Program shall be updated periodically to ensure that the identified Red Flags, the

procedures to detect Red Flags, and the responses to the Red Flags when discovered

adequately protect customers from identity theft. The updating of the Policy should take

into consideration any changes in the customers’ level of risk of identity theft by looking

at the following factors:

a) The District’s recent experiences with identity theft in connection with the customer
accounts.

b) Changes in methods of identity theft.

c) Changes in methods of detecting, preventing and mitigating identity theft.

d) Changes in the types of customer accounts offered.

e) Changes in arrangements with any third-party service providers involved in the
implementation of the Program.

The General Manager or his designee may recommend modifications to the Policy.

However, any modification to the Program may not be implemented unless first approved
by the Board of Directors of the District.

SEC. 13.15 EXHIBITS

Miscellaneous Fees and Charges
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ARTICLE 14. METERS

SEC. 14.1 LOCATION

All property served by a single meter must be under one ownership. Condominiums and mobile
home parks are considered to be under one owner. Santa Fe Irrigation District (the District)
reserves the right to regulate the size, character and location of each meter and service. Water
meters shall be located on county property, in the county rights-of-way or in District easements.
If applicable, prior to installation of new or relocated meters, the property owner will be required
to execute an easement that provides access and private utility rights to the District, and to provide
documentation, such as a recorded easement and/or title report, demonstrating the property owner
has the right to install private utility facilities on their side of the meter.

SEC. 14.2 METER SIZE

The maximum size of meters allowed will comply with the following criteria.

Sec. 14.2.1 Single residential and agricultural

A single-family house may not be served from a two-inch (2”) or larger meter. A separate
small meter must serve the residence. This applies to all installations after October 1975.

Where the static pressure at the elevation of the house site is 74 psi or less, normally one meter
size larger may be approved by the Manager based on adequate design calculations showing
need. In a pressure area of 74 psi or less a 1-1/2” meter would be allowed if needed on a 2.0
to 5.99 acre parcel without a house. An additional 3/4” meter would be allowed for a house.

As property is divided, the District, at its expense, will replace an over-sized meter at the same
location with a smaller meter to comply with this meter sizing.

Existing 2” meters serving single-family residence will be replaced with smaller meters when
the 2” meter is to be repaired and if the quantity of flow through the smaller meter is adequate.
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Acreage Size Maximum Meter Size

Up to .99 3/4”

1.0 to 1.99 17

2.0 to 5.99 with or without house 1-1/2”

6.0 to 8.99 without house 1-1/2”

6.0 to 8.99 with house 1-1/2” and 3/4”
9.0 to 15.0 without house 2”

9.0 to 15.0 with house 2” and 3/4”

Greater than 15 acres: Maximum of 50 gpm for first two acres plus 12 gpm for each additional
acre. The design flows will be based on AWWA maximum rated meter capacities.

Sec. 14.2.2 Residential Meter Sizing for Less Than One Acre

Where a plumber states that a 3/4” meter size is inadequate, the plumber must submit a list
with numbers and types of fixture units within the house.

If the total fixture units of a house exceed 35, a one-inch (1) meter will be allowed.

Total fixture unit count includes combined hot and cold-water demand from the latest
California Plumbing Code.
Number of Fixtures

Fixture Units Private Use

Bar sink 1

Bathtub (with or without shower over)

Hose bib of sill cock (standard type)

Kitchen sink

Laundry tub or clothes washer (each pair of faucets)

Lavatory

Lavatory (Dental)

Lawn sprinklers (standard type, each head)

Shower (each head)

Sink bar

Sink or dishwasher

Water closet (flush tank)

Water closet (flushometer valve)

AN WNDDOND— — —~ DN W

Multiple residential dwellings will be sized according to the latest California Plumbing Code.
No additional allowances will be made for irrigation. Irrigation must be scheduled at time to
not interfere with domestic use.
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SEC. 143 METER CAPACITY FEE

A capacity fee, based upon the meter size, will be charged to each applicant for service in addition
to the cost of installing the meter. The fee will be established from time to time by the Board of
Directors. Unless otherwise required by applicable law, the fee shall be paid when applying for a
meter.

If water service is in existence and will be changed at the time the property is being divided, credit
for a capacity fee will be given based upon the size of the meter being removed. The credit will
be given to reduce any additional capacity fees for meters being added to the same property at the
time of subdivision of land or upon a request to increase the size of an existing meter. No cash
rebate will be made for removal of a meter or reduction in meter size, and credits may not be
transferred from one property to another. No credit will be given to owners subsequent to the
owners who removed the meter or to the same owner at a later date.

The capacity fee for meters larger than two inches (2”’) will be computed as follows:

For service applications requiring meter sizes greater than two inches, the “capacity fee” shall be
the same dollars per gpm as the dollars per gpm of the capacity fee of the 3/4 inch meter. Charges
for installation of the service line and meter will be made.

Sec. 14.3.1 Public Agencies

Capacity Charges for Public Agencies. Any district, public authority, local agency, or other
political subdivision or public corporation of this State, other than those described in Section
14.3.2 below (Gov. Code, § 54999.1(e)), shall pay the District’s capacity charges as they exist
and may be imposed or adjusted from time to time. (Gov. Code, § 54999.2.)

Sec. 14.3.2 Schools and State Agencies

Capacity Charges for School and State Agencies. The imposition of the District’s capacity
charges on any school district, county office of education, community college district, the
California State University, the University of California, or any state agency (as defined in
Government Code section 54999.1(1)) shall be subject to the provisions of section 54999.3(b)
of the Government Code. Payment by any such agency of the District’s applicable capacity
charge shall be deemed agreement with the District regarding the charge. If any such agency
refuses to pay the applicable capacity charge, the agency and District shall enter into
negotiations regarding the charge. No water meter shall be supplied until agreement has been
reached regarding the capacity charge and the agreed upon capacity charge has been paid.
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Sec. 14.3.3 Meter Capacity Fee Collected for the San Diego County Water
Authority

The District shall collect a meter capacity fee imposed by the San Diego County Water
Authority (the Authority) by Ordinance 90-2 to take effect on meters purchased on or after
October 1, 1990. The size of the meter shall be determined by the District. The District’s
rules for the collection of the fee, increasing meter size, decreasing meter size, moving meter,
fire service meters and temporary meters remain in effect.

The fee will be established by the Authority as amended from time to time.

Any person or organization objecting to the capacity fee charge imposed by the Authority
must file a complaint in writing at 4677 Overland Ave., San Diego, CA 92123 before payment
of the charge or within 10 days after payment. The District shall not provide water service
until the Authority capacity fee has been paid. The District shall transmit to the Authority the
fees collected by the 19th day of January, April, July and October. Interest earned on
Authority funds will be retained by the District.

SEC. 144 METER INSTALLATION CHARGES

Meter installation charges shall be established by the Board. The charges shall be paid when
applying for a meter.

Fees and charges for the following services performed by the District which include the cost of
permits or services by other cities and agencies shall be passed through to the customer and
increased automatically when the cost of permits and services from other agencies and cities are
imposed and/or increased:

a) Water service installation;

b) Residential Fire line service installation;

c) Dedicated Private Fire Service Lateral installation;
d) Commercial fire line installation.

SEC. 14.5 CHANGE IN METER LOCATION

A meter may be moved at the request of a customer from one location to another on the property
served by it upon payment of the costs thereof by the customer. The property owner shall pay the
cost of a new service assembly and the cost of abandonment of the existing service assembly. The
District may relocate a meter, at its discretion, when services are available in an alternative
location. If the meter relocation is initiated by the District the costs associated to relocating the
meter and perform necessary work to reestablish water service shall be paid for by the District.
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SEC. 14.6 CHANGE OF METER SIZE

Sec. 14.6.1 Larger Meter

Should a customer need a larger meter, customer shall pay for the new service assembly and
meter, pay the additional capacity fee and pay for abandoning the smaller service.

Sec. 14.6.2 Smaller Meter — Same Location

Should a customer desire a smaller meter be installed at the same location as a larger one,
customer shall pay for the smaller meter, less a credit for the larger meter being returned.
Owner/Customer shall relinquish the difference in capacity at time of payment of the smaller
meter.

Sec. 14.6.3 Smaller Meter — New Location

Should a customer desire a smaller meter at another location on the same parcel, the customer
pay the cost of installing a new service line and meter, and the cost of removing the old service
line - less a credit for the larger meter being returned. Owner/Customer shall relinquish the
difference in capacity at time of payment of the smaller meter.

Sec. 14.6.4 Exchange to Comply with Size Limitations

When a smaller meter is being substituted for a larger meter to enforce compliance with the
District meter size limitations, the meter exchange will be at no cost to the customer.
Owner/Customer shall relinquish the difference in capacity at time of payment of the smaller
meter. Whenever property is being subdivided, meters will be changed to comply with the
meter size limitations.

SEC. 14.7 TESTING METERS

Any customer may request their meter be tested for accuracy. If upon testing it shall be found
that the meter registers within a range from 87% to 102% of accuracy at the intermediate test flow
specified by the AWWA, the cost for testing shall be paid by the customer. If the meter so tested
shall be found to register outside of said range, another meter shall be installed by the District at
no cost to the customer and the previous nine billings shall be adjusted and a refund given on the
next billing credited. If the error is in favor of the District, the previous two billings to the
customer shall be adjusted and the customer shall be billed for the difference.
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SEC. 14.8 READING OF METERS

Sec. 14.8.1 Method Used

The method used to read each meter shall be determined by the District in its sole discretion.
Such methods may include, but not be limited to, manual reading, use of automated meter
reading, or use of other technologies. The General Manager may, in his or her sole discretion,
allow a customer to opt out of specific meter reading technology. To recover all costs to the
District associated with accommodating the request, the requesting customer’s account will
be assessed on each bi-monthly bill statement an opt-out fee equal to the same dollar amount
assigned to the District’s established shut off charge.

Sec. 14.8.2 Estimated Readings

Should any meter in service fail to register during any billing period, or should the District be
unable to read the meter for reasons beyond the control of the District, the amount of water
used shall be estimated by the District and the customer shall be billed for the estimated
amount.

Sec. 14.8.3 Automated Metering Infrastructure and Customer Tools

Data collected from the automated metering infrastructure (AMI) system may be used by the
District in any lawful manner and is intended for the sole benefit of the District. Nonetheless,
the use of AMI at customers’ properties may allow the District to offer incidental tools to help
customers monitor water use and detect potential leaks. As further described below, the
District may offer an online water use portal or similar tools to its customers whose properties
have AMI (“Customer Tools”).

The District’s online water use portal is intended to allow customers to conveniently monitor
their water use online. Subject to availability, customers are encouraged to regularly review
water use using the online water use portal, as District staff does not routinely or regularly
monitor AMI data for abnormalities or variations in water usage. Using the online water use
portal, customers may also be able to set up notifications when the AMI system detects
continuous water use exceeding a specified period of time.

Participation in the use of Customer Tools is voluntary, and subject to the terms and conditions
described below, in addition to any terms and conditions on the District’s website or related
to a particular Customer Tool.

As a condition of using Customer Tools, customers understand and agree to the following:

1. The District makes no representations or warranties, express or implied, as to the accuracy,
operation, or availability of the Customer Tools. Customer Tools may be unavailable or
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inaccurate due to technical issues, including, but not limited to, Internet connectivity
outages, phone/text message/e-mail delivery issues, AMI system reporting errors, and AMI
system signal interruptions.

2. Customer Tools are intended to provide helpful monitoring and notification tools. The
customer shall remain responsible for monitoring water use, maintaining water lines
beyond the meter, determining the cause of any continuous flow, and repairing any leak.
The District assumes no responsibility or liability for contacting or notifying customers or
any third party of any abnormalities or variations in a customer's water usage which may
indicate a water leak at his or her property. Customers remain responsible for all water use
at their property and for the payment of fees for all water used, including water used before
and after receiving any notification of continuous flow. The customer shall rely solely
upon his or her own judgment with regard to any information supplied by the District in
connection with the Customer Tools.

3. The District neither undertakes nor assumes any responsibility for or duty to the customer
or any third party for the operation, maintenance, review, or inspection of water lines or
facilities beyond the District’s meter, or to inform the customer or any third party of any
leaks or damage resulting from the operation and maintenance of such lines or facilities, or
for any service, equipment or material furnished for such lines or facilities. Customers and
all third parties shall rely upon their own judgment regarding such matters, and any review,
inspection, supervision, exercise of judgment or information supplied to customers or to
any third party by the District in connection with the data collected from the District's AMI
is for the benefit of the District.

4. Customers are solely responsible for water leakage costs or other damages related thereto
regardless of whether the District has collected data from an AMI that there has been an
increase in the amount of water used for a property or there is continuous flow present on
the property.

SEC. 14.9 LOCATION CLEARANCE AND ACCESS

A new meter or service pipeline will not be installed until the District’s clearance and access
requirements are satisfied as identified below.

Property owners must maintain a clear area around and above water meter boxes and service lines
as well as a clear and accessible path to District meters as outlined below:

1) A minimum three-foot (36-inch) clearance around the edge of the meter box.

2) There shall be no obstruction above the meter box.

3) Permanent structures are prohibited to be installed within a three-foot (36-inch) radius of
water meters and service lines. “Permanent structures” include retaining walls, footings,
fences, posts, large decorative rock, buildings, and concrete slabs.
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4) Trees and large shrubs may not be planted near a new or existing meter and service lines,
that will have a drip/root line zone of five foot (60-inch) or more radius.

If these areas are not maintained as required, the District may clear the area to bring it into
compliance with this section upon 15 days’ prior notice to the customer. In the event of an
emergency or the need to immediately access the District water meter and service, encroachments
will be removed by the District at its discretion.

Clearing of these encroachments will be billed to the customer on a time and material basis.
Professional services may be required to remove these items. The cost for the District to hire such
professional services will be billed to the customer.

SEC. 14.10 RESIDENTIAL FIRE SPRINKLER METERS

Sec. 14.10.1

A separate meter will be installed of the proper size approved by the fire agency to supply
water for residential automatic fire sprinklers. The fire sprinkler meter must be installed 18
to the right of the potable meter, when facing the property.

Sec. 14.10.2

No District or County Water Authority capacity fee will be charged for installing a new fire
meter.

Sec. 14.10.3

This meter must be used exclusively for automatic fire sprinklers. If usage appears at the time
of billing, contact customer and/or fire agency to determine if a fire occurred or testing was
performed. Ifneither, notify customer in writing, return receipt that all domestic and irrigation
use must be discontinued, or service will be discontinued to fire meter. Send copy of letter to
fire department. Discontinue service if use continues at first billing following 60 days after
written notice first given to customer. Notify customer in writing; return receipt, when meter
is turned off. Send copy of letter to fire department.
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SEC. 14.11 DEDICATED FIRE PROTECTION SYSTEMS

A dedicated fire line is a separate lateral, sized (typically 6-in diameter minimum) for fire flows
that shall be directly connected to the District’s distribution system. Ownership, installation, and
maintenance responsibilities for the dedicated fire line shall be in accordance with Article 25.

SEC. 14.12 WATER CONSERVATION METER CONDITIONS

Regulations pertaining to meter installation, size, consumption limitations, and the delivery of
water can be found in various Articles of the Code.

SEC. 14.13 BASE METER FEE

A Base Meter Fee will be assessed to cover a portion of the District’s fixed operating costs. The
Fee is charged bi-monthly to the customer regardless of the amount of water used. The amount
of the fee will be set periodically by the Board of Directors. Any customer who has two water
meters serving the same lot has the option of temporarily disconnecting service to one of the
meters. The meter that has been temporarily disconnected will not be charged the Base Meter
Fee. The terms for temporarily disconnecting one water meter are as follows:

» Two water meters must be serving the same lot.

*  One meter will remain in service.

» No Base Meter Fee will be charged on the disconnected meter.

» The first time water service is disconnected there is no charge. There is also no charge
for the first re-connection.

* Each time thereafter, a charge will be assessed for every time the service is
disconnected and another charge for each time water service is subsequently
reconnected.

SEC. 14.14 EXHIBITS

Capacity Charges
Miscellaneous Fees and Charges
Water Rates
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ARTICLE 15. CONSTRUCTION WATER

Temporary water service may be required for the purpose of building, general construction,
grading, preliminary development, and interim landscape establishment. These water services may
be limited or discontinued at the District’s discretion. The District will not allow water to be used
for construction without a metering device.

SEC.15.1 CONSTRUCTION SERVICE CONDITIONS AND
RESTRICTIONS

District fire hydrants, main line blow-off assembly or other suitable facility, at the discretion of
the District, may be used to supply construction water or other temporary water in the manner
provided in this article. The District shall meter this water use. All construction meters shall be
available for District inspection at any time. Only District personnel are authorized to establish
connection for construction use.

Construction meters shall not be used outside the District’s boundaries, nor shall other water
district construction meters be used within Santa Fe Irrigation District boundaries. Water taken
from construction meters shall not be transported outside of District Boundaries. No unmetered
connections are allowed.

SEC. 15.2 APPLICATION

Any person desiring to utilize temporary construction water or other temporary water use shall
file an application for installation of a construction meter on forms provided by Santa Fe Irrigation
District (the District). Applicants will be required to complete a Cross-Connection Control
Questionnaire and may be required to provide a certified backflow prevention device.

At the discretion of the District, the construction meter may be rented for a maximum period of
six months. The District will automatically pull the meter unless the application is renewed.
Further time extensions may be granted at six-month intervals at the discretion of the District.
The District reserves the right to deny any application for a temporary meter or remove a meter
if deemed in the best interest of the District.

SEC.15.3 DEPOSIT

A deposit shall be paid to the District at the time of the application, which shall be used for the
following purposes:
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a) A deposit against loss or damage to the construction meter or hydrant, which shall be refunded
if there is no loss or damage

b) A service charge fee for installation, which shall not be refundable

The deposit will be refunded upon return of the meter in good condition less the installation
service charge. No interest shall be paid on the amount refunded.

SEC. 154 WATER RATES

Fixed charges and water rates for temporary construction use shall be based upon the District’s
established water service charges and billed on a monthly basis. Monthly billing and charges will
continue to accumulate until the meter is requested to be removed.

SEC. 15,5 LOCATION OF METER

The meter will be chain-locked to a fire hydrant designated by the District. If movement of the
meter is required, then applicant shall notify the District; the District will then have the meter
moved at an extra cost to applicant. This cost is determined on a case-by-case. The applicant shall
not move the meter from one hydrant to another.

SEC. 15.6 RESPONSIBILITY OF APPLICANT

The applicant is responsible for all damage to the fire hydrant and the construction meter. The
applicant shall only operate the valve on the meter discharge, and not the fire hydrant valve. Any
damaged parts shall be replaced or repaired and billed to the customer. Due to the high volume
flowing through temporary meters, care should be taken to turn the water on and off in a smooth,
gradual way. Sudden operation of the temporary meter may result in a system problem or
customer complaint and the removal of the meter.

SEC. 15.7 REMOVAL OF METER

When the meter is no longer required, the applicant shall notify the District and the District shall
disconnect and remove the meter. Removal of the meter by other than District personnel will
result in a penalty of $500.00.

SEC 15.8 THEFT OF WATER

1. Prohibition of Unauthorized Water Use; Administrative Penalties.
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For the purposes of this Section 15.8, “unauthorized water use” means and includes all of
the following:

the use, diversion, receipt or taking of District water by any means from any public fire
hydrant, blow-off valve, water main, water service lateral or other District facility or
connection to a District facility, to which a District authorized metering device has not
been installed or has been removed by the District; and

the use, diversion, receipt, or taking of District water by any means without paying the
full and lawful District charges for such water, or by tampering with District property
or facilities, such as by removing a lock or plug that has been placed on a customer’s
service or meter or unauthorized use, or by tampering with a service connection or
bypassing a meter, or by making an unauthorized connection to any District facilities
or any public fire hydrant; and

the use of water from a stationary service connection where lawful water service has
been discontinued or from a public fire hydrant to supply water outside of the District
service area, regardless of whether payment is provided to the District for the water
drawn from the public fire hydrant, or any use of a hydrant meter in violation of the
terms and conditions of a hydrant meter permit.

Unauthorized water use is prohibited. Each act of unauthorized water use constitutes a
misdemeanor.

The District may report any unauthorized water use to the appropriate prosecuting agency
and press for prosecution of said activity pursuant to the Penal Code. In addition to
pursuing criminal penalties, the District may also, upon discovering unauthorized water
use or tampering with District property, pursue the following remedies or any other
remedies available at law or in equity:

turn off water service to correct the violation;

confiscate any equipment or tools used to aid in the water theft that are attached to
District property. Said equipment shall be held by the District until fines and other
charges are paid;

charge the customer or perpetrator an administrative penalty:

1. if the unauthorized water use is committed via meter tampering:

a. $130 for a first violation

b. $700 for a second violation within one year of the first violation
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c. $1,300 for a third violation within one year of the first violation;
2. All other forms of water theft:

a. $1,000 for a first violation

b. $2,000 for a second violation within one year of the first violation

c. $3,000 for a third violation within one year of the first violation;

2. Other Remedies. In addition to any other remedies provided in Section 15.8 or available under
applicable law, the District may also seek injunctive relief in the Superior Court or take
enforcement action. All remedies provided herein shall be cumulative and not exclusive. If a
customer or any other person turns on water service without District authorization, tampers
with any locked water meter, tampers with a service connection or District facilities, bypasses
a meter, makes an unauthorized connection to District facilities without District permission, or
otherwise commits unauthorized water use, the District may:

g.

turn off the water service and install a lock;

charge the customer or perpetrator an estimated amount based upon the historical water
use, meter use, or other comparable means of estimation (non-customers shall be charged
based upon the highest District water rate at the time of the occurrence);

charge the customer for the damage to the District lock, meter or other property;

remove the meter and plug the service;

terminate and remove the service from its connection to the water main;

charge a deposit of two times the amount of the average use to reestablish service; and

require the return of any temporary water meter.

3. Payment and Appeal Procedures.

a.

The District shall calculate the amount of damages and penalty(ies) to be imposed, and
shall send a bill to the customer, water user or recipient, or if the offender is not a customer
of record, an invoice, for payment of the damages and/or penalty(ies).

All costs relating to the District’s processing and handling of the unauthorized water use,
and investigation and enforcement thereof;, shall be borne by the party having responsibility
for the water account at the time of the unauthorized water use. Charges related to the
handling of the unauthorized water use and/or reestablishment of the service shall be borne
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by the party requesting service in amounts adopted by the District or based on actual costs
incurred by the District on a time and materials basis. These charges include, but are not
limited to, service call charges, water charges, turnoff of service, plug and/or termination
fees. Before the meter will be replaced and service reestablished, the party requesting
service shall deposit twice the average monthly water bill, the cost of a new water meter
and installation (if required), any increase in capacity fees between the date of removal of
the meter and the date service was resumed, in addition to all service call charges, all
charges that were delinquent at the time of removal, and an amount representing any
damage to District property. The District may enforce payment of any unpaid amounts
through any available legal means, which may include, but not be limited to, placement
with an authorized collection agency, transfer of delinquent balances to other active
accounts, requiring full payment before establishing future accounts with the District,
termination of water service to the account, and/or filing a lien for unpaid amounts.

Where a water account is not assigned, all charges relating to the District’s processing and
handling of the unauthorized water use, and investigation and enforcement thereof, shall
be borne by the party taking the water, including, but not limited to, the cost of any water
used outside the District’s service area, charges for any damage to District facilities and
equipment, and costs of investigation and enforcement. Such charges shall be in amounts
established by the District or based on actual costs incurred by the District on a time and
materials basis. The District may enforce payment of any unpaid amounts through any
available legal means, which may include, but not be limited to, placement with an
authorized collection agency, transfer of delinquent balances to active accounts, requiring
full payment before establishing any account with the District, and/or filing a lien for
unpaid amounts

Any person (an “appellant”) who wishes to appeal the imposition of an administrative
penalty imposed by the District pursuant to this Ordinance shall comply with the following
procedures:

The appellant shall submit a written appeal request to the District’s Director of
Administrative Services no later than twenty (20) calendar days from the date of the
bill or invoice sent to the customer or offender.

A response to the appeal request shall be provided by the District within thirty (30)
calendar days from receipt of written appeal.

If the appeal to the Director of Administrative Services ger is denied, the appellant may
resubmit the written appeal for review by the District’s General Manager. The written
appeal shall be resubmitted no later than fifteen (15) calendar days from the date of the
denial of the appeal by the District’s Director of Administrative Services. The appellant
may request to provide evidence in writing or in person in support of his or her appeal
to the District’s General Manager.
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If the appeal to the General Manager is denied, the appellant may resubmit the written
appeal for review by the District’s Board. The written appeal shall be resubmitted no
later than fifteen (15) calendar days from the date of the denial of the appeal by the
General Manager. The appellant may request to provide evidence in writing or in
person in support of his or her appeal to the District’s General Manager.

The decision by the District’s Board shall be final.

Within ten (10) days after the denial of the appeal is deemed final, the appellant shall
pay any disputed penalty(ies) imposed by the District.

The provisions of Section 1094.6 of the Code of Civil Procedure of the State of
California shall be applicable to judicial review of the District’s decision.
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ARTICLE 16. RECYCLED AND NON-POTABLE
WATER

SEC.16.1 RECYCLED AND NON-POTABLE WATER

It is the expressed intent of Santa Fe Irrigation District (the District) that all reclaimed and non-
potable water be distributed and used in a manner that complies with all federal, state and local
requirements and in a manner which will achieve the following:

Sec. 16.1.1

Prevent direct human consumption of the reclaimed or non-potable water;

Sec. 16.1.2

Control and limit runoff of reclaimed or non-potable water by controlling the installation
and operation of systems using reclaimed or non-potable water;

Sec. 16.1.3

Prevent contamination of potable water supplies.

SEC.16.2 DELIVERY AND USE

The delivery and use of recycled and non-potable water will, in all cases, be contingent upon
complete satisfaction of the requirements of all applicable regulatory agencies, including all
requirements of the District.

SEC.16.3 FINDINGS

The Board of Directors finds and determines that a comprehensive set of Rules and Regulations
for Reclaimed and Non-Potable Water Service within the Santa Fe Irrigation District should be
established based upon the following facts:

Sec. 16.3.1

Pursuant to Water Code section 13500 et seq., the California Legislature has determined that
recycled water be made available to meet the growing water needs of the state. Further, in
order to achieve the goals established by Water Code section 13577, recycled water
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producers, retail water suppliers and recycled water wholesalers are authorized to identify
potential uses for recycled water.

Sec. 16.3.2

The available water supplies projected for Southern California indicate the probability of a
shortage if new sources or non-potable water cannot be developed and made available.

Sec. 16.3.3

The District is partially dependent upon imported water distributed from the California
Aqueduct System and the Colorado River Aqueduct by the Metropolitan Water District of
Southern California via the San Diego County Water Authority (the Authority). Local
Authority water from Lake Hodges is also used to meet overall District water demands. The
Authority has notified the District that existing water demands may require a significant
reduction in the volume of water presently being provided to the District from the Authority.

Sec. 16.3.4

There are known potential sources of recycled, secondary wastewater effluent, storm drain
runoff, in-creek surface flows, groundwater and other non-potable water that can be utilized
to reduce the demand for potable, imported water.

Sec. 16.3.5

Implementation of cost-effective recycled and non-potable water systems within the service
jurisdiction of the District is necessary to meet the growing demand for water service within
the District.

SEC. 164 APPLICATION

The provisions of these rules and regulations shall apply to all persons, owners, customers,
project proponents, developers and property within the service jurisdiction of the District.

SEC.16.5 AUTHORIZATION

The District's General Manager or his designated representative, is hereby authorized and
directed to distribute the Rules and Regulations for Recycled and Non-Potable Water Service —
(See Section 16.7) hereby adopted to the California Regional Water Quality Control Board,
State of California Department of Health and the County of San Diego, Department of Health.
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SEC.16.6 RULES AND REGULATIONS

The use of recycled water is regulated by the California Regional Water Quality Control Board
(RWQCB). Permission for the use of recycled water is based in part on meeting the
requirements of Title 22, Division 4, Chapter 3 of the California Administrative Code. The
Title 22 regulations were promulgated by the State Department of Health Services for the
purpose of ensuring protection of public health and to specify the degree of water treatment
required for particular uses of recycled water. The RWQCB, in association with the State
Health Department, establishes discharge requirements. In accordance with discharge
requirements for recycled water, the RWQCB requires that rules and regulations for the use of
recycled water be established. These Rules and Regulations shall also apply to the use of all
non-potable water, including, but not limited to, raw-unfiltered imported water, storm drain run-
off, creek-inflows and groundwater sources.

Sec. 16.6.1 Establishing Rules and Regulations

The General Manager or his designated representative is authorized and directed to draft and
amend, from time to time, the Rules and Regulations for the use of Recycled and Non-
Potable Water within the Santa Fe Irrigation District. The Rules and Regulations shall be
distributed to the California Regional Water Quality Control Board, the State of California
Department of Health Services, and the San Diego County Health Department for their
approval, and as amended from time to time, to ensure the preservation of these beneficial
uses and to protect public health.

Sec.16.6.2 Conversion Determination

The District shall make preliminary determinations as to which existing potable water
customers shall be converted to the use of recycled water. Each water customer shall be
notified of the basis for a determination that conversion to recycled water service will be
required, as will the proposed conditions and schedules for conversion.

Sec.16.6.3 Notice

The notice of the preliminary determination, including the proposed conditions and time
schedule for compliance, and a recycled water permit application shall be sent to the water
customer by certified mail.

Sec.16.6.4 Objections; Appeals

The water customer may file a notice of objection with a District within thirty (30) days
after any notice of determination to comply is delivered or mailed to the customer and may
request reconsideration of the determination or modification of the proposed conditions or
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schedule for conversion. The objection must be in writing and specify the reasons for the
objection. The preliminary determination shall be final if the customer does not file a timely
objection. The General Manager shall review the objection and shall confirm, modify or
abandon the preliminary determination. Upon issuance of a final determination by staff, the
customer may appeal the determination to the General Manager and, ultimately, to the
Board of Directors.

SEC. 16.7 VALIDITY OF RULES AND REGULATIONS

If any section, sub-section, sentence, clause, phrase or portion of these Rules and Regulations
for Recycled and Non-Potable Water Service being adopted are, for any reason, held to be
invalid or unconstitutional by a valid judgment or any court of competent jurisdiction, such
decision shall not affect the validity of the remaining portions of these Rules and Regulations
for Recycled and Non-Potable Water Service. It is hereby declared that these Rules and
Regulations for Recycled and Non-Potable Water Service and each section, sub-section,
sentence, clause, phrase, part or portion thereof, would have been adopted or passed irrespective
of the fact that any one or more sections, sub-sections, sentences, clauses, phrases, parts or
portions be declared invalid or unconstitutional.

SEC. 16.8 PRIOR ACTIONS

All prior actions of the Santa Fe Irrigation District adopting earlier Rules and Regulations for
Recycled and Non-Potable Water Service are hereby rescinded.
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ARTICLE 17. WATER SHORTAGE RESPONSE
POLICIES AND PROCEDURES

SEC.17.1 DECLARATION OF POLICIES

Article 10, section 2 of the California Constitution declares that the water resources of the State
are to be put to beneficial use, that the waste, unreasonable use, or unreasonable method of use of
water be prevented, and that water be conserved for the public welfare. Conservation of current
water supplies and minimization of the effects of water supply shortages that are the result of a
water shortage are essential to the public health, safety, and welfare.

Regulation of the time of certain water use, manner of certain water use, design of rates, method
of application of water for certain uses, and installation and use of water-saving devices, provide
an effective and immediately available means of conserving water. California Water Code sections
375 et seq. authorize water suppliers to adopt and enforce a comprehensive water conservation
program.

Adoption and enforcement of Water Shortage Response Policies and Procedures (policies and
Procedures) allow the Santa Fe Irrigation District (District) to delay or avoid implementing
measures such as water rationing, or more restrictive water use regulations pursuant to a declared
water shortage emergency as authorized by California Water Code section 350 et seq.

San Diego County is a semi-arid region and local water resources are scarce. The region is
primarily dependent upon imported water supplies provided by the San Diego County Water
Authority (“Water Authority”), which obtains a substantial portion of its supplies from the
Metropolitan Water District of Southern California. Because the region is highly dependent upon
imported water supplies, weather and other conditions in other portions of this State and of the
Southwestern United States affect the availability of water for use in San Diego County.

The Water Authority has adopted an Urban Water Management Plan (UWMP) that includes water
conservation as a necessary and effective component of the Water Authority’s programs to provide
a reliable supply of water to meet the needs of the Water Authority’s 24-member public agencies,
including the Santa Fe Irrigation District. The Water Authority’s UWMP also includes a
contingency analysis of actions to be taken in response to water supply shortages. These Water
Shortage Response Policies and Procedures are consistent with the Water Authority’s UWMP.

The Water Authority, in cooperation and consultation with its member public agencies has adopted
a new Water Shortage Contingency Plan (Water Authority’s WSCP) in 2021. These Policies and
Procedures are intended to be consistent with and to implement the Water Authority’s WSCP.

The Water Authority’s WSCP has six stages containing regional actions to be taken to lessen or
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avoid supply shortages. These Policies and Procedures contain water shortage response levels that
correspond with the Water Authority’s WSCP stages.

The Santa Fe Irrigation District, due to the geographic and climatic conditions within its territory
and its dependence upon water imported and provided by the Water Authority, may experience
shortages due to drought conditions, regulatory restrictions governing the use of water, local water
usage, and other factors. The District has adopted an UWMP and Water Shortage Contingency
Plan (WSCP) that include water use reduction and conservation as a necessary and effective
component of its programs to provide a reliable supply of water to meet the needs of the public
within its service territory. The District UWMP and WSCP also include a contingency analysis
of actions to be taken in response to water supply shortages. These Water Shortage Response
Policies and Procedures are consistent with the UWMP and WSCP adopted in June 2021 by the
Santa Fe Irrigation District.

The water use reduction and conservation measures and progressive restrictions on water use and
the method of use identified by these Policies and Procedures provide certainty to water users and
enable District to control water use, provide water supplies, and plan and implement water
management measures in a fair and orderly manner for the benefit of the public.

SEC. 17.2 DECLARATION OF NECESSITY AND INTENT

The District in this Declaration of Necessity and Intent finds and determines the following:

Sec. 17.2.1

These Policies and Procedures establish water management requirements necessary to
conserve and use water efficiently, enable effective water supply planning, assure reasonable
and beneficial use of water, prevent waste of water, prevent unreasonable use of water, and
prevent unreasonable method of use of water within the District to assure adequate supplies
of water to meet the needs of the public, and further the public health, safety, and welfare,
recognizing that water is a scarce natural resource that requires careful management not only
in times of water shortage, but at all times.

Sec. 17.2.2

These Policies and Procedures establish regulations to be implemented during times of
declared water shortages or declared water shortage emergencies. They establish six (6) levels
of water shortage response actions to be implemented in times of shortage, with increasing
restrictions on water use in response to worsening water shortage conditions and decreasing
available supplies.

Article 17. Water Shortage Response Policies and Procedures

Page 158



Sec. 17.2.3

Level 1 condition water shortage response measures are voluntary and will be reinforced
through local and regional public education and awareness measures that may be funded in
part by Santa Fe Irrigation District. During water shortage response condition Levels 2
through6, all conservation measures and water-use restrictions are mandatory and become
increasingly restrictive to attain escalating water use-reduction and conservation goals.

Sec. 17.2.4

During a Water Shortage Response Level 2 condition or higher, the water conservation
measures, and water use restrictions established by these Policies and Procedures are
mandatory and violations are subject to criminal, civil, and administrative fines, penalties and
remedies specified in these Policies and Procedures.

SEC.17.3 DEFINITIONS

The following words and phrases whenever used in these Policies and Procedures shall have the
meaning defined in this section:

Sec. 17.3.1

“Grower” refers to those engaged in the growing or raising, in conformity with recognized
practices of husbandry, for the purpose of commerce, trade, or industry, or for use by public
educational or correctional institutions, of agricultural, horticultural, or floricultural products,
and produce: (1) for human consumption or for the market; or (2) for the feeding of fowl or
livestock produced for human consumption or for the market; or (3) for the feeding of fowl
or livestock for the purpose of obtaining their products for human consumption or for the
market. “Grower” does not refer to customers who purchase water subject to the Water
Authority Special Agricultural Rate programs.

Sec. 17.3.2

“Water Authority” means the San Diego County Water Authority.

Sec. 17.3.3

“WSCP” means the District’s Water Shortage Contingency Plan in existence on the effective
date of these Policies and Procedures and as readopted or amended from time to time. It
corresponds to an equivalent plan of the Water Authority (Water Authority’s WSCP) to
manage or allocate supplies during shortages.
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Sec. 17.3.4

“General Manager” means the Santa Fe Irrigation District’s General Manager or the general
manager’s designee.

Sec. 17.3.5

“District” means the Santa Fe Irrigation District.

Sec. 17.3.6

“Person” means any natural person, corporation, public or private entity, public or private
association, public or private agency, government agency or institution, school district,
college, university, or any other user of water provided by the District.

Sec. 17.3.7

“Water shortage emergency” means a condition existing within the District in which the
ordinary water demands and requirements of persons within the District cannot be satisfied
without depleting the water supply of the District to the extent that there would be insufficient
water for human consumption, sanitation, and fire protection. A water shortage emergency
includes both an immediate emergency, in which the District is unable to meet current water
needs of persons within the District, as well as a threatened water shortage, in which the District
determines that its supply cannot meet an increased future demand.

Sec. 17.3.8

“Recycled Water” means wastewater that has been treated to a level that allows for its reuse
for a beneficial purpose.

Sec. 17.3.9

“Automated Metering Infrastructure (AMI) Customer Portal” refers to the District’s advanced
metering infrastructure program that uses radio transmitters in the meter box to send regular
reads to a receiver collector in the area, which then sends the information which may be used
by customers for tracking their water use. By signing up for the AMI Customer Portal,
customers can track historical water use, review detailed consumption data, and set leak and
usage alerts. For the District, AMI increases safety for staff, and optimizes operations and
customer service resources. Customers can sign up at www.sfidwater.org/mywateruse for
access to the District online Customer Portal or contact Customer Service for assistance to
monitor their water use and conserve water.
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SEC.17.4 APPLICATION

Sec. 17.4.1

The provisions of these Policies and Procedures apply to any person in the use of any water
provided by the Santa Fe Irrigation District.

Sec. 17.4.2

These Policies and Procedures are intended solely to further the conservation and efficiency
of water use. They are not intended to implement any provision of federal, state, or local
statutes, resolutions, or regulations relating to protection of water quality or control of
drainage or runoff. Refer to the local jurisdiction or Regional Water Quality Control Board
for information on any stormwater resolutions and stormwater management plans.

Sec. 17.4.3

These Policies and Procedures are established to provide legal authority and enforcement
measures for the District to implement its Water Shortage Contingency Plan in compliance
with the State Water Conservation Program under Water Code section 375 et seq. Aside
from these Policies and Procedures, the District has the authority to declare water supply
emergency if it is necessary to respond to an emergency, including, but not limited to an
operational emergency that affects the ability of the Santa Fe Irrigation District to supply
water.

Sec. 17.4.4

The provisions of these Policies and Procedures do not apply to the use of water from private
wells, recycled water or the use of water that is subject to a special supply program, such as
the Water Authority Permanent Special Agricultural Rate (PSWAR) program. The use of
water subject to a special supply program shall be subject to the use requirements and
restrictions of any such special supply program, and violations of the conditions of any such
special supply programs are subject to the penalties established under the applicable program.
A person using both water subject to a special supply program and other water provided by
the District shall be subject to these Policies and Procedures in the use of the other water.
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SEC.17.5 WATER SHORTAGE RESPONSE LEVEL 1

Sec. 17.5.1

A Water Shortage Response Level 1 condition may apply when, due to a water shortage or
other water supply reductions, there is a reasonable probability there will be water supply
shortages and that a consumer demand reduction of up to 10 percent is required in order to
ensure that sufficient water supplies will be available to meet anticipated demands, or as
otherwise determined by the District in its reasonable discretion. The General Manager shall
declare the existence of a Water Shortage Response Level 1 and take action to implement the
Level 1 water use reduction and conservation measures identified in these Policies and
Procedures.

During a Level 1 condition, District will increase its public education and outreach efforts to
emphasize increased public awareness of the need to implement the following water use
reduction and conservation measures:

a. Stop washing down paved surfaces, including but not limited to sidewalks, driveways,
parking lots, tennis courts, or patios, except when it is necessary to alleviate safety or
sanitation hazards.

b. Stop water waste resulting from inefficient landscape irrigation, such as runoff, low head
drainage, overspray, irrigating during and within 48 hours of a measurable rain event, etc.
Similarly, stop water flows onto non-targeted areas, such as adjacent property, non-
irrigated areas, hardscapes, roadways, or structures.

c. Irrigate residential and commercial landscape before 10 a.m. and after 6 p.m. only.

d. Watering is permitted at any time with a hand-held hose equipped with a positive shut-off
nozzle, a bucket, or when a drip/micro-irrigation system/equipment is used to water
landscaped areas, including trees and shrubs located on residential and commercial
properties that are not irrigated by a landscape irrigation system.

e. Irrigate nursery and commercial grower’s products before 10 a.m. and after 6 p.m. only.
Watering is permitted at any time with a hand-held hose equipped with a positive shut-off
nozzle, a bucket, or when a drip/micro-irrigation system/equipment is used. Irrigation of
nursery propagation beds is permitted at any time. Watering of livestock is permitted at
any time.

f.  Wash vehicles using a bucket and a hand-held hose with positive shut-off nozzle, mobile
high pressure/low volume wash system, or at a commercial site that re-circulates
(reclaims) water on-site. Avoid washing during hot conditions when additional water is
required due to evaporation.

g. Serve and refill water in restaurants and other food service establishments only upon
request.
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h. Offer guests in hotels, motels, and other commercial lodging establishments the option of
not laundering towels and linens daily. Hotels or motels shall prominently display notice
of this option in each guest room using clear and easily understood language.

i. Repair all water leaks within five (5) days of detection, or within five (5) days of

notification by the Santa Fe Irrigation District, unless other arrangements are made with

the General Manager.

Use recycled or non-potable water for construction purposes when available.

Comply with any mandatory regulations established by any State agency governing the

use of water.

Use recirculated water in ornamental fountains.

m. The District may implement drought rate structure, if deemed appropriate at this stage by
the Board of Directors.

n. Customers are strongly encouraged to sign up for the Automated Metering Infrastructure
(AMI) Customer Portal, including alerts and leak notifications

~

—_—

Sec. 17.5.2

During a Water Shortage Response Level 2 condition or higher, all persons shall be required
to implement the water use reduction and conservation measures established in a Water
Shortage Response Level 1 condition.

Sec. 17.6 WATER SHORTAGE RESPONSE LEVEL 2

Sec. 17.6.1

A Water Shortage Response Level 2 condition may apply when, due to cutbacks caused by
water shortage or other reduction in water supplies, a consumer demand reduction of up to 20
percent is required in order to have sufficient water supplies available to meet anticipated
demands, or as otherwise determined by the District in its reasonable discretion. The District
Board of Directors may declare the existence of a Water Shortage Response Level 2 condition
and implement the mandatory Level 2 water use reduction and conservation measures
identified in these Policies and Procedures. Additionally, the District Board of Directors may
declare a Water Shortage Emergency, upon adopting findings supporting a Water Shortage
Emergency, pursuant to California Water Code section 350 et seq.

Sec. 17.6.2

All persons using District water during a Water Shortage Response Level 2 condition shall
comply with the following water use reduction and conservation measures:
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Repair all leaks within 5 days of detection, or within 5 days of notification by the District,
unless other arrangements are made with the General Manager.

Customers are strongly encouraged to sign up for the Automated Metering Infrastructure
(AMI) Customer Portal, including alerts and leak notifications

Stop washing down paved surfaces, including but not limited to sidewalks, driveways,
parking lots, tennis courts, or patios, except when it is necessary to alleviate safety or
sanitation hazards.

Stop water waste resulting from inefficient landscape irrigation, such as runoff, low head
drainage, overspray, irrigating during and within 48 hours of a measurable rain event, etc.
Similarly, stop water flows onto non-targeted areas, such as adjacent property, non-
irrigated areas, hardscapes, roadways, or structures.

Irrigate residential and commercial landscape before 10 a.m. and after 6 p.m. only.
Watering is permitted anytime with a bucket, or a hand-held hose equipped with a positive
shut-off nozzle to water landscaped areas, including trees and shrubs located on residential
and commercial properties.

Irrigate nursery and commercial grower’s products before 10 a.m. and after 6 p.m. only.
Watering is permitted at any time with a hand-held hose equipped with a positive shut-off
nozzle, a bucket, or when a drip/micro-irrigation system/equipment is used. Irrigation of
nursery propagation beds is permitted at any time. Watering of livestock is permitted at
any time.

Wash vehicles using a bucket and a hand-held hose with positive shut-off nozzle, mobile
high pressure/low volume wash system, or at a commercial site that re-circulates
(reclaims) water on-site.

Serve and refill water in restaurants and other food service establishments only upon
request.

Offer guests in hotels, motels, and other commercial lodging establishments the option of
not laundering towels and linens daily. Hotels or motels shall prominently display notice
of this option in each guest room using clear and easily understood language.

Use recycled or non-potable water for construction purposes when available.

Comply with any mandatory regulations established by any State agency governing the
use of water.

Stop operating ornamental fountains unless recycled water is used.

The District may implement drought rate structure, if deemed appropriate at this stage by
the Board of Directors.

Sec. 17.6.3

The following shall apply if the District Board of Directors declares a Water Shortage
Emergency in the manner and on the grounds provided in California Water Code section 350
et seq., during a Water Shortage Response Level 2 condition:

a)

If the District Board of Directors declares a Water Shortage Emergency during a Water
Shortage Response Level 2 condition, no new potable water service shall be provided, no
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new temporary meters or permanent meters shall be provided, and no statements of
immediate ability to serve or provide potable water service (such as will serve letters,
certificates, or letters of availability) shall be issued, except under the following
circumstances:

1. A valid, unexpired building permit has been issued for the project; or
The project is necessary to protect the public’s health, safety, and welfare; or

3. The applicant provides substantial evidence of an enforceable commitment that water
demands for the project will be offset prior to the provision of a new water meter(s) to
the satisfaction of Santa Fe Irrigation District.

This Section 17.6.3 shall not be construed to preclude the resetting or turn-on of meters to
provide continuation of water service or to restore service that has been interrupted for a
period of one year or less.

SEC. 177 WATER SHORTAGE RESPONSE LEVEL 3

Sec. 17.7.1

A Water Shortage Response Level 3 condition may apply when, due to increasing cutbacks
caused by a water shortage or other reduction of water supplies a consumer demand reduction
of up to 30 percent is required, to have sufficient supplies available to meet anticipated water
demands, or as otherwise deemed by the District in its reasonable discretion. During a Level
3, the District may implement the applicable Level 3 water use reduction and conservation
measures identified in these Policies and Procedures. Additionally, the District Board of
Directors may declare a Water Shortage Emergency, upon adopting findings supporting a
Water Shortage Emergency, pursuant to California Water Code section 350 et seq.

Sec. 17.7.2

All persons using District water during a Water Shortage Response Level 3 condition shall
comply with the following mandatory water use reduction and conservation measures:

a) Limit residential and commercial landscape irrigation to three (3) assigned days per week
from June through October, and one (1) assigned day per week November through May,
on a schedule established by the General Manager and posted by the District.

b) Limit lawn watering and landscape irrigation using sprinklers to ten (10) minutes per
watering station per assigned day as established by the General Manager and posted by
the District. This provision does not apply to landscape irrigation systems using water
efficient devices, including, but not limited to: weather-based controllers, drip/micro-
irrigation systems and stream rotor sprinklers.
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c) Repair all leaks within seventy-two (72) hours of detection, or within seventy-two (72)

d)

e)

2

h)

)
k)
D
m)

n)
0)

p)

hours of notification by the Santa Fe Irrigation District, unless other arrangements are
made with the General Manager.

Stop washing down paved surfaces, including but not limited to sidewalks, driveways,
parking lots, tennis courts, or patios, except when it is necessary to alleviate safety or
sanitation hazards.

Stop water waste resulting from inefficient landscape irrigation, such as runoff, low head
drainage, overspray, irrigating during and within 48 hours of a measurable rain event,
etc. Similarly, stop water flows onto non-targeted areas, such as adjacent property, non-
irrigated areas, hardscapes, roadways, or structures.

Irrigate residential and commercial landscape before 10 a.m. and after 6 p.m. only.
Watering is permitted anytime with a bucket, or a hand-held hose equipped with a
positive shut-off nozzle to water landscaped areas, including trees and shrubs located on
residential and commercial properties.

Irrigate nursery and commercial grower’s products before 10 a.m. and after 6 p.m. only.
Watering is permitted at any time with a hand-held hose equipped with a positive shut-
off nozzle, a bucket, or when a drip/micro-irrigation system/equipment is used. Irrigation
of nursery propagation beds is permitted at any time. Watering of livestock is permitted
at any time.

Wash vehicles using a bucket and a hand-held hose with positive shut-off nozzle, mobile
high pressure/low volume wash system, or at a commercial site that re-circulates
(reclaims) water on-site.

Serve and refill water in restaurants and other food service establishments only upon
request.

Offer guests in hotels, motels, and other commercial lodging establishments the option
of not laundering towels and linens daily. Hotels or motels shall prominently display
notice of this option in each guest room using clear and easily understood language.
Use recycled or non-potable water for construction purposes when available.

Comply with any mandatory regulations established by any State agency governing the
use of water.

Operation of fountains and water features that do not use recycled water are prohibited.
Customers are strongly encouraged to sign up for the Automated Metering Infrastructure
(AMI) Customer Portal, including alerts and leak notifications.

District may implement drought rate structure, if deemed appropriate at this stage by the
Board of Directors.

Sec. 17.7.3

The following shall apply if the District Board of Directors declares a Water Shortage
Emergency in the manner and on the grounds provided in California Water Code section 350
et seq., during a Water Shortage Response Level 3 condition:
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a) Upon the declaration of a Water Shortage Emergency pursuant to California Water Code
section 350 et seq., no new potable water service shall be provided, no new temporary
meters or permanent meters shall be provided, and no statements of immediate ability to
serve or provide potable water service (such as will serve letters, certificates, or letters of
availability) shall be issued, except under the following circumstances:

1. A valid, unexpired building permit has been issued for the project; or
The project is necessary to protect the public’s health, safety, and welfare; or

3. The applicant provides substantial evidence of an enforceable commitment that water
demands for the project will be offset prior to the provision of a new water meter(s) to
the satisfaction of Santa Fe Irrigation District.

Section 17.7.3 shall not be construed to preclude the resetting or turn-on of meters to provide
continuation of water service or to restore service that has been interrupted for a period of one
year or less.

SEC.17.8 WATER SHORTAGE RESPONSE LEVEL 4

Sec. 17.8.1

A Water Shortage Response Level 4 condition may apply when, due to increasing cutbacks
caused by a water shortage or other reduction of water supplies a consumer demand reduction
of up to 40 percent is required, to have sufficient supplies available to meet anticipated water
demands, or as otherwise deemed by the District in its reasonable discretion. During a Level
4, the District may implement the applicable Level 4 water use reduction measures identified
in these Policies and Procedures. Additionally, the District Board of Directors may declare a
Water Shortage Emergency, upon adopting findings supporting a Water Shortage Emergency,
pursuant to California Water Code section 350 et seq.

Sec. 17.8.2

All persons using District water during a Water Shortage Response Level 4 condition shall
comply with the following mandatory use reduction measures:

a) Limit residential and commercial landscape irrigation to two (2) assigned days per week
from June through October, and one (1) assigned day per week November through May,
on a schedule established by the General Manager and posted by the District.

b) Limit lawn watering and landscape irrigation using sprinklers to ten (10) minutes per
watering station per assigned day as established by the General Manager and posted by
the District. This provision does not apply to landscape irrigation systems using water
efficient devices, including, but not limited to weather-based controllers, drip/micro-
irrigation systems and stream rotor sprinklers.
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c) Repair all leaks within forty-eight (48) hours of detection, or within forty-eight (48) hours

d)

e)

2

h)

)
k)
D
m)

n)
0)

p)

q)

of notification by the District, unless other arrangements are made with the General
Manager.

Stop washing down paved surfaces, including but not limited to sidewalks, driveways,
parking lots, tennis courts, or patios, except when it is necessary to alleviate safety or
sanitation hazards.

Stop water waste resulting from inefficient landscape irrigation, such as runoff, low head
drainage, overspray, irrigating during and within forty-eight (48) hours of a measurable
rain event, etc. Similarly, stop water flows onto non-targeted areas, such as adjacent
property, non-irrigated areas, hardscapes, roadways, or structures.

Irrigate residential and commercial landscape before 10 a.m. and after 6 p.m. only.

Watering is only permitted before 10 a.m. and after 6 p.m., and only with a bucket or a
hand-held hose equipped with a positive shut-off nozzle to water landscaped areas,
including trees and shrubs located on residential and commercial properties.
Irrigate nursery and commercial grower’s products before 10 a.m. and after 6 p.m. only.
Watering is permitted at any time with a hand-held hose equipped with a positive shut-
off nozzle, a bucket, or when a drip/micro-irrigation system/equipment is used. Irrigation
of nursery propagation beds is permitted at any time. Watering of livestock is permitted
at any time.

Stop washing vehicles except at commercial car washes that re-circulate water, or by
commercial high pressure/low volume wash systems.

Serve and refill water in restaurants and other food service establishments only upon
request.

Offer guests in hotels, motels, and other commercial lodging establishments the option
of not laundering towels and linens daily. Hotels or motels shall prominently display
notice of this option in each guest room using clear and easily understood language.
Use recycled or non-potable water for construction purposes when available.

Comply with any mandatory regulations established by any State agency governing the
use of water.

Operation of fountains and water features that do not use recycled water are prohibited.
Customers must sign up for the Automated Metering Infrastructure (AMI) Customer
Portal, including alerts and leak notifications.

Stop filling or re-filling ornamental lakes or ponds, except to the extent needed to sustain
aquatic life.

District may implement drought rate structure, if deemed appropriate at this stage by the
Board of Directors.

Sec. 17.8.3

The following shall apply if the District Board of Directors declares a Water Shortage
Emergency in the manner and on the grounds provided in California Water Code section 350
et seq., during a Water Shortage Response Level 4 condition:
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a) Upon the declaration of a Water Shortage Emergency pursuant to California Water Code
section 350 et seq., no new potable water service shall be provided, no new temporary
meters or permanent meters shall be provided, and no statements of immediate ability to
serve or provide potable water service (such as will serve letters, certificates, or letters of
availability) shall be issued, except under the following circumstances:

1. A valid, unexpired building permit has been issued for the project; or
The project is necessary to protect the public’s health, safety, and welfare; or

3. The applicant provides substantial evidence of an enforceable commitment that water
demands for the project will be offset prior to the provision of a new water meter(s) to
the satisfaction of District.

Section 17.8.3 shall not be construed to preclude the resetting or turn-on of meters to provide
continuation of water service or to restore service that has been interrupted for a period of one
year or less.

Sec. 17.8.4

The District may establish a water allocation for any property served by the District. If the
District establishes a water allocation it shall provide notice of the allocation by including it
in the regular billing statement for water service fees or charges or by any other mailing to the
address to which the District customarily mails the billing statement for fees or charges for
on-going water service. Following the effective date of the water allocation as established by
the District, any person that uses water in excess of the allocation shall be subject to a
volumetric penalty for each billing unit of water in excess of the allocation. The volumetric
penalty for excess water usage shall be cumulative to any other remedy or penalty that may
be imposed for violation of these Policies and Procedures. The District Board of Directors, by
resolution, shall establish the amount of the volumetric penalty in accordance with applicable
law.

SEC.17.9 WATER SHORTAGE RESPONSE LEVEL 5

Sec. 17.9.1

A Water Shortage Response Level 5 condition may apply when the Water Authority Board
of Directors declares a Water Shortage Emergency pursuant to California Water Code section
350 et seq. and notifies its member agencies that Level 5 requires a demand reduction of up
to 50 percent in order for the District to have maximum water supplies available to meet
anticipated water demands, or as otherwise determined by the District in its reasonable
discretion. During a Level 5, the District may implement the applicable Level 5 water use
reduction measures identified in these Policies and Procedures. Additionally, the District
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Board of Directors may declare a Water Shortage Emergency, upon adopting findings
supporting a Water Shortage Emergency, pursuant to California Water Code section 350 et
seq.

Sec. 17.9.2

All persons using District water during a Water Shortage Response Level 5 shall comply with
the following mandatory water use reduction and restriction measures:

a)

b)

Stop all landscape irrigation, except crops and landscape products of commercial growers
and nurseries. This restriction shall not apply to the following categories of use:

1. Maintenance of trees and shrubs that are watered on a schedule established by the
General Manager and posted by the District, using a bucket, hand-held hose with a
positive shut-off nozzle.

2. Maintenance of existing landscaping necessary for fire protection as specified by the

Fire Marshal of the local fire protection agency having jurisdiction over the property

to be irrigated.

Maintenance of existing landscaping for erosion control.

4. Maintenance of plant materials identified to be rare or essential to the well-being of
rare animals.

5. Maintenance of landscaping within active public parks and playing fields, day care
centers, school grounds, cemeteries, and golf course greens, provided that such
irrigation does not exceed Two (2) days per week.

6. Watering of livestock.

7. Public works projects and actively irrigated environmental mitigation projects.

8. Operation of fountains and water features that do not use recycled water are prohibited.

(9]

Repair all water leaks within twenty-four (24) hours of detection, or within twenty-four
(24) hours of notification by the Santa Fe Irrigation District, unless other arrangements
are made with the General Manager.

Stop washing down paved surfaces, including but not limited to sidewalks, driveways,
parking lots, tennis courts, or patios, except when it is necessary to alleviate safety or
sanitation hazards.

Stop water waste resulting from inefficient landscape irrigation, such as runoff, low head
drainage, overspray, irrigating during and within 48 hours of a measurable rain event, etc.
Similarly, stop water flows onto non-targeted areas, such as adjacent property, non-
irrigated areas, hardscapes, roadways, or structures.

When applicable per measure “a)” of this section, limit residential and commercial
landscape irrigation to two (2) assigned days per week from June through October, and
one (1) assigned day per week November through May, on a schedule established by the
General Manager and posted by the District.
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g)

h)

)
k)

D

When applicable per measure “a)” of this section, irrigate residential and commercial
landscape before 10 a.m. and after 6 p.m. only.

When applicable per measure “a)” of this section, watering is only permitted before 10
a.m. and after 6 p.m., and only with a bucket or a hand-held hose equipped with a positive
shut-off nozzle to water landscaped areas, including trees and shrubs located on residential
and commercial properties.

When applicable per measure “a)” of this section, irrigate nursery and commercial
grower’s products before 10 a.m. and after 6 p.m. only. Watering is permitted at any time
with a hand-held hose equipped with a positive shut-off nozzle, a bucket, or when a
drip/micro-irrigation system/equipment is used. Irrigation of nursery propagation beds is
permitted at any time. Watering of livestock is permitted at any time.

Stop washing vehicles except at commercial car washes that re-circulate water, or by
commercial high pressure/low volume wash systems.

Serve and refill water in restaurants and other food service establishments only upon
request.

Offer guests in hotels, motels, and other commercial lodging establishments the option of
not laundering towels and linens daily. Hotels or motels shall prominently display notice
of this option in each guest room using clear and easily understood language.

Use recycled or non-potable water for construction purposes when available.

m) Comply with any mandatory regulations established by any State agency governing the

n)
0)

p)

q)

use of water.

Operation of fountains and water features that do not use recycled water are prohibited.
Customers must sign up for the Automated Metering Infrastructure (AMI) Customer
Portal, including alerts and leak notifications.

Stop filling or re-filling ornamental lakes or ponds, except to the extent needed to sustain
aquatic life

District may implement drought rate structure, if deemed appropriate at this stage by the
Board of Directors.

Sec. 17.9.3

The following shall apply if the District Board of Directors declares a Water Shortage
Emergency in the manner and on the grounds provided in California Water Code section 350
et seq., during a Water Shortage Response Level 5 condition:

a)

Upon the declaration of a Water Shortage Level 5., no new potable water service shall be
provided, no new temporary meters or permanent meters shall be provided, and no
statements of immediate ability to serve or provide potable water service (such as will
serve letters, certificates, or letters of availability) shall be issued, except under the
following circumstances:

1. A valid, unexpired building permit has been issued for the project; or
2. The project is necessary to protect the public’s health, safety, and welfare; or
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3. The applicant provides substantial evidence of an enforceable commitment that water
demands for the project will be offset prior to the provision of a new water meter(s) to
the satisfaction of Santa Fe Irrigation District.

Section 17.9.3 shall not be construed to preclude the resetting or turn-on of meters to provide
continuation of water service or to restore service that has been interrupted for a period of one
year or less.

Sec. 17.9.4

Upon the declaration of a Water Shortage Response Level 5 condition, District may suspend
consideration of annexations to its service area.

Sec. 17.9.5

The District shall establish a water allocation for any property served by the Santa Fe
Irrigation District. If the District establishes a water allocation it shall provide notice of the
allocation by including it in the regular billing statement for water service fees or charges or
by any other mailing to the address to which the District customarily mails the billing
statement for fees or charges for on-going water service. Following the effective date of the
water allocation as established by the District, any person that uses water in excess of the
allocation shall be subject to a volumetric penalty for each billing unit of water in excess of
the allocation. The volumetric penalty for excess water usage shall be cumulative to any other
remedy or penalty that may be imposed for violation of these Policies and Procedures. The
District Board of Directors, by resolution, shall establish the amount of the volumetric penalty
in accordance with applicable law.

SEC. 17.10  WATER SHORTAGE RESPONSE LEVEL 6

Sec. 17.10.1

A Water Shortage Response Level 6 condition may apply when the Water Authority Board
of Directors declares a Water Shortage Emergency pursuant to California Water Code section
350 et seq. and notifies its member agencies that Level 6 requires a demand reduction of
greater than 50 percent in order for the District to have maximum water supplies available to
meet anticipated water demands, or as otherwise determined by the District in its reasonable
discretion. During a Level 6, the District may implement the applicable Level 6 water use
reduction measures identified in these Policies and Procedures. Additionally, the District
Board of Directors may declare a Water Shortage Emergency, upon adopting findings
supporting a Water Shortage Emergency, pursuant to California Water Code section 350 et
seq.

Article 17. Water Shortage Response Policies and Procedures

Page 172



Sec. 17.10.2

All persons using District water during a Water Shortage Response Level 6 shall comply with
the following mandatory water use reduction and restriction measures:

a. Stop all landscape irrigation, except crops and landscape products of commercial growers
and nurseries. This restriction shall not apply to the following categories of use:

1. Maintenance of existing landscaping necessary for fire protection as specified by the
Fire Marshal of the local fire protection agency having jurisdiction over the property
to be irrigated.

2. Maintenance of existing landscaping for erosion control.

Maintenance of plant materials identified to be rare or essential to the well-being of
rare animals.

4. Watering of livestock.

5. Public works projects and actively irrigated environmental mitigation projects.

98]

b. Repair all water leaks within twenty-four (24) hours of detection, or within twenty-four
(24) hours of notification by the District, unless other arrangements are made with the
General Manager.

c. Stop washing down paved surfaces, including but not limited to sidewalks, driveways,
parking lots, tennis courts, or patios, except when it is necessary to alleviate safety or
sanitation hazards.

d. Stop water waste resulting from inefficient landscape irrigation, such as runoff, low head
drainage, overspray, irrigating during and within 48 hours of a measurable rain event, etc.
Similarly, stop water flows onto non-targeted areas, such as adjacent property, non-
irrigated areas, hardscapes, roadways, or structures.

e. When applicable per measure “a)” of this section, limit residential and commercial
landscape irrigation to two (2) assigned days per week from June through October, and
one (1) assigned day per week November through May, on a schedule established by the
General Manager and posted by the District.

f.  When applicable per measure “a)” of this section, irrigate residential and commercial
landscape before 10 a.m. and after 6 p.m. only.

g. When applicable per measure “a)” of this section, watering is only permitted before 10
a.m. and after 6 p.m., and only with a bucket or a hand-held hose equipped with a positive
shut-off nozzle to water landscaped areas, including trees and shrubs located on residential
and commercial properties.

h. When applicable per measure “a)” of this section, irrigate nursery and commercial
grower’s products before 10 a.m. and after 6 p.m. only. Watering is permitted at any time
with a hand-held hose equipped with a positive shut-off nozzle, a bucket, or when a
drip/micro-irrigation system/equipment is used. Irrigation of nursery propagation beds is
permitted at any time. Watering of livestock is permitted at any time.

1.  Stop washing vehicles except at commercial car washes that re-circulate water, or by
commercial high pressure/low volume wash systems.
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Serve and refill water in restaurants and other food service establishments only upon
request.

Offer guests in hotels, motels, and other commercial lodging establishments the option of
not laundering towels and linens daily. Hotels or motels shall prominently display notice
of this option in each guest room using clear and easily understood language.

Use recycled or non-potable water for construction purposes when available.

Comply with any mandatory regulations established by any State agency governing the
use of water.

Operation of fountains and water features that do not use recycled water are prohibited.
Customers must sign up for the Automated Metering Infrastructure (AMI) Customer
Portal, including alerts and leak notifications.

Stop filling or re-filling ornamental lakes or ponds, except to the extent needed to sustain
aquatic life

The District may implement drought rate structure, if deemed appropriate at this stage by
the Board of Directors.

Sec. 17.10.3

The following shall apply if the District Board of Directors declares a Water Shortage
Response Level 6:

a.

Upon the declaration of a Water Shortage Response Level 6 pursuant to California Water
Code section 350 et seq., no new potable water service shall be provided, no new
temporary meters or permanent meters shall be provided, and no statements of immediate
ability to serve or provide potable water service (such as will serve letters, certificates, or
letters of availability) shall be issued, except under the following circumstances:

1. A valid, unexpired building permit has been issued for the project; or
The project is necessary to protect the public’s health, safety, and welfare; or

3. The applicant provides substantial evidence of an enforceable commitment that water
demands for the project will be offset prior to the provision of a new water meter(s) to
the satisfaction of District.

Section 17.10.3 shall not be construed to preclude the resetting or turn-on of meters to provide
continuation of water service or to restore service that has been interrupted for a period of one
year or less.

Sec. 17.10.4

Upon the declaration of a Water Shortage Response Level 6 condition, the District may
suspend consideration of annexations to its service area.
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Sec. 17.10.5

The District shall establish a water allocation for any property served by the District. If the
District establishes a water allocation it shall provide notice of the allocation by including it
in the regular billing statement for water service fees or charges or by any other mailing to the
address to which the District customarily mails the billing statement for fees or charges for
on-going water service. Following the effective date of the water allocation as established by
the District, any person that uses water in excess of the allocation shall be subject to a
volumetric penalty for each billing unit of water in excess of the allocation. The volumetric
penalty for excess water usage shall be cumulative to any other remedy or penalty that may
be imposed for violation of these Policies and Procedures. The District Board of Directors, by
resolution or ordinance, shall establish the amount of the volumetric penalty in accordance
with applicable law.

SEC. 17.11 CORRELATION BETWEEN WATER SHORTAGE
MANAGEMENT PLAN AND WATER SHORTAGE
RESPONSE LEVELS

Sec. 17.11.1

The correlation between the Water Authority’s WSCP stages and the District’s water shortage
response levels identified in these Policies and Procedures is described herein. Under WSCP
Stage 1, the District may implement Water Shortage Response Level 1 actions. Under WSCP
Stage 2, the District may implement Water Shortage Response Level 2 actions. Under WSCP
Stage 3, the District may implement Water Shortage Response Level 3 actions. Under WSCP
Stage 4, the District may implement Water Shortage Response Level 4 actions. Under WSCP
Stage 5, the District may implement Water Shortage Response Level 5 actions. Under WSCP
Stage 6, the District may implement Water Shortage Response Level 6 actions.
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Sec. 17.11.2

The water shortage response levels identified in these Policies and Procedures correspond
with the Water Authority’s WSCP as identified in the following table:

Water
Shortage Conservation Conservation Water
Respongse Measures Target Allocations MAIELERIE
Levels
1 Voluntary Up to 10% No Stage 1
2 Mandatory Up to 20% No Stage 2
3 Mandatory Up to 30% No Stage 3
4 Mandatory Up to 40% Possible Stage 4
5 Mandatory Up to 50% Possible Stage 5
6 Mandatory Above 50% Possible Stage 6

SEC. 17.12 PROCEDURES FOR DETERMINATION AND
NOTIFICATION OF WATER SHORTAGE
RESPONSE LEVEL

Sec. 17.12.1

The existence of a Water Shortage Response Level 1 condition may be declared by the
General Manager upon a written determination of the existence of the facts and circumstances
supporting the determination. A copy of the written determination shall be filed with the
Clerk or Secretary of the District and provided to the District Board of Directors. The General
Manager may publish a notice of the determination of existence of Water Shortage Response
Level 1 condition in one or more newspapers, including a newspaper of general circulation
within the Santa Fe Irrigation District. The District may also post notice of the condition on
its website.

Sec. 17.12.2

The existence of a Water Shortage Response Level 2, Level 3, Level 4, Level 5 or Level 6
condition may be declared by resolution of the District Board of Directors, adopted at a regular
or special public meeting held in accordance with State law. The mandatory conservation and
reduction measures applicable to a Water Shortage Response Level 2, Level 3, Level 4, Level
5 or Level 6 condition shall take effect on the tenth day after the date the response level is
declared. Within five (5) days following the declaration of the response level, the District
shall publish a copy or summary of the resolution in a newspaper used for publication of
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official notices. If the District establishes a water allocation which may be only applicable to
Level 4, 5 and 6, it shall provide notice of the allocation by including it in the regular billing
statement for water service fees or charges or by any other mailing to the address to which the
District customarily mails the billing statement for fees or charges for on-going water service.
The water allocation shall be effective on the fifth day following the date of mailing or at such
later date as specified in the notice.

Additionally, the Board may declare a Water Shortage Emergency in accordance with the
procedures specified in California Water Code section 350 et seq. during a Water Shortage
Response Level 2, Level 3, Level 4, Level 5 or Level 6 condition. Following at least a seven
(7) day notice of the meeting at which the declaration will be made, the District Board of
Directors may declare the existence of a Water Shortage Emergency during a Water Shortage
Response Level 2, Level 3, Level 4, Level 5 or Level 6 condition by the adoption of a resolution
at any regular or special meeting held in accordance with State law. The restrictions applicable
during a Water Shortage Emergency shall take effect on the tenth day after the declaration.
Within (5) days following the declaration of the Water Shortage Emergency, the District shall
publish a copy or summary of the resolution at least one time in a newspaper used for
publication of official notices.

Sec. 17.12.3

Notwithstanding anything herein to the contrary, the District, or the General Manager as
authorized herein, may declare any Water Shortage Response Level as set forth in Article 17
when it determines under the then existing facts and circumstances that it is necessary to
implement the specific water conservation and reduction measures of such Water Shortage
Response Level to protect the water supplies of the District.

Sec. 17.12.4

The District Board of Directors may declare an end to a Water Shortage Response Level
and/or Water Shortage Emergency by the adoption of a resolution at any regular or special
meeting held in accordance with State law.

SEC. 17.13 HARDSHIP VARIANCE

Sec. 17.13.1

If, due to unique circumstances, a specific requirement of these Policies and Procedures or
any water allocation established by the District would result in undue hardship to a person
using District water or to property upon which District water is used, that is disproportionate
to the impacts to District water users generally or to similar property or classes of water uses,
then the person may apply for a variance to the requirements as provided in this section.
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Sec. 17.13.2

The variance may be granted or conditionally granted, only upon a written finding of the
existence of facts demonstrating an undue hardship to a person using District water or to
property upon which District water is used, that is disproportionate to the impacts to District
water users generally or to similar property or classes of water use due to specific and unique
circumstances of the user or the user’s property.

Sec. 17.13.3

Application. Application for a variance shall be made on a form prescribed by the District
and shall be accompanied by a non-refundable processing fee in an amount set by resolution
of the District Board of Directors.

Sec. 17.13.4

Supporting Documentation. The application shall be accompanied by photographs, maps,
drawings, and other information, including a written statement of the applicant.

Sec. 17.13.5

Required Findings for Variance. An application for a variance shall be denied unless the
approving authority finds, based on the information provided in the application, supporting
documents, or such additional information as may be requested, and on water use information
for the property as shown by the records of the Santa Fe Irrigation District, all of the following:

a. That the variance does not constitute a grant of special privilege inconsistent with the
limitations upon other District customers.

b. That because of special circumstances applicable to the property or its use, the strict
application of these Policies and Procedures would have a disproportionate impact on the
property or use that exceeds the impacts to customers generally.

c. That the authorization of such variance will not be of substantial detriment to adjacent
properties and will not materially affect the ability of the District to effectuate the purpose
of these Policies and Procedures and will not be detrimental to the public interest.
Substantial detriment does not include diminution of property value.

d. That the condition or situation of the subject property or the intended use of the property
for which the variance is sought is not common, recurrent or general in nature.

Additionally, a variance may be granted, if the approving authority finds, based on the
information provided in the application, supporting documents, or such additional information
as may be requested, and on water use information for the property as shown by the records
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of the Santa Fe Irrigation District, that the subject property had been destroyed by a natural
disaster, either entirely, or partially.

Sec. 17.13.6

Approval Authority. The Director of Administrative Services shall exercise approval
authority and act upon any completed application no later than ten (10) business days after
submittal and may approve, conditionally approve, or deny the variance. The applicant
requesting the variance shall be promptly notified in writing of any action taken. Unless
specified otherwise at the time a variance is approved, the variance applies to the subject
property during the term of the mandatory water shortage response level then in effect.

Sec. 17.13.7

Filing an Appeal on Variance Decisions or Conditions (‘“Variance Appeals”). Any person (a
“Variance Appellant”) who wishes to appeal a decision or condition of the District’s Director
of Administrative Services on a variance application shall submit a Variance Appeal Request
form to the District’s General Manager no later than fifteen (15) days from the date of the
decision on the variance application. During the Variance Appeal process, all decisions or
conditions under appeal shall remain in full effect until the conclusion of the Variance Appeal
process. The Variance Appellant may request to provide evidence in writing or in person in
support of his or her Variance Appeal to the General Manager. The decision of the District’s
General Manager on a Variance Appeal shall be final and shall be mailed to the Variance
Appellant within ten (10) calendar days of such determination and shall indicate whether the
Variance Appeal has been granted in whole or in part and set forth the terms and conditions of
the decision, if any. If the Variance Appeal is denied, the Variance Appellant shall comply
with all terms and conditions of the order or notice.

SEC. 17.14 VIOLATIONS AND PENALTIES

Sec. 17.14.1

Any person who uses, causes to be used, or permits the use of water in violation of these
Policies and Procedures is guilty of an offense punishable as provided herein.

Sec. 17.14.2

Each day that a violation of these Policies and Procedures occurs is a separate offense.
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Sec. 17.14.3

A first violation of the water conservation and reduction measures set forth in these Policies
and Procedures, and reported to the District, will result in a letter or a door hanger generated
by the Customer Services department, notifying the customer of the violation with a weblink
to, or a hard copy of the District Water Shortage Response Policies and Procedures. The
violation and notification will be recorded on that customer account.

Sec. 17.14.4

Civil penalties may be imposed by issuance of a Citation and Complaint for each violation of
a provision of these Policies and Procedures and as follows:

a. Two hundred and fifty dollars ($250.00) for a second violation.

b. Five hundred dollars ($500.00) for a third violation of any provision of these Policies and
Procedures within one year.

c. One thousand dollars ($1,000.00) for a fourth violation of any provision of these Policies
and Procedures within one year.

The above civil penalties are independent of, and are in addition to, any volumetric penalties
imposed in accordance with any allocation program adopted by the Santa Fe Irrigation
District, and which volumetric penalties shall be subject to any and all procedures, including
appeal procedures, set forth in any such program.

The Citation and Complaint must state the basis for the proposed civil penalty. Unless an
appeal and/or hearing is requested pursuant to the provisions of Section 17.15 of these Policies
and Procedures, on the 31st day following issuance of the Citation and Complaint, the
District’s General Manager or his or her authorized designee, shall issue a final order setting
the civil penalty. Within ten (10) days after issuance of a final order, any civil penalty(ies)
imposed by the District shall be due and payable.

Sec. 17.14.5

Violation of a provision of these Policies and Procedures is subject to enforcement through
installation of a flow-restricting device in the meter.

Sec. 17.14.6

Each violation of these Policies and Procedures may be prosecuted as a misdemeanor,
punishable by imprisonment in the county jail for not more than thirty (30) days or by a fine
not exceeding $1,000, or by both as provided in California Water Code section 377.

Article 17. Water Shortage Response Policies and Procedures

Page 180



Sec. 17.14.7

Willful violations of the mandatory conservation and reduction measures and water use
restrictions as set forth in the Water Shortage Response Policies and Procedures may be
enforced by discontinuing service to the property at which the violation occurs as provided
by California Water Code section 356.

Sec. 17.14.8

All remedies provided for herein shall be cumulative and not exclusive.

SEC. 17.15 NOTICES OF VIOLATION/ CITATION AND
COMPLAINT

Sec. 17.15.1

Any notice of violation, which shall be issued as a Citation and Complaint in accordance with
Water Code section 377 and Section 17.14 herein, shall be served pursuant to the requirements
of these Policies and Procedures and shall:

a. identify the provision(s) of these Policies and Procedures and any State law, if applicable,
alleged to have been violated; and

b. state that continued noncompliance may result in civil, criminal, or administrative
enforcement actions against the person who committed the violation, or the property
owner and/or occupant of the property where the violation occurred; and

c. state a compliance date that must be met by the person who committed the violation, or
the property owner and/or occupant of the property where the violation occurred; and

d. order remediation work, where applicable, that must be taken by the property owner
and/or occupant of the property; and

e. state that the recipient has a right to appeal the matter as set forth in these Policies and
Procedures; and

f. include the address of the affected property and be addressed to the property owner as
shown on the most recently issued equalized assessment roll or as may otherwise appear
in the current records of the Santa Fe Irrigation District. If the order applies to a
responsible party who is not the property owner, or if the event is not related to a specific
property, the notice may be sent to the last known address of the responsible party; and

g. be deemed served ten (10) business days after posting on the property, if the property
owner or occupant of the affected property cannot be located after the reasonable efforts
of the General Manager.
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Sec. 17.15.2

Any Citation and Complaint may be sent by regular mail. Service by regular mail is effective
on the date of mailing.

The Citation and Complaint may include, where deemed applicable by the General Manager,
the following terms and conditions:

a. specific steps or actions and time schedules for compliance as reasonably necessary to
prevent future violations of these Policies and Procedures; and

b. any other terms, conditions, or requirements reasonably calculated to prevent continued or
threatened future violations of these Policies and Procedures, including, but not limited to,
discontinuing or limiting water service with the installation of a flow restricting device.

Sec. 17.15.3

In addition to or in conjunction with a Citation and Complaint for a first violation of any
provision of these Policies and Procedures, within two (2) weeks of the violation:

a) the District may provide notice to the property owner or occupant of the property where
the violation occurred to advise such person of:

1. the water shortage response level then in effect and the provisions of these Policies and
Procedures relating thereto;

2. water reduction and water shortage response measures that are required and may be
implemented pursuant to these Policies and Procedures;

3. possible consequences and actions which may be taken by the District for future
violations of these Policies and Procedures, including discontinuance of water service;

4. penalties that may be imposed for the specific violation and any future violations of
these Policies and Procedures; and

b) if the General Manager deems it to be appropriate, the District may order the installation

of a flow-restricting device on the service line for any person who violates any term or
provision of these Policies and Procedures.

Sec. 17.15.4

In addition to or in conjunction with the Citation and Complaint for a second or any
subsequent violation of these Policies and Procedures, within two (2) weeks of the violation:
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a. the District may provide notice to the property where the violation occurred to notify the
property owner or occupant of the property where the violation occurred to advise such
person of:

1. the water shortage response level then in effect and the provisions of these Policies and
Procedures relating thereto;

2. the water conservation and water shortage response measures that are required and may
be implemented by such person;

3. possible consequences which may occur in the event of any future violations of these
Policies and Procedures; and

b. if the General Manager deems it to be appropriate, the District may order the installation
of a flow-restricting device on the service line for any person who violates any term or
provision of these Policies and Procedures; and

c. if the General Manager deems it to be appropriate, the District may discontinue the water
service at the location where the violation occurred.

Sec. 17.15.5

The District may, after one (1) Citation and Complaint, order that a special meter reading or
readings be made in order to ascertain whether wasteful or unreasonable use of water is
occurring. The District may impose a meter reading fee for each meter reading it conducts
pursuant to these Policies and Procedures.

SEC. 17.16 RECOVERY OF COSTS (SEE SEC. 17.14.1)

The General Manager shall serve an invoice for costs upon the property owner and/or occupant
of any property, or any other responsible person who is subject to a Citation and Complaint. An
invoice for costs shall be immediately due and payable to the Santa Fe Irrigation District. If any
property owner or person fails to either pay the invoice for costs or appeal successfully the invoice
for costs in accordance with these Policies and Procedures, then the District may institute
collection proceedings. The invoice for costs may include reasonable attorneys’ fees.

a) The District may impose any other penalties or regulatory fees, as fixed from time to time by

the Board of Directors, for a violation or enforcement of these Policies and Procedures.

1. In order to recover the costs of the water conservation and reduction regulatory program
set forth in these Policies and Procedures, the Board of Directors may, from time to time,
fix and impose fees and charges. The District fees and charges may include, but are not
limited to fees and charges for:

a. any visits of a enforcement officer or other District staff for time incurred for meter
reading, follow-up visits, or the installation or removal of a flow-restricting device;
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b. monitoring, inspection, and surveillance procedures pertaining to enforcement of these
Policies and Procedures;

c. enforcing compliance with any term or provision of these Policies and Procedures;

d. reinitiating service at a property where service has been discontinued pursuant to these
Policies and Procedures;

e. processing any fees necessary to carry out the provisions of these Policies and
Procedures.

SEC. 17.17 APPEALS

a) Filing an Appeal. Any person (an “Appellant”) who wishes to appeal the imposition of a civil
penalty imposed by the District pursuant to this Article 17 shall comply with the following
procedures:

1.

2.

The Appellant shall pay all amounts due and owing on his or her water bill, except for any
disputed fine(s) imposed by the District pursuant to this Article 17.

The Appellant shall submit an appeal in writing to the District’s Administration
Department no later than fifteen (15) days from the date of the Citation and Complaint or
staff decision being appealed. Additional documentation may be requested at the discretion
of the District.

b) District Response. A response to the appeal request shall be provided by the District within
thirty (30) days from receipt of the written appeal.

c) Review or Denial of Appeal Request. If an appeal request is denied, the appellant may
request a hearing before the District’s General Manager or his or her authorized designee.

1.

Any hearing request shall be submitted no later than fifteen (15) days from the denial of
the appeal. The hearing shall not be held sooner than 30 days after the Citation and
Complaint was issued.

At the hearing the Appellant shall be given a reasonable opportunity to be heard and a
chance provide evidence in writing or in person in support of his or her appeal to the
District’s General Manager, or his or her authorized designee.

When a pre-established civil penalty pursuant to these Policies and Procedures is not
applicable, the District’s General Manager, or his or her authorized designee, shall when
determining the amount of civil penalty to assess, take into consideration all relevant
circumstances, including but not limited to:

The nature and persistence of the violation.

The extent of the harm caused by the violation.
The length of time over which the violation occurs.
Any corrective action taken by the violator.

e o o
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4. The decision by the District’s General Manager, or authorized designee shall be final and
shall be memorialized in a final order.

5. Within ten (10) days after issuance of a final order, the Appellant shall pay any disputed
civil penalty(ies) imposed by the District.

6. The provisions of Section 1094.5 of the Code of Civil Procedure of the State of California
shall be applicable to judicial review of the final order.

SEC. 17.18 SEVERABILITY

If any provision, section, subsection, sentence, clause or phrase or sections of these Policies and
Procedures, or the application of same to any person or set of circumstances, is for any reason
held to be unconstitutional, void or invalid, the invalidity of the remaining portions of sections of
these Policies and Procedures shall not be affected, it being the intent of the Board of Directors
in adopting these Policies and Procedures that no portions, provisions, or regulations contained
herein shall become inoperative, or fail by reason of the unconstitutionality of any other provision
hereof, and all provisions of these Policies and Procedures are declared to be severable for that

purpose.

SEC. 17.19 EFFECTIVE DATE

These Policies and Procedures are effective immediately upon adoption or as otherwise
established by state law for the District.
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ARTICLE 18. ANNEXATIONS AND DETACHMENTS,
WATER SERVICE OUTSIDE DISTRICT

SEC. 18.1 PROCEDURE

The District is subject to the Cortese-Knox-Hertzberg Local Government Reorganization Act of
2000 (Cal. Gov. Code § 56000 et seq.) (the “Act”). All annexations and detachments of territory
to and from the District or contracted water service to properties or parcel(s) outside of the District
shall be processed in accordance with that Act.

SEC. 18.2 TERMS AND CONDITIONS

Prior to the annexation or detachment of any territory to or from the District, or contracted water
service to properties or parcel(s) outside of the District, the Board shall fix and determine such
terms and conditions, including payment of fees, costs and other charges, as it may deem
appropriate. Properties or parcel(s) outside of the District's boundaries will be required to request
annexation into the District or request service as otherwise authorized under the Act. Government
Code section 56133 generally prohibits a special district from extending services outside of its
boundaries and/or sphere of influence without the Local Agency Formation Commission
(“LAFCO”)'s approval. This is also applicable to detachment of any territory from the District.
Upon receipt of an annexation or detachment request from the property owner, the District will
require a deposit for the District to perform a feasibility study. All annexation and detachment
requests require the Board of Directors' conceptual approval. In the case of a proposed annexation,
if the request is approved by the Board of Directors, the owner will be required to go through
LAFCO's approval process prior to the District providing water service to the property. The owner
shall be solely responsible for obtaining LAFCO’s approval for the annexation or detachment,
including submitting any required petitions, applications, or other materials in compliance with
the Act, LAFCO policies, and other applicable law. LAFCO and/or the District will require the
owner to pay for their costs of reviewing and processing the request. “Agency-to-Agency Service
Exchange” agreements or “Out-of-Service Area” type of agreements in lieu of annexation or
detachment may be considered by the Board of Directors on a case-by-case basis and shall be
processed as required under the Act.

SEC. 18.3 CRITERIA FOR DETACHMENT

A detachment from the District may be initiated by a Resolution of Application of the Board or
another agency, or by a petition from registered voters or owners of land submitted to LAFCO.
All detachments from the District will be reviewed and considered by the Board of Directors,
subject to the following minimum conditions:
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The owner shall initiate a detachment process in accordance with the Act to detach the subject
parcels within the District’s boundaries.

The owner shall prepare a detailed analysis to determine how the detachment of the subject
parcels would impact the District. Potential impacts to the District may include, but are not
limited to, loss of property taxes, loss of future water services revenues, and stranded assets.
Analysis must include the square footage of lot being detached from the District and why the
detachment is being proposed.

The owner shall pay a deposit to the District to initiate the review of the detailed analysis
(section 18.3.b) along with other parcel(s) maps and information and make a recommendation
to the Board of Directors.

The potential impacts will be evaluated by the District in making a decision on whether the
subject parcels should be detached from the District.

SEC. 18.4 CRITERIA FOR ANNEXATION

An annexation to the District may be initiated by a Resolution of Application of the Board or
another agency, or by a petition from registered voters or owners of land submitted to LAFCO.
All annexations to the District will be considered by the Board of Directors, subject to the
following minimum conditions:

a.

b.

When not detrimental to the District.
When sufficient water supply is available.

When the property cannot feasibly be served by the agency in which it exists (due to physical
location, excessive costs, or similar factors; provided, however, excessive costs alone will not
be considered as justification for annexation) and a request has been received from that agency
requesting that the property be annexed to the District.

All facilities necessary to deliver water to the property will be paid for by the owner of the
annexing property.

An annexation fee will be charged at the time of initiating annexation as established by the
Board of Directors. The fee will be based on the acreage to be annexed, divided by the total
acreage of the District, and multiplied by the total assets of the District without considering the
value of the assets donated by the private developer. The total assets will be obtained from the
latest annual audit.

After annexation, the property owner will pay all fees, charges, rates, and taxes that any other
property within the District would pay.
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g. A determination must be made as to the amount of assessed value that will be transferred to
The District from the water agency in which the property exists.

h. If permitted under the Act, a temporary water supply may be furnished until the annexation
process is complete.

SEC. 18.5 PROCEDURES AND REQUIREMENTS FOR ALL
ANNEXATIONS AND DETACHMENTS

a. Prior to submission of a petition from registered voters or owners of land to LAFCO or a
request for the District to initiate annexation or detachment proceedings, the property owner
shall provide to the District's staff, all plat maps, legal description(s) and any other documents
that the District's staff deems pertinent or necessary in connection with the proposed
annexation or detachment.

b. All annexations or detachments shall be subject to the condition that the deposit for the District
required above shall be paid at the time the request for consideration is made.

c. In any resolution or other submission to LAFCO on behalf of the District, the District shall
include such terms and conditions as the Board may deem appropriate in its sole discretion.
Terms and conditions shall include, but not be limited to, the following:

1. Payment of appropriate annexation or detachment fees and charges required under this
Code;

2. Inthe case of annexation to the District, all water distribution and storage facilities required
for the delivery of water to the annexed land, including necessary easements or rights of
way, shall be provided by the proponent without cost to the District, and the District shall
be under no obligation to provide any improvements or service if the facilities are not
completed and accepted,

3. All annexations shall be subject to the condition that the land affected by the annexation
shall be subject the payment of the annexation fee provided for above;

4. All annexations shall be subject to the condition that the annexed land shall be subject to
the applicable ordinances, resolutions and other rules and regulations of the District in
effect, amended or adopted on and after the date of final Board approval;

d. The District will not defend any action contesting an annexation or detachment and shall leave
such defense to the owner of the land affected by the annexation or detachment. The District
may take appropriate actions to effectuate this section, including, but not limited to, rescinding
a Resolution of Application or requiring the property owner to execute a written agreement
concerning defense and indemnification of the District.

e. For annexations or detachments initiated by a Resolution of Application by the Board, an
annexation or detachment shall terminate on the first to occur of: (a) the date of delivery to the
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District of a property owner’s written notice requesting termination; or (b) a Board action
terminating the annexation or detachment when the Board determines, in its sole discretion,
that good cause exists for such termination, or the approval period identified in the conditions
of annexation or detachment has expired.

For annexation or detachment proceedings initiated by petition from registered voters or
owners of land or a resolution of another agency, the District’s Board of Directors may adopt
a resolution requesting termination of the proceedings as provided in the Act.

With regard to annexations or detachments initiated by petition from registered voters or
owners of land or a resolution of another agency, the District reserves all rights and remedies
available to the District under the Act and other applicable laws which may include, but not
limited to, the right to adopt a resolution requesting termination of the proceedings, and the
right to submit proposed conditions to LAFCO which are consistent with this Article or are
otherwise in the interest of the District.

SEC. 18.6 CRITERIA FOR CONTRACTING FOR WATER

SERVICE TO PROPERTIES OUTSIDE THE
DISTRICT

All requests for water service to property located outside of the boundaries of the District shall be
referred to the Board of Directors for approval and shall be consistent with the Act. Such methods
may include an “Agency to Agency Service Exchange” agreement or “Out-of-Service Area”
agreement approved by the Board at its sole discretion. The following minimum conditions shall

apply:

a. When sufficient water supply is available.

b. A contract fee identical to the annexation fee would be charged.

c. All facilities necessary to deliver water to the property will be paid for by the owner of the
property under contract.

d. After the contract, the property owner will pay all fees and charges as a property within the
District.

e. A higher water rate than the water rate charged district customers will be assessed and charged
to offset not receiving an annual assessment fee.

f. Final approval may also be required from the San Diego County Water Authority and/or
LAFCO. In addition, if the property is located within the boundaries of another water agency,
the property owner must obtain approval from that agency to be served by the District.

g. The District has no obligation to provide out of area service.
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ARTICLE 19. PROCUREMENT

SEC.19.1 GENERAL

The Santa Fe Irrigation District (“District”) shall procure required goods and services
commensurate with acceptable quality at the lowest possible cost. Appropriate internal financial
controls shall be exercised over all procurements. No procurement shall be authorized unless the
goods or services to be procured have been approved pursuant to the District’s budgetary process.
The General Manager shall execute and maintain administrative procedures to ensure that the
procurement of all goods and services are properly documented as conforming to this policy,
related internal financial controls, and all applicable administrative procedures.

The District shall not discriminate against any person or entity because of race, color, creed, sex,
religion, national origin, disability, medical condition, sexual orientation, or any other protected
category under federal, state or local law and shall place, in all procurement related solicitations
or advertisements for formal procurement of goods or services, a statement that all qualified
bidders will receive consideration without regard to color, creed, sex, religion, marital status,
age, national origin, disability, medical condition, sexual orientation, or any other protected
category under federal, state or local law, or words to that effect.

The General Manager may, at their discretion, delegate the duties contained in this policy.

SEC. 19.2 PUBLIC WORKS CONSTRUCTION CONTRACT

Sec. 19.2.1 General

All District construction and capital improvements work in excess of $35,000, unless
performed by District forces, shall be let by competitive bidding in accordance with Sections
20560-20570 of the Public Contract Code, unless otherwise approved by the Board, as in an
emergency and in accordance with Public Contract Code section 22050.

Sec. 19.2.2 Acceptance of Bids

Acceptance of any bid over $35,000 shall be by action of the Board. The Board reserves the
right to reject all bids or to make such an award as it deems to be in the best interest of the
District, and in accordance with law.

The General Manager is authorized to accept any bids of $35,000 or less and reserves the right
to reject all bids or to make such an award in the best interest of the District, and in accordance
with law.
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Sec. 19.2.3 Relief of Bidders

A bidder shall not be relieved of their bid unless by consent of the Board as provided in Public
Contract Code section 5100 et. seq.

Sec. 19.2.4 Prequalified Bidders

The District reserves the right to prequalify bidders on public works projects.

Sec. 19.2.5 Change Orders
Sec. 19.2.5.1 Individual

The General Manager is authorized to approve change orders up to $35,000 when a change
in the scope of work occurs, as long as the project budget has sufficient funds.

Sec. 19.2.5.2 Cumulative Total

The General Manager is authorized to approve change orders as specified in Sec. 19.2.5.1
to a maximum cumulative total value of 15% of the contract amount for contracts under $1
million and 7.5% of the contract amount for contracts over $1 million or $150,000,
whichever is greater, without prior approval of the Board.

Sec. 19.2.6 Project Acceptance
Sec. 19.2.6.1 General

The Board of Directors shall accept all public works projects and authorize staff to file a
notice of completion.

Sec. 19.2.6.2 Retention

In addition to withholding any amounts as liquidated damages, the District may withhold
150% of the value of all disputed work items, including punch list work items, as disputed
funds pursuant to the provisions of Public Contract Code section 7107. Retention shall be
released in accordance with Public Works Contract Code section 7107. The District may
further withhold funds to sufficiently address stop payment notices at 125% of the amount
of an outstanding stop payment notice pursuant to Civil Code section 8522.
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Sec. 19.3 Procurement of Goods, Services and Supplies

Sec. 19.3.1 District Procurement Approval Levels
The General Manager is authorized to make purchases of $35,000 or less for goods, services

and supplies. Purchases over $35,000 require approval of the Board of Directors. The General
Manager will designate levels of purchasing authority to appropriate District staff.

Sec. 19.3.2 Authorized Procurement Methods
Sec. 19.3.2.1 Purchase Orders
A purchase order is required for all purchases of $500 or more.
Sec. 19.3.2.2 Open Purchase Orders
Open purchase orders are used when the District must purchase repetitive, specified
services or items, or categories of items, from the same vendor over extended periods or
on a monthly basis, or requiring numerous shipments.
Sec. 19.3.2.3 Professional Services Contracts
The District may contract for professional services in accordance with Government Code
section 4525 et. seq. All contracts awarded for professional services shall be awarded
based on demonstrated competence and on the professional qualifications necessary for
the satisfactory performance of the services required at fair and reasonable prices.
Sec. 19.3.2.4 Procurement Card Purchases
Procurement card(s) may be used to purchase supplies, services and equipment. The
General Manager shall determine the appropriate number of cardholders and the
transaction type, amount and merchant limits of each cardholder.
Sec. 19.3.2.4.1 Procurement Card Purchase Review
The General Manager will review monthly the procurement card purchases made by
authorized District staff cardholders. The Finance Committee will review all

procurement card purchases made by the General Manager as part of its monthly
review of General Manager expenses and reimbursements.
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Sec. 19.3.2.5 Petty Cash

The maximum petty cash expenditure allowed is $100. Splitting purchases in order to
utilize petty cash rather than standard purchasing procedures is not permitted.

Sec. 19.3.3 Emergency Purchases

In an emergency, the General Manager is authorized to waive any provision of this policy.
Any waiver authorized hereunder will be documented as required by this policy and remedied
by informing and retroactively obtaining the approval of the Board of Directors within sixty
(60) days of the procurement or the end of the fiscal year, whichever is earlier.
Notwithstanding anything to the contrary, the General Manager shall comply with the
provisions of Public Contract Code section 22050, as applicable.

Sec. 19.3.4 Sole Source Purchases

Sole source purchases are seldom justified and are discouraged. A sole source purchase must
be documented as to why only one supplier is acceptable. This documentation must be verified
by the General Manager, who is responsible for making the final determination on sole source
purchases.
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ARTICLE 20. CAPITALIZATION

SEC. 20.1 CAPITAL ASSETS

Capital assets are assets that are 1) used in the operations of the District, 2) have a probable
future benefit either singly or in combination with other assets, and 3) have been the subject of a
transaction that gives the District the right to or control of the asset. Capital assets may include
land, land improvements, easements, water rights, buildings, building improvements, vehicles,
machinery, equipment, works of art, historical treasures, infrastructure, and any intangible assets
that have a useful life beyond a single reporting period. Capital assets do not include inventory
held for use in unidentified future projects.

It is the purpose of this policy to provide clear guidelines for the financial treatment of
capitalizable and non-capitalizable transactions.

SEC. 20.2 GENERAL PROVISIONS

Sec. 20.2.1 Valuation Threshold

The minimum value of an asset that qualifies it to be capitalized is $7,500. This is the per-
unit cost of the asset. Groups of assets that cost more than $7,500 in aggregate but not
individually are not capitalizable except as noted in Section 20.2.4, Groups of Assets.

The cost of the unit is 1) the total cost of all invoices for the item, including transportation
and installation charges and interest expense directly related to the unit’s acquisition or
making it ready for use plus 2) the net book value of any assets given in exchange plus 3) the
present value of any liability incurred. If this information is not available, the cost is
determined by an appraisal of the unit’s value.

The initial development cost of making a decision as to which project to construct or acquire
is not capitalizable. It is the responsibility of the employee overseeing the acquisition to

provide all relevant data to Accounting.

If the asset is the subject of a federal award program that sets a maximum threshold, it will be
capitalized according to the award program rules regardless of the District's threshold.

Sec. 20.2.2 Useful Life

The cost of an asset, less salvage value, is depreciated over its estimated useful life. Standard
useful lives for groups of assets are as follows:
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Land Improvements 20 years

Transmission & Distribution Lines 25-50 years
Filtration Plant 25-40 years
Hydroelectric Generation 25 years
Reservoirs 50 years
Buildings 20-50 years
Autos & Trucks 5 years
Construction & Maintenance Equipment 10 years
Office Furniture & Fixtures 5 years
Computer Equipment 3 years
Other Office Equipment 5 years

If there is a substantial reason for an asset to be given a non-standard useful life, it should be
noted at the time the asset is acquired. Alternative useful lives may be derived from 1)
general guidelines from a professional organization, 2) information from other governmental
agencies, 3) internal experience, or 4) outside professionals such as engineers, architects, etc.
Such alternative method should take into consideration the relative quality of the asset, the
intended use, and the environment in which it will be placed.

It is the District's practice to depreciate capital assets other than land over their useful life
using the straight-line method. The amount to be depreciated is the asset's adjusted cost less
its estimated salvage value. The salvage value is the value an asset is expected to have when
it is no longer useful for its intended purpose. If there is a substantial reason for a more rapid
method of depreciation to be applied to an asset, it should be noted at the time the asset is
acquired.

Assets that are acquired or constructed for a specific short-term purpose and do not have an
alternative future use are charged to expense at the time the costs are incurred.

Sec. 20.2.3 Procurement

The procurement process for capital and non capital equipment is outlined in Article 19 and
in the District's Procurement Procedures.

Sec. 20.2.4 Groups of Assets

The threshold given in Section 20.2.1, Valuation Threshold, is generally applied to individual
items. However, items that are acquired as a group and must be maintained as a group in
order to perform their function may be capitalized as a single asset. For example, desks and
tables may be acquired in bulk but their usefulness is not affected by dividing them up, so
they cannot be considered a group asset. A telephone system, however, must be networked
and would therefore be considered a group asset. Also, see Section 20.9, Computers and
Software. Items purchased for the purpose of adding to or replacing a part of an existing
group asset must meet valuation and useful life thresholds separately from the group.
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Sec. 20.2.5 Tagging and Identification

Every moveable physical asset valued over $500 must have an asset tag affixed at the time it
is acquired regardless of it being capitalized or not. This does not include items held in
inventories such as meters, pipes, and valves. Assets that are the subject of federal grants or
awards must be counted and listed by their custodial department at least every two years per
federal regulations.

Sec. 20.2.6 Custodianship

The responsibility for tagging and for control of the asset rests with the department to which
the asset is assigned. Each department will maintain a list of assets under its control to be
updated at a minimum of once a year. Each department is also responsible for the proper use
and care of all equipment in their custody.

Sec. 20.2.7 Impairment

A capital asset that has been impaired must have its cost written down to its remaining fair
value, if that is less than its net book value. Circumstances under which an asset may become
impaired include physical damage, changes in legal or environmental factors, technological
change or obsolescence, changes in use, construction stoppage, and permanent removal from
service. An asset is considered impaired when 1) the decline in service utility is significant
and 2) the decline in service utility is unexpected.

Assets whose impairment is evidently temporary do not have their cost adjusted. If an asset's
cost is reduced for impairment, no recovery gain may be taken should the impairment prove
temporary. Impairment costs are calculated using restoration cost, service unit, or deflated
depreciated replacement cost as outlined in GASB Statement Number 42.

SEC. 20.3 LAND AND EASEMENTS

Land is real property to which the District holds title and is capitalized, not expensed, but not
depreciated. It is recorded at historical cost and remains at that cost until disposal. The cost of
non-exhaustible land improvements — those which do not require maintenance or replacement —
are included in the cost of land. Easements are an interest in land owned by another party and are
not assigned a value unless paid for by the District, in which case they are treated as land.

Costs which are considered a part of the value of acquired land include, but are not limited to:
the contract price, brokers' commissions, legal fees, ownership guarantee insurance, real estate
surveys, exercised options, special assessments, the cost of building demolition net of salvage
(see Section 20.6.3, Demolition Costs), lease cancellation costs, and subsequent costs for
permanent improvements.

Article 20. Capitalization

Page 196



Costs which are specifically not capitalizable include services related to land not purchased and
easements or rights of way that are limited as to time.

SEC. 204 LAND IMPROVEMENTS

Land improvements are costs to prepare land for its intended use and may include excavation,
roads and driveways, sidewalks, drainage systems, power lines, sanitation systems, fencing,
outdoor lighting, landscaping, and any other items that require maintenance or replacement. See
Section 20.3, Land and Easements, as to costs of non-exhaustible improvements.

SEC. 20.5 CAPITAL IMPROVEMENT PROJECTS/
CONSTRUCTION IN PROGRESS

The costs for District projects are accumulated over the period that construction occurs and, after
the project is substantially complete, are assigned to a capital account as one or more assets. A
project is substantially complete when the Engineering Department has certified it is usable for
its intended purpose; full completion and acceptance are not necessary for capitalization. Capital
improvements are subject to the same valuation thresholds and useful life limitations as other
assets. Depreciation is not recorded on projects until they are capitalized.

Costs which are considered a part of a project's capitalized value include internal and external
labor, materials, tools and equipment purchased solely for use in the project, outside services,
insurance premiums, and overhead. Interest expense net of interest earned that is incurred during
construction and preparation for construction is also capitalizable. This is true regardless of
whether the associated debt is related to the project, as outlined in Financial Accounting
Standards Board Statement Number 34 and amended by Statement Number 62.

If construction is placed on hold, the accumulated costs will remain classified as construction in
progress as long as completion is probable and construction will resume within a reasonable
period of time. When construction is abandoned, the accumulated costs are expensed.

SEC. 20.6 BUILDINGS AND ADDITIONS

Sec. 20.6.1 General

A building is a permanent structure for the housing of persons, animals, plants, or personal
property. An addition is a modification to the structure to create additional space within the
building and is treated as a separate asset if it has a substantially different function from the
previously existing space.
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All costs of building construction are included in its valuation following the guidelines in
Section 20.5, Capital Improvement Projects/Construction in Progress. Buildings acquired by
purchase are valued at cost. See Section 20.10, Contributed Assets, for valuation of buildings
acquired by contribution.

Elements of a building's valuation, in addition to those listed in Section 20.5, include: the
original contract price, modifications to make it usable, planning and permitting, temporary
structures used during construction, and demolition as outlined in Section 20.6.3. Valuation
specifically excludes extraordinary costs such as those due to a strike, flood, fire, or other
casualty.

Sec. 20.6.2 Acquired with Land

When land and buildings are acquired together, the total cost is allocated between the assets
using an appraisal or fair market valuation unless it is planned to demolish the building at
acquisition (see Section 20.6.3, Demolition Costs).

Sec. 20.6.3 Demolition Costs

If a decision has been made to demolish a building at the time it is acquired, the total
acquisition cost and the cost of demolition is capitalized as a part of the land value. Any
decision to demolish a building subsequently will result in the demolition cost being assigned
to new construction on the same site and the net book value of the demolished building will
be expensed. If no new construction is intended, both the net value of the building and the
cost of demolition are expensed.

SEC. 20.7 OWNED EQUIPMENT

Sec. 20.7.1 Non-Moveable Equipment

Non-moveable or fixed equipment consists of machinery, furnishings, and other items
physically attached to a building. If acquired with the building, they are part of the building's
value. If the equipment is acquired later, it may be treated as a separate asset.

Sec. 20.7.2 Accessory Equipment

Equipment that is closely related, but not attached, to a capital item and that is a part of the
original order becomes a portion of the cost of the capital item. Accessory equipment
acquired subsequent to the capital item has the capitalization criteria applied to it separately.
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Sec. 20.7.3 Fabricated Equipment

Equipment that is assembled from parts by District staff may be capitalized if it meets the
valuation and useful life thresholds. For purposes of valuation, the cost includes the total cost
of the parts plus the fully-loaded value of the labor dedicated to assembly. Labor is not
included in the cost if the amount is inconsequential or unknown. Networks of computing
devices are generally not considered fabricated equipment as the devices may be used
separately from the network, but see Section 20.9, Computers and Software.

If all of the parts are to be purchased from a single vendor, they may be listed on a single
purchase order, following District Procurement Procedures. Larger projects and those
including multiple vendors should be assigned a project number for tracking purposes. It is
the responsibility of the department acquiring the equipment to notify the Accounting
Department of the project's completion.

SEC. 20.8 LEASED EQUIPMENT

Sec. 20.8.1 Capital Leases

Capital leases are those in which 1) the title to the property passes to the District by the end
of the term, 2) there is a bargain purchase option, 3) the term is 75% or more of the economic
life of the property, or 4) the beginning present value of the payment stream is 90% or more
of the excess fair value as outlined in Statement of Financial Accounting Standards Number
13. The property is capitalized at the net present value of the stream of payments and
recorded in the same manner as other purchased assets.

Sec. 20.8.2 Operating Leases

Operating leases are any leases other than capital leases as defined in Section 20.8.1, Capital
Leases. They are not capitalized and the payments are expensed in the period they are made.

SEC. 209 COMPUTERS AND SOFTWARE

In the case of computer equipment and software purchased as a group and for use as an
integrated system, the assets may be considered for capitalization as a group. Items purchased
separately or over an extended period of time may not be considered as a group.

SEC. 20.10 CONTRIBUTED ASSETS

Contributed assets are items whose ownership has been transferred to the District for no
compensation. These are assigned a fair market value based upon the contributor's carrying
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value, values of comparable properties, or deflated current construction costs as obtained from
the Engineering Department or outside experts. The estimated historical cost is then reduced by
an appropriate amount of depreciation.

SEC. 20.11 MODIFICATIONS OF EXISTING ASSETS

Sec. 20.11.1 Enhancements

Acquisition and installation of component parts for the purpose of extending the life or
capabilities of an existing asset are capitalized when the cost and useful life of the
components exceed the established thresholds. Enhancements are adjustments to the value of
the original asset.

Sec. 20.11.2  Repairs and Maintenance

Parts and labor that do not sufficiently extend the life or capabilities of an existing asset are
expensed regardless of the magnitude of cost.

SEC. 20.12 DISPOSITION

Sec. 20.12.1 Sale or Transfer

Sale of District equipment is prohibited without the express consent of the General Manager.
Property over $5,000 may only be sold by consent of the Board of Directors. Sale or lease of
real property may be subject to additional rules under state law, including Government Code
section 65402 and 54220 et seq..

Proceeds from the sale of equipment are used to offset the write-off of the net book value of
the equipment and gains or losses are recognized on the difference. Assets that are
transferred from one department to another must be reported. All available information on
the asset being sold or transferred must be communicated to the Accounting Department.

Sec. 20.12.2 Trade-in

Trade-ins of existing property for the purpose of obtaining other property are subject to the
same limitations as sales under Section 20.12.1, Sale or Transfer.The net book value of the
asset to be traded becomes a part of the purchase price of the new asset. All available
information on the asset to be traded must be communicated to the Accounting Department.
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Sec. 20.12.3  Lost or Stolen

Immediately upon discovery that property has been lost or stolen, it must be reported to
Administration. All available information on the property must be subsequently
communicated to the Accounting Department as soon as possible. Lost or stolen property is
written off when recovery is determined to be unlikely.
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ARTICLE 21. MAINTENANCE AND REPLACEMENT
OF DISTRICT LINES

SEC. 21.1 OWNERSHIP

All transmission and distribution lines, laterals, service assemblies, meters, fire hydrants and other
appurtenances are the property of the District. No person shall connect to, utilize, replace or
repair any of such facilities without the express written consent of the District.

Sec. 21.2 MAINTENANCE AND REPAIRS

Sec. 21.2.1 Main Lines

Transmission and distribution lines of the District shall be maintained in a serviceable
condition. Such lines shall be replaced as necessary, subject to the availability of District
funds.

Sec. 21.2.2 Services

The District shall maintain and repair services as needed, and replacements shall be made
when necessary.

Sec. 21.2.3 Meters

The District shall maintain and repair meters as needed, and replacements shall be made when
necessary. The District owns the meter. The District’s ownership and maintenance, repair and
replacement obligations stop at the meter. The maintenance of the flange or coupling on the
customer’s side of the meter and any valves, pressure regulators, backflow device or piping
are the responsibility of the customer. The District is under no obligation to repair leaks on
the customer’s side of the meter. It is recommended that the customer obtain the services of a
licensed plumber to make necessary repairs.

Sec. 21.2.4 Improvements and Upgrades

If the District determines that the meter, District service line, or other District improvement
needs to be repaired, replaced, or relocated, the customer shall permit the District reasonable
access for the District to perform the work. This work is to be performed at the discretion of
the District and intended to ensure proper meter installation and compliance with current
construction codes and standards. All work performed by the District will be in accordance
with San Diego Water Agencies’ Standards and documented in the District’s asset maintenance
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system. If the District’s work requires relocation, reconnection, or reconfiguration of any
piping or other improvements on the customer’s side of the meter, the District will generally
offer to perform such work upon the customer’s written consent and agreement to release the
District from general liabilities or warranties related to the work on the customer side of the
meter. If, in the determination of the District, prior natural or unnatural changes to the property
or the customer improvements caused the need for relocation, reconnection, or reconfiguration
of any piping or other improvements on the customer’s side of the meter, or materially increase
the cost or complexity thereof, the customer shall be responsible for such work. Options may
include obtaining the services of a licensed plumber or, if offered by the District, consenting
in writing to the District’s performance of the work and releasing the District from general
liabilities or warranties related to the work on the customer side of the meter.
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ARTICLE 22. EXTENSION OF DISTRICT PIPELINES

SEC. 22.1 PIPELINE EXTENSION COSTS

District pipelines within its service areas may be extended at the request of a property owner
subject to evaluation and at the total expense of the owner. The District shall not finance the
construction of any pipeline extensions.

SEC. 22.2 SUBDIVISIONS

Pipelines and facilities installed by a developer within a subdivision will be accepted by the
District as part of its system, provided that plans for the system are prepared by a licensed engineer
in the State of California and approved in advance by the District. Before a letter or report is
given to the Division of Real Estate, the developer must agree in writing to install such facilities
and such agreement must be secured by an approved surety bond from a California admitted
surety. A developer must grant to the District any easements, including operation and
maintenance access easements, which the District requires for the location of proposed water
facilities.

SEC. 22.3 DISTRICT SPECIFICATIONS

The District adopted the San Diego Water Agencies’ Standards (“SDWAS”) for the design and
construction of pipelines, services and valves. All such facilities that are to become the property
of the District must be designed and installed in accordance with SDWAS with no exceptions.

SEC. 224 PLAN CHECKING, INSPECTION AND
HYDRAULIC ANALYSIS FEES

The District shall charge the applicable fee(s) set forth in the District’” Schedule of Fees and
Charges as established by the Board of Directors for the plan checking of a water facility proposed
by developers, inspection of the installation of such facility and any hydraulic analysis or design
review performed by the District. All fee(s) shall be paid by the developer prior to review,
inspection or analyses performed by the District.

SEC. 22.5 WATER AVAILABILITY LETTERS, COUNTY,
AND CITY FORMS

Prior to the District signing and sending a water availability letter or other requested forms
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(including County 510 excavation/building permit or City Water Certification Form) to the
County or City, the Owner/Developer must submit specific plans for the proposed tentative parcel
map for the subdivision, proposed lot split, proposed lot line adjustment, or other improvement.
In addition, the Owner/Developer shall provide documentation from the applicable Fire
Department that the fire flow requirements for the proposed development can be met by the
District without modification of its system or facilities. Owner/Developer shall be solely
responsible for making any improvements to their property as may be necessary to decrease the
fire flow requirements for the proposed development to a level that can be provided by the District
without modification of its system or facilities. If the fire flow requirements for the proposed
development as set by the applicable Fire Department cannot be met without modification of the
District’s system or facilities, then prior to the District signing the letter or forms described above,
the Owner/Developer shall request in writing, and pay the full cost of, a cost estimate to install
upgrades to the District’s system or facilities, including, but not limited to, new dedicated fire
protection systems, or enter into a developer agreement with the District to upsize such systems
and facilities. meet the requirements for fire demand. All fees shall be as noted in the District’s
Schedule of Fees and Charges.
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ARTICLE 23. EASEMENTS, ENCROACHMENTS, AND
OTHER PERMITS

SEC. 23.1 ACCEPTING EASEMENTS

The General Manager of the District is authorized to accept, on behalf of the District, any deed or
grant conveying any interest in or easement upon real property to the District for a public purpose.
The General Manager is authorized to consent to the recording of any such deed or grant.
(Government Code § 27281).

The General Manager is also authorized to accept easements on behalf of the District dedicated
on a final subdivision map. (Government Code § 66440). When so accepted, the following
certificate will be included on the final map:

“Santa Fe Irrigation District, an irrigation district of the State of California, pursuant to a
duly adopted resolution of its Board of Directors, hereby accepts the interest in real property
shown and designated on this map as being offered for dedication to Santa Fe Irrigation
District for the public purposes set forth in the offer to dedicate, and the grantee consents to
the recording thereof.

Dated: SANTA FE IRRIGATION DISTRICT

By:
General Manager’s Name and Signature

If the General Manager determines that it is not in the interest of the District to accept a deed or
grant, or to execute a certificate on a final map, the General Manager shall not accept the deed or
grant or execute the certificate unless instructed otherwise by the Board of Directors.

Sec. 23.1.1 Easements of Rights of Way

When notified by the county or the city of a proposed vacation of a street or highway, and a
pipeline exists or has been planned to be installed in the street or highway to be vacated,
District staff shall reply that an easement is required from the county or the city or, if the
property over which the street or highway lies is not owned by the county or city, from the
underlying property owner. On the contrary, the District shall reserve its prior rights if a
pipeline or facility exists in real property that is identified as needed to build, reconstruct and
maintain roads and highways.
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SEC. 23.2 RELEASE OF EASEMENTS

Sec. 23.2.1 Policy

The District will consider easements for relinquishment on a case-by-case basis, in
conformance with this policy and in the best interest of the District. A resolution of the Board
of Directors is required to release an easement.

Sec. 23.2.2 Procedure

a. A person applying for the quitclaim of a District easement must submit proof of ownership
of the underlying property and the existence of the District easement, the legal description
of the property, and the recording date (date, book and page number) of the easement to
be released. The applicant must also pay a processing fee based on the District’s current
Schedule of Fees and Charges to cover staff time and administrative processing of the
request. Once all items listed above have been submitted and all fees have been paid,
District staff will provide a list of three qualified appraisers. The applicant must then
obtain an appraisal of the easement requesting to be quitclaimed from one of the appraisers
on the list and provide the appraisal to District staff for Board consideration.  The
following must then be determined by the Board of Directors:

1. Future need of the easement by the District for potable or recycled water
Quitclaim of the easement will not require the District to purchase an alternative
easement for a current or new facility or pipeline

3. There is no other property that is dependent on the easement proposed for quitclaim
for water service now or in the future

4. The acceptance of the land value of the appraised easement. .

If approved, the property owner shall pay the assessed value to the District prior to
execution and recordation of the quitclaim document. The Board of Directors may waive
the requirement to pay the assessed value if there is a valid public purpose consistent with
applicable law.

Where a water pipeline is known to exist in the easement being released, a provision, in
substantially the form provided below, shall be included in the quitclaim indicating that a
pipeline is being abandoned in place, . The provision shall include the size if known or
show “unknown size” if not known.

The above-described real property being quitclaimed includes "[description of
facilities] ” buried below the surface of the ground, which are being left in place in
an “as-is” condition. Owner of Record acknowledges that the Santa Fe Irrigation
District is conveying all rights, title and interest to the easement, right-of-way, and
abandoned pipeline to the Owner of Record in an “as-is” condition. Owner of
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Record acknowledges that the portion of the pipeline not removed by the Owner
shall be cut and plugged in accordance with the San Diego Water Agencies’
Standards. Owner of Record further acknowledges that the Santa Fe Irrigation
District does not warranty the condition of the abandoned pipeline nor guarantee
its fitness for any purpose. Owner of Record agrees to asserted, indemnify, protect
and hold harmless the Santa Fe Irrigation District, each member of its board of
directors, agents, officers and employees from and against any and all claims
asserted or liability established for damages or injuries to any person or property
including bodily injury to Owner of Record’s employees arising out of or in any
manner directly or indirectly connected with Owner of Record’s use of the
quitclaimed easement, right-of-way, and abandoned pipeline, however caused,
except for the sole negligence, willful misconduct or active negligence of the Santa
Fe Irrigation District.

The owner of record shall acknowledge such conditions by formal acceptance/signature.
When the District abandons a facility in place, in an “as-is” condition within an easement

and determines no future use for the easement is needed, the property owner shall be
notified that they may request the easement be released.

SEC. 23.3 ENCROACHMENTS ON DISTRICT EASEMENTS

a. Any existing encroachment that inhibits the District's use of its easement, as determined upon
evaluation by the District, shall be removed at the expense of the property owner.

When an encroachment is discovered on, or work is undertaken on or within, a District

easement or real property without a valid District "Encroachment Permit” or similar document
(encroachment agreement or license agreement), the General Manager may take any or all of
the following actions:

1.

Give appropriate notice that in the opinion of the District, the current improvement or
work constitutes or may constitute an encroachment and order the work or improvements
to be stopped or removed until an encroachment agreement is executed, or a determination
is made that the work does not constitute an encroachment; and

Require the property owner or other person encroaching on the District easement or real
property to apply for an encroachment agreement, including the payment of District
processing and inspection fees for the encroachment agreement, in addition to any time
and materials costs incurred by the District related to inspection of the encroachment
before filing of the application. If an encroachment agreement is not applied for within
15 business days after the notice is given, the General Manager will give notice that the
District’s real property or easement and any associated facilities, pump stations, pipelines
or other appurtenances must be restored to their original condition at the sole cost of the
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C.

person encroaching upon the property or easement. Should restoration not begin promptly,
legal action may be commenced to protect the District’s interests; and

3. If the Board of Directors determines that reasonable restoration of the site to its lawful
condition is infeasible, the Board of Directors may agree to allow the property owner or
other person encroaching on the District easement or real property to mitigate the
unauthorized encroachment. Mitigation may include the relocation of the District’s
pipeline/facility within the public right of way. Mitigation shall be at the sole cost of the
encroacher.

4. Take any or all other actions available under applicable law relating to unauthorized
encroachments.

When an encroachment on a District easement is requested, the District will evaluate the
potential impact including, but not limited to, the following factors:

Size and depth of the District's pipeline(s) within the easement.

Water pipeline pressure.

Number of customers served by the pipeline or facility.

Cost of immediate removal of an encroachment versus the District's need for access.
Potential for interference with existing or future facilities and District's access for
maintenance, operation, or replacement.

Nk W=

An encroachment upon the District's easement may only be authorized by the Board of
Directors. If the Board authorizes such an encroachment, the property owner shall enter into
the District’s standard "Encroachment Permit Agreement”, or a license agreement, with the
District, each of which contain such safeguards as deemed necessary and appropriate to
protect the District's facilities, and use of and access to such facilities, within the easement.
The agreement shall be recorded against the owner's property.

A processing fee based on the District’s current Schedule of Fees and Charges must be paid
to the District to cover staff and administrative processing of the encroachment request. The
owner must submit proof of property ownership and existence of the District easement, the
legal description of the property, plus the recording date (date, book and page number) of the
easement at issue.

SEC. 23.4 GRANTING AN EASEMENT ON DISTRICT

PROPERTY

Requests for an easement to construct a facility or gain an ingress/egress access easement on
District-owned property will be considered and reviewed on a case-by-case basis. Requests
should be made to the District Engineering Department. Proposed projects will be evaluated by
the District on a time and materials basis. A deposit is required to initiate the review of plans and
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discussion with the developer/requester. A final decision will be at the sole discretion of the
Board of Directors. If the requested easement is to be granted, the requester shall pay to the
District the assessed land value of the easement appraised by a qualified appraiser. The easement
document shall provide all safeguards as deemed necessary by the District and appropriate to
protect the District's ability to use its property and maintain its facilities within the property.

SEC. 23.5 OTHER PERMITS AND LICENSES

Sec. 23.5.1 Communication Site License Agreements

The District may, at its sole discretion, consider requests from communication providers to
enter into a communication site license agreement. All requests shall be accompanied by a
deposit to be determined at the sole discretion of the General Manager. If a communications
site license agreement is to be entered into, the provider and the District shall enter into a
District standard "Communications Site License Agreement" which provides all safeguards
as deemed necessary and appropriate to protect the District's ability to use its property.

Sec. 23.5.2 Other Licenses and Permits

The District may, at its sole discretion, consider other licenses, leases or permit requests. All
requests shall be accompanied by a deposit to be determined by the General Manager.
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ARTICLE 24. INTERRUPTION OF SERVICE

SEC. 24.1 NOTICE OF INTERRUPTION

When necessary, water may be shut off from the District’s mains and conduits, but such
stoppage will be for the shortest time possible. Whenever possible, customers will be notified at
least 24 hours in advance of such action.

SEC. 24.2 EMERGENCY INTERRUPTION

In case of an emergency, water service may be interrupted without notice.

SEC. 24.3 CUSTOMER RESPONSIBILITY

The District will not be responsible for the safety of boilers, hot water tanks and other facilities
or appliances on the premises of any customer due to interruption of service. The customer
shall be responsible for shutting off the gas or electricity to hot water tanks and to take such
steps as may be appropriate to protect other facilities and appliances.
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ARTICLE 25. FIRE HYDRANTS & DEDICATED FIRE
PROTECTION SYSTEMS

SEC. 25.1 PUBLIC FIRE HYDRANTS

Sec. 25.1.1 Ownership

Fire hydrants on District lines are the property of Santa Fe Irrigation District (the District).
However, installation and moving expenses are the responsibility of the appropriate fire
protection agency. or of the affected property owner. Maintenance shall be coordinated with
the appropriate fire protection agency. Overall maintenance and. repair shall be the
responsibility of the District, except as provided in Section 25.1.5 below.

Sec. 25.1.2 Location
Public fire hydrants shall be located at such points as shall be determined by the Fire

Protection District upon agreement of this District and payment of the charges fixed by
Section 25.3 hereof.

Sec. 25.1.3 Charges
A construction deposit will be determined on a case-by-case basis by staff, to be paid prior to
construction of all new public fire hydrant connections. The deposit must take into

consideration the length of the hydrant run, and other pertinent factors. The customer will be
refunded or billed the difference between the deposit and actual costs.

Sec. 25.1.4 Repairs

Repairs of fire hydrants shall be done by the District.

Sec. 25.1.5 Maintenance

Maintenance such as painting, removal of brush or weeds shall be the responsibility of the
Solana Beach Fire Department and the Rancho Santa Fe Fire Protection District.
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Sec. 25.1.6 Use of Fire Hydrants

No person, other than the District and a fire protection agency, shall use a District hydrant for
any purpose without the express written consent of the District. Fire hydrants may be used
for construction purposes in the manner provided in Article 15 hereof.

Sec. 25.1.7 Fire Hydrant Flow Tests

Only the District may access a public fire hydrant for the purpose of performing a flow test.
Upon a customer’s request, the District will perform a flow test and provide resulting data,
provided that the flow test does not have potential to cause property damage and that the
Regional Water Quality Boards discharge requirement can be met. The customer shall be
required to pay the District for all fees and costs associated with performance of the flow test
including time, material and water used. The District shall not perform flow tests on privately
owned fire hydrants.

SEC. 25.2 DEDICATED FIRE PROTECTION SERVICES

A dedicated fire protection service is a separate lateral for fire flows, typically sized 6 inches in
diameter or larger, connected to the District’s distribution system. The dedicated fire protection
service shall include a connection to the District main, a gate valve at the main and a lateral
pipeline terminating at the property line, edge of District easement or other points designated by
the District. The termination point is also the point at which the District’s maintenance
responsibility ends.

Sec. 25.2.1 Installation

Dedicated fire protection services will be installed to Private Residential and Non-
Residential/Commercial properties that require on-site fire suppression systems greater than
typical residential sprinkler requirements. The appropriate fire protection agency shall
approve and properly size these services. Fire sprinkler systems shall not be connected to
private dedicated fire protection services. Fire sprinkler meters shall be installed in accordance
with article 14.

Installation shall be performed in accordance with the San Diego Water Agency Standards,
up to and including the appropriate backflow prevention device as required under Article 26.

A construction deposit will be determined on a case-by-case basis by staff, to be paid prior to
construction of all new dedicated fire protection services. The deposit must take into
consideration the length of the hydrant run, and other pertinent factors. The customer will be
refunded or billed the difference between the deposit and actual costs.
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After all required charges, plan approval, deposits, agreements and rights of way are provided,
the District will perform the work required as soon as practical.

The District may request that the property owner/developer install the connection to the
District’s main by entering into a developer agreement for installation. The owner/developer
will be responsible for District plan review and inspection fees.

Sec. 25.2.2 Ownership and Maintenance Responsibilities

All fire hydrants and/or fire sprinkler services, mainlines and appurtenances, beyond the
District’s owned portion, installed for Private Residential or Non-Residential/Commercial
purposes shall be owned and maintained by the property owner.

Dedicated fire protection systems shall be a closed system with no other outlets other than the
onsite fire protection devices (commercial sprinklers, private fire hydrants, etc.)

At the sole discretion of the District, dedicated fire protection services to Private Residential,
Multiple-Family Residential and Non-Residential/Commercial properties shall incorporate a
reduced pressure principal detector assembly (RPDA) device be installed in accordance with
the District Cross Connection Control Program and Administrative Code Article 26.

An approved backflow prevention device shall be installed and maintained by the property
owner, in accordance with the District’s latest Cross Connection Control Program and
Administrative Code Article 26. Maintenance of the device shall include the maintenance and
necessary replacement of the detector meter assembly. The metering assembly shall measure
in cubic feet. The District may require the customer provide proof of accuracy for the detector
meter assembly at any time after installation pursuant to Article 26, Section 26.7.2.

The District shall have no responsibility for the proper functioning of the dedicated fire system
or for the availability of water from its mains for fire protection in the event of emergency.
The District shall incur no liability nor be subject to any damage resulting from a failure or
malfunctioning of a designated fire service lateral or fire protection systems, discontinuation
of service, per Section 25.2.2, or lack of water in adequate quantity or pressure to make it
fully effective.

Sec. 25.2.3 Water Use

If water is used through a designated fire protection service for any purpose other than to
extinguish a fire, including leakage, the District reserves the right to: 1) charge all appropriate
penalties rates and charges for water uses, 2) modify the water service to be fully metered, at
the owners' expense, and/or 3) discontinue service and notify the appropriate Fire Protection
Agency.
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Unauthorized use of dedicated fire services shall be grounds for immediate discontinuation of
services. Theft of water shall be enforced per Section 15.8 of the District’s Administrative
Code.

Water use will be measured by the detector assembly meter and/or estimated by the District
and billed to the property owner at the Fire Line Use Class Rate.

Water service for domestic, irrigation or commercial purposes shall be furnished only after a
meter, or meters have been installed on separate laterals connected to the District’s system.

Sec. 25.2.4 Fees

The Board of Directors may establish fees for all dedicated fire protection services including
maintenance and replacement associated with the connection to the District main, gate valve
at the main and lateral pipeline, and other appurtenances, terminating at the property line,
edge of District easement or other points designated by the District.
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ARTICLE 26. CROSS- CONNECTION CONTROL AND
BACKFLOW PREVENTION

SEC.26.1 RULESAND REGULATIONS

Sec. 26.1.1 State and Local Regulations

This cross- connection control and backflow prevention policy (“Policy”) contained in Article
26 of the Santa Fe Irrigation District (“District”) Administrative Code is intended to comply
with the State Water Resources Control Board (“SWRCB”) Cross-Connection Control Policy
Handbook (“CCCPH”) and implement a Cross-Connection Control Program (“Program”). To
the extent anything in this Policy conflicts with applicable laws or regulations, including
without limitation the provisions of the CCCPH, as may be amended from time to time, the
provisions of such laws or regulations, including the CCCPH, shall control.

Sec. 26.1.2 Purpose

A public water system must protect the public water supply through implementation and
enforcement of a cross-connection control program. The District maintains a written Cross
Connection Control Program that meets the requirements of the State Water Resources Control
Board Cross Connection Control Policy Handbook. This Policy, as well as the District’s Cross
Connection Control Program and CCCPH, are intended to protect the District’s water
distribution system from the possibility of contamination or pollution, by isolating within
customer systems potential on-site hazards, contaminants or pollutants which could backflow
or back-siphonage into the District’s distribution system. This Policy and the Program are also
intended to provide for the maintenance of a continuing program of cross-connection control
which will systematically and effectively prevent the contamination or pollution of the
District’s distribution system.

SEC.26.2 COMPLIANCE

Failure to comply with this Policy, the Program, or the CCCPH shall constitute a violation of
the District’s rules and regulations for service. The District may implement corrective actions
in the event a water user fails to comply in a timely manner with this Policy’s provisions
regarding installation, inspection, field testing, or maintenance of backflow prevention
assemblies (“BPAs”). Such corrective actions include but are not limited to: (1) denial or
discontinuation of water service; (2) installation, inspection, field testing, or maintenance of a
BPA at a water user’s premises at the water user’ s cost; and (3) instituting legal action to obtain
compliance.
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Sec. 26.2.1 Discontinuation of Service

If an approved BPA required by this Policy and applicable State law or regulation (including
the CCCPH) is not installed, tested, and maintained, or if it is found that a BPA has been
removed or bypassed, or if an unprotected cross-connection exists on the premises, service of
water to any premises shall be discontinued by the District. Without limiting the generality of
the foregoing or other provisions of this Policy, water service shall be discontinued if District
or County Health Department personnel determine that any of the following have occurred:

a. The District’s water system is being polluted or is in immediate danger of contamination
from a cross-connection;

b. The BPA has not been installed after due notice has been given;

c. Adefect found in the BPA has not been corrected after due notice has been given to make
repairs; or

d. The owner of the property has failed to submit written test results after receipt of the
District’s letter requesting certification of the BPA.

The District may discontinue or terminate water service for violations of this Policy that do not
create an immediate health risk to the public water system after providing 48 hours’ notice of
the scheduled discontinuance. The District will post such notice in a conspicuous location on
the property and make a good faith effort to contact an adult person at the property by telephone
or in person. A fee will be assessed for each posted notice delivered by the District per the fee
scheduled adopted by the District’s Board of Directors, as may be amended from time to time.

Notwithstanding the above, the District may discontinue or terminate water service without
advanced notice anytime a condition exists which creates an immediate health risk to the public
water system. The District will require a fee to discontinue service per the Board of Directors’
adopted fee schedule, as may be amended from time to time, for violations of this policy.

Sec. 26.2.2 Restoration of Service

Service will not be restored until the appropriate BPA, as determined by the District’s
designated Cross-Connection Control Specialist, has been installed or repaired at the
customer’s expense and is in good working order, the cross-connection is abated to the
satisfaction of the District, or the violation is otherwise corrected or remediated. The District
will require a fee to reinstate service after such a turnoff.

Sec. 26.2.3 Coordinator; Administration and Enforcement

The District’s Cross Connection and Recycled Water Technician is hereby designated as the
program coordinator (“Coordinator”), responsible for being involved in the development of,
and the reporting, tracking, and other administrative duties of the Program. The Coordinator
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shall maintain status as a cross-connection control specialist. The Coordinator and the District
General Manager (or designee) are authorized to administer and enforce this Policy and the
Program.

SEC.26.3 HAZARD ASSESSMENTS

The District has the authority to conduct hazard assessments as required under the CCCPH. All
customer systems and premises shall be open for inspection at all reasonable times by authorized
representatives of the District to enable completion of hazard assessments to determine if actual or
potential cross-connection hazards exist, the degree of such hazards, and the appropriate cross
connection prevention measures necessary for protection of the public water system.

The District may request a customer complete and return a Cross Connection Control
Questionnaire to aid the District in performing a hazard assessment, within 90 days of receipt of
such request.

At the District’s sole discretion, a property owner may be required to hire and consult with a
certified Cross Control Specialist, in lieu of the District’s Coordinator, to conduct a hazard
assessment of their premises and provide findings to the District’s Coordinator within 90 days of
notice from the District.

Property owners who fail to timely return a Cross-Connection Control Questionnaire, provide a
hazard assessment conducted by an independent certified specialist, or allow access for the District
to inspect their premises or system, will be required to install a backflow prevention assembly or
upgrade their existing backflow prevention assembly within 30 days of notice. The degree of
protection from an actual or potential cross-connection and the type of backflow prevention
assembly required to be installed will be determined by the District. Failure to install or upgrade a
backflow prevention assembly, or to provide written proof satisfactory to the District that the
required backflow prevention assembly is already installed, will result in immediate
discontinuation of service.

SEC.26.4 BACKFLOW PREVENTION ASSEMBLY
INSTALLATION AND MAINTENANCE

Sec. 26.4.1 Installation of Approved BPA

No person is permitted to install, maintain, or allow a water service connection to any premises
served by the District unless the District system is protected in conformance with applicable State
law or regulation (including the CCCPH) and this Policy. Any person who is required to install an
approved BPA must install such assembly within the time specified by the District for installation,
and must install, maintain, inspect, and test such assembly in accordance with applicable State law
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or regulation (including the CCCPH) and this Policy at their own expense. Every BPA required by
law, regulation, or this Policy must be of the model and size approved by the District. Failure,
refusal, or inability on the part of the customer to install said assembly or assemblies constitutes
grounds for discontinuing water service to such metered or non-metered water service connections
until such assembly or assemblies have been properly installed.

Sec. 26.4.2 Entry and Inspection

All customer systems and premises shall be open for inspection at all reasonable times by
authorized representatives of the District to enable the District to ascertain the existence of
cross-connections or other structural or sanitary hazards, including violations of this Policy.

Sec. 26.4.3 Levels of Protection Required

a. Customers shall install BPAs as required in this Section. BPAs installed must be no less
protective than that which is commensurate with the degree of hazard at a user premises,
as specified in this Policy and the CCCPH (see CCCPH Appendix D) and as determined
based on the results of the hazard assessment conducted pursuant to CCCPH section 3.2.1
and Section 26.3 of this Policy. The hazard assessment conducted pursuant to CCCPH
Section 3.2.1 and Section 26.3 of this Policy, once complete, is incorporated herein by
reference to establish hazard levels for which customers must account.

b. Customers shall at all times protect the public water system from high hazard cross-
connections through premises containment, through the use of air gap separation (“AG”)
or a reduced pressure principal backflow prevention assembly (“RP”). Customers shall
comply with any additional requirements or degrees of protection for particular high hazard
cross-connections set forth in CCCPH Appendix D.

c. Unless an exemption applies, customers shall protect the public water system with no less
than a reduced pressure prevention assembly (“RP”) for a user premises serviced by a
separate residential or commercial fire sprinkler meter service. For user premises serviced
by an existing fire sprinkler meter, customers must install a RP BPA within 10 years of
adoption of the CCCPH, or sooner as directed by the District. A BPA is not needed for a
low hazard fire protection system on a residential user premises if the District determines
all of the criteria listed in CCCPH section 3.2.2(e)(3) are satisfied.

d. Unless an exception applies, customers shall protect the District system with no less than
a reduced pressure detector assembly type | or Il (“RPDA I” or “RPDA-II1") protection for
a new dedicated fire service connection at a user premises.
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e. Unless an exemption applies, existing premises served by a dedicated fire system protected
with less than a DCDA or RPDA must install a reduced pressure detector assembly type |
or type Il (“RPDA I” or “RPDA-11"") within 10 years of adoption of the CCCPH, or sooner
as directed by the District.

Sec. 26.4.4 Backflow Prevention Assembly Standard

a. Each AG must meet the requirements in Table 1, Minimum Air Gaps for Generally used
Plumbing Fixtures, page 4 of the American Society of Mechanical Engineers ASME)
Al112.1.2- 2012(R2017) (See Appendix B of CCCPH).

b. Each replaced or newly installed BPA other than AG must be approved through both
laboratory and field evaluation tests performed in accordance with at least one of the
following: (a) Standards found in Chapter 10 of the Manual of Cross- Connection Control,
Tenth Edition, published by the University of Southern California Foundation for Cross-
Connection Control and Hydraulic Research; or (b) certification requirements for BPAS in
the Standards of ASSE International current as of 2022 that include ASSE 1015- 2021 for
the DC, ASSE 1048- 2021 for the DCDA & DCDA- 11, ASSE 1013- 2021 for the RP, and
ASSE 1047- 2021 for the RPDA & RPDA- Il and must have the 1YT mark. BPAs must
not be modified following approval. A BPA tester shall notify the District if a BPA has been
modified from the CCCPH section 3.3.1(b) approval.

Sec. 26.4.5 Backflow Prevention Assembly Installation Criteria

a. BPAs must be installed in accordance with the San Diego Water Agency Standards
(SDWAS) and all criteria set forth in CCCPH Section 3.3.2.

b. Except as otherwise provided and required by the CCCPH, approved BPAs shall be
installed and located as close as practical to the customer’s service connection, or at a

location approved by the General Manager or designee, and all approved BPAs shall be
installed before the first branch line leading off the service.

SEC.26.5 BACKFLOW PREVENTION ASSEMBLY TESTING

Sec. 26.5.1 General Provisions

All BPA tester and cross-connection control specialists shall be certified per the CCCPH
Chapter 3, Article 4.
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Sec. 26.5.2 Testing

a.

Testing by Customer. The customer will own the approved BPA and will have full
responsibility for annual testing (or more frequent intervals if required by the District) and
other testing in compliance with this Policy and CCCPH section 3.3.3, as well as
maintenance, repair, and retesting, and providing the District with proper records and test
data. The customer shall also field test all BPAs following installation, repair or permanent
relocation. Air-gap separations must be visually inspected at least annually. Testing and
inspection reports must be submitted on District test forms.

Service is Contingent. The District will not provide continuous water service to a water
user with a newly installed BPA until the District receives passing field tests. The water
user is responsible for providing the District with passing field tests to receive service.

Annual Testing Notices. Annual testing/ inspection notices will be mailed to the District’s
customers giving them 60 days to test/inspect, and repair, if necessary, their assembly and
furnish the test/inspection and repair data to the District. After 30 days, if no test/inspection
data is furnished to the District, the District will mail a second notice of the due date. If no
test/inspection data is furnished to the District within the 60-day period, the District will
give the water user a 15-day period to have their backflow prevention assembly tested. If
no action is taken within this time period, the District will commence proceedings to
terminate water service in accordance with this Policy. Nothing in this section precludes
the District from terminating service without notice, where the District determines that a
condition exists that creates an immediate health risk to the public water system The
District may adjust the customer’s annual test date at its discretion to ensure compliance
with CCCPH and SWRCB requirements.

Certified Testers. Air-gap separations must be visually inspected by certified backflow
prevention assembly testers or certified cross-connection control specialists. Other tests
required by this section must be conducted by certified BPA testers approved by the
District.

Additional Tests. Additional tests shall be conducted as frequently as necessary to ensure
the effectiveness of the BPAs and in any event not less frequently than once a year, as
determined by the District.

Failed Tests. In the event a BPA is found to be unsatisfactory, the General Manager or their
designee shall take immediate steps to ensure that corrective measures are accomplished
and/or service terminated in accordance with the provisions of this Policy. BPAs that fail
field tests/inspections must be repaired or replaced by the customer within 30 days of
notification from the tester of the failure. The District may allow extensions if included as
part of the District’ s Program.
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g. Backflow Incidents. BPA testers shall notify the District as soon as possible (within 24
hours maximum) if a backflow incident or an unprotected cross- connection is observed at
the BPA or prior to the user premises during field testing. The District will immediately
conduct an investigation and discontinue service to the user premises pursuant to this
Policy if a backflow incident is confirmed, and water service will not be restored to that
user premises until the District receives a confirmation of a passing BPA field test from a
BPA tester and the District determines the BPA is protecting the District.

Sec. 26.5.3 Approved Testers
a. All testers working within the District must meet all the following criteria:

1. Possess a current valid Backflow Prevention Tester’ s Certification from a certifying
organization recognized by the SWRCB pursuant to Article 4 of the CCCPH, and
provide the District with a copy of such Certification prior to performing any testing
within the District.

2. Prior to performing any testing within the District, file with the District a signed
acknowledgment of the requirements of and compliance with this Policy, the CCCPH,
and other applicable law.

b. The District may disallow the use of any individual tester certified pursuant to Article 4 of
the CCCPH if the District has reason to believe the tester may not be proficient in
accurately determining the operating condition of BPA, or for any other reason, including,
but not limited to, fraud, deceit, negligence, misconduct, or falsifying reports. The District
will report any evidence of a tester falsifying reports to the tester’s certifying organization.
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ARTICLE 27. CALIFORNIA ENVIRONMENTAL
QUALITY ACT (CEQA)

SEC. 27.1 DISTRICT GUIDELINES

The Santa Fe Irrigation District (the District) has adopted the GUIDELINES IMPLEMENTING
CALIFORNIA ENVIRONMENTAL QUALITY ACT, Title 14 California Code of Regulations
section 15000 et seq., as amended from time to time, which shall be deemed to be a part of this
Administrative Code as though fully set forth herein.

SEC. 27.2 COMPLIANCE WITH GUIDELINES

Prior to the approval of any project, as defined in the guidelines, the District shall comply with
the procedures set forth therein.
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ARTICLE 28. REIMBURSEMENT AGREEMENTS

SEC. 28.1 REIMBURSEMENT AGREEMENTS

The District shall not enter into any agreement for reimbursement with a developer prior to
Board approval.
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ARTICLE 29. TORT CLAIMS ACT POLICY AND
PROCEDURE

SEC. 29.1 GENERAL: POLICY

The California Tort Claims Act (commencing with section 900) of the California Government
Code governs the manner in which a public agency must handle claims for money or damages
filed against it. All claims against the District, including claims for money and damages which
are excepted by Section 905 from Chapter 1 (commencing with Section 900) and Chapter 2
(commencing with Section 910) of the Government Code and which are not governed by any other
statutes or regulations expressly relating thereto, shall be governed by the Claims Presentation
Procedure (“Procedure”) set forth below, in accordance with the provisions of Government Code
section 935.

SEC. 29.2 CLAIMS PRESENTATION PROCEDURE

Sec. 29.2.1 Notice of Claims (Government Code §§ 905, 915.4, 945.4)

No suit for money or damages may be maintained against the District on a cause of action for
which this Procedure requires a claim to be presented until a written claim has first been timely
presented to the District and has been acted upon by the Board or its designee or has been
deemed to have been rejected by the Board, in conformity with this Procedure.

Sec. 29.2.2 Claims Subject to Claims Presentation Procedure

All claims against the District for money or damages, including claims which are otherwise
exempted by section 905 of the Government Code from the claims procedure provided in Part
3 of Division 3.6, Title 1 of the Government Code and which are not expressly governed by
any other statute or regulation, shall be governed by this Procedure. Claims set forth in section
905 of the Government Code include the following:

a. Claims under the Revenue and Taxation Code or other statute prescribing procedures for
the refund, rebate, exemption, cancellation, amendment, modification or adjustment of any
tax, assessment, fee, charge or any portion thereof, or of any penalties, costs or charges
related thereto.

b. Claims in connection with which the filing of a notice of lien, statement of claim, or stop
notice is required under any provision of law relating to mechanics', laborers' or
materialmen's liens.

c. Claims by public employees for fees, salaries, wages, mileage or other expenses and
allowances.

Article 29. Claims

Page 225



Claims for which the workers’ compensation authorized by Division 4 (commencing with
Section 3200) of the Labor Code is the exclusive remedy.

Applications or claims for any form of public assistance under the Welfare and Institutions
Code or other provisions of law relating to public assistance programs, and claims for
goods, services, provisions or other assistance rendered for or on behalf of any recipient of
any form of public assistance.

Applications or claims for money or benefits under any public retirement or pension
system.

Claims for principal or interest upon any bonds, notes, warrants, or other evidences of
indebtedness.

Claims which relate to a special assessment constituting a specific lien against the property
assessed and which are payable from the proceeds of such an assessment, by offset of a
claim for damages against it or by delivery of any warrant or bonds representing it.
Claims by the State or by a state department or agency or by another local public entity.
Claims arising under any provision of the Unemployment Insurance Code, including but
not limited to claims for money or benefits, or for refunds or credits of employer or worker
contributions, penalties, or interest, or for refunds to workers of deductions from wages in
excess of the amount prescribed.

Claims for the recovery of penalties or forfeitures made pursuant to Article 1 (commencing
with Section 1720) of Chapter 1 of Part 7 of Division 2 of the Labor Code.

Claims governed by the Pedestrian Mall Law of 1960, part 1 (commencing with Section
11000) of Division 13 of the Streets and Highways Code.

Sec. 29.2.3 Purpose of Claims Presentation Procedure

Provides the District with an opportunity to settle just claims before suit is brought.
Permits the District to make an early investigation of the facts on which the claim is based,
enabling the District to defend itself against unjust claims and to correct the conditions or
practices which gave rise to the claim.

Sec. 29.2.4 Party Responsible to Allow or Reject Claims

a.
b.

The Board, or its designee, has the authority to allow, compromise, or reject claims.

The Board hereby designates and authorizes the General Manager of the District to perform
all functions of the Board as granted under this Article including examination, allowance,
compromise or rejection of all claims submitted in accordance with this Article under
$35,000.

The Board’s designee's allowance, compromise or rejection of claims shall have the same
effect as allowance, compromise or rejection by the Board of Directors.
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SEC. 29.3 WRITTEN CLAIM: SUFFICIENCY

Sec. 29.3.1 Written Claim: Required Information (Government Code §

910)

Written claims must contain the following information:

o e

The name and post office address of the claimant;

The post office address to which the person presenting the claim desires notices to be sent;
The date, place, and other circumstances of the occurrence or transaction which gave rise
to the claim asserted;

A general description of the indebtedness, obligation, injury, damage or loss incurred so
far as it may be known at the time of presentation of the claim;

The name or names of the public employee or employees causing the injury, damage or
loss, if known;

The amount claimed if it totals less than Ten Thousand Dollars ($10,000) as of the date of
claim presentation, including the estimated amount of any prospective injury, damage, or
loss, insofar as it may be known at the time of the presentation of the claim, together with
the basis of computation of the amount claimed. If the amount claimed exceeds ten
thousand dollars ($10,000), no dollar amount shall be included in the claim.

The signature of the claimant or some person on his or her behalf (Government Code §
910.2).

The District may provide a form that the claimant may use in lieu of submitting a claim
containing the information specified in Section 29.3.1.

A claim presented on a form provided pursuant to this Section shall be deemed to be in
conformity with Section 29.3.1, if the claim complies substantially with the requirements
of the form or with the requirements of Section 29.3.1. (Government Code § 910.4).

SEC. 29.4 WRITTEN CLAIM: INSUFFICIENCY

(GOVERNMENT CODE §§ 910.8 AND 911)

Sec. 29.4.1 Claim Insufficiency

If the written claim does not substantially comply with the contents requirements of Section
29.3.1 or with the requirements of a District form provided under Section 29.3.1, the claim is
insufficient. (Government Code § 910.8).

An insufficient claim should not be rejected but should be acknowledged with written notice
of insufficiency.
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Within twenty (20) days after the claim is presented, the Board, or its designee, shall give
written notice of the claim's insufficiency, stating with particularity the claim's defects or
omissions. (Government Code § 910.8).

Written notice of insufficiency shall be given in one of the following ways (Government Code
§ 915.4):

a. Personally delivering the notice to the person presenting the claim;

b. Mailing the notice to the address, if any, stated in the claim or the application.

c. If the claim was submitted electronically, by sending the notice to the electronic address
from which the claim was received unless the person presenting the claim requests the notice
to be sent to an alternative electronic address.

No notice needs to be given when the claim fails to state either a street address or post office
address. (Government Code § 915.4(b))

The Board, or its designee, may not take action on the claim for a period of 15 days after the
written notice of insufficiency is given. (Government Code § 910.8).

SEC. 29.5 TIMELINESS (GOVERNMENT CODE § 911.2)

Sec. 29.5.1 Claims Which Must be Presented Within Six Months

A claim relating to one of the following must be presented not later than six (6) months after
accrual of the cause of action for:

a. Death or personal injury;
b. Injury to personal property or growing crops.

Sec. 29.5.2 Claims Which Must be Presented Within One Year

A claim relating to any other cause of action must be presented within one (1) year of the
accrual of the cause of action (Government Code § 911.2).

SEC.29.6 REJECTION/ALLOWANCE OF SUFFICIENT AND
TIMELY FILED CLAIMS

Sec. 29.6.1 Board Action Within Forty-Five Days (Government Code §
912.4)
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The Board, or its designee, shall act on a sufficient and timely submitted claim within forty-
five (45) days after the claim has been presented, except as provided in Sections 31.6.5 and
31.6.7 below.

Sec. 29.6.2 Actions the Board or its Designee May Take (Government
Code § 912.6)

The Board or its designee may act on the claim in one of the following ways:

a. Reject the claim if the Board or its designee finds the claim is not a proper charge against
the District;

b. Allow the claim if the Board or its designee finds the claim is a proper charge against the
District and is for an amount justly due;

c. Either reject the claim or allow it in the amount justly due and reject it as to the balance if
the Board or its designee finds the claim is a proper charge against the District but is for an
amount greater than is justly due;

d. Reject the claim or compromise it if the legal liability of the District or the amount justly
due is disputed.

Sec. 29.6.3 Reject or Allow only Timely, Proper and Sufficient Claims

Only those claims with proper and sufficient contents, as provided in Section 29.3, and
presented in a timely fashion can be rejected or allowed.

Sec. 29.6.4 Board Action Within Forty-Five Days on Amended Claim
(Government Code § 912.4(a))

If a claim is amended, the Board or its designee shall act on the amended claim within forty-
five (45) days after the amended claim is presented, except as provided in Sections 31.6.5 and
31.6.7 below.

Sec. 29.6.5 Extension of Time by Agreement

The claimant and the Board or its designee may extend the time period within which the Board
is required to act on the claim by written agreement. (Government Code § 912.4(b)).

The extension of time must be given:

a. Before the expiration of the forty-five (45) day period; or

b. After the expiration of the forty-five (45) day period if an action based on the claim has not
been commenced and is not yet barred by the period of limitations provided in Section
29.5. (Government Code § 945.6).
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Any claim which is not acted upon within the extended time period shall be deemed to have
been rejected by the Board or its designee on the last day of the extended time period.
(Government Code § 912.4(c)).

Sec. 29.6.6 Written Rejection (Government Code § 913)

The claimant has six (6) months in which to file a suit on a claim which has been rejected in
writing within forty-five (45) days of presentation.

a. The written letter of claim rejection must be substantially in the form found at Government
Code § 913.
b. The written letter of claim rejection must be given as provided in Section 29.4.1.4.

Sec. 29.6.7 Rejection by Operation of Law (Government Code § 912.4)

A claim that is not rejected in writing within forty-five (45) days of presentation is deemed
rejected by operation of law on the forty-fifth (45th) day following presentation.

a. Written notice of rejection must be provided to the claimant for claims deemed rejected by
operation of law.

1. The claimant has six (6) months in which to file suit in a claim deemed rejected by
operation of law if written notice of rejection is provided. (Government Code §
945.6(a)(1)).

2. The claimant has two (2) years in which to file suit on any claim deemed rejected by
operation of law if written notice of rejection is not provided. (Government Code §
945.6(a)(2)).

b. The written letter of claim rejection must be substantially in the form found at Government
Code § 913.

SEC.29.7 LATE CLAIMS (GOVERNMENT CODE §§ 911.4,
911.6 AND 911.8)

Sec. 29.7.1

Any claim which is filed late, and which is not accompanied by an Application to Present a
Late Claim shall be returned because it is late and shall not be considered on its merits. The
notice of the returned claim shall include a warning in substantially the form described in
Government Code § 911.3.
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Sec. 29.7.2 Application to Present a Late Claim (Government Code §

911.4)

Should the claimant fail to present a claim within the time provided in Section 29.5, the
claimant must present an Application to Present a Late Claim.

The Application to Present a Late Claim must:

a.
b.
C.

Be presented within one (1) year after the accrual of the cause of action;
Set forth the reasons for the delay;
Have a written claim attached.

Partially Late/Partially Timely Claims

a.

b.

A claim which contains several causes of action must be carefully reviewed to determine
which causes of action are timely or untimely filed.

Written notice of rejection or allowance, pursuant to Section 29.6, must be provided to
claimant for those causes of action within the claim which are sufficient and timely
presented.

Written notice of late filing, pursuant to Section 29.7, must be provided to the claimant for
those causes of action within the claim which are not timely presented.

Sec. 29.7.3 Acceptance of Application to Present a Late Claim

(Government Code § 911.6)

The District shall grant the Application to Present a Late Claim only in the following instances:

a.

The failure to timely present the claim was due to mistake, inadvertence, surprise or
excusable neglect, and the District is not prejudiced in its defense of the claim by the
claimant's failure to timely present the claim; or

The person who sustained the alleged injury, damage or loss was a minor during all the
time specified in Section 29.5 for the presentation of the claim; or

The person who sustained the alleged injury, damage, or loss was a minor during any of
the time specified in Section 29.5 for the presentation of the claim, provided the application
is presented within six months of the person turning 18 years of age or a year after the
claim accrues, whichever occurs first; or

The person who sustained the alleged injury, damage or loss was physically or mentally
incapacitated during all the time specified in Section 29.5 for the presentation of the claim;
or

The person who sustained the alleged injury, damage, or loss was physically or mentally
incapacitated during any of the time specified in Section 29.5 for the presentation of the
claim and by reason of that disability failed to present a claim during that time, provided
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the application is presented within six months of the person no longer being physically or
mentally incapacitated, or a year after the claim accrues, whichever occurs first; or

f. The person who sustained the alleged injury, damage or loss died before the expiration of
the time specified in Section 29.5 for the presentation of the claim.

The Board or its designee must grant or deny the Application to Present a Late Claim within
forty-five (45) days after it has been presented, except as provided below.

a. The claimant and the Board or its designee may extend the period within which the Board
must act on the application by written agreement made before the end of the forty-five (45)
day period.

1. The Board or its designee must act within the extended period of time, or the application
shall be deemed denied on the last day specified in the agreement.

If the Board or its designee fails to act on the application within the forty-five (45) days
following the presentation of the claim, the application shall be deemed to have been denied
on the forty-fifth (45th) day. (Government Code § 911.6(c)).

Sec. 29.7.4 Denial of Application to Present a Late Claim (Government
Code §§ 911.8, 946.6)

The District shall deny the Application to Present a Late Claim if it is not excused pursuant to
Section 29.7.3.

Any denial of an Application to Present a Late Claim must be in writing and must advise the
claimant that he or she has six (6) months to petition the appropriate court for relief.

The denial of the Application to Present a Late Claim is unrelated to the validity of the claim.
Denial of an Application to Present a Late Claim means only that this claim was not properly
presented.

Any Application to Present a Late Claim filed or presented a year from the date of accrual of
the cause of action shall be rejected in writing. (Government Code § 911.8).

a. Written notice of denial of an Application to Present a Late Claim shall be given as
provided in Section 29.4.1 and shall include a warning substantially the form described in
Government Code section 911.8.
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SEC. 29.8 AMENDMENT OF CLAIMS (GOVERNMENT
CODE § 910.6)

Sec. 29.8.1 Time to Amend Claim

A claim may be amended at any time before the expiration of the period designated in Section
29.5 or before final action on the claim is taken by the Board, whichever is later.

Sec. 29.8.2 Amended Claim Must Relate to Original Claim

The amended claim must relate to the same transaction or occurrence which gave rise to the
original claim.

The amendment shall be considered a part of the original claim for all purposes.
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AGREEMENT FOR MOBILE COMPUTING DEVICE

Name:

Use of a mobile computing device ("tablet") will assist Directors in the efficient performance of
their duties and for the District. This includes reducing the amount of paper needed for the
operations of the Board and Directors during agenda and document review, receiving and
responding to emails from District staff and the public, and utilizing various applications to
enhance productivity, among others. Applications for e-mail, file management and document
processing will be installed by District staff and shall be used to send documents, including, but
not limited to, agendas, staff reports, and meeting packets to Directors.

The Board acknowledges that the tablets are to be used primarily to conduct District business, and
that a Director's use of the tablet for personal matters is limited only to incidental uses while a
Director.

Procedure

Each Director will be offered a tablet, charger, and a cover or case. Any additional tablet
accessories, such as keyboards, styluses, screen protectors, cables or adapters, shall be acquired at
the Director’s own expense and shall remain the property of the Director at the end of the
Director’s term and service.

Care and Maintenance

Each Director is responsible for the general care of the tablet that he or she has been issued. Only
a clean, soft cloth should be used to clean the screen. Tablets that malfunction, or that are damaged,
must be reported to the District. The District will be responsible for having the tablet repaired. If,
due to the Director's misuse or neglect, the tablet is stolen or lost, the Director shall replace the
tablet at the Director’s cost.

Tablets that have been damaged from misuse, neglect or accidental damage, in the sole and
exclusive judgment of the General Manager, may be repaired by the District, with the cost borne
by the Director. Damage includes, but is not limited to, broken screens, cracked plastic pieces, and
inoperability. If the cost to repair the tablet exceeds the cost of purchasing a new device, the
Director shall pay the full replacement value.

Software

The software and applications provided by the District will remain the property of the District and
may be accessed, altered, or removed by the District at any time.

Training on the basic use of a tablet and applications required by the District for conducting District
businesses will be provided by District staff. The Director should update the installed apps and the



AUTHORIZED
MEETINGS, CONFERENCES, AND ACTIVITIES
(revised 1-18-2024)

STATE AGENCY/ASSOCIATION

Association of California Water Agencies (ACWA)
ACWA Joint Powers Authority (ACWA JPIA)
California Special Districts Association (CSDA)
Water Education Foundation (WEF)

WateReuse Association — California Section

LOCAL AGENCY/ASSOCIATION

CSDA - San Diego Chapter

Community Service Districts

a. Fairbanks Ranch

b. Rancho Santa Fe

c. Whispering Palms

Council of Water Utilities (COWU)

San Diego County Local Agency Formation (LAFCO) Commission

Escondido Creek and San Elijo Lagoon Watershed Preservation Area

North County Water Group

San Diego County Water Authority (SDCWA) Board or Committee Meetings Only
San Dieguito River Valley Regional Open Space Park Joint Powers Authority and associated
Sub-Committees

San Elijo Joint Powers Authority (SEJPA)

City of Solana Beach

County of San Diego

DISTRICT SPONSORED PUBLIC OUTREACH EVENTS OR ACTIVITIES



tablet operating system as updates are released. The device must be password protected and used
only by the authorized Director. Internet use, email and other activities carried out on the device
may be traceable to the District and the individual Director, and may impact the reputation of the
District. Additionally, any software, e-mail messages or files downloaded via the internet become
the property of the District and may only be used in ways that are consistent with applicable
licenses, trademarks or copyrights.

Directors should report any malfunction in software and applications to the District’s information
systems. If technical difficulties occur or illegal software is discovered, a factor reset will be
completed. . The District does not accept responsibility for the loss of any software, electronic
content, or other items erased from the tablet due to the factory reset.

Acceptable Use

District provided tablets, internet and e-mail access are tools for conducting District business.
Thus, the use of such tools should be used for District business related purposes and only limited
incidental personal purposes. All of the District’s computer systems, including the tablets, are
public property. All documents, files and e-mail messages created, received, stored in, or sent from
any District tablet may be considered public records, subject to disclosure to the public pursuant
to the California Public Records Act (with only limited exceptions), and are considered the
property of District.

Directors should be aware, and by signing the acceptance for the tablet, they convey that they
understand that the tablet and all data and applications contained on the tablet are not private or
confidential.

Directors shall not use the tablets in any way as to violate federal, state, or local laws, including
but not limited to, the public meeting requirements of the Brown Act. Directors may not use the
device in violation of Government Code Section 54964, which prohibits the expenditure or
authorization to expend public resources to "...support or oppose the approval or rejection of a
ballot measure, or the election or defeat of a candidate, by the voters." Directors shall not use the
tablets to deliberately propagate any virus or other hostile computer program or file, in order to
disable or overload any computer system or network, or to circumvent any system intended to
protect the privacy or security of another user.

Return of the Tablet

District issued tablets shall be returned to the District when the individual Director’s term and
service on the Board ends. Upon return of the device to the District and following the preparation
of any appropriate backup files, it will be wiped clean of any and all information at the end of a
Director’s term and service.

1 agree to the above terms and conditions and will return the mobile computing device at the expiration of my
term.

Signature Date



ACKNOWLEDGEMENT OF RECEIPT OF EMPLOYEE HANDBOOK

Employee Name:

I acknowledge that I have received a copy of the Employee Handbook, issued by the Santa Fe
Irrigation District (the “District”) on , 20 . I have promptly read its
contents. | agree to observe and abide by the conditions of employment, policies, and rules
contained in this Handbook. I understand that this Handbook refers to current benefit plans
maintained by the District and that I must refer to the actual plan documents and summary plan
descriptions as these documents are controlling.

I understand and agree that nothing in the Handbook creates or is intended to create a promise or
representation of continued employment. [ understand and agree that the terms of my employment
may not be modified or superseded except by a written agreement signed by me and the General
Manager of the District, that no other employee or representative of the District has the authority
to enter into any such agreement, and that any agreement to employ me for any specified period
of time or that is otherwise inconsistent with the terms of this Acknowledgment will be
unenforceable unless in writing and signed by me and the General Manager of the District.

I also acknowledge receipt of the District’s anti-harassment and discrimination policy set forth in
this Handbook, and I certify that I have read it, understand it, and agree to comply with its terms
and conditions.

My signature below certifies that I understand that this is the sole and entire agreement between
the District and me concerning my employment and the circumstances under which my
employment may be terminated. I also understand that if I violate the rules, policies, and
procedures set forth herein that I may be subject to discipline, up to and including termination of
my employment. This Handbook supersedes all prior agreements, understandings, and
representations concerning my employment. I understand that if I have questions regarding the
Handbook that I can discuss with my management team or Human Resources Department.

Signature Date

Print Name




PUBLIC RECORDS REQUEST FORM

Date of Request:

In accordance with the California Public Records Act (Gov. Code §§. 7920.000 et seq.), [ am
requesting to (check one):

O inspect the following public records O receive copies of the following public records
[Please provide sufficient detail to assist in locating the public records you are seeking]

Type of Record(s):

Date or Date Range of Records:

Description/Additional Information:

I understand that SFID will respond to all Public Records Act requests in compliance with State
law.

For copies of the above-listed public records, I understand SFID’s copying fees will apply or
statutory fees for copying may apply. I understand that I will be responsible for payment of all
copying fees in advance of delivery of any requested copies. I also understand that SFID has 10
days to determine if the request seeks disclosable records in the City’s possession. In some
instances, the time may be extended by written notice if additional time is required to search for
and collect the requested information. If more than fifty (50) pages are requested, SFID may
require a deposit before making copies.

Name/Signature of Requester:
Please provide your contact information for providing records:

Mailing Address:

E-Mail address

Phone Number:

Please be aware that this document may be subject to public disclosure. (Gov. Code § 7920.000, et. seq.)
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RECORDS RETENTION SCHEDULE—ADMINISTRATIVE — GENERAL MANAGER

Office of Storage Electronic Total Legal

Record Record Area File Retention Authority

Administrative Code — including bylaws GC/A-P P P P GC 60201

Board Meeting Audio Tape including Committees and Formal Board | A - 30 days 30 days 30 days GC 8§54953.5

Board Memos (action and information) — including attachments A-5Yrs Cu+l 5Yrs 5Yrs GC § 34090 (dept. preference)

Conferences/Committees

A-Cu

Ethics Training Records (showing dates that Board Members and 5Yrs GC 8§53235.2

designated staff attended training)

Gift to Agency Report (FPPC Form 801/802) Post on 4Yrs 2 CCR 18944; 18944.1, 18950
District — must be posted on District
website website for 4 years

Agency report of Public Official Appointments (FPPC Form 806) Post on Cu+2Yrs | FPPC Reg. 18702.5(b)(3); GC
District §60201(d)(10) — Keep for 2
website years after removing from

website

Conflict of Interest Statements (FPPC 700) A - Cu+2 Yrs 5Yrs Cu+7 GC §81009

Designation of Voting Alternate A-Cu Cu Cu+7 “

Director Files — including letter of appointment, bio, news clippings A-Cu Cu Cu+7 “

Incorporation Records A-P P P P GC §60201(d)

Minutes Books — including voting records A-P P P P “

Ordinance Books A-P P P P “

Resolution Books A-P P P P “

P P GC §60201(d)

Feasibility Studies Cu+5 GC 834090 (dept. preference)

Historical Files May be GC60201(d)(10)

Insurance Files, Claims, Reports destroyed
Internet/Information Services once
Notices, Public/Legal admin/
fiscal/
legal
purpose
fulfilled
Office of Record Retention/Disposition Code
A = Administration OM = Operations & Maintenance Au = Audit Year P = Permanent
E = Engineering Pl = Public Information Cl = Closed or Completed S= Superseded
F = Finance RM = Risk Management Cu = Current Year T = Termination

HR = Human Resources TP = Treatment Plant E = Election
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Page 2

Public Records Act Requests — incoming and outgoing
Legal Opinions

Litigation Files — including affidavits, court records, depositions,
exhibits
Destroyed whenever they are no longer required.

A-2Yrs
A-2Yrs

A—-2yrs

2Yrs
2 Yrs*
unless
Super-
ceded
2yrs

GC §60201(d)(5)
GC 34090*

GC 60201 (d) (4)

Office of Record

A = Administration OM = Operations & Maintenance
E = Engineering Pl = Public Information
F = Finance RM = Risk Management

HR = Human Resources TP = Treatment Plant

Retention/Disposition Code

Au = Audit Year

Cl = Closed or Completed
Cu = Current Year

E = Election

P = Permanent
S= Superseded
T = Termination
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RECORDS RETENTION SCHEDULE—ADMINISTRATIVE — GENERAL iALLi

Page 3

Retention / Disposition
Office of Storage Electronic | Total Legal
Record Record Area File Retention Authority
Agreements/Contracts (Non-construction) — including A-1Yr 4Yrs T+5 CCP 337
Memorandum of Understanding (MOU's), warranties,
licensing agreements, approval form, insurance,
amendments/change orders, quotes, etc.
Agreements/Contracts (Construction) — including PO’s, bid All - P P P P “
documents, amendments/change orders, approval forms,
insurance
Outlook All - Cu As req'd C+1 Non-record
Catalogs/Vendor Information All - Cu Cu Non-record
Chronological Correspondence All - Cu 1Yvr Cu+l Not original record — copy
Correspondence — external, internal, memos All - Cu 2Yrs Cu+2 GC 60200
Department Budget — including supporting documentation All-1Yr 2Yrs Au+3 )
Electronic Communication (Email, Text Message, Voice Mail) | All - 90 days 90 days Non-record
— not related to District business
Electronic Communication (Email, Text Message, Voice Mail) | All - 90 days 90 days Non-record
— related to District business but not required to be retained
by law/this schedule and not necessary or convenient for
performance of the District’s duties — constitutes a public
record per GC 6252
Electronic Communication (Email, Text Message, Voice Mail) | All Printed Printed GC 60201, 34090
— pertaining to District business and either required to be hardcopy hardcopy
retained by law/this schedule or is necessary or convenient to be to be
for performance of District’s duties — constitutes a public retained in retained in
record per GC 6252 related related
subject file subject file
Forms (Blank) All - Cu Cu Cu Cu Non record
Grant Funding — State/Federal All - CI+10 Yrs | CI+10 Yrs Cl+10 GC 34090; 24 CFR
570.502; 24 CFR 85.42
Long Range & Strategic Plans Management 15 Yrs Cu+15 GC 60201
Staff — Cu
Meeting Notes & Minutes (draft) All - Cu 1Yvr Cu+2 Non-record

Office of Record

A = Administration

E = Engineering

F = Finance

HR = Human Resources

Retention/Disposition Code
Au = Audit Year

Cl = Closed or Completed
Cu = Current Year

E = Election

P = Permanent
S= Superseded
T = Termination

OM = Operations & Maintenance
Pl = Public Information

RM = Risk Management

TP = Treatment Plant
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Policy, Practices & Procedures Manuals All - P P P P GC 60201

Project Files (General — non-construction) All - Cu 4Yrs Cu+b “

Proposals — rejected bids All - Cl+2 Yrs Cl+2 GC §60201(d)(11)
Record Retention Program Records — including schedule, A-P P P P “

destruction records, procedures

RECORDS RETENTION SCHEDULE—ADMINISTRATIVE — GENERAL iALLi

Retention / Disposition

Office of Storage Electronic | Total Legal
Record Record Area File Retention | Authority
Reference Materials All - Cu 1Yrs Cu+l Non-record
Information Systems
Software Installation Disks A-S+2Yrs S+2 Dept. preference
System Backup Tapes — excluding email system A - Cu+2 Yrs Cu+2 Dept. preference

Other Records

Destroyed on a case-by-case basis as determined by the
General Manager or appropriate Department Director
consistent with the retention period established under this
policy for similar documents.

Duplicate Records
Destroyed whenever they are no longer required, as GC 60200
authorized by the Board of Directors.

Office of Record Retention/Disposition Code

A = Administration OM = Operations & Maintenance Au = Audit Year P = Permanent
E = Engineering Pl = Public Information Cl = Closed or Completed S= Superseded
F = Finance RM = Risk Management Cu = Current Year T = Termination

HR = Human Resources TP = Treatment Plant E = Election
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Office of Record Retention/Disposition Code

A = Administration OM = Operations & Maintenance Au = Audit Year P = Permanent
E = Engineering Pl = Public Information Cl = Closed or Completed S= Superseded
F = Finance RM = Risk Management Cu = Current Year T = Termination

HR = Human Resources TP = Treatment Plant E = Election
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RECORDS RETENTION SCHEDULE—ADMINISTRATION - FINANCE
Office of Storage Electronic | Total Legal
Record Series Record Area File Retention Authority
Accounts Payable Bank Statements F-1Yr 6 Yrs Au+7 GC 60201(d)(12); 26 CFR
31.6001-1(e)(2)
Purchase Order File F-1Yr 6 Yrs Au+7 “
Accounts Payable supporting | F-1Yr 6 Yrs Au+7 “
documentation (voucher,
invoice, purchase order)
Open Payables Report F - 90 Days 6 Yrs Au+7 “
Encumbrance Report F - 90 Days 6 Yrs Au+7 “
Warrant Register F - 90 Days 6 Yrs Au+7 “
Annual Vendor Detail F - 90 Days 6 Yrs Au+7 “
1099 Tax Information & F-1Yr 10 Yrs Au+10 26 CFR 31.6001.1-4; 26
Returns CFR 31.6001-1(e)(2)
Accounts Receivable Invoices F-1Yr 6 Yrs Au+7 26 CFR 31.6001-1(e)(2);
Sec. of State Local Gov.
Records Mgmt. Guidelines
Cash Receipts F-1Yr 6 Yrs Au+7 “
Journal Entries F-1Yr 6 Yrs Au+7 “
Revenue Backup F-1Yr 6 Yrs Au+7 “
Assessment Pay-offs F-1VYr 6 Yrs Au+7 “
Refunds F-1Yr 6 Yrs Au+7 “
Credit Bureau Assignments F-1Yr 6 Yrs Au+7 “

Office of Record

A = Administration

E = Engineering

F = Finance

HR = Human Resources

OM = Operations & Maintenance

PI = Public Information
RM = Risk Management
TP = Treatment Plant

Retention/Disposition Code

Au = Audit Year P = Permanent
Cl = Closed or Completed S= Superseded
Cu = Current Year T = Termination
E = Election
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RECORDS RETENTION SCHEDULE—ADMINISTRATION - FINANCE
Office of Storage Electronic | Total Legal
Record Series Record Area File Retention Authority
Payroll Time Sheets F-1Yr 5Yrs 6 Yrs 29 CFR 516.6; LC 1174
Payroll Changes F-1Yr 5Yrs 6 Yrs GC 60201(d)(12); 29 CFR
516.5
Employee Master File F - 90 Days 10 Yrs Au+10 GC 60201(d)(12); 29 CFR
516.5
Labor & Fringe Distribution F - 90 Days 10 Yrs Au+10 29 CFR 516.6, 516.5; GC
60201(d)(12)
Sick Leave F - 90 Days 10 Yrs Au+10 “
Other Leave F - 90 Days 10 Yrs Au+10 “
Pay Code Register F - 90 Days 10 Yrs Au+10 “
Payroll Deduction Register F - 90 Days 10 Yrs Au+10 “
Payroll Check Register F - 90 Days 10 Yrs Au+10 “
YTD Earnings F - 90 Days 10 Yrs Au+10 “
QTD Earnings F - 90 Days 10 Yrs Au+10 “
Taxable Wages F - 90 Days 10 Yrs Au+10 “
State Income Tax Returns F-1Yr 10 Yrs Au+10 R&TC 19530, 19704
Federal Income Tax Returns F-1Yr 10 Yrs Au+10 26 CFR 31.6001-1-4;
31.6001-1(e)(2)
Year-end Payroll Tape F-1Yr 10 Yrs Au+10 GC 60201(d)(12); 29 CFR
516.5, 516.6
Utility Billing Payment Stubs & Tapes F-1Yr 6 Yrs Au+7 GC 34090; Sec. of State
Local Gov. Records Mgmt.
Guidelines
Meter Reads F-1Yr 6 Yrs Au+7 “
Service Requests F-1Yr 6 Yrs Au+7 “
Utility Billing Register F-1Yr 6 Yrs Au+7 “
Refunds F-1Yr 6 Yrs Au+7 “
Credit Bureau Assignments F-1Yr 6 Yrs Au+7 “
Purge Tapes F-1VYr 6 Yrs Au+7 “
Office of Record Retention/Disposition Code

Au = Audit Year

Cl = Closed or Completed
Cu = Current Year

E = Election

P = Permanent
S= Superseded
T = Termination

A = Administration

E = Engineering

F = Finance

HR = Human Resources

OM = Operations & Maintenance
Pl = Public Information

RM = Risk Management

TP = Treatment Plant
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Grants State Grants F-1Yr 3Yrs Au+3* 24 CFR 570.502; 24 CFR
85.42
Federal Grants F-1Yr 3Yrs Au+3* “
* Audit in this case refers to the final Federal/State audit.
Office of Record Retention/Disposition Code
A = Administration OM = Operations & Maintenance Au = Audit Year P = Permanent
E = Engineering Pl = Public Information Cl = Closed or Completed S= Superseded
F = Finance RM = Risk Management Cu = Current Year T = Termination

HR = Human Resources TP = Treatment Plant E = Election
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RECORDS RETENTION SCHEDULE— ADMINISTRATION - FINANCE

Retention / Disposition

the Board of Directors.

longer required, as authorized by

Office of Storage Electronic Total Legal
Record Series Record Area File Retention Authority
Financial Reports Audited Financial Statements F-10Yrs P P GC 60200
Expenditure/Encumbrance F - 90 Days 7Yrs Au+7 “
Project Expenditure Reports F - 90 Days’ 10 Yrs Au+10 Code of Civil Procedure 337.15
(10 year statute of limitations on
latent construction defects)
Asset, Equity, Liability Reports F - 90 Days 7Yrs Au+7 “
Revenue Ledgers F - 90 Days 7Yrs Au+7 “
State Controller Reports F-5Yrs 5Yrs Au+10 GC 34090; Sec. of State Local
Gov. Records Mgmt. Guidelines
Fixed Asset Subsidiary Ledger F-1Yr 9Yrs Au+10 “
Surplus Property List F-1Yr 6 Yrs Au+7 “
Other Financial Reports F-1Yr 6 Yrs Au+7 “
Bonds Payable and Other
Long-Term Indebtedness F-T+10 Yrs T+10 CCP 3375
Miscellaneous Canceled Checks (any media 26 CFR 31.6001-1(e)(2)"
from bank) F-1Yr 6 Yrs Au+7
General Correspondence F-1Yr 4Yrs Au+5 GC 34090
Insurance Certs 2Yrs GC 34090
Special Taxes 3Yrs CCP 338
Other Records
Destroyed on a case-by-case
basis as determined by the
Department Director consistent
with the retention period
established under this policy for
similar documents.
Duplicate Records
Destroyed whenever they are no GC 60200

Office of Record

A = Administration

E = Engineering

F = Finance

HR = Human Resources

OM = Operations & Maintenance

PI = Public Information
RM = Risk Management
TP = Treatment Plant

Retention/Disposition Code

Au = Audit Year

Cl = Closed or Completed

Cu = Current Year
E = Election

P = Permanent
S= Superseded
T = Termination
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RECORDS RETENTION SCHEDULE— ADMINISTRATION - HUMAN RESOURCES

Performance Reviews
OSHA - Occupational injury records
Wage Rates/Job Classification

Workers Compensation
Risk Management Claims against District (settled)
Insurance/Benefits

Employee Discipline

Tuition Reimbursement

Labor Negotiations (Collective Bargaining Agreements —
MOUs)

Association Files

Discrimination Complaint

General Correspondence

Family and Medical Leave Act (FMLA)
Records of leave taken; policies; notices; etc.

DMV Driver's Records Reports (DMV Pull-Notice System)

Other Records

Destroyed on a case-by-case basis as determined by the
Department Director consistent with the retention period
established under this policy for similar documents.

Office of Record

A = Administration OM = Operations & Maintenance
E = Engineering Pl = Public Information
F = Finance RM = Risk Management

HR = Human Resources TP = Treatment Plant

Office of Storage Electronic | Total Legal
Record Record Area File Retention Authority
Employee Files HR-T+1 Yr T+4 Yrs T+5
Form I-9 (Employment Eligibility Verification) T+3 Yrs 8 USC §1324a (b)(3)
Training Records T+2 Yrs GC 812946
Attendance Records T+2 Yrs 29 CFR 8516.6

T+2 Yrs GC 812946
T+30Yrs | 8 CCR §3204(d)(1)(A)(B)

T+2 Yrs 29 CFR 8516.6
HR-P P P P 8 CCR 810102
HR-1Yr 5Yrs Au+5 GC 8§60201(d)(4)
HR-1Yr 3Yrs Au+3 29 CFR 81627.3(b)(2)
HR-T+1Yr T+2 Yrs T+3 GC 812946
HR-T+1Yr 6 Yrs Au+7 GC §60201(d)(12)
HR P P P 29 CFR 8516.5(b)(1)

Dept. preference

HR Cu+10 Yrs Cu+10
HR-T+1 T+4 Yrs T+5 GC §60201(d)(4), (d)(10)
HR-1Yr 3Yrs Au+3 GC 860201

Cu+3Yrs | 29 CFR §825.500

s GC §60201(d)(10); VC
§1808.1(c)

Retention/Disposition Code

Au = Audit Year P = Permanent
Cl = Closed or Completed S= Superseded
Cu = Current Year T = Termination
E = Election
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Duplicate Records
Destroyed whenever they are no longer required, as GC 60200
authorized by the Board of Directors.

Office of Record Retention/Disposition Code

A = Administration OM = Operations & Maintenance Au = Audit Year P = Permanent

E = Engineering Pl = Public Information Cl = Closed or Completed S= Superseded

F = Finance RM = Risk Management Cu = Current Year T = Termination

HR = Human Resources

TP = Treatment Plant

E = Election
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RECORDS RETENTION SCHEDULE—ADMINISTRATION - PUBLIC INFORMATION

Retention / Disposition

authorized by the Board of Directors.

Office of Storage Electronic | Total Legal
Record Record Area File Retention | Authority
Annual Reports — Water Quality Reports Pl - Cu 5Yrs Cu+5 GC 834090
Education Curriculum — including instructor release forms Pl - Cu 2Yrs Cu+2 GC 834090
Media Files — including new clippings, TV and radio tapes, Pl - Cu/E 5Yrs Cu/E+5 Dept. preference
news releases
Photographs — Official PI - Cu/EIT Cu/E/T GC §60201(d)(10)
Public Outreach Materials — including newsletters, fact Pl-Cu 5Yrs Cu+5 GC 834090
sheets, brochures, other collateral materials, videos
Duplicate Records
Destroyed whenever they are no longer required, as GC 60200

Office of Record

A = Administration OM = Operations & Maintenance
E = Engineering Pl = Public Information
F = Finance RM = Risk Management
HR = Human Resources TP = Treatment Plant

Retention/Disposition Code

Au = Audit Year

Cl = Closed or Completed

Cu = Current Year
E = Election

P = Permanent
S= Superseded
T = Termination
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RECORDS RETENTION SCHEDULE—ENGINEERING

Office of Storage Electronic | Total Legal
Record Record Area File Retention | Authority
Pipeline/Facility Design — including preliminary/final design E-P P P P GC 834090, §60201
reports, technical memos, design criteria, calculations, etc.
General Conditions (White Book) E-P P P P GC 834090, §60201
Maps/Drawings — including shop, fabrication, & record/as-built | E - P P P P GC 834090, 860201
Project (CIP) Files — Pipeline Construction/Repair — including | E - Cl 10 Yrs 10 Yrs Cl+10 CCP 8337.15
agreements, contracts, correspondence, permits, etc.
Municipality/Utility Coordination files E-P P P P Dept. preference
Specifications (Spec Books) & Half Size Drawings E-P P P P GC 860201
Statement of Qualifications E-1Yr 2Yrs 3Yrs GC 8§60201(d)(11)
Project Files — Formal environmental documents, including E-P P P P GC 34090
CEQA/NEPA document, exemptions, compliance documents, CEQA Guidelines
technical reports, reduced copies of maps, mitigation
monitoring reports, notices of completion / exemption /
determination, comments, statements of overriding
consideration, and regulatory agency permits.
Environmental Review — Other, including correspondence, E-CI 2Yrs 2Yrs Cl+2 GC 34090
consultants, issues, conservation, and other substantive PRC §21167.6
materials related to the project or CEQA/NEPA compliance,
including e-mails, staff notes, and memoranda.
Receipt Books E-P P P P Dept. preference
Assessment District Documents E-P P P P GC 860201
Annexations E-P P P P GC 860201
As-Built Mylars E-T T GC 860201
City Planning Cases E-Cu 2Yrs Cu+2 GC 834090

Office of Record

A = Administration

E = Engineering

F = Finance

HR = Human Resources

Retention/Disposition Code
Au = Audit Year

Cl = Closed or Completed
Cu = Current Year

E = Election

P = Permanent
S= Superseded
T = Termination

OM = Operations & Maintenance
Pl = Public Information

RM = Risk Management

TP = Treatment Plant
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Office of Record Retention/Disposition Code

A = Administration OM = Operations & Maintenance Au = Audit Year P = Permanent

E = Engineering Pl = Public Information Cl = Closed or Completed S= Superseded

F = Finance RM = Risk Management Cu = Current Year T = Termination

HR = Human Resources

TP = Treatment Plant

E = Election
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RECORDS RETENTION SCHEDULE—ENGINEERING

Retention / Disposition

Office of Storage Electronic | Total Legal
Record Record Area File Retention | Authority
County Tentative Parcel Maps E-Cu 2Yrs Cu+2 GC 834090
Fire Flow Analysis E-Cu 2Yrs Cu+2 GC 834090
Habitat Management Records E-P P P P GC §60201(d)(8)
Project Photo Documentation — during construction E-P P P P GC 860201(d)(10) Dept.
preference
Field Orders (Contractor) — including log E-P P P P GC 834090 — Dept.
preference
Non-compliance Reports (Contractor) — including log E-P P P P GC 834090 — Dept.
preference
Submittals (select items) E-P P P P GC 834090 — Dept.
preference
Inspection Reports — pipeline construction E-P P P P GC 834090 — Dept.
preference
Final Reports — construction manager and final summary E-P P P P GC 834090 — Dept.
report preference
Quality Assurance Reports E-P P P P GC 834090 — Dept.
preference
Quitclaims — including blankets, reserved & specific E-P P P P GC 8§60201(d)(8)
Standard Specifications & Drawings E-P P P P GC 834090 — Dept.
preference
Exchange of Water Agreement E-P P P P CCP 8§337; GC §60201(d)(9)
— Dept. preference
Temporary Service Agreement E-P P P P CCP 8337; GC §860201(d)(9)
— Dept. preference
Deeds/Title Documents — including easements, grants of right | E - P P P P GC 8§860201(d)(8)
of way, etc.
Water Availability Letter E-Cu 5Yrs Cu+5 GC 834090
Bids/Proposals NOT Accepted CU+2 GC §60201(d)(11)
Bids/Proposals Accepted Cu+4 GC 88337, 337.1
Appraisals (not public records until real estate transactions E-P P P P GC 834090 — Dept.
are complete) preference

Office of Record

A = Administration

E = Engineering

F = Finance

HR = Human Resources

OM = Operations & Maintenance
Pl = Public Information

RM = Risk Management

TP = Treatment Plant

Retention/Disposition Code
Au = Audit Year

Cl = Closed or Completed
Cu = Current Year

E = Election

P = Permanent
S= Superseded
T = Termination
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Office of Record Retention/Disposition Code

A = Administration OM = Operations & Maintenance Au = Audit Year P = Permanent
E = Engineering Pl = Public Information Cl = Closed or Completed S= Superseded
F = Finance RM = Risk Management Cu = Current Year T = Termination

HR = Human Resources TP = Treatment Plant E = Election
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RECORDS RETENTION SCHEDULE—OPERATIONS & MAINTENANCE

Retention / Disposition
Office of Storage Electronic | Total Legal
Record Record Area File Retention | Authority
Equipment
Inventory List — including emergency availability OM - Au+4 Yrs A+4 GC 8§60201(d)(10)
Maintenance Records OM -Cu 2Yrs Cu+2 GC 834090
Repair/Trouble Reports OM - Cu 2Yrs Cu+2 GC 834090
Facilities
Inspection Reports OM - CI+2 Yrs Cl+2 GC 834090
Incident Reports — Including copies of police reports OM/RM - ClI+7 Cl+7 GC 860201(d)(4)
Yrs

Licenses — including FCC OM - Cu 2Yrs Cu+2 GC 834090
Operating & Maintenance Manuals OM-P P P P Dept. preference
Operating Permits — including APCD, User Fuel Tax, Health, OM-P P P P GC 8§860201(d)(10)
EPA, Hazardous Waste Tax, Storage Tanks, Oversized Load
Transportation, NPDES
Property Improvement Files — including expansion, upgrades, | E-P P P P GC 860201(d)(8)
etc.
Repair Records (Property) OM-P P P P GC 834090 —

Dept.preference
Security Records — including system manuals, card/key OM/RM/HR -P | P P P GC 834090 —
assignment equipment Dept.preference
Underground Storage Tank (Fuel/Waste Oil) Records — RM-P P P P 23 CCR 882660(j), 2712
including tightness test, inspection reports. Removal —
including permits, photos, inspection, contract
Vehicles
Recycling Records — including tires, batteries, waste oil, ol OM/RM - P P P P GC 834090 — Dept.
filters preference
Fuel Usage Reports OM - Au+5Yrs [ 5Yrs Au+5 GC §34090

Office of Record

A = Administration

E = Engineering

F = Finance

HR = Human Resources

Retention/Disposition Code
Au = Audit Year

Cl = Closed or Completed
Cu = Current Year

E = Election

P = Permanent
S= Superseded
T = Termination

OM = Operations & Maintenance
Pl = Public Information

RM = Risk Management

TP = Treatment Plant



Santa Fe Irrigation District Records Retention Policy Page 18

RECORDS RETENTION SCHEDULE—OPERATIONS & MAINTENANCE

Retention / Disposition

Office of Storage Electronic Total Legal
Record Record Area File Retention Authority
Repair (Summary) Records including preventative care checklist, OM - Cu+l Yr Cl+1 GC §60201(d)(10)
history, CHP Inspection, BIT
Smog Certificate — including test results OM-P P P P GC 834090 — Dept. preference
Vehicle Inventory List OM-P P P P “
Crane Inspection & Certification — including OSHA 1S-162 OM-P P P P “
Water Delivery System
Daily Water Quality Reports OM - Cu 10 Yrs Cu+10 40 CFR 141.33
Department of Health Services Reports — including bacterial / OM - Cu 10 Yrs Cu+10 40 CFR 141.33
chemical lab test results
Drain Water Notices (Regional Water Quality) OM - Cu 12 Yrs Cu+12 40 CFR 141.91
Flow Status Reports (Daily) OM-P P P P Dept. preference
Meter Calibration OM - Cu 2Yrs Cu+2 GC 834090
Meter Readings OM - Cu 2Yrs Cu+2 “
Operating Log Books — including system activity, flow changes OM - Cu 2Yrs Cu+2 “
Preventative Maintenance Checklist (power plant & pump station) OM - Cu 5Yrs Cu+5 40 CFR 141.33
Recording Charts OM - Cu 5Yrs Cu+5 “
SCADA Service Connection Records OM - Cu 5Yrs Cu+b “
SCADA System Event Logs OM - Cu 5Yrs Cu+tb “
Shutdown Records OM - Cu 2Yrs Cu+2 GC 834090
Station Log Sheets — including meter station entry/activity log OM - Cu 2Yrs Cu+2 “
Wiring Schematics OM-P P P P Dept. preference
Work Orders — including repair records OM - ClI 5Yrs Cl+5 GC §34090

Other Records

Destroyed on a case-by-case basis as determined by the
Department Director consistent with the retention period established
under this policy for similar documents.

Duplicate Records
Destroyed whenever they are no longer required, as authorized by GC 60200
the Board of Directors.

Office of Record Retention/Disposition Code

A = Administration OM = Operations & Maintenance Au = Audit Year P = Permanent
E = Engineering Pl = Public Information Cl = Closed or Completed S= Superseded
F = Finance RM = Risk Management Cu = Current Year T = Termination

HR = Human Resources TP = Treatment Plant E = Election
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RECORDS RETENTION SCHEDULE—RISK MANAGEMENT

Retention / Disposition

Office of Storage Electronic | Total Legal
Record Record Area File Retention | Authority
Risk
Insurance Coverage — including policies, JPIA MOU's A—T7+Cu Cu+7 Cu+7 7 yrs per ACWA/JPIA &
4 yrs per BB&K
GC §60201(d)(4); 7 yrs per
Claims- Settled or Denied A-Cu 7Yrs Cu+7 Cu+7yrs | ACWA/IPIA &
from date 4 yrs per BB&K
of
settlement
/denial
Claims- Lawsuits A-Cu 7Yrs Cu+7 Cu+7 yrs
after GC §60201(d)(4); 7 yrs per
settled ACWA/JIPIA &
A-P P P 4 yrs per BB&K
Insurance-ACWA/JPIA Correspondence Dept. preference
Safety
Confined Space Permits RM-1Yr 1Yr 8 CCR 5157(e)(6)
Employee Exposure Records A-T+30 T+30 T+30 8 CCR 3204
Employee Medical Records A-T+30 T+30 T+30 8 CCR 3204
Respirator Fit Test Records RM-1Yr P Until next | 8 CCR 5144(m)(2)(B)
test
Hazardous Waste Manifests RM — 3+Cu 3+Cu 40 CFR 264.71(b)(5)
MSDS RM - T+30 T+30 T+30 8 CCR 3204
OSHA 300, 300A and 301 RM-5+Cu 5+Cu 5+Cu 8 CCR 14300.44
OSHA Correspondence RM-5+Cu 5+Cu 5+Cu 8 CCR 14300.44
CalOSHA Correspondence RM-5+Cu 5+Cu 5+Cu GC 834090
Vulnerability Assessments RM-5+Cu 5+Cu 5+Cu 42 U.S.C. 300i-2(c)
Compliance Inspection Reports RM-5+Cu 5+Cu 5+Cu 8 CCR 3203(b)
Safety Training Rosters RM-5+Cu 5+Cu 5+Cu GC 12946, 34090
Safety Training Records RM-5+Cu 5+Cu 5+Cu GC 12946, 34090

Office of Record

A = Administration

E = Engineering

F = Finance

HR = Human Resources

OM = Operations & Maintenance
Pl = Public Information

RM = Risk Management

TP = Treatment Plant

Retention/Disposition Code
Au = Audit Year

Cl = Closed or Completed
Cu = Current Year

E = Election

P = Permanent
S= Superseded
T = Termination
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Process Safety Management Training Records
Asbestos Cement Pipe Training Records
Compliance Inspection Records

Internal Safety Inspections

Injury & Accident Reports

Environmental

Air Pollution Control District Inspections — including tanks,
generators, Operating Permits

County of San Diego — Hazardous Waste Generation
Operating Permits

Duplicate Records
Destroyed whenever they are no longer required, as
authorized by the Board of Directors.

RM-1+Cu
RM-5+Cu
RM-1+Cu
RM-1+Cu

RM-T+30

RM-2+Cu

RM-2+Cu

1+Cu
5+Cu
1+Cu
1+Cu

T+30

2+Cu

2+Cu

T+30

1+Cu
5+Cu
1+Cu
1+Cu

T+30

2+Cu

2+Cu

8 CCR 5189(q)
GC 12946, 34090
8 CCR 3203(b)
8 CCR 3203(b)

8 CCR 3204

GC 34090

GC 34090

GC 60200

Office of Record

A = Administration OM = Operations & Maintenance
E = Engineering Pl = Public Information
F = Finance RM = Risk Management

HR = Human Resources TP = Treatment Plant

Retention/Disposition Code

Au = Audit Year

Cl = Closed or Completed
Cu = Current Year

E = Election

P = Permanent
S= Superseded
T = Termination
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RECORDS RETENTION SCHEDULE—TREATMENT PLANT

Retention / Disposition

Office of Record

A = Administration

E = Engineering

F = Finance

HR = Human Resources

OM = Operations & Maintenance
Pl = Public Information

RM = Risk Management

TP = Treatment Plant

Office of Storage Electronic | Total Legal

Record Record Area File Retention | Authority

Records including monitoring information, all calibration and TP - Cu+l Yr 4Yrs 5Yrs Order 93-23, Monitoring and

maintenance records, original strip chart recordings for Reporting Section A, Item 7

continuous monitoring instrumentation, copies of all reports

required for the Treatment Plant Permit.

Water quality and system water outage complaints, verbal TP - Cu+l Yr 4Yrs CU+5 40 CFR 141.33; 26 CCR 22-

and written, receiving and corrective action taken. 64470(a)

Bacteriological Analyses TP-5Yrs 5Yrs 26 CCR 22-64470(b)(1); 40
CFR 141.33(a)

Chemical Analyses TP-10Yrs 10 Yrs 26 CCR 22-64470(b)(1); 40
CFR 141.33(a)

Records and resultant corrective actions TP-3Yrs Cu+3 26 CCR 22-64470(b)(2); 40
CFR 141.33(b)

Written reports, summaries or communications relating to TP-10Yrs Cu+10 40 CFR 141.33; 26 CCR 22-

sanitary surveys of the system conducted the water supplier, 64470(b)(3);

a private consultant or any local, state or federal agency

Variances or exemptions granted to the system TP-5Yrs Cu+5 26 CCR 22-64470(b)(4); 40
CFR 141.33(d)

Copies of any Tier 1, Tier 2 and Tier 3 public notices TP-3yrs 2Yrs 5Yrs 40 CFR 141.33(e); 26 CCR
22-64470(b)(5);

Lead and Copper tap sampling — including location of each TP 12 Yrs 12 Yrs* 40 CFR 141.91

site and the associated tier criteria, the 90" percentile lead

and copper concentrations calculated, and with the exception

of the first period of tap sampling, an identification of any site

that was not sampled during previous periods, along with an

explanation of why the sampling site was changed

Other Records

Destroyed on a case-by-case basis as determined by the

Department Director consistent with the retention period

established under this policy for similar documents.

Retention/Disposition Code

Au = Audit Year

Cl = Closed or Completed
Cu = Current Year

E = Election

P = Permanent
S= Superseded
T = Termination
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Duplicate Records
Destroyed whenever they are no longer required, as GC 60200
authorized by the Board of Directors.

Office of Record Retention/Disposition Code

A = Administration OM = Operations & Maintenance Au = Audit Year P = Permanent
E = Engineering Pl = Public Information Cl = Closed or Completed S= Superseded
F = Finance RM = Risk Management Cu = Current Year T = Termination

HR = Human Resources TP = Treatment Plant E = Election
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RECORDS DESTRUCTION RECORD

Office of Total Disposition Date
Record Record Retention | (i.e. trash, shred, etc) Authorized Signature
Office of Record Retention/Disposition Code
A = Administration OM = Operations & Maintenance Au = Audit Year P = Permanent
E = Engineering Pl = Public Information Cl = Closed or Completed S= Superseded
F = Finance RM = Risk Management Cu = Current Year T = Termination

HR = Human Resources TP = Treatment Plant E = Election



SANTA FE IRRIGATION DISTRICT

To: General Manager
From: Department Director
Subject: Request for Destruction of Obsolete Records

I am requesting approval to destroy the obsolete records listed below.

DATE OF RECORD DESCRIPTION OF RECORD
APPROVED
Department Director Date
General Manager Date

The obsolete records described above were destroyed under my supervision using the following
method: ] Shredding I Burning LI Other (specify method)

I certify that such destruction meets the requirements of the Records Retention and Destruction
Policy of the Santa Fe Irrigation District and all applicable requirements of State and federal law.

General Manager Date of Records Destruction
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