
       
           Board of Directors 
 

CORE VALUES 

VISION • RESPECT • INTEGRITY • EXCELLENCE • LEGACY 

                                                                                                                             

AGENDA 

 NOTICE OF REGULAR MEETING 

 

TIME: 5:15pm  

DATE: November 17, 2022 

Location: Quartz Hill Water District  

                5034 W Avenue L, Quartz Hill or 

    Join Zoom Meeting 

 

https://zoom.us/j/95985117319?pwd=NDZlMnIwOThaNW5WVlhCTTBnQWd2UT09 

Meeting ID: 959 8511 7319 Passcode: water  

+16699006833,,95985117319#,,,,*756554#  

1. CALL TO ORDER  

2.  ROLL CALL 

3.   PLEDGE OF ALLEGIANCE 

4.  ADOPTION OF AGENDA 

     Members of the public shall have an opportunity to comment on each agenda  

     item as the Board is considering it, prior to action being taken. 

 

5. CLOSED SESSION 

 

A.  Conference with Legal Counsel 

1. Existing Litigation (Paragraph (1) of subdivision (d) of Section 54956.9) 

a. Diamond Farming/Bolthouse Farms Case/LA County 

B. Public Employee Performance/Discipline/Dismissal/Release 

C. Personnel Matters 

PUBLIC EMPLOYEE EMPLOYMENT 

 

6. PUBLIC REPORT ON ACTION TAKEN IN CLOSED SESSION 

 

7. PUBLIC COMMENT 

 

8. DISCUSSION ITEMS   

A. Oath of Office for Directors recently appointed by the Board of Supervisors. 

Director Allen Flick, Director Drew Mercy and Director Rod Holtz. 

 

B. Presentation by Jonathan Chuang of Wells Fargo.  

 

 

 

 

 



 
 

 

 

9. ACTION ITEMS 

A. CONSENT CALENDAR 

Matters listed under the consent calendar are considered routine and non-

controversial and will be acted upon in one motion in the order listed below. 

There will be no separate discussion on these items unless requested by a 

Member of the Board or the public prior to the time the Board approves the 

items.  

 

1.  Consideration and possible approval of the October 20, 2022, Minutes of 

the Regular Meeting of the Board of Directors.                 

and                                                                                                                                                                                     

2. Consideration and approval of the check register.  

 

B. ACTION CALENDAR 

1. Consideration and possible action to ratify the contract between Quartz 

Hill Water District and American Federation of State, County, and 

Municipal Employees Local 1902, Quartz Hill Chapter.  

 

2. Consideration and possible action to approve the purchase of a new 

Server.  

 

10. INFORMATION ITEMS (Written reports included) 

A. STAFF REPORTS 

1. Report by Administrative Supervisor 

Debi Pizzo 

2. Report by Assistant General Manager  

Brach Smith 

3. Report by General Manager  

Brent Byrne 

B. REPORT BY DIRECTORS 

C. REPORT BY ATTORNEY 

To be presented during closed session. 

 

11. DIRECTOR REQUESTS FOR FUTURE AGENDA ITEMS                        

12. ADJOURNMENT 

 

In accordance with the Americans with Disabilities Act of 1990, if requested, this agenda will be 

made available in an appropriate alternative format to persons with a disability. If you need 

disability-related modification or accommodation to attend or participate in this meeting, 

including auxiliary aids or services, please call Debi Louie at (661) 943-3170, or inquire at Quartz 

Hill Water District’s office, at least 48 hours prior to the meeting. 



              Board of Directors 

 

 

 

   MINUTES of the REGULAR MEETING  

TIME: 5:30pm                                                                                     DATE: Thursday, October 20, 2022 

Location: Quartz Hill Water District  

    5034 W Avenue L, Quartz Hill or 

    Join Zoom Meeting    

https://us02web.zoom.us/j/88082644274?pwd=cDFQL3Q5RStiMnJEUVBjKzJTU2Z5QT09          

Meeting ID: 880 8264 4274 Passcode: water 

 Phone: +16694449171,,88082644274#,,,,*056643# 
 

 

 

 

1. CALL TO ORDER THE REGULAR MEETING OF THE BOARD OF DIRECTORS 

Vice President Mercy calls the meeting to order at 5:31 p.m. 

 

2. ROLL CALL 

Vice President Drew Mercy, Director Allen G. Flick, Sr., Director Holtz, Director Lance Pierson, Board 

Secretary Debi Louie, Assistant General Manager Brach Smith, General Manager Brent Byrne, and 

Brad Weeks of Charlton Weeks LLP. 

 

   Absent: President Sheldon Carter 

   Staff in Attendance: None 

            Members of the Public in Attendance or online: Jim Krieger 

 

3. PLEDGE OF ALLEGIANCE 

Led by Director Flick. 

 

4. ADOPTION OF AGENDA 

With no request for amendment, the agenda is adopted by assent. 

 

5. PUBLIC COMMENT (MEETING OPEN TO THE PUBLIC) 

None 

 

6. DISCUSSION ITEM    

None requested. 
 

7. ACTION ITEMS 

A. CONSENT CALENDAR 

1. Consideration and possible approval of the September 15, 2022, Minutes of the Regular 

Meeting of the Board of Directors.                 

and                                                                                                                                                                                                  

2. Consideration and approval of the check register.  

 

On motion by Director Pierson, and second Director Flick, the Board adopts the Consent 

Calendar unanimously. 

Our Mission is to be a responsible overseer of the resources, assets and natural 

environments entrusted to us in order to provide a high-quality water supply 

that is resilient, reliable, and supplied at a fair and equitable rate. 

 



 

 
 

 

 

 

B. ACTION CALENDAR 

1. Consideration and possible action to retain the services of Charlton Weeks, LLC. 

 

No action. 

 

2. Consideration and possible action to approve the two replacement pumps for Cal-Prop 

pump station, not to exceed $26,617 each.  

 

On motion by Director Holtz, and seconded by Director Pierson, motion is approved 

unanimously. 

  

3. Consideration and possible action to adopt Resolution 22-1020A, A RESOLUTION OF 

BOARD OF DIRECTORS OF QUARTZ HILL WATER TO AMEND POLICY 7.06: WATER SERVICE 

CONNECTIONS, TO INCLUDE A SET  STANDARD FEE TO RUN A SINGLE SERVICE 

CONNECTION. 

   

On motion by Director Pierson, and seconded by Director Flick, motion is approved 

unanimously. 

 

4. Consideration and possible action to vote for a Special District LAFCO Representative. 

 

On motion by Director Holtz, and seconded by Director Pierson, and motion to vote for 

Robert W. Lewis is approved unanimously. 

 

8. INFORMATION ITEMS (Written reports included) 

A. STAFF REPORTS 

1. Report by Administrative Supervisor 

Debi Louie 

2. Report by Assistant General Manager 

Brach Smith 

3. Report by General Manager 

Brent Byrne 

B. REPORT BY DIRECTORS 

C Director Holtz and Director Pierson talked about Finance Committee meeting,  

Director Mercy SDANLAC meeting 

C. REPORT BY ATTORNEY 

None 

 

 

 

 

 

 



 

 
 

 

 

 

9. DIRECTOR REQUESTS FUTURE AGENDA ITEMS 

None 

 

10. CLOSED SESSION 

A. Conference with Legal Counsel 

1. Existing Litigation (Paragraph (1) of subdivision (d) of Section 54956.9) 

a. Diamond Farming/Bolthouse Farms Case/LA County 

B. Public Employee Performance/Discipline/Dismissal/Release 

C. Personnel Matters 

PUBLIC EMPLOYEE EMPLOYMENT 

                   

11. PUBLIC REPORT ON ACTION TAKEN IN CLOSED SESSION 

  None 

12.  ADJOURNMENT 

 President Carter called for any other business. When none presented, the meeting 

    adjourned at 7:35pm. 

 

__________________________________                 Attested: _______________________________ 

Drew Mercy, Vice President           Debi Louie, Board Secretary 
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1. ADMINISTRATION 

1.1. RECOGNITION  

1.1.1. AFSCME Local 1902, Quartz Hill Chapter (hereinafter “AFSCME Local 
1902”) has been certified as the exclusive representative for employees 
in the General Employee Unit.  

1.1.2. Jobholders 

1.1.2.1. This Unit is comprised of employees occupying the 
classifications listed in Appendix “C.” 

1.1.2.2. Copies of the current job descriptions for the District are 
attached hereto as Appendix “A.” 

1.1.2.3. Any proposed changes to classifications or salaries are subject to 
mutual agreement. 

1.1.3. For purposes of this MOU, the term “employee” means an individual 
employed on a regular basis as set forth along one of the schedules 
described in section 5.1.4 and subsections thereto.  Part-time and 
temporary employees are not covered under this MOU. 

1.2. AUTHORIZED AGENTS OF THE PARTIES 

1.2.1. For purposes of administering the terms and provisions of this MOU 
or receiving any notice to be given hereunder the parties’ 
representatives shall be as follows: The District’s representative shall 
be the District’s General Manager or designee (address: The Quartz 
Hill Water District, 5034 West Avenue L, Quartz Hill, California 
93536). 

1.2.2. AFSCME Local 1902’s representative shall be the AFSCME Local 1902 
Chapter President or the designee of the President (address: AFSCME 
Local 1902, 700 N.  Alameda St. #2-219, Los Angeles, California 90012). 

1.3. TERM 
This MOU shall be effective as of January 1, 2023, subject to approval by the 
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Board of Directors of the District, and shall remain in full force and effect to 
and including December 31, 2027. 

1.4. IMPLEMENTATION 

1.4.1. It is agreed that the provisions of this MOU are of no force or effect 
until ratified by AFSCME Local 1902 and duly adopted by the Board of 
Directors. 

1.4.2. Once ratified by AFSCME Local 1902 and then adopted by the Board, 
each provision of this MOU shall become effective on the date set forth 
in Section 1.3– Term, unless another implementation date is specified for 
a particular provision within the MOU. 

1.5. RENEGOTIATIONS 

1.5.1. In the event either party elects to renegotiate a successor agreement, 
then within 150 to 120 days prior to the expiration of this MOU 
(beginning August 3, 2027 and ending September 3, 2027), such party 
shall serve upon the other its written request to commence 
negotiations. 

1.5.2. Negotiations shall begin no later than thirty (30) days from the date of 
the first written request.  Each party shall submit written proposals no 
later than the first negotiation session. 

1.5.3. In the event that neither group has served upon the other a written 
request to commence negotiations, the current MOU shall continue in 
full force and effect for one year from the expiration date unless both 
parties mutually agree to reopen. 

1.6. FULL UNDERSTANDING 

1.6.1. This MOU sets forth the full and entire understanding of the parties 
regarding the matters set forth herein, and any other prior or existing 
understanding or agreements by the parties, whether formal or 
informal, regarding these matters are hereby superseded or terminated 
in their entirety.  However, except as modified herein, existing Quartz 
Hill Water District provisions, resolutions, policies, general 
instructions, rules and regulations shall continue in full force and 
effect.  
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1.6.2. It is agreed and understood that during the term of this MOU, each 
party hereto voluntarily and unqualifiedly waives its right to 
negotiate, and agrees that the other shall not be required to negotiate, 
with respect to those matters covered herein. 

1.6.3. No agreement, alteration, understanding, variation, waiver, or 
modification of any of the terms or provisions contained herein shall in 
any manner be binding upon the parties hereto unless made and 
executed in writing by both parties hereto, and if required, approved 
and implemented by the District’s Board of Directors.   

1.6.4. The waiver of any breach, term, or condition of this MOU by either 
party shall not constitute a precedent in the future enforcement of all 
of its terms and conditions. 

1.7. PROVISIONS OF LAW  
It is understood and agreed that this Memorandum of Understanding is 
subject to all current and applicable federal and state laws and regulations in 
addition to District rules and regulations.  To the extent that any term herein 
is determined by a court or other tribunal of competent jurisdiction to 
contradict any non-waivable provision of law, such provision shall not 
govern; however, the remainder of this Memorandum of Understanding shall 
remain in full force and effect. The parties agree to abide by all such laws, 
rules, and regulations. 

1.8. INTERPRETATION 
Whenever the masculine or feminine form of any word is used in this MOU, 
it also includes the other gender and neuter terms unless the context clearly 
indicates a contrary intent.  Unless the context indicates otherwise, the 
singular shall include the plural and the plural shall include the singular.  The 
section numbers and headings are for reference only and are not binding or 
controlling language. 

1.9. WATER CODE 
The parties to this MOU recognize the existence of various sections of the 
Water Code of the State of California, particularly Division 12 relating to 
County Water Districts, which vest in the District’s Board of Directors and the 
General Manager the power to exercise traditional prerogative relative to 
management of the Director’s work force and control over performance of the 
District’s work. 
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2. SALARY AND SALARY-RELATED 

2.1. SALARIES AND BI-WEEKLY PAYCHECK  

2.1.1. The salaries in effect on January 1, 2023 are set forth in exhibit “C” 
hereto. 

2.1.2. Effective the first day of the first pay period that includes July 1st of 
every year, there shall be a fixed across-the-board increase of 4% for 
increases in the cost of living.  

2.1.3. The parties having jointly reviewed and considered all available salary 
and wage information and data, agree that the recommended salaries 
set forth herein were negotiated in good faith and that said salaries 
were determined independently of race, gender, age, or national 
origin. 

2.1.4. District employees shall be paid bi-weekly, on Thursdays, for services 
performed in the pay period ending the preceding Saturday.  If a 
payday falls on a holiday, employees will be paid on the preceding 
business day.  There will be no changes in the bi-weekly pay cycle 
without mutual agreement of the parties. 

2.1.5. Direct deposit of paychecks shall be an appropriate form of payment of 
net ordinary compensation to employees, consistent with section 2.8 
and District policies concerning direct deposit not inconsistent with the 
terms of this Memorandum. 

2.2. OVERTIME PAY 

2.2.1. Overtime is defined as all hours worked in excess of forty (40) hours 
worked in a work week, except as allowed in section 5.1.4. 

2.2.2. Overtime shall be compensated at the rate of one and one-half (1-1/2) 
times the employee’s regular rate of pay, except that work beyond 
twelve (12) consecutive hours shall be compensated at the rate of two 
(2) times the employee’s regular rate. 

2.2.3. Regular rate is defined as the sum of the compensation paid to an 
employee for hours actually worked at the employee’s hourly rate, 
plus any premium pay, except overtime, earned by the employee, 
divided by the hours actually worked during the workweek.  The 
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regular rate shall be used only for computing overtime payment due 
under this MOU. 

2.2.4. It is agreed and understood that nothing herein is intended to limit or 
restrict the authority of the District to require any employee to perform 
overtime work, whether or not eligible for overtime pay. It is further 
agreed that overtime will be ordered and worked only when required 
to meet the District’s needs. 

2.2.5. Scheduled overtime occurring on an employee’s regular day off shall 
be at least two (2) hours.  Travel to the employee’s regular work 
location in these instances shall be treated as time worked. 

2.2.6. Scheduled overtime shall be fairly assigned to qualified employees 
based on the skills and responsibilities needed to perform the 
assignment. 

2.3. HOLIDAYS 

2.3.1. The District shall observe the holidays listed below: 

2.3.1.1. New Year’s Day (January 1st) 

2.3.1.2. Martin Luther King Day (third Monday in January) 

2.3.1.3. President’s Day (third Monday in February) 

2.3.1.4. Memorial Day (last Monday in May) 

2.3.1.5. Independence Day (July 4th) 

2.3.1.6. Labor Day (first Monday in September) 

2.3.1.7. Columbus Day (Second Monday in October) 

2.3.1.8. Veteran’s Day (November 11th) 

2.3.1.9. Thanksgiving Day (last Thursday in November) 

2.3.1.10. Day After Thanksgiving  

2.3.1.11. Christmas Eve    

2.3.1.12. Christmas Day (December 25th) 
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2.3.2. A holiday that falls on an employee’s workday shall be the same 
length as the workday. 

2.3.3. Holidays falling on Saturday will be observed on the prior Friday; 
those falling on Sunday will be observed the following Monday.  If 
Christmas falls on a Saturday, the Holiday will then be observed on 
the Thursday and Friday before. 

2.3.4. A holiday that falls on an employee’s regular Friday off will be 
observed on the prior Thursday. 

2.4. TEMPORARY PROMOTION 

2.4.1. For the purposes of this Section, a temporary promotion is the full-time 
performance of a majority of the significant duties of a position in one 
classification by an individual in a lower classification.  The temporary 
promotion will be reflected in the employee’s annual performance 
evaluation. 

2.4.2. With the exception of medical leave, a position shall not be filled by a 
temporary promotion for more than six (6) months, except by mutual 
agreement of the parties. 

2.4.3. An employee who is temporarily promoted shall receive the salary of 
the first step of the classification to which he is temporarily promoted.  
The employee shall remain in the General Unit and shall continue to 
receive the benefits provided for his original classification. 

2.4.4. An employee shall receive a temporary promotion effective the first 
full working day in the higher position.  

2.5. STANDBY PAY  

2.5.1. An employee is on Standby when he is required by management to be 
available for a call for his services while in a non-working status 
during off duty hours. 

2.5.2. An employee placed on Standby duty shall be required to:  

2.5.2.1. Be ready to respond within forty (40) minutes or less to calls for 
his service; 

2.5.2.2. Be readily available at all hours by telephone; and 
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2.5.3. Refrain from activities which might impair his assigned duties upon 
call. 

2.5.4. Standby duty shall be assigned by management. 

2.5.5. Employees who are assigned to standby will be paid Standby Pay 
Premium in the amount of five (5) percent of his normal hourly rate for 
qualifying hours. 

2.6. CALL BACK PAY  

2.6.1. An employee is called back if:  

2.6.1.1. He is unexpectedly required to leave home to return to duty 
because of unanticipated work requirements if notice to return 
is given to the employee following termination of his normal 
work shift and departure from his regular work location or  

2.6.1.2. He is called and asked to work at home outside of normal work 
hours on District business because of unanticipated work 
requirements. 

2.6.2. An employee, who is called back as defined above, is eligible to receive 
pay for a guaranteed minimum period of time or pay for the period of 
time worked, whichever produces larger compensation. 

2.6.3. Time worked shall include the time spent performing the task 
requiring the call back and actual travel time from home to work and 
back.  

2.6.4. Guaranteed Minimum Time Period for a Call Back: An employee 
shall receive a minimum of two (2) hours’ pay at his overtime rate for a 
call back. 

2.6.5. If an employee receives an additional call back within the previous 
guaranteed minimum period, the employee shall not receive another 
minimum but shall receive pay for time worked beyond the previous 
call back minimum period. 

2.6.6. Notwithstanding Section 2.6.4 and 2.6.5 above, whenever an employee 
is unexpectedly required to return to duty as provided in Section 
2.6.1.1 before the established starting time of the employee’s next 
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regular shift, it shall be deemed an early shift start.  An employee shall 
not receive a guaranteed minimum for an early shift start.  The 
employee shall be compensated for time worked at his overtime rate 
only for the hours between the time of the call-back and the start of his 
regularly scheduled shift.  

2.7. SPECIAL DUTY 

2.7.1. Weekend Duty. Field employees will be designated to serve weekend 
duty on a rotating basis.  These employees are expected to make 
periodic checks of District wells, pumps, reservoir levels, etc., to ensure 
that the Districts facilities are operating within expected ranges.  
Employees serving weekend duty will be compensated 3 ½ hours 
each, at the same pay rate as they would receive for overtime work [1.5 
times regular hourly rates], for services performed on Saturday and 
Sunday.  Employees serving weekend duty also serve as the Standby 
Employee for the weekend, and shall remain available via telephone to 
respond to any service or emergency calls. 

2.7.2. Holiday Duty. Field employees will be designated to serve as 
Holiday Employees for District holidays on a rotating basis.  An 
employee serving as Holiday Employee will receive, as compensation 
for the holiday, pay equal to 8 hours at 1½ times their normal hourly 
rate.  An employee serving on Holiday Employee duty shall abide by 
the conditions for Standby Employee set forth in section 2.5.2. 

2.8. DIRECT DEPOSIT 

2.8.1. Employees shall directly deposit their net salary to a bank of the 
employee’s choice via direct electronic paycheck deposit. 

2.8.2. The specific procedures for direct deposit shall be managed by the 
District. 
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3. LEAVE BENEFITS 

3.1. ANNUAL LEAVE 

3.1.1. The accrual schedule for annual leave shall be as follows: 

3.1.1.1. For all 80-hour-per-pay-period employees: 

3.1.1.1.1. Years one through five: 4.10 hours of leave will be accrued each 
pay period (equivalent to 12 days per year at an 80-hour bi-weekly 
pay period).  

3.1.1.1.2. Years six through fifteen: 5.81 hours of leave will be accrued each 
pay period (equivalent to 17 days per year at an 80-hour bi-weekly 
pay period).  

3.1.1.1.3. Sixteen years or more: 7.52 hours of leave will be accrued each 
pay period (equivalent to 22 days per year at an 80-hour bi-weekly 
pay period). 

3.1.1.2. Employees on leave, whether paid or unpaid, shall not accrue 
leave for the equivalent of time that employee would otherwise 
have worked. 

3.1.2. The maximum accrual of annual leave shall be 250 hours. There shall 
be no usable accrual over 250 hours. Should an employee accrue more 
than 250 hours of leave, leave in excess of 250 hours shall be deemed 
“excess leave” and the provisions of section 3.1.3 shall apply. 

3.1.3. District shall audit employees’ accrual of annual leave semi-annually, 
on or before June 30 and on or before December 30 of each year.  
Employees whose accrual is found to exceed 250 hours shall be paid an 
amount of wages equivalent to the amount of employees’ accrual in 
excess of 250 hours at the employee’s regular rate of pay, to be 
delivered to employee in the next pay period.   

3.1.4. The District shall be responsible for scheduling the annual leave 
periods of employees in such a manner as to achieve the most efficient 
functioning of the District. The District shall determine whether or not 
a request for annual leave will be granted.  However, an employee’s 
timely request for annual leave shall only be denied for good and 
sufficient business reasons. 
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3.1.5. If an employee’s timely request to take annual leave is denied and such 
denial causes the employee’s current credit for annual leave to exceed 
the applicable maximum, then the employee’s accrual shall continue 
beyond the maximum for the next three months.  At the end of three 
months the maximum will apply.  During the three months and with a 
timely request, the employee shall be allowed to take annual leave 
except in cases of extreme business emergencies. 

3.2. SICK LEAVE 

3.2.1. Accrual of Sick Leave. 

 
3.2.1.1. Eighty-hour-per-pay-period employees will accrue 4.10 hours of leave 

each pay period (equivalent to 12 days per year at an 80-hour bi-
weekly pay period). Seventy-hour-per-pay-period employees will 
accrue 3.23 hours of leave each pay period (equivalent to 12 days per 
year at a 70-hour bi-weekly pay period).  

3.2.1.1.1. Employees may accumulate sick leave up to 420 hours; 
provided, however, that any sick leave accumulated beyond 
420 hours as of June 1 or December 1 will be paid to the 
employee at their current pay rate.   

3.2.1.1.2. Employees may also elect to receive payment for a portion of 
their accrued sick leave as of June 1 or December 1 at their 
current pay rate, on the following basis: if an employee has 
no unexcused absences, including sick days, over a six-
month period, that employee may cash in three of the sick 
days earned over that six-month period, and must bank the 
remaining three days; where the employee has an unexcused 
absence, a sick day must be used, and the employee must 
bank all remaining sick days for that six-month period.  

3.2.1.1.3. An unexcused absence is defined as one for which the 
employee could have reasonably, but did not provide notice 
before the working day begins, provided however that the 
General Manager may authorize exceptions to this 
definition.  

3.2.1.1.4. The applicable six-month periods for all employees will be 
December 1 to May 31 and June 1 to November 30.  Payment 
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for sick days cashed in under this policy will be made on the 
next available pay period. 

3.2.2. Upon termination from the District, employees will be paid for the first 
420 hours of any accumulated sick leave at their then-current pay scale.  
Employees are not entitled to receive payment for any sick leave 
accumulated in excess of 420 hours at termination. 

3.3. BEREAVEMENT LEAVE  

3.3.1. A Full Time employee shall be entitled to up to five (5) days off, with 
pay, if a death occurs in the immediate family of that employee.  One 
(1) day of paid leave may be granted in other cases where 
circumstances warrant such leave.  The General Manager shall have 
full discretion to grant additional bereavement leave, both paid and 
unpaid, on a case-by-case basis. 

3.3.2. For the purposes of this section, “immediate family” means the 
employee’s spouse, child, parent, sibling, stepparent, stepchild, 
grandparent, or grandchild.  As used herein, the word “spouse” shall 
mean and include a husband or wife pursuant to a valid marriage 
license, or California Registered Domestic Partner. 

3.4. FAMILY AND MEDICAL LEAVE 

3.4.1. Eligibility.  If an employee has completed either one full year or 1,250 
hours of service, the employee may request family and medical leave 
up to 12 weeks in a 12-month period.  The 12-week leave allowance 
includes any time taken (with or without pay) for any of the following 
reasons: 

3.4.1.1. To care for a newborn child of the employee or a child placed 
with the employee for adoption or foster care.  Leaves for this 
purpose must conclude 12 months after the birth, adoption, or 
placement. 

3.4.1.2. Because of the employee’s own serious health condition, 
including a serious health condition resulting from an on-the-
job illness or injury, that makes the employee unable to perform 
his or her job at all, or unable to perform any one or more of the 
essential functions of his or her job.  Excluded from this policy 
are disabilities caused by the pregnancy, childbirth, or related 
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medical conditions, which is covered by the District’s separate 
pregnancy disability policy as set forth below. 

3.4.1.3. To care for a spouse, domestic partner, child, child of a domestic 
partner, or parent with a serious health condition. 

3.4.1.4. A “serious health condition” is an illness, injury, and 
impairment, physical or mental condition that involves: 

3.4.1.4.1. 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  

3.4.1.4.2. Continuing treatment by a health care provider. 

3.4.2. Pay During Leave.    

3.4.2.1. An employee on leave because of his or her own serious health 
condition must use all accrued sick leave and may use any or all 
accrued vacation at the beginning of any otherwise unpaid 
leave period.   

3.4.2.2. An employee on leave for child care or to care for a spouse, 
domestic partner, parent, child, or child of a domestic partner 
with a serious health condition may use any or all accrued 
vacation at the beginning of any otherwise unpaid leave.  The 
receipt of vacation pay, sick leave pay, or State Disability 
Insurance benefits will not extend the length of the leave.   

3.4.3. Health Insurance.  The District shall maintain the employee’s health 
coverage at the same level and under the same conditions that would 
have been provided if the employee had continued working.  This 
means that the employee will be required to pay for any dependent 
care coverage that the District was providing at the time the employee 
takes the leave. 

3.4.4. Return to Work.  During a family care and medical leave, employees 
retain their seniority and employment status with the District.   

3.4.4.1. Upon return from a requested family care or medical leave, the 
District will make every effort to restore the employee to the 
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same or comparable position held before going on leave.  
However, if the employee’s position was eliminated during the 
leave the District does not guarantee re-employment. 

3.4.4.2. Employees returning from leave shall have no less seniority 
than they had when the leave commenced for purposes of 
layoff, promotion, job assignment, and seniority related benefits 
such as vacation.  This policy applies to all employees. 

3.4.5. Requesting Family Care and Medical Leave.   

3.4.5.1. An employee should request family care and medical leave in 
writing to the General Manager.  An employee should provide 
not less than thirty (30) days’ notice, or such shorter notice as is 
practicable, for foreseeable childbirth, placement, or any 
planned medical treatment for the employee or his or her 
spouse, domestic partner, child, child of a domestic partner or 
parent.  Failure to provide such notice is grounds for denial of a 
leave request, except if the need for leave was an emergency or 
was otherwise unforeseeable.  When possible, employees must 
make a reasonable effort to schedule foreseeable planned 
medical treatments so as not to unduly disrupt the District’s 
operations.   

3.4.5.2. If family care and medical leave is taken because of the 
employee’s own serious health condition or the serious health 
condition of the employee’s spouse, domestic partner, parent, 
child, or child of a domestic partner, the leave may be taken 
intermittently or on a reduced leave schedule when medically 
necessary, as determined by the health care provider of the 
person with the serious health condition. 

3.4.5.3. If family care and medical leave is taken because of the birth of 
the employee’s child or the placement of a child with the 
employee for adoption or foster care, the minimum duration of 
leave is two (2) weeks, except that the District will grant a 
request for leave for this purpose of at least one day but less 
than two weeks duration on any two occasions. 

3.5. COURT 
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3.5.1. Jury Duty 

3.5.1.1. An employee who receives a jury summons and is required to 
serve shall notify his or her supervisor immediately so that 
arrangements can be made to cover his or her work while the 
employee is absent.  The employee shall return to work if 
excused from attendance on the jury for one-half (½) day or 
more.  Employees serving jury duty shall receive full pay while 
on jury duty, up to a maximum of ten (10) days, but shall turn 
over the jury fees thus received to the District, except for any 
miscellaneous reimbursements for personal expenses.   

3.5.1.2. On any day, or half-day, the employee is not required to serve 
jury duty, the employee shall report for work.   

3.5.1.3. Employees serving jury duty shall provide evidence of jury 
service to the General Manager 

3.5.2. Witness Duty 

3.5.2.1. An employee who is required to attend a court proceeding or 
administrative hearing in which the District is an interested 
party will receive leave with pay for the time he or she is 
required to be in court if the District's attorneys determine that 
the employee's presence is necessary for the presentment of the 
District's case.  If attendance in court for this purpose occurs on 
any day off, the employee will receive overtime.   

3.5.2.2. If an employee is required to attend any civil proceeding which, 
in the District's discretion, is determined not to be for the benefit 
and protection of the District's interests, the employee may 
receive leave without pay for the time he or she is required to 
attend. 

3.6. MILITARY LEAVE 

3.6.1. Applicable state law regarding duty with the Armed Forces shall 
govern the District.  Generally, if you are called to serve on active duty 
in the military, you may be granted a leave of absence until 90 days 
following the date of honorable discharge, within which time you will 
be entitled to return to your employment with the District, and will 
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retain any vacation and sick leave previously accumulated but not 
used.   

3.6.2. A District employee shall notify the General Manager of the dates of 
his or her proposed leave and the designation of the military unit to 
which the employee is assigned. 

3.7. AUTHORIZED LEAVES WITHOUT PAY 

3.7.1. A leave of absence may be granted a Full Time employee for a valid 
reason, when work conditions permit, and when the length of service 
with the District and performance of the employee so warrant.  The 
employee requesting a leave of absence must indicate his or her 
intention to return to work.  A leave of absence without pay shall not 
exceed one (1) year and requires a written request by the employee, a 
recommendation of the General Manager, and approval by the Board.  
Leave without pay may be considered for the following reasons: 

3.7.1.1. Continuance of education or training of benefit to the district; 

3.7.1.2. Public Service; 

3.7.1.3. Extended illness or disability; or, 

3.7.1.4. Other reasons as the Board may deem appropriate. 

3.7.2. There can be no guarantee of reinstatement at the conclusion of leave 
granted pursuant to this section 3.7, although that is the intention of 
the District at the time the leave is granted.  There shall be a 
suspension of benefits for the employee during leave without pay.  An 
employee who fails to return after his or her period of leave without an 
approved extension shall be deemed to have resigned from 
employment with the District. 

3.8. OTHER UNPAID AUTHORIZED LEAVE:  The General Manager with Board 
Approval may grant written authorization for absences with pay whenever 
circumstances would indicate that such an authorization is appropriate. 
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4. BENEFITS AND REIMBURSEMENTS 

4.1. MEDICAL INSURANCE 

4.1.1. District shall make available multiple health care plans from Anthem 
Blue Cross or Kaiser as provided currently through the Association of 
California Water Agencies Joint Powers Insurance Agency (“Insurer”).  
Each employee may enroll as an individual employee, for employee 
and employee’s spouse, or for employee’s eligible dependents (as 
defined by Insurer).  District shall pay 100% of the cost of the 
“Advantage Plan” or Kaiser plan as described by Insurer on January 1, 
2022 for each employee’s family status, or the nearest equivalent in the 
event that Insurer’s plans change thereafter.  Each employee may opt 
for any plan offered by Insurer; however, if the cost of the premium for 
the plan selected by the employee exceeds the cost of the premium that 
would be charged for the “Advantage Plan” or its nearest equivalent, 
employee shall be required to contribute the difference. 

4.1.2. Additionally, the District will continue to provide medical benefits 
(but not dental or vision) for all eligible retirees, if the employee retires 
and meets the definition set forth in section 4.5.1 below, if the 
employee’s hire date is on or before the January 1, 2013, and provided 
the retired employee has served the District full time and is at least 50 
years of age at the time of retirement.  Dependent coverage is not 
available to retired employees.  If such retired employee is age 65 or 
older, or when such retired employee attains age 65, the District may 
elect to convert the retired employee to a Medicare supplement plan, 
as determined in the sole discretion of the Board. 

4.1.3. This section 4.1.3 shall apply only to employees hired after January 1, 
2013. 

4.1.3.1. The District will continue to provide medical benefits 
proportional share based on attached table (but not dental or 
vision) for all eligible retirees, if the employee retires and meets 
the definition set forth in section 4.5.1 below, and provided the 
retired employee has served the District full time and is at least 
55 years of age at the time of retirement. Dependent coverage is 
not available to retired employees. If such retired employee is 
age 65 or older, or when such retired employee attains age 65, 
the District may elect to convert the retired employee to a 
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Medicare supplement plan, as determined in the sole discretion 
of the Board. 

4.1.3.1.1. Pursuant to this section 4.1.3.1, the District shall pay 33% of 
the health benefit for employees whose time in service was 
between five years and ten years and three hundred and 
sixty-four days of continuous time in service. 

4.1.3.1.2. Pursuant to this section 4.1.3.1, the District shall pay 66% of 
the health benefit for employees whose time in service was 
between eleven years and fourteen years and three hundred 
and sixty-four days of continuous time in service. 

4.1.3.1.3. Pursuant to this section 4.1.3.1, the District shall pay 100% of 
the health benefit for employees whose time in service was 
greater than fifteen years continuous time in service. 

4.1.3.2. The Employee covered by this section 4.1.3 shall contribute to 
PERS the Employee’s share of the member contributions to 
PERS for employee retirement. 

 

4.2. DENTAL INSURANCE 

4.2.1. The District shall provide dental insurance at the benefit level offered 
through the California Joint Powers Insurance Authority, at the level 
closest to existing benefits at the commencement of this contract. 

4.2.2. The District shall pay the entire premium for each employee and 
qualified dependents. 

4.2.3. Any reserve funds developed under the policy may be applied 
towards paying the premium of any other policy obtained in 
accordance with this MOU. 

4.3. VISION INSURANCE 

4.3.1. The District shall continue to provide a vision care program at the 
benefit level offered through the California Joint Powers Insurance 
Authority at the level closest to existing benefits at the commencement 
of this contract. 
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4.3.2. The District shall pay the entire premium for each employee and 
qualified dependents. 

4.3.3. Any reserve funds developed under the policy may be applied 
towards paying the premium of any other policy obtained in 
accordance with this MOU. 

4.4. LIFE INSURANCE 

4.4.1. The District shall provide $50,000 of group life insurance for each 
regular full-time employee. 

4.4.2. An employee shall continue to have the option of purchasing 
additional insurance at his own expense, as allowed by the insurer. 

4.5. RETIREMENT 

4.5.1. An eligible employee shall have the option of retiring from the District 
according to the contract the District has with the Public Employees’ 
Retirement System (PERS) to provide what is commonly called “Local 
Miscellaneous 2% @ 55” retirement, plus other contracted optional 
benefits. 

4.5.2. The District shall contribute to PERS as Employer Paid Member 
Contribution all of the normal member contributions to PERS for 
employee retirement to the extent permitted by law as follows: 

4.5.2.1. For all employees hired before January 1, 2013, or for employees 
who otherwise meet the definition of a “Classic Employee” as 
defined by CALPERS effective as of the date of adoption of this 
Memorandum of Understanding, the District shall contribute to 
PERS as Employer Paid Member Contribution all of the normal 
member contributions to PERS for the Classic Employee’s 
retirement. 

4.5.2.2. For any other employee (a “New Employee”), the District shall 
match “normal costs,” as defined by Government Code § 
20683.2, and other contributions to meet the “variable costs” as 
set forth from time to time by PERS.  In no event shall District 
make contributions in excess of those described by the 
California Public Employees’ Pension Reform Act of 2015, any 
other provision of this Memorandum notwithstanding. 
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4.5.2.3. If the mandatory provisions of the California Public Employees’ 
Pension Reform Act change by action of the Legislature or 
otherwise by law, this Memorandum of Understanding shall 
conform to such further changes. To the extent that the law 
permits discretion of paying Employee contributions for Classic 
Employees, the District shall do so up to and including the last 
operative date of this Agreement.  

4.6. DEFERRED COMPENSATION:   
The District shall continue to provide for a deferred compensation program 
as was in effect on January 1, 2010, subject to modifications as required by 
law. 

4.7. RETURN TO WORK 

4.7.1. In an effort to minimize serious disability due to on-the-job injuries 
and illnesses and to reduce workers' compensation costs, the District 
has developed a return to work program. 

4.7.2. Minimizing serious disability by maximizing the ability of an 
individual to perform work is consistent with the District's 
responsibilities under the Americans with Disabilities Act to provide 
reasonable accommodations to persons with disabilities. 

4.7.3. This policy and the program it establishes will consist of a team effort 
made by District management, our workers' compensation insurance 
carrier, the medical provider, and the injured employee.  All team 
members will be asked to take an active role in returning the injured/ill 
employee to a productive status. 

4.7.4. District management will assist by directing the employee to 
appropriate care and assisting in proper reporting of the injury or 
illness while maintaining a positive and constant flow of 
communication with the affected employee.  They will also assist in 
arranging transitional work, if possible, given the nature of the illness 
or injury and the physical and mental abilities of the affected employee 
to continue performance of that same or similar job classification 
including, but not limited to, physical requirements, training, 
experience and safety.  Finally, management will work with the 
workers’ compensation insurance carrier to assist with the assessment 
of the employee's ability to return to work.  Together they will actively 
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encourage the treating physician to release the injured worker to work 
as soon as possible, consistent with the health of the employee. 

4.7.5. By this joint effort, the District will help the injured or ill worker 
recover at a more rapid rate, gain production for wages paid, minimize 
the employees' wage loss, and reduce workers' compensation costs. 

4.8. BOOT ALLOWANCE 
In the first pay period of each fiscal year, all field employees will be paid $ 
500.00 for a boot allowance.  Field employees are to acquire appropriate work 
boots, to be worn while working in the field. This provision does not affect 
safety equipment or uniforms which will be provided by a uniform service to 
employees and which remains the property of the District. For purposes of 
this section 4.8, a “field employee” shall mean any employee classified as a 
“Field Employee” in their job descriptions set forth in Appendix A of this 
Memorandum of Understanding or who perform actual work equivalent to 
such an employee for 1% or more of actual hours worked in any fiscal year.  

4.9. WORKERS’ COMPENSATION INSURANCE 

4.9.1. If an employee is injured on the job, under the Workers’ Compensation 
Law, that employee will receive medical treatment for all injuries, and 
will receive compensation for any period or disability in excess of three 
days, unless the disability lasts more than 21 days, in which case 
compensation would be paid from the first day of disability.  The 
amount of weekly indemnity is designated by law and governed by 
the employee’s earnings.  The District pays the entire cost of Workers’ 
Compensation insurance. 

4.9.2. All work related accidents and injuries, no matter how minor, are to be 
reported immediately to the injured employee’s immediate supervisor 
and/or the General Manager.  The General Manager has available the 
proper forms for making such reports.   

4.9.3. The prompt and accurate reporting of any and all workplace accidents 
is mandatory.  Failure to report an accident or injury may jeopardize 
the employee’s treatment and insurance coverage. 

4.10. TRAVEL EXPENSES AND TRAVEL TIME 

4.10.1. Employees shall be reimbursed for out-of-pocket expenses incurred 
while on specifically authorized District business.  Employees must 
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have their supervisor’s written authorization (requisition/purchase 
order, etc.) prior to incurring an expense on behalf of the District.   

4.10.2. To be reimbursed for all authorized expenses, employees must submit 
an expense report/voucher accompanied by receipts consistent with 
the District’s Travel and Subsistence Policy, or if not set forth therein 
then each week, as authorized reimbursable expenses are incurred.  

4.10.3. This section 4.10 and the District’s Travel and Subsistence Policy also 
applies when using a District issued Credit Card or other expenses 
advanced or paid for by the District. 

4.10.4. This section 4.10 shall be applied in all cases consistent with the 
District’s Travel and Subsistence Policy and interpreted to maximize 
consistency between this Memorandum of Understanding and the 
terms of the Quartz Hill Water District Travel and Subsistence Policy.  

4.11. MILEAGE REIMBURSEMENT  

4.11.1. Mileage reimbursement for employees using their personal 
automobiles for District business shall be deemed to include all costs, 
including gas, oil, tires, insurance, maintenance, and depreciation and 
shall be at the current IRS published rate.   

4.11.2. All mileage reimbursements shall be consistent with the District’s 
Travel and Subsistence Policy 

4.12. INTEREST FREE COMPUTER LOANS 

4.12.1. The District has established a program providing interest-free 
computer loans to District employees and Directors for the purchase of 
computers and related equipment and software.  The program is 
intended to increase computer literacy, which can be mutually 
beneficial to employees and the District.. 

4.12.2. Loans for the value of the purchase of computers and related 
equipment and software can be made up to a maximum of $2,500.00.  
Repayment will be made through regular payroll deductions with 
minimum payments of $25.00, and in all events any loan must be fully 
repaid within two years or the remaining term of office in the case of 
Directors with less than two years remaining in their term.  The 
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borrower will be required to sign an authorization for payroll 
deduction and a promissory note before receiving funds.   

4.12.3. Upon appropriate request, the General Manager may authorize 
advancing of the loan to allow the employee to purchase the computer 
equipment and software, provided that appropriate documentation of 
the purchase is subsequently provided, and provided that the 
employee does not retain any portion of the loan proceeds. 

 

4.13. TUITION REIMBURSEMENT 

4.13.1. The District has established an educational reimbursement program to 
provide employees with the opportunity to enhance their professional 
development, improve their knowledge and skills, and to earn 
undergraduate and advanced degrees that are related to their field of 
work by participating in courses offered by educational institutions. 

4.13.2. To obtain reimbursement of educational expenses, the employee shall 
submit a written request for reimbursement.  Such request shall 
include a brief explanation of why a particular course is job-related.  
Based upon that submittal, the General Manager may approve the 
course for reimbursement.   

4.13.2.1. Employees will be entitled to reimbursement of actual expenses 
incurred in pursuing courses related to their employment, up to 
a maximum of $3,000.00 per calendar year. The term “courses 
related to their employment” shall include courses required by 
the educational institution as part of a degree program related 
to the employee’s work duties.   

4.13.2.2. Classes must not interfere with an employee’s normal work 
schedule.   

4.13.2.3. No more than two classes may be taken per semester without 
prior written approval.   

4.13.2.4. Expenses associated with courses necessary for maintaining a 
license or certification required by the District as a condition of 
the employee’s continued employment are the responsibility of 
the District and are not subject to this policy. 
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4.13.3. Employees will be reimbursed for the actual cost of tuition, fees, books, 
course-related supplies and materials, parking and mileage.  
Employees eligible for reimbursement from any other source (e.g., a 
government-sponsored program or scholarship) will be reimbursed 
only for the difference between the actual educational expense and 
amounts received from such other sources.  

4.13.4. In order to qualify for reimbursement, the employee must complete 
the course and obtain a grade of “B” or better or a grade of 
“Satisfactory.”   

4.13.5. Books paid for by the District become the property of the District and 
shall be turned into the employee’s supervisor upon completion of the 
course or course of study. 

4.13.6. Upon written application, the Personnel Committee of the Board of 
Directors may consider advancing the necessary funds for expenses 
that are reimbursable under this policy.  Such determinations will be 
made on a case-by-case basis, and will be based upon issues such as 
the amount of the expense involved and the financial hardship 
advancing such expense places upon the affected employee. 

4.13.7. Employees who voluntarily leave the employ of the District within one 
year of receiving reimbursement under this program must reimburse 
the District for any payments received under this program within the 
year prior to their departure.   

4.13.8. Employees seeking reimbursement under this policy hereby authorize 
a deduction from their final paycheck to effectuate this provision of the 
policy. 

4.14. PAYMENT FOR LICENSES  

4.14.1. The District shall reimburse employees for licenses or certification fees 
including renewals that are required by the District or the state for the 
performance of the employee’s job duties, with the exception of Class 
C driver’s licenses. 

4.14.2. The District shall also reimburse employees for licenses or certification 
fees including renewals that the General Manager or Department Head 
deems necessary for succession planning or career development. 
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4.15. TOOLS:  All required tools shall be provided by the District. 

4.16. LONG TERM DISABILITY INSURANCE: The District shall continue to 
provide for the AFLAC insurance program at the employees own expense.  

4.17. DEPENDENT DAY CARE:  The District shall offer as an additional employee 
benefit a Dependent Care Flexible Spending Account. 

4.18. CELL PHONE ALLOWANCE: In the first pay period of each month, all field 
employees will be paid $50.00 for a cell phone allowance.  Field employees 
are to maintain a working cell phone to be used for District business while 
working in the field. Employees are expected to have their cell phone on their 
person during business hours and in emergency situations. For purposes of 
this section 4.8, a “field employee” shall mean any employee classified as a 
“Field Employee” in their job descriptions set forth in Appendix A of this 
Memorandum of Understanding or who perform actual work equivalent to 
such an employee for 1% or more of actual hours worked in any fiscal year. 

4.19. BILINGUAL PAY: To enhance the District's ability to provide service to non-
English speaking customers the District shall provide additional pay to 
employees for the performance of bilingual skills. Eligibility for such pay will 
be determined by the General Manager based upon an assessment test and 
the need for bilingual services in the employee’s position. Qualifying 
employees will be paid $100.00 in the first pay period of each month. 
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5. WORKING CONDITIONS 

5.1. WORK SCHEDULES 

5.1.1. The work week shall consist of one of the mentioned work schedules 
outlined in section 5.1.4 as determined by the District and made 
known to the employee. 

5.1.2. There shall be an unpaid meal period of up to one (1) hour, as 
determined by the District.  The employee’s preference shall be taken 
into account when the meal period is scheduled. 

5.1.3. If possible, there shall be two rest periods of approximately ten (10) 
minutes each. If taken, each rest period shall be scheduled 
approximately mid-way between each half of the employee’s workday.  
Rest periods shall not be used to lengthen a meal period or shorten a 
work day or work week. 

5.1.4. The following are authorized work schedules: 

5.1.4.1. Five-eights (5-8):  A five-eight work schedule shall consist of 
five (5) consecutive eight hour days.  The work week for 
employees on the five-eights work schedule commences at 12:00 
a.m. Sunday and ends at 11:59 p.m.  Saturday. 

5.1.4.2. Four-ten (4-10):  A four day work schedule shall consist of four 
(4) consecutive ten hour days.  The work week for employees on 
the four day work schedule commences on Sunday at 12:00 a.m.  
and ends Saturday at 11:59 p.m. 

5.1.4.3. Forty-four, thirty-six (44/36):  The forty-four, thirty-six (44/36) 
work schedule shall consist of four consecutive nine hour days 
with the fifth consecutive day as an eight hour day or a regular 
day off.  The eight hour day and the regular day off shall 
alternate from week to week.  The work week for employees on 
the forty-four, thirty-six shall commence at the middle of the 
eight hour day and end at the middle of the regular day off. 

5.1.5. During the term of this MOU no permanent work schedule shall be 
implemented without mutual agreement of the parties. 

5.2. EMPLOYEE SELECTION AND CLASSIFICATION  
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5.2.1. Decisions on employment are to be based upon an individual’s 
qualifications for the position being filled as described below.  

5.2.2. Job Bidding Procedures 

5.2.2.1. District employees shall be given first consideration for filling 
all positions as provided in this MOU. 

5.2.2.2. Posting is required if: 

5.2.2.2.1. The position is a classification listed in Appendix “C”; or 

5.2.2.2.2. It is a new position. 

5.2.2.3. The position will be posted at all District offices for bidding by 
interested employees.  Postings include: The title and salary 
range for the position, a brief description of the duties, the 
minimum requirements, special requirements, the locations and 
work unit of the position, and the deadline for filling the 
application.  Posting time will normally be ten working days.  
Posting may be withdrawn only with the approval of the 
General Manager. 

5.2.2.4. Applications will be available at the District office.  Employees 
shall complete the application stating how they meet the 
minimum and special requirements for the position and 
forward it to the District. If an interview is scheduled, 
supervisors will be appraised in order to arrange for release 
time. 

5.2.2.5. If an employee is on leave during the entire period of posting, 
he may bid on that posting after the closing date and until such 
time that the first interview begins or selection is made.  If an 
employee bids on a job posting and then goes on leave, it shall 
be the responsibility of the employee to stay informed about the 
bidding process and to be available if a test or interview is 
conducted or waive any right to be considered. 

5.2.2.6. A selection may be made from available qualified candidates 
after the closing date as determined by the General Manager. 
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5.2.2.7. When an applicant has been selected to fill a posted position, 
the District will post a notice regarding the name of the 
successful bidder. 

5.2.2.8. Successful bidders should be assigned to the posted position no 
later than 45 calendar days after acceptance. 

5.2.3. Selection of Employees 

5.2.3.1. Equal Employment Opportunity.  The District provides equal 
employment opportunity for everyone regardless of age, 
gender, color, race, ancestry, national origin, religion, actual or 
perceived sexual orientation, marital status, political belief, or 
disability that does not prohibit performance of essential job 
functions.  This is reflected in the entire District’s practices and 
policies regarding hiring, training, promotions, transfers, rates 
of pay, layoff, and other forms of compensation.  

5.2.3.2. Examinations.  Candidates for positions may be asked to 
perform and/or submit to written, oral or performance 
examinations.  As set forth in the District’s substance abuse 
policy, all pre-employment physical examinations shall include 
testing for drugs and alcohol.  All applicants for employment 
may be required to undergo physical and/or medical 
examinations. 

5.2.3.3. Pre-Employment Investigation.  As part of the selection process, 
the District may conduct investigations of candidates including, 
but not limited to, reference checks, general background checks, 
and employment checks, as well as evaluations of experience, 
personal traits, and character.  The District will also obtain 
information from the Department of Motor Vehicles regarding 
the applicant’s driving record. 

5.2.3.4. Orientation.  When the employee report for his or her first day 
of work, the General Manager or the employee’s supervisor will 
introduce the employee to co-workers and will explain the 
employee’s job. The District will provide all on-the-job training 
necessary for the new employee to perform in the position. 
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5.2.3.5. Eligibility to Work in United States.  As a prerequisite to being 
hired by the District, each potential employee is required to 
present the District with information establishing the 
employee's identity as well as the employee's eligibility to work 
in the United States in accordance with all applicable laws and 
to complete a Federal I-9 form. 

5.2.3.6. Employment of Relatives.  The District will not consider the 
employment of relatives of existing employees.  For purposes of 
this policy, "relative" is defined as a spouse, child, parent, 
sibling, grandparent, grandchild, or corresponding in-law or 
"step" relation.  Should two present employees marry or 
otherwise become related, as defined above, neither will be 
permitted to work within the "chain of command" of the other, 
such that one’s relative's work responsibilities, salary, or career 
progress could be influenced by the other relative.  This policy 
applies to all categories and classifications of full time 
employment at the District.   

5.2.4. Promotion.  Qualified employees may be promoted (without job 
bidding) into a position in a higher salary range within their job family 
and shall receive a salary adjustment of at least one rate step in the 
new salary range above his current salary.  Upon promotion, the 
employee shall maintain eligibility for salary adjustment in accordance 
with the procedures set forth in this MOU.  Employees may opt to 
return to their previous position within 30 days by notifying the 
General Manager in writing. 

5.2.5. Authorized Positions 

5.2.5.1. The authorized classifications and positions are as listed in 
Appendix “C”. 

5.2.5.2. Copies of the current job descriptions for the District are 
attached hereto as Appendix “A.”  Any proposed changes to 
classifications or salaries are subject to mutual agreement. 

5.2.6. Regular employees who have successfully completed the probationary 
period are employed to normally work one of the mentioned work 
schedules outlined in section 5.1.4 as determined by the District and 
made known to the employee. 
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5.2.7. Employees who have served the required probationary period 
satisfactorily and are employed to normally work less than 35 hours 
per week in an established position on a year-around basis are part-
time employees.  

5.2.8. Probationary Employees 

5.2.8.1. All District employees will be considered probationary 
employees from their date of hire until the close of business on 
the last day of the pay period during which they complete one 
thousand forty (1,040) hours of straight time hours worked with 
the District.  The probationary period is a period of provisional 
employment during which the employee’s supervisors will 
have the opportunity to observe and appraise the abilities, 
performance, attitude, conduct, and qualifications of the 
probationary employee for the given position. 

5.2.8.2. Because the probationary period is considered an extension of 
the selection process, a probationary employee may be 
dismissed without right of hearing or appeal, except that such 
dismissal shall not be based on unlawful discrimination. 

5.2.8.3. At or near the midpoint of the probationary period, the 
employee and the employee’s supervisor shall meet to discuss 
the employee’s performance.  Then at the end of the 
probationary period, there shall be a written report of 
probationary performance which will document whether the 
probationer is to become a regular employee.   

5.3. PART TIME AND TEMPORARY EMPLOYEES NOT COVERED 
Part time and temporary employees of the District will not be considered or 
classified as “regular Employees” and will not be covered by this MOU.  

5.4. CONTRACTING OUT/SUBCONTRACTING 

5.4.1. The District shall not contract for work currently or historically 
performed by classifications represented by AFSCME Local 1902.  The 
District will only contract for work that is of a specialized and unique 
nature. 
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5.5. LAYOFF 

5.5.1. Definitions.  These definitions shall apply to this section 5.5. 

5.5.1.1. Displacement - shall mean the replacement by one employee of 
another employee. 

5.5.1.2. Layoff - shall mean terminating an employee for non-
disciplinary reasons. 

5.5.1.3. Recall - shall mean the notification of an employee who was laid 
off of potential reinstatement. 

5.5.1.4. Reinstatement - shall mean the reemployment of an employee 
who was laid off. 

5.5.1.5. Surplus - shall mean a position or skill not needed by the 
District, as determined by management. 

5.5.2. Reason for Layoff 

5.5.2.1. A layoff may be initiated with the approval of the General 
Manager, when necessary for reasons of economy or lack of 
work. 

5.5.3. Order of Layoff 

5.5.3.1. Prior to a layoff, the General Manager will determine the total 
length of service by last date of hire of each employee and their 
performance evaluation ratings.  A composite listing of all 
employees will be prepared, listing their length of service and 
evaluation ratings.   

5.5.3.2. The information developed pursuant to Paragraph 1 above will 
be used to develop a list of each employee’s layoff ranking.  The 
layoff ranking shall be calculated by computing three (3) points 
for each year of service for no more than seven (7) years, three (3) 
points for each evaluation rating of “Excellent”, and one (1) point 
for each evaluation rating of “Acceptable”.  The evaluation rating 
shall be assumed to be “Acceptable” for each year an evaluation 
has been unrecorded. 
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5.5.3.3. In the event two or more employees have the same layoff 
ranking, the employee with the greater length of service shall 
receive the higher ranking.  If a tie still exists, the employee with 
the earlier birth date shall receive the higher ranking.   

5.5.3.4. The lists will be shared with AFSCME Local 1902. 

5.5.3.5. The General Manager will determine the organizational unit and 
position(s) to be affected by a layoff and/or the skill(s) 
determined to be surplus. 

5.5.3.6. Using the information developed by the General Manager, each 
organizational unit affected by the layoff will develop a ranking 
list which will show the layoff ranking of employees within the 
organizational unit.  The organizational unit manager will 
identify and separate the names of employees by position and/or 
skill groups. 

5.5.3.7. In case there are two or more employees in the position from 
which layoff is to be made, such employees shall be laid off on 
the basis of lowest layoff ranking first, except employees whose 
current performance evaluations are below 60% ratings which 
have been on record in their personnel folder for at least 30 days 
shall be laid off first regardless of their layoff ranking. 

5.5.3.8. The results of sections 5.5.3.4 through 5.5.3.7 above shall be sent 
in writing to AFSCME Local 1902. 

5.5.4. The Notice of Layoff shall include: 

5.5.4.1. A statement that the employee’s job is surplus or he is being laid 
off due to the exercise of displacement rights of another 
employee. 

5.5.4.2. The effective date of the layoff; 

5.5.4.3. The length of service and performance ratings of the employee; 

5.5.4.4. A copy of the employee’s displacement and reinstatement 
rights. 

5.5.4.5. A copy of the employee’s severance rights, if any. 
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5.5.5. Displacement 

5.5.5.1. Displacement will be permitted provided the displacing 
employee has demonstrated, on the job within the last five (5) 
years, that he has the skills required for that position. 

5.5.5.2. A request for displacement must be made in writing to the 
General Manager within five (5) working days following 
delivery of the Notice of Layoff. 

5.5.5.3. Employees to be laid off due to the exercise of displacement 
rights by an employee with a higher layoff ranking shall be 
given a Notice of Layoff.  Employees so notified will have all 
rights to which employees who have received Notice of Layoff 
are entitled. 

5.5.6. Reinstatement 

5.5.6.1. Employees who are laid off and desire to be reinstated at a later 
date must request reinstatement in writing to the General 
Manager within 2 weeks of the effective date of the layoff.  
Priority will be given to the reemployment of each laid-off 
employee. 

5.5.6.2. The General Manager will maintain a list of the names of laid-
off employees who have requested reinstatement. 

5.5.6.3. Those employees on the reinstatement list shall be recalled only 
for positions which the General Manager determines they have 
demonstrated, on the job within the last five (5) years, that they 
have the skills required for that position, and that they meet the 
minimum requirements as stated in the job description.  Subject 
to the qualification criteria listed above, recall of employees 
from the reinstatement list will be made in reverse order of 
layoff. 

5.5.6.4. Each employee on the reinstatement list will be responsible for 
keeping the District advised of his current home address and 
upon notification of reinstatement will be required to respond 
in person or in writing within six (6) working days following 
the notification of recall.  Recalled employees will be required to 
report for work within fifteen (15) calendar days following the 
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date of notification.  Failure to comply with these requirements 
will result in the employee’s name being removed from the 
reinstatement list. 

5.5.6.5. The name of a laid off employee will be removed from the 
reinstatement list eighteen (18) months following the effective 
date of the layoff. 

5.6. HEALTH AND SAFETY  

5.6.1. The District shall provide a safe and healthful workplace for all 
employees by complying with all state and federal laws concerning 
health and safety. 

5.6.2. Employees and AFSCME Local 1902 may exercise all their legal rights 
to secure a safe and healthy workplace without any reprisals. 

5.6.3. Employees shall comply with all state and federal laws concerning 
safety and health. 

5.6.4. It is the duty of all employees in the course of performing their 
regularly assigned duties to be alert to unsafe practices, equipment 
and conditions and to report any such unsafe practices, equipment and 
conditions to their immediate supervisor and the General Manager.  
The employee has the right to submit the matter in writing personally 
or through the local AFSCME Local 1902 President or his designee.  
The immediate supervisor and/or the District’s manager of workplace 
health and safety will submit a written response to the employee.  On 
any matter not addressed by the immediate supervisor or the District’s 
manager of workplace health and safety within a reasonable period of 
time, the AFSCME Local 1902 President or his designee may confer 
with the General Manager. 

5.6.5. AFSCME Local 1902 shall appoint one representative to be a member 
of the Management Safety Committee. 

5.7. NO SMOKING POLICY 
Smoking is prohibited in any District building or District vehicle.  Smokers 
will be accommodated by designating smoking areas outside away from 
building entrances and air intakes. 
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5.8. DRUG-FREE WORKPLACE 
The District shall adhere to the Substance Abuse Policy as contained in 
Appendix “B.” 

5.9. PERSONNEL FILE 

5.9.1. An employee, or an employee’s representative with the written 
consent of the employee may inspect the employee’s personnel file.  
No derogatory information shall be placed into the personnel file 
unless a copy has been provided to the employee and they have been 
given an opportunity to respond. 

5.9.2. Employee personnel files and the information therein shall be held in 
strict confidence by the District and shall be subject to inspection only 
by officials of the District acting on official District business or 
otherwise as required by law. 

5.9.3. At the request of an employee, all disciplinary documents in the 
employee’s personnel file shall be removed after three years unless 
there has been further discipline regarding the work behavior that led 
to the discipline.  This provision shall not apply to performance 
evaluations. 

5.10. NON-EXEMPT EMPLOYEES 

5.10.1. All employees shall be on hourly non-exempt status for the purposes 
of the Fair Labor Standards Act (FLSA).   

5.10.2. Changes to FLSA status shall be made by mutual agreement by the 
parties. 

5.11. NON-DISCRIMINATION 
There shall be no discrimination on the part of either the District or AFSCME 
Local 1902 towards any employee on any of the basis forbidden by any state 
or federal law applicable to the District which prohibits discrimination 
against any individual or group of individuals. 

5.12. PRODUCTIVITY  

5.12.1. Both parties recognize that it is to their mutual interest and to the best 
interest of the community to continually strive to improve the quality, 
economy and efficiency of the District’s work effort and work product. 
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5.12.2. AFSCME Local 1902 and its membership will initiate improvements 
whenever possible, and encourage other District employees to do 
likewise. 
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6. GRIEVANCE AND APPEAL PROCEDURE 

6.1. RIGHT TO UNION REPRESENTATIVE  

6.1.1. If an employee reasonably believes that a meeting with his supervisor 
may result in disciplinary action against him, he may request the 
attendance of an AFSCME Local 1902 or any other representative in 
the meeting.  If the AFSCME Local 1902 representative is not available 
at the time of the meeting, the supervisor will arrange an alternative 
meeting as soon as possible, but at least within 5 working days. 

6.1.2. Only one AFSCME Local 1902 representative shall be authorized to use 
District time to represent an employee as provided in this Section. 

6.2. GRIEVANCE REPRESENTATIVE 

6.2.1. Grievance Assistance 

6.2.1.1. A grievant may, at any step of the grievance procedure, be 
assisted in the preparation and presentation of his grievance by 
a representative selected by him.  

6.2.1.2. If the grievant elects to be represented, the District may 
designate a management representative to be present at the 
grievance meeting. 

6.2.2. AFSCME Local 1902 shall provide the District with a written list of 
employees who have been selected as grievance representatives.  

6.2.3. Release Time 

6.2.3.1. Only one elected Group representative shall be authorized to 
use District time to prepare any single grievance.       

6.2.3.2. The grievant and the authorized grievance representative shall 
receive reasonable release time to prepare a written grievance 
and/or to attend a grievance meeting. 

6.2.3.3. A grievance representative desiring to leave his work site to 
process a grievance shall first obtain permission from his 
immediate supervisor.  Release from work shall be as soon as 
practical. 
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6.2.3.4. A grievance representative desiring to enter the work site of a 
grievant to process a grievance shall first obtain the permission 
of the grievant’s immediate supervisor.   

6.3. GRIEVANCE PROCEDURE 

6.3.1. Definitions.  These definitions shall apply to this section 6.3. 

6.3.1.1. Grievant - shall mean an employee, a group of employees, or 
AFSCME Local 1902.  Alleged grievances which affect more 
than one employee in a substantially similar manner normally 
will be consolidated. 

6.3.1.2. Grievance - shall mean an alleged misapplication of a specific 
provision of: 

6.3.1.2.1. This MOU, which alleged misapplication adversely affects 
the grievant, or 

6.3.1.2.2. The Employee Manual, which alleged misapplication 
adversely affects the grievant, or  

6.3.1.2.3. Other rules or regulations governing personnel practices and 
other terms and conditions of employment within the scope 
of negotiations, which alleged misapplication adversely 
affects the grievant.   

6.3.1.3. Written grievance - shall mean a grievance as defined above, 
which has been reduced to writing.   A written grievance must 
include all of the following: 

6.3.1.3.1. The employee’s name. 

6.3.1.3.2. The employee’s classification. 

6.3.1.3.3. The employee’s immediate supervisor’s name. 

6.3.1.3.4. The employee’s and representative’s name, if any.   

6.3.1.3.5. The specific section of the provision alleged to have been 
misapplied,  
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6.3.1.3.6. A clear and concise description of the alleged grievance with 
the circumstances supporting the employee’s allegation. 

6.3.1.3.7. The specific remedy requested to resolve the grievance. 

6.3.1.4. Day - shall mean any day in which the Headquarters of the 
District is open for business. 

6.3.2. Waivers and Time Limits 

6.3.2.1. Failure by management to reply to the grievance within the 
time limits specified in this Section automatically grants the 
grievant the right to process the grievance to the next level 
within the time limits defined in the next level. 

6.3.2.2. Any level of review or any time limits established in this Section 
may be waived or extended by mutual agreement confirmed in 
writing. 

6.3.2.3. If a grievant fails to appeal from one level to the next level 
within the time limits established in this grievance procedure, 
the grievance shall be considered settled on the basis of the last 
response by management and the grievance shall not be subject 
to further appeal. 

6.3.3. General Provisions 

6.3.3.1. The grievant shall be bound by the statement of the grievance as 
originally defined.  Non-related issues shall not be considered 
on appeal. 

6.3.3.2. If the grievant is not represented by AFSCME Local 1902, 
AFSCME Local 1902 shall be notified of a settlement proposed 
at any formal level of the procedure which settlement is 
acceptable to both the grievant and the District prior to the 
settlement being finalized.  The purpose of this step is to allow 
AFSCME Local 1902 to state its position for the record.  If 
AFSCME Local 1902 does not provide a written response within 
seven (7) days after notification, such opportunity to respond 
shall be considered waived, and the proposed settlement shall 
be implemented and the matter closed.  If a timely response is 
made, the District’s representative shall give full consideration 
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to AFSCME Local 1902’s position prior to settlement of the 
grievance. 

6.3.4. Informal Complaint 

6.3.4.1. Before filing a written grievance, the employee shall attempt to 
resolve the problem in meeting with his immediate supervisor. 

6.3.4.2. The employee shall meet with his supervisor within twenty-one 
(21) days from the event giving rise to the grievance or from the 
date the grievant could reasonably have been expected to have 
had knowledge of such event.  The immediate supervisor shall 
give an oral response to the employee within five (5) days of the 
date the issue was raised by the employee. 

6.3.5. Formal Grievance 

6.3.5.1. Level I 

6.3.5.1.1. If the grievant is not satisfied with the resolution proposed 
at the informal level, he may, within thirty (30) days from 
the event giving rise to the grievance or from the date the 
grievant could reasonably have been expected to have had 
knowledge of such event, file a written grievance with his 
Supervisor on the District’s grievance form. 

6.3.5.1.2. The Supervisor, within ten (10) days of receipt of the 
grievance, meet with the grievant and give a written 
response to the grievant on the original grievance form.   

6.3.5.2. Level II 

6.3.5.2.1. If the grievant is not satisfied with the written response of 
the Supervisor, the grievant may, within five (5) days from 
receipt of such response, file a grievance with the General 
Manager on the original grievance form. 

6.3.5.2.2. Within five (5) days of receipt of the written appeal the 
General Manager shall meet with the grievant and shall 
investigate the grievance, including meeting with the 
supervisor, and give a written response to the grievant on 
the original form. 
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6.3.5.2.3. Grievances concerning subjects listed in Section 6.7 – Appeal 
Procedure, are appealable to that procedure.  For all other 
grievances, the decision of the General Manager is final. 

6.4. Grounds for Discipline 

6.4.1. Progressive Discipline.  The District shall follow the principles of 
progressive discipline as contained in this Section.  As a result, 
employees are no longer considered “at-will.” 

6.4.2. Disciplinary Actions.  Disciplinary actions should be designed to fit the 
nature of the problem and may include warning, demotion, 
suspension, or discharge.  The particular action imposed shall depend 
on the severity of the misconduct and the particular factual 
circumstances involved.  Misconduct includes but is not limited to: 

6.4.2.1. Absence without approved leave. 

6.4.2.2. Excessive absence or tardiness. 

6.4.2.3. Actions contrary to District policies, practices, rules, or 
regulations.  

6.4.2.4. Inefficiency or incompetence. 

6.4.2.5. Willful disobedience, insubordination, or actions contrary to 
specific directions given by a supervisor. 

6.4.2.6. Dishonesty or other acts of moral turpitude. 

6.4.2.7. Intoxication while on duty.  

6.4.2.8. Reporting for work or, while on duty, being impaired by or 
under the influence of unlawful drugs or other controlled 
substances. 

6.4.2.9. Unprofessional, disorderly, or illegal conduct while on duty, in 
a District uniform, or using a District vehicle. 

6.4.2.10. Conviction of a felony if it affects the employee’s ability to 
perform job duties. 

6.4.2.11. Neglect of duty. 
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6.4.2.12. Possession of dangerous weapons, firearms or explosives while 
on duty, on District property, or in District vehicles. 

6.4.2.13. Failure to follow safe working practices.  

6.4.2.14. Failure to promptly report a work-related injury of any 
magnitude whatsoever. 

6.4.2.15. Harassing, threatening, or attacking another employee while on 
duty. 

6.4.2.16. Falsification of District records. 

6.4.2.17. Moving traffic violations in the use of a District vehicle, the loss 
of insurability, or the loss of a driver’s license if it affects his 
ability to perform job duties. 

6.4.2.18. Causing damage to, or the theft, misuse, or abuse of District 
property. 

6.4.3. Oral Warning 

6.4.3.1. An oral warning consists of a discussion between an employee 
(who may be represented) and his supervisor or other manager 
concerning performance problems or minor instances of 
misconduct and may be initiated at any time.   

6.4.3.2. During this discussion, the supervisor or manager will review 
with the employee both the specific deficiencies in question and 
District standards.  The cause(s) of the deficiency will be 
identified along with specific improvement needed.  The 
employee will be advised of the action that will be taken should 
he fail to achieve the improvement outlined within the time 
period specified at the session.   

6.4.3.3. The substance of an oral warning will be reduced to writing, 
placed in the supervisory file, and a copy will be given to the 
employee. 

6.4.4. Written Warning   

6.4.4.1. A written warning generally is appropriate to correct instances 
of more serious employee misconduct which do not warrant 
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suspension or discharge, repeated instances of minor 
misconduct or identified performance problems.  The purpose 
of a written warning is to put the employee on notice that the 
District will take other disciplinary action against him unless 
immediate, real, and consistent improvement in performance is 
demonstrated.   

6.4.4.2. Any decision to issue a written warning will be reviewed by the 
General Manager.   

6.4.4.3. The supervisor or manager issuing the written warning shall 
meet with the employee to discuss specific improvements 
required, over a reasonable time period to be determined by the 
General Manager in light of all relevant facts, to avoid further 
disciplinary action.   

6.4.4.4. A copy of the record will be given or sent to the employee and 
he may make a written response on the record within ten (10) 
days.   

6.4.4.5. The employee will be requested to sign the record to signify 
receipt of the written warning.  If the employee refuses or fails 
to sign indicating receipt, the supervisor shall sign to affirm that 
the employee was presented with the written warning. 

6.4.4.6. The written warning will be placed in the employee’s official 
personnel file.  The employee’s response will be placed in the 
file if received within ten (10) days of presentation of the 
warning. 

6.4.5. Suspension.  Suspension is the temporary removal of an employee 
from his duties without pay for up to thirty (30) calendar days. 

6.4.6. Demotion.  Demotion is the movement of an employee from his 
current classification to a new classification having a lower salary 
grade 

6.5. PRE-DISCIPLINARY PROCEDURE 
If a regular employee is to be suspended for forty hours or more, demoted, or 
discharged, he shall: 
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6.5.1. Receive written notice of the intended action at least 14 days before the 
date it is intended to become effective, stating the specific grounds and 
the particular facts upon which the action is based; 

6.5.2. Receive copies of any known materials, reports or other documents 
upon which the intended action is based; 

6.5.3. Be accorded the right to respond in writing within a reasonable period 
of time to the intended charges; 

6.5.4. Be accorded the right to meet within a reasonable period of time with 
the General Manager or designee who has the authority to recommend 
modification or elimination of the intended disciplinary action; and 

6.5.5. Be given the written decision of the General Manager or designee prior 
to the effective date of the disciplinary action. 

6.6. RELEASE OF PROBATIONARY EMPLOYEES 

6.6.1. Employees shall serve a probationary period of six months.  Prior to 
being released from employment, a probationary employee shall: 

6.6.1.1. Receive a Notice of Release from their Probationary Position 
stating the basis for the decision; 

6.6.1.2. Be accorded the right to respond in writing during a reasonable 
period of time to the release from his probationary position; or 
to meet within a reasonable period of time with General 
Manager or his designee who has the authority to recommend 
modification or elimination of the release from his probationary 
position. 

6.6.1.3. Be given the General Manager’s (or designee’s) written decision 
within a reasonable period of time. 

6.7. APPEAL PROCEDURE  

6.7.1. Eligibility to Appeal 

6.7.1.1. The following subjects may be appealed by regular, non-
probationary employees pursuant to this Section if they have 
first met the requirements of Section 6.3  – Grievance Procedure 
or Section 6.5 – Pre-Disciplinary Procedure: 
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6.7.1.1.1. Suspensions of forty (40) hours or more. 

6.7.1.1.2. Demotions. 

6.7.1.1.3. Discharges. 

6.7.1.1.4. Alleged misapplication of a specific provision of this MOU, 

6.7.1.1.5. Alleged misapplication of other written rules or regulations 
governing personnel practices. 

6.7.1.2. The following subjects may be appealed by any employee 
covered by this MOU pursuant to this Section if they have first 
met the requirements of Section 6.3  – Grievance Procedure or 
Section 6.5 – Pre-Disciplinary Procedure: 

6.7.1.2.1. Alleged misapplication of a specific provision of this MOU, 

6.7.1.2.2. Alleged misapplication of other written rules or regulations 
governing personnel practices. 

6.7.2. Hearing of a grievance by the Arbitrator will be limited to the written 
grievance as originally filed by the employee to the extent that said 
grievance has not been satisfactorily resolved.   

6.7.3. Arbitration Procedure 

6.7.3.1. A written request for arbitration must be filed by either the 
employee or AFSCME Local 1902 with the General Manager 
within fifteen (15) days of: 

6.7.3.1.1. The date of the notice of disciplinary action; or,  

6.7.3.1.2. The last day a response was possible in Section 6.3.5.2 – 
Grievance Procedure (Level II). 

6.7.3.2. The parties may mutually agree upon the selection of the 
Arbitrator or shall jointly request a list of panel Arbitrators as 
determined in Section 6.7.5, below. 

6.7.3.3. Within five (5) days following receipt of the above referenced 
list the parties shall confer to select the Arbitrator.  The 
obligation to strike the first name shall be determined by lot, 
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and the parties shall alternately strike one name from the list 
until only one (1) name remains, and that person shall be the 
Arbitrator. 

6.7.3.4. Within ten (10) days after the selection of the Arbitrator, the 
hearing shall be scheduled. 

6.7.3.5. The Arbitrator shall, within thirty (30) days of the conclusion of 
the aforementioned hearing, render his decision, in writing, and 
shall direct copies to the General Manager or designee, the 
grievant and the grievant’s representative (if any). 

6.7.4. Hearing 

6.7.4.1. The fees and expenses of the Arbitrator shall be shared equally 
by the District and the appellant (either employee or AFSCME 
Local 1902), it being understood and agreed that all other 
expenses including, but not limited to, fees for non-District 
employee witnesses, transcripts, and similar costs incurred by 
the parties during such hearing, will be the responsibility of the 
individual party involved. 

6.7.4.2. The hearing may be public or private at the option of the 
grievant. 

6.7.4.3. The grievant may be represented by legal counsel. 

6.7.4.4. The hearing shall be informal and the rules of evidence 
prescribed for duly constituted courts shall not apply. 

6.7.4.5. Hearings shall be conducted in accordance with rules and 
procedures adopted or specified by the Arbitrator, unless the 
parties hereto mutually agree to other rules or procedures for 
the conduct of such hearings. 

6.7.5. Pool of Arbitrators.  Arbitrators may be selected from a list of names 
provided by the State Mediation and Conciliation Service. 

6.7.6. Decision 
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6.7.6.1. The decision of the Arbitrator shall not add to, subtract from, or 
otherwise modify the terms and conditions of this MOU and 
any portion of the decision purporting to do so shall be void. 

6.7.6.2. The decision of the Arbitrator may sustain or revoke the 
disciplinary action or second level grievance response and shall 
be final and binding on the parties. 
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7. AFSCME Local 1902 ACTIVITIES 

7.1. AFSCME Local 1902 BUSINESS 

7.1.1. This Section is intended to clarify the authority and responsibility of 
District supervisors in their relations with representatives of AFSCME 
Local 1902 and to define the extent to which members of AFSCME 
Local 1902 shall be excused from their normal work to participate in 
AFSCME Local 1902 affairs.  An employee engaged in AFSCME Local 
1902 activities during working hours will use only that amount of time 
needed to promptly and expeditiously complete their activities. 

7.1.2. Procedure: 

7.1.2.1. Union Meetings:  A maximum of twelve (12) monthly AFSCME 
Local 1902 group meetings shall be held on District time each 
year. AFSCME Local 1902 shall arrange the group meetings in 
advance with the appropriate District management, not less 
than one week prior to commencement of the meeting. Each 
employee shall be granted one hour per month of District time 
to attend each of the monthly group meetings which are 
authorized under this MOU.  

7.1.2.2. Meeting and Conferring:  Up to two representatives of AFSCME 
Local 1902 shall be allowed time off without loss of pay for the 
purpose of meeting and conferring with the Employee Relations 
Officer on the Memorandum of Understanding.  Employees will 
not be compensated in any manner for meeting and conferring 
time outside of their normal work hours. 

7.1.2.3. Grievances and disciplinary issues:  The representative of 
AFSCME Local 1902 shall be allowed time off without loss of 
pay for the purpose of investigating and representing 
employees as defined in this MOU.   

7.2. MAINTENANCE OF MEMBERSHIP  

7.2.1. Employees who are on payroll deduction for AFSCME Local 1902 
membership dues on the effective date of this MOU, and employees 
who begin payroll deduction for AFSCME Local 1902 dues during the 
Term of this MOU, shall continue such dues deduction except as 
provided below. 
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7.2.2. An employee who wants to discontinue such membership dues 
deduction may do so only during the month of November.  To 
discontinue dues deduction during this time period, the employee 
shall give written notification to both AFSCME Local 1902 and the 
District. 

7.2.3. AFSCME Local 1902 shall indemnify and save harmless the District, its 
officers, agents and employees from any and all claims, demands, 
damages, costs, expenses, or liability arising out of this Section. 

7.2.4. In any cases where any employee does not have sufficient funds to 
provide for payment of authorized dues, AFSCME Local 1902 shall be 
responsible for collection from the employee. 

7.2.5. AFSCME Local 1902 shall submit annual financial reports to the 
District and Unit employees to the extent required by Government 
Code Section 3502.5 or its amendments. 

7.3. EMPLOYEE LIST. 
Each six (6) months, the District will provide AFSCME Local 1902 with a 
listing, by employee name, classification, and home address, of each 
employee in the General Unit. 

7.4. BULLETIN BOARDS 
The District will provide reasonable bulletin board space for AFSCME Local 
1902’s use. 

7.5. MEMBERSHIP DUES DEDUCTION  

7.5.1. The District agrees to deduct all authorized initiation fees, periodic 
dues and special assessments from AFSCME Local 1902 members who 
have signed an approved AFSCME Local 1902 membership 
authorization card or cards. 

7.5.2. The District will promptly remit such fees, dues and assessments to 
AFSCME Local 1902, together with a list of effected employees. 

7.5.3. AFSCME Local 1902 shall indemnify and save harmless the District, its 
officers, agents and employees from any and all claims, demands, 
damages, costs, expenses, or liability arising out of this Section. 
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7.5.4. In any cases where any employee does not have sufficient funds to 
provide for payment of authorized dues, AFSCME Local 1902 shall be 
responsible for collection from the employee. 

7.6. AGENCY SHOP (FAIR SHARE SERVICE FEE)   

7.6.1. New employees, within 30 days of their hire date, must either become 
a member of AFSCME Local 1902 and pay dues pursuant to Section 7.5 
above or pay a monthly service fee equal to AFSCME Local 1902 dues, 
less non-chargeable costs as defined by statutory or case law. After 30 
days of their hire date, the District will automatically deduct from non-
members all service fees payable pursuant to this section. As per 
sections 1.1.3 and 5.3, part-time and temporary employees are not 
covered by this MOU and therefore not required to pay fees or dues 
pursuant to this section 7.6. 

7.6.2. Any employee who is a member of a bona fide religion, body, or sect 
which has historically held conscientious objections to joining or 
financially supporting employee organizations shall not be required to 
join or pay a service fee to AFSCME Local 1902. Such employee, 
however, shall be required to pay a monthly sum equal to the service 
fee to one of the charitable organizations listed below in Section 7.6.3.  
Such payment shall be in the same manner and the same time as 
provided above at Section 7.6.1. Such charitable contributions shall be 
made for the duration of employment or until the employee becomes 
an AFSCME Local 1902 member or pays the service fee. 

7.6.3. Charitable Organizations: 

7.6.3.1. Special Olympics 

7.6.3.2. City of Hope 

7.6.3.3. American Cancer Society 

7.6.4. The District will promptly remit such fees, dues and assessments to 
AFSCME Local 1902, together with a list of effected employees. 

7.6.5. In any cases where any employee does not have sufficient funds to 
provide for payment of service fees, AFSCME Local 1902 shall be 
responsible for collection from the employee. 
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8. PEACEFUL PERFORMANCE  

8.1. Essential Services 
The parties recognize and acknowledge that many of the services performed 
by the employees covered by this MOU are essential to the public health, 
safety and general welfare of the residents within the District service area. 

8.2. No Work Stoppages 
Consequently, AFSCME Local 1902 agrees that under no circumstances will it 
recommend, encourage, cause or permit its members to initiate, participate in, 
nor will any member of the bargaining unit take part in, any strike, sit-down, 
stay-in, slow-down or picketing (hereinafter collectively referred to as work-
stoppage), in any office, or facility of the District, nor to curtail any work or 
restrict any production, or interfere with any operation of the District. 

8.3. No Negotiation During Work Stoppage 
In the event of any such work-stoppage by any member of the unit, the 
District shall not be required to negotiate on the merits of any dispute which 
may have given rise to such work-stoppage, until said work-stoppage has 
ceased. 

8.4. Union To Disclaim Work Stoppage 
In the event of any such work-stoppage during the term of this MOU, 
whether by AFSCME Local 1902 or by any member of the bargaining unit, 
AFSCME Local 1902, by its officers, shall immediately declare in writing and 
publicize that such work-stoppage is contrary to the Agreement and 
unauthorized, and further direct its members in writing to cease the said 
conduct and to resume work.  Copies of such written notice shall be served 
upon the District. 

8.5. Safe Harbor To AFSCME Local 1902 
If in the event of a work-stoppage, AFSCME Local 1902 promptly and in good 
faith performs the obligations of this Section 8, and, providing AFSCME Local 
1902 has not otherwise authorized, permitted or encouraged such work-
stoppage, AFSCME Local 1902 shall not be liable for any damages caused by 
the violation of this Section. 

8.6. Discipline For Prohibited Work Stoppage 
However, the District shall have the right to discipline, including discharge, 
any employee who instigates, participates in, or gives leadership to, any 
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work-stoppage activity herein prohibited, and the District shall also have the 
right to seek full legal redress. 
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9. MERIT INCREASES 

9.1. POLICY 
Employee evaluation is a process of rating an employee’s work performance, 
based upon an objective and factual appraisal of his job knowledge, skills, 
initiative, productivity, work habits, human relations and communication 
skills.  This process is not just an annual preparation of a formal report, but is 
a continuous process of training, assigning, observing, and evaluating 
employees towards obtaining the District’s and the employee’s goals. 

9.2. DEFINITION 
A merit increase is a salary increase of one or more steps within the salary 
range of a specified classification.  This increase is awarded to employees who 
have performed their job duties in a manner that warrants such a merit 
increase. 

9.3. Eligibility Regulations: 

9.3.1. Probationary Employees:  The employee’s eligibility date for a merit 
increase is the first day of the pay period following his completion of a 
six-month probationary period. 

9.3.2. Regular Full-time Employees 

9.3.2.1. The employee’s eligibility date for a merit increase is one year 
from the previous merit increase he received; OR 

9.3.2.2. If the employee received a promotion after the last merit 
increase, the eligibility date becomes one year from that date. 

9.3.3. Maintenance Workers:  Notwithstanding any other provision of this 
section 9, employees holding the rank of Maintenance Worker shall be 
reviewed upon completion of the probationary period and every six 
months thereafter for so long as the employee holds the rank of 
maintenance worker. 

9.4. Determination of Amount 

9.4.1. Employees will be evaluated using the Districts standard employee 
evaluation form. The form is graded on a percentage basis.  Employee 
evaluation forms may also be used by the District to consider 
promotion of Employees at this discretion of the District, and 
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completed Employee evaluation forms shall be kept in the Employee’s 
management file. 

9.4.2. Merit raises, within the established salary ranges, are not automatic, 
but will be granted based upon performance as determined during the 
employee’s annual productivity appraisal and approved by the 
General Manager.  

9.4.3. A Merit raise shall be that amount required to bring the employee’s 
salary to the next higher rate step as shown on the range assignment 
table in Appendix “C.”  

9.4.4. Employees who receive at least an 80% performance rating shall 
receive a one (1) step merit increase.   

9.4.5. In no event shall a merit increase under this section entitle an 
employee to receive a salary increase beyond the top step of the 
applicable salary range as specified in Appendix “C.”  
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10. SIGNATURE PAGE  

10.1. The members of each of the negotiating teams have executed this MOU as of 
the date hereinabove first shown and present it as a joint recommendation to 
the District Board of Directors. 

AFSCME  DISTRICT 
 

 
 

Nicole Gridler 
Vice President 
Quartz Hill Chapter 
AFSCME Local 1902 
 

Date  Rod Holtz 
Negotiating Director 
 
 
 

Date 
 
 
 
 

   Allen Flick 
Negotiating Director 
 
 
 

Date 
 
 
 
 

Luis Campos 
President 

Date  Sheldon Carter 
President 

Date 

Quartz Hill Chapter 
AFSCME Local 1902 

   
 
 

 

 
10.2. The following signatures acknowledge the ratification of the MOU by 

AFSCME Local 1902 membership and the acceptance of the MOU by the 
Board of Directors of Quartz Hill Water District. 

 
Alan Shanahan 
Executive President, AFSCME  
Local 1902 

Date  Brent Byrne 
General Manager,  
Quartz Hill Water District 

Date 
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RECEPTIONIST-CLERK 
 
DEFINITION 
Under general supervision of the Supervising Administrative Clerk, the Receptionist 
Clerk provides a variety of information and assistance to residential and business 
customers by phone, mail and computer. 
 
PRIMARY DUTIES/RESPONSIBILITIES: 
Duties may include but are not limited to the following: 

• Performs filing and record keeping. 
• May be required to attend seminars as required for job duties. 
• Performs special assignments as directed from Administrative Supervising 

Clerk. 
• Greets and directs visitors, screens and routes telephone calls, may accept and 

post payments received at counter, explains District policies and procedures.  
• Sends, copies and distributes faxes. 
• Completes new customer applications including preparation of work orders, 

reviews customer’s credit history as submitted by Credit Bureau of Lancaster 
and Palmdale. 

• Routes calls concerning possible water leaks, complaints of high or low water 
pressure, main line water breaks and emergency shutdowns to proper 
departments. 

• Receives and responds to customer requests for service termination and prepares 
work orders.  (Any off’s to be verified with supervisor). 

• Data entry of payments. 
• Records all accounts that are off in the duty book. 
• Daily review of office needs such as sufficient supply of customer information 

letters, paper in copy machine, paper in fax machine, etc. 
• This position shall back up the Administrative Clerk I/II positions as 

needed/directed by Administrative Supervising Clerk.  
 
QUALIFICATIONS: 
Demonstrated knowledge of and performance in the following areas: 

• Modern office practices and procedures. 
• Principles, practices, methods and techniques used to provide and maintain a 

satisfactory level of customer service. 
• Ability to protect the confidentiality of financial information and records. 
• Ability to prepare, generate and maintain accurate records and reports. 
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• Ability to use and operate a variety of office machines including computer 
hardware and software, calculator and ten-key adding machine. 

• Perform basic clerical, data entry and accounting tasks accurately. 
 
PHYSICAL AND SENSORY REQUIREMENTS: 

• Sufficient eyesight to read fine statistical reports and standard text and data on 
computer terminal. 

• Ability to speak and hear at normal conversational levels in person and over the 
telephone. 

• Manual dexterity to write legibly and to use calculators, computer terminals, and 
other general office machines. 

• Ability to lift and carry up to approximately twenty-five pounds, and to reach, 
bend or crouch to use files and records. 

 
TRAINING AND EXPERIENCE GUIDELINES: 
Any combination of training and experience which demonstrates attainment of the 
required knowledge and ability to perform the required work (with reasonable 
accommodation, if needed), typically: 

• EDUCATION:  Graduation from high school or equivalent. 
• EXPERIENCE:  Minimum of (5) years of experience directly providing customer 

service.  Demonstrated success in team leadership and pro-active customer 
service techniques is highly desirable. 

 
CERTIFICATIONS, LICENSES AND REGISTRATIONS: 
A valid California class “C” driver’s license must be maintained at all times. 
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ADMINISTRATIVE CLERK I/II 
 
DEFINITION 
Under general supervision of the Supervising Administrative Clerk the Administrative 
Clerk I/II provides a variety of information and assistance to residential and business 
customers by phone, mail and computer. 
 
PRIMARY DUTIES/RESPONSIBILITIES: 
Duties may include but are not limited to the following: 

• Performs filing and record keeping. 
• Reconciles daily balances, maintains records of deposits, prepares daily bank 

deposit. 
• May be required to attend seminars as required for job duties. 
• Process bank returned checks. 
• Performs special assignments as directed from Supervising Administrative 

Clerk, General Manager. 
• Daily pickup and delivery of mail. 
• Responsible for all petty cash transactions including preparation of voucher for 

reimbursement. 
• Maintains record of customer payment agreements. 
• Prepares work orders for field crew and follows up as necessary. 
• Applies late charges and mails second notices. 
• Prepares shut off list with door tags.  Debits appropriate accounts for 

reconnection charges. 
• Prepares closing bills, including set up of new customers and debiting accounts 

for credit history reports (if applicable) or making new account deposits. 
• Follows up with customer compliance requirements. 
• Follows up on returned bills or late notices from the post office. 
• Keeps track of meters that are padlocked off.  Send serviceman out periodically 

to check. 
• Responsible for collection of all audits as produced from the UMS system and 

filed on a monthly basis. 
• Records all accounts that are off in the duty book 
• Maintains SDS book. 
• Prepares monthly billing by cycle, research inconsistent data, and print and mail 

bills. 
• Print end of month reports after billing is complete. 
• Researches over payments to accounts (open or closed) monthly and generate 

check request for reimbursement. 
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• Responds to billing, payment and customer inquiries. 
• Maintains filing systems in an accessible and workable condition. 
• Monthly reconciliation of receivable ledger to general ledger. 
• Monthly reconciliation of bank statements. 
• Investigate outstanding checks. 
• Process calculations and preparation of checks for employee payroll. 
• Process invoices and preparation of checks to vendors.    
• Answer telephones and assist public at counter. 
• Office supply ordering and stocking. 

 
QUALIFICATIONS 
Demonstrated knowledge of and performance in the following areas: 

• Modern office practices and procedures, accounting software programs and 
spreadsheet applications. 

• General accounting and bookkeeping principles, practices, methods and 
techniques; perpetual inventory systems, reconciliation of bank statements. 

• Principles, practices, methods and techniques used to provide and maintain a 
satisfactory level of customer service. 

• Ability to understand and apply financial reporting and record keeping 
requirements to a variety of accounting tasks. 

• Ability to protect the confidentiality of financial information and records. 
• Ability to prepare, generate and maintain accurate records, reports, spreadsheets 

and files related to area of assignment. 
• Use and operate a variety of office machines including computer hardware and 

software, and calculator. 
• Perform basic clerical, data entry and accounting tasks accurately. 
• Determine priorities; organize work to meet critical deadlines. 
• Work independently with minimal supervision. 

 
PHYSICAL AND SENSORY REQUIREMENTS: 

• Sufficient eyesight to read fine statistical reports and standard text and data on 
computer terminal screens. 

• Ability to speak and hear at normal conversational levels in person and over the 
telephone. 

• Manual dexterity to write legibly and to use calculators, computer terminal and 
other general office machines. 

• Ability to lift and carry up to approximately twenty-five pounds, and to reach, 
bend or crouch to use files and records. 
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TRAINING AND EXPERIENCE GUIDELINES: 
Any combination of training and experience, which demonstrates attainment of the 
required knowledge and ability to perform the required work (with reasonable 
accommodation, if needed), typically: 

• EDUCATION:  Graduation from high school or equivalent. 
• EXPERIENCE:  Two (2) years of increasingly responsible experience performing 

accounting and bookkeeping duties which involve inputting, recording and 
verifying the accuracy of financial data. 

• CONTINUING EDUCATION: Employee shall complete eight (8) hours per year 
in career enhancement training. Up to 20% of this continuing education may be 
on safety related subject matter. All of this training may be taken in any 
generally-acceptable educational delivery mechanism including but not limited 
to live or online classes at an accredited university or college, and in-person or 
web seminars from generally-accepted educational providers. 

 
CERTIFICATIONS, LICENSES AND REGISTRATIONS: 

• A valid California class “C” driver’s license must be maintained at all times. 
• Admin I/II employees will be required to demonstrate the ability to type 40 

words per minute, and to complete eight hours of continuing education as 
described above. 
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PUBLIC RELATIONS 
 

DEFINITION 
 
Under direction of the General Manager and Assistant General Manager, the Public 
Relations, directs all Public Relations services that include but are not limited to 
customer service, outreach programs, establishes and implements policies and 
procedures, and sets workflow priorities and standards. 
 
PRIMARY DUTIES/RESPONSIBILITIES: 

• Prepares, designs, and coordinates production of various presentation 
materials for routine and special projects. 

• Performs research and records retrieval; assists in compilation and 
preparation of reports and other materials as requested. 

• Converts handwritten, dictated and/or typed documents into advanced word 
processing, spreadsheet, database, and/or presentation materials. 

• Provides a high level of professionalism in dealing with citizens, elected 
officials, and other private and public agencies and employees. 

• Maintains appointment schedules and calendars for the General Manager, and 
Assistant General Manager. 

• Operates various office equipment, i.e., computer terminals, printers, copy 
machine, telephone systems, facsimile machines. 

• Performs related clerical duties, which may be confidential in nature, 
including answering phones, typing, proofing, filing, recording information on 
records, and other related duties. 

• Develops and administers the district-wide records management and retention 
program, vital records programs, maintenance of a record center, and 
numerous computer databases for record maintenance and retrieval. 

• Responds to requests for information under the Public Records Act as well as 
requests for records and information from other departments. 

• Maintains the Municipal Code; reviews amendments for appropriateness and 
accuracy. 

• Ensures compliance with the California Public Records Act in response to 
requests for public records, consulting with the District’s Attorney's office 
when required. 

• Creates and disseminates information regarding the District through 
newspapers, periodicals, direct mail, newsletters, brochures and other forms of 
media; Liaising with and answering enquiries from media, individuals and 
other organizations, often via telephone and email; Researching, writing and 
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distributing press releases to targeted media; collecting and analyzing media 
coverage. 

• Organizing events including press conferences, exhibitions, open days, press tours, 
cross agency functions, retreats, mixers, and offsite events. 

• Fostering community relations through events such as open house and 
through involvement in community initiatives. 

• Plan, organize and conduct conservation programs and provide staff 
support for presentations within the District service area. 

• Supervises and participates in employee selection procedures, classification and 
pay studies, and compensation and benefit administration issues. 

• Edits scanned files, as needed, for importation purposes. 
 

• Assists General Manager with various special projects as directed. 
• Assists other department personnel with a wide variety of routine administrative 

support duties, i.e., answering telephones, filing data, copying materials. 
• . 

 
QUALIFICATIONS 
To perform this job successfully, an individual must be able to perform each essential 
duty satisfactorily. The requirements listed below are representative of the knowledge, 
skill, and/or ability required. Reasonable accommodations may be made to enable 
individuals with disabilities to perform the essential functions. 

KNOWLEDGE OF: 
• Principles and practices of public administration, including administrative 

analysis; 
• Computer and software applications related to administrative and 

municipal government functions;  
• Business computer user applications including input/output concepts 

and information retrieval;  
• Principles and practices of business letter writing;  
• Principles and practices of records management, including an 

understanding of various computer databases;  
• Understanding of state law regarding the Public Records Act, Brown Act, 

Political Reform Act, the Government Code and the Election Code. 
ABILITY TO: 
• Gather, organize, analyze, and present a variety of data and information;  
• Prepare clear, concise, and accurate records and reports; 
• Coordinate meetings for the General Manager;  
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• Provide confidential administrative support to the General Manager; 
Establish and maintain cooperative working relationships;  

• Administer a records management program;  
• Comprehend and follow complex verbal and written instructions;  
• Function under minimal supervision,  
• Exercise common sense and sound judgment in making independent 

decisions; Effectively plan and complete assignments meeting deadlines;  
• Type 40 words per minute or faster; 
• Analyze and interpret complex legal documents and administrative 

procedures and regulations. 
 
EXPERIENCE AND TRAINING GUIDELINES: 
Any combination of experience and training that would likely provide the 
required knowledge and abilities is qualifying. A typical way to obtain the 
knowledge and abilities would be through completion of an Associate’s Degree 
with a major in Business Administration from an accredited institution of higher 
education, and specific education in specialized fields of knowledge such as state 
law, or substantial prior experience in this or a similar position. 
 
CONTINUING EDUCATION:  
Employee shall complete eight (8) hours per year in career enhancement training. 
Up to 20% of this continuing education may be on safety related subject matter. 
All of this training may be taken in any generally-acceptable educational delivery 
mechanism including but not limited to live or online classes at an accredited 
university or college, and in-person or web seminars from generally-accepted 
educational providers. 
 
EDUCATION AND/OR EXPERIENCE: 

• Associate's Degree (A.A.) Preferred; five (5) years’ experience in public sector 
office management, business or related field, and increasingly responsible 
administrative support;  

• Two (2) years of professional or administrative experience in a comparable water 
district or related public organization; or equivalent combination of education 
and experience. 

 
LANGUAGE SKILLS: 

• Must be able to read, write and speak fluent English.  
• Ability to respond to common inquiries or complaints from customers, 

regulatory agencies, or members of the business community.  
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• Ability to write speeches and articles for publication that conform to 
prescribed style and format.  

• Ability to effectively present information to top management, public 
groups, and/or boards of directors. 

 
MATHEMATICAL SKILLS: 

• Ability to add, subtract, multiply, and divide in all units of measure, 
using whole numbers, common fractions, and decimals.  

• Ability to compute rate, ratio, and percent and to draw and interpret bar 
graphs. 

 
REASONING ABILITY:  

• Ability to apply common sense understanding to carry out detailed but 
uninvolved written or oral instructions.  

• Ability to deal with problems involving a few concrete variables in 
standardized situations.  

• Ability to define problems, collect data, establish facts, and draw valid 
conclusions. 

 
COMPUTER SKILLS: 
To perform this job successfully, an individual should have advanced 
knowledge of Microsoft Office software, Outlook and/or any other related 
software programs. 
 
CERTIFICATES, LICENSES, AND REGISTRATIONS: 

• A valid California class “C” driver’s license must be maintained at all times. 
• Type 40 words per minute 
• Complete eight hours of continuing education per year as described above. 

 
PHYSICAL DEMANDS:  
The physical demands described here are representative of those that must be met 
by an employee to successfully perform the essential functions of this job. 
Reasonable accommodations may be made to enable individuals with disabilities to 
perform the essential functions. 
While performing the duties of this job, the employee is regularly required to sit; use 
hands to handle, or feel; reach with fingers, hands and arms and talk or hear. The 
employee will spend several hours daily operating a computer and telephone, which 
includes typing on a keyboard, using a mouse, looking at a computer monitor and 
paper documents, and holding and operating a telephone, and may from time to time 
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use pens or pencils to sign or work with physical documentation. The employee is 
frequently required to stand; walk; climb or balance and stoop, kneel, crouch, or crawl. 
The employee must regularly lift and /or move up to 10 pounds, frequently lift and/or 
move up to 25 pounds and occasionally lift and/or move up to 40 pounds. 
 
WORK ENVIRONMENT:  
The work environment characteristics described here are representative of 
those an employee encounters while performing the essential functions of this 
job. Reasonable accommodations may be made to enable individuals with 
disabilities to perform the essential functions. 
 
The noise level in the work environment is usually quiet. 
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SUPERVISING ADMINISTRATIVE CLERK 

 
DEFINITION 
Under direction of the General Manager, the Supervising Administrative Clerk 
organizes and directs the functions of personnel, finance, accounting services and 
information processing.  The Supervising Administrative Clerk acts as a principal 
advisor to the General Manager, Board of Directors and other departments regarding 
general management functions, and performs other related duties as required. 
 
PRIMARY DUTIES/RESPONSIBILITIES 
Duties may include but are not limited to the following: 

• Coordinates annual audit by outside, independent auditors; directs internal 
audit program. 

• Directs the District personnel in preparation and maintenance of the fiscal and 
accounting records, and in preparation of accurate and timely financial reports. 

• Directs the development and implementation of new and/or modified internal 
control systems and procedures. 

• Directs, supervises and assists in month-end and year-end closing and oversees 
and coordinates annual audits. 

• Recommends new, revised or improved management policies, practices, 
procedures and methods and organization structures, methods, procedures, and 
similar matters; directs the development and implementation of information 
processing systems to automate a variety of departmental functions. 

• Supervises personnel administrative activities of the District including 
recruitment and selection, compensation, employee benefits and the 
administering of performance evaluations. 

• Performs meter change outs and maintains a record of such change outs. 
• Assigns account numbers for new services and set up in computer. 
• Monthly review of accounts receivable report may make recommendations for 

write-offs. 
• Maintain collection and lien files. 
• Randomly review calculations of interest, fees, fines, and billing for accuracy. 
• Research and follow up on delinquent accounts; verifies account balances on 

closed accounts; transfer balances to open accounts, write-offs, prepare personal 
or property liens. 

• Maintain hydrant meter account files, including opening/closing of accounts and 
application of deposits. 
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• Review customer history quarterly for accounts with new account deposits of 
less than $60.00 and determine if refund to customer of deposit is warranted. 

 
QUALIFICATIONS 
Demonstrated knowledge of and performance in the following areas: 

• Theories, principles, and methods of public administration, organization, 
supervision and management. 

• Legislation affecting District management operations. 
• Utility rate structuring. 
• Automated fiscal systems. 
• Group dynamic skills essential to team building, consensus building and 

participatory decision-making. 
• Personnel administration. 
• General accounting and bookkeeping principles, practices, methods and 

techniques; perpetual inventory systems, reconciliation of bank statements. 
• Principles, practices, methods and techniques used to provide and maintain a 

satisfactory level of customer service. 
• Ability to maintain working relationships with Board of Directors, employees 

and the public. 
• Ability to make oral and written presentations. 
• Ability to analyze technical and administrative problems and recommend 

solutions. 
• Ability to direct the work of several administrative units. 
• Ability to effectively diffuse conflicts; resolve customer service concerns and 

complaints. 
• Ability to understand and apply financial reporting and record keeping 

requirements to a variety of accounting tasks. 
• Ability to protect the confidentiality of financial information and records. 
• Prepare, generate and maintain accurate records, reports, spreadsheets and files 

related to area of assignment. 
 
PHYSICAL AND SENSORY REQUIREMENTS: 

• Sufficient eyesight to read fine statistical reports and standard text and data on 
computer terminal screens. 

• Ability to speak and hear at normal conversational levels in person and over the 
telephone. 

• Manual dexterity to write legibly and to use calculators, computer terminal and 
other general office machines. 
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• Ability to lift and carry up to approximately twenty-five pounds, and to reach, 
bend or crouch to use files and records. 

 
TRAINING AND EXPERIENCE GUIDELINES: 
Any combination of training and experience, which demonstrates attainment of the 
required knowledge and ability to perform the required work (with reasonable 
accommodation, if needed), typically: 

• EDUCATION:  Graduation from high school or equivalent. 
• EXPERIENCE:  Four (4) years experience in a supervisory capacity including 

customer service. 
• Two (2) years of increasingly responsible experience performing accounting and 

bookkeeping duties which involve imputing, recording and verifying the 
accuracy of financial data. 

• Demonstrated success in team leadership techniques. 
• CONTINUING EDUCATION: Employee shall complete eight (8) hours per year 

in career enhancement training. Up to 20% of this continuing education may be 
on safety related subject matter. All of this training may be taken in any 
generally-acceptable educational delivery mechanism including but not limited 
to live or online classes at an accredited university or college, and in-person or 
web seminars from generally-accepted educational providers. 

 
CERTIFICATIONS, LICENSES AND REGISTRATIONS: 
 
 

• A valid California class “C” driver’s license must be maintained at all times. 
• Admin I/II employees will be required to demonstrate the ability to type 40 

words per minute, and to complete eight hours of continuing education as 
described above. 
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MAINTENANCE WORKER 
(Field Employee) 

 
PRIMARY DUTIES/RESPONSIBILITIES 
Duties may include but are not limited to the following: 

• Read, repair, install, maintain water meters. 
• Assist with the installation and repair of the water mains, water services, fire 

hydrants, air vacuums, blow offs and gate valves. 
• Operate valves, flush fire hydrants and blow offs. 
• Assist in drilling and tapping water mains, jack hammer asphalt, patch 

pavement with temporary or permanent asphalt.   
• Dig and backfill trenches with hand tools. 
• Follow all safety methods and procedures, checking tool and equipment for safe 

operating conditions. 
• Safely operate District owned vehicles and equipment. 
• Establish and maintain effective working relationships with those contacted in 

the course of work including District staff and the general public. 
• Responsible for completion of daily time sheets. 
• Landscaping and maintenance of District facilities. 
• Assist other District personnel in case of emergency after hours and in other 

unusual times. 
• Daily monitoring of pumps and reservoirs. 
• Other duties as directed by the General Manager or Crew Leader. 
• Understand the District’s Policies, Rules and Regulations. 

 
Physical Activities Required/Working Conditions 

• Walk sufficiently to accomplish the duties of the position. 
• Must be able to carry, push, pull, reach and lift equipment and parts weighing 

up to 50 lbs. 
• Stoops, kneels, crouches, crawls and climb during field maintenance and repair 

work. 
• Work in an environment with exposure to dust, dirt and significant temperature 

changes between cold and heat. 
 
Required Education/Experience 

• High School Diploma or G.E.D. 
• Valid California Drivers License. 

 
Desired Education/Experience 
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D-1 certified within 12 months of hire. 
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SERVICEMAN I 
(Field Employee) 

                                                                                                         
PRIMARY DUTIES/RESPONSIBILITIES 
Duties may include but are not limited to the following: 

• Read, repair, install, maintain water meters.  
• Assist with and repair of the water mains, installation of services, fire hydrants, 

air vacuums, blow-offs and gate valves. 
• Operate valves, flush fire hydrants and blow offs. 
• Drill and tap water mains.   
• Jack hammer asphalt.   
• Patch pavement with temporary or permanent asphalt.   
• Dig and backfill trenches with hand tools. 
• Follow all safety methods and procedures, checking tool and equipment for safe 

operating conditions. 
• Safely operate District owned vehicles and equipment. 
• Establish and maintain effective working relationships with those contacted in 

the course of work including District staff and the general public (such as work 
orders). 

• Mark water line and lateral locations with blue paint for USA’s. 
• Responsible for completion of daily time sheets. 
• Landscaping and maintenance of District facilities. 
• Able to be on 24 hour call for a 7 day period or assist other District personnel in 

case of emergency after hours and in other unusual times. 
• Be able to evaluate and correct SCADA system alarms and malfunctions. 
• Take routine water samples. 
• Daily monitoring of pumps and reservoirs. 
• Other duties as directed by Manager/Engineer or Crew Leader. 
• Understand the District’s Policies, Rules and Regulations. 

 
Physical Activities Required/Working Conditions 

• Walk sufficiently to accomplish the duties of the position. 
• Must be able to carry, push, pull, reach and lift equipment and parts weighing 

up to 50 lbs. 
• Stoops, kneels, crouches, crawls and climb during field maintenance and repair 

work. 
• Work in an environment with exposure to dust, dirt and significant temperature 

changes between cold and heat. 
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Required Education/Experience 
• High School Diploma or G.E.D. 
• D-2 certification, D-3 certification desirable. 
• Valid Class “C” California Drivers License. 
• T-1 certified 
• Valid Class “A” California Driver’s License with tanker endorsement within 12 

months of hire or promotion to position 
• 1 year of applicable experience in the water industry 
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SERVICEMAN II 
(Field Employee) 

 
PRIMARY DUTIES/RESPONSIBILITIES 
Duties may include but are not limited to the following: 

• Read, repair, install and maintain water meters. 
• Install and repair water mains, water services, fire hydrants, air vacuums, blow 

offs and gate valves. 
• Operate valves, flush fire hydrants and blow offs.  
• Drill and tap water mains.  
• Jackhammer asphalt.  
• Patch pavement with temporary or permanent asphalt.   
• Dig backfill trenches with hand tools.  
• Follow all safety practices and procedures, checking tool and equipment for safe 

operating conditions.  
• Safely operate of District owned vehicles and equipment.  
• Establish and maintain effective working relationships with those contacted in 

the course of work including District staff and general public (such as work 
orders).  

• Mark water lines and laterals with blue paint for the USA’s. 
• Responsible for completion of daily time sheets. 
• Landscaping and maintenance of District facilities. 
• Able to be on 24-hour call for a 7-day period to assist other District personnel in 

case of an emergency after hours and in other unusual times. 
• Be able to evaluate and correct SCADA system alarms and malfunctions. 
• Take routine water samples. 
• Daily monitoring of pumps and reservoirs. 
• Aware of requirements of District Standards & Specifications. 
• Other duties as directed by Manager/Engineer or Crew Leader. 
• Understand the District’s Policies, Rules and Regulations.  
• Direct and instruct Servicemen I and in primary duties and responsibilities. 

 
Physical Activities Required/Working Conditions 

• Walk sufficiently to accomplish the duties of the position.  
• Must be able to carry, push, pull, reach, and lift equipment and parts weighing 

up to 50 lbs.     
• Stoops, kneels, crouches, crawls and climb during field maintenance and repair 

work. 
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• Work in an environment with exposure to dust, and significant temperature 
changes between cold and heat. 

 
Required Education/Experience 

• High School Diploma or G.E.D. 
• Valid California Driver’s License. 
• D-3 certification 
• T-1 certified. 
• Class A Driver’s License with tanker endorsement within 12 months of MOU 

signing (however, requirement not operative if employee produces medical 
exemption prohibiting employee from attaining Class A Driver’s License; 
employee must obtain Class A Driver’s License within six months of removal of 
medical disability).   

• Operate backhoe 
• 3 years of applicable experience in the water industry 
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CREW LEADER 
(Field Employee) 

 
PRIMARY DUTIES/RESPONSIBILITIES 
Duties may include but are not limited to the following: 

• Read, repair, install and maintain water meters. 
• Install and repair water mains, water services, fire hydrants, air vacuums, blow 

offs and gate valves. 
• Operate valves, flush fire hydrants and blow offs.  
• Drill and tap water mains.  
• Jackhammer asphalt.  
• Patch pavement with temporary or permanent asphalt.   
• Dig backfill trenches with hand tools. 
• Follow all safety practices and procedures, checking tool and equipment for safe 

operating conditions.  
• Safely operate District owned vehicles and equipment.  
• Establish and maintain effective working relationships with those contacted in 

the course of work including District staff and general public (such as work 
orders).  

• Mark water lines and laterals with blue paint for the USA’s.  
• Responsible for completion of daily time sheets. 
• Landscaping and maintenance of District facilities. 
• Able to be on 24-hour call for a 7-day period to assist other District personnel in 

case of an emergency after hours and in other unusual times. 
• Be able to evaluate and correct SCADA system alarms and malfunctions.  
• Take routine water samples. 
• Daily monitoring of pumps and reservoirs. 
• Aware of requirements of District Standards & Specifications. 
• Other duties as directed by Manager/Engineer or Director of Operations  
• Directs and coordinates the implementation of long/short term  
• Maintenance/construction programs and projects for the distribution facilities  
• Understand the District’s Policies, Rules and Regulations.  
• Direct and instruct Servicemen I and II in primary duties and responsibilities. 
• Recommends salary adjustments, promotions and disciplinary action for 

assigned staff; approves scheduled leaves.  
• Participates in supervisory meetings: meets with administrative staff to identify 

and resolve problems: reviews and evaluates work methods and procedures. 
• Utilizes a team approach through leadership and management skills to analyze 

and improve unit operations, cohesiveness and service to customers  
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Physical Activities Required/Working Conditions 
• Walk sufficiently to accomplish the duties of the position.  
• Must be able to carry, push, pull, reach, and lift equipment and parts weighing 

up to 50 lbs.     
• Stoops, kneels, crouches, crawls and climb during field maintenance and repair 

work.  Work in an environment with exposure to dust, and significant 
temperature changes between cold and heat. 

 
REQUIRED EDUCATION/EXPERIENCE 

• High School Diploma or G.E.D. 
• Valid California Driver’s License. 
• D-3 certified. D-4 desirable 
• T-2 certified. 
• Class “A” Driver’s License with tanker endorsement within 12 months of MOU 

signing (however, requirement not operative if employee produces medical 
exemption prohibiting employee from attaining Class A Driver’s License; 
employee must obtain Class A Driver’s License within six months of removal of 
medical disability). 

• Operate backhoe. 
• 5 years of applicable experience in the water industry 
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GENERAL POLICY 
 
It is the policy of the District to maintain a workplace that is free from the effects of 
drug and alcohol abuse.  Substance abuse can affect job performance and employee 
public safety.  The District has a significant interest in ensuring the health and safety of 
its employees.  It has an obligation to ensure that its employees do not present a safety 
risk to the public at large.  For these reasons, the District will be firm in identifying and 
disciplining those employees who do not voluntarily seek assistance and who continue 
to use drugs and abuse alcohol in violation of the District’s rules.   
 
In furtherance of this policy: 
 

(1) No District employee who is on duty or on standby for duty shall: 
 
a. Use, possess, or be under the influence of illegal or unauthorized 

drugs or other illegal mind-altering substances; or 
 
b. Use or be under the influence of alcohol to any extent that would 

impede the employee’s ability to perform his or her duties safely 
and effectively. 

 
(2) No employee shall perform duties which, because of drugs taken under a 

legal prescription, the employee cannot perform without posing a threat 
to the health or safety of the employee or others.  Employees whose job 
performance is so restricted may be subject to reassignment, medical 
examination or other actions specified by applicable statutes and 
regulations. 

 
(3) Employees shall be subject to drug and alcohol testing when there is 

reasonable suspicion that the employee has violated the rules expressed in 
section (1) (a) and (b).  In addition, when such an employee has already 
been found in violation of sections (1) (a) and (b) through the adverse 
action or medical examination process under this policy, as a result of 
substance testing under this policy, or by the employee’s own admission, 
the employee may be required to submit to periodic substance testing as a 
condition of remaining in or returning to District employment. 

 
The policy stated herein shall be in addition to and shall not be construed as a required 
prerequisite to or as replacing, limiting or setting standards for any other types of 
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provisions available under law to serve this purpose, including employee assistance, 
adverse action and medical examination. 
 
Employees shall refer any questions regarding their rights and obligations under this 
policy to the human resources contact, Quartz Hill Water District. 
 

SCOPE 
 
This policy includes provisions mandated by the United States Department of 
Transportation (DOT) regulations implementing the Federal Omnibus Transportation 
Employee Testing Act of 1991.  It sets forth rights and obligations of all employees-those 
covered by the DOT regulations as well as all other District employees.  This policy 
applies to all employees when they are on District property or when performing any 
District-related business.  It also applies to employees operating District vehicles or 
equipment.   
 
Prohibitions 
 

(1) Prohibited substances include:  
a. Controlled substances (drugs) that include but are not limited to 

marijuana, amphetamines, opiates, phencyclidine (PCP), and 
cocaine; and 

b. Alcohol, which is defined as the intoxicating agent in beverage 
alcohol, ethyl alcohol, or other low molecular weight alcohol, 
including methyl and isopropyl alcohol.  

 
(2) Prohibited conduct includes: 

a. Unlawfully manufacturing, distributing, dispensing, possessing, or 
consuming any controlled substance at any time while conducting 
or performing District business, regardless of location.   This 
includes while operating or being responsible for the operation, 
custody or care of District equipment or property, on District 
property, or while subject to duty (i.e., standby duty); 

b. Reporting to work or being on call for work while an employee’s 
ability to perform job duties is impaired due to on- or off-duty 
alcohol use or drug abuse; or 

c. Possessing or selling (directly or through a third party) illegal 
drugs or providing illegal drugs to anyone (including employees), 
while on duty. 
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Prescription and Non-Prescription Drugs 
 
Using or being under the influence of any legally obtained drug by an employee while 
performing District business, while on District property, or while on standby is 
prohibited to the extent that such use or influence may affect the safety of the employee, 
co-workers, 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 District management has determined, 
after consulting with a competent medical authority, that the employee does not pose a 
threat to their own safety or their co-workers and that the employee’s job performance 
is not significantly affected by the legal drug.  Otherwise, the employee may be 
reassigned to an alternative position, if available or be required to take a leave of 
absence or comply with other appropriate action as determined by the District. 
 
Consequences of a Positive Alcohol and/or Drug Test 
 
If it is the employee’s first violation of this policy, the District agrees not to impose 
discipline if he promptly enrolls in and successfully completes a medically certified 
substance abuse rehabilitation program.  A second verified positive test under any 
circumstances shall constitute cause for disciplinary action up to and including 
termination.  Failure to complete a treatment program provided by the Substance 
Abuse Professional (SAP) will be treated as a second positive test. 
 
Program costs and subsequent controlled substance and/or alcohol testing costs will be 
paid by the employee.  When recommended by the SAP, participation in and 
completion of the rehabilitation program is mandatory.  Prior to return to duty testing, 
an employee must follow the rehabilitation program recommended by the SAP and 
agree to sign a return to duty agreement. The duration and frequency of follow up 
testing will be determined by the SAP but will not be shorter than one year or longer 
than five years.   
 
Voluntary Admittance 
 
Employees who believe they may have a substance abuse problem are encouraged to 
take the initiative in voluntarily seeking assistance.  Those voluntarily seeking help can 
make a confidential request for assistance to their supervisor.  The employee will be 
referred to a SAP for evaluation and rehabilitation recommendations.  Employees may 
use accumulated sick leave, vacation time, or compensatory time to participate in a 
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rehabilitation program, and program costs will be paid by the employee.  After 
approval from the SAP, the employee may return to work and may be subject to 
unannounced follow up testing, based on the SAP’s recommendations.   
 
NOTE: Health insurance plans may provide coverage for rehabilitation costs.  Health 
benefits information can be obtained from the District’s human resources contact.  
 
Refusal to Submit 
 
Any employee who refuses to submit to a drug or alcohol test immediately when 
requested by a supervisor or law enforcement personnel will be treated in the same 
manner as an employee who has failed an alcohol or controlled substance test, as 
defined herein. 
 
Employee Conviction Reporting Responsibility 
 
All employees must, as a condition of employment, abide by the terms of this policy 
and report any conviction under a criminal drug statute for violations occurring on or 
off District premises while conducting District business.  A report of a conviction must 
be made to the human resources contact within five days after conviction, as mandated 
by the Federal Drug-Free Workplace Act of 1988 and the California Drug-Free 
Workplace Act of 1990.  Failure to report such convictions will subject the employee to 
discipline, up to and including dismissal, in accordance with the District’s rules and 
regulations. 
 
Searches 
 
The District reserves the right to search all places under the common control of the 
District and employees and to enlist the assistance of law enforcement personnel in 
connection with the enforcement of this policy. 
 

DEFINITIONS 
 
Alcohol means the intoxication agent in beverage alcohol, ether alcohol, or other low 
molecular weight alcohol including methyl or isopropyl alcohol.  
 
Alcohol Concentration means the alcohol in a volume of breath expressed in terms of 
grams of alcohol per 210 liters of breath as indicated by an evidential breath test under 
this regulation.  For example, 0.02 means 0.02 grams of alcohol in 210 liters of expired 
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deep lung air.  Blood tests shall not be used to determine alcohol concentration, unless 
administered by on-site police or public safety officials in a post-accident situation.   
 
Breath Alcohol Technician (BAT) means a person trained to operate the Evidential 
Breath Testing (EBT) device that the technician is using in the alcohol testing 
procedures. BATs are the only qualified personnel to administer the EBT tests.    
 
Chain of Custody means the procedure to account for the integrity of each urine 
specimen by tracing its handling and storage from point of collection to final 
disposition.   
 
Collection Site means a place designated by the District where individuals present 
themselves for the purpose of providing a specimen of either urine and/or breath.   
 
Confirmation Test for alcohol testing means a second test following a screening test 
with a result of 0.02 or greater that provides quantitative data of alcohol concentration.  
For controlled substances testing, it means a second analytical procedure to identify the 
presence of a specific drug or metabolite which is independent of the screen test and 
which uses a different techniques and chemical principle from that of the screen test, in 
order to ensure reliability and accuracy. Gas Chromatography/Mass Spectrometry 
(GC/MS) is the only authorized confirmation method of cocaine, marijuana, opiates, 
amphetamines, and phencyclidine.  
 
Controlled Substance (Drug) Test is a method of detecting and measuring the presence 
of controlled substances, whether legal or illegal, in a person’s body.  A controlled 
substance test may be either an initial test or a confirmation test.  An initial controlled 
substance test is designed to identify specimens having concentrations of a particular 
class of drug above a specific concentration level.  It eliminates negative specimens from 
further consideration.  
 
Controlled substances will be tested under the Department of Health and Human 
Service guidelines. The primary (initial or screening) controlled substance test 
thresholds for a verified positive test result are those that are equal to or greater than: 

Marijuana Metabolites (THC) 50ng/ml (nanograms per milliliter) 
Cocaine Metabolites  300ng/ml  
Phencyclidine (PCP)  25ng/ml 
Opiates Metabolites 300ng/ml (25 ng/ml if immunoassay) 
Amphetamines 1000ng/ml   
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A confirmation drug test is a second analytical procedure to detect the presence of a 
specific drug or its metabolite.  The confirmation procedure is conducted independent 
of the initial test and uses a different technique and chemical principal in order to 
confirm reliability and accuracy.  The confirmatory controlled substance test thresholds 
for a verified positive test result are those that are equal to or greater than:  
 

Marijuana Metabolites (THC, or Delta-9- 
tetrahydrocannabinol-9-carboxylic acid) 15ng/ml 
Cocaine Metabolites (Benzolyecgonine)  150ng/ml 
Phencyclidine (PCP)  25ng/ml 
Opiates: 
Morphine 300ng/ml 
Codeine 300ng/ml 
Amphetamines: 
Amphetamines 500ng/ml 
Methamphetamine 500ng/ml 

 
Department of Transportation (DOT) Guidelines means the controlled substances and 
alcohol testing rules (49 CFR Part 199 ORSPA-Pipeline), Part 219 (FRA-Railroad), Park 
382 (FHWA-Commercial Motor Vehicle), Park 654 (FTA-Mass Transit and 14 CFR 61 
(FAA-Aviation) setting forth the procedures for controlled substance and alcohol 
testing (49 CFR Part 40) in all transportation industries.  
 
Evidential Breath Testing Device (EBT) means the device to be used for breath alcohol 
testing. 
 
Medical Review Officer (MRO) means a licensed physician responsible for analyzing 
laboratory results generated by an employer’s controlled substance testing program.  
The MRO is knowledgeable about substance abuse disorders and has appropriate 
medical training to interpret and evaluate positive test results.  
 
Performing Safety Sensitive Function means an employee is considered to be 
performing a safety sensitive function in any period in which they are actually 
performing, ready to perform, or immediately available to perform such functions.   
 
Post-Accident Alcohol and/or Controlled Substance Testing is testing performed on 
safety sensitive employees following an accident. An “accident” is an occurrence 
involving a vehicle where: 

• The accident involved a fatality; or 
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• The driver receives a citation under state or local law for a moving traffic 
violation arising from an accident that involved: 
1. injury requiring medical treatment away from the scene; or  
2. one or more vehicles having to be towed from the scene. 

       
Pre-Employment Controlled Substance Testing is conducted before Applicants begin 
work, but after an offer to hire.  It is also conducted when  existing employees are 
transferred to a safety sensitive position. 
 
Random Alcohol and/or Controlled Substance Testing is conducted on a random, 
unannounced basis for safety sensitive employees just before, during or after 
performing a safety sensitive function.   
 
Reasonable Suspicion Alcohol and/or Controlled Substance Testing is conducted 
when a trained supervisor has a good faith belief based on specific articulable facts or 
evidence that an employee may have violated the prohibitions set forth in sections (1) 
(a) and (b) in General Policy. 
 
Refusal to Submit means failing to provide an adequate breath or urine sample for 
testing without a valid medical explanation or engaging in conduct that clearly 
obstructs the testing process (i.e. verbal declarations, obstructive behavior, or physical 
absence resulting in the inability to conduct the test.)  
 
Safety Sensitive Employee is defined as a driver that operates any of the following 
vehicles:  

• A vehicle with a gross vehicle weight rating (GVWR) of at least 26,001 pounds.    
• A vehicle with a gross combination weight of at least 26,001 pounds inclusive of 

a towed unit with a gross vehicle weight of (GVWR) of more than 10,000 pounds; 
• A vehicle designed to transport 16 or more passengers, including driver; or 
• A vehicle used to transport hazardous materials that requires placards. 

 
Substance Abuse Professional (SAP) means a licensed physician (medical doctor or 
doctor of osteopathy), or a licensed or certified psychologist, social worker (with 
knowledge of and clinical experience in the diagnosis and treatment of drug and 
alcohol related disorders (the license alone does not authorize this), Certified Employee 
Assistance Professional (DEAP), or addiction counselor certified by the National 
Association of Alcoholism and Drug Abuse Counselors Certification Commission 
(NAADAC) with knowledge of and clinical experience in the diagnosis and treatment 
of alcohol and controlled substances related disorder.   
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Supervisor means a person in authority who has had one hour of training on the signs 
and symptoms of alcohol abuse and an additional hour of training on the signs and 
symptoms of controlled substance abuse.  
 

EMPLOYEE RIGHTS 
 
An employee suspected of violating the rules prescribed herein shall be entitled to 
representation during any interrogative interviews with the affected employee that 
could lead to a decision by the District to take adverse action against the employee 
regardless of whether these interviews occur before or after the sample is taken. 
 
The sample collection process shall include the opportunity for the employee to provide 
information about factors other than illegal drug use, such as taking prescribed 
medication that could cause a positive test result.  At the employee’s option, this 
information may be submitted in a sealed envelope to be opened only by the Medical 
Review Office if the test result is positive. 
 
The employee shall receive a full copy of any test results and related documentation of 
the testing process.  
 
All confirmed positive samples shall be retained by the testing laboratory in secure 
frozen storage for one year following the test or until the sample is no longer needed for 
appeal proceedings or litigation, whichever is longer. 
 

CONFIDENTIALITY 
 
The District shall maintain records of the circumstances and results of any employee 
testing under this policy.  These records, and any other information pertaining to an 
employee’s drug or alcohol test, shall be considered confidential and shall be 
released only to:  
  

1) The employee who was tested or other individuals designated in writing 
by that employee; 

2) The Medical Review Officer; or 
3) Individuals who need the records or information to: 

a) Properly supervise or assign the employee; 
b) Determine, or assist in determining, what action the District should 

take in response to the test results; or 
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c) Respond to appeals or litigation arising from the drug or alcohol 
test related actions. 

 
APPLICATION 

 
The following includes requirements imposed on two sets of employees-those who are 
subject to DOT regulations and those who are not. Part I applies only to employees 
who are not subject to DOT regulations.  Part II applies only to the employees who 
are subject to 49 CFR Part 382 enacted by the DOT.  The following positions are 
considered safety sensitive and subject to Part II. 

• EXAMPLE – Maintenance Worker II – Hazardous Materials Endorsement 
• EXAMPLE – Operations Maintenance – Class A License 

 
PART I (NON SAFETY SENSITIVE EMPLOYEES) 
 
Pre-Placement/Post Offer Controlled Substance (Drug) Testing 
 
An applicant for a non-safety sensitive position with the District shall be required to 
undergo a drug screening analysis.  Any offer of employment will be conditioned upon 
compliance with this policy.  The applicant will be requested to execute a consent form, 
which includes a waiver and release.  The “Controlled Substances Custody and Control 
Form” will be completed by the applicant and collection center at the time of collection.  
A positive test indicating the presence of controlled substances as defined in this policy 
will constitute disqualification of the applicant for the position for a period of six 
months.   
 
Reasonable Suspicion Testing 
 
The District reserves the right to require any existing employee to undergo drug or 
alcohol testing if there is a reasonable suspicion that the employee has engaged in 
prohibited conduct as defined in this policy.  Reasonable suspicion shall, whenever 
possible, be evaluated based on personal observations by the department manager 
and/or supervisor who is familiar with the employee’s typical behavior.   
 
Only a department manager or higher authority with the concurrence of another 
supervisor or department manager may request a drug or alcohol test based on 
reasonable suspicion after they have been properly certified to identify suspected drug 
or alcohol use, considered the facts and/or evidence in the particular case, and agree 
that they constitute a finding of reasonable suspicion.  The department manager 
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requesting an employee to submit to a drug or alcohol test based on reasonable 
suspicion must document facts constituting reasonable suspicion in writing. 
 
Employees reasonable believed to be under the influence of drugs or alcohol shall not 
be permitted to engage in further work.  In addition, such employees shall not be 
permitted to drive themselves from the worksite.  A supervisor will see that the 
employee is transported to the designated collection center, along with the “Controlled 
Substances Custody and Control Form”.  
 
A controlled substance test is considered positive when a verified confirmation test 
indicates specimens have concentrations of a particular class of drug above the specified 
concentration levels.  Drug classes and threshold concentration levels are listed in the 
“Controlled Substance (Drug) Test” Definition Section of this policy.  
  
An alcohol test is considered positive when a verified confirmation test indicates breath 
alcohol content greater than 0.08. “Alcohol Concentration Level” is defined in the 
Definition Section of this policy. 
      
In the event of a positive drug or alcohol test confirmation, the employee will be 
suspended from employment without pay, pending agreement on rehabilitation 
procedures described in the Rehabilitation Section of the policy.  
 
PART 2 (DOT SAFETY SENSITIVE EMPLOYEES) 
 
Pre-Placement/Post Offer Controlled Substance (Drug) Testing 
 
An applicant for a safety sensitive position with the District shall be required to 
undergo a drug screening analysis, as required under DOT regulations.  Any offer of 
employment will be conditioned upon compliance with this policy.  The applicant will 
be requested to execute a consent form, which includes a waiver and release (See 
“Controlled Substances Custody and Control Form”).  The “Controlled Substances 
Custody and Control Form” will be completed by the applicant and collection center at 
the time of collection.  
 
A positive test indicating the presence of controlled substances as defined in this policy 
will constitute disqualification of the applicant for the position for a period of six 
months.  The District will notify disqualified applicants of results of drug test 
conducted under the DOT regulations if the driver requests the result within 60 days of 
being notified of the disposition of the employment application. 
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Pre-placement controlled substances tests shall also be required for: 

(1) Existing District employees who newly obtain a Commercial Drivers 
License or a Hazardous Materials Endorsement to haul hazardous 
materials (e.g., gaseous chlorine, propane) and will be using these licenses 
to perform safety sensitive functions within their job description; 

(2) Existing District employees who are promoted to positions that require a 
Commercial Drivers License or a Hazardous Materials Endorsement to 
haul hazardous materials (e.g., gaseous chlorine, propane) and will be 
using these licenses to perform safety sensitive functions within their job 
description; 

(3) Newly hired District employees whose job description include safety 
sensitive functions that are subject to DOT guidelines and have not been 
part of a drug program that complies with the FHWA regulations for the 
previous 30 days; 

(4) Existing District employees who are newly subject to a recently 
implemented District program and have not been tested for controlled 
substances in the previous six months or have not participated in a 
random drug/alcohol testing program for the previous 12 months. 

 
NOTE:  The District shall obtain previous test information from the last two years from 
a newly hired employee’s previous employers (See “Request for a Past Test Results” 
and “Report of Past Driver Drug and/or Alcohol Test Results”).  After obtaining a 
driver’s written consent, the District shall obtain and review: 

(1) Alcohol rest results with a breath alcohol concentration of 0.04 or greater; 
(2) Positive Drug Test results; and  
(3) Refusals to submit to a required alcohol or drug test. 

 
The District may obtain the required information directly from the employee; however, 
the District shall assure that copies of former employers’ records provided are true and 
accurate. 
   
If the District learns that the employee tested positive for drugs, had an alcohol test 
result of 0.04 or greater, or refused to be tested, the employee will not be allowed to 
perform safety sensitive functions until the District has evidence that the driver has met 
the return-to-duty requirements.  The District shall obtain evidence that the driver was 
evaluated by a SAP, completed any required counseling, passed a return to duty test, 
and was subject to any required follow up testing. 
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According to DOT guidelines, the District has the right to obtain any information 
regarding the employee’s participation in an alcohol or drug-testing program from 
previous employers.  The District shall maintain a written, confidential record with 
respect to each past employer contacted.  The information shall be obtained and 
reviewed no later than 14 days after the first time the employee performs a safety 
sensitive function. If the employee stops performing safely sensitive functions before 
expiration of the 14-day period, or before the District has obtained the information 
listed above, the District shall still obtain the information. 
 
The District shall make a good faith effort to obtain the information.  In this context, a 
good faith effort includes requesting past test results, enclosing a report of past driver 
drug and/or alcohol test results, and sending it to each of the employers listed on the 
application in order to obtain the information from the previous two years.  If there is 
no reply, a follow up phone call shall be made in further attempt to obtain the 
information.  All requests shall be documented and kept on file.  Forms provided by the 
DOT will be used when such forms exist and are reasonably available. 
 
Random Testing 
 
In accordance with the DOT guidelines, safety sensitive employees shall be subject to 
random alcohol and drug testing.  Random tests shall be unannounced and spaced 
reasonably throughout the calendar year.  Employees are selected for random testing by 
a computerized random number generator that is matched with the employee’s social 
security number.  Each employee has an equal chance of being selected each time 
selections are made. 
 
The District has enrolled all safely sensitive employees in a pool with other safety 
sensitive employees from other agencies.  Annually, at least 50% of the pool will be 
randomly tested for drugs, and at least 10% of the pool will be tested for alcohol, in 
accordance with DOT regulations. 
 
The pool administrator will notify the designated supervisor at the beginning of the 
quarter if any District employees are selected with the computerized random number 
generator.  The supervisor then has the entire quarter to send the selected employee to a 
designated collection center or arrange for an on-site collection.  Employees shall be 
notified during, just before or just after performing safety sensitive functions.  Those 
employees subject to respond to emergencies that would require performing safety 
sensitive functions are subject to being notified at any time.  Once employees are 
notified, they shall proceed to the test site immediately. 
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In the event an employee, who is selected for a random test, is on vacation, laid off or 
on and extended medical absence during the quarter of selection, an alternate employee 
will randomly be selected, and the unavailable employee will be put back into the pool 
for the next quarter.  When this occurs, the District shall keep documentation that the 
driver was ill, injured, laid off, or on vacation and that the employee was in the random 
selection pool for that cycle.  
 
In the event of a positive drug or alcohol test confirmation, the employee will be 
suspended from employment without pay, pending agreement on rehabilitation 
procedures described in the Rehabilitation Section of this policy.  
 
A controlled substances test is considered positive when a verified confirmation test 
indicates specimens having concentrations of a particular class of drug above the 
specified concentration levels.  Drug slasses and threshold concentration levels are 
listed in the “Controlled Substance (Drug) Test” Definitions Section of this policy.   
    
An alcohol test is considered positive when a verified confirmation test indicates a 
breath alcohol content greater than or equal to 0.04.  Alcohol concentration level is 
defined in the Definition Section of this policy.  An alcohol concentration of 0.02 or 
greater but less than 0.04 will result in removal from a safety sensitive position for at 
least 24 hours, and disciplinary action may be taken.   
 
Seasonal employees will be removed from the pool during off-season. A pre-placement 
drug test will be required upon their return, except when the following conditions are 
met: 

(1) The employee must have participated in a drug testing program meeting 
the requirements of this rule within the 30 previous days; 

(2) While participating in this program, the employee must have either been 
tested for controlled substances in the previous 6 months or participated 
in a random drug testing program for the previous 12 months; and 

(3) The District ensures that no other employer of the driver has a record of 
violations of any DOT controlled substance use rule for the driver in the 
previous 6 months. 

 
In order to take advantage of this exception, the District shall contact the testing 
program prior to using the employee and obtain the following information: 

(1) The name and address of the program.  This would generally be the 
employee’s prior and/or current employer; 
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(2) Verification that the driver participates or participated in the program; 
(3) Verification that the program conforms to the required procedures set 

forth in 49 CFR Part 40; 
(4) Verification that the driver is qualified under this rule, including that the 

driver has not refused to submit to an alcohol or drug test; 
(5) The date the driver was last tested for alcohol and drugs; and  
(6) The results of any drug or alcohol test administrated in the previous 6 

months, and any violation of the alcohol misuse or drug rules.  
 
Post-Accident Testing 
 
As soon as practicable following an accident involving a safety sensitive employee 
performing a safety sensitive function, that employee shall be tested for alcohol and 
controlled substances if: 
 

(1) The accident involved a fatality; or  
(2) The driver receives a citation under state or local law for a moving traffic 

violation arising from an accident that involved: 
a. Injury requiring medical treatment away from the scene; or  
b. One or more vehicles having to be towed from the scene.   

 
An alcohol test shall be administered within two hours following an accident, but no 
later than eight hours following the accident.  A controlled substance test shall be 
administered within 32 hours following an accident. 
 
A supervisor should be notified immediately following an accident to ensure proper 
post accident instructions.  The supervisor will determine if a test is necessary, based on 
the criteria above.  If a test is necessary, the supervisor will see that the driver is 
transported to the appropriate collection center (See “Collection Center Location”). An 
employee who knowingly, willingly, and purposely evades a post accident alcohol or 
controlled substance test will be subject to termination under “Refusal to Submit” 
guidelines as outlines under definitions in this policy.  
 
In lieu of administering a post accident test, the District may substitute a test 
administered by on-site police or public safety officials under separate authority.  The 
District may substitute a blood or breath alcohol test and a urine drug test performed by 
such local official, using procedures required by their jurisdictions.  The District will 
obtain a copy lf these test results and keep them on file.  
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If the employee has not submitted to an alcohol test within two hours, the District shall 
prepare and maintain on file a record stating reasons.  An employee who is subject to 
post accident testing must remain available, or he/she may be subject to termination 
under “Refusal to Submit” guidelines outlined in this policy.  In addition, he/she must 
also refrain from consuming alcohol for eight hours following the accident or until 
submitting to an alcohol test, whichever comes first.  
 
A controlled substance test is considered positive when a verified confirmation test 
indicated specimens having concentrations of a particular class of drug above the 
specified concentration levels.  Drug classes and threshold concentration levels are 
listed in the “Controlled Substance (Drug) Test” Definition Section of this policy.  
 
An alcohol test is considered positive when a verified confirmation test indicates a 
breath alcohol contest greater than 0.04.  “Alcohol Concentration Level” is defined in 
the Definition Section of this policy.  An alcohol concentration level of 0.02 or greater 
but less than 0.04 will result in removal from safety sensitive position for at least 24 
hours, and disciplinary action may be taken.  
 
In the event of a positive drug or alcohol test confirmation, the employee will be 
suspended form employment without pay, pending an agreement on rehabilitation 
procedures described in the Rehabilitation Section of this policy. 
 
NOTE: Nothing in this section shall be interpreted to require the delay of necessary 
medical attention for injured people following an accident. In addition, the driver is not 
prohibited from leaving the scene of an accident for the period necessary to obtain 
assistance in responding to the accident or to obtain necessary emergency medical care. 
 
Reasonable Suspicion Testing 
 
In accordance with DOT regulations, the District shall require and employee to an 
alcohol or controlled substance test when there is reasonable suspicion that the 
employee has engaged in prohibited conduct as defined in this policy.  Reasonable 
suspicion shall, whenever possible, be evaluated based on personal observations by the 
department manager and/or supervisor who is familiar with the employee’s typical 
behavior. 
 
Only a department manager or higher authority with the concurrence of a another 
supervisor or department manager may request a drug or alcohol test based on 
reasonable suspicion after they been properly certified to identify suspected drug or 
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alcohol use, have considered the facts and/or evidence in the particular case, and agree 
that they constitute a finding of reasonable suspicion.  The department manager 
requesting an employee to submit to a controlled substance or alcohol test based on 
reasonable suspicion must document facts constituting reasonable suspicion in writing.  
(See “Behavior/Incident Documentation Form” and “Search/Evidence (Discrepancy) 
Documentation Form”).  
 
Employees reasonably believed to be under the influence of drugs or alcohol shall not 
be permitted to engage in further work.  In addition, such employees shall not be 
permitted to drive themselves form the worksite.  A supervisor will see that the 
employee is transported to the designated collection center (See “Collection Center 
Location”), along with the “Controlled Substance Custody and Control” Form. 
 
A controlled substance test is considered positive when a verified confirmation test 
indicates specimens having concentrations of a particular class of drug above the 
specified concentration levels.  Drug classes and threshold concentration levels are 
listed in the “Controlled Substance (Drug) Test” Definition Section of this policy.  
 
An alcohol test is considered positive when a verified confirmation test indicates a 
breath alcohol content greater than or equal to 0.04.  “Alcohol Concentration Level” is 
defined in the Definition Section of this policy.  An alcohol concentration level of 0.02 or 
greater but less than 0.04 will result in removal from a safety sensitive position for at 
least 24 hours, and disciplinary action may be taken. 
 
In the event of a positive drug or alcohol test confirmation, the employee will be 
suspended from employment without pay, pending agreement on rehabilitation 
procedures described in the Rehabilitation Section of this policy. 
 
Rehabilitation 
 
Within the first five working days of the suspension period after a verified positive test 
result, a conference will be conducted between the employee and a human resources 
contact.  If warranted, the employee will be requested to participate in a substance 
abuse rehabilitation program developed by a SAO chosen by the District.  After 
completing a program, the employee may be subject to return-to-duty and announced 
follow up testing period of up to 12 to 60 months, as determined by the SAP.  Details 
will be outlined in a Return-to-Duty agreement.  
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Employees may use accumulated sick leave, vacation time, or compensatory time to 
participate in a rehabilitation program.  Program costs and subsequent controlled 
substance and/or alcohol-testing costs will be paid by the employee.  Failure to 
participate in and complete such a program will result in employment termination.  
 
Return-to Duty 
 
Employees who have violated the prohibition set forth in this policy shall submit to a 
return-to-duty test before returning to their position.  The test result must indicate an 
alcohol concentration of less that 0.02 and/or a verified negative result on a controlled 
substance test. 
 
Follow Up Testing 
 
After the return-to-duty test, employees will also be subject to unannounced follow up 
testing.  The number and frequency of tests shall be determined by a SAP, but at least 
six tests shall be performed during the first 12 months following the employee’s return 
to duty.  Follow up testing may be done for up to 60 months, but the SAP can terminate 
the requirement after the first six tests, if he/she determines that testing is no longer 
necessary. 



 

 

APPENDIX C 
 

SALARY SCHEDULE 



 

 

 

 
 
Compensation rates listed above are effective as of January 1, 2023. 
 

POSITION I II III IV V

Receptionist 3,528.05$        3,781.02$        4,031.91$        4,285.16$        4,540.64$        
Hourly 20.35$             21.81$             23.26$             24.72$             26.20$             

Admin Clerk I 4,788.39$        5,042.90$        5,292.84$        5,542.77$        5,795.77$        
Hourly 27.63$             29.09$             30.54$             31.98$             33.44$             

Admin Clerk II 6,047.22$        6,295.62$        6,553.18$        6,803.11$        7,054.57$        
Hourly 34.89$             36.32$             37.81$             39.25$             40.70$             

Office Supervisor 7,310.60$        7,559.02$        7,812.01$        8,063.46$        8,317.96$        
Hourly 42.18$             43.61$             45.07$             46.52$             47.99$             

Maintenance 4,128.68$        4,403.83$        4,678.96$        4,957.22$        5,241.69$        
Hourly 23.82$             25.41$             26.99$             28.60$             30.24$             

Serviceman I 5,428.22$        5,622.54$        5,823.05$        6,012.72$        6,203.91$        
Hourly 31.32$             32.44$             33.59$             34.69$             35.79$             

Serviceman II/Electrician 6,398.23$        6,592.53$        6,789.95$        6,979.58$        7,177.03$        
Hourly 36.91$             38.03$             39.17$             40.27$             41.41$             

Crew Leader/Electrician 7,520.62$        7,715.57$        7,910.51$        8,111.80$        8,309.92$        
Hourly 43.39$             44.51$             45.64$             46.80$             47.94$             

PR I 4,986.96$        5,266.72$        5,549.51$        5,833.74$        6,119.48$        
Hourly 28.77$             30.38$             32.02$             33.66$             35.30$             

PR II 6,424.80$        6,509.78$        7,038.92$        7,348.21$        7,657.52$        
Hourly 37.07$             37.56$             40.61$             42.39$             44.18$             

Step



 

 

 

DATE: 11/10/2022 

 

TO: President Carter and Members of the Board 

 

FROM: Brent Byrne, General Manager 

 

SUBJECT:  Approval to purchase a new main server for the office 

 
 

SUMMARY 
 

The district needs a new main server, which operates the districts software programs to conduct daily 

business. The current server is 6 years old, and in the computer world has surpassed its “useful life”.  

 
 

 

ANALYSIS 
 

We utilize the onsite server to run software programs for customer service, billing, field operations, and 

other day to day administrative uses. The districts IT contractor Sharp Business Systems will provide the 

hardware and implement the integration of the needed software systems we use. The “old” server will not 

be supported for future upgrades or diagnostics soon. The “new” server will address all the needs necessary 

to move forward such as storage capacity, operating speeds, and support software upgrades moving 

forward. The lead time for this hardware is estimated at 8-10 weeks.  

 

RECOMMENDATION 
 
Staff recommends the purchase of the new server to avoid any down time associated with a sever failure.  

 

FISCAL IMPACT estimated $20,000  
 

The fiscal impact will be the cost of the hardware at $10,029.00 and an estimated $8K-$10K in 

intergradation services by Sharp, Elements, CUSI, and MIP software providers.  

 

PUBLIC NOTICE PROCESS 
 

This item has been noticed through the regular agenda notification process. 
 
ATTACHMENT 
 
Attachment A: see quote from Sharp Business Solutions.  

 

 

 

 

 

 

 



 

Attachment A 
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1. Conservation Outreach  

Conversations with customer, particularly those that are still hitting the higher tiers, was a 

specific direct effort this month. As weather cools, we expect to see watering drop. Many 

customers were unaware their gardeners had not reduced their times and days.  The most 

rewarding calls are to our customers that have a leak alarm on their meter, and we can 

help coach them to a resolution. Most of our residents are very appreciative.  

2.  Shut off for nonpayment 

Off day last month included 
24 accounts, and 18 paid 
their entire balances in 
accordance with our Policies, 
Procedures, Rules and 
Regulations to get their water 
back on.  
 
The number of accounts still 
on active payment plans is 
down to nine. Slowly, we are 
seeing a return to pre-covid 
regulation operations.  

 
   

3. Training  

As previously reported, 
Nicole and I attended the 
CUSI training in Nevada in 
October, and we have 
been sharing the tips, tricks and new processes we have learned on a weekly basis.  The 
more we all know, the better off the District is as a whole. Thank you again for always 
supporting staff growth.  

 
 
4. Board of Directors Officers  

    As we do every year, next month on the Agenda will be an action item to appoint the  
    Officers of the Board of Directors.  

 
 
DebiDebiDebiDebi    LouieLouieLouieLouie   
Administrative Supervisor 

 Board Secretary 

 SHUT OFF for NON-PAYMENT 

 2022 

 

How many 

accounts 

received 

Shut Off 

Notices/Door 

Tags 

How 

many 

accounts 

were 

Shut Off 

for non-

payment 

Number 

of 

Accounts 

closed 

out next 

day. 

Average 

Amount 

Past 

Due 

Average 

Days 

Off 

February 153 46 11 575.51 1 

March 117 22 3  45.26 1 

April 92 21 12 228.47 1 

May 91 13 4 244.32 1 

June 89 22 4 361.77 1 

July 120 23 7 303.30 1 

August 110 19 5 94.32 1 

September 144 18 6 285.83 1 

October 154 24 6 281.06 1 

Annual 

Total 
1070 208 58 268.87 1 
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1. Facility Painting 
 
District facilities are receiving a fresh coat of paint on their doors and gates. This 
preventative maintenance will extend the life of our facilities and continue to provide a 
“tour ready” appearance at every site.   

 

 

2. Leaks 

 

Field staff continue to replace leaking service lines promptly, minimizing water loss and 

the interruption of an essential service to customers. After business hours leaks have 

been frequent and responded to swiftly by field staff. These savings keep operating cost 

to a minimum which help 

stabilize/reduce rates.    

 

3. Valve Turning and Flushing 

 

Staff continues to work on the annual 

valve turning and flushing program. 

Exercising the District’s valves 

annually prevents corrosion build up 

and minimizes the chance of a valve 

lock up. This program also ensures 

that water quality standards are 

maintained.  
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4. Vacuum Truck 

Demonstration 

Staff had the opportunity to try 
another vacuum truck on one 
of our recent leak repairs. 
This truck was much larger 
than the last truck and proved 
to be more efficient in our 
work environment.  We will 
continue to schedule demos 
and rentals to find the best 
truck for our needs. 

 
5. Cla-Valve Maintenance 

Routine maintenance is being performed on the Cla-Valves at the District’s production 
and distribution Facilities. These valves perform an essential function of controlling 
system pressures and preventing pipeline surges caused by the starting or stopping of 
pumps.   

 
6. Water Levels 

Monthly monitoring of the district owned ground water levels continues. These levels are 

currently stable and on par with historical averages. Proactive ground water 

management is a priority of the District commitment to preserving long term reliable 

sources.   

7. Water Availability 

Monitoring of State water supply, ground water supply, conservation cutbacks, and other 

available water resources continue to be a priority of management. Operational changes 

are made daily to utilize all available water resources and minimize production costs.  

 

     Thank you,  

     Brach Smith    

     Assistant General Manager  
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Dear Directors, 

Cooler weather has triggered our customer water demand to start the downward trend we 

anticipate each year. Office staff has been working diligently with our outreach program to 

inform customers of Governor Newsom’s state mandated drought restrictions. Several means of 

outreach have included blast text messages, automated phones calls, messages on bills, door 

hangers, and the use of the meter reading data logs to spread the word of how dire the water 

shortage is within our state. Our customer’s response has been remarkable, as we have seen over 

a 9% drop in usage from the October 2020 use.  

 

                                    
Since mandating the drought restrictions in June, California has seen conservation results (as 

demonstrated in the graphic above). The district remains in Stage 2 of the districts State 

approved “Water Shortage Contingency Plan”.  

Current Water Condition   

The Table “A” allocation from the State Water Project remains at 5%, which has created a 

significant short fall for the District to meet customers desired needs. We have implemented the 

use of AVEK’s ground water bank to help supplement this shortcoming. This water has an 

additional cost associated due to the need to pump the water once (sometimes twice) to elevated 

pressure zones. Thankfully, due to smart strategic planning, the District has cash reserves to help 

offset this cost for dry years. 
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Drought Report 

o 2020 October 227 Residential Gallons Per Capita Daily (R-GPCD) 

o 2021 October 203 R-GPCD 

o 2022 October 205 R-GPCD   

It is reassuring that the State recognizes, it is not appropriate to use Residential Gallons Per 

Capita Day (R-GPCD) water use data for comparisons across water suppliers, unless all relevant 

factors are accounted for. Factors that can affect per capita water include:  

• Rainfall, temperature and evaporation rates – Precipitation and temperature varies widely 

across the state. Areas with high temperature and low rainfall need to use more water to maintain 

outdoor landscaping. Even within the same hydrologic region or the same water supply district 

these factors can vary considerably, having a significant effect on the amount of water needed to 

maintain landscapes. 

 • Population growth – As communities grow, new residential dwellings are constructed with 

more efficient plumbing fixtures, which causes interior water use to decline per person as 

compared to water use in older communities. Population growth also increases overall demand.  

• Population density – highly urbanized areas with dense population use less water per person 

than do more rural or suburban areas since high density dwellings tend to have shared outdoor 

spaces and there is less landscaped area per person that needs to be irrigated.  

• Socio-economic measures such as lot size and income – Areas with higher incomes generally 

use more water than areas with low incomes. Larger landscaped residential lots that require more 

water are often associated with more affluent communities. Additionally, higher income 

households may be less sensitive to the cost of water, since it represents a smaller portion of 

household income.  

• Water prices – Water prices can influence demand by providing a monetary incentive for 

customers to conserve water. Rate structures have been established in many districts to 

incentivize water conservation, but the effectiveness of these rate structures to deter excessive 

use and customers sensitivity to water prices vary. 
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Disaster Response  

Every October the district staff participates in the “California Great Shake Out” earthquake drill. 

We practice tabletop exercises and brainstorming sessions where scenarios are brought up 

amongst staff and how would we responded to resolve such issues. A few topics this year 

involved: 

• Staff response after hours 

• Dirty water complaints on the far westside 

• Low pressure at the Stonegate tract 

• Cell phones down  

• Do we have the proper materials in stock, equipment ready to respond, PPE, and staff 

needs for extend hours of service (water, food, rest station…)  

• Emergency contacts for staff  

Income/Expense Report 

Financial reporting will be reported two months prior as a practice moving forward. This allows 

the financial outlook to be as current as possible, and funds to settle in both revenues and 

expenditures. September revenues were down when compared to the prior year, which would 

correlate to the conservation efforts observed over the month. Expenses were right on par with 

prior years. The unrealized loss of $77,416 for investments (market value if called) and 

depreciation of $75,586 both influenced revenues. Both amounts are not cashflow related, which 

if backed out the month would have had a $13,370 loss for the month…not bad considering the 

conservation efforts effect on revenues. We will be keeping an eye on how the reduced water 

revenues will impact the overall budget due to conservation., as expenses continue to trend 

upward.  
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This concludes my report, and as always please contact me with any questions or concerns at 

brentb@qhwd.org. 

Thank you,  

Brent Byrne  

General Manager  
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	1. ADMINISTRATION
	1.1. RECOGNITION
	1.1.1. AFSCME Local 1902, Quartz Hill Chapter (hereinafter “AFSCME Local 1902”) has been certified as the exclusive representative for employees in the General Employee Unit.
	1.1.2. Jobholders
	1.1.2.1. This Unit is comprised of employees occupying the classifications listed in Appendix “C.”
	1.1.2.2. Copies of the current job descriptions for the District are attached hereto as Appendix “A.”
	1.1.2.3. Any proposed changes to classifications or salaries are subject to mutual agreement.
	1.1.3. For purposes of this MOU, the term “employee” means an individual employed on a regular basis as set forth along one of the schedules described in section 5.1.4 and subsections thereto.  Part-time and temporary employees are not covered under t...
	1.2. AUTHORIZED AGENTS OF THE PARTIES
	1.2.1. For purposes of administering the terms and provisions of this MOU or receiving any notice to be given hereunder the parties’ representatives shall be as follows: The District’s representative shall be the District’s General Manager or designee...
	1.2.2. AFSCME Local 1902’s representative shall be the AFSCME Local 1902 Chapter President or the designee of the President (address: AFSCME Local 1902, 700 N.  Alameda St. #2-219, Los Angeles, California 90012).
	1.3. TERM This MOU shall be effective as of January 1, 2023, subject to approval by the Board of Directors of the District, and shall remain in full force and effect to and including December 31, 2027.
	1.4. IMPLEMENTATION
	1.4.1. It is agreed that the provisions of this MOU are of no force or effect until ratified by AFSCME Local 1902 and duly adopted by the Board of Directors.
	1.4.2. Once ratified by AFSCME Local 1902 and then adopted by the Board, each provision of this MOU shall become effective on the date set forth in Section 1.3– Term, unless another implementation date is specified for a particular provision within th...
	1.5. RENEGOTIATIONS
	1.5.1. In the event either party elects to renegotiate a successor agreement, then within 150 to 120 days prior to the expiration of this MOU (beginning August 3, 2027 and ending September 3, 2027), such party shall serve upon the other its written re...
	1.5.2. Negotiations shall begin no later than thirty (30) days from the date of the first written request.  Each party shall submit written proposals no later than the first negotiation session.
	1.5.3. In the event that neither group has served upon the other a written request to commence negotiations, the current MOU shall continue in full force and effect for one year from the expiration date unless both parties mutually agree to reopen.
	1.6. FULL UNDERSTANDING
	1.6.1. This MOU sets forth the full and entire understanding of the parties regarding the matters set forth herein, and any other prior or existing understanding or agreements by the parties, whether formal or informal, regarding these matters are her...
	1.6.2. It is agreed and understood that during the term of this MOU, each party hereto voluntarily and unqualifiedly waives its right to negotiate, and agrees that the other shall not be required to negotiate, with respect to those matters covered her...
	1.6.3. No agreement, alteration, understanding, variation, waiver, or modification of any of the terms or provisions contained herein shall in any manner be binding upon the parties hereto unless made and executed in writing by both parties hereto, an...
	1.6.4. The waiver of any breach, term, or condition of this MOU by either party shall not constitute a precedent in the future enforcement of all of its terms and conditions.
	1.7. PROVISIONS OF LAW  It is understood and agreed that this Memorandum of Understanding is subject to all current and applicable federal and state laws and regulations in addition to District rules and regulations.  To the extent that any term herei...
	1.8. INTERPRETATION Whenever the masculine or feminine form of any word is used in this MOU, it also includes the other gender and neuter terms unless the context clearly indicates a contrary intent.  Unless the context indicates otherwise, the singul...
	1.9. WATER CODE The parties to this MOU recognize the existence of various sections of the Water Code of the State of California, particularly Division 12 relating to County Water Districts, which vest in the District’s Board of Directors and the Gene...

	2.  SALARY AND SALARY-RELATED
	2.1. SALARIES AND BI-WEEKLY PAYCHECK
	2.1.1. The salaries in effect on January 1, 2023 are set forth in exhibit “C” hereto.
	2.1.2. Effective the first day of the first pay period that includes July 1st of every year, there shall be a fixed across-the-board increase of 4% for increases in the cost of living.
	2.1.3. The parties having jointly reviewed and considered all available salary and wage information and data, agree that the recommended salaries set forth herein were negotiated in good faith and that said salaries were determined independently of ra...
	2.1.4. District employees shall be paid bi-weekly, on Thursdays, for services performed in the pay period ending the preceding Saturday.  If a payday falls on a holiday, employees will be paid on the preceding business day.  There will be no changes i...
	2.1.5. Direct deposit of paychecks shall be an appropriate form of payment of net ordinary compensation to employees, consistent with section 2.8 and District policies concerning direct deposit not inconsistent with the terms of this Memorandum.
	2.2. OVERTIME PAY
	2.2.1. Overtime is defined as all hours worked in excess of forty (40) hours worked in a work week, except as allowed in section 5.1.4.
	2.2.2. Overtime shall be compensated at the rate of one and one-half (1-1/2) times the employee’s regular rate of pay, except that work beyond twelve (12) consecutive hours shall be compensated at the rate of two (2) times the employee’s regular rate.
	2.2.3. Regular rate is defined as the sum of the compensation paid to an employee for hours actually worked at the employee’s hourly rate, plus any premium pay, except overtime, earned by the employee, divided by the hours actually worked during the w...
	2.2.4. It is agreed and understood that nothing herein is intended to limit or restrict the authority of the District to require any employee to perform overtime work, whether or not eligible for overtime pay. It is further agreed that overtime will b...
	2.2.5. Scheduled overtime occurring on an employee’s regular day off shall be at least two (2) hours.  Travel to the employee’s regular work location in these instances shall be treated as time worked.
	2.2.6. Scheduled overtime shall be fairly assigned to qualified employees based on the skills and responsibilities needed to perform the assignment.
	2.3. HOLIDAYS
	2.3.1. The District shall observe the holidays listed below:
	2.3.1.1. New Year’s Day (January 1st)
	2.3.1.2. Martin Luther King Day (third Monday in January)
	2.3.1.3. President’s Day (third Monday in February)
	2.3.1.4. Memorial Day (last Monday in May)
	2.3.1.5. Independence Day (July 4th)
	2.3.1.6. Labor Day (first Monday in September)
	2.3.1.7. Columbus Day (Second Monday in October)
	2.3.1.8. Veteran’s Day (November 11th)
	2.3.1.9. Thanksgiving Day (last Thursday in November)
	2.3.1.10. Day After Thanksgiving
	2.3.1.11. Christmas Eve
	2.3.1.12. Christmas Day (December 25th)
	2.3.2. A holiday that falls on an employee’s workday shall be the same length as the workday.
	2.3.3. Holidays falling on Saturday will be observed on the prior Friday; those falling on Sunday will be observed the following Monday.  If Christmas falls on a Saturday, the Holiday will then be observed on the Thursday and Friday before.
	2.3.4. A holiday that falls on an employee’s regular Friday off will be observed on the prior Thursday.
	2.4. TEMPORARY PROMOTION
	2.4.1. For the purposes of this Section, a temporary promotion is the full-time performance of a majority of the significant duties of a position in one classification by an individual in a lower classification.  The temporary promotion will be reflec...
	2.4.2. With the exception of medical leave, a position shall not be filled by a temporary promotion for more than six (6) months, except by mutual agreement of the parties.
	2.4.3. An employee who is temporarily promoted shall receive the salary of the first step of the classification to which he is temporarily promoted.  The employee shall remain in the General Unit and shall continue to receive the benefits provided for...
	2.4.4. An employee shall receive a temporary promotion effective the first full working day in the higher position.
	2.5. STANDBY PAY
	2.5.1. An employee is on Standby when he is required by management to be available for a call for his services while in a non-working status during off duty hours.
	2.5.2. An employee placed on Standby duty shall be required to:
	2.5.2.1. Be ready to respond within forty (40) minutes or less to calls for his service;
	2.5.2.2. Be readily available at all hours by telephone; and
	2.5.3. Refrain from activities which might impair his assigned duties upon call.
	2.5.4. Standby duty shall be assigned by management.
	2.5.5. Employees who are assigned to standby will be paid Standby Pay Premium in the amount of five (5) percent of his normal hourly rate for qualifying hours.
	2.6. CALL BACK PAY
	2.6.1. An employee is called back if:
	2.6.1.1. He is unexpectedly required to leave home to return to duty because of unanticipated work requirements if notice to return is given to the employee following termination of his normal work shift and departure from his regular work location or
	2.6.1.2. He is called and asked to work at home outside of normal work hours on District business because of unanticipated work requirements.
	2.6.2. An employee, who is called back as defined above, is eligible to receive pay for a guaranteed minimum period of time or pay for the period of time worked, whichever produces larger compensation.
	2.6.3. Time worked shall include the time spent performing the task requiring the call back and actual travel time from home to work and back.
	2.6.4. Guaranteed Minimum Time Period for a Call Back: An employee shall receive a minimum of two (2) hours’ pay at his overtime rate for a call back.
	2.6.5. If an employee receives an additional call back within the previous guaranteed minimum period, the employee shall not receive another minimum but shall receive pay for time worked beyond the previous call back minimum period.
	2.6.6. Notwithstanding Section 2.6.4 and 2.6.5 above, whenever an employee is unexpectedly required to return to duty as provided in Section 2.6.1.1 before the established starting time of the employee’s next regular shift, it shall be deemed an early...
	2.7. SPECIAL DUTY
	2.7.1. Weekend Duty. Field employees will be designated to serve weekend duty on a rotating basis.  These employees are expected to make periodic checks of District wells, pumps, reservoir levels, etc., to ensure that the Districts facilities are oper...
	2.7.2. Holiday Duty. Field employees will be designated to serve as Holiday Employees for District holidays on a rotating basis.  An employee serving as Holiday Employee will receive, as compensation for the holiday, pay equal to 8 hours at 1½ times t...
	2.8. DIRECT DEPOSIT
	2.8.1. Employees shall directly deposit their net salary to a bank of the employee’s choice via direct electronic paycheck deposit.
	2.8.2. The specific procedures for direct deposit shall be managed by the District.

	3.  LEAVE BENEFITS
	3.1. ANNUAL LEAVE
	3.1.1. The accrual schedule for annual leave shall be as follows:
	3.1.1.1. For all 80-hour-per-pay-period employees:
	3.1.1.1.1. Years one through five: 4.10 hours of leave will be accrued each pay period (equivalent to 12 days per year at an 80-hour bi-weekly pay period).
	3.1.1.1.2. Years six through fifteen: 5.81 hours of leave will be accrued each pay period (equivalent to 17 days per year at an 80-hour bi-weekly pay period).
	3.1.1.1.3. Sixteen years or more: 7.52 hours of leave will be accrued each pay period (equivalent to 22 days per year at an 80-hour bi-weekly pay period).
	3.1.1.2. Employees on leave, whether paid or unpaid, shall not accrue leave for the equivalent of time that employee would otherwise have worked.
	3.1.2. The maximum accrual of annual leave shall be 250 hours. There shall be no usable accrual over 250 hours. Should an employee accrue more than 250 hours of leave, leave in excess of 250 hours shall be deemed “excess leave” and the provisions of s...
	3.1.3. District shall audit employees’ accrual of annual leave semi-annually, on or before June 30 and on or before December 30 of each year.  Employees whose accrual is found to exceed 250 hours shall be paid an amount of wages equivalent to the amou...
	3.1.4. The District shall be responsible for scheduling the annual leave periods of employees in such a manner as to achieve the most efficient functioning of the District. The District shall determine whether or not a request for annual leave will be...
	3.1.5. If an employee’s timely request to take annual leave is denied and such denial causes the employee’s current credit for annual leave to exceed the applicable maximum, then the employee’s accrual shall continue beyond the maximum for the next th...
	3.2. SICK LEAVE
	3.2.1. Accrual of Sick Leave.
	3.2.1.1. Eighty-hour-per-pay-period employees will accrue 4.10 hours of leave each pay period (equivalent to 12 days per year at an 80-hour bi-weekly pay period). Seventy-hour-per-pay-period employees will accrue 3.23 hours of leave each pay period (e...
	3.2.1.1.1. Employees may accumulate sick leave up to 420 hours; provided, however, that any sick leave accumulated beyond 420 hours as of June 1 or December 1 will be paid to the employee at their current pay rate.
	3.2.1.1.2. Employees may also elect to receive payment for a portion of their accrued sick leave as of June 1 or December 1 at their current pay rate, on the following basis: if an employee has no unexcused absences, including sick days, over a six-mo...
	3.2.1.1.3. An unexcused absence is defined as one for which the employee could have reasonably, but did not provide notice before the working day begins, provided however that the General Manager may authorize exceptions to this definition.
	3.2.1.1.4. The applicable six-month periods for all employees will be December 1 to May 31 and June 1 to November 30.  Payment for sick days cashed in under this policy will be made on the next available pay period.
	3.2.2. Upon termination from the District, employees will be paid for the first 420 hours of any accumulated sick leave at their then-current pay scale.  Employees are not entitled to receive payment for any sick leave accumulated in excess of 420 hou...
	3.3. BEREAVEMENT LEAVE
	3.3.1. A Full Time employee shall be entitled to up to five (5) days off, with pay, if a death occurs in the immediate family of that employee.  One (1) day of paid leave may be granted in other cases where circumstances warrant such leave.  The Gener...
	3.3.2. For the purposes of this section, “immediate family” means the employee’s spouse, child, parent, sibling, stepparent, stepchild, grandparent, or grandchild.  As used herein, the word “spouse” shall mean and include a husband or wife pursuant to...
	3.4. FAMILY AND MEDICAL LEAVE
	3.4.1. Eligibility.  If an employee has completed either one full year or 1,250 hours of service, the employee may request family and medical leave up to 12 weeks in a 12-month period.  The 12-week leave allowance includes any time taken (with or with...
	3.4.1.1. To care for a newborn child of the employee or a child placed with the employee for adoption or foster care.  Leaves for this purpose must conclude 12 months after the birth, adoption, or placement.
	3.4.1.2. Because of the employee’s own serious health condition, including a serious health condition resulting from an on-the-job illness or injury, that makes the employee unable to perform his or her job at all, or unable to perform any one or more...
	3.4.1.3. To care for a spouse, domestic partner, child, child of a domestic partner, or parent with a serious health condition.
	3.4.1.4. A “serious health condition” is an illness, injury, and impairment, physical or mental condition that involves:
	3.4.1.4.1. 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
	3.4.1.4.2. Continuing treatment by a health care provider.
	3.4.2. Pay During Leave.
	3.4.2.1. An employee on leave because of his or her own serious health condition must use all accrued sick leave and may use any or all accrued vacation at the beginning of any otherwise unpaid leave period.
	3.4.2.2. An employee on leave for child care or to care for a spouse, domestic partner, parent, child, or child of a domestic partner with a serious health condition may use any or all accrued vacation at the beginning of any otherwise unpaid leave.  ...
	3.4.3. Health Insurance.  The District shall maintain the employee’s health coverage at the same level and under the same conditions that would have been provided if the employee had continued working.  This means that the employee will be required to...
	3.4.4. Return to Work.  During a family care and medical leave, employees retain their seniority and employment status with the District.
	3.4.4.1. Upon return from a requested family care or medical leave, the District will make every effort to restore the employee to the same or comparable position held before going on leave.  However, if the employee’s position was eliminated during t...
	3.4.4.2. Employees returning from leave shall have no less seniority than they had when the leave commenced for purposes of layoff, promotion, job assignment, and seniority related benefits such as vacation.  This policy applies to all employees.
	3.4.5. Requesting Family Care and Medical Leave.
	3.4.5.1. An employee should request family care and medical leave in writing to the General Manager.  An employee should provide not less than thirty (30) days’ notice, or such shorter notice as is practicable, for foreseeable childbirth, placement, o...
	3.4.5.2. If family care and medical leave is taken because of the employee’s own serious health condition or the serious health condition of the employee’s spouse, domestic partner, parent, child, or child of a domestic partner, the leave may be taken...
	3.4.5.3. If family care and medical leave is taken because of the birth of the employee’s child or the placement of a child with the employee for adoption or foster care, the minimum duration of leave is two (2) weeks, except that the District will gr...
	3.5. COURT
	3.5.1. Jury Duty
	3.5.1.1. An employee who receives a jury summons and is required to serve shall notify his or her supervisor immediately so that arrangements can be made to cover his or her work while the employee is absent.  The employee shall return to work if excu...
	3.5.1.2. On any day, or half-day, the employee is not required to serve jury duty, the employee shall report for work.
	3.5.1.3. Employees serving jury duty shall provide evidence of jury service to the General Manager
	3.5.2. Witness Duty
	3.5.2.1. An employee who is required to attend a court proceeding or administrative hearing in which the District is an interested party will receive leave with pay for the time he or she is required to be in court if the District's attorneys determin...
	3.5.2.2. If an employee is required to attend any civil proceeding which, in the District's discretion, is determined not to be for the benefit and protection of the District's interests, the employee may receive leave without pay for the time he or s...
	3.6. MILITARY LEAVE
	3.6.1. Applicable state law regarding duty with the Armed Forces shall govern the District.  Generally, if you are called to serve on active duty in the military, you may be granted a leave of absence until 90 days following the date of honorable disc...
	3.6.2. A District employee shall notify the General Manager of the dates of his or her proposed leave and the designation of the military unit to which the employee is assigned.
	3.7. AUTHORIZED LEAVES WITHOUT PAY
	3.7.1. A leave of absence may be granted a Full Time employee for a valid reason, when work conditions permit, and when the length of service with the District and performance of the employee so warrant.  The employee requesting a leave of absence mus...
	3.7.1.1. Continuance of education or training of benefit to the district;
	3.7.1.2. Public Service;
	3.7.1.3. Extended illness or disability; or,
	3.7.1.4. Other reasons as the Board may deem appropriate.
	3.7.2. There can be no guarantee of reinstatement at the conclusion of leave granted pursuant to this section 3.7, although that is the intention of the District at the time the leave is granted.  There shall be a suspension of benefits for the employ...
	3.8. OTHER UNPAID AUTHORIZED LEAVE:  The General Manager with Board Approval may grant written authorization for absences with pay whenever circumstances would indicate that such an authorization is appropriate.

	4.  BENEFITS AND REIMBURSEMENTS
	4.1. MEDICAL INSURANCE
	4.1.1. District shall make available multiple health care plans from Anthem Blue Cross or Kaiser as provided currently through the Association of California Water Agencies Joint Powers Insurance Agency (“Insurer”).  Each employee may enroll as an indi...
	4.1.2. Additionally, the District will continue to provide medical benefits (but not dental or vision) for all eligible retirees, if the employee retires and meets the definition set forth in section 4.5.1 below, if the employee’s hire date is on or b...
	4.1.3. This section 4.1.3 shall apply only to employees hired after January 1, 2013.
	4.1.3.1. The District will continue to provide medical benefits proportional share based on attached table (but not dental or vision) for all eligible retirees, if the employee retires and meets the definition set forth in section 4.5.1 below, and pro...
	4.1.3.1.1. Pursuant to this section 4.1.3.1, the District shall pay 33% of the health benefit for employees whose time in service was between five years and ten years and three hundred and sixty-four days of continuous time in service.
	4.1.3.1.2. Pursuant to this section 4.1.3.1, the District shall pay 66% of the health benefit for employees whose time in service was between eleven years and fourteen years and three hundred and sixty-four days of continuous time in service.
	4.1.3.1.3. Pursuant to this section 4.1.3.1, the District shall pay 100% of the health benefit for employees whose time in service was greater than fifteen years continuous time in service.
	4.1.3.2. The Employee covered by this section 4.1.3 shall contribute to PERS the Employee’s share of the member contributions to PERS for employee retirement.
	4.2. DENTAL INSURANCE
	4.2.1. The District shall provide dental insurance at the benefit level offered through the California Joint Powers Insurance Authority, at the level closest to existing benefits at the commencement of this contract.
	4.2.2. The District shall pay the entire premium for each employee and qualified dependents.
	4.2.3. Any reserve funds developed under the policy may be applied towards paying the premium of any other policy obtained in accordance with this MOU.
	4.3. VISION INSURANCE
	4.3.1. The District shall continue to provide a vision care program at the benefit level offered through the California Joint Powers Insurance Authority at the level closest to existing benefits at the commencement of this contract.
	4.3.2. The District shall pay the entire premium for each employee and qualified dependents.
	4.3.3. Any reserve funds developed under the policy may be applied towards paying the premium of any other policy obtained in accordance with this MOU.
	4.4. LIFE INSURANCE
	4.4.1. The District shall provide $50,000 of group life insurance for each regular full-time employee.
	4.4.2. An employee shall continue to have the option of purchasing additional insurance at his own expense, as allowed by the insurer.
	4.5. RETIREMENT
	4.5.1. An eligible employee shall have the option of retiring from the District according to the contract the District has with the Public Employees’ Retirement System (PERS) to provide what is commonly called “Local Miscellaneous 2% @ 55” retirement,...
	4.5.2. The District shall contribute to PERS as Employer Paid Member Contribution all of the normal member contributions to PERS for employee retirement to the extent permitted by law as follows:
	4.5.2.1. For all employees hired before January 1, 2013, or for employees who otherwise meet the definition of a “Classic Employee” as defined by CALPERS effective as of the date of adoption of this Memorandum of Understanding, the District shall cont...
	4.5.2.2. For any other employee (a “New Employee”), the District shall match “normal costs,” as defined by Government Code § 20683.2, and other contributions to meet the “variable costs” as set forth from time to time by PERS.  In no event shall Distr...
	4.5.2.3. If the mandatory provisions of the California Public Employees’ Pension Reform Act change by action of the Legislature or otherwise by law, this Memorandum of Understanding shall conform to such further changes. To the extent that the law per...
	4.6. DEFERRED COMPENSATION:   The District shall continue to provide for a deferred compensation program as was in effect on January 1, 2010, subject to modifications as required by law.
	4.7. RETURN TO WORK
	4.7.1. In an effort to minimize serious disability due to on-the-job injuries and illnesses and to reduce workers' compensation costs, the District has developed a return to work program.
	4.7.2. Minimizing serious disability by maximizing the ability of an individual to perform work is consistent with the District's responsibilities under the Americans with Disabilities Act to provide reasonable accommodations to persons with disabilit...
	4.7.3. This policy and the program it establishes will consist of a team effort made by District management, our workers' compensation insurance carrier, the medical provider, and the injured employee.  All team members will be asked to take an active...
	4.7.4. District management will assist by directing the employee to appropriate care and assisting in proper reporting of the injury or illness while maintaining a positive and constant flow of communication with the affected employee.  They will also...
	4.7.5. By this joint effort, the District will help the injured or ill worker recover at a more rapid rate, gain production for wages paid, minimize the employees' wage loss, and reduce workers' compensation costs.
	4.8. BOOT ALLOWANCE In the first pay period of each fiscal year, all field employees will be paid $ 500.00 for a boot allowance.  Field employees are to acquire appropriate work boots, to be worn while working in the field. This provision does not aff...
	4.9. WORKERS’ COMPENSATION INSURANCE
	4.9.1. If an employee is injured on the job, under the Workers’ Compensation Law, that employee will receive medical treatment for all injuries, and will receive compensation for any period or disability in excess of three days, unless the disability ...
	4.9.2. All work related accidents and injuries, no matter how minor, are to be reported immediately to the injured employee’s immediate supervisor and/or the General Manager.  The General Manager has available the proper forms for making such reports.
	4.9.3. The prompt and accurate reporting of any and all workplace accidents is mandatory.  Failure to report an accident or injury may jeopardize the employee’s treatment and insurance coverage.
	4.10. TRAVEL EXPENSES AND TRAVEL TIME
	4.10.1. Employees shall be reimbursed for out-of-pocket expenses incurred while on specifically authorized District business.  Employees must have their supervisor’s written authorization (requisition/purchase order, etc.) prior to incurring an expens...
	4.10.2. To be reimbursed for all authorized expenses, employees must submit an expense report/voucher accompanied by receipts consistent with the District’s Travel and Subsistence Policy, or if not set forth therein then each week, as authorized reimb...
	4.10.3. This section 4.10 and the District’s Travel and Subsistence Policy also applies when using a District issued Credit Card or other expenses advanced or paid for by the District.
	4.10.4. This section 4.10 shall be applied in all cases consistent with the District’s Travel and Subsistence Policy and interpreted to maximize consistency between this Memorandum of Understanding and the terms of the Quartz Hill Water District Trave...
	4.11. MILEAGE REIMBURSEMENT
	4.11.1. Mileage reimbursement for employees using their personal automobiles for District business shall be deemed to include all costs, including gas, oil, tires, insurance, maintenance, and depreciation and shall be at the current IRS published rate.
	4.11.2. All mileage reimbursements shall be consistent with the District’s Travel and Subsistence Policy
	4.12. INTEREST FREE COMPUTER LOANS
	4.12.1. The District has established a program providing interest-free computer loans to District employees and Directors for the purchase of computers and related equipment and software.  The program is intended to increase computer literacy, which c...
	4.12.2. Loans for the value of the purchase of computers and related equipment and software can be made up to a maximum of $2,500.00.  Repayment will be made through regular payroll deductions with minimum payments of $25.00, and in all events any loa...
	4.12.3. Upon appropriate request, the General Manager may authorize advancing of the loan to allow the employee to purchase the computer equipment and software, provided that appropriate documentation of the purchase is subsequently provided, and prov...
	4.13. TUITION REIMBURSEMENT
	4.13.1. The District has established an educational reimbursement program to provide employees with the opportunity to enhance their professional development, improve their knowledge and skills, and to earn undergraduate and advanced degrees that are ...
	4.13.2. To obtain reimbursement of educational expenses, the employee shall submit a written request for reimbursement.  Such request shall include a brief explanation of why a particular course is job-related.  Based upon that submittal, the General ...
	4.13.2.1. Employees will be entitled to reimbursement of actual expenses incurred in pursuing courses related to their employment, up to a maximum of $3,000.00 per calendar year. The term “courses related to their employment” shall include courses req...
	4.13.2.2. Classes must not interfere with an employee’s normal work schedule.
	4.13.2.3. No more than two classes may be taken per semester without prior written approval.
	4.13.2.4. Expenses associated with courses necessary for maintaining a license or certification required by the District as a condition of the employee’s continued employment are the responsibility of the District and are not subject to this policy.
	4.13.3. Employees will be reimbursed for the actual cost of tuition, fees, books, course-related supplies and materials, parking and mileage.  Employees eligible for reimbursement from any other source (e.g., a government-sponsored program or scholars...
	4.13.4. In order to qualify for reimbursement, the employee must complete the course and obtain a grade of “B” or better or a grade of “Satisfactory.”
	4.13.5. Books paid for by the District become the property of the District and shall be turned into the employee’s supervisor upon completion of the course or course of study.
	4.13.6. Upon written application, the Personnel Committee of the Board of Directors may consider advancing the necessary funds for expenses that are reimbursable under this policy.  Such determinations will be made on a case-by-case basis, and will be...
	4.13.7. Employees who voluntarily leave the employ of the District within one year of receiving reimbursement under this program must reimburse the District for any payments received under this program within the year prior to their departure.
	4.13.8. Employees seeking reimbursement under this policy hereby authorize a deduction from their final paycheck to effectuate this provision of the policy.
	4.14. PAYMENT FOR LICENSES
	4.14.1. The District shall reimburse employees for licenses or certification fees including renewals that are required by the District or the state for the performance of the employee’s job duties, with the exception of Class C driver’s licenses.
	4.14.2. The District shall also reimburse employees for licenses or certification fees including renewals that the General Manager or Department Head deems necessary for succession planning or career development.
	4.15. TOOLS:  All required tools shall be provided by the District.
	4.16. LONG TERM DISABILITY INSURANCE: The District shall continue to provide for the AFLAC insurance program at the employees own expense.
	4.17. DEPENDENT DAY CARE:  The District shall offer as an additional employee benefit a Dependent Care Flexible Spending Account.
	4.18. CELL PHONE ALLOWANCE: In the first pay period of each month, all field employees will be paid $50.00 for a cell phone allowance.  Field employees are to maintain a working cell phone to be used for District business while working in the field. E...
	4.19. BILINGUAL PAY: To enhance the District's ability to provide service to non-English speaking customers the District shall provide additional pay to employees for the performance of bilingual skills. Eligibility for such pay will be determined by ...

	5.  WORKING CONDITIONS
	5.1. WORK SCHEDULES
	5.1.1. The work week shall consist of one of the mentioned work schedules outlined in section 5.1.4 as determined by the District and made known to the employee.
	5.1.2. There shall be an unpaid meal period of up to one (1) hour, as determined by the District.  The employee’s preference shall be taken into account when the meal period is scheduled.
	5.1.3. If possible, there shall be two rest periods of approximately ten (10) minutes each. If taken, each rest period shall be scheduled approximately mid-way between each half of the employee’s workday.  Rest periods shall not be used to lengthen a ...
	5.1.4. The following are authorized work schedules:
	5.1.4.1. Five-eights (5-8):  A five-eight work schedule shall consist of five (5) consecutive eight hour days.  The work week for employees on the five-eights work schedule commences at 12:00 a.m. Sunday and ends at 11:59 p.m.  Saturday.
	5.1.4.2. Four-ten (4-10):  A four day work schedule shall consist of four (4) consecutive ten hour days.  The work week for employees on the four day work schedule commences on Sunday at 12:00 a.m.  and ends Saturday at 11:59 p.m.
	5.1.4.3. Forty-four, thirty-six (44/36):  The forty-four, thirty-six (44/36) work schedule shall consist of four consecutive nine hour days with the fifth consecutive day as an eight hour day or a regular day off.  The eight hour day and the regular d...
	5.1.5. During the term of this MOU no permanent work schedule shall be implemented without mutual agreement of the parties.
	5.2. EMPLOYEE SELECTION AND CLASSIFICATION
	5.2.1. Decisions on employment are to be based upon an individual’s qualifications for the position being filled as described below.
	5.2.2. Job Bidding Procedures
	5.2.2.1. District employees shall be given first consideration for filling all positions as provided in this MOU.
	5.2.2.2. Posting is required if:
	5.2.2.2.1. The position is a classification listed in Appendix “C”; or
	5.2.2.2.2. It is a new position.
	5.2.2.3. The position will be posted at all District offices for bidding by interested employees.  Postings include: The title and salary range for the position, a brief description of the duties, the minimum requirements, special requirements, the lo...
	5.2.2.4. Applications will be available at the District office.  Employees shall complete the application stating how they meet the minimum and special requirements for the position and forward it to the District. If an interview is scheduled, supervi...
	5.2.2.5. If an employee is on leave during the entire period of posting, he may bid on that posting after the closing date and until such time that the first interview begins or selection is made.  If an employee bids on a job posting and then goes on...
	5.2.2.6. A selection may be made from available qualified candidates after the closing date as determined by the General Manager.
	5.2.2.7. When an applicant has been selected to fill a posted position, the District will post a notice regarding the name of the successful bidder.
	5.2.2.8. Successful bidders should be assigned to the posted position no later than 45 calendar days after acceptance.
	5.2.3. Selection of Employees
	5.2.3.1. Equal Employment Opportunity.  The District provides equal employment opportunity for everyone regardless of age, gender, color, race, ancestry, national origin, religion, actual or perceived sexual orientation, marital status, political beli...
	5.2.3.2. Examinations.  Candidates for positions may be asked to perform and/or submit to written, oral or performance examinations.  As set forth in the District’s substance abuse policy, all pre-employment physical examinations shall include testing...
	5.2.3.3. Pre-Employment Investigation.  As part of the selection process, the District may conduct investigations of candidates including, but not limited to, reference checks, general background checks, and employment checks, as well as evaluations o...
	5.2.3.4. Orientation.  When the employee report for his or her first day of work, the General Manager or the employee’s supervisor will introduce the employee to co-workers and will explain the employee’s job. The District will provide all on-the-job ...
	5.2.3.5. Eligibility to Work in United States.  As a prerequisite to being hired by the District, each potential employee is required to present the District with information establishing the employee's identity as well as the employee's eligibility t...
	5.2.3.6. Employment of Relatives.  The District will not consider the employment of relatives of existing employees.  For purposes of this policy, "relative" is defined as a spouse, child, parent, sibling, grandparent, grandchild, or corresponding in-...
	5.2.4. Promotion.  Qualified employees may be promoted (without job bidding) into a position in a higher salary range within their job family and shall receive a salary adjustment of at least one rate step in the new salary range above his current sal...
	5.2.5. Authorized Positions
	5.2.5.1. The authorized classifications and positions are as listed in Appendix “C”.
	5.2.5.2. Copies of the current job descriptions for the District are attached hereto as Appendix “A.”  Any proposed changes to classifications or salaries are subject to mutual agreement.
	5.2.6. Regular employees who have successfully completed the probationary period are employed to normally work one of the mentioned work schedules outlined in section 5.1.4 as determined by the District and made known to the employee.
	5.2.7. Employees who have served the required probationary period satisfactorily and are employed to normally work less than 35 hours per week in an established position on a year-around basis are part-time employees.
	5.2.8. Probationary Employees
	5.2.8.1. All District employees will be considered probationary employees from their date of hire until the close of business on the last day of the pay period during which they complete one thousand forty (1,040) hours of straight time hours worked w...
	5.2.8.2. Because the probationary period is considered an extension of the selection process, a probationary employee may be dismissed without right of hearing or appeal, except that such dismissal shall not be based on unlawful discrimination.
	5.2.8.3. At or near the midpoint of the probationary period, the employee and the employee’s supervisor shall meet to discuss the employee’s performance.  Then at the end of the probationary period, there shall be a written report of probationary perf...
	5.3. PART TIME AND TEMPORARY EMPLOYEES NOT COVERED Part time and temporary employees of the District will not be considered or classified as “regular Employees” and will not be covered by this MOU.
	5.4. CONTRACTING OUT/SUBCONTRACTING
	5.4.1. The District shall not contract for work currently or historically performed by classifications represented by AFSCME Local 1902.  The District will only contract for work that is of a specialized and unique nature.
	5.5. LAYOFF
	5.5.1. Definitions.  These definitions shall apply to this section 5.5.
	5.5.1.1. Displacement - shall mean the replacement by one employee of another employee.
	5.5.1.2. Layoff - shall mean terminating an employee for non-disciplinary reasons.
	5.5.1.3. Recall - shall mean the notification of an employee who was laid off of potential reinstatement.
	5.5.1.4. Reinstatement - shall mean the reemployment of an employee who was laid off.
	5.5.1.5. Surplus - shall mean a position or skill not needed by the District, as determined by management.
	5.5.2. Reason for Layoff
	5.5.2.1. A layoff may be initiated with the approval of the General Manager, when necessary for reasons of economy or lack of work.
	5.5.3. Order of Layoff
	5.5.3.1. Prior to a layoff, the General Manager will determine the total length of service by last date of hire of each employee and their performance evaluation ratings.  A composite listing of all employees will be prepared, listing their length of ...
	5.5.3.2. The information developed pursuant to Paragraph 1 above will be used to develop a list of each employee’s layoff ranking.  The layoff ranking shall be calculated by computing three (3) points for each year of service for no more than seven (7...
	5.5.3.3. In the event two or more employees have the same layoff ranking, the employee with the greater length of service shall receive the higher ranking.  If a tie still exists, the employee with the earlier birth date shall receive the higher ranki...
	5.5.3.4. The lists will be shared with AFSCME Local 1902.
	5.5.3.5. The General Manager will determine the organizational unit and position(s) to be affected by a layoff and/or the skill(s) determined to be surplus.
	5.5.3.6. Using the information developed by the General Manager, each organizational unit affected by the layoff will develop a ranking list which will show the layoff ranking of employees within the organizational unit.  The organizational unit manag...
	5.5.3.7. In case there are two or more employees in the position from which layoff is to be made, such employees shall be laid off on the basis of lowest layoff ranking first, except employees whose current performance evaluations are below 60% rating...
	5.5.3.8. The results of sections 5.5.3.4 through 5.5.3.7 above shall be sent in writing to AFSCME Local 1902.
	5.5.4. The Notice of Layoff shall include:
	5.5.4.1. A statement that the employee’s job is surplus or he is being laid off due to the exercise of displacement rights of another employee.
	5.5.4.2. The effective date of the layoff;
	5.5.4.3. The length of service and performance ratings of the employee;
	5.5.4.4. A copy of the employee’s displacement and reinstatement rights.
	5.5.4.5. A copy of the employee’s severance rights, if any.
	5.5.5. Displacement
	5.5.5.1. Displacement will be permitted provided the displacing employee has demonstrated, on the job within the last five (5) years, that he has the skills required for that position.
	5.5.5.2. A request for displacement must be made in writing to the General Manager within five (5) working days following delivery of the Notice of Layoff.
	5.5.5.3. Employees to be laid off due to the exercise of displacement rights by an employee with a higher layoff ranking shall be given a Notice of Layoff.  Employees so notified will have all rights to which employees who have received Notice of Layo...
	5.5.6. Reinstatement
	5.5.6.1. Employees who are laid off and desire to be reinstated at a later date must request reinstatement in writing to the General Manager within 2 weeks of the effective date of the layoff.  Priority will be given to the reemployment of each laid-o...
	5.5.6.2. The General Manager will maintain a list of the names of laid-off employees who have requested reinstatement.
	5.5.6.3. Those employees on the reinstatement list shall be recalled only for positions which the General Manager determines they have demonstrated, on the job within the last five (5) years, that they have the skills required for that position, and t...
	5.5.6.4. Each employee on the reinstatement list will be responsible for keeping the District advised of his current home address and upon notification of reinstatement will be required to respond in person or in writing within six (6) working days fo...
	5.5.6.5. The name of a laid off employee will be removed from the reinstatement list eighteen (18) months following the effective date of the layoff.
	5.6. HEALTH AND SAFETY
	5.6.1. The District shall provide a safe and healthful workplace for all employees by complying with all state and federal laws concerning health and safety.
	5.6.2. Employees and AFSCME Local 1902 may exercise all their legal rights to secure a safe and healthy workplace without any reprisals.
	5.6.3. Employees shall comply with all state and federal laws concerning safety and health.
	5.6.4. It is the duty of all employees in the course of performing their regularly assigned duties to be alert to unsafe practices, equipment and conditions and to report any such unsafe practices, equipment and conditions to their immediate superviso...
	5.6.5. AFSCME Local 1902 shall appoint one representative to be a member of the Management Safety Committee.
	5.7. NO SMOKING POLICY Smoking is prohibited in any District building or District vehicle.  Smokers will be accommodated by designating smoking areas outside away from building entrances and air intakes.
	5.8. DRUG-FREE WORKPLACE The District shall adhere to the Substance Abuse Policy as contained in Appendix “B.”
	5.9. PERSONNEL FILE
	5.9.1. An employee, or an employee’s representative with the written consent of the employee may inspect the employee’s personnel file.  No derogatory information shall be placed into the personnel file unless a copy has been provided to the employee ...
	5.9.2. Employee personnel files and the information therein shall be held in strict confidence by the District and shall be subject to inspection only by officials of the District acting on official District business or otherwise as required by law.
	5.9.3. At the request of an employee, all disciplinary documents in the employee’s personnel file shall be removed after three years unless there has been further discipline regarding the work behavior that led to the discipline.  This provision shall...
	5.10. NON-EXEMPT EMPLOYEES
	5.10.1. All employees shall be on hourly non-exempt status for the purposes of the Fair Labor Standards Act (FLSA).
	5.10.2. Changes to FLSA status shall be made by mutual agreement by the parties.
	5.11. NON-DISCRIMINATION There shall be no discrimination on the part of either the District or AFSCME Local 1902 towards any employee on any of the basis forbidden by any state or federal law applicable to the District which prohibits discrimination ...
	5.12. PRODUCTIVITY
	5.12.1. Both parties recognize that it is to their mutual interest and to the best interest of the community to continually strive to improve the quality, economy and efficiency of the District’s work effort and work product.
	5.12.2. AFSCME Local 1902 and its membership will initiate improvements whenever possible, and encourage other District employees to do likewise.

	6.  GRIEVANCE AND APPEAL PROCEDURE
	6.1. RIGHT TO UNION REPRESENTATIVE
	6.1.1. If an employee reasonably believes that a meeting with his supervisor may result in disciplinary action against him, he may request the attendance of an AFSCME Local 1902 or any other representative in the meeting.  If the AFSCME Local 1902 rep...
	6.1.2. Only one AFSCME Local 1902 representative shall be authorized to use District time to represent an employee as provided in this Section.
	6.2. GRIEVANCE REPRESENTATIVE
	6.2.1. Grievance Assistance
	6.2.1.1. A grievant may, at any step of the grievance procedure, be assisted in the preparation and presentation of his grievance by a representative selected by him.
	6.2.1.2. If the grievant elects to be represented, the District may designate a management representative to be present at the grievance meeting.
	6.2.2. AFSCME Local 1902 shall provide the District with a written list of employees who have been selected as grievance representatives.
	6.2.3. Release Time
	6.2.3.1. Only one elected Group representative shall be authorized to use District time to prepare any single grievance.
	6.2.3.2. The grievant and the authorized grievance representative shall receive reasonable release time to prepare a written grievance and/or to attend a grievance meeting.
	6.2.3.3. A grievance representative desiring to leave his work site to process a grievance shall first obtain permission from his immediate supervisor.  Release from work shall be as soon as practical.
	6.2.3.4. A grievance representative desiring to enter the work site of a grievant to process a grievance shall first obtain the permission of the grievant’s immediate supervisor.
	6.3. GRIEVANCE PROCEDURE
	6.3.1. Definitions.  These definitions shall apply to this section 6.3.
	6.3.1.1. Grievant - shall mean an employee, a group of employees, or AFSCME Local 1902.  Alleged grievances which affect more than one employee in a substantially similar manner normally will be consolidated.
	6.3.1.2. Grievance - shall mean an alleged misapplication of a specific provision of:
	6.3.1.2.1. This MOU, which alleged misapplication adversely affects the grievant, or
	6.3.1.2.2. The Employee Manual, which alleged misapplication adversely affects the grievant, or
	6.3.1.2.3. Other rules or regulations governing personnel practices and other terms and conditions of employment within the scope of negotiations, which alleged misapplication adversely affects the grievant.
	6.3.1.3. Written grievance - shall mean a grievance as defined above, which has been reduced to writing.   A written grievance must include all of the following:
	6.3.1.3.1. The employee’s name.
	6.3.1.3.2. The employee’s classification.
	6.3.1.3.3. The employee’s immediate supervisor’s name.
	6.3.1.3.4. The employee’s and representative’s name, if any.
	6.3.1.3.5. The specific section of the provision alleged to have been misapplied,
	6.3.1.3.6. A clear and concise description of the alleged grievance with the circumstances supporting the employee’s allegation.
	6.3.1.3.7. The specific remedy requested to resolve the grievance.
	6.3.1.4. Day - shall mean any day in which the Headquarters of the District is open for business.
	6.3.2. Waivers and Time Limits
	6.3.2.1. Failure by management to reply to the grievance within the time limits specified in this Section automatically grants the grievant the right to process the grievance to the next level within the time limits defined in the next level.
	6.3.2.2. Any level of review or any time limits established in this Section may be waived or extended by mutual agreement confirmed in writing.
	6.3.2.3. If a grievant fails to appeal from one level to the next level within the time limits established in this grievance procedure, the grievance shall be considered settled on the basis of the last response by management and the grievance shall n...
	6.3.3. General Provisions
	6.3.3.1. The grievant shall be bound by the statement of the grievance as originally defined.  Non-related issues shall not be considered on appeal.
	6.3.3.2. If the grievant is not represented by AFSCME Local 1902, AFSCME Local 1902 shall be notified of a settlement proposed at any formal level of the procedure which settlement is acceptable to both the grievant and the District prior to the settl...
	6.3.4. Informal Complaint
	6.3.4.1. Before filing a written grievance, the employee shall attempt to resolve the problem in meeting with his immediate supervisor.
	6.3.4.2. The employee shall meet with his supervisor within twenty-one (21) days from the event giving rise to the grievance or from the date the grievant could reasonably have been expected to have had knowledge of such event.  The immediate supervis...
	6.3.5. Formal Grievance
	6.3.5.1. Level I
	6.3.5.1.1. If the grievant is not satisfied with the resolution proposed at the informal level, he may, within thirty (30) days from the event giving rise to the grievance or from the date the grievant could reasonably have been expected to have had k...
	6.3.5.1.2. The Supervisor, within ten (10) days of receipt of the grievance, meet with the grievant and give a written response to the grievant on the original grievance form.
	6.3.5.2. Level II
	6.3.5.2.1. If the grievant is not satisfied with the written response of the Supervisor, the grievant may, within five (5) days from receipt of such response, file a grievance with the General Manager on the original grievance form.
	6.3.5.2.2. Within five (5) days of receipt of the written appeal the General Manager shall meet with the grievant and shall investigate the grievance, including meeting with the supervisor, and give a written response to the grievant on the original f...
	6.3.5.2.3. Grievances concerning subjects listed in Section 6.7 – Appeal Procedure, are appealable to that procedure.  For all other grievances, the decision of the General Manager is final.
	6.4. Grounds for Discipline
	6.4.1. Progressive Discipline.  The District shall follow the principles of progressive discipline as contained in this Section.  As a result, employees are no longer considered “at-will.”
	6.4.2. Disciplinary Actions.  Disciplinary actions should be designed to fit the nature of the problem and may include warning, demotion, suspension, or discharge.  The particular action imposed shall depend on the severity of the misconduct and the p...
	6.4.2.1. Absence without approved leave.
	6.4.2.2. Excessive absence or tardiness.
	6.4.2.3. Actions contrary to District policies, practices, rules, or regulations.
	6.4.2.4. Inefficiency or incompetence.
	6.4.2.5. Willful disobedience, insubordination, or actions contrary to specific directions given by a supervisor.
	6.4.2.6. Dishonesty or other acts of moral turpitude.
	6.4.2.7. Intoxication while on duty.
	6.4.2.8. Reporting for work or, while on duty, being impaired by or under the influence of unlawful drugs or other controlled substances.
	6.4.2.9. Unprofessional, disorderly, or illegal conduct while on duty, in a District uniform, or using a District vehicle.
	6.4.2.10. Conviction of a felony if it affects the employee’s ability to perform job duties.
	6.4.2.11. Neglect of duty.
	6.4.2.12. Possession of dangerous weapons, firearms or explosives while on duty, on District property, or in District vehicles.
	6.4.2.13. Failure to follow safe working practices.
	6.4.2.14. Failure to promptly report a work-related injury of any magnitude whatsoever.
	6.4.2.15. Harassing, threatening, or attacking another employee while on duty.
	6.4.2.16. Falsification of District records.
	6.4.2.17. Moving traffic violations in the use of a District vehicle, the loss of insurability, or the loss of a driver’s license if it affects his ability to perform job duties.
	6.4.2.18. Causing damage to, or the theft, misuse, or abuse of District property.
	6.4.3. Oral Warning
	6.4.3.1. An oral warning consists of a discussion between an employee (who may be represented) and his supervisor or other manager concerning performance problems or minor instances of misconduct and may be initiated at any time.
	6.4.3.2. During this discussion, the supervisor or manager will review with the employee both the specific deficiencies in question and District standards.  The cause(s) of the deficiency will be identified along with specific improvement needed.  The...
	6.4.3.3. The substance of an oral warning will be reduced to writing, placed in the supervisory file, and a copy will be given to the employee.
	6.4.4. Written Warning
	6.4.4.1. A written warning generally is appropriate to correct instances of more serious employee misconduct which do not warrant suspension or discharge, repeated instances of minor misconduct or identified performance problems.  The purpose of a wri...
	6.4.4.2. Any decision to issue a written warning will be reviewed by the General Manager.
	6.4.4.3. The supervisor or manager issuing the written warning shall meet with the employee to discuss specific improvements required, over a reasonable time period to be determined by the General Manager in light of all relevant facts, to avoid furth...
	6.4.4.4. A copy of the record will be given or sent to the employee and he may make a written response on the record within ten (10) days.
	6.4.4.5. The employee will be requested to sign the record to signify receipt of the written warning.  If the employee refuses or fails to sign indicating receipt, the supervisor shall sign to affirm that the employee was presented with the written wa...
	6.4.4.6. The written warning will be placed in the employee’s official personnel file.  The employee’s response will be placed in the file if received within ten (10) days of presentation of the warning.
	6.4.5. Suspension.  Suspension is the temporary removal of an employee from his duties without pay for up to thirty (30) calendar days.
	6.4.6. Demotion.  Demotion is the movement of an employee from his current classification to a new classification having a lower salary grade
	6.5. PRE-DISCIPLINARY PROCEDURE If a regular employee is to be suspended for forty hours or more, demoted, or discharged, he shall:
	6.5.1. Receive written notice of the intended action at least 14 days before the date it is intended to become effective, stating the specific grounds and the particular facts upon which the action is based;
	6.5.2. Receive copies of any known materials, reports or other documents upon which the intended action is based;
	6.5.3. Be accorded the right to respond in writing within a reasonable period of time to the intended charges;
	6.5.4. Be accorded the right to meet within a reasonable period of time with the General Manager or designee who has the authority to recommend modification or elimination of the intended disciplinary action; and
	6.5.5. Be given the written decision of the General Manager or designee prior to the effective date of the disciplinary action.
	6.6. RELEASE OF PROBATIONARY EMPLOYEES
	6.6.1. Employees shall serve a probationary period of six months.  Prior to being released from employment, a probationary employee shall:
	6.6.1.1. Receive a Notice of Release from their Probationary Position stating the basis for the decision;
	6.6.1.2. Be accorded the right to respond in writing during a reasonable period of time to the release from his probationary position; or to meet within a reasonable period of time with General Manager or his designee who has the authority to recommen...
	6.6.1.3. Be given the General Manager’s (or designee’s) written decision within a reasonable period of time.
	6.7. APPEAL PROCEDURE
	6.7.1. Eligibility to Appeal
	6.7.1.1. The following subjects may be appealed by regular, non-probationary employees pursuant to this Section if they have first met the requirements of Section 6.3  – Grievance Procedure or Section 6.5 – Pre-Disciplinary Procedure:
	6.7.1.1.1. Suspensions of forty (40) hours or more.
	6.7.1.1.2. Demotions.
	6.7.1.1.3. Discharges.
	6.7.1.1.4. Alleged misapplication of a specific provision of this MOU,
	6.7.1.1.5. Alleged misapplication of other written rules or regulations governing personnel practices.
	6.7.1.2. The following subjects may be appealed by any employee covered by this MOU pursuant to this Section if they have first met the requirements of Section 6.3  – Grievance Procedure or Section 6.5 – Pre-Disciplinary Procedure:
	6.7.1.2.1. Alleged misapplication of a specific provision of this MOU,
	6.7.1.2.2. Alleged misapplication of other written rules or regulations governing personnel practices.
	6.7.2. Hearing of a grievance by the Arbitrator will be limited to the written grievance as originally filed by the employee to the extent that said grievance has not been satisfactorily resolved.
	6.7.3. Arbitration Procedure
	6.7.3.1. A written request for arbitration must be filed by either the employee or AFSCME Local 1902 with the General Manager within fifteen (15) days of:
	6.7.3.1.1. The date of the notice of disciplinary action; or,
	6.7.3.1.2. The last day a response was possible in Section 6.3.5.2 – Grievance Procedure (Level II).
	6.7.3.2. The parties may mutually agree upon the selection of the Arbitrator or shall jointly request a list of panel Arbitrators as determined in Section 6.7.5, below.
	6.7.3.3. Within five (5) days following receipt of the above referenced list the parties shall confer to select the Arbitrator.  The obligation to strike the first name shall be determined by lot, and the parties shall alternately strike one name from...
	6.7.3.4. Within ten (10) days after the selection of the Arbitrator, the hearing shall be scheduled.
	6.7.3.5. The Arbitrator shall, within thirty (30) days of the conclusion of the aforementioned hearing, render his decision, in writing, and shall direct copies to the General Manager or designee, the grievant and the grievant’s representative (if any).
	6.7.4. Hearing
	6.7.4.1. The fees and expenses of the Arbitrator shall be shared equally by the District and the appellant (either employee or AFSCME Local 1902), it being understood and agreed that all other expenses including, but not limited to, fees for non-Distr...
	6.7.4.2. The hearing may be public or private at the option of the grievant.
	6.7.4.3. The grievant may be represented by legal counsel.
	6.7.4.4. The hearing shall be informal and the rules of evidence prescribed for duly constituted courts shall not apply.
	6.7.4.5. Hearings shall be conducted in accordance with rules and procedures adopted or specified by the Arbitrator, unless the parties hereto mutually agree to other rules or procedures for the conduct of such hearings.
	6.7.5. Pool of Arbitrators.  Arbitrators may be selected from a list of names provided by the State Mediation and Conciliation Service.
	6.7.6. Decision
	6.7.6.1. The decision of the Arbitrator shall not add to, subtract from, or otherwise modify the terms and conditions of this MOU and any portion of the decision purporting to do so shall be void.
	6.7.6.2. The decision of the Arbitrator may sustain or revoke the disciplinary action or second level grievance response and shall be final and binding on the parties.

	7.  AFSCME Local 1902 ACTIVITIES
	7.1. AFSCME Local 1902 BUSINESS
	7.1.1. This Section is intended to clarify the authority and responsibility of District supervisors in their relations with representatives of AFSCME Local 1902 and to define the extent to which members of AFSCME Local 1902 shall be excused from their...
	7.1.2. Procedure:
	7.1.2.1. Union Meetings:  A maximum of twelve (12) monthly AFSCME Local 1902 group meetings shall be held on District time each year. AFSCME Local 1902 shall arrange the group meetings in advance with the appropriate District management, not less than...
	7.1.2.2. Meeting and Conferring:  Up to two representatives of AFSCME Local 1902 shall be allowed time off without loss of pay for the purpose of meeting and conferring with the Employee Relations Officer on the Memorandum of Understanding.  Employees...
	7.1.2.3. Grievances and disciplinary issues:  The representative of AFSCME Local 1902 shall be allowed time off without loss of pay for the purpose of investigating and representing employees as defined in this MOU.
	7.2. MAINTENANCE OF MEMBERSHIP
	7.2.1. Employees who are on payroll deduction for AFSCME Local 1902 membership dues on the effective date of this MOU, and employees who begin payroll deduction for AFSCME Local 1902 dues during the Term of this MOU, shall continue such dues deduction...
	7.2.2. An employee who wants to discontinue such membership dues deduction may do so only during the month of November.  To discontinue dues deduction during this time period, the employee shall give written notification to both AFSCME Local 1902 and ...
	7.2.3. AFSCME Local 1902 shall indemnify and save harmless the District, its officers, agents and employees from any and all claims, demands, damages, costs, expenses, or liability arising out of this Section.
	7.2.4. In any cases where any employee does not have sufficient funds to provide for payment of authorized dues, AFSCME Local 1902 shall be responsible for collection from the employee.
	7.2.5. AFSCME Local 1902 shall submit annual financial reports to the District and Unit employees to the extent required by Government Code Section 3502.5 or its amendments.
	7.3. EMPLOYEE LIST. Each six (6) months, the District will provide AFSCME Local 1902 with a listing, by employee name, classification, and home address, of each employee in the General Unit.
	7.4. BULLETIN BOARDS The District will provide reasonable bulletin board space for AFSCME Local 1902’s use.
	7.5. MEMBERSHIP DUES DEDUCTION
	7.5.1. The District agrees to deduct all authorized initiation fees, periodic dues and special assessments from AFSCME Local 1902 members who have signed an approved AFSCME Local 1902 membership authorization card or cards.
	7.5.2. The District will promptly remit such fees, dues and assessments to AFSCME Local 1902, together with a list of effected employees.
	7.5.3. AFSCME Local 1902 shall indemnify and save harmless the District, its officers, agents and employees from any and all claims, demands, damages, costs, expenses, or liability arising out of this Section.
	7.5.4. In any cases where any employee does not have sufficient funds to provide for payment of authorized dues, AFSCME Local 1902 shall be responsible for collection from the employee.
	7.6. AGENCY SHOP (FAIR SHARE SERVICE FEE)
	7.6.1. New employees, within 30 days of their hire date, must either become a member of AFSCME Local 1902 and pay dues pursuant to Section 7.5 above or pay a monthly service fee equal to AFSCME Local 1902 dues, less non-chargeable costs as defined by ...
	7.6.2. Any employee who is a member of a bona fide religion, body, or sect which has historically held conscientious objections to joining or financially supporting employee organizations shall not be required to join or pay a service fee to AFSCME Lo...
	7.6.3. Charitable Organizations:
	7.6.3.1. Special Olympics
	7.6.3.2. City of Hope
	7.6.3.3. American Cancer Society
	7.6.4. The District will promptly remit such fees, dues and assessments to AFSCME Local 1902, together with a list of effected employees.
	7.6.5. In any cases where any employee does not have sufficient funds to provide for payment of service fees, AFSCME Local 1902 shall be responsible for collection from the employee.

	8.  PEACEFUL PERFORMANCE
	8.1. Essential Services The parties recognize and acknowledge that many of the services performed by the employees covered by this MOU are essential to the public health, safety and general welfare of the residents within the District service area.
	8.2. No Work Stoppages Consequently, AFSCME Local 1902 agrees that under no circumstances will it recommend, encourage, cause or permit its members to initiate, participate in, nor will any member of the bargaining unit take part in, any strike, sit-d...
	8.3. No Negotiation During Work Stoppage In the event of any such work-stoppage by any member of the unit, the District shall not be required to negotiate on the merits of any dispute which may have given rise to such work-stoppage, until said work-st...
	8.4. Union To Disclaim Work Stoppage In the event of any such work-stoppage during the term of this MOU, whether by AFSCME Local 1902 or by any member of the bargaining unit, AFSCME Local 1902, by its officers, shall immediately declare in writing and...
	8.5. Safe Harbor To AFSCME Local 1902 If in the event of a work-stoppage, AFSCME Local 1902 promptly and in good faith performs the obligations of this Section 8, and, providing AFSCME Local 1902 has not otherwise authorized, permitted or encouraged s...
	8.6. Discipline For Prohibited Work Stoppage However, the District shall have the right to discipline, including discharge, any employee who instigates, participates in, or gives leadership to, any work-stoppage activity herein prohibited, and the Dis...

	9.  MERIT INCREASES
	9.1. POLICY Employee evaluation is a process of rating an employee’s work performance, based upon an objective and factual appraisal of his job knowledge, skills, initiative, productivity, work habits, human relations and communication skills.  This p...
	9.2. DEFINITION A merit increase is a salary increase of one or more steps within the salary range of a specified classification.  This increase is awarded to employees who have performed their job duties in a manner that warrants such a merit increase.
	9.3. Eligibility Regulations:
	9.3.1. Probationary Employees:  The employee’s eligibility date for a merit increase is the first day of the pay period following his completion of a six-month probationary period.
	9.3.2. Regular Full-time Employees
	9.3.2.1. The employee’s eligibility date for a merit increase is one year from the previous merit increase he received; OR
	9.3.2.2. If the employee received a promotion after the last merit increase, the eligibility date becomes one year from that date.
	9.3.3. Maintenance Workers:  Notwithstanding any other provision of this section 9, employees holding the rank of Maintenance Worker shall be reviewed upon completion of the probationary period and every six months thereafter for so long as the employ...
	9.4. Determination of Amount
	9.4.1. Employees will be evaluated using the Districts standard employee evaluation form. The form is graded on a percentage basis.  Employee evaluation forms may also be used by the District to consider promotion of Employees at this discretion of th...
	9.4.2. Merit raises, within the established salary ranges, are not automatic, but will be granted based upon performance as determined during the employee’s annual productivity appraisal and approved by the General Manager.
	9.4.3. A Merit raise shall be that amount required to bring the employee’s salary to the next higher rate step as shown on the range assignment table in Appendix “C.”
	9.4.4. Employees who receive at least an 80% performance rating shall receive a one (1) step merit increase.
	9.4.5. In no event shall a merit increase under this section entitle an employee to receive a salary increase beyond the top step of the applicable salary range as specified in Appendix “C.”

	10.  SIGNATURE PAGE
	10.1. The members of each of the negotiating teams have executed this MOU as of the date hereinabove first shown and present it as a joint recommendation to the District Board of Directors.
	10.2. The following signatures acknowledge the ratification of the MOU by AFSCME Local 1902 membership and the acceptance of the MOU by the Board of Directors of Quartz Hill Water District.
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